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morning, Jane Doe 

I Me I Tools Others 

QUICK ACTIONS APPS 

~ Personal Deiails 

~ Doc:umern Records e 
Direci:ory <+> JoLmeys 

e 
Pay 

0 CD 
Tirre and Career and 
Absen( es Performa1ce 

br.; Identification Info 

Contaec Info 

,.,zl Family arid Emergency Contacts 

e • e 
Personal Benefits Opportunity 

Information Mari::etplace 

0 0 
Persona Bra1d Volunteering 

• ffi My Organization Chart 

~ My Pub lic Info C, • + : xpenses Hiring 

.!. Change Photo 

Show More 

View and Edit Personal Details 
NOTE: If an employee has a name/gender/marital status/ or education level change that info can be 

updated here 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 
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e Personal Details e Document Records 

Oriails about yourself; such as name, 
date of birth, marital datus, and 
nation.al identifier. 

Family and Emergency 
Contacts 

Add family and ~nds to contact in 
ca~ of em~gency. 

Name 

St.)rt D~te 
02-27-2024 

Demographic Info 

Country 

United SU1tei 

Ethnicity 

I am Hls~nic: o r Latino. 

S@tect the race-s you identify with. 

Amerkan Indian or Alaska Nuive 

AsJan 

_ BLKk or Afrian AfflfiiUn 

9 

Native Hawalloln or oth« P~mc Islander 

While 

Marital Status 

Otvorc«I 

Manage your dOC1.1ment records and 
associatt'd a ttadunfflts, such as birth 
and marriage cer tificates, awards, and 
recognition. 

Employment Info 

Oriails about your auignment, such 
as legal employer. business unit, 
department, and locatton. 

e Identification Info G Contact Info 

View and ~ it your JM!nport, drivet
licens-e, visa, and dtiMnship info. 

Additional Assignment Info 

View more driails about your 
assignment. 

f irst Name 

l•ne 

Slart Date 
02. 21. 2024 

Highest Education level 

8ac:hek>r Degree 

V•t•ran S.lf-ld•ntlftcaHon Status: 
Not a Ptotected V•tet"an 

Disabled Veter.11n 

Add or upd<1te ways you ~n be 
r<!K l'Ho:d, such as~. email, and 
addren. 

My Compensation 

View your Comf)fflsation driaik, such 
as salary and pttsonal contributions. 

Active Duty Wartime o r Campaign Badge Vettrans 

Ann..cl Fo,us SH'Vke Mfda1 V• t~an 

[J 

A 

E] 

2. Select Personal Details” tile 

3. You will be able to view Name, Demographic Info, National Identifiers (SSN), Date of Birth, and 

Disability info 

NOTE: You will be able to edit/update all sections except National Identifiers (SSN) and 

Date of Birth. Select pencil icon on far right to edit a section. Select the arrow (^) on far-

right side to open and collapse sections. 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 

~"'Z1 Family arid Emergency Contacts 

• ffi My Organiza;:Con Chart 

~ My Public Info 

.!. Change Photo 

Show More 

8 

e 

APPS 

e 
Direcrnry 

e 
Personal 

lnforma1ion 

~ 
Expenses 

Persaiti.l Details 0 
O.talk.boti<y,:,.,rwff.adl•-· 
d,t.,ofblrtl\ffim.al,iau..,,id 
,..WNl ~o!-, 

F.am11y ai,:I E~rgtncy 9 Contacts 

Addfa.rrfr•idhlmdsb<OdM'lla 

-"'-

<+> e 0 0 
Jo1..meys Pay Tirre and Career and 

Abse1ces Performa1ce 

• e 0 0 
Benefi'rs Oppor run·ty Persona Braid Volunteering 

Marketplace 

• + Hiring 

D0<:urncnt P.~c0<ds e ldentlicatian Info e Contac-tlnfe 

MM,age.,.,..lkwc\HT'ltnl,e<anhand V-arditdlt.~p1o•'f'0'1.- Addwupd.(11:~,-~be 
auo:..atNIW...t.nwrh,...;hiKIMth lioionw,.......,.~r,d~p...,o ,11:aded, -ti .. .,,_.,, _.., ad 
..,..,_,.cwt,.fl(•lfl..•-Ol.•ncl -· ,...,......_ 

Eml)loynent Info e Additonal Assiqnrnenl Info • MyCornpersation 

Ott• k.abou1~~'-~ VN,_,edct.it,:moul,.,.. v-vour c°""'""""loa d<-1:A~s, tud> 
.. ~-~~",,.,,t. - .... ,..,y.....tJN!-~ 
d~~ ... loc.,t,vn. 

View and Update Contact Info 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “Contact Info” tile 
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mmunication 

0 Home Mobile Phone 

1-987-987-9877 

0 Home Email 

personalemail@gmail.com 

Address 

0 Home Address 
502 Maincampus Or 
Collegeville, PA 19426 
Montgomet""y 

United States 

Start Date 

02-27-2024 

3. View or update your home/mobile phone number, email address, and home address 

NOTE: To add a new communication method or address without deleting information 

select “Add”. To edit or delete information that is already in the system select the pencil 
icon. The date you enter as the start date should be the date this change is effective 

from. 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 

~"'Z1 Family arid Emergency Contacts 

• ffi My Organiza;:Con Chart 

~ My Public Info 

.!. Change Photo 

Show More 
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e 

APPS 

e 
Direcrnry 

e 
Personal 

lnforma1ion 

~ 
Expenses 

Persaiti.l Details 0 
O.talk.boti<y,:,.,rwff.adl•-· 
d,t.,ofblrtl\ffim.al,iau..,,id 
,..WNl ~o!-, 

F.am11y ai,:I E~rgtncy 9 Contacts 
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<+> e 0 0 
Jo1..meys Pay Tirre and Career and 

Abse1ces Performa1ce 

• e 0 0 
Benefi'rs Oppor run·ty Persona Braid Volunteering 

Marketplace 

• + Hiring 

D0<:urncnt P.~c0<ds e ldentlicatian Info e Contac-tlnfe 

MM,age.,.,..lkwc\HT'ltnl,e<anhand V-arditdlt.~p1o•'f'0'1.- Addwupd.(11:~,-~be 
auo:..atNIW...t.nwrh,...;hiKIMth lioionw,.......,.~r,d~p...,o ,11:aded, -ti .. .,,_.,, _.., ad 
..,..,_,.cwt,.fl(•lfl..•-Ol.•ncl -· ,...,......_ 

Eml)loynent Info e Additonal Assiqnrnenl Info • MyCornpersation 

Ott• k.abou1~~'-~ VN,_,edct.it,:moul,.,.. v-vour c°""'""""loa d<-1:A~s, tud> 
.. ~-~~",,.,,t. - .... ,..,y.....tJN!-~ 
d~~ ... loc.,t,vn. 

Add Family and Emergency Contacts 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “Family and Emergency Contacts” tile 
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My Contacts + Add V 

There's nothing here so far. 
Create a New Contad 

New Contact --[ ~an<el 

Basic Information 

Title 

I Select a value 

"'Last Name 

" First Name 

M iddle Name 

" Relationship 

r::s;ect a value 

'"Effecttve Date 

I mm-dd-yyyy 

Gender 

Select a value 

"Date of Birth (Required for Dependents) 

l mm-dd-yyyy 

D This person is an emergency contact 

Suffix 

Preferred/Current Name 

Professional last Name 

•r1N Typ e and TI N Number u e required for Dependents 

TIN Type 

TIN Number 

Benefits Offered Conditionally 

3. Select the “Add” button in the upper right-hand corner and then select “Create a New Contact” 

4. Enter required basic info for contact then scroll down to enter communication info and address 

for your contact. Once done, select “Submit” in upper right-hand corner 

NOTE: TIN (SSN) and DOB will only need entered for contacts that will be listed as your 

dependents. Please check box to indicate if that person is your emergency contact 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 

~"'Z1 Family arid Emergency Contacts 
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~ My Public Info 

.!. Change Photo 

Show More 
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e 

APPS 

e 
Direcrnry 

e 
Personal 

lnforma1ion 

~ 
Expenses 

Persaiti.l Details 0 
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<+> e 0 0 
Jo1..meys Pay Tirre and Career and 

Abse1ces Performa1ce 

• e 0 0 
Benefi'rs Oppor run·ty Persona Braid Volunteering 

Marketplace 

• + Hiring 

D0<:urncnt P.~c0<ds e ldentlicatian Info e Contac-tlnfe 

MM,age.,.,..lkwc\HT'ltnl,e<anhand V-arditdlt.~p1o•'f'0'1.- Addwupd.(11:~,-~be 
auo:..atNIW...t.nwrh,...;hiKIMth lioionw,.......,.~r,d~p...,o ,11:aded, -ti .. .,,_.,, _.., ad 
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d~~ ... loc.,t,vn. 

View and Upload Documents 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “Document Records” tile 

8 



 
 

   

 

  

 

 

 

   

 

 

 

 

 

Document Records 

Search by type, name, or numbe o, Show Filters 

Dccumem De:ails 

I Proof of nthlor rOVF!l"~□P 

l)Qro,pdcn 
Oo<ument 1o associated 'A'it h benefits cef'tification - Other coverage 

Conte>.1 Value 

A.H;,, l un,..n l, 

t 

Excluded Payroll X Expired X 

Nothing matches your search. Try again. 

Conlext l/aue I 

Categ ory 

Oeneftts 

Country 
All Countries 

Sort By I Last Updated - Descendin~ v I 

3. Any existing documents will show here. You can also add a document by selecting the “Add” 
button in the upper right-hand corner 

NOTE: To find documents easier select “show filters” and filter as needed 

4. Select “Document Type” from the drop-down menu then drop file or click to add. Once file is 

added select “submit” in upper right-hand corner 

NOTE: You may upload multiple attachments. Context value box will not have drop 

down values, please disregard. 
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nt Records 

] Search by type, name, or numbe q I Show filters 

Document Type 
Proof of other coverage 

Category 

Benefits 

Excluded Payroll X Expired X 

Last Updated Date 
05-08-2024 

Sort By I Last Updated - Descendin~ v I 

GJ 

5. To view more details regarding a specific document, select the eyeglasses icon on the far-right 

side 
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QUICK ACTIONS 

• Ml Personal Details 
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View and Update Identification Info 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “Identification Info” tile 
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Identification Info 
Jane 

Driver's Licenses 

* Issuing Country 

~States 

License Type 

[ Select a value 

license Number 

Comments 

Attachments 

:t 

Citizenship 

Passports 

Visas and Permits 

Driver's Licenses 

dd attachment ..., Drag files here or chck to a 

There's nothing here so far. 

There's nothing here so far. 

There's nothing here so far. 

There's nothing here so far. 

Issuing Author ity 

I 8¥@1 ! I Cancel 

;F•;o:fm;D~•".'.;'•~~===========================-_§~ I I ':'m-dd-yyyy 

Place of Issue 

3. Selection “Add” in the appropriate section to update Citizenship, Passport, Visa/Permit, and 
Driver’s License info 

NOTE: You can upload attachments and documents within each of these sections. If you 

do update info in one of these sections, be sure to select “submit” to save your info. 
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View Employment Info 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “Employment Info” tile 
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,,~nrllP.111 

Managers 

!..cyJI Emplu~·t1 

Ur-sinus Catlege 

3u~lnc5~ Unit 
UC OU 

fol;,~1,1 
FA000191 

'"" HR CiEn@ralist 

Su~lnc~~ Title 
C11rp<>ntl'r 

OcpJt1mcn1 
Hunun ~source!i 

l u~..ilion 
MAIN CAMPUS 

?ornlon Code 
20494 

Pn~1t lnn 

HRGEn@ralist 

/u~1, nmcnt CatcQOI)' 
Staff f u I Tirne Reqular 

Joelle Neat rour 
JN 

Assistant Director of Human Resources 

Seniority Dates 

Ursinus College 

Enterprise 

Seniority Date 

02-27-2024 

Ursinus College 

legal Employer 

Seniority Date 
02-27-2024 

Employment History 

Hire 

Last Updated By 1001009 

full Time u 1 P.,ut r nnc 
lull time 

R-:-gular or Tcmp:>1Jry 
R~qular 

l,Vu1lo.m 1,1 :.i t Hu1m:1 

tlo 

PfttrJry /\zl;Jnm.:ont , .. 
Wu1kmy Huui~ 
40\llc-ckJy 

FE 

Pt'lwn HumOC·, 
M 4CNl7t!i'i4 

1N u 1km y.1~iJ M,.mJ;.11:1 

tlo 

Syr.r hmnl7l'! fmm Pn ~itlnn , .. 

Line manager 

l ength of Service 
0 Years 2 Months 7 Days 

Length of Service 
0 Years 2 Months 7 Days 

Start Date 02-27-2024 

Carpenter 

Last Updated Date 05-08-2024 

□ 

3. View your employment info, managers, seniority dates, and employment history here 

NOTE: Select arrow (^) to expand/collapse section info. If you’d like to submit your 

resignation you can also do so on this page by selection “Actions” and then selecting 
“Resignation”. 
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Submit Res1gnat1on ~ ~ 
Jane Doe 

8 When and Why 

When is the resignation notification date? 
05-08-2024 

~When is the resignation date? 

1 os-oa-2024 

0 When and Why 

® Enter Resignation Info 

0 Comments and Attachments 

~What's the way to submit the resignation? 

I Resignation 

Why are you resigning? 

I Personal Reasons 

Continye 

r<=_ m_•_nu _____________________________________ ~ - ccmmen~ I 

Att.Khments 

t Drag files here Of Click to add attachment v 

4. After selecting “resignation” complete the “When and Why” section then “continue” 

5. Then please upload a copy of your resignation letter/email in the “comments and attachments” 
section. Once completed, select the “submit” button 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• .. Personal Dei:airs 

(if.> Do-cument Records 

Ii'.; lden'(fication Info 

I! Coniact lnio 

Others 

r,~?1 Family and Emergency Contacts 

• ffi My Organization Chart 

~ My Public Info 

.!. Change Phom 

Show More 

e 

e, 

APPS 

e 
Directory 

e 
Personal 

lnformatio1 

0 
Expenses 

Peti<>nM Details e 
Drt.llik ___ ,-rwff__. ___ 

.... o,..,._._,...,~ ..... --
hmily and Emt,c,ency 9 Contacts 

Addf.......,-.d~to~ln _,._ 
> 

e e a, 
Journeys Pay Time and Career and 

Abserices Performance 

• e Ci) 0 
Benefr:s Opportun:ty Personal Brand Volunteerirg 

Marketplace 

• + Hiring 

Oocume-nt Records (9 ldentificat.on Info 0 Contact Info 

.._..,.~~---and 
~t,d~,.. ........ t.rth 

_,_.,. ...... ,ti..-----

,.._And .. ,..p,M$j)Of1..,_ 
_,,..,. ... , .. -«l'llhp"° 

Md or upd,M..-~ ,-. ~tw 
rNIINd, _..,_ ,._,, ...... ----_ ... _ 

Employnwn1 Info 9 Add1t10Nf An1qnmffll Info G My ComPft'Wt1on 

Oi,u,115...-,-._,__-..cn v--•~~,..- v-~ ,-.---...... -"..,.........,.__,,......_ ... ,....,.,_.i.c-t_ -- - ,y ..... ,..-..,~ 

View Compensation 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “My Compensation” tile to view your compensation information 

16 



 
 

  
 

   

 

    

Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 

~"'Z1 Family arid Emergency Contacts 

• ffi My Organiza;:Con Chart 
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.!. Change Photo 

Show More 

APPS 

e 
Direcrnry 

e 
Personal 

lnforma1ion 

~ 
Expenses 

Doc-umt•n t Dd i\•t••)' 
Pref!!ff'ncP.~ 

S<i:.w"'" oif .. ~-1~erv1 lkh•, t1 11 .J 
.Ju,;,_,_ ,_.. 

Third -P11rt,• Payroll 
Documcn~ 

~l'IINk riMUIMl'nf 1)1!<' ll<llf', Ir. ~t,r,rr, 
s~d \ ~ 1, t'fl 'lt JMf .fo-""'o.>d 
s=~:,-,d l dorunent:s 9<=nenk d bj,· 
t -wrd-~~l ,..?fltcoll«\s. 

e 

<+> Jo1..meys 

• Benefi'rs 

• Hiring 

Mv Payslips 

v .. ,,,,. .... ,.._"""'" '1......, .. ,J~- •, 
.... , , ~1'11 a51.J f'df'<'J"I."' wl11d1 
.. , .. 1 • • , ' !"" ~ .. .,,. ... 1 ' " ' • 1 .. ~, ~ .... 1 

<lffirr lnfm m~11r.r1. 

Tax INilhho lding 

(.n hr.r~ sn11p tl:rt.- 'tl't1r f r rlrr.,l :w,it 
Sl~tc ln ~:,r,,ct-:.o:1'141:'w.!>kllng O!( ~k 
t.11s S1~rr,slterl""h= )-.:.Ur~ rK1 .... 
c..- t,,,.r,:,..is1k."'->X1 <'1M19u 

e 
Pay 

e 
Oppor run·ty 
Marketplace 

e 

+ 

Pavm ent Methcdi 

[Nf1nt: ~ - 11, I" JI iii.,, ,.,,~ ,1 f,1,1)'1' ""' ~ 

.r .. L.. ~. w<:h&. f'•rn111nl LYt"", 
I-••• • •• ,,I ,,n ,. ,..,,1 .,..,1 1- ,~ , • .-..,n l, 

tlM"~ ' 

0 0 
Tirre and Career and 
Abse1ces Performa1ce 

0 0 
Persona Braid Volunteering 

Yeir-£r,d O:-cuments 

'11.m. 1, 111,.1. J'lol llu .. J .. 1,J - .h 
,.,.,, • .,,,u U1.>1.,m 1l!fll> 11.• u111~11t u , 

"'"" . OE 'f' " ' "-

Document Delivery Preferences (W2/Payslip) 

1. Select “Me” on the homepage bar, then select “Pay” tile 

2. Select “Document Delivery Preferences” tile 
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references 

W_2 

Delivery Method 
Online and Paper 

Payslip 

Delivery Method 
Online 

1095-C 

Delivery Method 
Paper 

Online Delivery Consent 
Not applicable 

Online Delivery Consent 
Not applicable 

Online Delivery Consent 
Not applicable 

3. Click on the pencil icon to update your delivery method 

NOTE: You will have to update each individually. 
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1- ·e, J ,.;uu.· r1r.t:. l<11 ~ .. r e11Lv1 
, .. ;,. 1.,,)"'""' ' · 

View Payslips 

1. Select “Me” on the homepage bar, then select “Pay” tile 

2. Select “My Payslips” tile to view payslips 
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Pay 

e 
Opporrun·ty 
Marketplace 

+ 

Payment Methods: 
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Payment Methods (Direct Deposit) 

1. Select “Me” on the homepage bar, then select “Pay” tile 

2. Select “Payment Methods” tile 
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Bank Accounts -Checking 

02-29-2024 

United States 

My Payment Methods 

Neatrour, Joelle_ 1 

Direct Deposit -Checking 

Bank Accounts 

'"Country United States 

Account Number ~==== ====--

'" Account Type c.l C_hec_ k_in--'g'------v-'I 

Search using Routing Number .; 

"'Routing Number I 011000138 

Bank BANK OF AMERICA 

Bank Branch 011000138-BANK OF AMERICA 

I Active ✓ I 

Active 

100% 

3. You will be able to view and edit your current bank accounts and payment methods as well as 

add new ones 

4. If you select edit, you will be able to update the account number, account type, routing, and 

status. To change the status to “inactive” uncheck the active box and save. 
NOTE: The routing number should populate, but if it does not you can search for it in the 

drop down as well. 
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Payment Methods 

*What <to you want to c:all thic. r aymP.nt mP.tho<l? 

Primary 

* Payment Type 

I Direct Deposit 

Neat rour, Joelle_ 1 

Direct Deposit 

Checking 

*Paym P.nt Amou nt 

I Percentage 

* Bank Account 

Remaining Pay 

1001 % 

Checking 

5. After you enter your bank account information, you will need to set-up your payment method. 

In this section you will be confirming the payment type is direct deposit and what 

percentage/amount you’d like to go into each account. 

NOTE: If you only have one bank account enter the percentage amount as 100% and save 
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View or Edit Tax Withholdings 

1. Select “Me” on the homepage bar, then select “Pay” tile 

2. Select “Tax Withholding” tile 
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ederal 

Calculation Component 
Federal Taxes 

Forms 

Federal 

Filing Status 
Single or Married filing separately 

Multiple Jobs 

Qualifying Dependents Amount 
0 USO 

Other Dependents Amount 
0 USO 

Regional 

View I Active 

Calcula tion Component 
State Taxes 

State 
PA 

Start and End Oates 

02-27-2024 

Start and End Oates 

05-13-2024 

+ Add V 

0 

3. You will be able to view and verify your tax withholdings on this page. If you would like to edit 

your withholdings or filing status select the pencil icon. Once done, make sure to select “save”. 
NOTE: To withhold extra money from your federal taxes you will be able to enter that 

amount after selecting the pencil icon next to the Federal section. 
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gional 

View Active 

Al 

Acbve 

ln.;ictive 

PA 

Calculation Component 
Pennsylvania PSD 

State 
PA 

Tax Reporting Unit 
URSINUS COLLEGE 

Resident PSD Code 
461703 

Resident School District 

Start and End Dates 

05-13-2024 

Forms 

PA > URSlNUS COLLEGE 

Start and End Dates 

05-13-2024 

Work PSD Code 
461201 

Work School District 

4. To view previous regional (state/local) taxes, select the drop-down box next to view and select 

“inactive” 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 

~"'Z1 Family arid Emergency Contacts 

• ffi My Org aniza;:Con Chart 

~ My Public Info 

.!. Change Photo 

Show More 

APPS 

e 
Direcrnry 

e 
Personal 

lnforma1ion 

~ 
Expenses 

Currant Tim e Card 

Opet1 :,Ollf c-Jtrfflt 1m1e C#d 

0 Add Absen<e 

R'""llll"<T...,. .,i..,.,,,,.. ., .. n .. ,hmh' ,..., 
.,..,,""""I 

<+> Jo1..meys 

• Benefi'rs 

• Hiring 

CD Add Tim e C.'trd 

Ci) Absence Balance 

R.-.· NYrt• =tr M· ... t:, .- ..... ,... , ....i 
.:,h,.N'lr~< t ,....,.r .,. ,.,,.,r:trrl 

e 
Pay 

e 
Opporrun·ty 
Marketplace 

+ 

G> Exi,:;t inq Time Card ,:; 

Acceialllofy,:,ur t 1me c~"Cls 

0 0 
Tirre and Career and 
Abse1ces Performa1ce 

0 0 
Persona Braid Volunteering 

e Existing Absen<e:s ® Cal~ndar 

Ylr •.o.•, r~-~...,.- ,_ ..,1,trl,·,,,.,. ovl<Ml<] 
~h<n,rr NVJ l<"SI<. 

~,.,.,, w-,t• s hifts, ,,h.._-..,.,..,, 1IN'.! po,nllr 
h..Mn, I"' 

View Current Timecard (Non-Exempt/Hourly ONLY) 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Current Timecard” tile 
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Assignment Numbe r • 

1 E6S4987654 

10 

11 

12 

Reported Hou rs 

05-13-2024 - 05-19-2024 

Payroll Time Type • 

On Call OT 

CnCallOT 

DoJbl2 T1m e 

Ho'idcy Pay 

Regulor Poy 

Mooc:h1y, M;,y 13 

Start Stop 

Tuesdi,y, ~ 14 

111•Q•u••n•,;•,y-1 Sta rt 

8 hou,s I 

Stop 

Wednesday, May 15 Thursday, May 16 Friday, May 17 

Quantity Start Stop Quantit y Start Stop Quantity Start Stop 

B 
Ohours 

Ohours 

Ohours 

Ohours 

Ohours 

Ohours 

Ohours 

Ohours 

Ohours 

Ohours 

8hours 8 hours 8hours 

J O Jane De e ....... C.m~l Sm Art,ons • 1111 
Carpenter 

?Prc;onNumhPr fl<;;;dQR71'1',4 T1mPC.1rrll'Prrvi O'i 1"i 7074to0', 1Q 7074 

~ I View Ulculated I me I 'l iew I ime Iota ls I I Mor@ Action s ,.. 

A.ssie:nment Number • 

05-13-2024 -05·19-2024 

Payroll iime Type • 

Mcnday,May13 

Start 

Tuesday, ~ 14 

Stop Quantit y Start 

Wedne>day, May 15 Thur,;,::1ay, May 16 Frlday, May 17 

Stop Quantity Sta rt Stop Qwtntit y Start Stop Qua ntity Start Stop 

3. You should be able to view your timecard on this page. 

To enter time, select your “Assignment Number” from the drop down (this is the number 

assigned to your position), then select your “Payroll Time Type” from the drop down to select 

“Regular Pay” for normal hours worked. In this drop down you will also be able to select “On Call 

OT” etc. if this applies to you. Then enter the total quantity of hours worked for that payroll type 

in the corresponding days. Please “save” before leaving the page. 

NOTE: You can view total hours worked for that date at the bottom of the grid and total hours 

per “Payroll Time Type” on the far-right side. You may also print by selecting the “actions” 
button in the upper right-hand corner. 

Do NOT hit “SUBMIT” on the timecard until the end of the two-week pay period or else you 

will get a warning and an error message. 

4. To double check that you submitted your timecard for approval look next to your name for a 

blue “submitted” box. 

NOTE: You can also double check the timecard period below your name 
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Ci) Absence Balance 
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e 
Pay 

e 
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View Existing and Previous Timecards (Non-Exempt/Hourly ONLY) 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Existing Timecard” tile 
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riod Start Period End 
Status 

Reported Scheduled 
Date Date Hours Hours 

05-13-2024 I 05-19-2024 am 32.00 40.00 

Absence 
Hours 

Total 
Hours 

32.00 

Submission 
Date 

05-13-20 24 

Exception Actions 

□ 
Edit 

Print 

-c----' 

3. On this page you can view all previous and existing timecards. To edit an existing timecard, you 

can either select the “Period Start Date” or select the three dots (...) and select “edit”. You can 
also print by selecting the three dots (…) and selecting “Print”. 

NOTE: To clear the time period filter select the “X” button or select “clear”. You’ll then 

be able to filter by any time period you’d like or view all. 
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.:,h,.N'lr~< t ,....,.r .,. ,.,,.,r:trrl 

e 
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0 0 
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Ylr •.o.•, r~-~...,.- ,_ ..,1,trl,·,,,.,. ovl<Ml<] 
~h<n,rr NVJ l<"SI<. 

~,.,.,, w-,t• s hifts, ,,h.._-..,.,..,, 1IN'.! po,nllr 
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Add Absence 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Add Absence” tile 
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Add Absence ~ --~ 
Jane Doe 

I .,,.. Select a v.1lue v I I Type 

Bereavement Leave 

~ Legisla 
Default PTO 

Disability-ShOrt Term 

Add it i< FIOa\ing Holiday 

Jury Duty 

Add Absence ~ --1 ~ 
Jane Doe 

*Type I Bereavement Leave 

Absence Type Balance O Hours 

When I Edit Entries I 

*Start Date and Duration 

~lo_S-_13_-2_02_4 ___ '1~• I ~ Hours 

*End Date and Duration 

Llo_s -_15_-2_02_• __ ~"'=• I ~ Hours 

Absence Durat ion 24 Hours Projected Balance Calcu late 

Details 

* Reason 

I Brother-in-law 

Comments and Attachments 

Comments 

3. Select the absence type from the drop-down menu 

4. Enter start and end date (duration/hours will auto-populate), select reason within details if 

prompted (only for certain absence types), and enter any comments. Once done select “submit” 
in the upper right-hand corner. 

NOTE: If you save and close, your absence will not be submitted, and the hours will not 

be deducted from your balance. “Context Segment” in additional information section 
will always be blank. 
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Check Absence Balance 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Absence Balance” tile 
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Plan Balances 

Balance As-of Date I Current date "" I 

Default PTO O Hours 

Floating Holiday O Hours 

werrness O Hours 

Plan Default PTO 

"BalanceAs-o f Date ~024 

Plan Balance 22 Hours 

Summary 

Amounts m Hours 

Plan Term 

07-01-2023 - 06-30-2024 

Accruals 30 

Absences -8 

Total Balance 22 

3. You will be able to view your balances on this page as of current date 

NOTE: You can also add an absence from this page by selecting the action button in the 

upper right-hand corner and following the same steps in the “Add Absence” section 

4. If you select a plan name on this page you will be redirected to view each absence you’ve 

recorded for that specific plan. To see the dates of the absences you’ve recorded for this plan 
look under the “details” section. 

NOTE: You can also change the balance-as-of date 
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ils 

Amounts in Hours 

05-10 -2024 
Absence 

07-01-2023 
lnrtial balance 

Year-End Details 

Amounts in Hours 

06-30-2023 
Balance 

-8 

30 
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View Existing Absences 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Existing Absences” tile 
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Absences 

I last 6 months 

I Search by type or status 

Default PTO: 8 Hours 

05-10-2024 - 05-10-2024 

' Type Default PTO 

Vllhen 

• surt Date and Durat ion 

1 os-,o_,,,. ,. I 

~lnd U,1to :anc Our.it .on 

I oS-,0-2024 

~ 
Sort By ~I o_a_te ____ ~ v I 

Awaiting approval D 

I Edit Er1l1it>::. I 

Projected B.ilanu1 Calcul.lte 

3. You will be able to view absences you have submitted for each plan on this page, as well as 

change or withdraw absences request. To edit an absence, you have already submitted select 

the pencil icon on the far-right side of the absence. 

NOTE: You can also add an absence from this page by selecting “Add” in the upper right-

hand corner and following the same steps as listed in the “Add Absence” section. You 

may also view absences on this page from over six month ago or for the future by 

selecting the drop-down button next to “Last 6 months” and select how far back you 

would like to view. 

4. To delete an absence you have entered, select the pencil icon as shown above, then select 

“delete” in the upper right-hand corner. 

NOTE: If you are editing the absence, make edits as needed then click “submit”. 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 

~"'Z1 Family arid Emergency Contacts 

• ffi My Org aniza;:Con Chart 

~ My Public Info 

.!. Change Photo 

Show More 

APPS 

e 
Direcrnry 

e 
Personal 

lnforma1ion 

~ 
Expenses 

e CurrantTim e-Card 

Opet1 :,Ollf c-Jtrfflt 1m1e C#d 

0 Add Absen<e 

R'""llll"<T...,. .,i..,.,,,,.. ., .. n .. ,hmh' ,..., 
.,..,,""""I 

<+> Jo1..meys 

• Benefi'rs 

• Hiring 

CD Add Tim e C.'trd 

Ci) Absence Balance 

R.-.· NYrt• =tr M· ... t:, .- ..... ,... , ....i 
.:,h,.N'lr~< t ,....,.r .,. ,.,,.,r:trrl 

e 
Pay 

e 
Opporrun·ty 
Marketplace 

+ 

G> Exi,:;t inq Time Card ,:; 

Acceialllofy,:,ur t 1me c~"Cls 

0 0 
Tirre and Career and 
Abse1ces Performa1ce 

0 0 
Persona Braid Volunteering 

e Existing Absen<e:s ® Cal~ndar 
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~h<n,rr NVJ l<"SI<. 
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View Schedule and Absences on Calendar 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Calendar” tile 
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iness Tit le Assistant Director of Human Resources 

Date I m/d/yyyy 

View 

~ All 

D Work shifts 

D Absences 

0 Public holidays 

■ 

■ 

□ 

Sun 5/12 

- •.!\JUAr-r-

1:00AM 

2:00AM 

3:00AM 

4:00AM 

5:00AM 

6:00AM 

7:00AM 

8:00AM 

9:00AM 

10:00AM 

11:00AM 

Today I May 12, 2024 - May 18, 2024 Hide f ilte rs 

Mon 5/13 

1-'ourWork 
Schedule-8 Hour 
Elapsed Shift 

Tue 5/14 

Hour Woric 
Schedule-8 Hour 
Elapsed Shift 

Wed 5/15 

Hour Work 
Schedule-8 1-'our 
Elapsed Shift 

Thu 5/16 

Hour Work 
Schedule-8 Hour 
Elapsed Shift 

fn 5/17 

!-'our Work 
Schedule-8 Hour 
Elapsed Shift 

Sa~ 5/18 

3. Calendar will automatically show the current week schedule. To change the view to the entire 

month, select the calendar icon on the upper left-hand side. 

NOTE: If you select “Show Filters” on the upper right-hand side you will be able to select 

view only work shifts or absences. The default is set to view all. 
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Good morning, Jane Doe 

I Me I Tools 

QUICK ACTIONS 

• Ml Personal Details 

~ Do-cument Records 

E'.; Identification Info 

Contact Info 

Others 
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~ My Public Info 

.!. Change Photo 

Show More 
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View Team Schedule 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

2. Select “Team Schedule” tile 
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Team Schedule 

~rrh by person or shi~ nam~ .3..J I Hide Filters I 
Saved Search 

[ Today f<K Peers ..:..11 Save I 
~ ------

Filters Reset (t 

Expand All Collapse All 

" Date 

~I m_m_-_dd_-_YYYY ____ ~~I ~ 

.; Publk holtdays 

./ Published schedule 

✓ Absence 

0 Emptoyment scheduk! 

0 Other availability 

" Lane Manager 

Coile Nelson 

Clear 

Employee 

·-.!C" sct-ed.J ed won: ·-
JN , '0C10C9 

Ass s:a": D 'ec:or o~ --11..Ta "I =-eso;.1rces 
~!h s.cN'd.i ed wonc: 

·-=--
.!C"l sct-.ed..i ed won: 

Sort By (i;st Name • A to Z 

Sun 12 Sa: 18 

3. Team Schedule will automatically show the current week schedule. To change the view to 

another week, select the arrows (< >) next to the “Today” box. 

NOTE: If you select “Show Filters” on the upper left-hand side next to the search box 

you will be able to filter. The default view is set to public holidays, published schedule, 

and absences. 
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