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Document History

Doc Rev Date Description

1.0 02/03/2009 Initial Document

1.1 06/15/2009 Revised to update screen shots to comply with
Federal Section 508 accessibility standards

1.2 06/25/2009 Included the General Profile Page

1.3 09/17/2009 Included reminder concerning year-to-date totals
that are only reflected on the most current
paycheck

1.4 10/22/2009 Provided leave balances reflected in hours, as
well as message and reminder about printing the
payroll advice.

15 02/24/2010 Inserted Forgot Your Password Section

1.6 03/31/2010 Activation of the Employee Self Service account
will be provided by the OSF Help Desk. The
Leave Statement was added.

Employee Self Service Manual Page 4 of 43
Revised: March 31, 2010



CORE Oklahoma

Employee Self Service

Objectives
1. Sign On and Navigate

2. Update Records
=  Phone Number
= Email Address
= Emergency Contacts

3. View Records
= Personal Information Summary
= Paycheck
= Voluntary Deductions
= Direct Deposit
= Compensation History

Overview

Employee Self-Service, (ESS) is a web-based application that provides employees with
information related to their employment. The release of ESS provides the employee the ability to
view and maintain human resource and payroll data in the Human Resource/Payroll System.

ESS provides an excellent opportunity for you to ensure that the HR/Payroll information is
accurate and kept up to date. The information can affect the accuracy of your employment data,
including the pay and benefits you receive.

One of the advantages of the ESS system is the data in real-time data.

The following table describes the components that will be used.

Page Name Page Description

Personal Information Personal Information Summary, Phone Numbers, Email
Addresses, Emergency Contacts

General Profile Information Password, Personalizations, Alternate User, Workflow
Attributes, Email

Payroll and Compensation View Paychecks, Voluntary Deductions, Direct Deposit, View
Compensation History
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1. Call the Office State Finance Help Desk to activate your Employee Self Service Account
OSF Help Desk Phone Numbers: 405 521-2444 or 866 521-2444 (Toll Free)
2. Open your Internet web browser — Explorer.

3. Enter Employee Self Service Link: https://corehr.ok.gov/mrhri/signon.html

4. You may see a security alert message; click to proceed.

Security Ale x|

r.‘r‘l Infarmation you exchange with this site cantot be viewed or
?. changed by others. However, there iz a problem with the site's

security certificate.

& The zecurity certificate was iszued by a company pou have
nok chosen bo trust, Yiew the certificate to determine whether
Yol want ko trust the certifying authority.

a The security certificate date iz valid,

e The zecurity certificate has a valid name matching the name
of the page you are tying bo view.

Do you want to proceed?

Tes Mo Wiew Certificate

The PeopleSoft sign-in page will appear:
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ORACLE’

PEOPLESOFT ENTERPRISE

User ID: ||
Password: I

X

Forgot vour password?

5. Enter your User ID and the Password supplied by the OSF Help Desk. User ID and
Password are case sensitive.

User ID — your 6 digit Employee ID
Password: — The initial password will be provided by the OSF Help Desk.
OSF Help Desk Phone Numbers: 405 521-2444 or 866 521-2444 (Toll Free).

NOTE: Passwords always appear as asterisks in the display as you type them. If the
password is entered incorrectly three (3) times, ESS will automatically lock out the user.
After the initial login, if you stop before the third incorrect entry, you may still use the
Forgot Your Password link to reset your password. To have your password reset due to
lock out, call the Office of State Finance Help Desk Phone Numbers are 405 521-2444 or
866 521-2444 (Toll Free).

ClickQ

The PeopleSoft online system will validate your User ID and Password.
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ek - ) - [x] Z] 1 | ) search ' Favorites {f}‘ =& | - el

Acidress [ hitp: / /webdev. oklaosf. state, ok, us: 7251 /psp/hwdOtst EMPLOTEE /HRMS S 7omad=logindlanguageCd-ENG = Go ‘Llﬂks ”‘ & Snaglt 1=t

ORrRACLE
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change vour password.

Copyright @ 2000, Z007, Dracle. Al rights reserved. PeopleSoft is a registered trademark of Orasle Corporation
andior its affilistes. Other names may be trademarks of their raspactive owners

- |
@Tooe ] | T —

6. Click Click here to change your password link.

| =F -V o I — TS

Change Password

U=er I[O: =S=TEST

Description:  =Self Service Test

“Current Password: I
‘NMew Password: I
“Confinm Password: I

Chandge Password I

Current Password — When you call the OSF Help Desk, you will receive the initial/current
password. An asterisk (*) in front of a field indicates it is a required field to complete.

New Password — Type in a new password. New password must be at least 8 (eight) characters
and contain at least 1 (one) number. You can use both CAPITAL and/or lower case characters.
Your password will expire every 90 days.

Confirm Password — Retype the new password.

) Change Password ) )
Click and the following message will appear.
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Password Saved %

V Your password has successfully been changed.

Click Ll

The system will display the following:

ORACLE
Fersonalize Content | Layout Help

Search:

[ My Favarites

[+ Self Senice

- Change Wy Password
- My Personalizations
- ity Syatern Profile

NOTE: There are three (3) menu options on the top right hand corner of the web page Home,
Help, and Sign out.

=  “Home” will take you to the first page. If you get lost, selecting “Home” will
bring you back to the beginning.

= “Sign Out” option will log you out.

= “Help” option is not functional, at this time.
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Step |1 — Changing My System Profile

In order for the Office of State Finance Help Desk to ensure you are the person requesting a
password reset, you must complete the General Profile Information Page under My System
Profile link. In addition, in order for you to use the Forgot Your Password steps, you must have
completed the Change or set up forgotten password help process.

Navigation: My System Profile

ORACLE’
Home Addto Fa 3 Sign out
Search: Chanae or set up forgotten password help ﬂ
®

[ My Favatites
> Warkforce Adrinistration bty preferred language for PlAweh pages is English
[ Enterprise Learnin -
b Sat UEJ HRMS Y My preferred language for reports and email is: English 'l
> 0K Custom Currency Code: Q

Reports/Processes
> Reporting Taols Default Mobile Page: | Q
A wemateyser |
— Chanae iy Pagssword LIEREBUEED
— My Personalizations

m Profile It yiou will be temparatiy unavaiable, you can select sn sternste user to receive your roLtings.

Alternate User ID: | Q

From Date: El (Example: 12731 72000)
To Date: El (Example: 12731 72000)

Workflow Attributes

[JEmail User [ Worklist User

Miscellaneous User Links

omize | Find | 8 First [ 4 o4 0 Last

Primary Email . .
Account Email Type Email Address
¥l |Busmess = |jeanie rohards@osf ok gav =

& save |

Click Change or set up forgotten password help link.
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Search:

b My Favorites Change or set up forgotten password help

[ Self Semvice
— Change My Password Enter a question and your response below. These will be used to authenticate you.
— My Personalizations

— My System Profile Question: | Mother's Maiden Name

In what city does your nearest sibling live?

Response: |In what city were you born?
Mothers Maiden Name

What is your best friend’s name from childhood?

Whatis your dog’s name?

Whatis your father's middle name?

What is your maternal grandmother's maiden name?

What school did you attend for sixth grade?

Whatwas your childhood nickname?

Which phone number do you remember from childhood?

Question — Select drop down menu and choose a question.

Response — Enter the answer to the question selected.

Click _ook | .
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ORACLE
Meru 3]

Search: Channe or set up forgotten password hel d

Home Add to Favorites

@ Personalizations
[> My Favarites

& Workforce Administration My preferred language for PIA weh pages is: English
[» Enterprise Learnin -
b Sat UE HRMS 8 My preferred language for reports and email is: IEﬂgllSh 'l
I OK Custom Currency Code: Q
Reports/Processes .
» Reporting Tools Defauilt Mobile Page: | Q

[ PeopleToals
— Chanie My Password ulternale User

— My Personalizations

If o weill be temporarily unavsilable, you can select an sternate user to receive your routings

Alternate User ID: | Q
From Date: El texample:] 24 £2000)
To Date: el [emample:] 231720000

Workflow Attributes

[T Emailuser [ Worklist User

Miscellaneous User Links

Primary Email I

Account mail Type Email Address
ol |Business =l |Jeanie.mbards@osﬂok.gov =
Bl save |

(K1

The Personalizations and Alternate User sections will not be utilized at this time.

In the Email Section: Select the Primary Email Account box, on the Email Type field, click LI
drop down menu and choose Business and in the Email Address field enter your agency’s Email

address. To add another e-mail address, click , choose Email Type and enter email
address. If more than one (1) type of Email is entered, one (1) of the Emails must have the
Primary Email Account box checked. If you do not have Email, enter your supervisor's Email
address.

NOTE: The Emails on the General Profile Information Page and Personal Information Page
provides separate functions within the various PeopleSoft modules. After the Email(s) have been
entered on both pages, the system will provide employees with proper and timely notifications.

REMINDER: Your Email(s) must be updated whenever there is a change to the address.

clie 25|
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Forgot Your Password

Overview

In the Employee Self Service, (ESS) application, there is a capability to Reset your own password
after the initial log-in, however, you must be aware of a few issues.

NOTE: If you have not previously set up your challenge question in the My System Profile link
within ESS application, please call the Office State Finance Help Desk at 405 521-2444 or 866
521-2444 (Toll Free) to reset your password.

NOTE: If the password is entered incorrectly three (3) times, ESS will automatically lock out the
user. If you stop before the third incorrect entry, you may still use the Forgot Your Password link
to reset your password. To have your password reset due to lock out, call the Office of State
Finance Help Desk Phone Numbers are 405 521-2444 or 866 521-2444 (Toll Free).

Following are dates when ESS will not be available.
Maintenance Schedule:

e 2" Saturday of each month
4" Saturday of each month
2" Weekend of each quarter

Maintenance Schedule Link:
http://www.ok.qov/OSF/OSF Help Desk/Helpdesk - PeopleSoft System Availability.html
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ORACLE
PEOPLESOFT ENTERPRISE

User ID: ||
Password: |

[ Signin_

Forgot vour password?

Click Forgot your password? link.

Step 2

Forgot My Password
If you have forgotten your passwaord, you can have a new

password reset for you here.

Enter your User ID below. This will be used to find your profile, i rto authenticate you.

User ID: I'“:":“-—-“:"1

Continue I

In the User ID Field: Enter your six (6) digit Employee User ID number.

Click Caontinue |
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Step 3

Forgot My Password

User |D: 100001

Flease answer the following question below for uservalidation.

Question: Favorite Pet Name

Response: || Bowie

Validate Answer / Reset I

System Prompts: Security Question you previously answered.

In the Response Field, enter your response to the question.

Click Walidate Answer / Reset || _
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Password Reset

V Your password has been reset to: PS PA23WA5

FaorlD: 100001

Please close all your People Soft sessions and then open a new session
to sign in again using this new password. Once you sign on, the system
will prompt you to reset your password.

The reset password is temporary.

SUGGESTION: Write down the Temporary Password and note the Temporary Passwords are a

mixture of numbers and CAPITAL letters.

Password Reset

“ Your password has been reset to: PBPA23WA5

ForlD: 100001

Please close all your PeopleSoft sessions and then open a new session
to sign in again using this new password. Once you sign on, the system
will prompt you to reset your password.

Highlight and copy the RESET CODE. HINT: Control C to copy the Reset Code.
Exit Employee Self Service.
Click File

Click Exit.

Employee Self Service Manual
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ORACLE
PEOPLESOFT ENTERPRISE

User ID: |1UUUU1
Password: |unnn.|

[ Signin |

Forgot vour password?

Log into Employee Self Service.

Employee Self Service Login Link: https://corehr.ok.gov/mrhri/signon.html

Enter User ID Number. In the Password field type the Temporary Password or:
Hint: Control V will paste the previously copied temporary password.

System Prompts: “Your password has expired.”

ORACLE
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

Click link: Click here to change your password.
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Step 6

Change Password

User ID: 100001
Description: Elrmer Fudd

=Current Password: |eescacans
*New Password: |escsccanas
*Confirm Password: |esceccanas

Change Password |

In the Current Password field, type the Temporary Password.
REMEMBER: Temporary Passwords are a mixture of numbers and CAPITAL letters.
HINT: Control V will paste the previously copied temporary password.

Enter New Password: The password must be eight (8) characters and include at least one
(1) number, and cannot be a previously used password and characters can be upper and
lower case.

Enter New Password in the Confirm Password field.

NOTE: The Confirm Password field must be entered exactly as the New Password field. If the
password is entered incorrectly three (3) times, ESS will automatically lock out the user. If you
stop before the third incorrect entry, you may still use the Forgot Your Password link to reset your
password. To have your password reset due to lock out, call the Office of State Finance Help
Desk Phone Numbers are 405 521-2444 or 866 521-2444 (Toll Free).

Click Change Password | .

orRACLE e

Password Saved

'“ Your password has successfully been changed.
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To save your new password, click .
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You have successfully reset your password and should be viewing the ESS Main menu page.

ORACLE' - |

Personalize Caontent | Layout

Search:

| 2
[= My Favaorites

[» Self Senice

— Change My Password

— My Personalizations

— My System Profile

Employee Self Service Manual Page 20 of 43
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Personal Information Components

Navigation: Self Service > Personal Information > Personal Information Summary

The system displays the following:

| ORACLE

Search:
I My Favorites
- Self Service
< Personal Information
ation

ail Addresses

— Emergency Contacts
& Payrall and Compensation
— Channge Wy Password
— My Personalizations

— My Systern Profile

Mew window | Help | customize Page | o5

Personal Information

Test Tester

Test Tester

]
o
)
=
o
']
']
o
]

Address Type Status As Of Country Address
38712 MY 38th

Home Current 111911879 USA Qklahoma City, OK 73130-7621
55

Phone Numbers

Phone Type Phone Number il Preferred
Home 405/622-17560 -
Main 405/522-1725 =

Change phane numbers |

Emergency Contacts
Name Relationship to Employee

Change emergency contacts |

Email Addresses
Email Type Email Address Preferred

-

Change email addresses |

Marital Status:  Unknown As of:

Description Primary
Wihite [ =3

Employee Information

Gender: Female
Date of Birth: 07/09/1953
Birth Country:

Birth State:

Smoker:

Date Entitled to Medicare:

Military Status: Motindicated
Original Start Date: 11M19/1a79
Highest Education Level: A-Mot Indicated

Contactthe Human Resources department if any of your Employee Information is incorrect

Return to Persaonal Infarmation

EXCEPTION: The employee will not be able to update any of the information on the Personal
Information Page if your agency has chosen View Only. On the Personal Information Page, the
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employee will only be able to view their personal information. Contact your Agency’s Human Resource
Division if changes to the data are required.
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Personal Information Changes— Phone Number (s)

Navigation: Self Service > Personal Information > Phone Numbers

The system will display the following:

ORACLE’ ﬂ

Bearch:
o

R

Wy Favarites

¥ Self Service

= Persanal Information
— Personal Information

Sumirian Test Tester

— Phone Numbers
— Email Addresses
— Emergency Contacts

[= Payrall and Compensation

I Change hiy Password

- hly Personalizations

- Wy Systern Profile

Phone Numbers

Enter your phone numbers belaw,

Phone Numbers

Phone Type *Telephone Extension Preferred

[ AddaPhone MumBer |

* Required Field
Save |

Return to Self Service

] Add a Phone Murnber | ] ] )
Click and the fields will become available.

Phone Numbers
*Phone Type *Telephone Extension Preferred

| -] | | r Delete |

Phone Numbers Phone Type — Select ﬂ drop down menu and choose Phone Type.
Telephone — Enter phone number.
Extension — Enter Extension, (if part of phone number).

Preferred box — Select for the preferred phone number.

Click il at the bottom of the page.
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Add additional Phone Numbers

Add g Phone Mumber I

Click and a blank row will be added.
Phone Numbers
Phone Type *Telephone Extension Preferred
Home 404/522-1712 W Delete
| B I Delete

Phone Numbers Phone Type — Select ﬂ and choose Phone Type.
Telephone — Enter phone number.
Extension — Enter Extension, (if part of phone number).

Preferred box — Only one box must be checked as preferred.

Click _ sae | .

NOTE: To change/correct previously entered phone numbers, type over the exiting data or click
Delete

Click | gave | .
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Personal | nformation Changes— Email Addresses

Navigation: Self Service > Personal Information > Email Addresses

The system will display the following:

ORACL= %

M e Wiiind

I My Favorites

[~ Self Service

= Personal Information
— Personal Information

Email Addresses

Test Tester
Summary

— Phone Murmbiers

Email Addresses

— ' "'“’ *Email Type *Email Address Preferred
= Payroll and Compensation
[ Chanoe by Password
— Miv Personalizations
-ty Systern Profile |

Add an Email Address 1

* Required Field

Save I

Click fdd an Email Address and the fields will become available.

Email Addresses
Shirley Robards

Email Addresses

*Email Type *Email Address Preferred
Other |jeanie.rnhards@nsfﬂk.gw ¥ Delete |

|H|:|me ;I |rnhards@yahun.cnm| I Delete |

Add an Email Address |

Email Type — Select Ll drop down menu and choose Other as the Email type.

Email Address — Enter agency Email address and check the preferred box. Click to add
another type of Email. If more than one (1) type of Email is entered, one (1) of the Emails must
have the Preferred box checked. If you do not have Email, enter your supervisor’s agency Email
address.

NOTE: The Emails on the General Profile Information Page and Personal Information Page
provides separate functions within the various PeopleSoft modules. After the Email(s) have been
entered on both pages, the system will provide employees with proper and timely notifications.

REMINDER: Update your Email(s) whenever there is a change.
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Add Email address.

Click fdd an Email Address and a row will be added.

Email Addresses
Test Tester

Email Addresses

**Email Type *Email Address Preferred

|H|:|me j |testtester@nal.cnm v Delete |

| -] | r Delete |

Email Type — Select LI drop down menu and choose Email type.

Email Address — Enter Email address. One (1) of the Emails must have the Preferred box
checked.

Click ﬂl at the bottom of the page.

REMINDER: Update your Email(s) whenever there is a change.
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Personal I nfor mation Changes— Emer gency Contact

Navigation: Self Service > Personal Information > Emergency Contact

The system will display the following:

ORACLE' m

henu &
pearch: @ [%

hiy Favorites
oelisenice Emergency Contacts
= Personal Information
— Parsonal Inforrmation
Sumrmary
- Phone Mumbers
— Email Addresses Emergency Contacts
ontacts
[ Payroll and Compensation
I Chande Wy Password
I My Personalizations
I My Systerm Profile

ey Wind owe | He|

Test Tester

Contact Name Relationship to Employee

Add an Emerdgency Cantact

. Add an Emergency Contact . . .
Click and the fields will become available.
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oRACLE —

*Contact HNamme: I

I[=0»

‘Relationship to Employeea: I Crther ;l

T contact has the same address as the employee

T comtact has the same telephone number as the employee

Address

Country: Change Country

Address: Edit Address

Telephone: I

Other Telephone Numbers
Emergency Contacts

Phone Tvpe Phone NHummber

Add a Phone MMumber I

* Required Field
Save

Return to Emergency Contacts

Contact Name — Enter the contact name

Relationship to Employee — Select Ll the drop down menu and choose relationship.
If the address is the same as the employee check the box =i

If the telephone number is the same as the employee check the box ™ .

Select Ll the drop down menu on the Address Type field and choose correct type.

Select Ll the drop down menu on the Phone Type field and choose correct type.

¥ Contact has the same address as th[%emuloyee

¥ Contact has the same telephone number as the employee

Address Type: I Home -
Phone Type: I Home =
Employee Self Service Manual Page 29 of 43
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If the contact address is different than employee complete the following:

Country: Change Cnuntg’

Address: Edit Address

Click Change Country link.

Search by: |CDUHW 'I begins with |L5A

Look Up | Cancel |Advanced Lookup

Search Results
1 af1

ount Description
IS8 LInited States

Type “USA" and select USA link.

Country:

Change Count
Address: Edit Address /

Click Edit Address link.
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Country:

City:
County:
oK |

Address 1:
Address 2;

Address 3:

Edit Address

IInited States

Change Country

State: I Q Postal:l

Cancel |

Address 1: — Enter address fields. Do not use punctuation in abbreviations (i.e.,St. or N.W. or
Ave.) Use mixed case only, and do not use all caps.

State: - Enter OK for Oklahoma or click the magnifying glass for the “Lookup” menu (enter the
first letter to narrow your search for the proper two (2) letter abbreviation. Select the proper

state.

Look Up State

Search by: |State 'I begins with |0

Look Up | Cancel |Advanced Loakup

]
o

|C:-|D|O‘
o= T

Search Results

1-3 of 2

Description
Chio
Oklahoma
Cireqgan

Postal — Enter the Zip Code

Click to return to previous page.
Click _sae |

Employee Self Service Manual
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If the contact phone number is different than employee, complete the following steps:

[405551712

Telephone:

To enter new information, enter the text in the blank field. To change existing information, type

over the data and click ﬂl .

To add other emergency contact phone numbers select |
phone type and phone number will become available.

Other Telephone Numbers

Emergency Contacts
‘Phone Type Phone Number k

| -] | Delete |

Phone Type — Select Ll the drop down menu and select phone type.

Add & Phone Mumber Iand

Phone Number — Enter phone number.

Click _ sae | .

s . . 5
NOTE: To change existing information, type over the data and click il .
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View Only Access

Navigation: Self Service > Payroll and Compensation

The system will display the following:

ORACLE’
Haome
Search:
) @@ Payroll and Compensation
[ Wy Favorites
- Szlf Saice Revies your pay and compenzation history. Undate yvour direct deposit and other deduction or contribution information.
b Personllnformatlon — | View Paycheck j=] Voluntary Deductions Direct Depaosit
¥ " clil Reviewy current and prior paychecks. Addd or update your voluntary deductions. Add or update your direct deposit information.
= iew Paycheck
= Valuntaty Deductions
— Direct Deposit
- Cormpensation Histary Compensation History
[~ Change My Password Review compensation history for base,
- My Personalizations wvariable, and stock options.
I bty System Profile

Select the information you want to view.
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View Paycheck

Navigation: Self Service > Payroll and Compensation > View Paycheck

The system will display the following:

ORACLE

Hasiim New Window | Help | Customize Page
[ My Favarites
[ Self Senice -

b Personal Information View Paycheck

< Paytoll and Compensatian

Revigw your available paychecks helow. Selectthe check date of the paycheck you would like to review.

= Yoluntary Deductions
— Direct Deposit

~ Compensation Histary ~ Select Paycheck -

:w CheckDate  Company Pay Begin Date Pay End Date mw PDF File

| el 008073 N 0710172008 0713172008 SI61146 G120 [
20000530 I 5012003 05302008 BIBI14T 501140108 [
20000530 I 5012008 05312008 B71146 501004300 [
20000430 I, 4012003 04302008 BTI14T 50I0EOTID [
20000331 I 13012008 03312008 B7I146 SNOIO2NE
20000720 N 01017003 0212912008 BITI14T 500073138
20000131 I, (1017003 01312008 §T3N s00oliEM
0071231 D, 2012007 1213172007 208123 S008E04B4 [

Select the check date you want to review. Click blue Check Date link. The most current
paycheck date will provide the year-to-date totals and leave balances even if the net pay is zero.
After selecting the check link, you can print the advice page.

A zero net pay check is due to sick and/or annual leave time reported after the regular payroll has
processed. An additional payroll is processed to update leave balances resulting in zero net pay.

The following screen prints break down each section of the paycheck.
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General
View Paycheck
Test Tester
Net Pay: §2611.48
Company:
] Pay Begin Date:  07/01/2008
Adress: Pay End Date: 0773172008
] Check Date: 0732008
Review the details of your paycheck, Toview other checks, select  View a Different Paycheck
General
Name: ] Business Unit: ]
Employee ID: [N Pay Group: ]
Address: [ Department; |
I 0cAtion: |
Job Titl: I
Pay Rate: $4,004.02 Manthly
Tax Data

Fed Marital Status: barried OK Marital Status: arried, use regular takle
Fed Allowances: 0 OK Allowances: 0

Fed Addl Percent:  0.000 OK Addl Percent: 0.000

Fed Addl Amount:  §100.00 OK Addl Amount: $0.00
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Paycheck Summary

Paycheck Summary

Period Gross Eamings  Fed Taxable Gross Total Taxes Total Deductions Net Pay
Current 5,206.92 369874 831.53 1,663.93 2611.468
YTD 36,445 44 25,791 53 5,458.493 11,747 51 18,742.00

Earnings and Taxes

Description Hours Rate Amount YD Description Amount YD
Amount Amount
Regular 4,049.03 2774727 FedWithhaoldng 440.03 2871 46
Ben Allaw 964 66 f,79262 FedMEDIEE 5743 402 63
Hal Slry 800 23648243 189.19 84594  Fed OASDIEE 24597 1,721.749
RBenAllow 14323 1,00261  QkWithholdng 138.00 463,00
Regular -8.00 23648243 -189.149 0.00
Total: 5.206.92 3644844 Total: 931.53 5.958.93

REMINDER: The most current paycheck date will give you year-to-date totals and leave
balances even if the net pay is zero.

Employee Self Service Manual Page 36 of 43
Revised: March 31, 2010



CORE Oklahoma

Before Tax Deductions, After Tax Deductions and Employer Paid

Benefits

After Tax Deductions
Description Amount Am;ﬂﬂ Description Amount Amc::ﬂ Description Amount Am:l:ﬂ
edical Re 275.00  1,92500 EE Supplem % 31.80 22080 Defr Camp 28.00 174.00
EEFacifiCa 37747 164299 DP Depende 7.20 5040 QFERS Ret 584,36 391458
CPFacifiCa 53881 377867 NTLTEACHE 117.10 818.70 SoonerSave 1.78 11.68
Cielta PFO 8.44 189.08

EE Disahil 7.84 5278

EE Basic L 3480 27.30

EESuppleme 7.40 51.80

SoonerSave 125.00 975.00

CPERS 14347 1,004.29

*Taxahle

Total: 1,508.13 10,656.91 Total: 155.80  1,090.60 Total 621.11 4,101.23

Net Pay Distribution

Net Pay Distribution

Payment Type I Paycheck Number  Account Type Account Number Amount

Direct Deposit A01210926 Checking MR 261146
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L eave Balances
Description ¥YTD Amount
Sick 1321.897
Yacation 541.55
Total YTD Amount; 1863.52

Leave Balances reflect the hours available.

NOTE: Leave Balances are only available to agencies utilizing the PeopleSoft Leave
System.
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View L eave Statement

L eave Accrual Report

Step | — Navigate to the Payroll and Compensation Components

Navigation: Self Service > Payroll and Compensation > View Leave Statement (0457)

The system will display a list of Pay Periods with Leave Statement Reports available for viewing

and printing:

Menu O
) ®

[+ My Favorites
= Self Service
[= Time Reporting
[ Personal Information
== Payroll and Compensation
— View Paycheck

— View Leave Statement
(0457)

— Voluntary Deductions
— Direct Deposit
— Compensation History
— Change My Passwaord
— My Personalizations
— My System Profile

| View Leave Statement (0457) |

MNew Window

Customize | Find | View All | B

Pay Period Begin Date Pay Period End Date Agency

2009-08-01
2009-07-01
2009-06-01
2009-05-01
2009-04-01
2009-03-01
2009-02-01
2009-01-01

2009-08-31
2009-07-31
2009-06-30
2009-05-31
2009-04-30
2009-03-31
2009-02-28
2009-01-31

Office of State Finance
Office of State Finance
Office of State Finance
Office of State Finance
Office of State Finance
Office of State Finance
Office of State Finance
Office of State Finance

First [+] 18 or62 I Last

Step 2 — Click Pay Period End Date link you wish to view the Leave Accrual Statement. The
Leave Accrual Statement will appear in a separate window. Print statement as needed.
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Stata of Oklahoms
Office of State Fimance

Hgency 090
Employes Monthly Leawa Accrual Baport Date Prioted: 01,/27/2010
for Aoqust 2009 Time Printed: 10:08:AM

Page Numbar: 1
Mail Drop ID:

EmplID: 123456 Hame: Fmith, John

DAY WEEKDRAY ANNUAL SICK ENFRC coMp HOLID/ ORG. MILIT SHARE RATL

LINIT TIHE PERSOR LINIT W/PRY CUASRT

oO.000000 0.0ooooo 0. 000000 -ono0oo 0.000000 0. 000000 0.0o00000 0.000000 0.000000
0.000000 0.0oo00n 0. 000000 -ooonoo 0.000000 0. 000000 0.0o0oo00n 0. 000000 0.000000
0.000000 0.000000 0. 000000 -0oo0o00 0.000000 0. 000000 0.000000 0.000000 0.000000
0.000000 0.000000 0. 000000 -0oo0o00 0.000000 0. 000000 0.000000 0.000000 0.000000
0.000000 0.000000 0. 000000 -ooonoo 0. 000000 0.000o0o 0.00o000 0. 000000 0.000000
0.000000 0.0oo0oo0 0. 000000 -ooo0o0 0.000000 0. 000000 0.0o00000 0.000000 0.000000

0.0oo00n EECEIVED SHARE 0. 000000

0.0oo00n

162 T7B4LE

-TEODOD 0.000000 0.000000

*Hote: For infomation regerding tha anmusl leava maximum refer
to Merit Rule E30:10-15-11(b)iE].
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Voluntary Deductions

Navigation: Self Service > Payroll and Compensation > Voluntary Deductions

The system will display the following:

ORACLE
Home Add to Fa ]
Search: Mew Window | Help | Custo
®
[+ Wy Fawarites .
(7 Self Senice Voluntary Deductions

[ Personal Information
= Payrall and Campensation Test Tester

= Wiew Paycheck
|

= Woluntary Deductions
- Direct Deposit
- Compensation History

- Channe My Password -
- iy Personalizations oluntary Deductions
- Wy System Prafile Deduction Type  Start Date  Stop Date  Status Deduction  Goal Amount  Goal Balance

Review, add ar update yaur valuntary deductions infarmatian

Add Deduction |

NOTE: Be patient, the voluntary deductions can take time to load.
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Direct Deposit

Navigation: Self Service > Payroll and Compensation > Direct Deposit

The system will display the following:

ORACLE
M &

Search:
[+ My Favarites

7 Self Senice Direct Deposit

[ Persanal Information
v Payroll and Compensation | 125t Tester
= Wiew Pavchack
= Yoluntary Deductions

Home Add to Favorites

NewWindow | Hel | Custo

- Direct Deposit
 comcencalon Hen
 Change My Fassword ’“‘ D""s“ L Donns

- Wy Personalizations Account Routing Number ~ Account Number —Deposit Type — AmtPct depostt

— My Systern Profile Type Order

Review, add ar update your direct depasit infarmation

Checking NN I Percent 100% 1 Edit | Delete |
Add Account
—I Pay Staterent Print Option

NOTE: This is a view only page and the Edit, Delete and Add Account buttons have been grayed
out.
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Compensation History

The system will display the following:

OoORrRACLE

Search:

@

[ My Favorites
~— Self Service
[- Persanal Information
= Payroll and Compensation
— Yiews Paycheck
— woluntary Deductions
— Direct Deposit

— Change My Password
— My Personalizations
— Iy Systern Profile

e Window I L

Compensation History

Test Tester

Wiewy Another Date Range

From: 010171900 To:

Employee Job Information

010852009

EmpliD: [ ]

Departiment: ]

Job Title: |
Emplovee Status: Active

Salary History

Date of Action Reason Annual Compensation
Cha“!le Sala! v per Freglleng;g
10J01/2006 Pay Rt Chy ﬁﬁ:egggt OTLMING 4g 158346 USD  4,099.028850 USD  Monthly

32 Skill-based
payio base

C21 Costof Living
Increase

249 5kill Based
Fay adjiustrment
Conversion from
Legacy Systerm

070120068 Pay Rt Chg 46,246,044 USD 3803837000 USD  wonthly

07012005 Pay Rt Chg 46,245.044 USD  3,802.837000 USD wonthly

01012005 Pay Rt Cho 46,111.086 USD 3842590500 USD  haonthly

111814979 Hire 434915 320 USD 3659610000 USD  haonthly

Variable Cash Compensation

Award Date Tvpe Awiard Value

Variable Non-Cash Compensation
Twpe

Stock Option Details
Tvpe Ticker Syimmbol

Number of Shares Grant Price {Per Share)*
g.o0ooo00 0.000000

*Grant price is based on Grant Date

Wiew in lssued Currency

Return to Ermployes Self Service

Feturn to Payroll and Compensation

Click Date of Change blue link to view additional information.
Click Return to Employee Self Service link.

Click Return to Payroll and Compensation link.
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