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Employee Self Service

CSI’s Employee Self Service module (ESS) allows you to provide faster, more efficient service to your
employees while dramatically reducing the burden on Human Resources and Payroll departments.
Make information like address, leave balance and current benefits elections easily accessible to your
employees.

» Employees visit your organization’s website for a
link to the ESS web application.

« Employees can make changes via the Internet to
the following:

« Increase convenience and employee satisfaction o Demographic Information
by allowing workers to quickly view real-time data: o W4
o Demographic Information » State Equivalent W-4 Form
« W4 » Direct Deposit Sign up
e W-2 (Previous Year) o Leave Request

o Payroll Checks
« Leave Balance
e Benefits

e Deductions

EMPLOYEE MAIN SCREEN

ESS Requests displays a list of items this employee has waiting for someone else to approve. If this employee had approval
rights, the Tasks list would show any items waiting on their approval.

« Changes will be routed to appropriate staff member(s).
Once the changes are approved, the automatic interface
instantly updates CSI’s Payroll or Personnel module.
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|ﬂl-_TD| Leave Balance Inquiry

Employee Self Service = Pages » LeaveBalancelnguiry

Emloyee: DONALD J ADAMS
Leave Description Hour/Day Accum. Rate Prior Yr. Bal. Curr. Earned YTD Used Bal.
AMMNUAL 4 12 a o a
PERSONAL 4 2 (1] a (1]
OTHER 4 0.0000 a o a




PAyroLL CHECK INQUIRY

Employee Check Inquiry displays a list of an employee’s Payroll checks in summary form. For more information, click

on the reference number to view check detail.

Emplayee Self Service > Chetk Ingeiry

Check Inquiry

Employee Mame
EAILEY SAVENGER

Selection Filter

Eran Ovenrra pare O Eangs

Select a clieck from the list
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Deductions
Thare ane no iterna o zhow © this vew,

‘Year To Date There are na items bo show in this view.

FICA %1B4.88 $184.83
Federal 4381.33 $381.33

2171.14 E171.14

ey
Gross Pay

Total Wihhaldings
Total Caductions
Total Additienal Tax

$3,000.00
£737.35

&1,000.00

F737.35
50,00
$0.00
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BENEFITS INQUIRY

I2k Benefits Inquiry
Ermiloyee: lew P Dreskn
PAAT 125 OFTIOMAL LIFE 000 $2.87
B SC RETIREMENT 10.85% $E.00
*BC/BC (FART L2S) SL9R.L1 59,90
DENTAL [F&RT 125) ELLT1 §0.00
ADMINISTRATIVE FEE $0.00 §0.14
STATE LONG TERM DISAZILIT s $0.00
STATE LIFE L2 §0.00

DebucTioNs INQUIRY

(L Deductions Inquiry
Emloyee: flmw B Oresko
=aCeIN FEE 0.00
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SIMALE [RA 0.00
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DirRecT DEeposIT SiGN-uP

Emplopee Self Seivice » ESS Requests

Account Number 123

000000e00

Rowting Number |
Raouteg rumbers must ba nina (D) digis. Tndude lsading 2aros if necaszary.

Primmary O

Amount 1213

Account Type

W-2 SUMMARIZATION

Enployer Seld Service > Pages > W1 Sunemarization

W2 Summarization

Sile Act

veae: 2007 @ [ Mew payroll history |
This is NOT a W2,

| Alex F Dresko

Wages, Tips, Other comp

Federal Income Tax

withhabd
Medicars wages and tips
Medicare tax withiheld

Social Security Tips
Allocated tips
Advance EIC Information

Dapandant care benefils
Mongualified plans

Box 12

Personal Lise

Box 14

Enpleyee Self Service  Pagex > W4 [ngury

|;] W4 Inquiry

Employee's Withholding Allowance Information

Whether yow are entitled to claim a cortam nember of sllowances or axemption from withholdmg is subject to reveew by
fthe [RS, This information represents what exects in your employer’'s saccounting system,

1. First Narme and middie iritial Last name

alex P Dresko

Home address

{rumber and stre=t or rursl route]

PO B 2056 122 LIGN COURT

ity or fown, stata, and ZIF coda

EASLEY 5C 29540

5. Total numbser of allowances wou ara clalming 5 0

6. Additional ameurt, if any, you want withhald fram each paychack & 0.000D0
7. T daim exemption from withhalding and [ certify that T mest both of the following conditions for exemption:

% Last year] had a right to a refund of all Federal income tax aithheld because [ had no tax lisbilty and
% Thig yaar 1 axpact a refund of all Fadaral income tax withheld because [ axpect to have no tax liability.

I you me=t both conditions, type "Exempt” here,




DEMOGRAPHIC INQUIRY & CHANGE

Employee Check Inquiry displays a list of an employee’s Payroll checks in summary form. For more information, click
on the reference number to view check detail.

Emplayer Self Srrase = ES5 Rrgurats

View Demographic Information

First Name
Hidldle Hams
Lasi Mamea
Hickname
Birlhday

Lmail

Gender
e
teconda Employee Seif Service » E55 Regquests

sddress Demographic Change Request

Add e
City Emplayes Mamn

pemcgraphic Infermation

Firsl MName

HMiddle Hame
Last Manie

M kname Twinkls Toes

Birthday 1“-‘%‘97:’

Emaail adraskoffesicutfittars. con

Gender Ml -
Primary Phane {B64) 8675309
Srcondary Phone (B5E) 2381111
Address 1 P Box 2036
Audsdress 2 122 Lien Coun
ity

TAsks/EMPLOYER APPROVALS

Requested changes will be routed to appropriate staff member(s). The Approver clicks on a task to view details, then approves
or rejects. If the changes are approved, the automatic interface instantly updates CSI’s Payroll or Personnel module. The
requestor/employee will be notified via e-mail once their request has been approved.

Leave Balance [nquiry
W2 Summarization
W4a Inquiry

W& Change R=quest

Heme,
Tasks b Available Forms -
Titwe I fasored To  Cresseqd TiCreated Wy 6 Soprousl Fians. Vioridiow Nane & Bersfiz Inquiry
Review demographic changs reguest for Apgrovers 41772008 1GIMPH CSI- Mot Starbed Cemograghic Change = Chedk Inquiry |
CEI-OMUINE eseraquasisr OHLIME bassraguester Reguest # Deductions [nguirg |
Eeview demoorachic changes request r Approvers  3/1L008 5:06 PM - Mot Starbed [Cemographic Thange #* Damographic Inguiry
LN s eguesier CHLINE lessieguester Rrguest & Demogrephic Change Reguest
| E Add new item = Dirsct Deposit Signup
-
o
-
-

Tite Comvient Type
Ther= are no beims o showy 0 this view of the =55 Requesis” st To oeste 8 mem iken, did Tiew™ sbove.
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