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SAP Fiori

General Information for Managers

SAP Fiori will enable managers to perform the following functions in both a desktop and a
mobile-friendly environment. Choose one of the following items for more detailed information:

e My Team Calendar — view team member calendars as well as build group calendars
across departments.

o Employee Lookup — lookup contact information of employees within the organization.
Managers can also view direct reports of colleagues.

o Approve Timesheets — approve/reject timesheets for direct reports.

o Approve Leave Request — approve/reject employee leave and leave cancellation
requests.

o View Leave Requests Processed by Me — display a detailed listing of all leave
requests that you as the approver have either approved, rejected, or approved for
cancellation.

¢ View Timesheet Processed by Me — display a detailed listing of all time entries, such
as overtime, that the manager has either approved or rejected for direct reports.

o My Team — provides general data about direct reports, such as their personnel number,
position, cost center, and organizational unit. For managers who have additional
organizational units within their own organizational unit, this application also provides the
same information on employees who are not direct reports when the “All Employee” filter
is applied.
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¢ Absence Quota (Staff) — view the absence quotas for direct reports for the current
leave calendar year. For managers who have additional organizational units within their
own organizational unit, this application also provides the same information on
employees who are not direct reports when the “All Employee” filter is applied.
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SAP Fiori

General Information for employees

SAP Fiori will enable employees to perform the following functions in both a desktop and a
mobile-friendly environment. Choose one of the following items for more detailed information:

e My Family Members — view dependent and beneficiary information saved in the
system.

o My Benefits — view/print a summary of currently enrolled benefits.

e My Timesheet V3 - Custom — submit working time for manager approval.

¢ My Communication Data — view work email address as well as view and update
personal e-mail address.

o My Personal Data - display basic personal and employment information. (Note: As
added security, employees must enter their Date of Birth to access this application.)

¢ Direct Deposit/Bank Information - view Main Bank account and view/update/end any
existing Secondary Bank account(s). (Note: As added security, employees must enter
their Secondary Bank account number to make any modifications such as deposit
amounts/percentages or ending deposits to an account.) (Note 2: The scrolling features
on this application will behave somewhat differently from the other Fiori applications.)

o My Leave Request - submit new leave requests and leave cancellations as well as view
the status of all leave requests.

e My Addresses — view permanent and mailing addresses as well as view and make
updates to emergency contact information.

e My Paystubs — view and print paystubs.

e SECA Enrollment — annual enrollment screen for SECA Charities.

o Update W-2 Election — choose to receive an electronic or paper W-2 form.

o W-4 Withholding - display or update W-4 tax information.

o Display Absences - display absences approved by your manager.

o Display W-2 Form —display, download, or print your electronic W-2 form.
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e Education Information — Add, edit, and view your educational background.

¢ Ethnicity/Race —Display or update your existing ethnicity/race.

o Total Compensation Statement - identifies all the compensation paid via wages to an
employee, and, in addition, employer contributions made towards benefits and taxes on
an employee's behalf, for a calendar year.
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Logging into Fiori

1. Visit https://workplace.passhe.edu on your desktop or mobile browser.

1’| T-Mobile Wi-Fi = 10:12 91% [@2)

Q. https://workplace.passhe.edd Cancel

2. Select your university from the drop-down menu provided then tap Continue to begin the multi-
factor authentication (MFA) process.

! T-Mobile Wi-Fi = 13:43

@ https://workplace.passhe.edu/fip

i )

Choose one of the available Identity Providers
Chay ersity - MFA 5

3. Enter the username and tap Next.

| T-Mobile Wi-Fi = 13:44

(D nhttps:/iogin.microsoftonline.com/04... ¥

Pernaybaniss
STATE SYSTEM
of Higher Education

Sign in

Email, phone, or Skype

Can't access your account?
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4. Enter the password and tap Sign in.

| T-Mabile Wi-Fi 13:44

CD https://login.microsoftonline.com/04... O

of Highes Education

e
Enter password

Password

Forgot my password

e

5. Choose where you wish to receive the multi-factor authentication code.

' T-Mobile Wi-Fi 13:44

(D https://login.microsoftonline.com/04... ¥» 1)

Pennsylvaniat
A STATE SYSTEM

of Higher Education

ewolszczenski@passhe.edu

Verify your identity

@g Call +X XXXXXXXX
%‘ Call +X (XXX) XXX-XX

Qg Call +X (XXX) XXX-XX

More information

Are your verification methods current? Check at
https:/faka.ms/mfasetup

Cancel
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6. Locate the verification code and enter it in the Code field then tap Verify.

«!l T-Mobile Wi-Fi & 13:44

(D https://login.microsoftonline.com/04... ¥ »

Perenypeanisy
STATE SYSTEM
o Higher Lduxation

Enter code

[ We texted your phone +X XXXXXXXX . Please
enter the code to sign in.

Code

() Don't ask again for 30 days
Having trouble? Sign in another way

More information

7. Once logged in, the Home screen below will appear where individual Fiori applications can be
accessed. (Note: This screenshot illustrates a manager’s access within Fiori, which will differ
from non-manager employees. Non-manager employees will not see the HR Manager section.)

() Home aQa A

HR Manager HR User

My Team Calendar My Team
2
2 &
Approve Leave View Leave
Request Requests Processed
by Me
&0 | E
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While using any of the following applications, tap the Home icon to return to the main Fiori screen.

4 . ) (7) ApproveleaveRe.. v (O 2
.-\_-\".'\.'\. - _“r *-\_HWM“_#MH‘-‘W‘J‘M

Using HR Manager Fiori Application Features

1. My Team Calendar — Enables managers to view calendars of direct reports as well as
calendars of their own manager colleagues.

Key Features

e View upcoming absences/trainings of colleagues or for employees reporting directly to you.

« Add additional customized calendar views and assign any employees to them.

o Hide the display of employees by hiding them from the lists of colleagues, direct reports, or
employees in customer views.

a. Tap My Team Calendar to begin.

My Team Calendar

3
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b. The default page upon opening the tile is the Colleagues view. This will provide
calendar details for the manager as well as colleagues who are also managers within the
same department.

{ B (7) My Team Calendar v Q 2

Search
BT 1 Month
< > October 3, 2021 - October 9, 2021
Sun Mon Tue Wed Thu Fri Sat
= 5 B 7 8 9
Week 40

Manager , Test

Tact Leadership/Senior Professional 210

, Timothy M

Strategic Leadership 220

IO Py P NP

Note: To display the calendar legend, select this icon to the upper right of the screen.

{ tHB (7) My Team Calendar ¥ e

Search Q

m 1 Month
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Next, select Show Legend, and the Legend will appear.

N
| Colleagues
+ Add View
»  October i
All Employees
Tue Wed
L Show Legend
3 6 ns i
“aumhthe - 4 Shoy

c. The second view option for managers is Direct Reports. To access this view, select
this icon to the upper right of the screen.

4 A (7) My Team Calendar v a 8

R 1 Month

Next, select Direct Reports from the drop-down box.

¢ 5B (7) My Team Calendar ¥ Q A
Q

B
Colleagues

1%
1]
7]
o

Colleagues

< > ( Direct Reports )

October 3, 2021 - October 9 Other

R el N P

This will provide calendar details for the manager as well as the employees who are
within the manager’s reporting line.

d. Users have the option of creating personalized calendars. For example, users may wish

to have a calendar view that contains colleagues with whom they interact with on a
regular basis. To create a customized calendar, tap the following icon.
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{ B (7) My Team Calendar v aQ A

Search Q

1 Month
"\ \M_r"\—sﬁq—.‘__w"“\m i

Next, select Add View.

{ B () My Team Calendar v a & ’

Search Q n

 Direct Reports

+ Add View

"__*\ ..‘.h‘ MM‘W vy

i. Enter a name for the view to be created. Optionally, the Template drop-down
allows the user to make a copy of an existing calendar view that will
automatically bring in employees that may also need to be on the custom view.
Select Add View. (Note: The Existing Views is not applicable.)

View Definition

®) Create New View
*Description

Coworkers

Template:

Existing Views

Add View | Cancel
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ii. Select the following icon to add employees to the custom view.

Adjust "Cowaorkers™

*Description | Coworkers @

MName

Visible

Manager , Test

Tact © Hide
Leadership/Senior

Professional 210

el "‘\-_-"“" & W«M,

iii. Enter the employee’s name to be searched and tap the magnifying glass. Find
the associated employee and tap the plus sign next to Add. Continue adding as
many employees as desired.

4 Add Employee to "Coworkers”

Edward Miller ® @

MName

Miller , Edward

Tact Leader/Sr @ Add
Professional 190-
Exempt

iv. When finished, select OK to finalize adding the employee to the custom calendar.

Cancel
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v. The custom calendar will now be available for use.

Ly (7) My Team Calendar v Q
Q

Search

Coworkers

Colleagues

< raa) s | Direct Reports

Sun Mon Tue Wed
| Others \

Coworkers

vi. To modify any calendar view, select the following icon:

< &y @ My Team Calendar » L (%

Search B @

Select the calendar view to be modified.

< () @ My Team Calendar = Q
L

Search

| Coworkers

| Colleagues
£ Today > October (Direct Reports )
Sun Mon Tue v Others
3 4 3 6 || Coworkers
Week 40
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vii. Tap this icon again.

< ’ﬁ‘ @ My Team Calendar » Q ‘%

Search Q

1 Month

viii. Tap Show Personalization.

< fﬁj“ ® My Team Calendar v Q 8

Search Q n

! Direct Reports o
—+ Add View
{  Today >
] All Employees ~

October 3, 2021 - October 9

Show Legend

From here, additional employees can be added by tapping the plus sign, or
existing employees can be hidden or removed as desired.

Adjust "Direct Reports”

Direct Reports @ S

Adjust "Direct Reports”

test , new
MName

Tact Leader/Sr © Hide
Visible Professional 190-

Exempt

Manager , Test

Leadership/Senior

Professional 210

Hidden

L)

Jacqueline M

Tact Leader/Sr

Professional 190-
Exempt

Manager , New

Tact Leader/Sr © Hide
Professional 190-

it
. Exm s r.\_ & -
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ix. When finished making changes, select OK to save updates, or to delete a
customized view entirely, select Delete View.

OK Cancel

Note: The Colleagues and Direct Reports view cannot be deleted; however,
employees can be hidden from view as desired.

e. To view the details of an employee event listed on the calendar, simply tap on the event.

U Wﬂhmmﬂﬂ‘

Edward J
L

When finished viewing details for the event, tap Close.

Event Details

Noah D

Op Leader/Professio 170-Exe
Details

Out of Office

Date

May 3, 2022

Time:

11:00 — 14:00

Category:

Abzence (Approved)
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2. Employee Lookup - enables managers to lookup contact information of employees within the
organization. Managers can also view direct reports of colleagues.

Tap Employee Lookup to begin.

Employee Lookup

Ea

Enter the name of the employee on which to search for information and tap the
magnifying glass icon. A first name, last name, or a combination can be used in the

search.

£ & (7) Employee Lookup ¥ e )

\
Enter your search

'

S, o St P

ferm

Employees matching the search will be listed. Email, phone, and office location will
be listed if available. Tapping the arrow will display any colleagues associated with

the employee.

< B (7) Employee Lookup ¥ Q &

edward miller ® Q

Search Results (1)

Miller , Edward @
SAP Business Analyst-HR/PR

@PASSHE.EDU

ffice Location 0140
Sobsematnsnn A A e sl ol . feteatas y 8 ab-
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c. If the employee is a manager, the manager’s colleagues will display by default. To
display the manager’s direct reports, tap the down arrow and choose Direct Reports.

< B (7) Employee Details v

Manager , Another A (00016552)

Director, Financial Systems

Monday, 15:30:10 (Eastern Time (New York))
= @PASSHE.EDU

&F SAS Finance Team

R/PR (8012201000)

Organizational Unit: A

Cost Center: SAS Fi/l
Office Address: Vartan Way

Reports To . Michael

Colleagues

Colleagues / :
Direct Reports /
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3. Approve Timesheets — enables managers to approve/reject employee timesheets.

If ‘0’ appears in the application tile, this means there are no timesheets pending processing.
Any number other than ‘0’ indicates the number of employees with timesheets pending

processing.
Approve Timesheets Approve Timesheets
‘u\ LY
% B
(20 [l
Employees Employees

a. Tap Approve Timesheets to begin processing employee timesheets. In this example,
there is one employee with two timesheet entries pending processing. Tap the box to
approve or reject the entries.

4 oy @ Approve Timesheet w Q &
Employees (1) -EE
Searct Q
Miller , Edward 2
Entries
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b. If processing all entries for the employee in the same manner (i.e., process all as
Approve or process all as Reject), tap the checkbox for Total/Target as shown to select

all entries to be processed in batch.

A L pan T

Time Entries (2)

@ Total/Target

Tuesday, October 12, 2021

e ST e, o i e e T TR % -

v 2.00/8.50 Hours

Assignment: None

For Approval: 2.00 Hours

Note: Time entries can be processed independently by tapping the checkbox inside
each individual time entry. This is useful when some entries need to be rejected while

others will be approved.

T, AT S s - Bt
Ey B R g s - PR T
. g W o R

Time Entries (2)

i
&

Monday, October 4, 2021

Total/Target: 2.00/8.50 Hours
Assignment: None

For Approval; 2.00 Hours
Comments:

History:

Attributes:

Tuesday, October 5, 2021
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c. When approving time entries, the following message will be displayed upon tapping the
Approval button.

Time entries successfully

approved

d. When rejecting time entries, the following window will appear for optional input as to the
reason for rejecting the time entries. Time can be rejected without choosing a reason.

Optional Reasons for Rejection:

Incorrect Day/Date

Incorrect Time (Please Use 24 hour Clock)
Holiday Not worked

Mo Record of Work on Subject Day

Cancel

e. The following message will be displayed upon tapping the Reject button

Time entries successfully

rejected
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4. Approve Leave Request - enables managers to approve employee leave requests.

If ‘0" appears, this means there are no leave requests pending processing. Any number other
than ‘0’ indicates the number of leave requests pending processing.

Approve Leave
Request

a. Tap Approve Leave Request to begin processing employee leave requests.

Approve Leave
Request

ar23

b. To review the requests that appear in the inbox and determine whether to approve or
reject requests, the following details are provided to the manager: Leave Type, Total
Hours requested off, Start Date/Time and End Date/Time as well as remaining Leave
Balance of the employee.

T D e

e AR e e

o
- . C
e

i L;ave’.Req uest:
104/ .
10/04/2021 16:13 Edward Miller

Annual Leave

24.50

10/07/2021

07:30

10/11/2021

16:30

133.10
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c. Additional details such as employee remarks can be found by tapping the arrow where
shown.

B T T I TT

) Leave Request:
10/04/2021 16:13 Edward Miller O

Leave Type:

r—\___x_ "-*-mu—m._q Vo "'-A\" &

d. Toreturn to leave processing, tap the arrow where shown.

@ Additional Details

Leave Request: Edward Miller

Employee Number:

00094941

Medical Appointment at:
00:00

Medical Certificate:
MIA

Relationship:
Additional Remark:
I will be in NC.

Leave Entry ID:
10042021161316

e. If processing all of the leave requests in the inbox as Approve or conversely as Reject,
tap the checkbox circled. This will automatically select all leave requests to be
processed. To deselect any checkbox, tap the box again to remove it from processing.

< B (7) ApproveLeaveRe.. v (O S

< Approve Leave Reguest

Alll... FilterB... - Refresh Inbox

@ Submission date/Time  Task Title

MNotification of Leave:
- ¢ , Edward
R 02/24/12021-
02/24/2021

v 02/24/2021 08:34 >
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f. Tapping Approve will display the following pop-up. Tap the Yes to finalize processing.

Do you want to approve these selected items?

Yes Mo

i. When Yes is chosen, the following message will appear for approvals.

Information

All Workitermns Have Been Approved Successfully

Ok

g. Tapping Reject will display the following pop-up where the manager has the option to
provide comments as well as send a copy of the rejection to their own email inbox.

Optional: Message to the Employee about why you
have rE‘jECtE‘C this request

We must complete the project that day.

i. When Yes is chosen, the following message will appear for rejections.

All Workitems Have Been Rejected Successfully

Ok
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5. View Leave Requests Processed by Me — display a detailed listing of all leave requests that
you as the approver have either approved, rejected, or approved for cancellation.

a. Tap View Leave Requests Processed by Me to search for leave requests.

View Leave
Requests Processed
by Me

T

b. Enter the desired search parameters then tap Search Leave Requests.

Search for Leave Requests

Search For:

All Requests ~
Show From:

02/01/2022 |
To:

12/31/9999

Search Leave Requests Jll Clear |
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c. Results will appear that can be filtered by employee. To view more details on a
processed leave request, simply tap the related request.

4 &3 (7) viewlLeaveReque..¥v (O 2
Filter By Employee: aea
Approval Date Employee Name

07/28/2021 , Edward R
Cancelled

Annual Leave

05/01/2023 07:30:00

0.02

, Edw
02/25/2022 cuard
R
Approved
. - . - - - P

6. View Timesheet Processed by Me- display a detailed listing of all employee timesheets that
you as the approver have either approved or rejected.

a. Tap View Timesheet Processed by Me to search for processed timesheets. Enter the
desired search parameters.

View Timesheet
Processed by me

®
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b. Enter search parameters as desired and select Search Time Record.

£ oy () WSS Time Records approved by me Q

View Timesheet Processed By Me

* Search for: All Request

* Date from: 0202023 E 0 Mo 12319998 [

Search Time Record Clear Result

8. My Team - provides general data about direct reports, such as their personnel number,
position, cost center, and organizational unit. For managers who have additional organizational
units within their own organizational unit, this application also provides the same information on
employees who are not direct reports but are in a “subordinate” department.

a. Tap My Team to begin.

My Team
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b. Employee information will appear for review. To see additional information on a specific
employee, tap the right arrow where indicated.

{ & (@ MyTeam~ =

Manage My Team

gHo

Organizational

My Team (11)

Employee =

chec , test (50000483)
SAP Business Analyst-HR/PR

2 3

"5 AZF SAS HCM Team

SAP Business Analyst-HR/PR

tlzaton 0.00

9. Absence Quota (Staff) — view the absence quotas for direct reports for the current leave
calendar year. For managers who have additional organizational units within their own
organizational unit, this application also provides the same information on employees who are
not direct reports when the “All Employee” filter is applied.

a. Tap Absence Quota (Staff) to begin.

Absence Quota
(Staff)

X4
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b. To only view data for direct reports, tap Direct Report. For managers who have
additional organizational units within their own organizational unit and wish to see
employee data in that category, tap All Employee. Tapping All Employee will list all
direct reports as well as employees in subordinate departments within the same
organizational structure.

Leave Balances B

Filter Employees By:

Direct Report R4

: Direct Report

All Employee

Name

NN RN

c. Choose the employee for whom to display leave balance details by tapping on the
related tile. (It may be necessary to scroll to the bottom of the list to view the employee’s
details.)

Example: Tap this tile -

;Direué.eport N

Employee No
00197487
Organizational Unit
A&F SAS HCM Team
Position”

SAP Business Analyst for HR/Payroll

e g, |
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Then scroll to the bottom of the list to see the leave balance details.

Annual Leave

Deductible to:
01/13/2024

Earmned Leave:
112.57

Used:
0.00

Future Approved:
0.00

Available Balance:
112.57

Unit:

Hours

Personal Carryover

Deductible to:
04/21/2023

Earned Leave:
43.00

Used:
0.00

Future Approved:
0.00

Available Balance:
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Using HR User Fiori Application Features

1. My Family Members — enables employees to view dependent and beneficiary information
saved in the system. Dependents are those who can be attached to medical plans, while
beneficiaries can be attached to insurance plans. Changes to dependent and beneficiary
information is not permitted through this application.

My Family Members

&3

a. Tap My Family Members to begin. To view additional dependents/beneficiary
information, tap the drop-down arrow for additional selections.

i~

i 5 (7) My Family Members » a A

Miller , Edward (000 ]

12 717-703-5826
=

| TESTEPASSHE EDU

Manager , Test

Valid from 06/16/2008

Family Member Details
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b. Tap the dependent/beneficiary type to view details.

T m I e e T e =

— —

Spouse

Spouse

Father

First name:

¢. When a dependent/beneficiary type has multiple entries in the system, they will all
appear under that type. For example, this user has multiple children, so the user will
need to scroll to see details for all children dependents.

Child s

Valid from 06/16/2008

Family Member Details Scroll to see additional

dependent information
First name:

Isa

Last name

Miller

Date of Birth:

Gender:

R el st
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2. My Benefits — enables employees to view currently enrolled benefits. At this time, employees
cannot make changes to their benefits using the Fiori application.

My Benefits

(5

a. Tap My Benefits to begin.

b. Next, tap the following icon:

(7) My Benefits v

@ Welcome

This application shows you all your benefits past,
present and future

c. For the best experience, users should select Benefits By Date. (Note: The remaining
delivered Fiori application features do not apply to State System use.)

{ & () MyBenefits v Q 8

Benefits (15)

Pending Benefits

Enrolled Benefits 14 st,
Available Benefits 1
Genefi:a By Date 14 )
~
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i. To change the effective date for the plans to display, tap Change Date at the
bottom of the window.

Vol AD&D EE

1] Change Date i Download Summary

ii. To download a summary of benefits in PDF format for viewing, saving or printing,
tap Download Summary. This will allow users to view and print a summary of
their enrolled benefits. Both the Change Date and Download Summary features
are available at all times, while using the My Benefits application.

Vol AD&D EE

[ia] Change Date { | Download Summary

d. Once in the view of Benefits By Date, users can scroll through their enrolled benefits.

{ & (2) My Benefits v a &
{ Benefits By Date (October 04 2021)

Search &7

Health plan

Medical
Highmark PPO w/RX 9999
Highmark PPO

SSHE Supp
PASSHE Dental [ Vision

SSHE Dental / Vision

Insurance plan
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e. To see additional details related to a particular plan, tap the desired plan to highlight it.
Next, tap in the window area to the right.

B (@) My Benefits ~ o
¢  Benefits By Date (October 04 2021)

Search [}

Health plan

Medical

Highmark PPO w/RX §999
Highmark PPO

SSHE Supp
PASSHE Dental / Vision

A G N NN S

f. Additional plan information will be displayed to the user including additional links to
further information regarding the plan.

Medical

Effective Date: 10/01/2008

General Information

Participation Period:
Bi-weekly

Coverage:
Multi-Party

Employee Pre Tax Cost:
151.99 usp

Employer Cost:

495.24 usp
Dependents
Emily Miller Isa Vincent Claire Eddie
(Spouse) Miller  Miller  Miller  Miller

(Child) (Child) (Child) (Child)

Further Links

l Plan-Highmark ’
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g. Toreturn to the plan selection window, tap the icon as shown and repeat this process as

needed.
{ % () MyBenefits v a2
@ Benefit Detail
Medical
Effective Date: 10/01/2008

3. My Timesheet V3 - Custom — enables employees to enter/report time worked and overtime. Once time
is submitted on the My Timesheet V3 screen, it is routed to the employee’s supervisor for review and
approval/rejection.

Before getting started, it is important to recognize that different bargaining units (unions) will
display different time types for utilization in My Timesheet. Below are some examples of the
time type variations by bargaining unit:

POA: AFSCME: SCUPA:

Att/Absence type 2 ADsSence type Att /Absence tvpe

None (None)

Hours Worked/OT Hours Worked/OT

Standby Time

Standby - Comp Time

Call In e

Cal T
C - Comp Tim

Standby Time
Standby Time

Standby - Comp Time
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a. Tap My Timesheet V3 - Custom to begin entering time.

My Timesheet V3 -
Custom

Manage working time

(o

b. Employees have access to a legend at the bottom of the display, which will assist in
understanding the colors used on the calendar at the top of the screen.

< B (@ MyTimesh.. v Q &

SAP Business Analyst-HR/

Overview
June 2023
Sat Sun Maon Tue
22 4
23 1 11 12 1
24 ) 1 1 2
5 24 25 26 27

Date
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¢. The Calendar section provides an overview of overtime that has been entered by the
employee along with the processing results. In this example, in April, the employee had
overtime approved for April 24 and April 26, 2023, as indicated by the “Time
Completed” green underlined dates. Then for May 15 and 17, 2023, the employee
submitted additional overtime for approval that has yet to be processed by the

employee’s supervisor as indicated by the “Sent for Approval” dark green underlined
dates and the “Submitted” Status.

April 202 Mar 202:

Mo Tue d L Tue Wed ™ F
1 2 3 ! 5
6 7 8 9 10 1n 12
15 16 17 18 19 20 21 19 13 14 15 16 | 17 ‘ 18 19
n 23 24 25 26 27 “ 20 20 21 22 23 24 25 26

29 30 21 27 28 29 30 31

E | 2] H s | ]

d. The Timesheet section is where employees can enter time. In this example, the current
system date is 7/27/2023, so the system will display the schedule (Start Time, End
Time, Scheduled (Hours)) that overlaps with that week.

Overview

Monday, July 24, 2023

07:00

Tuesday, July 25, 2023

07:00

15:00

8.00

Pennsylvania’s State System of Higher Education — Updated July 28, 2023



SAP Fiori for Employees and Managers Page 38 of 75

e. Once the correct set of dates is displayed, the following actions should be taken by the
employee to properly enter/submit time.

i. Tap Enter Hours.

{ % (@ MyTimesheet v 0] =0

Police Supervisor

Overview
June 2023
Sat Sun Mon Tue Wed Tt
22 7 ¢
23 i 12 it 4 <
24 7 18 il 2 21 2
25 24 25 26 27 28 2

Date
B g g P W ____,*,./’ B

ii. Locate the specific date for time entry and tap the Att./abs.type field to display
the time types available. (Note: The time types appearing for use will vary
depending on the employee.) Tap the time type to be used for entry.

Qverview

Monday, July 24, 2023
Start Time:

07:00

End Time:

15:00

Scheduled:

8.00 /
Att./abs. type:
: [Select Att./abs. type n/

Hours Worked/OT 0100

Hours Worked/Comp Time 0102

Hours Worked - Voluntary 0111

Call In Time 0240
Callin - Comp Time 0241
Standby Time 0250
Standby - Comp Time 0251

Check Submit Cancel
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iii. Enter the Start Time and End Time in the appropriate fields. Hours must be
entered in military time format. In this example, the employee’s normal schedule
on Monday is from 7:00 until 15:00, but the employee wants to enter two hours
of overtime past 16:00. In this example, the employee entered 15:00 to 17:00 to
indicate 2 hours of overtime worked. (NOTE: If an employee needs to enter
time that covers more than one day, please see the section Entering time that
spans more than a single day below.)

NOTE: If entering more than one time type on a single date, enter the first time
type and associated hours and then tap the + icon to insert another timesheet
with the same date where additional entries can be made in similar fashion.

15:00
Scheduled
8.00

Hours Worked/OT v
Start Time

16:00 )
End Time:

- 18:00| o

Entered (H
0.00

Status:

© +®

Wednesday, July 26, 2023

@+ ®
Tuesday, July 25, 2023
Start Time
07:00
End Time:
15:00
Scheduled
8.00
Select Att./abs. type v (-
Start Time
Enter start time 0
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iv. When finished making all timesheet entries, tap Check to validate the entry and
then tap Submit to submit the timesheet for processing.

vervies

Monday, July 24, 2023

Start Time:
07:00

End Time:
15:00

Scheduled:
8.00

Att./abs. type:

Hours Worked/OT s

Start Time:

15:00 o "
End Time: /
17:00 1) [w—
Entered (Hours):

0.00

Status:

Check | Submit Cancel

v. A message will be displayed indicating the data has been saved and Submitted
to the employee’s supervisor.

Date

Saturday, July 22, 2023
Start Time:
00:00

End Time:
00:00

Time Entries Saved

Scheduled: Successfully
0.00

AIRES VS . g, g o o rcn ™ . ]
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f. Once submitted for processing, the Entered (Hours) will display with the total number of
hours for the time entry along with the Status.

SSIVIG

Monday, July 24, 2023

Start Time
07:00
End Time:
15:00

Scheduled:
8.00

Att./abs. type:
Hours Worked/OT

Start Time

15:00

End Time:

17:00

Entered (Hours):

200 f ————

Status:
Submitted p——

T o POl s P it

g. If entering more than one time type on a single date after the first entry has already
been submitted, perform the following steps.

i. Tap Enter Hours.

{ & (@ My Timesheet v C] =0

Police Supervisor

Overview
June 2023
Sat Sun Mon Tue Wed TH
22 7, €
23 11 12 1 1
24 7 1 1 2! 1 2
2 24 25 26 27 28 2
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ii. Locate the date for which two separate time types need to be entered and tap
the + icon to insert a row.

scneduled.
8.00

Att./abs. type:

Hours Worked/OT ~
Start Time:

15:00 D
End Time:

17:00 o
Entered (Hours):

2.00

Status:

ASTIOSCM, LA 25, 200 N et patiaten, testaie. o M

iii. A “blank” timesheet for the same date will be created where additional time
entries can be entered and submitted. Follow the steps above to complete the
process.

Monday, July 24, 2023

Start Time:
07:00

End Time:
15:00

Scheduled:
8.00

Att./abs. type:

Select Att./abs. type ~
Start Time:

Enter start time D
End Time:

Enter end time o
Entered (Hours);

0.00 ‘/
Status: G

Check  Submit Cancel
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h. Entering time that spans more than a single day - Example scenario: An
employee’s shift begins at 22:00 on July 27, 2023 and ends on July 28, 2023 at 03:00.
The time entry must be entered using the day the shift began, which in this case is July
27. Time entries must be in military time for accurate calculation as shown.

B4 ) S

Thursday, July 27, 2023 =

Start Time:
07:00
End Time:
15:00

Scheduled:
8.00

Att./abs. type:

Hours Worked/OT ~
Start Time:

23:00 = D
End Time:

03:00 & D
Entered (Hours):

4.00
Status:

Check  Submit Cancel

1 x

i. Deleting a Timesheet — First tap Enter Hours to open the timesheet section for edit.
Next, tap the icon shown to delete the entry. Then tap Submit to save the entries. A
message indicating the Time Entries were saved successfully will be displayed.

.00
Status:
-~
D+ ®
Tuesday, July 25, 2023 R P o el
s o eves - . - .
o~ e . v -
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j- Adding Comments to Timesheets — Employees can provide comments or notes to
managers via timesheet submissions.

i. Tap the icon where indicated.

. me.
16:00 )
Entered (Hours):

0.00

Status:

Wednesday, July 26, 2023
F S~

N S Y R R e R P "_______J

ii. Within the “Comments” window, the employee can enter notes such as a
special cost center or a reason for the overtime for their manager to review in
the Manager’s “Approve Timesheet” application. Once notes have been
entered, select Confirm.

Coverage was needed for an extra hour

_y

" Confirm  Cancel

iii. Users must still Submit the timesheet information for the changes to be
saved.

Scheduled:

Check  Submit Cancel
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4. My Communication Data — enables employees view work email address as well as view and
update personal e-mail address.

a. Tap My Communication Data to begin.

My Communication
Data

Za

b. The default page will show employee work phone, work email, and manager name. To
view/edit personal email address, tap the drop-down arrow indicated in the screenshot.

< H (7) My Communication Data v (G —l

Miller , Edward (00095984)

SAP Business Analyst-HR/PR

= 717-703-5826
= TEST@PASSHE.EDU

E-mail address O

Valid from 05/17/2013

Communication Data

-mail address

TEST@PASSHE.EDU
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c. Tap Personal E-Mail Address.

E-mail address

E-mail address

Personal E-Mail Address }

"N g -M‘“‘-«.d-‘-'m"" Rt W b S Y

i. If no personal email address exists in the system, tap Create.

< i) (7) My Communication Data ¥ Q 8

Miller , Edward (00095984) @

SAP Business Analyst-HR/PR

IZ 717-703-5826
B TEST@PASSHE.EDU

Organizational Unit: A&F SAS HCM Team
Cost Center: SAS FIIMM/HR/PR (9012201000)
Office Address: Vartan Way

Manager Name: Manager , Test

: Personal E-Mail Address

1W-x-\x\ "-’Muﬂ- o

ii. If a personal email address already exists in the system, tap Edit. (Note: Delete
may also be used if removing a personal email address entirely is desired.)

i ) R g e
v, AETE IANAEET e e o m g ey : -

Personal E-Mail Address

Valid from Today (Edit), Delete

Communication Data

Personal E-Mail Address:
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iii. Employees simply enter their personal email address and tap Save.

- == . s E A—— .
"

5. My Personal Data - display basic personal and employment information. (Note: As added
security, employees must enter their Date of Birth to access this application.)

a. Tap My Personal Data to begin.

My Personal Data

&3]

Due to the sensitivity of personal data, employees must enter their data of birth in
mm/dd/ccyy format in order to gain access to this application.

Please provide your date of birth in order t...

DATE OF BIRTH (E...

...Iliii.4 @

b. Once the date of birth is entered, tap OK.
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c. If the date of birth is provided successfully, employees will be able to view their personal
details as saved in the system along with basic employment information.

{ % (@ MyPersonalData ¥ =

Miller , Edward (00095984)
SAP Business Analyst-HR/PR

& 717-703-5826 Organizational Unit: A&F SAS HCM Team
B TEST@PASSHE.EDU Cost Center: SAS FI'MM/HR/PR (2012201000)
Office Address: Vartan Way

Manager Name: Manager , Test

Personal Data

Valid from 03/13/1988

Name

Form of Address:

st ‘“'\q‘\'w" ‘I“-M'-

A -
; - e R PEREN

Lt 1"”__‘,,_.-"" - s T S - M= . A,

PR F PR,

Employment Data

State System Hire Date:

06/16/2008

Service Date:

02/11/2001

Current Hire Date:

06/16/2008

University Hire Date:

06/16/2008

Employment Date Descriptions
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6. Direct Deposit/Bank Information — enables employees to view their Main Bank account if not
receiving a paper check. Users cannot use this application to modify or set up a Main Bank
account and must contact their HR payroll office. If any Secondary Bank(s) exist(s), this
application will enable employees to modify deposit amounts or percentages with the option to
entirely end the Secondary Bank. (Note: The scrolling features on this application will behave
somewhat differently from the other Fiori applications.)

a. Tap Direct Deposit/Bank Information to begin.

Direct Deposit /
Bank Information

b. Main Bank account will be displayed by default.

{ tHB (7) ESS-Maintain Direct.. Q, 2

Full Name: Miller, Edward

Employee Number: 000

All changes processed today will be effective with the pay d

To change the details of a Secondary Bank, select the bank i

section and then use the Change or End buttons in the Acco

If you need to change your Main Bank or add additional Sec

your Human Resources office.

Stored Bank Accounts
Bank Type Mame of Bank

*) Main Bank PENNSYLVANMIA STATE EMPLOYEES C
Secondary Bank MEMBERS 1ST FCU

Secondary Bank FIRST NATIONAL BANK OF PENNSYLV.
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c. The Account Details sections for Main Bank will allow for display only details.

Acéount Détails "

Payee: Miller , Edward
Postal Code / City: 170503801 MECHANICSBURG
Bank Country: USA
Payment Method: Direct Deposit
Routing Number: | 231381116 PENNSYLVANIA STATE ENM

Account Number: | sesssess Checking (®) Savings

d. To view or modify a Secondary Bank, tap in the radio button next to the desired bank
where shown.

. PR s e

S ; '\-’U__,,.‘.-.___,.-/IH'-A"/ il L o~ .\‘“_.r_
Stored Bank Accounts
Bank Type Mame of Bank
Main Bank PENNSYLVANIA STATE EMPLOYEES CU

®5econdary Bank MEMBERS 1ST FCU

Secondary Bank FIRST NATIONAL BANK OF PENNSYLVANI

Account Details

bt i Mt o B et

i. To begin making modifications to the Secondary Bank, tap Change Amount or
Percentage of Bank Account.

,_ A, =
T s e I L L P S L LU P ata T 4 T N
e ol % i

Standard Value: | 200.00

Standard Percentage: 0.00

‘ l[Change Amount or Percentage of Bank Accoun&nd S
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ii. For security purposes, the following pop-up will appear for the user to confirm the
Secondary Bank account number. Once the account number is entered, tap OK.

Confirm Current Secondary Bank Accou... 7

Please confirm your current secondary bank account
number by retyping it completely in the Account Number
field below. Next, click 'OK' to confirm the account number
you have entered.

Account Number: ;123456

OK Cancel

iii. Users can now make modifications to the Standard Value and Standard
Percentage fields. The Standard Value field is used to designate a consistent
dollar amount to be deposited to the account. The Standard Percentage field is
used to designate a consistent percentage of the employee’s net pay to be
deposited to the account. Only one of these fields may be utilized at a time.
When finished, tap Save Changes. Users can also change the account type be
tapping the radio button for either Checking or Savings.

- [y O Foeor

ECGUMTDIBGANS 7= 7 v T T T

Payee: Miller , Edward }
Postal Code / City: 170503801 MECHANICSBURG
Bank Country: USA

Payment Method: Direct Deposit

4
Routing Number: | 231382241 MEMBERS 15T FCU
Account Number 6 Checking Savings

<

Standard Value

andard Percentage:

s
Save Changes | | Cancel
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7. My Leave Request — enables employees to submit new leave requests and leave cancellations
as well as view the status of previous requests.

a. To begin, tap My Leave Request.

My Leave Request

b. At the top of the page under Entitlement, employee leave balances will display for the
different leave types available as well as the start/end dates for the usage period.

- T et G i o e

o " Sy
v Entitlement
Items
Leave Type Available
Annual Leave 439.50000 Hours
01/02/2021-01/01/2022
Personal Leave 11.83000 Houwrs
01/02/2021-01/01/2022
Sick Family 37.50000 Hours
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c. As user’s scroll down the page, the Request Overview section will appear. This section
is sorted in ascending order by leave request start date and displays details for
employee leave requests already submitted, including Leave Type, Hours requested off,
Start Date, Start Time, End Date, End Time, Status of the request, and the Submit Date
of the leave request.

v Request Overview

Leave Type Hours

Annual Leave 0.02

t Niate
[ L'ate

05/01/2023

Start Time:
07:30

End Date:
05/01/2023
End Time:

07:31

Cancelled

Submit Date:

07/28/2021

“k‘nw'&%ia‘v‘eﬁ"NM ‘m‘-""‘- il ‘\-n.._“'-\.:"---n-‘

d. To view additional details about a particular leave request, simply tap the desired leave
request, and the Show Request Details screen will appear. To return to the main page,
tap the back arrow where shown.

Show Request Details

Entry ID: 04292021155206
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e. To submit a new leave request, tap Create Request.

{ B (7) My Leave Request ¥ aQ &

‘ Create Request '
01/02/2021-01/01/2022

o~ g W P

f. On screen instructions will be provided for employees to assist them with submitting
leave requests, but users must select a Leave Type from the drop-down box first by

tapping the down arrow.

< () @ My Leave Request w L &

£ Create Request

Leave Type Selection

Leave Type:
Select Leave Type @ |
General Data
Note: Depending on the Leave Type selected, users may be required to provide more

details on the screen, but guidance for these situations will be provided in real-time
during the use of the application.
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g. After selecting a Leave Type, choose whether the leave request is for more than one
day or if it will be for one day or less by tapping the appropriate radio button. Next, enter
the Start/End Date by either typing it in or using the calendar feature provided.

Additional Remarks are optional as indicated. When finished

il
i, e, = -, et

. y [PEPR——

g et o

Select for partial or single day leave requests.

¢) More than 1 day One day or less

*Start/End Date:
10/05/2021 - 10/06/2021

Additional Remarks (optional):

Family vacation

185 characters remaining

If this absence is for medical appointment, please provide
the Medical Appointment Start Time in the field below.

Medical Appointment Start Time

HH:mm o

If this absence is for a sick leave of three or more
consecutive days due to illness or injury, check the box
below indicating that you have or will be providing the

required medical documentation to your supervisor.

Medical Certificate Available:

i. The following pop-up will appear indicating the request was submitted

successfully to the manager.

Information

Leave submitted successfully!
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ii. If a collision is found between previously submitted leave request, the following
pop-up will appear, and the employee will need to resubmit the request using
date(s)/time(s) that do not collide with requests already submitted.

One Leave is already submitted in this timeframe

8. My Addresses — enables employees to view permanent and mailing addresses as well as view
and make updates to emergency contact information.

a. To begin, tap My Addresses.

My Addresses

b. The employee’s Permanent Residence will be displayed by default. Due to local tax
requirements, employees must contact their campus HR office to make any changes to
their permanent Address Information.
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c. Tap the drop-down arrow to access additional addresses saved to the system.

{ % () MyAddresses v

Miller , Edward (00095984)
SAP Business Analyst-HR/PR

IE 7177035826
B TEST@PASSHE.EDU

Organizational Unit: A&F SAS HCM Team
Cost Center: SAS FI'MM/HR/PR (9012201000)
Office Address: Vartan Way

Manager Name: Manager , Test

Permanent Residence

Permanent Residence \
Emergency Contact
Mailing Address

T AT e

House Number and Street:

1 Front St

d. To view/make changes to emergency contact information, tap Emergency Contact

VEN s, —wrndliCE .

. Permanent Residence

Emergency Contact

Mailing Address

T AT
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e. The emergency contact information will display for review. To make changes, tap Edit
as shown.

e = L, ORI i e

Emerg.é-h‘c_y Contact

Valid from 10/19/2015

Address

\lL"“‘“,m"\\'.-%“‘..—'"ME

f. The employee’s emergency contact data will unlock for modification as needed. At the
bottom of the window, employees can elect to have the emergency contact data

effective immediately/from today or choose a date to make the changes effective. When
finished, tap Save.

: T T ._./ - ~
.- A

Validity Period

Validity:

From today

From today

From date

g. The following confirmation will briefly display.
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h. Mailing address will only be available in view mode for any employee who currently has
an existing mailing address saved to the system. Since a mailing address is only
required if the employee desires to received mail at an address that differs from their
primary residence, users must visit their campus HR office to make modifications to a
mailing address including deleting it from use.

£ vy £ s
ghlby s i

2 ibanand 0 e
Valid from 10/03/2021

Address

Ciry

917 Susan Circle

N ::;rx- ..-—-n-,\-_f_‘*u Saio .4‘\_’\"\ ""l\

9. My Paystubs — enables employees to view and print their paystubs.

a. Tap My Paystubs to begin.

My Paystubs

B
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b. The employee history of paystubs will be displayed. To control the level of paystub
details displayed on the overview screen, tap the following icon.

< & (@ WMyPaystubs v o M—

Search T‘L =]

¢. Choose the columns to be displayed and tap OK.

Search
All S
v Pay Date
v Payroll Type
Payroll Period
Payroll Period
v Gross Pay
v Deductions
v Met Pay
v Download
v Print
OK Cancel
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d. To view details of a paystub, tap on the desired statement.

L ¢ My Paystubs v/ Q ;
Search T\[, =l @ f
3
Pay Date Net Pay /
b
11/09/2018 3 805.14 USD b
Payroll Type: Regular payroll run f
Gross Pay: 1,000.00 usD :
Deductions: 194.86 UsD 3
10/26/2018 1,198.92 UsD ?
Payroll Type: Regular payroll run |
Gross Pay: 1,633.76 UsD }
Deductions: 434.84 usD ;

WAL e, e B LR RET LS

Note: If the following window is displayed, tap the download icon as shown.

{ @& (@ Paystubs~ o E

Open in new window @

WP i B Wi ——

e. The statement details will be displayed. To return to the Paystubs screen, tap the back
button from the browser. (Note: Users may need to use the back button twice.)

& tworkplace.passhe.ec

(M
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10. SECA Enroliment — allows employees access to the annual enrollment screen for SECA
Charities, which can only be accessed/updated during the annual enrollment period.

SECA Enrollment

11. Update W-2 Election — enables employees to update their W-2. Choose to receive an
electronic or paper W-2 form.

a. Tap Update W-2 Election to begin.

Update W-2
Election

(7]
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{ @ (@ Update W-2Election O 4

Business Analyst for HR/Payroll

i
A

[ [

MNaote: If you elect the electronic option, you will not

receive a paper copy of your W-2 via the LS. Mail

b. To change to Paper Form, select the appropriate radio button and click ‘Continue with
Paper Enroliment’.

Choose to receive an electronic or paper W-2 form.
®) | Wish to Receive My W-2 in Paper Form

I Wish to Receive My W-2 Form Electronically

Note: If you elect the electronic option, you will not

receive a paper copy of your W-2 via the U.S. Mail

Continue with Paper Enrollment
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c. To change to Electronic Form, select the appropriate radio button and confirm consent
with a check mark in the box at the bottom of the screen. Then click ‘Continue with
Electronic Enrollment’.

delivery of your W-2, you may still receive a paper copy

of the W-2 by contacting your HR/Payroll department .
Request for a paper copy does not withdraw your

consent for electronic-only delivery.

Copies of W-2s for years not available via electronic W-
2s (calendar year 2012 or earlier) may be requested
from the HR/Payroll department.

N\

b

| have read the above notice and agree
to receive my W-2 form only in

electronic format.

12. W-4 Withholding — enables employees to view and update their W-4 tax information.

a. Tap W-4 Withholding to begin.

W-4 Withholding

@/
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b. Next, tap on Update W-4 Withholding to make edits to fields.

£ iy (Z) W-4Withholding Informa... v Q2

Dobrovodsky , Jacqueline M{(00197487)
SAP Business Analyst for HR/Payroll

pdate W-4 erhhold‘lng

The fields below correspond to the steps in the IRS Form
W-4. The IRS Form W-4 and instructions, linked below,
should be used to determine the values for these fields.

To review the IRS Form W-4 and IRS Website W-4

instructions, click here :

Step 1c - Filing Status:

Check thjs box if you have checked box in Step 2c
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c. Enter amounts into each field as needed, then tap the Declaration checkbox confirming
acknowledgment and tap save.

Step 4b - Additional Deduction from Deduction

Worksheet:

0.00
usD
Step 4c - Extra Withholding Each pay period:

0.00

usD

Does your name match the name on your social
security card? If not, to ensure you get credit for your
earnings, contact S5A at 800-772-1213 or click on

below link

Under penalties of perjury, |

WWW.SS3. ZOV.

Declaration:

declare that | have examined
this certificate and to the best of
my knowledge and belief, it is

true, correct and complete.

d. You will receive a message confirming your information has been updated

Your W-4 information has

been successfully updated.
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13. Display Absences — display absences approved by your manager.

a. Tap Display Absences to begin.

Display Absences

=

b. Enter date range and tap Display Result.
P AN N AN AN T

Search Options

Start Date
C 01/02/2022 )
End Date:

i Display Result Clear Result
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c. Scroll down to view list of Absences or use the Filter by Absence Type drop-down menu
to reduce results.

—~,

o~
Result Table

Filter by Absence Typ(Show All Absences VD

Absence Type Start Date=

Personal Leave 11/29/2021
End date:

11/29/2021

Start Time:

13:30:00

End Time:

14:30:00

Hours:

1.00

Sick Leave 11/02/2021
End date:

11/02/2021

Start Time:

14:45:00

End Time:

16:00:00

Mours:

1.25

1 Display Result Clear Result

14. Display W-2 Form — display W-2 form if employed in 2021 or prior years and elected to receive
your form electronically.

Display W-2 Form

AL
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a. Enter the last four digits of your social security number and tap OK.

{ B (Z) Online Forms W-2/... Q-2

Confirm your SSN A

Please provide the last four digits of your SSM in the box belov

Click 'OK' to validate and view your Online W-2/W-2c form. "

>

o

| OK | | Cancel |

b. Select the year of W-2 to display, download, and/or print by tapping in the associated
checkbox and then tap Display.

{ B (7) online Forms W-2/W-2¢ fEp—C

v Select a W-2 form below and then click the Displ

|3 Display| S

Year Form Description Createt

| 2022  W-2-Wage and Tax Statement 01/07/%
:q 2021 W-2 - Wage and Tax Statement 01/11/%
" 2020  W-2 - Wage and Tax Statement 01/09/z
2013  W-2 - Wage and Tax Statement 01/114Z

Vv Click Here to Open W-2 ¢ Previous Form

IRS W-2 Form Information
PASSHE W-2 Form Highlights

Problems Printing your W-27? Click Here [
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c. Tap anywhere in the area shown, and a separate tab will open displaying the W-2 PDF.

-~

1 Wages, tps, alher compensalion Federal lncome tax withheld

4 Social security wages 4 ool secunty tax withheld

& Medicare wages and Bips & Medicare tax withheld

3 Emplayes = SoA nUmSer Employer use only

1
b Employers FELT LT number ' Confal rumiber

?kmphy:f‘s name, address, and LIF code
PENNSYLVANIA STATE SYSTEM OF HIGHER EDUC

2300 Vartan Way Suite 207
Harrigburg PA 17110-0000

fo = el TV RCpy

e T
- o IDMW
— i P 'f — P W S e

Note: To avoid confusion, it is recommended that users choose a single year at a time to display
since scrolling through years of W-2 is not currently possible within the application.

However, If displaying more than one year of W-2’s at a time is desired, users will need to use
the Previous Form and Next Form options to toggle between years. If there is more than one W-
2 for a given year, use of this feature will also be needed.

{ & (2 Online Forms W-2/W-2c Q A
Vv Select a W-2 form below and then click the Display icon
(L Display
Year Form Description Created Date
v 2022 W-2 - Wage and Tax Statement 01/07/2023
v 2021 W-2 - Wage and Tax Statement 01/11/2022
2020 W-2 - Wage and Tax Statement 01/09/2021
2019 W-2 - Wage and Tax Statement / \ 01/11/2020
R
v Click Here to Open W-2 > Next Form | Hide
B ol ol P b o . P LY et ol SE g |
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15. Education Information — add, edit, or view employee educational background.

a. To begin, tap Education Information.

Education
Information

¢

W —
O

b. To add new education information, tap Add New Educational Institution and follow the
prompts.

Saved Educational Institutions

Educational Est Institution

Indiana University
of Pennsylvania

Post-Secondary
Degree:

Bachelor Degree
Year:

2000

Program of Study:
Spanish Language Teacher Education
Post-Secondary Villanova University >
Degree:

Certificates/Other

Year:

2011

i # Add New Educational Institution
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c. To update a previously saved record, tap on the associated record then tap Edit
Educational Institution.

Educational Est Institution

Indiana University
of Pennsylvania

Post-Secondary
Degree:

Bachelor Degree
Year:

2000

Program of Study:
Spanish Language Teacher Education
Post-Secondary Villanova University >
Degree:

Certificates/Other

Year:

2011

Program of Study: v

i Edit Educational Institution Add New Educational In<

d. Users may need to scroll down to find the fields open for edit. Once updates are
finished, tap Save Edited Education Institution.

=Counday.

USA ~
*State

Pennsylvania v

*Educational Est.:

Post-5econdary ~
*Institution:

Indiana University of Pennsylvania ~
*Degree:

Bachelor Degree v

*Graduation Year:

‘1999

*Degree Description:

Bachelor of Science (BS) A
Terminal Degree

*Branch of Study:

Education ~

*Program of Study:

Spanish Language Teacher Education S

1 Save Edited Education Institution Cancel
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The following confirmation will display.

Employee Educational

information is Updated

16. Ethnicity/Race — display or update existing ethnicity or race

a. To begin, tap Ethnicity/Race.

Ethnicity/Race

b. Any data previously provided will appear at the top as in this example

The status of your record in the system is
Confirmed By Employee
The system currently has your ethnicity as:
Mot Hispanic or Latino
The system currently has your race as:
White / Caucasian

Ethinicity / Race Information
— b

P T e r__._.,_'
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c. To make changes, scroll down to the available fields and make selections as needed.
When finished, tap Update Information.

What is your Ethnicity? n

Hispanic or Latino

® ) Not Hispanic or Latino

What is your Race? n

American Indian or Alaska Native
Asian

Mative Hawaiian or Pacific Islander

Black or African Americari

~|  White / Caucasian

1 Update Information

Note: Guidance for updating your ethnicity and race can be found by tapping on the “/”
where indicated.

What is your Ethnicity? n
SN —

Hispanic or Latino

®) Mot Hispanic or Latino

"~
What is your Race? n —

American Indian or Alaska Mative

Asian

Native Hawaiian or Pacific Islander
~| Black or African American

¥|  White / Caucasian

P N WY SR Y e
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d. The following confirmation message will appear.

Thank you for updating your

Ethnicity/Race Information.

17. Total Compensation Statement - identifies all the compensation paid via wages to an
employee, and, in addition, employer contributions made towards benefits and taxes on an
employee's behalf, for a calendar year.

a. Tap Total Compensation Statement to begin.

Total Compensation
Statement

a4

b. To better understand the Total Compensation Statement, employees are encouraged to
follow the link where indicated. This document will address all common questions related
to the document.

S (@) Total Com... O gy

v @v

Additional Details for Compensation Statement

Click Here —~—
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