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Human Resources Self Service (HRSS) Admin

= HRSS Overview

— HRSS has the ability to grant employees access to company
information and the employee’s personal company data, such as:

O Announcements
O Pay Summary

0 Company Calendar , L
O Personal Information

O Pay History

O Benefits
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Human Resources Self Service (HRSS) Admin

= HRSS Overview (continued)

- In addition, an employee may be granted
ability to change and update their data
either directly or by email notification to

the appropriate parties.
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Human Resources Self Service (HRSS)
eCMS Setup

= |n order to use HRSS a series of Default Values and
Maintenance Files will need to be setup in eCMS. We will be
covering eCMS setup for the following:
— Default Values (HR & PR)
— Distribution Master
- Benefit Master

— Other Hours ,& | -

- Dependants —
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Human Resources Self Service (HRSS)
eCMS — HR Default Value Setup

" For best results you may want to set the “Post PR Master from
HR Master” to “Y” on page 1 of the HR defaults.

mmmmmmmmmmmm

Announceements

-

HR Self Service
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Human Resources Self Service (HRSS)
eCMS — HR Default Page 1

) : - - =\ (3
@ eCMS CompanyiDivision: 37/000-4.0 Quick Quaity Builders ) || west -] AN =& = 2z |® o
(1]} AP v AR Admin v Archival ¥ ADP v BoM v CopyCo ¥ EgAcct v Eq Maint v ECM v GL ™ HR ¥ HR-E ¥ HR-SS v Inquiry v Integration ¥ Jicw MatiReq ¥ Ord Proc ¥ PIC™ PIS ¥ Payroll ¥ I+l Payrol-Can v
PropMgm ¥  Purchasing ¥ RepConst¥ Service¥ T&M ¥  User Menu ¥ 1 Search
37 000 40 Application Installation SYS530

Human Resources

Edit Holiday Hours at
P/R entry

Create Salary Review
from P/R Master

Update Term. Code and Date from P/R
Create Termination History Log

Salary Review Listing with P/R edit

Print Available Vacation Hrs on P/R Check
Print Available Sick Hrs on P/R Check
Accrue Vacation/Sick on Overtime Hrs
Accrue Vacation/Sick based on

Activate HR Audit Logging
Vacation Method
Sick Method
Occupation Master

Update Existing Employees
Print Accrued Hrs/Dirs on Vac/Sick Register Save History
Event Code during Personnel Maintenance [1_ [€] rPerform Year End Functions
Cost Dist Segment for Certifications# Vacation

Cobra Admin. Fee Percent (2) —1 Sick

Cobra G/L Numbers Stop BenCalc at Termination
Employee Receivables 1010.00200.000 < Aliow Negative Available Vacation
VC Cash Acct Co/Div Allow Negative Available Sick
Cobra Liabiity [2010. .000 [ VC R C

Y s
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Human Resources Self Service (HRSS)
eCMS — HR Default Value Setup

= HRSS provides the ability to setup 10 user defined categories
to classify your Deductions and Benefits. This can be set up on
page 3 of the HR defaults.

- o

88 FDPAL\JJCE:E Smarter Construction. Cloud ERP.



Human Resources Self Service (HRSS)
eCMS — HR Default Page 3

L@ eC M S Company/Division: 37/000-4.0 Quick Quality Builders

= = B ;. —_ —n 3 (2
€l - |55 |5 AN ||| s||d) § | D (O]
'. AR Y AR Y Admin ¥ Archival ¥ ADP ¥ Bol CopyCo ¥ EqAcct v Eq Maint ¥ ECM v GL v HR W™ HREY™ HR-SS v Inquiry ¥ Integration ¥ Jicw MatiReg ¥

OrdProc¥ P/ICY P/SY Payrol v I+l PayrollCan ¥
Prop Mgm ¥  Purchasing ¥ RepConst¥ Service¥ T8M¥ UserMenu ¥

lSear:h

37 000 40

Application Installation 8SYS530

Human Resources

Multiple 401K Limis

HR ]

401K Tax-Deferred Contribution Limit 17500 | Cat 1
401K Group Code 1 | Cat 2
Max Employee Salary for Contribution 255000 Cat 3
% of Contribution to Compensation 25
Total Contribution Limit 51000 ]
Contribution Limit Group Code 2 |
Use hours worked when calculating

401K exemption for local taxes O

/‘_\
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Human Resources Self Service (HRSS)
eCMS — PR Default Value Setup

" For best results you may want to set the “Update HR
Employees from PR Employees ” to “Y” on page 4 of the PR
defaults.

HR and Payroll

Y s
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e CMS

AR ¥ Admin¥ Archivaly ADPY BoM ¥

Human Resources Self Service (HRSS)
eCMS — PR Default Page 4

37 000 40

Payroll

Pay union employees highest
rate earned per day

P/R Employees

Pa¥ e oot paai C

Davis Bacon Pay Calculation
Code ]

Iimport Update - Assign Group#

by Employee

Auto Assign Equipment Number
For usage transactions

Max days for inactivity for
Garnishments

Stop Ded Calc at Termination

Company/Division: 27/000-4.0 Quick Qualty Builders

CopyCov EqAccty EgMainty ECMY GiL¥Y HRY

Purchasing ¥ RepConst¥ Service¥ T&M Y  UserMenu ¥

Application Installation

Post repair labor burden
to equipment
Report Safe Hours Worked

Update Crew/Group
ACH Originator ID
Charge Std Cost
When rates are zero

VC to Employee Company

General Ledger Labor Reclass
Backout Department Costs

]
Hide/Override Rates ]
]

Work with Standard Rates

GROUFP CODE DESCRIFTIONS

#01 #02 #03
#04 #05 #06
#07 #08 #09
#10 #1 1 #12

Y s
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Human Resources Self Service (HRSS)
eCMS — Distribution Master Setup

= |n order to have a distribution accessible in HRSS, the HRSS
Deduction Category needs to setup for the distribution. The
Following items are available for setup:

— HRSS Deduction Category — This is a promptable field, but this is for
information only. You will need to enter the category manually.

— Provider Phone Number
— Provider Website

- Group ID

gSPDPAJJEE Smarter Construction. Cloud ERP.



EHeCMS

[11] APY ARY Admin¥ ArchivalY ADP ¥
Prop Mgm ¥  Purchasing ¥ Rep Const ¥  Service ¥
Payroll

Distribution Code: ™

Start Date: 01/01/1981
Description: [HEALTH NS - Sm ]
Liability Account: [2300.00001.000 3|

Human Resources Self Service (HRSS)
eCMS — Distribution Master Setup

Company/Division: 37/000-4.0 Quick Quality Builders

BoM ¥ CopyCo ¥

TaM v User Menu v

Calculation Method

81.25]

Fixed Amount:

or

Percent: 0.0
Cooe:
or
Regular Rate: [0.000]
Overtime Rate:

Other Rate:

0.000

COMPUTER
GUIDANCE

Arrears Deduction Amount: |

or

EqAcctv EqMaint¥y ECM Y

Distribution Number:
Completion Date:

0.00]

Arraars Daduction Parcent: | 0.00

Calculation Method:

™

— - — — =
1 || - = AN == 2 ||@ O]
GLY HRY HREY HRSSY Inquiry ¥ Integration ¥ J/C~¥Y MatiReq¥ OrdProcY P/C¥ P/Sv¥ Payrol v I*l Payroi-Can v
{Soasen
Distribution Maintenance Mode: Update PRP224 PRPMOS - 7
1 Deduction Type: °
[12@i/z0ee |8
Exempt Withholding Tax Codes Railroad Accounts Payable
Federal Taxes: [2-Exempt FTFICAFUTA & RRT1FICASS: [] | Vendor : o
Stata Income Taxes: [Exempt < RRT1FICAMC: [[] | Vendor Location: o]
State Disability: Exempt ~ RRT2 i (] G 37
State Unemployment: [Exempt ~1 v | i . a <
Worker's Comp: [Exemet ~ SOPECROR Mol (E
Locat Income Tares:
Deduction Codes
Direct Deposit: O eporting D 0 ]
COBRA Eligible: < ) I
Declining Deduction:
ining Deduction F' Zero To-date Amount: O
Daduction Group: 0 Gross Code 7+ O
Pay Advance: O Garnishment O
Arrears Deduction: O Cond of Emp Deduction  []
e = = Health Ins i
HRSS Satup Otter 1 O
HRSS Deduction Category: [Cat 1 [<] Other 2 O

Provider Phone Number:
Provider Website:

987654321

[nttpsrws ww .aetnamedicare.com

123456789

Group ID :
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Human Resources Self Service (HRSS)
eCMS — Benefit Master Setup

= |n order to have a benefit accessible in HRSS, the HRSS Benefit
Category needs to setup for the distribution. The Following
items are available for setup:

— HRSS Benefit Category — This is a promptable field, but this is for
information only. You will need to enter the category manually.

— Provider Phone Number B BRI {itedHealthOndS

E@ CiGNA  XAetna

-

HUMANA

— Provider Website
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Human Resources Self Service (HRSS)
eCMS — Benefit Master Setup

EFDeCMS  companynision: 37100040 auick Quatey Buiders SECEEEIERRIEEAEIS )
[ AP ARY Admin~ Archivaly ADP¥ BoM~¥ CopyCo~¥ EqAccty EqMaintv ECM~ GLw HR~ HRE~ HRSS~ Inquiy~¥ Integration v J/C¥ MallReq™ OrdProcw PICw PIS~¥ Payrol v  1%1 PayrolCan v
m Purchasing ¥ RepConst> Service ¥ T&M ¥  User Menu ¥ [ searen |
7 ]
Human Resources. Benefit Master Maintenance Mode: Update HRP028 HRPMOS -3
[Premium Heatth Insurance N
Reporting Bene [« Unit Cost: HRSS Benefit Category: Catt  [<]
Benefit Type: [1-Beneres Unit Limit Provider Phone umber:  [Ssssssssss |
Benefit Value: Unit of Measure: Provider Website: [ww nscom
Vaiue Description: Match Maximu
Age to Use for Caiculation: [-Period Eng ~] Employee Maximum:
Frequency Code: [0-Not automat taken [ ~] Percent of Wage:
Include Commision
Rounding:

Benefit Deduction Calculation Benefit Match Calculation Taxable: O
Fixed Amount: [ Arrears A e[ o000] Match this Benefit: Include in Gross: O

or or Employee Deduction: Include in Net: O
Percent Rate: [ oo Arrears Deduction Percent: [ 0 Matehing Percent Include in 401K: ]
Parcent Code: [fGress=] Calculation Method: | Pay Pariod Maximum: Print on Check Stub: =

or [ Cost Distribution: [ P
Regular Hour Rate: | 0.000] Pay Period Minimum: Cost Type: B
Overtime Hour Rate: [ 0.000| Declining Deduction: O
Other Hour Rate: [ 0.000] Union Number: [
Gross Pay Code: [0-au Hourly Gross COBRA Efigible: = Uniton Code: Ln
Maximum Hours: [ 0.00] EE Codet o Fabke Cies

[-Per Pay Perioa[~] :Rsp cptbicis A ! Table Qualifier: [none <]
Associated Bened: [o = rocessing Sequence: [ B — 5 i) o
BenefGroup | [ DisplayTable | [ Previous | | Delete 11 Ext | ok ]

Ve
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Human Resources Self Service (HRSS)
eCMS — Other Hours Setup

= To have hours available in HRSS there is a HRSS Time Off Category
that needs to be completed. The categories are hard coded and are

not user defined. The five designated categories are defined as
follows:

- VA —Vacation

- S —Sick

- PH - Paid Holiday

- UH — Unpaid Holiday

- CT—=Comp Time
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Human Resources Self Service (HRSS)
eCMS — Other Hours Setup

EZHeCMS
|11} AP ¥

Prop Mgm ¥

Company/Division: 37/000-4.0 Quick Quality Builders

AR~ Adminv Archivaly ADP¥Y BoM~¥ CopyCo~v EqAccty

Purchasing ¥ RepConst¥ Service ¥ TaM ¥  UserMenu v

Payroll

Other Hours Type Code:s

Description:
Rate Multiplier:

Type of Hours:

Eq Maint ¥

ECM v

=1 =
GL~Y HRw HREY HRSSY Inquiry~ Integration ¥ J/C¥ MatiReq¥ OrdProc
Other Hours Type Maintenance Mode: Update

[scKPaY ]

=

i [ od
I Subsistence Adjustment:
=

Attendance Code:

Safe Hours:
‘Vacation/Sick Accrual:
Overtime Calculation:
Shift Differential:
401K Calculation:

/"_\__
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Human Resources Self Service (HRSS)
eCMS — Dependant Setup

= |n HR, Maintenance, Personal Data in the Dependant tab,
there are the available HRSS categories to assign to
dependants as needed. Once these are assigned the
dependants will be available in HRSS.
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Human Resources Self Service (HRSS)
eCMS — Dependant Setup

— a —_ pr g
n: 37/000-4.0 Quick Quality Buiklers Bl = | =) XK 2 & 2= @i |® (O]
EqMaintv ECM¥ GL¥ HRY HREY HRSSY Inquiy Integraon™ J/C¥ WMatiReq¥ OrdProc¥ P/IC¥ P/Sv Payrol v I+l Payroli-Can ¥

EFHeCMS  companymi

(118 APY ARV Admin¥ Archivaly ADPY BoM¥ CopyCo¥ EqAcct™

PropMgm ¥  Purchasing ¥ RepConst¥ Service ¥ T&M ¥  UserMenu ¥ l Search |
Human Resources Dependent Mode: Update HRP160 HRPMO6 - 4
Social Security Number: $90-00-1111 Employee Name: Rich Brown
General General 2 Attenaance Benhavioral Prof BenefwDeduct Benefits Select Comment Comp Time Company Propert | Contact | oepencens | Eoucaton | Empoecuctions |

Employment Events Grievance History Ind Specialty Insurance Language Skills Medical Wemberships |  Miitary Servic | References | Resume | salary Review |

Skill History Skill Inventory State/Local Termination His Termination Lis Training upc Vac/Sick/Comp
Delete Name Relationship Gender Birth Date Social Security Full Time Cat1 Cat2 Cat3 Address 1 Address 2 Address 3

[0 [Dependant1 [ ]« [Female[~-] 03071963 | [123-a5-6789 | [m] 23 Cyote Rd | [Roadrunner ] [AZ. 85855
B i« [Female[-~] [ozw07/1990 |l [e87-65-4321 | 23 Cyote Ra | [122 cyote Ra | 122 cyote Ra

]
O [Dependant2 ]
[l ] o Joo [ T 166:4 [ooo-00-0000 ]
{m | R co— ] | JmH  [ooo-00-0000

][ ]
] [

cooo
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Human Resources Self Service (HRSS)
HRSS Admin Setup

" |n order to use HRSS a series of Maintenance Files will need to

be setup. We will be covering HRSS setup for the following:

- Logo

— Calendar Colors

— eMail Service — HERZ0G [Emoves Sor=Series
— Allow Access After Termination

- eMail Recipients

— Create HRSS Payroll and W2 Categories

88 ?’IDPAL\JI;II-EE Smarter Construction. Cloud ERP.



Human Resources Self Service (HRSS)
HRSS Admin Setup

Home Personal Info Pay History Benefits Update Info Logout
Employee Self-Service Portal

Users Preferences Docs & Links Holidays Setup

Change Logo: E’ CGC Construction Group

Select. .
Employee Self-Service Portal

Choose Theme: Blue Opal =

Calendar Colors: o v sick [l ~| comp [l =+ ureaica ] +| Hoticay [ -

Save

eMail Server Address:

10.1.1.30 Port: | 25

Fr eMail Add :
rom eMail Address: hr-qa400@cgent com

Authentication: gogie. [ TLS: [

User Name: Password:

/"_\__
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Human Resources Self Service (HRSS)
HRSS Logo Setup

= To add or change a logo on HRSS use the following steps:
— Scan a jpeg document to a drive that is accessible to HRSS.

- In the “Change Logo” section click on “Select”, browse to the
document and select.
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Human Resources Self Service - (HRSS)
HRSS Logo Setup

' CGC Construction Group
Employee Self-Service Portal

Home Personal Info

Pay History

Benefits

Update Info

Admi

Logout

Users Preferences Docs & Links Holidays Setup

Change Logo: ' CGC Construction Group
Employee Self-Service Portal

Select. ..

X

» Richard Brown » Cases » ISP

> [ 2 il searchis

2l

Date modified

6/4/2013 2:46 PM
8/2/2013 4:07 PM
8/2/2013 3:55 PM
9/3/2013 2:06 PM
9/11/2013 8:34 AM
5/14/2013 4:13 PM
9/26/2013 9:53 AM
5/15/2013 10:45 AM
5/15/2013 10:39 AM
6/28/2013 1:58 PM
6/28/2013 10:05 AM
3/31/2014 1:08 PM

Organize ~ New folder
X Favorites = Name
Bl Desktop ] 1SP 130004 0.docx
8 Downloads 1] 1SP 130005 0.docx
%2 Dropbox = 1] ISP 130005 0.xdsx
%1 Recent Places 1] ISP 130005 1.docx
5] 1SP 130005 1.xdsx
4 Libraries 51 1SP 130007 0.docx
['5] Documents T 2] 1SP 130007 0.xdsx
o' Music 4] ISP 130007 1.doex
[e=| Pictures £3/] 1SP 130007 1.xdsx
B videos £4] ISP 130007 4.docx
1] 1SP 130007 4.xdsx
/% Computer 7] 1SP 130010 0 RDB1.xlsx
&, Windows7_ 0S(C - < | i
File name: -

0 @
Type =~
Micros|
Micros
Microf =
Micros
Micros
N‘ICfO!_
Micros
Micro:
Micros
Micros
Micros
Micros +
»

(A Files (.7

Open |+ Cancel

=N,
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Human Resources Self Service (HRSS)
HRSS Calendar Colors Setup

= The calendar offers 5 categories that can be color coded for
display on the employees calendar.

— Vacation ST—

— Sick 5

- comp \ loN
- Unpaid \/P\C’A

- Holiday e 3

Y s
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Human Resources Self Service - (HRSS)
HRSS Calendar Colors Setup

c C. 5 i i
............... T 1] sicx @~

#ebdces

Holiday - -

S

eMail Server Address: 10.1.1.30
From eMail Address: hr-qa400@
Authentication: Basic- [
e
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Human Resources Self Service (HRSS)
HRSS eMail Service Setup

= The following needs to be setup for the email service:

— Email Service IP Address and Port

- From email address will need to exist on your email service. This may
me an existing email or a unique email can be setup just for this
purpose.

- Authentication is needed if the exchange service is secured

0 Basic — Allows only Company email addresses
O TTLS — Allows all email addresses.

— User Name and Password (as defined per client).

gSPDPIBL\JJEE Smarter Construction. Cloud ERP.



Human Resources Self Service (HRSS)
HRSS — eMail Service Setup

2 .
r dress: (41454430 Port: | 25
idress: hr-qa400@cgcnt.com

ntication: pogie- [ TTLS: [
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Human Resources Self Service (HRSS)
HRSS Allow Access After Termination Setup

= Allow Access After Termination will allow a
terminated employee access for the stipulated
amount of months from their termination date to
their HRSS Payment History and W2 Information.

= For example, if the Allow Access After Termination is
set to 1 month and the employee was terminated on
01/04/14 then the employee will have access to their
HRSS Payment History and W2 Information until
02/03/14.

| ESPDPAL\JJCE:E Smarter Construction. Cloud ERP.



Human Resources Self Service - (HRSS)
HRSS — Allow Access After Termination Setup
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Human Resources Self Service (HRSS)
HRSS eMail Recipients Setup

= |f the employee needs to make changes to their HRSS
information a request will be sent via email to the appropriate
party to approve or make the change in eCMS. Emails will
need to be entered for the following update requests:
- PTO

— Personal Information — Employees will have authority to change their
personal information and an email will be sent as a notice of change
that has been done to the appropriate party.

— Direct Deposit

gSPDPAJJEE Smarter Construction. Cloud ERP.
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\pprover eMail Address:

nal Info Update eMail Address:

direct Deposit Update eMail Address:

Human Resources Self Service (HRSS)
HRSS eMail Recipients Setup

rbrown@computerguidance.com
rbrown@computerguidance.com
rbrown@computerguidance_.com

Save

Smarter Construction. Cloud ERP.




Human Resources Self Service (HRSS)
HRSS — Create HRSS Payroll and W2 Categories

* |n order for employees to see their Pay Advices and W2's in
HRSS Categories need to be setup in ECM for both. This can be
done by selecting the “Create” button in the Create HRSS

Payroll and W2 Categories section.
» by
a DN

S
/ y 4

s &
fv
5 <% <0
<X <o

- 2%
£ >
s s 104n ...
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Human Resources Self Service - (HRSS)
HRSS — Create HRSS Payroll and W2 Categories
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Human Resources Self Service (HRSS)
HRSS Admin Holiday

= |n Admin the Holiday tab will allow the setup of Holidays to be viewed on the
employee’s calendar. This can be set up universally for all Companies and Unions

or can be setup Company and Union Specific.
= To setup a Holiday, click on the date and enter a description.

Y s
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Human Resources Self Service (HRSS)
HRSS Admin Holiday
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Human Resources Self Service (HRSS)
HRSS — Admin Documents & Links

In Admin the Documents & Links tab will allow the setup Announcements,
Documents and Links the employee will have access to in their HRSS.

Announcements can be easily entered by simply keying in the information or clicking on
the hyperlink or image icon and entering the address.

- Documents can be made accessible to the employee by clicking on the hyperlink or
image icon and entering the address.
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Human Resources Self Service (HRSS)
HRSS Admin Documents & Links
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Human Resources Self Service (HRSS)
HRSS Admin Preferences

= Preferences allow you to control what the employee will be able to view on their
Information tabs.

= This can be done by selecting with a check the information you want the
employees to see. Any unchecked information will not be available in the
employees HRSS.

/"_\__
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Human Resources Self Service (HRSS)

HRSS Admin Preferences

’IaCGC Construction Group

. Home Personal Info Pay History Benefits Update Info Admin Logout
Empiloyee Seif-Service Portal
Users Preferences Docs & Links Holidays Setup
Screen Portlet Selection Save
Home Personal Info Benefits Update Info
Announcements M Demographics My Benefits B Profile

& Pay Summary

Vacation Time
Sick Time
Comp Time

Unpaid Time

NRURKE

Holiday Time

4 M Leave & Holiday Benefits
Request Time Off

Emergency Contacts
M skills

1 My Deductions
&1 Insured Dependents

[ Demographics
[ Emergency Contacts
4 [+ Direct Deposit
K Update eCMS

Y s
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Human Resources Self Service (HRSS)
HRSS Admin User

= The User tab will allow the Administrator the ability to edit selected users information. The
information that the Administrator may change is as follows:

=  User Name
=  Email
= Status

- Active

- Disabled — An terminated employee will be disabled when date exceeds the access time beyond their
termination date.

- Locked — An employee will lock their account when the try to logon unsuccessfully 5 consecutive times. The
Administrator can unlock the user by clicking on the unlock button to the far right of the locked user.

= Role
- User
- Admin

COMPUTER
GUIDANCE
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Human Resources Self Service (HRSS)
HRSS Admin User

ﬁ‘ CGC Construction Group Home Personal Info Pay History Benefits Update Info - Logout

Employee Self-Service Portal

Users Preferences Docs & Links Holidays Setup

First Name ~ Last Name ~ | User Name ~ | Email ~ | Status ~ | Last Accessed Role .

Anthony Pallazzono ajp350 rbrown@computerguidance.c ACTIVE A4 04/09/2014 User - + Update @& Cancel ~
brice nickelsen bn350 bnickelsen@computerguida... ACTIVE User - Edit Unlock

Buggs Bunny esstest2 achoudhary@computerguid ACTIVE 04/09/2014 User » Edit Unlock

Clarance Brown 3502 rbrown@computerguidance. .. ACTIVE User # Edit Unlock

Coco Montoya adeokar adeokar@computerguidanc.. DISABLED 03/12/2013 Admin #« Edit Unlock

Jim Jones esstest achoudhary@computerguid. ACTIVE 04/09/2014 User # Edit Unlock

John Mayall RDB350 rbrown@computerguidance... ACTIVE 04/09/2014 User - Edit Unlock

Keb Me kb350 hamett@computerguidance.... | ACTIVE 04/09/2014 User # Edit Unlock

MARK SPARKS akshay achoudhary@computerguid.. ACTIVE 04/09/2014 Admin # Edit Unlock

Rich Brown rb350 rbrown@computerguidance. .. ACTIVE 04/09/2014 Admin # Edit Unlock v

e o > o 1 - 10 of 10 items
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