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1 Employee Online Overview

Employee Online (EO) is a Web-based system that enables employees to easily access their employment records. In many instances,
employees are granted permission to modify their records. The interactive nature of Employee Online enables end users to have better access
to, and greater input into, their employment records. Employee Online operates as a Portal Application in the 7i Dashboard.

1.1 Objectives

Employee Online User Overview
Getting Employee Online Started
EO Development Requests

Client Specific Files

EO Administration

EO Mapping and Change Requests
W-2 Work Flow

Frequently Asked Questions (FAQ)

1.2 Key Features

Read access to employment records
Update personal information

Benefit Open Enrollment

Download Forms

Print Checks and W-2 Information
Employee Online Administrator Rights

1.3 Accessing Permissions

To protect confidential information, Employee Online requires users to log in using a valid Employee ID and password. The EO administrator
establishes initial passwords. The login page can be set to request a password change when users first login. Login permissions are designed to
provide two levels of access. One level is for normal EO users. The other is for an Administrator EO user.
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1.4 Common Codes

Common Codes are used to establish and modify many settings within Employee Online. These common codes are required for the application
to run properly. Refer to the Common Code setup section in this manual for more information and the use of these codes. Along with the
standard functions provided by EO, some modules allow for a client specific link to be shown at the bottom of the screen. These modules are
BENEFITS, PERSONAL, DIRDEP, DEFCOMP, SAVBONDS, TAX, TRAIN, PAYCHK, JOBPOS, and EMPDIR.

1.5 Date Policy

By design, Employee Online does not show dates to users. EO recognizes the present date and how it fits into the normal payroll cycles
defined at a site. It is possible to display the dates that EO is currently using by setting the Assoc Code 01 of the EOCD MASTER common
code to "SHOW DATES".

1.6 Change Requests

Requests made in Employee Online usually map directly to the related table in the HR database. Thus, a Direct Deposit request in EO shows
and modifies data from the hr_dirdep table which can be viewed from the Direct Deposit (HRPYCA) screen. Updates that change the related
HR table will be approved on that screen. Benefits map to the EO transaction screen (HREOTR) and approvals are made on this screen before
it changes the HR benefits screens. It is important to remember that the approval of EO requests causes changes to be made in the Payroll
subsystem. The timing of EO approvals should be done with this in mind. Approvals should not be done while a previous payroll is being
processed. The EO approvals need to be complete before the Payroll for the Effective Period is run. The timing and personnel involved in the
approval process will vary from organization to organization.
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2 Using Employee Online

Successful logon to EO leads users to the Message Board. The system administrator periodically changes the "message of the day" to provide
timely information and announcements. A site map for Employee Online is located along the left hand side of the Web browser. The map is
organized into broad groups of related functional areas. Clicking one of the bulleted items is used to proceed to a specific area of interest. This
site map can be configured specifically for each site using the following file: <ifas7>/App_Code/EmpOnline/ClientSpecific/menu.xml.
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2.1 Employee Online Homepage

The Employee Online site map is a tool that lets users navigate through the application. You will find the site map running down the left side of
Employee Online, as shown below:



e
| IFAS Dashboard B Preferences— Helpw

%Develnpment - Orade

Home | All |Employee Online

EO Home Employee Personal Information DONALD N KNUTH ‘?HEln

+ Message Page
+ Employee Name

Directory
* Forms

Employee Name: | DONALD 1 <NUTH |

Personal Information Employee Id:

6 SSN: |432-12-6789 |

* Home Address
+ Emergency Info
+ Family Info

Address

Address Line 1: | |

Pay Info

Address Line 2: | |

Direct Deposit ] STy OMTA
Savings Bonds City: | | State:; CALIFORNIA
Deferred Comp Zip: | | i | |

Pay Stub
Tax Info Email: |
What If

W2 Info Privacy Lewvel: | PRIVATE PHONE AND ADDRESS by

Job Info B

Current Job
Historical Jobhs FPhone Number:

Phone Number:

| |

Courses | |
Education FPhone Number: | || |
| |

I I

Benefits FPhone Number:

Chana hMiimbhars
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2.2 Message Board

A successful login presents the user with the "Message Board" which is a convenient place for the administrator to post system updates and
other information relevant to your organization. The welcome and instructions area of the message board can be customized by the system
administrator to contain almost any desired content. The message board can be updated via the following files EOHomeWelcome.ascx and
EOHomelnstructions.ascx file. The EO Date control reads from the systems pay period screen and cannot be modified. In most situations, the
administrator may not want to burden the user with the complexity of the EO Date control and that is why it can be turned off completely via
the EO administration screens.
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Welcome to the Sandpoint School
District's Employee Online web
site. This site provides a way for
vou to keep your payroll
information up to date.

Fleasze feel free to browse your
current payroll setup and make
changes as needed.

Mext payday will be 6/30/2007.
Requests made in Employes
Cnline prior to midnight
6/21/2007 will be considered for
the check of 6/30,/2007.

The Sandpoint School Disctrict is
an Equal Opportunity Employer.

EOQ Dates =

Period Per # Beg-End
4f1/2007-
4302007
5/1/2007-
5/31/2007
6,/1/2007-
6/30/2007
6/1/2007-
6,/30/2007
The as of date i1s &/11/2007.
The cutoff date is 6/21/2007.

LastDisp 701004
Closing 701005
Mext 7010086

Effective 701006

Here's a look at Employee Online Dates.

Check
4/30/2007

5/30/2007
6/30/2007

6/30/2007

Step 1: Choose an area

Select the tab for the area with the information that you want to
change.

Step 2: Select the record that yvou would like to modify.
Choose the record you would like to modify.

Step 3: Submit request
Click on the button to submit yvour request.

Step 4: Repeat as needed.
Repeat the process in other areas of Employee Online as needed.
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2.3 Employee Directory

Listing of employee names, phone numbers, and e-mail addresses, are visible in HREMEN. This page allows for the ability to search for
employees based on configurable search criteria such as names, telephone numbers, telephone number types, locations, and e-mail addresses.
Depending on the presence of a valid public email address, it is possible to initiate an email from this page to be sent to an Employee.

Employee Directory 1IM ALLEN BRADSHAW IR ¥ Help
First Name: | Last Name: |Brad5haw |
Phone Code: | v Area Code: I:I Phone #: | | Ext: | |
Worksite: | W Emai|:| |
| Search | | Clear |
Results
First Name Last Name Worksite Phone Email
Jim BRADSHAW Main Office private private
1
Total number of matching records: 1

Forms
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This screen provides a convenient place to allow for the download of material that is to be distributed to Employees. Typical entries might
include forms for request that require a physical form to be submitted. The CSMiscForms.ascx section, located below, describes how to create
entries on this screen.

Forms to Download JIM ALLEN BRADSHAW IR PHelp
Form Hame Description
Change Form Used to record changes in status.
Accidental Death Accidental Death and Dismember application and changes in coverage.
Optional Emplovee Term Life Used to apply for additional Term Life insurance for the employee.
Spouse/Dependent Term Life Used to apply for Term Life insurance for a spouse and/or dependents.

Personal Information
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This Home Address page maps to the hr_empmstr and hr_addrwloc tables, and can be viewed in HREMEN. From here, employees may view
and update employee home address information, including email and phone numbers. Click the Edit icon in the bottom right corner to modify
this information.
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Employee Personal Information

JIM ALLEN BRADSHAW IR

?Help

Name

Employee Name: |.'_' 1 ALLEM BRADSHAW IR

Employee ID: |.'_' IBR

Address

Address Line 1: 323 ELM STREE

Address Line 2: |~':_ #42

City: [PARADIS

Phones

Phone Number: | OFFICE FHOMNE
Phone Number: | HOME FHOMNE
Phone Number: | CELL FHOMNE

Phone Number: | FAX NUMBER

Phone Number: | MESSAGE FHOMNE
Phone Mumber: | MESSAGE PHONE

| - - ||--. |
| 694 || |
|_ 53-4532 || |
| -~ - = || |

M) Edit
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2.4 Emergency Information

This screen maps to the hr_emerinfo table, visible in HREMPR (Emergency Tab). From here, employees may establish or update those people
to be contacted in the event of an emergency. The Emergency Contacts list displays all of the emergency contacts for the employee. The
primary emergency contact is labeled as (PRIMARY). From here, an employee may add, edit, or delete emergency contacts.

Emergency Contacts 1IM ALLEN BRADSHAW IR PHelp
HName Relationship Phone 1 Phone 2
MARY BRADSHAW SPOUSE (530) 287-6943 {530) 877-8989 Delete
NICK GARVIN FRIEND (530) 228-1209 (530) 342-1285 Delete
HENRIETTA BRADSHAW (PRIMARY) MOTHER (530) 228-2921 {530) 345-4563 Delete

D) &dd
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The Emergency Contact Add/Update screen allows the employee to add or update information related to the employee's emergency contacts,
including health care information.

Emergency Contact Update JIM ALLEN BRADSHAW IR Y Help

Contact

First Name: [MARY Middle: | | Last Name: [BRADSHAW |

Relationship: | SPOUSE v| Primary Contact: []

Address

Address Line 1: |142 ELM STREET |

Address Line 2: |APT#42 |

City: [PARADISE | State: | CALIFORNIA v|

Zip: |95969 |- |0042 |

Phone

Phone Number: | HOME PHONE v ||(530) 287-6243 || |

Phone Number: | OFFICE PHONE | |(530) 877-8289 ||2232 |

Health Care Information

Health Care Provider: |BLUE CROSS |

Provider Phone: | WATTS PHONE LINE v |(800) 444-1122 || |

B Back BElsave
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2.5 Family Information

This screen maps to the hr_family table, visible in HRPYBE (Family tab). From here, employees may establish or update family member
information for an employee.

Family Information JIM ALLEN BRADSHAW IR PHelp

Name Relationship Birth Date Gender Other Ins

MARY LEIGH BRADSHAW SPOUSE 12/03/19584 F Yes delete
BYRON BRADSHAW SON 03/14/2000 M Yes delete
SARAH BRADSHAW DAUGHTER 09/13/2002 F Yes delete
STEPHAMIE BRADSHAW DAUGHTER 02/18/2004 F Yes delete
JIMMY BRADSHAW SON 02/15/2007 M Mo delete

D&ad
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The Family Information list displays all of the family members for the employee. An employee may add, edit, or delete family members from
their personal information. The Family Member Add/Update screen allows the employee to add or update information related to the
employee's family members, including insurance information.

Family Member Update JIM ALLEN BRADSHAW IR P Help
First Name: |I'~"IAR‘|" | Middle: LEIGH Last Name: |BMD5HAW
Relationship: | SPOUSE v | Birth Date: |12/3/1984

Social Security Number: |***-**-**** |

Gender: | FEMALE v|

Address: Check if same address as employee.

Street Address: [323 ELM STREET |
City: [PARADISE |
State:

Zip Code: | | | 0042 |

Phone Number: | OFFICE PHONE [(530) 263-4531 | Ext: (5923 |

Misc Status: | w |

Other Insurance 1; |AI:_I'NA |

Other Insurance 2: |BLUE SHIELD |

Primary Care Prov/Physican: | |

Notes: |MARRIED IN JUNE/1998 |

B Back Blsave
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2.6 Pay Information

This area contains links related to paychecks. The Direct Deposit page maps data from the hr_dirdep table in the database, visible on the Direct
Deposit tab of HRPYCA. It allows the user to specify details for directly depositing all or part of their paycheck with a bank. This screen
requires a bank number and account.

Direct Deposit JOE R SNIDE ¥ Help
Bank Name Account Amt Checks In Month Status
Some Kinda Bank **#¥333 (Checking) Met 1=t Locked, Pending
Some Kinda Bank **+**=*+*BC0 (Checking) 159% 1Ist Active cloze

Dadd
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The user can specify a flat amount or a percentage of each check to be deposited into one or more specific accounts. The calc codes related to
Direct Deposit may need to be adjusted depending on how a site handles these types of deductions.

Direct Deposit Update JOE R SNIDE P Help

Bank Info

Bank Mame: Some Kinda Bank
Bank Mumber: 12345LBC0O

Account Info

Account Type: Checking
Account Number; **¥**==RC(

Deduction Type

Choose Net if vou would like the balance of vour check to be depasited.
Flease remember, if vou have more then ocne direct deposit, you can only have one Net.

 Net

G Percentage

" Flat Amount
WValue: |15 Ya

Checks In Month
Indicate which paychecks that direct depaosit should be applied to.

¥ First Check

B Back Blsave

2.7 Leave Tracking
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The Leave tracking screen gives easy access to the accrued leave information for the employee. It is available as a separate tab and can also be
set up as a link "Pay Information™. The left pane displays employee entity which is only available to a user who has the associations of
"Timekeep" and "Finance". A regular EO user will view only their leave details. The leave type information comes from special hour bases that
are configured using the PYHB common codes. A user can view their current leave balances upon selecting their leave type and then
submitting to view the details. The balance is from the employee's PY Accumulator record.

Unposted Leave can also be displayed if common code EOCD/LEAVE is set up. Options for viewing include S(how), O(ptional) and H(ide).
The screen shot below is with the "O" option set on the common code.

Employee Onling

¥ SQL IFAS794 Account

ID: 00000019 Leave Type: | Vacation Balance b
Hame: JOHN MaX BONES CC Years of Detail: | 1 w [ show Unposted Leave
# ) Bubimit

Unpaosted Leave
Dake Pervad Trand At Hour Cade

Unposted Leave Total: Q0000
Available Leave Totali  20.00000

Current Balance: 20.00000

Data Pariod Trans AmE Hour Code End Bslance
G4/ 12009 01007 10.00006 3221 Ex vald 26.00004
03/ 31/ 2008 B01006 10.00000 3121 EX VACC 10,00000

R
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2.8 Savings Bonds

This page maps data from the hr_bonds table in the database, visible in HRPYCA - Bonds Tab. Request the start of a savings bond deduction
or request a change in the amount to be deducted from each check for an existing bond.

Savings Bond JIM ALLEN BRADSHAW IR PHelp
Bond Bond Value Cost Deduction Amt Checks In Month Status
Bond=s1 £500 £250 £75 1=t Locked, Pending
Bondd & 2 £200 $100 550 1=t Locked, Pending

D &dd
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Savings Bond Update 1IM ALLEM BRADSHAW IR ?Help

& change requested here must be approved before it can take effect.

Bond Yalue
The cost to you will be 1/2 the value of the bond,

Value: | $500 Bond Value V| Cost: $250

Deduction Amount
This dollar amount will be deducted each pay check and used toward the purchase of bonds.

Checks In Month
Indicate which checks in the month this deduction should be taken.,

First Checlk

Bond Owner

Check if same as emplayee.

First Narne: | 1111 | Middle: |ALLEN Last Narme: [BRADSHAW IR

Social Security #: |***-**-96?5 |
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2.9 Deferred Compensation

This page maps data from the hr_tsainfo table in the database, visible in HRPY - Tax Sheltered Annuity tab. There are typically eligibility
requirements for these types of deductions and for this reason this screen does not allow Add mode. Common deferred compensation types
include 457 and 401K savings plans.

Deferred Compensation JOE R SNIDE ¥ Help
Plan Vendor Amt Checks In Month Status
Federal Income Tax KAISER £45 1st 'F-,iiﬁ‘?:g
CALIF SIT KAISER %0 1st Active
titles $44 1st 'ﬁiﬁﬁf‘g
Social Security Tax %0 1st Active
title 4,500 % 1st Active
CA State Dis. Ins %0 1st Active
Worker's Comp %0 1st Active
COBRSA Medical %0 1st Active
Social Security Tax %0 1=t Active
Dental Insurance £0 1=t Active
CA SUI %0 ist Active
Mew Jersey SIT %0 1st Active
Bonds1 £500 1st Active
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JOE R SNIDE PHelp

Deferred Compensation Update

Plan: titleg Vendor:

Deduction Type

O Net
'@' Percentage

) Flat Amount
YValue: |4,5IIIIII %

Checks In Month:
Indicate which checks in the month this deferral should be applied to:

First Check

B Back Blsave
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2.10Check Stub

This link allows employees to view past pay check stubs online. The details used to build this page are derived from the hr_eostub table in the
database and are visible in HREOTR - EO Employee Info, Check Stub Info tab. To populate the hr_eostub table the Check Writer and EFT
Writer programs will need to be modified.

Check Stub JOE R SNIDE P Help

Check Date Check Number
04/30/2006 50331
10/30/2003 1
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2.11EO_Stub

A ticket must be submitted to order the EO_stub. This should be ordered when the ELF forms are ordered. The Check Stub view page needs to

be built to match the check stub layout for each particular site.

Check Stub JOE R SNIDE P Help
The Vznilla Organization EFT Mo, Employee Mame Employees ID
500 Elm 5t. EFT Date Status/Exempt State
Chice, CA 95928-7540 Period Ending Additional WH State
1. Earnings 2. Taxes Employer Paid Benefits
S Current by Yfl ad = Fitliy Current b bl 2 figis Current N TE

Diescription Haurs Rate BRI o Crescription A R Crescription R il

NE SAL 160,00 49,483 7,916.67 7,916.67 |FICA 470,99 470,99 | CASDI 2,00 2,00
MEDI 110,15 110.15 | BC/BS 2,00 2,00
FIT 1,534.53 1,534.53
CITPARA 555.77 555.77 | Taxable

Total 7.0916.67 7,916.67 | Total 2,671.44 2,671.44 | Total

Banking Information 2. Pre-Tax Items 4, After-Tax Deductions
Some Kinda Bank 50.00 | MED 320,00 320,00 | BOND4 35,00 35,00
EFT2 50,00 50,00

Total 320.00 320.00 | Total 105.00 105.00

Total Wages 1. Gross - 2. Pre-Tax = Taxable Wages - 2. B4, Deductions = Met Pay

Current 7.016.67 320.00 7,596.67 2,776.44 4,820.23

YTD 7.916.67 320,00 7,596.67 2,776.44 4,820.23

Leawve Record Accrual Description Eeginning Balance Earned Used Ending Balance

Vacation Balance 13.33 0,00 0.0 13.33

Message

¥ Back
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2.12Tax Information

This page maps data from the hr_mandded table in the database on the HRPYMD Primary Taxes Tab. It allows the user to view and update
both Federal and State tax filing status. It also allows for adjustments to the number of declared dependents and additional withholding
amounts.

Tax Information JOE R SNIDE ¥Help
Federal Tax Record Status: Locked
Filing Status: |SIHGLE =l Exemptions: IE

Additional withholding: [$10

State Tax Record Status: Locked

Filing Status: | NOT APPLICABLE [x] Exemptions: |;

[45]

Additional Withholding: |3

CLICK HERE TO DOWHMNLOAD W-4 FORM

Your tax records cannot be changed at this time.
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2.13What If

This is a tool that allows employees to see how different deductions and allowances may affect take home pay. What If is not intended to
reproduce an exact check amounts, but give an estimate the take home pay changing base pay when pre-tax, after-tax deductions or federal and
state tax status changes are made.
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What If 10E R SNIDE 7 Help
WHAT IF CALCULATOR RESULTS
Description Baseline What If Description Baseline What If
GROSS
polars _ 300000 EARNINGS __ 3,000.00
PRETAX PRETAX DEDS 200.00
Pre Tax WCOMP I
TAXABLE EARNINGS 2,800.00
R T e e FICA EARNINGS ___ 2,800.00
Medical lSU.DDI—
Insurancel23 —— " = FED WITHOLDING 10.00
Cental Insurance SIII.EIIIII FICA WITHOLDING _ 1¥6.70
TAMES MEDI WITHOLDIMNG 0.00
T CALIF SITWITHOLDING 78.39
CALIF SIT Status SI vI
CALIF 5IT ]'I ESTIMATED NET 2,534.91
BExemptions ————————
CALIF SIT 5 DDI—
Additional ——— Estimates will ke based on 1st check in

Federal Income Sﬁ mantf,
Tax Statls s e
Federal Income SSI—
Tax Exemptions —————————
Federal Income I—
Tax Additional - .10.00
TEST1 ].S.EIEII

FOSTTAX

| Submit | | Reset |

Enter the What If values you would like to change and press the Submit button.

¥ Back
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2.14W-2 Information

EO allows for one W-2 per employee per year. W-2 data is generated when the W-2 process (PYW2PW) is run. For W-2 data to be properly
generated, the employee must have Employee Accumulator data (PYUPEA). The Employee Accumulator data is created when a pay check is
calculated and/or paid. When the PYW2PW process is run, a workflow model is triggered. The workflow model utilizes a specified W-2 form
and overlay the W2 data onto it and then store this data on a PDF file within Documents Online. An attachment definition must to be setup that
links the W-2 from Document Online to EO's W-2 screen for the user to access. See W-2 Workflow setup section.
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2.15Job Information

This area contains different categories of information related to jobs and education. The Current Position screen displays information related to
present job positions, visible in 7i as HRPYPA or HRPYQP. The Current Job screen maps to the hr_emppay, hr_pcntble and hr_slrytble tables
in the database. It shows jobs that are currently active.

Current Positions 1IM ALLEN BRADSHAW IR PHelp
. CUSTOMER SERVICE N . )
Job Title: CLERK II abc Position: CSCKO01 Dates: 1/1/2006 - 12/31/2007
Department: ENGLISH Division: MAINT Bargain Unit: ADMIN
Salary Schedule: SCH1 Salary Grade: ATA GRADE Step: 0001
. . Assignment
Record Type: FM Pay Status: O Status: 10

Hourly: 12.67677 Daily: 139.44444 Per Period: 3137.5
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2.16Historical Positions

This screen displays job history from HRPYPA or HRPYQP. The Historical Jobs screen maps to the hr_emppay, hr_pcntble and hr_slrytble
tables in the database and displays jobs the employee held in the past.

Job History 1IM ALLEN BRADSHAW IR PHelp
Position Description Salary Schedule Step Effective Dates
TIRPOS1 STIPEMD RANGE 01 03 1/1/2006 - 12/31/2006
Previous Postion Detail JIM ALLEN BRADSHAW IR PHelp
Job Title: STIFEND Position: TIRFOS1 Dates: 1/1/2006 - 12/31/2006
Department: Division: Bargain Unit:
Salary Schedule: Salary Grade: RANGE 01 Step: 03
. . Assignment
Record Type: RO Pay Status: O Status: S0
Hourly: 35 Daily: 0 Per Period: 0
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2.17License and Certification Information

This link displays all licenses and certifications shown in HREMES License/Certifications Tab. The License/Cert screen maps to the hr_tuition
and hr_hrcode tables in the database.

License/ Certification Info JIM ALLEN BRADSHAW IR YHelp
License or Certification Expiration
EMT CERTIFICATE 11/27f2008
D-4 DRIVER 02/09/1997

CPR. CERTIFICATE

2.18Skills

This link displays skills related to education and experience shown in HREMES/Skills tab. The Skills tab maps to the hr_empskill and
hr_hrcode tables in the database.

Skills Info JIM ALLEN BRADSHAW IR PHelp

Skill Description Educational Source Experience Source Comments

CASHERING BURGER HUT
LANGUAGE FLUENT IN FREMCH
LIBRARY EXP. AZ STATE U. INTER-LIERARY LOAN

SPANISH SPEAKNG
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2.19Courses

This link displays educational courses taken along with their associated unit amount shown in HREMES/Course Units tab. The Courses tab
maps to the hr_crseunit table in the database.

Course Info JIM ALLEN BRADSHAW IR PHelp
Course Title Institution Date Completed Units
GENERIC CRSU INSTITUTE 9/1/2001 5.00
UNIV. OF CALIFORNIA @ BERKELEY 04/03/2005 2.00
2.20Tuition

This link displays educational courses taken along with their associated costs shown in HREMES/Tuition tab. The Tuition tab maps to the
hr_tuition and hr_hrcode tables in the database.

Tuition Info JIM ALLEN BRADSHAW IR PHelp
Course Title Institution Date Completed Cost
HOW TO FIND BARGAINS OM EBAY WHITMAN COLLEGE 12f22/2005 £0.00

GEMERIC TRAINING CHICO STATE 12/02/2000 $0.00
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2.21Education

This link displays education history shown in HREMES/General tab. The Education screen maps to the hr_educinfo and hr_hrcode tables in
the database.

Education Info JIM ALLEN BRADSHAW JR PHelp
Institutional Description Graduation Degree Major
CSU, CHICO 06/18/1998 BACHELOR ARTS EMGLISH
ARIZONA STATE UNIVERSITY 05/11/1995 ASSOCIATE ARTS EMGLISH
2.22Training

This link displays training history shown in HREMES/Training tab. The Training tab maps to the hr_emptrain and hr_hrcode tables in the
database.

Training Info JIM ALLEN BRADSHAW IR PHelp
Institution Course Date Units
SUSAN FRAMNKLIN COMM. SKILLS 6/8/2006 25
BOWEN SMITH FIRST AID TRAIN 3/30/2004 45
2.23Benefits

This screen allows a user to view and modify Benefit records. As setup varies, some of the items described here may not be in use at each site
and will not be visible on the site map. Benefit functionality in Employee Online requires substantial setup, described in the Administration
Benefit Requests section below.
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2.24Benefit Request

Benefit requests are recorded in the HREOTR Screen, Request Info Tab which maps to the hr_trnsreq and hr_trnsdtl tables in the database.
Approvals of the benefit requests affect benefit records visible in the HRPYBE Benefit Assignments Tab or the HRPYCA Miscellaneous Tab.
These records map to the hr_beneinfo and hr_cdhassgn tables in the database. Additionally, a Benefit request may also affect the information
on the HRPYBE Dependent Beneficiaries Tab which maps the hr_depdbenf table in the database. Benefits are organized into the following
Groups: Insurance, Reimbursements, Retirement, and Other.

2.24.1 Benefit Grouping

Insurance: Navigate to those Benefits defined with the INS Group. Typically, includes basic coverage such as Medical, Dental, Vision, and
Supplemental Life.

Reimbursement: Contains the records associated with Medical Flex or Dependent Care plans.
Retirement: Contains information related to certain retirement benefits.

Other Benefits: Intended for those items that do not fit into any of the previous three categories.
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Insurance

Navigate to those Benefits defined with the INS Group. Typically, this includes basic coverage such as Medical, Dental, Vision, and
Supplemental Life. The user is first presented with a list of present or possible coverage.

Insurance Benefits JOE R SNIDE ¥ Help
Coverage Type Plan Name Covered Individuals Coverage Amt Status
MEDICAL EQ MEDICAL c=Emp Family nfa Active
DENTAL DENTAL NO TYPE csFamily nfa Pending Close
Choose Insurance Benefit JOE R SNIDE ¥ Help

Plan Name Plan Type Restrictions

EDQ MEDICAL HMO This is your current plan.
Mid year changes allowed under certain conditions.
COpen enrollment period: 02/01 - 02/28
Open enrollment period: 08/01 - 10/30

MEDICAL MEDICAL Mid yvear changesz allowed under certain conditions.
Cpen enrollment period: 02/01 - 02/28
COpen enrollment period: 08/01 - 10/31

BLUS SHIELD n/a Cpen enrollment period: 02/01 - 02/28
Open enrollment period: 08/01 - 10/31
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Update Insurance Benefit JOE R SNIDE ¥ Help
Current Plan Mew Change Request
Plan Name EC MEDICAL EQ MEDICAL
Plan Type HMO HMC
Description EMFP AND FAMILY EMF AND FAMILY
Coverage Vendor V1500 w1500
Employer Cost  £99.00 £99.00
Employee Cost $150.00 £150.00
Coverage Category csEmp Only T csEmp Only
« c=Emp Family % c<Emp Family
Covered Dependents
MAR ] SNIDE (SPOUSE) W
BOB ROBERTS (CHILD) ¥
FIRST MIDDLE
LAST (DAUGHTER) 4
GEQ G SNIDE (SON) v
SNIDE S SNIDE  (SON] W v
SONZ 5 SNIDE JR  (SON) r
FRED, (CHILD) r
Change Events | ;I
e
Reason For Change El
" Close this
coverage

¥ Back

Blsave
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2.25Dependent Coverage

Some insurance plans require covered dependents be explicitly listed. This page provides a view of all Benefits that are currently active for the
Employee and that have been setup to be sensitive to which dependents are covered. It provides a view of data from the hr_depdbenf table in
the database, visible on HRPYBE Dependent Beneficiaries Tab.

Changes on the Dependent Coverage's page are restricted to adding or removing a family member from coverage. The page is further restricted
in that it does not allow a change in the coverage category for a benefit. For example if the user's coverage category is Employee Family, a
new family member can be added. But if the employee's coverage is currently Employee Only then this screen will disallow the request to add
the new family member. The reason for this is that change in category request may entail change in costs to the Employee. The regular Benefit
screens will show these cost details associated with a change in coverage and the Employee should make this kind on the regular Benefit page.

Dependent Coverages JOE R SNIDE ¥ Help

EOMD HO EF DENT EF EOOT ER X1 HHSU MD PT
csEmp Family csFamily c=s 1x Salary csEmp & Dependent Coverage

Hame Relation Active Pending Close Active Pending New

MAR, 1, SNIDE SPOUSE I~ F r r

BOB, , ROBERTS CHILD 7 E r r

SONZ, S, SNIDE JR  SON r i r r

SNIDE, GEO G S0N i i r r

LAST, FIRST MIDDLE DAUGHTER W E r r

SNIDE, SNIDE 5 SON 7 F r W

FRED, , , CHILD r B r r

1
L

Mlsave
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2.26Term Life

Relay information about term life coverage of dependents, visible in 7i as the HRPYBE Term Life Insurance Tab. This view maps the data in
the hr_termlife table in the database.

Term Life Coverage JIM ALLEN BRADSHAW IR PHelp
Name S5M Coverage Coverage Amount Description
JIM ALLEM BRADSHAW IR ***-**.0g75  Employee Lien Coverage election is 1 times salary,
1IM ALLEN BRADSHAW IR ***-**.0575 Employee Lien Coverage election is 1 times salary,
MARY LEIGH BRADSHAW #HF_FX_Q565 Supplemental Life $£100,000.00 Coverage not to exceed $100,000,
BYROM BRADSH AW wHE_F*¥ Q541 Supplemental Life $25,000.00 Coverage not to exceed $25,000,
SARAH BRADSHAW wHE_FX_0943 Supplemental Life $25,000.00 Coverage not to exceed $25,000,
STEPHAMIE BRADSHAW wHk_Hk 1454 Supplermental Life $25,000.00 Caverage not to exceed $25,000,
JIMMY BRADSHAW #AF k¥ _QETS  Supplemental Life $25,000.00 Coverage not to exceed $25,000,
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2.270pen Enrollment Menu

EO gives the option to create an open enrollment link that would only be visible during the open enrollment period of a benefit plan. An
employee would have the option to view and select to add the plan from the link.

‘Documents Online | Employee Online, Professional Development | Timecard Online

Open Enrollment Summary View MARGARET LUNDEEN Phelp

Open Enrollment
Requests

=WEL SUF LIFE Mot Selected

Coverage Type Current Coverage Enrollment Status

2.28Employee Online Dates

Employee Online does not show begin and end dates to the employee when they make a change request. EO uses the date time value from the
web server to understand the current date. Given the current date and the information from the common code PYPR CYCLEXxx described in the
Common Code guide, EO is able to construct a timeline of standard period begin and end dates and place the appropriate dates on the request
being made.

An occurrence of PYPR CYCLEXxx is set up for each payroll cycle in use at a site. Given the information in the common code, EO is able to
figure out the Period Numbers of the standard periods for that pay cycle. The code also defines the cut off date for EO requests by the number
placed in Assoc Code 01 which represents the number of days prior to the pay check when cut off will occur.

The important concept to convey to employees is that of the cutoff date for requests. Requests made prior to the cutoff will apply to one
period. Requests made after the cutoff will apply to the next period. EO's default message of the day explicitly tells the user to which checks a
request made now will apply.
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There is a debug feature that is intended to help see how EO is oriented in the timeline of standard periods. In common code EOCD MASTER,
Associated Code 1 can be set to SHOW DATES. Typically, this feature would only be turned on during training and implementation. This
causes EO to print date related information on the Message of the day page. The period categories it displays are described below.

Here's a look at Employee Online Dates.

Period Per # Beg-End Check

LastDisp 901060 g{i{ﬁgggg /14/2009
Closing 901070 g:ég:gggg 3/28/2009
Next 901080 1%13333 4/11/2009
Effective 501080 /232008~ 411 2009

4/11/2009

The as of date is 4/2/2009,
The cutoff date is 4/6/20009.

2.29Getting Employee Online Started

Employee Online is driven by common codes, the benefits table, the EO master benefit table, and the Benefunc file. The benefit setup must
maintain consistency between the HR benefit table, the EO benefit master table and the Benefunc file.

Required Common Codes — please refer to the common codes manual for further common code setup.

Code Category Purpose

NUAS EMPLOYEE Gives user security to access EO
NUAS EOADMIN Give the user administrator rights
EOCD BENEFITS Set restrictions on the benefit screen

EOCD DEFCOMP Set restrictions on the deferred com screen
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EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

EOCD

PYPR

PYFG

PYFG

SYNO

DEFCOMP2

DIRDEP

DIRDEP2

EMER

EMPDIR

FAMILY

MASTER

MASTER2

PAYCHK

PERSONAL

SAVBONDS

TAX

WHATIF

CYCLCxx

PY911C

PY266C

TRNSID

Set further restrictions on the deferred comp screen
Set restrictions on the direct deposit screen

Set further restrictions on direct deposit screen

Set restrictions on the emergency screen

Set restrictions on the employee directory screen
Set restrictions on the family screen

Set restrictions on the master screen

Set further restrictions on the master screen

Set restrictions on the pay check screen

Set restrictions on the personal information screen
Set restrictions on the bonds screen

Set restrictions on the tax screen

Runs a mini force calculation

Defines the pay periods for the EO Dates

Deletes EO check stubs when payroll undo is run
Maintains the EO check stubs to match payroll actions

Defines the EO transaction ID
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2.30Required User Security to Access EO

Access to Employee Online is granted via the existence of an Association named EMPLOYEE with the value being the Employee's ID.
Administrative access is granted using an Association named EOADMIN again with a value of the Employee's ID. From here, an EO
administrator may perform a variety of password/security maintenance tasks: force password change, reset password, lock account can be
activated form the status field.
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 Manaage Users | ¥ X

Uszer ID 'JIMBFIl ; Uzer Name i.Jim Bradshaw Location | 222 |v
Statuz Dezcrption iJim Eradshaw User | Manager | USER |
E-Mail &ddress iil-:ur.a.l:.l.s-haw@j,.l.e;hnn.cum Hourg | i .vl

b ain | Security | Workflow | Associations |

Pazzword E:-cpiratiu:ungmm |:| Default GL Ledger | M5 wiarkflow E nable [] Out of Office
Paszword Tirmeout | EI_ Default JL Ledger | DP |
Teminal Timeu:uutg ....... 'IEI:I_' Default PO Securty Code M

M aximum Jnh| na vl Default 51 Secunity Code

E ]

Drefault Printers Pricrity b &

e Pri r

[] 0% User must equal IFAS LSERID Line Printer | TERMINAL I
- T

&llow Uszer to Schedule Jobs Form Printer | TERMIMAL {1] | 2 V| a vl

Allov Interactive Jobs

Line Printers Farm Printers

EER b an
[ Allows Oweride for Posted Files | @@ M o |v] | e M 5 [v]
[] #llow Update to Posted Files i = = =
[ allows Overide of Job Queus | [l_] IE—[LI | u IE—’—I
Allovs Password Change | 1] I—ﬂ | M I_M

Log all IFAS Activity | el 8 [ | I
: : I :

Commands @@ | |

| mfarmation-

ser Humber .-4585 .................. Lazt Pazzword Change 05/30/2007 i Last Lagin Date DE'-.-"H.-"EEIIJ? """""
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Enter your ID in the value field.

Main I Semr’rtyl Wordlow Associations |

Code: |EMPLOYEE |

Walue: I'I

Rebuild the user's security.

-
Tools for User Definition

. Set User Paszword

. ) Changes the user's IFAS passw...

7L Rebuild User Security
L) Febuild IFAS Security for a part...

A User Security Audit
3= Runalszer Securty Audit on th..

Required Non Entity Specific Codes (HRTBHR)

Screen  Code ID Code Purpose
HRTBH ACTION_CODE EOA EO add record

R

HRTBH ACTION_CODE EOU EO update record

R
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HRTBH ACTION_CODE EOC EO close record

R

HRTBH RELATIONSHIP_CD The County the employee lives in
R

Required Entity Specific Codes (HRTBCE)

Screen Code ID/ Tab Purpose

HRTBCE BENEFIT_CATEGORY  To define the client insurance category types
Create EO CDHS

EO Hours and EO Deductions codes are required during the initial set-up and will be used in the "What If' calculator to display potential
changes and employee may wish to make. PRE-TAX AND AFTER TAX deductions both need to be setup; the example is of a pre-tax
deduction only.



. EMPLOYEE ONLINE 54

2.31Create EO Hour Codes (PYUPHH)

Access the hour codes screen (PYUPHH) screen and Select the "+" symbol on the top left part of the screen to add the new Hour Code. Enter
the basic hour details in the Hour Definition as shown in the example below:

Ho: Code: |E0 SALRY Title: |E.‘-'|F'LD‘(EE ONLINE SAL | XTD: El

Bocome| (MN]  RoWA[  fagW VSRS [ [V [l |
DD L JIIT JITT JOPT JITT JIIE JITI

Walues De=cripticnz

Begin/End Datez: l l 01: THIS HOUR IS
0z ISED ONLY IN EO
status: A l Priority: | Leee 03
Freq: Elux:l:l 04: DO NOT DELETE!!!

05:
Pay Baze I:I Hour Baze I:I 5
07:
Dr Cr
08:
05:
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Pay Base Flags: Adjust the applicable pay bases accordingly and press enter to save changes.

01: [+ | TOTAL 10: [+ | weome 19: |:| CNTRCT 28 |:| USER28 a7 |:| USERAT

02: GROSS 11 [+ | micare 20: D ESCROW 29; D USERZ9 35 D USER3E

03: FIT 12 [+ | sul 21 |:| 30: |:| USER30 39 |:| USER3S
04: ST 13 =D 72: |:| 31 |:| USER31 0 |:| USER4D
0s: cIr 14: [+ | PATCH 23 D USER23 33- D USER3Z 41: D USER41
08: FICA 15; D FLATTX 24: |:| USER24 33 |:| USER33 - |:| USER4Z
07: RETIRE 18: D CHLDSP 2 |:| USER2S 34; |:| USER34
08: NET 17 D SHOOTH 26: |:| USERZ6 35 |:| USER3S
0g: FLSA 12 D RETRO 27 |:| USERZ7 35 |:| USER36
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Select the 'Process Switches' tab and enter the following data. Be sure to hit <enter> to save.

lain information || Hour Base Flags || Pay Base Flags || Process Switches |

u1:E| Hour Type PIOJA
02: Rate Type

03: |:| Allow Splt Rate
n4:|:| AnnivTD in CTD
05: |:| PRELIST Rate Type
ua: Post Units to GL
07: |:| Day Type

08: |:| Spread by PR/HE

0g: |:| TC Spread Flag

1IZI:|:| Spread w/ No Pay
11:|:| Worked Hour
12:|:| Bo=sz Hour
13:D Allow Cale Ovrrd
14:D Check Available
15:D TC Hours = SS§
15:D Check Stub Flag
17: D Retire Pay Code

1E:|:| Prarate on BegDt

19:D

ED:I:I Count Az Salary
21:D Rate Equals Sal
22:|:| XTD alwayz TD
23:|:| Dwnamic Prigrity
24 D Set By Contract
25 |:| SWITCH 25 TITLE
26: D SWITCH 26 TITLE

2T:|:| Contract 70

28: I:I Contract Retro

29:|:| Encumbrance Flag
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2.32Create EO Pre-Tax and After-Tax Deductions (PYUPDD)

Access the deductions (PYUPDD) screen and select the "+" symbol in the top left side of the screen to add the new deduction. Enter the basic
deduction details in the Deduction Definition as shown in the example below:

No:| 203@ Code: Title: |E0 PRETAX DEDUCTION | m:El
WiscCode:| | [ ] [ ] ] ] [ ] [ ] [ ]
s AN L T JOIT JOTT JITT I

Values Dezcripticns
Begin/End Dates: l l 01: THIS DEDUCTION IS
nz: USED ONLY IN EO

Status: A l Priority: 4228 03
Freq: Elu:-c:l:l 04: DO NOT DELETE!!!

05

Pay Baze: I:I Hour Elas.e:l:l 05:

07:

Dr Cr
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Pay Base Flags: Enter a plus or minus in the applicable pay bases accordingly and press enter to save changes.

CDH Detail information - COH Cale Code Information

Main Information Hour Baze Flags Process Switches
01: | | TOTAL 10:  WCOMP 19:  CNTRCT 28 USER28 IT:
02 GROSS 11:  MICARE 20:  ESCROW 29:  DOCK 38:
03 — FT 122 sul 21: 30:  DISPWG 2;
04 - ST 13 sDI 22 31 USER31 40:  USER4D
g5 CF 14:  PATCH 23 PIDSAL 32 41: USER41
06 FIcA 15 FLATTX 24 VACACC 33: 42 USER42
07.  RETRE 16:  CHLDSP 25 USER2S 34:
08: — NET 17:  SMOOTH 26 USER26 35 USER3S
09 FLSA 18  RETRO 27 USER27 3%:  USER36

4 b g [ Record 10f1 &
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2.33Required Benefit Codes (HRTBBE)

Benefit Codes must be defined to allow plans to be created.

|j Entity: =7 H
Benefit Defintion || Package Defintion || Benefit Codes |

Benefit cu:

Short Desc: | DENTAL

Long Desc:|DEr4mL

IMax Benefit Age: |:|

MNotes: |

U=serID:|TRAINZ Updated:|7/28/2868 11:14:15 AM
4.k odb ) Record 30f9 &
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2.34Required Benefit Plans (HRTBBE)

Use this screen to define all active benefit plans to be made available on EO.

A{:tion:.t-l.if.'u;.' l Plan: 'E_ . Short Desc: IJEHTF‘TE.F'+1 .
Code: _ E = DEMTAL Long Desc: I:I.Er-.JT;-‘-._ F‘I.?.E-T.;l;ﬁ(“ .Ié.’-'.F'_ +- 1
T',rpe:. 1": PRE-TAX Effective Beg/End Dt: Eil,.-"léll.-"'l_'-':llE.lF:I . .-12;"31;'265'9' . Ot Calc: H;l'-..
Category: |1 = EMPLOYEE + 1 Sort: .DHT- Age:. & Gender: l
CDH Amount Axp St TEike Special Codes Lmt  Ixp
CNT: 1115. . EEI.. geeea (P l A l ;l.. l [ HRUP l
Calc Cd:-.
Wendor: - . Group:| l E-ut:~Gr-:|up:f R l

MNotes:

Record 10 of 26 &

2.35Required EO Transaction Definition (HREOSU)
Transaction Class: EO BENEINFO REQUEST

Primary Target: BENEINFO

Secondary Target: DEPDBENF

Subsystem: HR
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Allowed Modes: Y

Procedure to Call: EOBENEINFO_PROC BENEPLAN
EOBENEINFO_PROC EO GROUP
EOBENEINFO_PROC EO PLAN TYPE

EOBENEINFO_PROC REQUEST TYPE

Sub Key Title: EMPLOYEE ID
Cluster/Attribute: EMPMSTR ID
EMPMSTR NAME

Transaction Class: EO CDHASSGN REQUEST

Primary Target: CDHASSGN

Secondary Target:

Subsystem: HR

Allowed Modes: Y

Procedure to Call: EOCDHASSGN_PROC BENEPLAN
EOCDHASSGN_PROC EO GROUP
EOCDHASSGN_PROC EO PLAN TYPE
EOCDHASSGN_PROC REQUEST TYPE

Sub Key Title: EMPLOYEE ID
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Cluster/Attribute: EMPMSTR ID

EMPMSTR NAME

EQ Benefit Setup EQ Transaction Defi n

Transaction Class:|EC BENEINFO REQUEST | Primary Target: | EEHEINFO Suhcsystem:

Secondary Target: | DEFDEENF

Allowed Modes Procedure to Call Tranzaction Flag Titles

Add Flag |ECBENEINFO PROC | |BENEPLAN |
Update Flag ECBENEINFO PROC |zc crour |
Close Flag EOBENEINFO PROC |Ec prAN TvEPE |
Switch Flag [EcBENEINFO PROC | |rREQUEST TvPE |

Sub Key Tite: [ EMPLOYEE ID |

Sub Key Cluster;| EMEMSTR Sub Key Attribute:
Echo Cluster: [EMFMSTR Echo Attribute;

Notes:
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2.36Required EO Benefit Master table (HREOSU)

All active benefits defined in (HRTBBE) must be defined in this table and in the Benefunc file.

4 b b 3~ [~ Record 2 of 25 &
M | EQ Transaction Definition |
EO Group:|INS | Insurance Benefits it
PlanType:DENTAL e Ha i e L
Target Record: BEMEINFZ Mid-vear Changes: .

Benefit Code: [DENT DENTAL “Wendor Url:
Benefit Type: | AT AFTER TAX Include Employes Types:
Allowed Categories: |EL Exclude Employee Types:

Dizplay Qrder:| 288

[ ]Read Onty

[ ] Form Reguired Form Mame:

DDependent Info Special Code Box #: |:|F'.ec:n:|rl:| Dependent #

|:| Cowerage Info Special Code Box #: Unitz: Increment Amcunt-Thousands:
|:| Deduction Info Amount Type: l

Open Enrollment Information

Period 1 Begin: Period 1 End: Start MM/DD for Coverage: End MW/DD for Coverage:

Period 2 Begin: Period 2 End: Start MW/DD for Coverage: End MW/DD for Coverage:

2.36.1 Required Benefunc File

CSBenefunc.cs is located in: Inetpu/wwwroot/ifas7/App_Code/Emponline/ClientSpecific/Benefunc.cs**.



. EMPLOYEE ONLINE 64

2.37Benefit Plans Mapping

Employee Online requires some additional information to understand how Benefits are defined at a given site. Client benefit categories may
defer from site to side. The categories below are the system defined categories.

J_,.f'.'-r
public const string CAT_EMP_ORLY
public const string CAT_EMP_OKLY 2

o
o
]

"y Aiemployes only
"o2"; Slemployee only secondary type

public const string CAT_EMP_1

public const string CAT_EMP_1_OR_MORE
public const string CAT_EMP_GT_1
public const string CAT_EMP_ANYEODY

"E1l"; SSemp plus one other

"Imt; SSemp plus one or more

1"; Sfemp plus greater then one

EA"; Slemp plus anybody else or nobody else

public const string CAT_EMP_SPOUSE

"y Aiemp oand spouse
public const string CAT_SPOUSE_ONLY

"sp"; ASspouse only

o
o
Ln

public const string CAT_EMFP_DEFPDS
public const string CAT_SPOUSE_DEPDS
pub1ic const string CAT_DEPDS_ORLY

ED"; SASemp and dependents, no spouse
"y SAspouse and depds, no emp
"DP"; SFjust dependents, no emp, nNo spouse

I nn
LN
[

|
o
T

public const string CAT_EMP_FAMILY i Sleverybody, emp, spouse, depds
L

Example of client defined categories would look like this: You can enter your client defined categories in the section following the system
recognized benefit categories.

public const string CAT_EMP_OMLY "EIY; S/Employee only

pub1ic const string CAT_EMP_OMLY = "wI'"; SSwaived

public const string CAT_EMP_1 = "eC"; A Employee + child
public const string CAT_EMP_FAMILY = "EF"; S/Employees + Family
public const string CAT_EMP_FAMILY = "FN"; S/Employes no premium
public const string CAT_EMP_FAMILY = "FP"; A/Employee with premium

Each Benefit plan must be defined in HREOSU and needs to be entered into CSBeneFunc.cs file beneplanMapAurr area.
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An example of benefit plans input into the Benefunc file appear as:

public static BeneplantapEntry[ ] _beneplantdap A =

Note: do not inzsett a

{ comma after the last
new Beneplantap Entry("DENT", "EE", "EQ", Benelltl CAT EMP ONLY " csEmplovee”, ", bene plan before the
new Beneplantlap Entry("DENT", "EE", "E1", BeneUtul CAT EMP 1" csEmployee + 17, ", ‘/ﬁzlosing )

new BeneplanhapEntry("DENT", "EER", "EF", Benelltl CAT EMP FAMILY, " csFamily", "

}

The first four members of the BeneplanMapEntry are required and are made up of the Benecode, Benetype, Client Specific Category, and the
Employee Online Category.

The Benecode, Benetype, and Client Specific Category comprise the Beneplan. The Employee Online Category is chosen based on the
meaning of the Client Specific Category and provides the mapping from the Client Specific Category to one understood by Employee Online.

A list of acceptable Employee Online Categories appears in the comments in the CSBeneFunc.cs file. The last two pieces of the
BeneplanMapEntry are the Category Description and the Beneplan Description. Certain Benefit Screens in EO will look here for a description
of the Category or Beneplan. Typically entries in the _beneplanMapArr will be defined as part of the EO implementation. If the Benefits shown
in EO change after the implementation, it is important to make the corresponding changes in the _beneplanMapArr.

2.38Relationship Codes

In a manner similar to the Benefit Mappings above Employee Online also requires some additional information to understand how
RelationCodes for family members are defined at a given site. The first part of this mapping requires that all Relation Codes at the client site
are defined as constants in the <Ifas7>/App_Code/Emponline/ClientSpecific/CSBeneFunc.cs file. An example appears below.
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System recognized relationship codes:

A

S CTient specific (Cs) EO.net dependent type codes. These need to be changed to match

S the client's walues. In some cases youd may have to add a new entry. Those entries
s that are not being used could he commented out or deleted

A onot used at this site

public const string CS_CHILD_REL_CD CH

public const string CS_AUNT_REL_CD Mol SAaunt
public const string CS_UNCLE_REL_CD "un" Sdancle
pubTic const string CS_COUSIM_REL_CD "os" SScousin
public const string CS_SIBLING_REL_CD sty SAsibldng
public const string CS_BROTHER_REL_CD "BR" Sdhrother
public const string C5_SISTER_REL_CD "sR" Sisister
public canst string CS_GUARDIAM_REL_CD ‘aUty o SSquardian
pubTic const string CS_FRIENMD_REL_CD "FR"

public const string CS_STEP_CHILD_REL_CD sy SAstep child
public const string CS_GRAMDMOTHER_REL_CD MG

public const string CS_GRAMDFATHER_REL_CD "igF "

public const string CS5_SOM_REL_CD

public const string CS_DAUGHTER_REL_CD
public const string CS_AUNT_REL_CD
public const string CS_MEIGHBOR_REL_CD
public const string CS_GRAMDPARENT_REL_CD
public const string CS_FATHER_REL_CD
public canst string CS_MOTHER_REL_CD
public const string CS_EMPLOYEE_REL_CD
public const string CS5_SELF_REL_CD
public const string CS_STEP_CHILD_REL_CD
public const string CS_OTHER_REL_CD

o

Example of client specific relationship codes:

public const string CS_CHILD_REL_CD = "CH";
public const string CS_FRIEWD_REL_CD = "Ex";
pubTic const string CS_SIBLIMG_REL_CD = "o4a";
public const string CS_PARENT_REL_CD = "pa";
public const string CS_SPOUSE_REL_CD = "sp";
public const string CS_DERPEMDEWNT_REL_CD = "ua";
public const string CS_OTHER_REL_CD = "wI";
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Once the Client Specific Relation Codes are defined then they are used to define the RelCdMapEntry's that that define the mapping from the
Client Specific value to one understood by Employee Online.

public static rRelCdmapeEntry[] csrRelCdmaparr =

new RelCdwapeEntry(CS_CHILD_REL_CD, Beneutil. EQ_CHILD_REL_CD, "child",

new RelcdWapEntry(CS_FRIEMD_REL_CD, Eeneutil. EO_FRIEMD_REL_CD, "Former Spouse’l,

new RelcdMapEntry(CS_SIBLIMG_REL_CD, Eeneldtil.EQ_SIBLING_REL_CO, "COweraged Dependent'l,
new RelcdWapEntry(CS_PAREMT_REL_CD, Eeneutil. EQ_PARENMT_REL_CD, "Parent",

new RelCdMapEntry(CS_SPOUSE_REL_CD, EeneUdtil. EC_SPOUSE_REL_CD, "Spouse'l,

new RelcdMapEntry(CS_DEPENMDEMT _REL_CD, Eeneltil. EQ_DEPEMDENMT _REL_CD, "Underaged Dependent”l,
new RelcdwWapEntry{(CS_OTHER_REL_CD, Eeneutil. EQ_OTHER_REL_CD, "widowser'"

hH

The first two fields in the RelCdMapEntry are required. The third field is an optional description for that Relation Code. There should be a
RelCdMapEntry for each Client Specific Relation Code. Again the acceptable Employee Online Relation Codes are present as a comment in
the CSBeneFunc.cs file for convenience. Entries in this area are usually defined during the implementation of Employee Online. It is important
to update these entries if Relation Codes change at any time.

This area of the CSBeneFunc.cs file also allows for the grouping of Client Specific Relation Codes for use by different screens in Employee
Online. Groupings include Parent, Dependent, Eligible Dependent, Spouse, Emergency Info and Family. The Emergency Info and Family
groupings are used to filter which entries are shown on their respective EO screens. The Spouse and Eligible Dependent groups are used to
filter entries shown on the Benefit screens that are sensitive to Dependents. Here's an example of an Eligible Dependents entry.

xl
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2.39Coverage Choices

Employee Online allows for Benefits which embody a coverage amount (i.e., Supplemental Life). If the coverage amount is fixed then the
amount is determined on the associated HRTBBE Benefit Definition Tab, Cap/Amt/Cov 1 and 2 fields are defined to be the same amount. If
the coverage varies from a minimum to a maximum in regular steps then the min is defined in Cap/Amt/Cov 1 and the max is defined in
Cap/Amt/Cov 2 and the step is defined on the HREOSU EO Benefit Setup Tab, Increment Amount field. In the case where the coverage
amounts occur at irregular intervals those steps can be defined in the <Ifas7>/App_Code/Emponline/ClientSpecific/CSBeneFunc.cs file.

To do so first create an array of the acceptable steps like the following:

public static decimal[] cwrgDENEEREF =

%UUUUU, If the increments occur at wregular intervals then define thosze
125000, steps here.

150000,

175000,

200000,

225000, Eemember to leave off the comma after the last walue 12

250000 re- entered.
B
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The name of the array starts with _cvrg and is followed by the associated Beneplan. Once this array has been defined it must also be included
in the following function (found in CSBeneFunc.cs).

public static decimal[] O3 GetCwrghrrstring beneplan)

{
switch (beneplan)

{ Include your benefits plans
case "DENEREF":

with arrays defined abowe
return _cwrgDENEREF; here.
default: . For each case "planname”
Ttum null; Eeturn ®_cvrgplanname”
}

2.40Filtering of Dependents Display on EO

This part of the Benefunc will allow display on EO of the dependents on a benefit plan.

pubTic static string[] csParentTypes = new string[]

C5_FATHER_REL_CD,
C5_MOTHER_REL_CD

;
pubTic static stringl] csbependentTypes = new stringl]
CS_DEPEMDENT_REL_CD
LK
pubTic static string[] cseligiblepependentTypes = new stringl]
CS_MEIGHBOR_REL_CD,
CS_OTHER_REL_CD,

C5_CHILD_REL_CD,
C5_DEPEMDENT _REL_CD
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2.41BENEFUNC File Trouble Shooting

1. HRPYBE - When creating benefits, think of Employee Online:

Employee online Benefunc.cs file requires that each benefit plan have a category.

IF no benefit category was defined then in the Benefunc file enter the benefit code where the benefit category would be inserted as the work
around, as shown below.

new BeneplanMapEntry("", "AT", "SUPL", BeneUti.CAT_EMP_ONLY, "Not Applicable", ™),
2. Benefit Tables associated with EO

The benefit table (HRTBBE) benefit information (HRPYBE), the Employee online Benefit Master (HREOSU) and the Benefits input in the EO
Benefunc.cs file must all match exactly.

Relationship Codes Check:

Make sure to check that there is not semi-colon after the last defined relationship code preceding the } symbol.
Make sure your relationship codes exist in the system defined relationship codes.

Check for spelling errors.

4. In version 7.9.1 & symbol is not recognized and will generate the XML error below: that may look like:

"XML Exception found parting request string:™" is an unexpected token. The expected token is ;" line 1 position 1867."

2.420ptional Open Enrollment Menu

To allow an open enrollment screen you will have to uncomment out or add an open enrollment menu on the menu.xml file which holds all of
EO's menus. The menu.xml is located in: C:\Inetpub\wwwroot\IFAS7\EmpOnline\ClientSpecific. The menu looks as follows:
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<PAGE URL="./Benefits/OpenEnroll.aspx?Group=OPENENROLL" TITLE="Open Enrollment" />

Benefits

Open Enrollment

Benefits
Life Insurance
Dependent Coverages

The Open Enrollment menu will only be available during the open enrollment periods.

The EOBEMSTR (HREOSU) records are capable of holding two different enroliment period definitions. There must be consistency in the
begin/end dates for these two enrollment periods.

Open Enrollment Information

Perind 1 Begin:| 83 /81 Period 1 End:| 84/81 Start MM/DD for Coverage: (83 /81 End MW/DD for Coverage: | 12731
Period 2 Begin: Period 2 End: Start MMW/DD for Coverage: End MKW/DD for Coverage:

If plans are not showing up in EO check to ensure the Period dates entered above are in MM/DD format and that the payroll are periods defined
within the period begin and end dates in common code PYPR CYCLEXx.

2.43W-2 Form and Attach Definition for Workflow

The following steps will walk you through the process of adding the W-2 Form Image into Documents Online and then setting up an
Attachment Definition which will define how the W-2 gets linked to a user.

Access the Admin Console from the server

@ Admin Console
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Under Documents Online select Setup, and then double click Forms.

i1 Administrative Console

Administrative Menu 4
EIEH Drocuments Online

F-{ 1 General
-0 Documents

=150 Setup

------ Attach Definitions

Add a new form by selecting the white paper icon.

" Forms |
|0 X |3

Dezcription | Layer D
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Specify the description such as W2 along with the year it is for. Employee Online will use this description as the display for the W-2. Your
form should have already been ordered and will reside in your directory.

-
-~

- ’ Furms]

@ x| @]

D ezcription | Layer D

Add Hew Form
Dezcription:

Fram File:

|
Browsze. .. |

Cancel Add

Under Documents Online select Setup, and then double click Attach Definitions.

T Administrative Console

-0 Documerts
=3 Setup
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Next, Attach a Definition. Add a new Attach Definition by selecting the white paper icon and give it a unique Attach ID and a description.

' Attach Defin'rlinns.

[y -0 H X

Attach 1D | v Enabled

Dezcription; I

Attachment Indexes addTable | DeleteTable | AddCoumn | Delete Colmn

T able | Colurmn 1 |
ADD TAELE ADD COLUMM

Select Add Table and rename HR_EMPMSTR and change column 1 from Add Column to ID.

Attachment [ndexes &dd T able Delete Table

T able | Column 1
iHH _EMPMSTH ID

After your save, write down your attach ID to use it when you configure the W2_TO_DO workflow model.

2.44W-2 Workflow Configuration

mi YWorkFlow Designer

Choose file, then Open, and browse to the W2_TO_DO and select the W-2 to Documents Online and click Ok

Right click on the 'Assign Form to Document' node and choose Edit Properties. Navigate to the "Who, Action, and Wait' tab. In the Action area,
ensure 'Assign Form to Document' is selected from the dropdown list and then click Settings. On the Form Name dropdown, choose the new
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form you added in Step 2 of the Documents Online configuration. This will be the form that the W-2 Data will be placed on. Keep in mind that
this will need to be set each year before running W-2's. Click Ok on both screens.

Next, right click on the 'Document’ Node and choose edit properties. Navigate to the "Who, Action, Wait' tab. IN the 'Action’ area, ensure
'‘Document is selected from the dropdown list and then Click Settings. Type in the name of the Attachment Definition you created of the
Documents Online Configuration into the Attachment Definition edit box. Click Ok on both screens.

Choose File and Save, and exit the Workflow Designer.
To activate the workflow for EO, run the PYW2PW process, specify the printer to WORKFLOW, and ensure that both the Line printer and the

Forms printer priorities match.

2.45Required Customize Dashboard
To get welcome page and Instructions to show up on Employee Online you need to login to Customize Dashboard as an administrator.
http://localhost/Ifas7/home/customize/

On the Home Page tab select Groups and make sure that for Existing Content Group that Employee Online has the Association set to
EMPLOYEE.

Customize Dashboard

@%Training - K12

ADMISSIO || APPLICANT ONLINE || BIDDER | EMPLOYEE ONLINE neP: Favarites | Settings | TO Employee Timecard

Groups Content Default Content Default Layout Sample

Existing Content Groups

Drescription As=sociation
Edit FR55 Feeds PUBLIC Delete
Edit Finance FINAMCE Delets
Edit Student CAMPUS Delets
Edit Applicant Online APPLY Delets
Edit Emplovee Cnline EMPLOYEE Delete




. EMPLOYEE ONLINE 76

Then On the HomePage tab go to Content and make sure to add the pages and urls for Welcome, Instructions, and EO Dates. They should be
located in: C:/ inetpub / wwwroot / Ifas7 / EmpOnline.

Customize Dashboard ‘

'%Training - K12

Existing Content for Group: Employes Online v

Description Url Optional Farameter Type Width
Edit ‘Welcome ~/EmpOnling/ClientSpecific/ CSHomeWelcomea.ascx WebPart Wide Delste
Edit Instructions ~/EmpOniine/ClientSpecific/ CSHomelnstructions. ascx WebPart Wide Delete
Edit EOQ Dates ~/EmpOnline/EQDateView.ascx WebPart Wide Delste
Add Content
Description: urdl; Optional Parameter: | Type: [ wesrarT E width: [ Narrow E!

To change the width and how these boxes appear in EO you may have to delete the URLS here are re-enter them again for your new Width to
take effect.
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Then go to the Employee Online Tab and select Default Content; put a check box in Welcome, Instructions, and EO Dates. Make sure to
SAVE.

Cosoms s

Employee Online

[l welcome (wide)
[ instructions (wide)
[Fleo Dates [wide)

Next select Default Layout and add Welcome, Instructions, and EO Dates into the columns. Make sure to SAVE.

Customize Dashboard

a("fm«"i:Triaining - K12

TCANT OMNLINI BIDDER
TETEE. L L ST | B S k]

Default Layout

AR RS A
Rt i) |l T

Default Content

Column 1 Column 2
Welcome @ O Dates
Instruchons
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2.46Add EO Tab to the Dashboard
Create a Public Employee Online Folder within Favorites
Click on the FAVORITES option

Click NEW PUBLIC FAVORITES and name it' EMPLOYEE ONLINE'

[FAS Dashhoard

%’Training - K12

Home i Applicant COnline | Employee Online || Human Resources Pavmi| Professional Development |Tinecard online
| l Favorites« Jobs ]

523 Faverites
. ®-[Z3 Applicant Online
@-(E3 Employee Online

Add a Web Link to the EMPLOYEE ONLINE Folder
Click on the EMPLOYEE ONLINE folder to make it active.
Click on FAVORITES and choose: NEW WEB LINK IN 'EMPLOYEE ONLINE'

Type in the Web Link name 'EMPLOYEE ONLINE' and enter this web address:
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http://servername/ifas7/home/EmpOnline/EOFrame.aspx

IFAZ Dashhoard

%'Training - K12

Home Applicant Onling | Employee Onling | Human Resources | Payroll | Professional Development | Timecard Online

| l Favorites= Johs s
B &3 Favorites
. [E-(Z3 Applicant Online

E- <3 Employes Online

|g Employee Onling [nttp://training7i/ifas?/Emponline/ECFrame.aspy

Complete adding your FAVORITE on the DASHBOARD.
Select the options icon from the dashboard.

Select Preferences top open the preferences dialog box.
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Check EMPLOYEE ONLINE and depress the save button.

& Preferences - Windows Internet Explorer e e

| \’\ Preferences

Add,n"Flem ove Favorites

|

Check the Favorites you wish to be available for use. Click the newspaper
Elaih e R icon and then select
| i Check Employes Online preferences to open

e L and then save to show the preferences box
Human Resources your Employee Online
Tab on the dashboard.
Frofessional Development L. o civccn oo
ClTEST [v] Timecard Online
DTimEkEEper [ work Order Management

2.46.1 Employee Online Development Requests

Employee Online has forms that will need tickets submitted to development. Submit a separate ticket for the EO stub when you request your
EFL forms.

EO Check stub

W-2 Work Flow

2.46.2 Employee Online Client Specific Files

In addition, to the Benefunc file there are other client specific files that reside in: C:\Inetpub\wwwroot\IFAS7\EmpOnline\ClientSpecific folder.
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2.47Employee Online Menu

The menul.xml file controls the Employee Online menu.

The administrator has the ability to control the Employee Online features the user is exposed to through the site map and can even add in new
web links that will take the user to outside destinations. The site administrator should modify <ifas7>/EmpOnline/ClientSpecific/menu.xml to
configure the site map. In the following example you can see a custom entry highlighted in blue that will take the user to the external web site
for CNN:

Z7xml wersion="1.0"7-

< BITEMAT:

<!-- standard E0 UREL's should start with '.' and they will appear in the current frame. ---

Ll—— muzston client menu entries should start with 'http:! and will be launched in a new —->=

<!-- hrowzer window. --I

- Example of custom client entry: <PAGE TRL="http://somemachine/somewebhzite/clientpage.asp?”™
-=F

LCATEGORY TITLE="EQ Home™ CLAZZ="user">»
<PAGE TRL=". /hone/hone.aspx" TITLE="Message Page’ />
<PAGE URL=". /misc/EnployeelirectoryIndex. aspx™ TITLE="Employee Directory™ />
SPAGE TRL="./mizc/MizcForms.aspx"™ TITLE="Forma"/>

| «PAGE URL="http:/ ww. cnn. con” TITLE="CHN" /> | If vou do not wish to display a menu on EQ, comment it out
</ CATEGURY> by adding <|- - at the beginning of the selected menv and a --=
<CATEGORY TITLE="Fersonal Information” CLAZS="user">
<PAGE URL="./Personallnfo/EnpmstrInfo.aspx"™ TITLE="Home Addresz"/>
<PAGE URL="./Personallnfo/EnerInfolndex.aspx™ TITLE="Emergency Info"/> :ExarHPIE: ]
3 <PAGE URL="./familyinfo/FamilyInfolndex.aspx” TITLE="Family Info"/3 <1 - <PAGE UEL="./Paycheck/whatif aspx” TITTLE=""What
< /CATEGORY> I o=

LCATEGORY TITLE="Pay Info' CLASS="uzer">:
<PAGE TURL=". /PayCheck /DirDepInfolndex.aspx™ TITLE="Direct Depozit™ />
<PAGE TRL="./PayCheck/3avEondzInfolndex.azpx"™ TITLE="3avings Bonds" />
<PAGE TURL="./PayCheck /DefConpInfolndex.aspx™ TITLE="Deferred Comp™ />
<PAGE TRL="./PayCheck /PayCheckInfolndex.aspx"™ TITLE="Pay 3tub™ />
<PAGE TRL=", /PayCheck /TaxInfo.aspx"™ TITLE="Tax Info™ /-
<PAGE TURL=". /PayCheck /WhatIf.aspx"™ TITLE="What I£" />
<PAGE TRL=". /PayCheck/WZList.aspx"™ TITLE="WZ Info™ />
< /CATEGORY
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The Site Map assumes that URLSs with relative paths (names starting with a period) are internal pages and when visited they will appear in the
current application frame. The URLSs that have full path names (like http://www.cnn.com) will be opened in a separate browser window. In
addition to adding new page links, the administrator can add new sections to the Site Map by wrapping pages in category tags. The names for
the site map headings and links can also be customized in this file.

EOHomeWelcome.ascx

This file holds the content of the message of the day for message board page. It can contain any information that the EO administrator would
like to communicate to someone logging on to Employee Online.

EOHomelnstructions.ascx

This file contains basic usage instructions intended to help EO users get acquainted with EO. EO administrators can add whatever information
they believe is necessary to instructions files.

247.1 Header / Footer Pages

The fields can be used to define further help pages or add headers and footers to specific EO screens. Templates for these files are in the
directory: <ifas7>/EmpOnline/ClientSpecific. The name of the directory folder that holds these files, Client Specific, implies this area is
reserved for Client use and the files located here will not be overwritten by software updates. Each Employee Online screen has a footer and
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header associated with it. The image below is what the files looks like before it has been modified to display a footer or header.

pubTic void Page_Load{object sender, System.Eventargs e)
Zhange the falze to true

thiz.vizihle = false; +

Ef(!this.visib1ej

return;
} - -
. o Eemove this comment begin.
Label HeaderMsg = {Label)FindControl{"CSHeaderLabel"};
if (Headermsg = nulll
HeaderMsg. Text = "Dynamic header example.”;
o - Femove this comment end.

To add a footer or header to an EO page

Locate the file of the screen you wish to add a footer or header to: <ifas7>/EmpOnline/ClientSpecific. The file is an ascx extension file. In the
file, Look for a string "this.visible=false™; change the false to true. Remove the comments from the string that begins "Label FooterMsg..."
Enter your footer in quotes after the string "FooterMsg.text=..." this uses html. You can look up html to define the color, font, and alignment.
See example below for basic html language.

<p This is a paragraph</p> for the message

<font color=660000</font> 660000=maroon color, not entering any font specification will default to black.
<align=center/> to center text on page. Default is left alignment.

<b>bold text/b> To bold the text.

To add a header, modify the appropriate EO header file.
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Below is an example is a WhatlFfooter file modified to display a footer.

<¥8 Control Language="c#" Targetschema="http://schemas.microsoft.com/intellisenseAe5" %=
<¥E Import Mamespace="System" %>

<38 Import Mamespace="System.web.UI.webControls" %=
<¥E8 Import Mamespace="system.webh.UI.HtmIControls" %>
<38 Import Mamespace="IFAS.Portal.Employes.Util" %=

<script language="C#" runat="server':»
public woid Page_Load({object sender, System.Eventargs el
this.vizihle = true;

ifithis.visible)

return;
¥
Label FooterMsg = {Label)FindControl{"CSFooterLabel"};
if (Footermsg = nulll
FooterMsg.Text = "<p align=center><font color=5660000><b>PTease call payroll should wou hawve guestio
¥
¥
< fscripts
<hr /=
<table id="CsFooterTable" class="Page" width="100%" runat="server":s
<trs
<tds
<asp:Label ID="CSFooterLabel"” Runat="serwver":
static footer example.
</asp:iLabels
< /Tl
</ trs
</tabhles

Employee Online CSWhatlFfooter file with a header and a footer. The header did not have a specified font alignment and the footer has a
center font alignment.
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M' Professional Development || Timecard Online

what If MARGARET LUNDEEN PHelp

- .‘—
Should you have any questions, please contact payroll.
WHAT IF CALCULATOR RESULTS
Description Baseline What If Description Baseline What If

GROSS DOLLARE I EARNINGE

PRETAx DEDS

PRETAX PRETAX1 _ TaXABLE EARNINGS
PRETAXZ _ FICA EARMINGS

MEW PRETAX _
TAXES FIT STATUS __ FIFtE:E Eimgtgmg
FIT EXEMPTIONS _ MEDI WITHHOLDING
FIT ADDITIONAL _ SIT WITHHOLDING

SITSTATUS _
SIT EXEMPTIONS ESTIMATED MET

SIT ADDITIOMNAL
POSTTAY DEDUCTION 1 Estimnates will be based on checks in month,
DEDUCTION 2
DEDUCTION 3
DEDUCTION 4

| Create Baseline |

This screen is an estimation tool only. It cannot calculate exactly what will appear on your next check.

If vou leave the Baseline dollars field blank the system will provide a default dollar amount, Please view the Help file for further information
about how this screen waorks,

Please call payroll should you have questions. -+
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2.48Help Pages

Locate the page in which you wish to add more help to located in: <ifas7>/EmpOnline/ClientSpecific. Use these help paged on each EO screen
to include additional help. Help pages use the asp extension files.

r' CSTaxInfoHelp.asp - Notepad

File Edit Format Miew Help

<HEAD >
<TITLE>Tax Info Help</TITLE=
< HEAD >

<BoDv >

<A

add wou further help information here.
</ o=

< BODY =




. EMPLOYEE ONLINE 87

When an employee selects the more help link, a browser window will display further help information.

nline ine | Professional Development | Timecard Online

skills Info MARGARET LUMDEEN ?Help

Skill Description Educational Source Experience Source Comments
10KEY YRS SYRS

- : 5 YEARS
Help Information Close

" ’}?\"‘ skills Info

e——— This page listz kill related information. [ ————————————

More Help

2.49PDF Forms

EO Forms menu holds PDF forms that reside in the directory. The actual forms will need to be saved under: <ifas7>/EmpOnline/ClientSpecific
folder. EO stores forms in two areas.

1. You can put forms under the Benefits menu:
<ifas7>/EmpOnline/ClientSpecific/CSBenefitForms.ascx.
2. You can put forms under a miscellaneous form menu:

<ifas7>/EmpOnline/ClientSpecific/CSMiscForms.ascx.
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2.50How to Add Miscellaneous Form

The Forms page utilizes the client specific file called, CSMiscForms.ascx, to list the available forms for download. The basic layout of the page
is a table with two columns. The first column displays a clickable form name that links to a file within the EmpOnline\ClientSpecific folder.
The second column displays a brief description of the form. Below is an example on how to add a form:

Insert the below code after the first two table rows. For easier navigation, go to the line immediately after the line that reads:
<l-- ADD FOEWS BELOW THIS LINE --=

Sir=

<=

<g href='<¥=ECQConsts EO_CLIENT SPECIFIC TUEL%=FormFileMame pdf target="_new"=Fortn MName Here</a>
<ftd=

<t

Description goes here.

<itd=
=ity

Replace 'FormFileName.pdf' in the file with the name of your form that you saved in the EmpOnline\ClientSpecific folder for EO to reference.
This is the text that becomes clickable.

Replace 'Description goes here' to reflect the description of your form. If no forms are to be displayed, it is recommended to change the
visibility state of the client specific page.

To do this, change this line, in the file:

this.Visible = true;
To:
this.Visible = false;

Thiz will causes the message "INo forms available” to appear on the page.

Additional Client specific functionality has been added via the following files.
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The following files are additional files that can be configured to reflect client's specifications.
Deferred Compensation Screen
Allows for additional where constraints on the fetch of data for the DefComplnfolndex.aspx screen.
<ifas7>/App_Code/EmpOnline/ClientSpecific/ CSDefComp.cs
Employee Directory Screen
Allows for additional where constraints on the fetch of Employee records for the Employee Directory page.
<ifas7>/App_Code/EmpOnline/ClientSpecific/ CSEmployeeDirectory.cs:
Family Screen
Provides a means of customizing columns on the initial Family page.
ifas7>/App_Code/EmpOnline/ClientSpecific/CSFamilyUtil.cs:

Familylnfolndex.aspx. The default version of this page shows a grid where each row represents a family member. The last column on the grid
is titled Other Ins and contains a value of Yes or No depending on whether Primary Provider 1 or 2 has been populated. This client specific file
allows you to override the last column with a title and value relevant to your site. An additional column can also be made visible if desired.
Comments in this file show an example of how to accomplish this type of override.

2.51Employee Online Administration

All Employee Online user accounts are maintained in the IFAS NUCLEUS subsystem, which provides a central one-stop location for
maintaining user accounts throughout the IFAS and Dashboard applications. User accounts are stored in the us_usno_mstr table. An employee
Administrator has several tools to maintain users and assist users in certain EO functions. Access to Employee Online is granted via the
existence of an Association named EMPLOYEE with the value being the Employee's ID. Administrative access is granted using an Association
named EOADMIN again with a value of the Employee's ID.

1. Create New Users
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The NUCLEUS subsystem contains a tool called Create New User IDs (menu mask NUUTNU) which automatically creates User accounts
from employee HR records. Employees can be migrated using a variety of selection methods and criteria.

Configure the following common codes before you create your new user accounts:
NUFG/NU945C and NUSC/NEWUSEREO. Please refer to the NUCLEUS Common Codes documentation for more information.

This Utility creates new Nucleus Users based on rules defined on a template user. In NUUPUS, you will create a new template user with the
appropriate association 'EMPLOYEE', Status of P to force a change of password, and give the appropriate security restrictions. Employees
must be given an initial password with which to logon, (SSN or employee ID). An organization will have to determine how to generate these
initial passwords and communicate them to the employees.

The utility will copy all of the Template User's information EXCLUDING the following:

us-no (user number) which is newly generated if this is a new employee

us-id is set to the new ID of the selected user

us-pw and us-pwhex are set to the determined password

us-pw-dt is set to 5 years prior to the current date. This is done so that if password duration is specified then it will automatically require the
user to reset their password upon initial login and every time that duration is met.

If the user is already defined then the utility will copy any missing associations to the new user and the new Nucleus ID and associations. If the
user wants to run a trial to see what is going to happen a question has been added so no changes will be made and just the report is created.
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Give your Template user the appropriate association and security.

M it I Sec:urit_l,ll Workflow Aszociations |

-

Code: | EMPLOYEE

Walue: |E000000

Manange Users]

User ID  [E000000 User Name |Template for NULITML

Location I CEMTRAL vI

Status IF' vI

Description IEmpI-:uyee Online Wzer

M anager IUSEFE vI

E-Mail Address ||

Main |Seu:urit_l,ll wiorkflow | Associations |

FPazsword E xpiration

I 1]
Pazsword Timenutl 3
| nactivvity Timeu:uutl a0

I 03 vI

M aximum Job

[T 05 User must equal IFAS USERID
W allow Uzer to Schedule Jobs

¥ allow Interactive Jobs

I &llow Overide for Posted Files

™ Allaw Ilpdate to Posted Files

™ Allow Override of Job Queue

¥ Allow Password Change

W Log all IFAS Activity

Default GL Ledger
Default JL Ledger

Default PO Security Code
Default 51 Security Code

Default OH Security Code

Hours I (ZE *I

w'orkflow Enable I vI [T Out of Dffice

I jv
I jv
!
!
!

Y

~

Drefaulk Printers Pricirity

[ E

[

Line Printer |ARCHIVE

] E

Form Printer |ARCHIVE =z =z =
Line Printers Ma Form Printers Ma
! fe = =lfs =
! s = | ~lfs =l
! s = | =iz =l
| s = | =iz I
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2.52Create New User Utility (NUUTNU)

Select your Module and your selection criteria to specify for which employees to create new user accounts. Enter the template ID you created
in NUUPUS for the utility to use. This utility has an option of running in a test mode, check the box next to No to change to Yes and run in test
mode. And print in Archive to view report.

- =y UT - Ltilties
- 54 AD - Authorize Override Delete

----- B9 ES - Erase Mask Statistics

- 24 MU - Creste Mew User IDs

“E' Module you wart to Create Mucleus IDs For |E|:| . Etmployee Online
@ Howy seould you like employees selected? |1='|: . Select entire pay cycle
- Z User IDto use a3 a Template [Eoooooo
- Z Do you want to runin Trial Mode - Report Only 7 )]
SLIBN ine Printer Copies, Mame, Pri, o1 Ellzecazve Flloz F
#-F Options

2. Impersonate User Tool

This impersonate user tool allows an Employee Online Administrator to search for an employee and assume their identity temporarily, for
troubleshooting purposes. The criteria that may be used to search for an employee may be any combination of their partial or full Employee 1D,
First Name, Last Name, and Social Security Number. This is useful when trying to track down problems experienced by a particular user.

3. Password Maintenance

Employee user accounts are maintained through the NUCLEUS Update User Information screen (mask NUUPUS).Employees login to
Employee Online using their employee ID and a Password. By default, all employee passwords are encrypted. It should be emphasized to the
employee that this password should be kept secret as it represents access to sensitive payroll data.

Reset Password

In the case of a new employee (or an employee forgetting their password), an EO administrator can open the Set User Password tool from the
NUUPUS screen to set or reset the employee's password.

Force Password Change (expire password):
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Changing the user's status to 'P' causes an employee’s password to be immediately set as expired. The next successful logon will force the
employee to pick a new password. This expiration along with encrypting the password can ensure that only the employee knows what the
password is, thus strengthening the audit trail.

Password Expiration (days before password change is required):

This setting limits the number of days a password may be used before it must be changed by the employee. The login process checks the
number of days since the Last Password Change and compares this to the Password Expiration amount — if the amount is exceeded, the user
will be prompted to change their password upon the next successful login. A value of 0 disables this restriction.

Change Password - Connection: dev_tom

Login: |jim|:|r |
old Password: |uuu |
Hew Password: |------ |

Confirm Mew Password: |--uu |

F\Change Password

P Help

Lock Account:
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Changing the user's status to 'L' locks the employee's account. The employee will no longer be able to log into the system until the status is
reset to active by an administrator.

Connect to dev_tom

IFAS User: Jimbr |

IFAS Password: |

This account is LOCKED. Please contact the system
administrator for guestions regarding this account,

FiLogin

?Help

4. Additional Password Restriction

Including password complexity requirements, password re-use limits, and maximum failed login attempts are configured via the
NUPW/VALIDATE common code. Please refer to common code setup section

5. HR Approval Utility (HRUTAU)

The Approval code utility screen is used to globally update approval codes based on selection criteria. Based on the value selected in the screen
selection combination, the utility will updated approval codes for the follow screens:

Screen Mask
Employee Master HREMEN
Taxes HRPYMD
Employee Pay Assignments HRPYPA/QP

CDH Assignments HRPYCA Misc, Direct Deposit, TSA and Bonds Tabs
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The records to be updated are filtered based on the criteria specified in the global selection criteria section, which is applicable to all the
functions. Function specific filtering has to be entered in the section specific to the screen. The processed records are logged and can be viewed
on the Approval list screen which is accessible via the link on the Approval utility screen. Utility can run in test and actual mode. In test mode,
function specific records are not updated; they are just logged in the approval list table.
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This utility will run only in add mode and does not have a test mode.

4 b H4r 34~ Iﬂ* Add Mode £ Preferences+ Help» C

Entity: [RODT Screen: l Newr Approval Code: l Tezt
Run By: I:I Run Date:| |

Motez: | |

Global Selection Criteria

0Ol Approval Code: l Action: l Employee ID: l SEN: l
Effective Dates: | I | I Effective As of Date: l

Employee Master Selection Criteria

Type: l HR Statu3:| l Bargain Unit: l Pay Cycle: l Calendar: l

Pay Assignment Selection Criteria

Pay Clazss: I:l PCN: l Position: l 5tatus:|:l

Bargain Unit: l Department: I Diwizion: l Calendar: l
Pay/Calc Effec Dates: I | I Date Type: ] PayiCalc Az of Date: l
GL Key:l:l GL Db}ect:l:l Ji= Keg,r:l:l JL Db}ect:l:l Dptiun:l:l

Taxes/TSABONDS/EFT/Misc COH Selection Criteria
con] |

T
A

o
%

Wy

T

i
<

> $
Benefits Only
Benefit Plan: I:I Contribution: I:I Contribution/Deduction: I:I
L A

Additional Selection Criteria SGL
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3 Employee Online Mapping

EO screens read information form the HR subsystem. When a non benefit change is made on EO it will map to the related HR subsystem
screen and update HR screen with the appropriate EO action code (EOU, EOA, or EOC).

EO Screen Displays from
EO Employee Directory HREMEN
HREMEN Address Info Tab and HREMPR Additional
EO Home Address Addresses
EO Emergency Info HREMPR Emergency Tab
EO Family Info HRPYBE Family Tab
EO Direct Deposit HRPYCA Direct Deposit Tab
EO Savings Bonds HRPYCA Bonds Tab
EO Deferred Comp HRPYCA Tax Sheltered Annuities Tab
EO Pay Stub HREOTR EO Employee Info/Check Stub
EO Tax Info HRPYMD Primary Taxes Tab
EO What If Execution of Payroll Force Calc
EO W2 Documents Online W2 data
EO Current Job HRPYPA

EO Historical Jobs HRPYPA records
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EO License/Cert HREMES License/Certifications Tab
EO Skills HREMES Skills Tab

EO Courses HREMES Course Units Tab

EO Tuition HREMES Tuition Tab

EO Education HREMES General Tab

EO Training HREMES Training Tab

EO Term Life Insurance HRPYBE Term Life Insurance Tab

EO Administrator Settings Various EOCD Common Codes

3.1 Non-Benefit Change Request Mapping

An employee makes and saves a new change, the record is accepted and the status on the record changes to pending.

Action: EOU l Generate ID: =
Entity Employee 1D S5H Mams

EO marks the corresponding HR record(s) with the employee's user name.

Uger ID:; | MLUNDEEN Updated:
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EO also places a value of EOA (for add), EOU (for update), or EOC (for close) in the action code. EO generated records have a value of
'WAIT" in the approval code.

Action: | E0U .
Entity Employee IO

These traits make it easy to QBE (query) for records which have been generated by Employee Online. While in "WAIT' mode, the user's
request is visible in HR but is not sent to the PY database.

Approval: | WATT .

HR/PY personnel must reject or approve an EO request. Approvals are accomplished by changing the "WAIT' to 'SEND' on the record and
pressing 'Enter'. This action will fire the transaction codes for that screen and send the appropriate information to payroll.

Rejecting or modifying a request entails adjusting values on the record to acceptable values.

This implies that logging should be turned on for all tables associated with EO.

3.2 Benefit Change Requests Mapping

EO Benefit requests are written to an EO transaction screen (HREOTR) under EO Requests tab. The EO transaction screen allows an approver
to evaluate a request and carry out an approval on a single before it reaches the BENEINFO screen. Since the original BENEINFO information
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is still in place, rejections are not an issue for Benefits.

Tranzaction ID:| | Tranzaction Class:| Mode Type: I:I Subcs'_.rs:

Employee ID: | |

Benefit Plan: |

| Original Request Date: =
| Last Action Date: =
EQ Plan Type: | | Request Begin Date: H
Request Type: | | Request End Date: =

EC Gruup:|

Reguestor Notes:

Reviswer Notes: Approval Type: =
Approval Date: =

he request from EO will display on the Request Details tab.

ftem Name 0O Value MNew Value Tran=action Description

BEEMEINFO.BEME_PLAN A1 FLXMPTHA Reguest for new coverage
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The original benefit information is left untouched on the BENEINFO or CDHASSGN screens until the request is approved on HREOTR under
Request Info tab. Approval is accomplished by placing 'APPR' in the approval code and pressing enter then status is changed to send with an
approval date.

iRahiRey | oouost Deisis |

Benefit Plan: | FL}MPTHA Original Request Date: |&2 /25 /2889 =

EQ Group: | INS Lagt Action Date: |22/ 25/ 26869 =

EQ Plan Type: |[FLEX Request Begin Date: 23 /81/2089 .

Request Type: |REGULAF Request End Date; 12/31/2858 .
Reguesztor Notes:

Action: ECA .

Reviewer Notes: Approval Type: SEND .

Approval Date: |82/ 25/ 2889 =

This action signals the approval business rules to execute. In the case where the Benefit maps to a BENEINFO record, the transaction codes
close the original BENEINFO and creates a new record reflecting the request.

Mw[Famiy”Deperﬂentﬂemﬁciﬂries”TermLﬂeManne”CDHRA]
Action: E0A l Beg/End: .8'3:’91.."2.8-8-9 l 12331!295@- Index: . .Salary
Benefit FTE: . Package:| : Plame:| FLXMPTNA FLEX MEDICAL Calc Code: [
H[Uﬂa‘ﬂurrm.ﬁmﬂmts]
Cont:| 271 At Axp = Lrnit:| L=p = St A Fa:| A Box
Addl Amt: Addl Dtz:| l . Spec Cd= HRALD
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In the case where the target benefit maps to a CDHASSGN (which can only occur once for a given employee and CDH number) the
CDHASSGN record is modified with the new request information and marked with the appropriate begin date.

Approval on the transaction screen also manages entries in the DEPDBENF table if necessary and moves the new benefit information over to
PY for use in payroll calculations.

3.3 Frequent Asked Questions (FAQSs)

What happens when an employee makes a change or addition to benefit plans in EO?

All benefits requests are written to this table with an approval code of WAIT. You can see more details about the request by putting a Y In the
See Details field. After the cutoff date or open enrollment period ends, you would approve the TRNSREQS by placing APPR in the approval
field. This will write the benefit into BENEINFO as well as sending it directly to PY. Once it finishes successfully the approval code changes
to SEND. All EO approvals should happen after the cutoff date.

How do | launch PDF forms in a separate window?
If you put target="_new" in the anchor it will cause a new window to open...

<a href="location’ target="_new"> url text</a>
How do we handle benefits that don't address who is covered?

EO requires each plan to be mapped to a category that indicates coverage type. If there are multiple plans that do not have any concept of
coverage levels the file jsutil.txt in employeeonline/include must be updated to reflect this. This will also make the plan description from
BENETBLE show as the description in employee online instead of the category.

Is there a max number of records that can be entered in EOBEMSTR?

Currently this is set at 40 in the file beneutil.asp in employeeonline/include. To increase it open this file, search for all occurrences of 40 and
change to a higher number. This will need to be updated after updates though.

How does Employee Online know whether a direct deposit is a net, flat, or percent amount?
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You need to indicate with the Special Cd 1 field on HRPYCA whether that direct deposit is a P (percentage), A (flat amount), or N or blank
(net amount). Then in the EOCD / DIRDEP common code you can define how EO should display and treat these codes.

Also, this should be used in order to tell Payroll whether direct deposits are percent, net, or flat amounts. Below is the calc code that you can
use on your direct deposit deduction definitions to calculate this in payroll:

<< EFT Calculation Code >>
<< Based on Special Code{1} determine deduction amount >>
<< P =Percent A = Flat Amount N or blank = Net >>
IF EDED.CD{1} ="P"
NVARO := EDED.AMT * PBSX.PTD
ROUND2(NVARO)
ELSE
IF EDED.CD{1} ="A" AND EDED.AMT >0
NVARO := EDED.AMT
ELSE
IF EDED.CD{1} = "N" OR EDED.CD{1}=""
NVARO := PBSX.PTD
ENDIF
ENDIF

ENDIF
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DEDX.AMT := NVARO
Is Employee Online in compliance with the IRS Electronic Signatures?

Yes, our product team has reviewed the requirements and believes that we are in compliance with the IRS regulations. If you have concerns
about your agency's compliance, we encourage you to get pre-approval of your online change procedures from your legal department.

Does employee online keep a record of the change history?

When a change is made from Employee Online ONLY for benefits, a transaction record number is created for the changes on the HREOTR
screen and that is where the changed information history will reside.
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