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Human Resources Self Service (HRSS) Users

= 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

0 Personal Information ;
O Pay History

O Benefits
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Human Resources Self Service (HRSS)

= 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)
HRSS User Setup

= The user will need to be given the link to access the HRSS site.

= Once in the site the user will need to register to gain access the HRSS
information. During the registration process the employee will need to provide
the following information:
— First Name — This does not need to match the eCMS first name.
- Last Name — This does not need to match the eCMS last name.

— Social Security Number — Must match exactly what is entered for the employee master
in eCMS.

- Birth Date — Must match exactly what is entered for the employee master in eCMS.
- User Name — This does not need to match the eCMS user name.

- Email — This does not need to match the email address in eCMS but may be dictated by
the Company’s service security.
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Human Resources Self Service - (HRSS)
HRSS User Setup

' CGC Construction Group Forgot Password
EEEEE yee Self-Service Portal

User Name:

Password:

powered by Computer Guidance Corporation Copyright © 1981 - 2013 All rights reserved.
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Human Resources Self Service (HRSS)
HRSS User Setup

o - - [ @ - Page~ Safety~ Tools~ @b~ & &

F CGC Construction Group Forgot Password
eeeeeeeeeeee -Service Portal
First Name g. Johi
i e.g. D

SSN €.9. XXK-XX-XXXX

Birth Date e.g. MM/DD/YYYY
u: Nam
Email e@exam|
Register Cancel

powered by Computer Guidance Corporation Copyright ©® 1981 - 2013 All rights reserved.
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Human Resources Self Service (HRSS)
HRSS User Setup

P F=9 g Safety ~ ©- & 5
r EMGD(I:QVee Self-Service Portal
- Once you have
Birth Date e.g MMDD/YYYY m .
p— registered
A / successfully, you will
— receive the following
powered by Computer Guidance Corporation i 1981 - 2013 Al ri r n
P message
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Human Resources Self Service (HRSS)

From: hr-qa400 @cgent.com
To: Richard Brown

Ca

Subject: Login credentials for eCMS HR Self Service!

Thank you for registering.

HRSS User Setup

Click to redirect to

Your username is: RDB350

Your temporary password is: roupro

Click here to be redirected to the login page.

CONFIDENTIALITY NOTICE: This transmission, may contain information that is privileged, confidential and/or exempt from disclosure under applicable law. If you are not the intended recipient, you are hereby notified that any
disclosure, copying, distribution or use of the information contained herein (including any reliance thereon) is STRICTLY PROHIBITED. If you received this transmission in error, please immediately contact the sender and destroy the

the logon page.

material in its entirety. whether in electronic or hard copy format. Thank you for your compliance.

Please consider the environment before printing this email

This email was sent from host name: FUTURE.CGCNT.COM | IF address: 10.1.1.111
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Sent:

Wed 4/9/2014 8:36 AM
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Human Resources Self Service (HRSS)
HRSS User Setup

ofl

You will be taken to the
login screen, where the
User Name and Password
V) 250 Soumtraetion Seven =zses | Wil be filled in. Click on
P the Login button.
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Human Resources Self Service (HRSS)
HRSS User Setup

: You will be asked to
e k enter and confirm a

|
OK Cancel

new password. Enter
and select OK.

powered by Computer Guidance Corporation

Copyright © 1981 - 2013 All rights reserved.
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Human Resources Self Service (HRSS)
HRSS User Setup

You will now be brought to a
login screen, enter your new
password and click on Login.

eeeeeeeeeeeeeeeeeeeeeeeeee

powered by Computer Guidance Corporation Copyright © 1981 - 2013 All rights reserved.
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Human Resources Self Service (HRSS)
HRSS Home Page

= On the users Home Page and employee may be able to view:
— Announcements and access to available documents.

- Pay Summary
O Last Paycheck
O Year-To-Date Gross
0 401K
- Leave & Holiday Calendar

O This calendar will show not only the company holidays but also can show
employees vacation, sick, comp and unpaid time if tracked.
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Human Resources Self Service (HRSS)
HRSS Home Page

CGC Constructior

Employee Seif-Service Portal

oup

Home

Personal Info

Pay History

Benefits Update Info

Logout
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Welcome John Mayall

Announcements

Have a happy work day

Pay Summary

Last Paycheck: 01/10/2014
$1,113.55

Year-to-Date Gross

Sl AL $0 $2,000
Leave & Holiday Benefits
Vacation Hours 1 2 3 4
Used: 0 Jan N
Available: 40.8 Feb
ick Hour Mar
B Used: 0 Dpr
Available: 0.16 May

Tisen

$4,000

Smarter Construction. Cloud ERP.

Company/Division: 4.0 Quick Quality Builders

s Towards Annual Maximum

$8,000 $10,000

13 14 15 16 17 18 19

5

20

im

$12,000

21

22

$14,000

23 24

$16,000

Request Time Off

25 26 27 28 29 30 3




Human Resources Self Service (HRSS)
HRSS Personal Info Page

= The Personal Info tab will allow the employee to see selected

information that is contained in their HR and PR Masters The
following information is available: "
— Demographics
0 Contact Information
O Key Dates
0 Payroll Information

- Emergency Contacts

— Skills
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Human Resources Self Service (HRSS)

?‘ CGC Construction Group Home Pay History Benefits Update Info Logout

Employee Self-Service Portal

Welcome John Mayall Company/Division: 4.0 Quick Quality Builders v
Demographics
Contact Information Key Dates Payroll Tax Information
Address: 3102 N. 52nd Street Driver License Exp: Tax Status: M
Phoenix , AZ, 85018 Hire Date: 05/06/1999 Federal Exemptions: 0
Home Phone: (602) 905-1899 Date of Birth: 11/07/1933 Additional Tax Amount: 0
Cell Phone: 0 Additional Tax Percent: 0

Emergency Contacts
Home Phone

Name
Jane Mayall (555) 555-5555 :
Skills
Emp Class-Type Certification Issuing Agency State/l ocal Effective Expires Last Activity Description
SHIRT SIZE ~
101/ s A 01/01/2014 .
HR Self Service powered by Nersionz1.1

COMPUTER GUIDANCE CORPORATION
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Human Resources Self Service (HRSS)
HRSS Pay History Page

= The Pay History will allow the user to access the following Pay

L]
° cGc
d Home Personalinfo [TCRE Benefit Update Info  Logout
Employee Seif-Service Portal
Paychecks | wcmn e
Paychecks | WZ's v
- W 2 S Check Number
2014116 i
-
== 1
<« N .
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Human Resources Self Service (HRSS)
HRSS Pay History Page

Welcome John Mayall Company/Division: 4.0 Quick Quality Builders

Paychecks W2's
Check Number Check Date Check Amount

2014116 01/10/2014 $1.11355 View Details

< MW . 1-10f 1 items
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Human Resources Self Service (HRSS)
HRSS Benefits Page

* The Benefits will allow a user to view the following HR and PR
Information included on the last Paycheck issued to the
employee: -

— Benefits

— Deductions
- Insured Dependants
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Human Resources Self Service (HRSS)
HRSS Benefits Page

CGC Construction Group

t Home Personal Info Pay History Benefits Update Info Logout
Employee Self-Service Portal
Welcome John Mayall Company/Division: 4.0 Quick Quality Builders v
My Benefits
Benefit Weblink to Insurer Phone No Group Id Enrolled Employer
My Deductions
Benefit Weblink to Insurer Phone No Group Id Enrolled Employee
Insured Dependents Sy
Name Relationship Date of Birth Cat1 Cat 2 Cat3
Jane Mayall SPOUSE 04/09/1990 L ~
Sally Mayall DAUGHTER 04/09/2000 v N~
(@ & R Self Service powered by Version:1.1
¢ == COMPUTER GUIDANCE CORPORATION o
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Human Resources Self Service (HRSS)
HRSS Update Info Page

* The Update Info tab allows the employee to update their
information directly or through an email request to an
appropriate party to update. The following information is
available for update:

- Profile

— Demographics 'F—-YL
— Emergency Contact
— Direct Deposit
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Human Resources Self Service (HRSS)

HRSS Update Info Page
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Welcome John Mayall Company/Division:  Computer Guidance Construction
Profile Save
User Name: RDB350 Email: rbrown@computerguidance. com
Demographics Save
Address 1: 3102 N. 52nd Street Home Phone: 602 9051899
Address 2: Cell Phone: 0 0
City/State/Zip Code: Phoenix AZ 85018
Emergency Contacts Save
Name: Home Phone: 1] (1]
Direct Deposit Please note: It may take up to two pay perniods for changes to take effect. You will receive a paper check until changes are effective. Save
Select Account Type  » Routing Number- Account Number- Select - Amount or %:
Select Account Type - Routing Number Account Number Select v Amount or %
Select Account Type - Routing Number Account Number Select v Amount or %:




