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Overview to Employee Self-Service

Human Resource (HR) and Payroll (PR) managers have great flexibility and control
using Employee Self-Service. Employee Self-Service consists of two components, the
programs that employee’s use and the programs that Human Resource and Payroll
managers use to manage employee access and requests. Employees use the
Employee Self-Service menu while Human Resource and Payroll managers use the
Employee Resource Management (ERM) menu. Each of these components has a
separate URL.

Using the Employee Self-Service menus, employees can:
= Change Federal W-4 information

= Change address information

= Enter time records

= Choose Benefit plans

= Add a new family member

= Change information for existing family members

=  Track vacation balances, sick balances, or other accrual information.

Features

=  Employee program control. Human Resource and Payroll managers control
specific programs employees’ access. Payroll managers can set up a restricted
list of pay types for employees to choose from when entering their time. They
can also create a different description for each pay type.

= View Vacation-Sick employee program. This program allows for all four types
of accrual set up. Management controls which accrual types employees can see
by creating a restricted list of accrual types. They can define a different
description for each accrual type.

= Change Federal W-4. An employee can enter their Federal W-4 information or
view, print, and change their current Federal W-4. The information the
employee views is consistent with the 2007 Federal W-4 Form. All of the
directions are in vocabulary overrides. If the wording on the form changes
slightly in a following year, you can easily change the vocabulary override.

= Production Maintenance Program for Federal W-4. This program allows the
Human Resource or Payroll manager to view and maintain the Federal W-4
information that an employee enters. After approval and the upload process, the
system stores the information in the Federal W-4 Master File (F06303). Federal
W-4 Inquiry/Maintenance allows management to make changes for the
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Overview to Employee Self-Service

employee if they receive a request by the employee or as the IRS requires. It
provides the opportunity to add W-4 information for one or all new employees
to suit your business needs. Management can also print employee W-4
information with the electronic signature values and print reports to include
guestions 8-10 for submission to the IRS.

Access to Manager Menus. Human Resource and Payroll managers use the
Employee Resource Setup menu (GO8ESS) for the set up programs and to access
the processing options for employee programs. The Employee Resource
Management menu (GO8ESSM) includes the programs that managers use when
employees make requests for changes to their employee information. This
includes an approval program for each employee program where HR/Payroll
can review the employee’s request, approve or reset and upload the request to
the production files. Each employee request has a record in the appropriate
history files, for compliance with electronic signature law, and there is an
inquiry program and a set of World Writer report versions for each employee
program. These features are not available with the View Vacation-Sick program.

Electronic Signature Law Compliancee

The Employee Self-Service programs are in compliance with electronic signature
law.

Each employee program displays an Approve button for the employee to use
when they finish making the changes. When the user clicks Approve, the
Electronic Signature Acceptance window displays, explaining the agreement
with the company regarding the change they request. The employee has the
option to accept or not accept. If they do not accept, they can exit the program or
continue to request changes.

After the employee confirms their choices they can keep a record of their
requests and the agreement they make. They can either print a copy of this or
keep an electronic copy, which they can e-mail to an address of their choice.

When the employee accepts the agreement for the changes, the system saves the
values as well as the time, date and other unique markers in temporary files. If
management approves the employee’s request and uploads the data to the
production files, the system copies all of the values in the temporary files to the
electronic signature history files for validation and future reference.

The HR/Payroll Department uses the programs on the Employee Resource
Management menu (GO8ESSM) to access the information in the electronic
signature history files.

Controls in Employee Self-Service

The Human Resources/Payroll Department has the following controls over
employee programs:

1-2

Access to programs and when access is available.

Date choices become effective for specific benefit events.
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Overview to Employee Self-Service

= E-mail to HR/Payroll containing questions and information within the program
and who receives the e-mail.

= Information employees can access while using the Self-Service programs. This
information can include regulations, requirements, or instructions to aid with
decisions.

Flows

The system saves the choices that employees make in temporary files, which are
specific to each program. After you approve employees’ choices and upload them,
their requests become records in your production files. The number of temporary
files the system uses and the complexity of the flow of information varies dependent
on the program. The two flows of information include

= Change Federal W-4 and Address

= Select Benefits and Change Participant

Change Federal W-4 and Change Address Flow

The system displays current data from the production files on the screen that the
employee views. When the employee makes changes to this data, the system saves
the data in temporary files. The manager views the data in the temporary file using
an approval program.
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Flow for Change Federal W-4 and Change Address
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Flow for Select Benefits and Change Participant Information

The data in the Select Benefits and Change Participant Information temporary files is
a copy of the current data in the production files. Before employees can use these
two programs, you must download the data in the Benefit Setup File Download
program (P08334DL). In addition, to use the Open Enrollment and Retirement
events in Select Benefits, you must also run DBA Setup File Download (P069117JQ).
The system copies values in the DBA field in production files to Dependent
Beneficiary Accrual (DBA) temporary files. This allows you to customize DBA setup
to suit your business needs. The Next Year DBA Setup program allows HR to set
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Overview to Employee Self-Service

new DBA values for the year or season which the system saves to the temporary
files. Users access the data that resides in the DBA temporary files for only Open
Enrollment and Retirement events. The other events access DBA data in production.

The system copies the employees’ data that resides in the DBA temporary files to an
approval temporary file. This is the data that management views for evaluation
within the approval program. Once management approves the data, you upload the
data to the production and history files. Using a separate approval temporary file
can help you avoid access issues.
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Flow for Select Benefits and Change Participant Information
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Overview to Employee Self-Service

Time Entry

The data in the Time Entry program is only the data the employee enters and
approves. The system saves the data the employee enters and approves in a
temporary file and the employee can later view this data.

Additionally, the system copies the employees’ time entry data to an approval
temporary file. This is the data that management views for evaluation within the
approval program. Once management approves the data, they upload the data to
the production and history files. Using a separate approval temporary file can help
you avoid access issues.

Employee Self-Service Menus
Employee Resource Setup Menu (GO8SESS)

Setup Processes

HR and PR managers use Event Setup and PC/Web Access Setup to set up events
which control if and when employees have access to programs. You can also set up
information you want to make available for employees to view while entering
change requests. This information can include regulations, requirements, or
instructions to aid with decisions.

HR managers run the Benefit Setup File Download and DBA Setup File Download
programs to copy data from the production files to temporary files. The data in the
temporary files is the data that employees change and that the HR/Payroll manager
evaluates for approval.

HR managers use the Next Year DBA Setup program to change the DBA rates and
standards for the next year in the temporary DBA files. Employees access the data in
the temporary DBA files during open enrollment and retirement events within
Select Benefits.

Employee Processing Options
These menu selections are identical to the menu selections that employees use when

they access Employee Self-Service. You use these menu selections to set the
processing options for the employee programs.

Employee Request Management

You use Request Approval-History Menu to access the Employee Resource
Management menu.

Employee Resource Management Menu (GOSB8ESSM)

Approval Applications

The HR or Payroll manager uses these programs to view employees’ requests for
changes to their HR or time entry records. The manager can approve or reject the
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requests and then submit the approved records for upload to the respective
production files.

Electronic Signature Inquiry

Use these programs to select records by a specific event or employee. The system
displays the history of approval records in the production files for the choices
employees make.

Electronic Signature Reports

Use these programs to access World Writer report versions. These reports allow you
to select records by a specific event or employee. You can print reports of the history
of approval records in the production files for the choices employees make. The
electronic signature components which are specific to an employee, the event, and
time of their choices print on each report.

Employee Resource Online Menu (GOBESSJW)

The Employee Resource Online Menu includes the following employee programs:
= Select Benefits

= Change Participant Info

= Change Address

= Change Federal W-4

= View Vacation-Sick

= Enter Time

This menu must exist on the iSeries to provide access for the J Walk screens. You can
access them in an iSeries environment; however, do not use them. Use of these
programs by anyone other than specific employees entering their requests can
compromise company legal standards for electronic signature law.

PC/Web Access Setup

1-8

PC/Web Access Setup allows you to set up documents, spreadsheets, PDF
documents and websites for employees to view when accessing any of the employee
programs. You should place the documents and spreadsheets in the Docs folder on
the deployment server. The deployment server is where you install JwWalk.

Note: Enter only the document or spreadsheet filename and file type in the
PC/Web Name&Path field. For example, enter Compare Plan Rates.xls.

See the Self Service Configuration Guide for more information.
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Additional Setup Considerations

Before using the Select Benefits and Benefits Selection Approvals and Upload you
must consider the following when setting up your system:

You download benefits again after each major enrollment period, approval, and
upload.

If employees enroll family members as dependents or beneficiaries, you must
set up plans to require a dependent or beneficiary.

You must recreate the DBA changes in the Next Year DBA Setup in production
for the beginning of the new period. There are no upload programs for these
changes and temporary files.

That if you want to allow the employee to enroll in more than one plan for a
category, you cannot use category rule R (required) or O (optional).

If the effective date of the plan is different than the effective date of the event,
you must make employees aware of this. For example, effective at the beginning
of the next month. You can use this feature for the benefits events such as Life
Change. You should not use this for the Open Enrollment, Retirement, and New
Hire events as there can be a conflict of dates.

Do not use default plan setup for controlled flow benefit events.

Plans which provide options require dependents. You cannot include an
additional plan option for the employee only.

Select Benefit does not process or display flex or group rule information.
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Overview to Employee Self-Service Set Up

You must set up all programs before you or your employees can use this system.

Processing Option Setup

You must set up the processing options for the following programs on the Employee
Resource Setup menu (GO8ESS):

= Benefits Setup File Download
= Select Benefits

= Change Federal W-4

= View Vacation-Sick

= Enter Time

The processing options for Select Benefits, Enter Time, and View Vacation-Sick are
similar to those for Benefit Group Selection program on the Benefits Administration
menu (G08B1), Time Entry by Employee program on the Time Entry menu (G0712)
and the Benefit/Accrual Inquiry program on the History Inquiries menu (G0714).
Processing options exist for each of the employee programs. Additional
informational for PC/Web Info Setup exists at the bottom of the processing options.

Additionally, you must set the processing options for the Federal W-4
Inquiry/Maintenance program on the Employee Resource Management menu
(GOBESSM).

There is no required processing option setup for the Change Participant Information
and Change Address programs.

Setup Programs
Following are the setup requirements for each program on the Employee Resource
Setup menu (GO8ESS):

= Event Setup (POBEVNT)). You must set up events for all programs your
employees access.

=  PC/Web Access Setup (PO8INFO): Optionally, you can set this for all programs
your employees’ access on the Web.

= Benefits Setup File Download (P08334DL): You must run this program before
your employees use Select Benefits programs and Change Participant
Information. Additionally, you must run this program after each major
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2-2

enrollment period. How frequently you run the program is dependent on how
often your employees use Employee Self-Service programs.

DBA Setup File Download (P069117JQ): You must run this program before your
employees use Select Benefits for the Open Enrollment and Retirement events.
You also run this program before a new enrollment period to make changes to
DBA values within Next Year DBA Setup.

Next Year DBA Setup (P069117): You must run this program before your
employees use Select Benefits for the Open Enrollment and Retirement events.
Use this program only if you want to make changes to DBA values in
production files before the new enrollment period. The Retirement and Open
Enrollment events use DBA information in temporary files which you download
from production files using the DBA Setup File Download program. Next Year
DBA Setup allows changes to DBA information that the system stores in
temporary files.

Employee Self-Service Programs

Following are the setup requirements for programs on the Employee Self-Service
menu (GOBESSIW):

Select Benefits (P08334SS): You must plan and setup each benefit group
depending on the category rules and defaults that suit your business needs. If
you allow employees to enroll participants in plans you need to determine
which plans require dependents or beneficiaries and set up those plans.

Change Participant Info. (P08336SS): You can set up a special informational
window to display for employees when they add a participant.

Change Federal W-4 (P0601SS): You must perform set the processing options for
the three Federal W-4 programs.

View Vacation-Sick (P06093S): You must set up a UDC table for the Accrual
Type for Employee Self-Service field.

Enter Time (P061121S): You must set up the restricted pay type UDC table for
the Online Pay Type field. Additionally, you can use labor distribution with the
Enter Time program.
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Downloading Dependent Beneficiary
Accrual (DBA) Setup Files

You use the DBA Setup File Download program (P069117JQ) to download the
current DBA set up file data from production files into temporary files for use by the
Next Year DBA Setup and the Select Benefits programs. The program downloads
the following file data to these temporary files:

= Transaction Cross Reference (F069036) to Transaction Cross Reference for Self
Service (T069036)

= Transaction Parameters (F069116) to Transaction Parameters for Self Service
(T069116)

= Generic Table Constants (F069026) )to Generic Table Constants for Self Service
(T069026)

= State/Local W2 Additions (F069117) to State/Local W2 Additions for Self
Service (T069117)

= Wage Attachment (F06931) to Wage Attachment File for Self Service (T06931))

= Wage Attachment Additional Exemptions (F069311) to Wage Attachment
Additional Exemptions for Self Service (T069311)

=  Wage Attachment Exemptions (F069312) to Wage Attachment Exemptions File
for Self Service (T069312)

You must perform this download prior to employees using any of the Select Benefits
for the Open Enrollment and Retirement events as well as using the Next Year DBA
Setup program.

You can choose whether or not to change any DBA values in the Next Year DBA
Setup program; however you must perform this download so there are values in the
DBA temporary files. The HR manager can then use the Next Year DBA Setup
program to change DBA rates or requirements in the temporary files. The system
uses the new DBA data in the Select Benefits program for the Open Enrollment and
Retirement events so you can ensure that the DBA calculates correctly for next
year’s or next period’s enrollment.

Note: There is not a program that uploads the temporary DBA files into
production

#N | From Employee Resource Setup (GO8ESS), choose DBA Setup File Download
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What You Should Know About

When to download

Complete this download before you want to change DBA
values for a new Open Enrollment or Retirement enrollment
period. Changes to benefit plans must be complete and a new
enrollment period should not begin for either Open
Enrollment or Retirement prior to this download. Otherwise,
you overwrite any new DBA information that you enter using
the Next Year DBA Setup program and the new DBA
information will no longer exist.
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Downloading Benefits Setup Files

You use the Benefits Setup File Download program (P08334DL)) to download
current employee benefits enrollment data from production files to the temporary
files for use by the Select Benefits program. This program also downloads the
participant information from production files to temporary files for use by the
Change Participant Information program (P08336SS)). The program downloads data
as follows:

= Employee Enroliment (F08330) )to Employee Enrollment - WF for Employee Self
Service (T08330)

= Employee Pay Instructions (F06106) )to Employee Pay Instructions File for
Employee Self Service (T06106) file for employee self service)

= Dependents/Beneficiaries X-Ref file (F08336) )to Dependents/Beneficiaries - WF
for Self-Service (T08336) wf for employee self service)

= Participant File (F08901)) to Participant File - WF for Self-Service (T08901) wf for
employee self service

= 401K Elections (F08346)) to 401K Elections for Employee Self-Service (T08346)for
employee self service)

= Flexible Spending Accounts — Balances (F08370) to Flexible Spending Accounts —
Balances File - Employee SS (T08370)

You use Date for Downloading Records processing option to control the volume of
records you download from each benefit plan file. The system downloads all records
with an end date greater than the date you enter and all records with an end date of
zero. If you do not enter a date in this processing option, the system downloads all
records.

The system also removes data in these temporary files:
= Benefit Selection Approval File - Self Service (TOBAPR) )
= Dependent/Beneficiary Approval File - Self-Service (TOBADB)

You must perform this download prior to employees using any of the Select Benefits
and the Change Participant Information programs. JD Edwards recommends that
you run the program after each major enrollment, approval and upload process.
This allows the correct information to reside in the temporary files. The most current
data is available to employees for making life changes, and so forth using Select
Benefits. You must coordinate the download for Select Benefits with the download
for Change Participant Information. The frequency with which you download
participant information depends on the volume and frequency your employees use
the Change Participant Information program. JD Edwards recommends that you
perform the download during non-business hours when employees do not have
access to these programs.
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¥\ | From Employee Resource Setup (GO8ESS), choose Benefits Setup File Download

What You Should Know About

When to download You should download after each major enrollment period
when the employee requests have been approved and
uploaded. Otherwise, you run the risk of having multiple
requests for changes per employee for multiple or same events
in the temporary files which can cause unpredictable results.

Additionally, do not download when employees are accessing
the events or employee requests are waiting for approval and
upload. Doing so overwrites their requests.
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Setting Up Next Year’s DBA File

The HR Manager uses the Next Year DBA Setup program (P069117SS) to make
changes to the current Dependent Benefit Accrual (DBA) data prior to employees
accessing the data in production files. The system saves any changes you make to
DBA rates and requirements in the temporary DBA files. Employees access this data
only during the Open Enrollment and Retirement events in a new enrollment
period. This program is similar to the DBA Setup program on the Benefits
Administration Setup menu (G08B1) however this program saves your changes to
temporary files.

Note: Use this program only when the open enrollment and retirement
events, which access the DBA data in the temporary files, are not active.

From Employee Resource Setup (GO8ESS), choose Next Year DBA Setup

~
£ 069117  Next Year DBA Setup [ =0 5%
Tools Help \5T
ORACL € ub Edwards World
Docurnent Ernail World Resources  Support
) X ? D + 2 B [ ]
Tllelstesiie s e Mext Year DEA Setup
Display ErrarMessage aotion code m
E'SPF‘)W':““C"D”S DEA Code 105 Health/Co. DER Tupe E
xit Frogram
ggi‘fnfﬁ Pl DEA Calculation Faustub Info
imits
Tav Bl Autiaies | Source of Calculation IEDurrEnt Period Paystub Text IHEalth/Dn‘
State,a‘Loc;::W—EAdditiol Method of Galeulation FFIat Amount Method of Proting W
Category Codes Seup* Table Cd (Methods 1-9) DER Print Group I_
fAmount or Rate 1 & 2 [ as.omee |
Address Book
Carmishment Calculatior Effect on Disposable Wage IT General Acct Info:
Standard Examption A Cale if Mo Gross (Y, M) W Effect on GL IF
Basis of Calculations Calc in Pre-Payroll (¥, N} IT A/P Voucher(Y,N]. IF
DBA Text Window Effect on Check IT Payee Address Mo, I
Calculation Tahles
Additional Exermptions  DBA Time Table
Raollover Setup Window  Pay Period to Calculate W/‘ W/ WI W/‘ IF
Year-End Parameters Gale Once Per Period (¥, M). W
Print DEA Eff Dates - From & Thru I
Clear Screen
Arrearage Information
Arrearage Method W
Uhen to Rdjust Ded [o] D
Order to Adjust Ded Y
F5=Addl FbB=Limits FO=Exmpt F16=Text F19=Rollover F20=YearEnd F24=More L{
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Setting Up Events

The HR or Payroll Manager uses the Event Setup program (POS8EVNT)) to set up
events for each program. You must set up specific events for employees to access in
the Self Service programs. Additionally, you must set up events prior to using the
PC/Web Access Setup for the Self-Service programs.

Consider the following as you set up events. You must set up:
= One event for each program

= Specific events prior to setting up information in PC/Web Access Setup for the
same programs

= Multiple events in Select Benefits, such as Open Enrollment and Enter Time,
such as Bi-weekly time entry programs. Employees select an event when they
access the program.

= Effective dates for all events prior to the employee accessing Self-Service.

Available Events

You set up a single event for the following programs. The employee does not view
or select the event; the system associates it with all of the choices the employee
makes. The system stores the information in the employee history files when
management approves and uploads the requests.

= Change Federal W-4 - W4

= Change Address — AD

= Change Participant Info — DB

For Select Benefits the following events are available:
= Life Change (LC)

Other (OT)

= Open Enrollment (OE)

= Retirement (RT)
= New Hire (NH)
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£ OSENTR Benefit Selection Event ...
Help

a7

i

Enter Eventior Benefits:

Life Change |
Mew Hire |
Open Enrallment |
Other |
Fetirement |

For Enter Time the following events are available:
=  Bi-Weekly Time Entry (TB)

= Time Entry (TE)

= Monthly Time Entry (‘TM’)

=  Semi-Monthly Time Entry (TS)

= Weekly Time Entry (TW)

< 0BENTR Time Entry Event - ERM
Hel

I A

[

Enter Eventfar Time Entry.

Ei-#eekly Time Entry |
Time Entry |
Manthly Tirme Entry |
Semi-Monthly Time Entry |
‘Weekly Time Entry |

Event Codes

2-10

Do not change the codes for events in UDC table 08/ER. These codes determine how
the system processes the employee’s request. Additionally, you should not change
the description of events for Change Address, Change Federal W-4, or Change
Participant Information as the employee does not view these events in the same
manner as they view Benefits or Time Entry. However, you can make changes to the
description for either Benefits or Time Entry. Limit the description to 20 characters
in length or the entire description does not display in the screen or on reports. For
example, for time entry events you choose to use only one for union employees and
one for non-union employees. You change the descriptions to UNION Time and
NON-UNION Time.

All events display as a choice for the employee when entering time; however, if the
events are not set up, the employee receives an error message when they choose one
of these events. You can remove the descriptions of the events in the UDC table;
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however, JD Edwards recommends that you make note of the original descriptions,
as the system bases the processing of events on the descriptions.

Additionally, the employee receives an error if they choose an event on a date that is
outside the date range on Even Set Up.

Controlled Flow

In order to require the employee to evaluate and choose a plan for the enrollment
period, the system controls the flow of screens which it displays for benefit events.
This flow is available for the Open Enroliment, Retirement, and New Hire events.
During set up, you choose which categories of plans are available for the employee
to access for the event. For example, MEDICAL, DENTAL and VISION are available
for the open enrollment event. When the employee begins selecting benefits for
open enrollment, a screen displays all medical plans. When an employee chooses a
medical plan, a screen displays all of the dental plans from which to choose. When
the employee chooses a dental plan, a screen displays all of the vision plans from
which to choose. When the employee chooses a vision plan, a confirmation screen
displays with a list of their choices.

For the Life Change and Other events, the employee selects the category they want
to review, then chooses a plan or exits without making a selection.

Event Set Up Fields

Event Effective Date Field

For the Select Benefits Open Enrollment, Retirement, and New Hire events, the HR
manager sets the effective date for the event. This is the date the employee’s
enrollment request becomes effective in production once management approves and
uploads the requests. The system enters this date when the employee accesses Select
Benefits for that event. The employees cannot change the date.

For Life Change, Other, Change Address, and Change Participant Information, the
HR Manager does not enter an effective date for any of these events. The employee
enters the date to match the employee’s needs.

For Enter Time events, the payroll manager can enter an effective date. If they enter
an effective date for any time entry events, the system enters this date in the Date
Worked field on the Enter Time screen. The employees cannot change the date.

For Change Federal W-4, neither the HR Manager nor the employee can enter an
effective date. Management enters the year of the Federal W-4 form in a processing
option in the Change Federal W-4 program (P0601SS). The effective date of the
employee’s Federal W-4 in production occurs once management approves and
uploads the requests and they update the Employee Tax Exemptions/Overrides file
(FO6017)).

The View Vacation-Sick event has no effective date, as employees cannot input data.
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Program Name and Version Fields

You must complete the Program Name and Version fields.

Note: The values you enter in these fields must be correct as the program
accesses these values for evaluation and the AS400 Event Setup program
does not verify the Program Name and Version for the event.

The following table includes each event and the appropriate Program Name and

Version.
Event Event Description Program Version
AD Address Change PO1ABSS ZJDESS001
DB Participant Change ~ P08336SS ZJDESS001
LC Life Change P08334SS ZJDESS001
NH New Hire P08334SS ZJDESS001
OE Open Enrollment P08334SS ZJDESS001
oT Other (Enrollment) P08334SS ZJDESS001
RT Retirement P08334SS ZJDESS001
TB Bi-Weekly Time P061121S ZJDESS001
Entry
TE Time Entry P061121S ZJDESS001
™ Monthly Time Entry  P061121S ZJDESS001
TS Semi-Monthly Time  P061121S ZJDESS001
Entry
T™W Weekly Time Entry ~ P061121S ZJDESS001
VS View Vacation-Sick ~ P06093S ZJDESS001
W4 Change Federal W-4  P0601SS ZJDESS001

Header and Header Field Values

Enter values in these fields for only benefit events. These fields are important for all
benefits events because the values control which type of plans are available for the
employee to choose or remove for specific benefit events. The Header Field Value is
any of the benefit categories you want to include for the event.

If you assign the employee to a benefit group and that group does not include a
particular category, even though the category is in the event in the Header Field
Value field, the category does not display. For example, you assign the employee to
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the HOURLY benefit group which does not include the VISION category. Even
though the VISION category is in the Open Enrollment event in the Header Field
Value field, VISION does not display when the employee accesses the event during
the Select Benefits option of Self Service.

To set up events

< | From Employee Resource Setup (GOSESS), choose Event Setup

On Event Setup, complete the following fields:

Event

Company

Country

Effective Dates
Event Effective
Manager E-mail
Program Name
Version

Header Field
Header Field Value

Note: Do not set up multiple copies of the same event for the same company
and country. JD Edwards cannot assure which record the system retrieves
for processing if multiple copies exist.
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2-14

£ OBEVNT  Event Setup

B=X]

Tools  Help B
ORACL € J Edwards World
Document Email World Resources  Support
2 ® ? O+ 2 0E Q
Fi.e\d Sensitive Help AEEUNT Euent Setup
Display Error bMessage
D|§p\ayFunct|Dms He @
Exllprogrgm i Euvent E Open Enrollment
b e Company ooooy R Model Payroll Company
MNext Evant g
Country 15 United States
Clear Screen
Effective Dates 11/01/087 to [11/30/07
Event Effective 01/01/03
Manager James Smith
Manager E-wmail Jawes . SmithB@comcast.net
Program Nawme PO333455 Benefit Group Selections for Self Servic
Version ZJDESSOE1 Enrollment - Rules and Eligibility 35
0 Header
P Field Header Field Value
[” [vozecr [oEWTAL
[” [wozecr [CTrce
I_ YDSBGR  |MEDICAL
I_ YDEBGR  |SPENDING
[ [vosecr| [visiow
|_ &)
]
F3=Exit Fi=Error F24=More keys =1

Field

Explanation

Event

Company

Country

Effective Dates

This is a "Generic" Status Code used by the
HR Application. Examples of where/why it
is used are as follows: Plan Master Rates
(P083203). Uses it to flag "Active" or
"Inactive" rates associated with a given
Plan/Option.

The company number in which the

employee generally resides.
Screen-specific

Use this field to set up similar events for

various companies.

Enter a UDC (00/CN) for the country.
Screen-specific

Use this field to set up similar events for

different locations of your company.

The date on which a requisition, a position,

or activity within a position takes effect.
Screen-specific

This date range determines the time period
your employees have access to this event.
For Time Entry the employee can enter time
for dates they work after the end date of this
range, but not for dates they work before
the beginning of this time range.
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Field Explanation

Event Effective The effective date is used generically. It can
be a lease effective date, a price or cost
effective date, a currency effective date, a
tax rate effective date, or whatever is
appropriate.

Manager Optionally, enter the manager’s name.

Manager E-mail Manager E-Mail Address. Used in Event
Setup for Self-Service.

Screen-specific

You can assign an e-mail address for this
event. Employees can provide information
or ask questions via e-mail from the event
screens. This is available for all application
events.

Program Name The identification, such as program number,
table number, and report number, that is
assigned to an element of software.

Version A user-defined set of specifications that
control how applications and reports run.
You use versions to group and save a set of
user-defined processing option values and
data selection and sequencing options.
Interactive versions are associated with
applications (usually as a menu selection).
Batch versions are associated with batch
jobs or reports. To run a batch process, you
must choose a version.

Header Field The RPG field name (6 bytes) to be passed
as a parameter on function key exits or
subfile options.

Screen-specific

This field applies only to Benefit events.
Header Field Value This field applies only to Benefit categories

that you include for each Benefit event. For
example, Medical, Dental, or Vision
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Setting Up PC/Web Access

The PC/Web Access Setup program (PO8INFO) allows the Human Resource or
Payroll Manager to attach information for employees to access while using any of
the Self-Service programs. For example, you can attach a document about medical
plans that providers supply to your company which includes the details of plans.)

The types of documents that you can provide include:
= Text documents

= Spreadsheets

= PDF

Additionally, you can provide a URL to a Website for employees to access while
using the Self-Service programs.

You must complete all fields in the header portion of the PC/Web Access Setup
screen. The Program Name and Version fields are identical to those in the Event
Setup program.

PC/Web Access Setup is an optional program.

Where Employees View Information

For Select Benefits, the employee views all of the plans available for a specific
category on the Plan screen. There are multiple places on this screen where the
employee performs an action, such as clicking a button or link, to accesses the
information you attach. The system retrieves the information which displays on
another screen or in a window. These link or event buttons include:

= POPEN: Selecting the category. The information displays before the screen
displays with all the plans for that category.

= PUSHI1: Chooses an icon in the upper right corner of the plan screen for a
category.

PUSH2: Chooses an icon in the upper right corner of the plan screen for a
category.

= DCLICK: Chooses an option on the plan line that is available for the category.
This can be set up for each plan line within a category and for all categories.

For Enter Time, Change Address, and Change Participant Information, the
employee views information you attach on the screen for that program. There is an
Access Type field in each of these self service options.
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Examples

For Change Participant Information, you can attach information for both the
Participants by Employee- ERM screen and for the Participant Information - ERM
screen using PUSH1-NSF.

The Change Federal W-4 program uses PUSH1-NSF on the initial screen. This
program also uses the PUSH2-NSF and PUSH3-NSF events for the second and third

program screens, respectively.

POPEN Example

2-18

This first screen in this example displays the category of plans. When the employee
clicks Next, the second screen displays with the information you set up for the
flexible spending account category in the POPEN event. In example a POPEN for
the MEDICAL category, the information displays before the screen that displays the
category of MEDICAL plans.

£ 0833455 Select Benefits E]@1
-

Options  Help

ORAC LE JD Edwards World

Open Enrollment

Employee Number 15423 Vandercleet, John W, Elected Total el
Effective Date @1/01/2003

Double-Click on Flan Line below for More Information
Highlight Line & Choose Options to Display or Change

WISTOM - One Election Is Required

Plan Description Anount 3
VISIOME Yision - Basic - Employee 1.56- 19
WISIONEL |Vision - Premium - Emploues Elected 3.05-

WISTONEE |Decline Yision

Frevious View New Selections Next
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@ SP_Announcement.Doc - Microsoft Word uw

I File Edit View Insert Format Tools Table Window Help Type a question for help
BT 00 @ dimed i oA
-

AN A

Bl

[NOTICE for SPENDING ACCOUNT PLANS

If vou elect a spending account plan you will need to enter an
amount. This is not the annual amount but rather the amount
to be deducted from vour payvcheck each pay period prior to
tax deductions. Please complete your planning projections and
calculations carefully.

E‘ B (== (¢ m 2]

Page 1 Sec 1 11 I st b iy g bdos Bl REC TRK EXT OvR 133 J

PUSH1 Example

The first screen in this example displays the list of plans for the medical category.
When the employee clicks Guide for Benefits, the second screen displays the
Medical Insurance Guide document. Using PDF documents allows you to include
large documents for employees to review.
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£ 0833455 Select Benefits M=) <

Optiohs  Help

ORACLE b Edwards World

Open Enrollment
Employee Number 15423 Vandercleet, John W, Elected Total
Effective Date @1/01/2008

Double-Click on Plan Line below for More Information Bih fior ERae(iEs |

Highlight Line & Choose Options to Display or Change Baripne Feie

MEDICAL - One Election Is Required

Flan Description Status Amount  JE5
MED Medical - Employee Only 9,75 it
HED+F A Hedical - Employee & Family 15. 60-
MED+OHE Medical - Employee + One 12.00-

HEDOO Decline Medical

Preuious View New Selections Next

EZ Acrobat Reader - [Medical_Insurance_Guide.pdf] alglzl
@ File Edit Document Tools Yiew Window Help ;Iilil
EEELE Y YE IR R G 5
[afe - @B OEE|D-

|4

Bookmarks

MEDICAL INSURANCE GUIDE
Helptul Information about the Medical Insurance Industry and Tips for
Selecting Insurance Plans that meet Your Interests and Needs

Thumbnailz

|=

)W <101 kM asxiiin |0 H 4 4]

PUSH2 Example

The first screen in this example displays the list of plans for the medical category.
When the employee clicks Compare Rates, the second screen displays a spreadsheet
with rate comparisons.
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£ 0833455 Select Benefits mE =]

Optiohs  Help

4.

ORACLE b Edwards World

Open Enrollment

Employee Number 15423 Vandercleet, John W, Elected Total
Effective Date @1/01/2008

Double-Click on Plan Line below for More Information Bih fior ERae(iEs |

Highlight Line & Choose Options to Display or Change Baripne Feie |

MEDICAL - One Election Is Required

Plan Description Anount 3
MED Medical - Employee Only 9,75 it
HED+F A Hedical - Employee & Family 15. 60-
MED+OHE Medical - Employee + One 12.00-

HEDOO Decline Medical

Preuious View New Selections Next

Ed Microsoft Excel == |

JE\|E Edit View Insett Format Tools Data ‘Window Help |

ma

DEHa S |saia|lo-|a=xss a2
i

| aria -1ov|111g|

E20

i SampleX-Cel.xls ” =10 =]
A B € D E F G | T =

;: SAMPLE MEDICAL RATE COMPARISON SHEET

7

& Tyge of Plan Cnverage Blue Cross | Prudential HMO FHP Cigna

S Employee + One Co-Pay $10.00 $5.00 $20.00 $10.00 $5.00

E Deductible $50.00 $50.00 $100.00 $0.00 $100.00

1? Employee Cost $18.00 $14.93 $22.50 $16.47 $21.90

E Employer Portion | $155.00 $175.00 $200.00 $190.00 $200.00

14

L A N e e
2 5|W| || ;|| & W 0| =[S (w0~ @

=l
far}
o
(=8
=

1 o

DCLICK Example

The first screen in this example displays the list of plans for the medical category.
When the employee double clicks on the MED plan line, the second screen displays
the document with specific plan information. When the employee double clicks on
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the MED+FAM plan line, a different document displays with specific plan
information. You can set up information for each plan line. If you do not set up
information for the plan, a window displays stating there is no information set up
for that plan.

£ 0833455 Select Benefits L:.JLE.'.]K{
-

Options  Help

ORAC I_E JD Edwards World

Open Enrollment

Employee Number 15423 Vandercleet, John W, Elected Total
Effective Date @1/01/2003

Guide for Benefits |

Double-Click on Flan Line below for More Information
Highlight Line & Choose Options to Display or Change

Compare Rates |

MEDICAL - One Election Is Required

Plan Description Anount 3
MED Medical - Employee Only 9.75- &
MED-+FAM Medical - Employee & Family 15.00-
HED+OME Hedical - Employee + One 12.00-

HEDOO Decline Medical

Frevious View New Selections Next

€] http:/fjdehil1/Docs/Med.doc - Microsoft Internet Explorer =)<
File Edit View Insert Format Tools Table GoTo Favorites Help F

\_/‘, Back J @ @ ié p Search * Favorites E‘; B X :; ﬂ |_‘J ﬂ é% ‘ﬁ
address (] http:,/fidehil/Docs/Med.doc [v] B
Links @ Customize Links @ Free Hotmail @ RealPlayer @ Windows @ Windows Media

i Final Showing Markup = Show = | 53 2} v - %} - | (@ ¥ - | 53 | & ﬁ

@ Unknown Zone

PUSH1-NSF Example

The first screen in this example displays the time entry screen. When the employee
clicks the Payroll News button, the second screen displays with the information you
set up.
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< 0611215 Enter Time M=) <
Optiohs  Help B
ORACL € J Edwards World

)

Time Entry

Employee Mumber 15423 Yandercleet, John W. Hours

Date Worked Labor Speed Entry LS Amount

Payroll News |
Highlight Line and Choose Options to Delete or Cancel
Ewmail Payraoll |
Summary Detadl (1)
Tupe
of Time Date Worked Conment
Q)
Q@
2
=]
@
Q
@
=]
=]
Q
@
Q@
App roue
€] http:/fjdehil1/Docs/TEInfo.doc - Microsoft Internet Explorer =] X |
File Edit View Insert Format Tools Table GoTo Favorites Help ﬂ.
1 P, 4 . — o T ay
O O RNREG| Pmodrom @M% 7 LKA S
address [&] http:fidehi 1Docs/TEInfo.coc x| Be

Links a Customize Links a Free Hotmail -@ RealPlayer a Windows a Windows Media

! Final Showing Markup ~ + Show = | ¥} 23 v - ¥} - |13 ¥ - | Q|§ !
T SRS BRI AR R B a

[Time Entry Announcement

You can provide information vou want vour employvees to see

while thev are in the process of entering their time. Createa
button title in ‘PC/Web Information Set Up® that defines or
gets their attention. Remember this information can also be in
the form of a spreadsheet or website.

BB | m

Unknown Zone J

Change Federal W-4 PUSH2-NSF Example

The first screen in this example is the second screen of the Change Federal W-4
program. When the employee clicks Deduction Worksheets, the second screen
displays the information you set up.
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£ 060155 Change Federal W-4 =1

4.

Help

ORACLE b Edwards World

Deduction Warksheets Enter or change all required (%) or
appropriate fields and press
ENTER/ 'Next'.

Calendar Year: 2007 To print or email your current W-4
HEW W-4; press ENTER or 'Next'.

Employee Number: 15423  John W. Wandercleet

5. Total number of allowances you are claiming {from Personal Allowances
Warksheet, Line H, or from Deduction and Adjustments and Two-Earner
fTwo Job Worksheets, if they applu). mo\x

b. Additional amount, if any, uou want to withhold from each paycheck.

7. Click on the box next to the items below that apply to you!
Last year, did you have a right to a refund of ALL Federal Income Tax
withheld because you had no tax lishility?
This year, do you expect a refund of ALL Federal Income Tax withheld
because you expect to have NO liability?
If you answered 'Yes' to two guestions aboue, do you want to claim
exenption from withholding for 2007 7

Previous Hext

€] http:/fjdehil 1/Docs/W4%20Worksheets%202%208%203.doc - Microsoft Internet Explorer =] X |
File Edit View Insert Format Tools Table GoTo Favorites Help a.

.\_)Back \_,J @ @ :/h pSearch \“';\S"Favcrmes e} 8' :__\; 2] |_J ﬁ é% .ﬁ

Address ‘@ nttp:/fidehil 1/Docs 4% 20Worksheets % 2029206203, doc M Go
Links @ Customize Links @ Free Hotmail @ RealPlayer @ Windows @ Windows Media

EF\naI Showing Markup - Show~ | Q} '?/} ﬁ' ~ 7.‘;} Z | i 22 - | i ] | E ﬁ

e e I

Form W-4 2005} Fage 2
D ions and Adj Worksheet
Use this workshest anly if you plan to itemize deductions, claim certain credits, or claim adjustments to income on your 2005 tax retum.
Enter an estimate of your 2005 itemized deductions, These include qualifying home mortgage interest,
charitable contributions. state and local taxes, medical expenses in excess of 7.5% of your income, and
miscellaneous deductions. (For 2005, you may have to reduce your itemized deductions if your income
is over $145.950 (672,975 if mamied filing separately). See Worksheet 3 in Pub. 919 for details) . . . 1 $
$10,000 if married filing jointly or qualifying widow(er)

2 Enter: ¢ $ 7,300 i head of household -
$ 5.000 i single or married filing separately
- 3 Subtract line 2 from line 1. If line 2 is greater than line 1, enter *-0-" . . . . . . . . . . . 3 3
4 Enfter an estimats of your 2005 adpstments 1o income, including alimony, deductible IRA cortributions, and student boan interest 4 3
- 5 Addlines 3 and 4 and enter the total. {Include any amount for credits from Worksheet 7in Pub. 919) , & 3
- 6  Enter an estimate of your 2005 nonwage income (such as dividends or interest) 6
g 7 Subtract line 6 from line 5. Enter the result, but not less than “-0-" . . PR T
. 8 Divide the amount on line 7 by $3,200 and enter the result here. Drop any fraction . 8 M
@ Enter the number from the Personal Allowances Worksheet, line H, page 1 . P B
= 10 Add lines 8 and 9 and enter the total hera. If you plan to use the Two-Eamer/Two-Job Worksheet, also @
enter this total on line 1 below. Otherwise. stop here and enter this total on Form W-4. line 5. page 1 , 1 5

Twin.Earnar Twn.. Inh Waorkchaat [Sea Twn aamers/fun iohe nn nans 11

= = m
@ Unknown Zone

Change Federal W-4 PUSH3-NSF Example

The first two screens in this example illustrate the first and third screens of the
Change Federal W-4 program. If an employee completes the checkbox for question 4
on the Change Federal W-4 screen, the Acceptance screen displays with Soc Security
Website button. The employee can click Soc Security Website to access the third
screen in this example, which is a URL you set up.
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£ 060155 Change Federal W-4 [ =1

4.

Help

ORACLE b Edwards World

Allowances Worksheet | Enter or change all required (%) or

appropriate fields and press
EMTER/ ‘Mext'.

Calendar Year: 2007 To print or email your current W-4
press ENTER or 'MNext'.

Email HR |

HEW U-4:

Employee Number: 15423

1. Name and Address:
MNawme - First, Middle Initial, Last John W, Vandercleet
Home Address Line 1 2837 E. Redcliff Driuve
Address Line 2
City Denver
State .o
Fostal Code dgz2z3

2, Zocial Security Number: A6p-01-5423

3. W-4 Marital Status: L =N

NOTE: If married but legally separated, or your spouse iz a non-
resident alien, select 'Single’.
4, Click on the box 1if your last name differs from your last name on your

social security card. v Hext

£ 060155  Change Federal W-4 =od

A

Help

ORACLE 1 Edwards World

Calendar Year: 2007 Print or email your current or
HEW W-4: new W-4,

Employee Number: 15423 John W, Vandercleet

Under penalties of perjury, I declare that I haue examined
this certificate and to the best of my knowledge and belief,

it is true, correct, and complete.

¥ * I Accept
Click to submit ar approve form.

Your Request has been Submitted. |

Because your social security card does not have your current Legal name, you

must call 1 866 772-1213  to recieve a new card. Soc Security Uebsite

Previous Print Email Caopy Appraoue
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www_socialsec urity. gov About Us | Questions? -~ | ContactUs -~
: Mendsy Mar OE, 2007 15:52:14 Last updated March 1, 2007 £:55 FM
*Hew rules for getting a Social ressE o [_L = s ) :
Security number and cartIgF‘_"“- — Your Social Security records
e Req Your number & card | Your Statement
replacement
What you can do online 1w99online  Retirement

Apply for benefits here Plan your retirement | Calculate your benefits
= Qualify & apply | Already receiving benefits

Replace your lost. stolen or damaged

Medicare card :
Medicare

Request a Proof of Income letter Medicare Prescription Drug Plan | Other Medicare information
Change address/phone number R -
3 B Disability & SSI

Find a Social Security office Qualify & apply | Already receiving benefits

More anline services Ticket to Work | Adults disabled before age 22
Need help  piore disability information | SSI for people 65 and older
paying for

News prescription ) £ _

dmgs? Widows, widowers & other survivors

A

Commissioner Astrug’s statement on

@ Done

Anmlubacat  Renort adeathl Qualifv&aoolv

Search,

Login
Frequently Asked Questions

~ Choase Topic - ~

Information for:
The Press
Congress

Emgloyers
— Choose Other Group - v

Useful links

Business Services Online
Benefit Eligibility Screening Tool (BEST)

Carsers

h us
Libant Conial Conurindofimra. ...

# Internet

] Social Security Online - Microsoft Internet Explorer E]@
File Edit View Favorites Tools Help .!'
A 4 e
®, g Iﬂ Ig o |/ Search ‘_/ ¢ Favorites é“ - d > ij é% ‘3‘
address | ] http: 1.558.90v ] i a Go
Links @j Customize Links %} Free Hotmail @D RealPlayer @:E Windows @:E Windows Media
Government Pension Offset A
visi . h i by =
oA i3 Social SecuritvOnl P —
=l 2 C ty C Need P Other
= e "’ The Official Website of the U.S. Social ¥ Security Administration Languages

Optional Set up for Change Federal W-4

The Change Federal W-4 program allows great flexibility for the type of information
that you set up for employees to access.

This program does not provide the worksheets you normally associate with the
Federal W-4 form. However, you can provide access to a worksheet and other form
information using the PUSH1-NSF and PUSH2-NSF buttons. Additionally, you can
set up different information for employees to view on each of the three screens in
the program.

For example, you can set up the first screen with general information about using
the program, the IRS website, or the Personal Allowances Worksheet for the W-4
form. You might also choose to set up the second screen to provide access to all
three W-4 worksheets or only specific worksheets, for example Worksheets 2 and 3.

You can only use the PUSH3-NSF button on the third screen of the Change Federal
W-4. It provides access to the Social Security Administration website where the
employee can change their name if it does not match their Social Security card. The
button displays adjacent to the name difference warning after they approve changes
on the W-4.

About PC/Web Access Setup Processing Options

2-26

Instructions for PC/Web Access Setup, including descriptions to set up each key
field, are at the bottom of each set of processing options for each program. Access
the processing options from the Employee Resource Setup menu (GO8ESS). For
example, to access the processing options for Select Benefits, enter 14 on the
command line and click DW Processing Options (F18). The PC/Web Access Setup
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program accesses the processing option fields of each program for verification
during setup.

Note: JD Edwards World recommends that you do not change these
processing options. Other self-service programs access PC/Web Access

Setup.

Before You Begin

To set up PC/Web Access

Set up events using the Event Setup program.

Acquire documentation from medical, dental, insurance, etc. providers or create
your own documentation for your employees to review. You must place the file

in the Docs folder on the deployment server.

Do not change the processing options for any of the programs.
Do not change UDC tables 00/DO for documents and 00/JE for J Walk Events.

X_ | From Employee Resource Setup (GOSESS), choose PC/Web Access Setup

On PC/Web Access Setup, complete the following fields:

Event

Company

Country

Program Name
Version

JWalk Event

Access Type

Header Field Value
PC/Web Name&Path

Employee Self-Service Guide (Revised - January 15, 2007)
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.
< 08INFO PC/Web Access Setup mE =]
Tools  Help B

ORACL € J Edwards World
Document Email World Resaur
2 ® ? D+ 2 WEE Q
Field Sensitive Help BBINFO PC/lleb Rccess Setup
Display Error bMessage
Digp\ayFunctiDms He m
Exit Program Euent E Open Enrollment
Mo izl Company ooogy A Model Payroll Company
PN B Country W United States
Mext Evernt — E ] £
Sl St Program Mawme POS3345E Benefit Group Selections for Self Seruic
Version ZIDES3001 | Enrollment - Rules and Eligibility S
i] Access Header
P JIWalk Euent Type Field Header Field Yalue
[[rorEn | ooz wosesR  [WEDICAL
Subfile Field Mone Subfile Field Yalue |Nnt Applicable
PC/Web Name&Path  [Rnnouncement.doc
Button Title W
[[Posmz EWC YDSBGR  |WEDICAL
Subfile Field MNone Subfile Field VYalue |Not Applicable
PC/Web Mame&Path |SampLe>€cel.x15
Button Title W
[eusa | POF|  YDSBGR  [WEDICAL
Subfile Field SFPLAN  Subfile Field Walue |Nnt Applicable
PC/Web NamedPath  [Medical Tnsurance Guide.pdf Q
Button Title lm Y
F3=Exit Fd=Detail F7=Error F24=Mare Keys =1

Field

Explanation

Event

Company

Country

Program Name

This is a "Generic" Status Code used by the
HR Application. Examples of where/why it
is used are as follows: Plan Master Rates
(P083203). Uses it to flag "Active" or
"Inactive" rates associated with a given
Plan/Option.

The company number in which the

employee generally resides.
Screen-specific

Use this field to set up similar events for

various companies.

Enter a UDC (00/CN), for the country.
Screen-specific

Use this field to set up similar events for

different locations of your company.

The identification, such as program number,
table number, and report number, that is
assigned to an element of software.

2-28
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Field Explanation

Version A user-defined set of specifications that
control how applications and reports run.
You use versions to group and save a set of
user-defined processing option values and
data selection and sequencing options.
Interactive versions are associated with
applications (usually as a menu selection).
Batch versions are associated with batch
jobs or reports. To run a batch process, you
must choose a version.

JWalk Event Enter a UDC (00/JE), for the type of event.

Screen-specific

For example, choose POPEN, PUSH1,
PUSHE 2, DCLICK, and so forth.

For Enter Time, Change Address, and
Change Participant Information, enter
PUSH1-NSF.

For Change Federal W-4, enter PUSH2-NSF
or PUSH3-NSF.
Access Type Enter a UDC (00/DO), for the type of
document.
Screen-specific
For example, choose a document,

spreadsheet, PDF, and so forth.

Header Field Value Enter the benefit category for Select
Benefits. For example, enter MEDICAL,
DENTAL.

Subfile Field Value Enter the benefit plan for Select Benefits. For
example, enter MED, MED+FAMILY,
DENTAL.

PC/Web Name&Path This is where examples will be given as to
how the PC/Web Name and Path should
appear. At least one example will be given
for a document, spreadsheet and website.

Screen-specific
Enter the only the filename for the
documents employees access for benefits.
Button Title A 20 character generic description.
Screen-specific

Enter only letters for the title you want to
appear on the button.
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Setting Up Your Self-Service System

For each of the programs that employees access, there are additional setup
considerations you should perform on your system.

Select Benefits

Category Rules

You use category rules in the Self-Service programs in the same way as you use
them in the production environment. The description for the category rule displays
to the right of the category on the Select Benefits plan screen. You cannot set up
more than one plan with the category rule R (required). For Open Enrollment,
Retirement, and New Hire events, the system requires the employee to enroll in at
least one plan in each category. Using either category rule R or O (optional), the
system limits the employee’s choice to one plan for a specific category.

Default Plans Processing Option

For the Open Enrollment, Retirement and New Hire events, when you set the
Default Plans processing option to automatically enroll the employee in the default
plan, the employee must elect or change a plan. The employee cannot continue if
they do not elect or change a plan. For the Life Change and Other events, when the
employee clicks Cancel to exit, one of the following screens might display:

= Dependent or beneficiary screen displays if the default plan requires the
employee complete this information

= Option or amount window displays
= Plan screen containing the status of Elected.

The employee can either accept this plan or elect a different plan.

Process Ineligible Enrollment Processing Option
JD Edwards World recommends that you leave the Process Ineligible Enroliment

processing option set to 1. If you change the value to blank, this allows the system to
process ineligible enroliment and can make the approval process cumbersome.

Processing Options

See Enrollment - Rules and Eligibility SS (P08334SS)
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Plans with Options

¥\ | From Benefits Administration (G08B1), choose Plan Master Information

Plans with options cannot include an employee-only option. The system evaluates
the value in the Dependent/Benef field on the Plan Information screen to determine
whether the employee can enroll family members in the plan. You can set up
various dependent-level options, for example you can set up employee and spouse
or employee plus one dependent.

Dependents and Beneficiaries

¥\ | From Benefits Administration (G08B1), choose Plan Master Information

You must determine which plans require dependents and beneficiaries. You must
set the Dependent/Benef field on the Plan Information screen with a D for
dependent or B for beneficiary if you require employee to dependents or
beneficiaries with the plan. When an employee enrolls in a plan that requires this
information, the Select Benefits program displays the Dependent or Beneficiary
screen. The system requires they select a participant to continue.

Rates Based on Plans with Options

If you are changing the rates for the options for a new year, you can copy the current
year’s plan and change the name and description. For example, if the plan is EMP +
SP might be EMP + SPO. Additionally, you can:

= Add the year to the end of the description of each plan

=  Copy the options for the current plan to the new plan

= Increase the rates

= Add the new plan to the category for the appropriate benefit groups

= Provide employees with instructions for enrollment in the new plan
Eligibility

You cannot use eligibility rules which set the effective date prior to the enrollment
date in Open Enrollment with and other controlled events. The eligibility date
conflicts with the effective date of the event and causes unpredictable results.

Plan Descriptions

) From Benefits Administration (GO8B1), choose Plan Master Information

P

2-32 JD Edwards World, A9.1



Additional Setup Considerations

It is essential that you enter a concise description for each plan. While the
Description field on the Plan Information screen accommodates 30 characters, the
Select Benefits screen displays 28 characters of the plan description.

Enter Time

Restricted Pay Types for Employees Online

You must set up pay types in UDC 07/0P for the Online Pay Type field. You can
change the descriptions to suit your business need, however the screen displays 15
characters. You must include pay types in Labor Distribution for employees in this
UDC.

Load Pay Type Description Processing Option
JD Edwards World recommends you leave this processing option blank so
employees or their approving manager can enter comments. If you enter a value of 1

in this processing option, the pay type description displays in two places on one line
for each time record and employees cannot access the Comment field.

Processing Options:p

See Time Entry By Employee (P061121S)

Labor Distribution

If you set the Automatically Split Time Based on Labor Distribution processing
option to 1, the Labor Speed Entry button displays on the time entry screen. When
the employee exists in the Labor Distribution program, the employee chooses a Date
Worked in the header of the Time Entry screen, clicks Labor Speed Entry, and the
system splits and enters their hours as follows:

= For the % (percentage) method of distribution, a window displays for the
employee to enter the total number of hours worked. After the employee
approves their time entry, the system distributes the hours which display on the
Time Entry screen.

£» 06LDH Labor Distribution Pay Period

Functions Tools Help

A )q

gegs 2 5

Labor Dist. Method = Percentage
Enter Pay Period Hrs: LT |
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< 0611215 Enter Time M=) <
Optiohs  Help B
ORACL € J Edwards World
)
Time Entry
Employee Mumber 15421 Zimms, Lucille 2, Hours 46,08
Date Worked Labor Speed Entry LS Amount
Payroll News |
Highlight Line and Choose Options to Delete or Cancel
Ewmail Payraoll |
Summary Detadl (1)
Tupe
Hours Date Worked Conment

Reqular ]| 27.60 [3/09/07
Regular @] 18,40 03/09/07

2

=]

@

Q

@

=]

=]

Q

@

Q@

Delete HU.I Print I Email Copgl App roue |

= For the H (hours) method of distribution, the system enters the hours on the
Time Entry screen.

£ 0611215 Enter Time =] <
Oplions  Help =
ORACLE ub Edwards World
x)
Time Entry
Employee Mumber 15422 Lucenzio, Mario B. Hours 40, 08
Date Worked Labor Speed Entry L2 Amount

Payroll News |

Highlight Line and Choose Options to Delete or Cancel
Email Payroll |

Summary Detail [l

Hours Date Worked Comment
03/09/07
03/80/87

LRLPLDL DD L0

Delete ALL Print Email Caopy Approve

View Vacation-Sick)

The View Vacation-Sick program is very flexible and allows management to set up
all four types of accruals. Managers limit which accrual types employees view by
entering accrual types in UDC 07/S5. They can also enter a concise description for
the accrual type. This program uses pay types and Dependent Beneficiaries Accruals
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for accruals as they are setup in the Payroll Month PDBA Summary History (F06146)
and Fiscal/Anniversary Year History (F06147) files.

07/S5 UDC Table

This UDC table includes the V (Vacation Hours) and S (Sick Hours) accrual types.
Do not delete or change the blank record at the beginning of this table as this record
allows the system to include more than one vacation or sick hour accrual in the
balance for each employee to view. It also allows Payroll managers to add other
accrual types to the UDC. Additionally, the Accrual Type for Employee Self-Service
field works in conjunction with this UDC. You can change the description of this
field or delete it from the UDC table.

View Vacation-Sick Processing Options

The View Vacation-Sick processing options (P06093S) include additional
information on the last screen for setting up PC/Web Access Setup for this program.

Processing Options

See View Vacation-Sick (P06093S)

Change Address

You can set up your system to retain the former address of an employee in your
system when the employee changes their address or the address of a family
member. Choose the Address Book Constants on the Address Book Setup menu
(G0141) and enter 1 in the Address by Effective Date field. After you upload the
approved employee requests for address changes, choose the Effective Address
Update on the A/B Advanced & Technical Operations menu (G0131). Run a version
with a run date beyond the last effective upload date in Address Approval. The
system prioritizes the address records for these employees so the most recent
address displays.

If you clear this constant or enter 0, only the current address record for each
employee and family member exists in your system.

Change Participant Information

You can set up your system to have an additional text window display when the
employee adds a participant. This window displays when the employee clicks Add.
The employee must review the message and close the window to enter information
about the new participant. You must set up this window within J Walk files. See the
Self-Service Configuration Guide for more information.

Additionally, you can use the processing option to display full or partial details on
the form.

Processing Options

See Dependents/Beneficiaries Assignment (P08336SS)
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Federal W-4

You can verify UDC 07/W4 for Marital Status and set the processing options for the
following three W-4 programs.

Change Federal W-4 UDC

UDC 07/W4 for Marital Status is set up for the Change Federal W-4 program and
the values and descriptions match those on the 2007 Federal W-4 Form. You should
change these only to comply with Federal changes.

Change Federal W-4 Processing Options

You specify the year for the W-4 form employees’ view and change using the
Change Federal W4 (P0601SS) processing options. Additionally, you can enter the
phone number for the Social Security Administration in the processing options.

Information regarding PC/Web Access Setup is available at the bottom of the
processing options.

Processing Options

See Change Federal W4 (P0601SS)

Federal W-4 Approval Processing Options
When you upload approved employees request for changes, the system updates the
Federal W-4 Master File (F06303). Enter 1 in the Files to be Updated processing

option and the system updates the Employee Tax Exemptions/Overrides file
(F06017) with the employees’ requests.

Processing Options p

See Federal W-4 Approval (P0601AP)

Federal W-4 Inquiry/Maintenance Processing Options p
Use the Federal W-4 Inquiry/Maintenance processing options to control the
following:

= QOperation Available to User. Enter 1 to allow users to use the Add and Change
options on the Change W-4 screen.

=  Current Phone Number for Federal IRS. Enter the Social Security
Administration phone number and the phone number prints on the report the
employee generates.

= Printed Report. Enter 1 to add questions 8 through 10 and company information
on the W-4 report.
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Processing Options

See Federal W-4 Inquiry/Maintenance (P06303)
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Overview to Using Employee Self-Service

Using Employee Self-Service consists of the programs that employee’s use on the
Employee Resource Online menu (GO8ESSIW) to perform the following:

= Change Federal W-4 information

= Change address information

=  Enter time records

= Choose Benefit plans

= Add a participants

= Change information for existing participants

= Track vacation balances, sick balances, or other accrual information.

The screens in Employee Self-Service include buttons for various employee options.
They include:

= Email HR: The employee can send an e-mail to the e-mail address, usually the
HR Manager, set up in Event Setup.

= Print: The employee can print a list of their choices or entries. See Appendix A
for a sample.

= Email copy: The employee can send an e-mail, which includes a list of their
choices or entries, before and after they confirm their choices.

Additionally, the employee can access Payroll News and view information the HR
requests for that Self-Service program.
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About Selecting Benefits

The employee accesses a variety of screens and windows using the Select Benefits
programs. The screens and windows vary depending on which benefit the employee
accesses, whether the plan includes options, and if the employee wants to include
dependent/beneficiary information.

JD Edwards World recommends that you run the Benefits Setup File Download
after management approves and uploads data from each major enrollment event.
An Open Enrollment period might last for several weeks. If an employee incurs a
life event during the Open Enrollment period, they can use the Life Change event to
enter their requests. The HR Manager can approve and upload the individual
request without affecting their Open Enrollment as long as the effective date is prior
to the Open Enrollment effective date. However, the HR Manager must not
download benefits data or it overwrites all data in the temporary files. JD Edwards
World recommends that you set the date range for the Life Change event to an
extensive period of time, for example from the beginning of a financial quarter to the
end of the financial quarter, which allows Open Enrollment and Retirement to
overlap this date range.

Choosing Categories

The Category screen includes all of the categories from which employees can choose
in their benefit group. For the Open Enrollment, Retirement, and New Hire events,
the system enters the effective date in the header from the Event Setup file
(FOBEVNT). For the Life Change and Other events, the employee must enter an
effective date or choose one from the calendar.

To make selections for Open Enrollment, Retirement or New Hire events, the
employee clicks Start. For the Life Change or Other events, the employee clicks the
category, such as MEDICAL, to make changes to plans.

This screen also includes the following buttons:

Email HR: The employee can send an e-mail to the e-mail address, usually the HR
Manager, set up in Event Setup.

View Current Elections: The employee can access the Current Elections screen
.which displays current (active) plan enroliment for the employee.

View/Approve Selections: For Life Change and Other events only, the employee
can review their elections and then proceed to confirm their benefits.
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Choosing Plans

Employees use the Plan screen to review, choose, change or stop enrollment in a
plan.

When an employee is currently active in a plan, the Status field contains the value of
Active. Additionally, if the plan includes an option, the Option field contains a
value. If a plan is set up as the default plan, the Default field contains a value.

If you attach information for this plan, such as a medical insurance documentation,
the employee can access the information from this screen.

If you set up category rules, One Election Required (R) or One Election Optional (O)
display next to the category. The employee must choose only one plan when the
category rule is R. For Open Enrollment, Retirement, and New Hire events, the
employee cannot continue through the benefit selection process if they do not
choose a plan or choose too many plans.

The Plan Screen displays directions and error messages in the center of the screen to

aid employees through this process. When the employee clicks on the error message,
another screen displays with an explanation and the resolution. The employee must

resolve the error to continue through this process.

The Plan screen also includes the View New Selections button for the employee to
review a list the changes and new plans they choose during this benefit selection
process. The View New Selections screen contains only the most recent choices,
unless the employee chooses a plan that requires dependents or beneficiaries. The
employee can view the new election after they choose another benefit on the next
Plan screen. For example, the employee chooses an employee-only medical plan and
continues by choosing a dental plan. When the employee clicks View New
Selections, only the medical plan displays on the View New Selections screen. The
medical and dental plan do not display until the employee chooses another benefit.

There are several windows the employee can access from the Plan screen. When the
employee chooses the Display Information option, a window displays with all of the
employees prior and current enrollment information for this plan. If the employee is
not active in a plan, the window displays with no data in the fields. When the
employee elects a plan with no options or payroll deductions, the Status field for
that plan changes to Elected. When the employee elects a plan with options and
payroll deductions, a window displays for them to choose options or enter payroll
deduction amounts. When the employee elects to Re-Enroll or Change Enrollment
for a plan in which they are currently active, a window displays for them to verify
the prior dates of enrollment and the new beginning date of enrollment. When the
employee chooses Stop or End Plan, the Status field changes to Stopped for that plan
in which they are currently active.

Choosing Participants

34

When the plan requires a dependent or beneficiary, the Dependent or Beneficiary
screens display. The employee must enter or choose at least one dependent or
beneficiary and confirm the information before they can continue. If the employee is
currently active in the plan, the screen displays all of the employee’s participants. If
an employee has recently entered a new participant using the Change Participant

JD Edwards World, A9.1



Selecting Benefits

Information program and the data in the production files is not current prior to the
employee accessing events, this participant does not display in the list.

On the Dependents screen, the employee can click Select ALL Dependents or they
can select them one at a time. The system enters a checkmark to indicate a
participant’s enrollment.

For beneficiaries, the employee must confirm or change each beneficiary and
complete the Beneficiary Type and Percentage Allotted fields.

Making Changes

The employee can make changes anytime prior to the end of the benefit period.
When the employee elects a plan and returns to the Category screen, they can
continue to access that category of plans. If they want to make changes to options or
amounts for a plan that they chose, such as adding an option or changing an
amount, they must elect the plan again and make the changes.

When the employee elects a plan and then wants to elect a different plan, they must
choose Stop or End Plan for the first plan and then elect a different plan. For Life
Change or Other events, the employee enters the same category to elect a different
plan. For Open Enrollment, Retirement, and New Hire events events, the employee
must return to the Plan screen from the Confirmation screen. If the employee wants
to re-enroll for a plan and make changes to an option or an amount, they can do so
from the Plan screen.

The employee can access the Plan screen from the Confirmation screen if they want
to make any changes. If the employee confirms the plan on the Confirmation screen,
they must Re-Enroll or Change Enrollment to change options, payroll deductions, or
to choose a different date.

Confirming Benefits

The Confirmation screen lists all of the plans the employee elects or changes and the
participants they chose for each plan during this benefits event. After confirming
and exiting benefit events, when an employee accesses the Plan screens and uses the
same effective date, all elections display as Active.

The employee can access the appropriate screen, from the Confirmation screen, to
make changes to plan elections or participants if necessary.

For the Open Enrollment, Retirement, and New Hire events, the employee clicks
Next or Previous to save their choices and return to the Confirmation screen. Life
Change or Other events, the employee must click Cancel to save their changes and
return to the Confirmation screen.

This screen also includes the following buttons:
Print: The employee can print a list of their choices. See Appendix A for a sample.

Email copy: The employee can send an e-mail, which includes a list of their choices,
before and after they confirm their choices.

Submit for Approval: The employee submits their choices for approval.
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Accepting Benefits

The Electronic Signature Acceptance window displays when the employee submits
their choices for approval.

When the employee clicks | Accept, the system includes the event, employee
number, date, and time of acceptance in the electronic signature. The system saves
the employee selections in the temporary files and creates a confirmation number
for the employee and their choices. The system stores the confirmation number,
time, date, and other markers with each record verifying the employee’s choices.
The Confirmation screen displays and the employee can print or send an e-mail of
benefit selections which includes the confirmation number.

If the employee clicks Previous, the Confirmation screen displays.

What You Should Know About

Electronic Signature It must be clear to the employee when they are entering into
Requirements an agreement with the company.

The employee must have the ability to access a hard copy and
electronic copy of their agreement.

You must provide storage of the employee’s choices.

You must be able to access the records you store of employees’
choices, make them available at the employee’s request, and be
able to view them for comparison. You can access the records
using an inquiry program or World Writer versions.

Accessing Benefits Screens

3-6

There are several ways for employees to move between the benefit screens,
depending on the screen and the event. Prior to moving to another screen, the
employee should click Enter if they want the system to save their choices.

The employee can click Exit on the Plan screens and the Category screen displays.
When the employee clicks Cancel to exit the Category screen, a warning displays
that the system does not save elections when they close the program.

For Open Enrollment, Retirement, or New Hire events:

=  When the employee clicks Next on the Category screen, the last Plan screen
displays.

=  When an employee makes a choice on the Plan screen, the system saves the
choices prior to:

= Clicking Next, which displays the next available plan or the New Changed
Elections screen.

= Clicking Previous, which displays the Category screen.

= Clicking Exit on the Plan screen does not save their choices and the Category
screen displays.
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For Life Change and Other events, when the employee makes plan elections and
then clicks Exit to close the Category screen, a warning displays that the system does
not save elections when they exit the program.

When the employee confirms their choices, the Confirmed Elections screen displays.

Note: JD Edwards World does not recommend that you exit Select Benefits
by clicking Close (the X in the upper right corner of the screen). A window
displays warning the user the session will end. Clicking Yes ends the
benefits session.

To select benefits

Following is an example of a current employee selecting medical and dental
benefits.

1. On Benefit Selection Event, choose an event (Open Enroliment).

< OBENTR Benefit Selection Event ...
Help

i

ix:

Enter Eventfor Benefits:

Life Change
Mew Hire
Open Enrallment
Other
Fetirement

2. On the Category screen, perform one of the following:
= To review current benefits, click View Current Elections.
= To send an e-mail to the HR manager, click Email HR.

= To begin benefit enrollment, click Start.
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£ 0833455 Select Benefits

M=%

4.

Help

ORACLE b Edwards World

Open Enrollment

Effective Date 01/01/2003

Employee MNumber 15126 Cane, Phillip R

Elected Total

18.30-

Selection Order

MEDICAL
DENTAL
LIFE
YISION
SPENDING

Press Start | to Begin

Wiew Current Elections

B3/89/87

Email HR

The Current Elections screen displays with the employee’s current benefits.

£ 0833455 Select Benefits

J=|

Help

ORAC LE JD Edwards World

Life Change
Employee Mumber 15424
Effective Date 05/01/2007

Total Ewmployee Cost

Current Elections

Ming, Lee W,

Per Pay Period

Press Cancel to return,

Listed below are the plans currently enrolled in with HR.

DENTHL Dental - Employee

MEDICAL Medical - Employee

An e-mail editor displays to send an e-mail to the HR manager.
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2 Insert Subject text here - Message L__JL[;JW
I File Edit View Insert Format Tools Table Window Help Type a question forhelp = X
iidsend | [ - |6 B8 8 | ¥ | (] options. ~ |HTML b
i To... ‘James‘Smimk@comcast.net |
Wee.. | |
Subject: ‘Insart Subject text here |
= = NI N | ] ECHC - A .o W = =

Insert body of text here

«O»E

The Category screen displays to make benefit selections.

3. On the Category screen, click MEDICAL.

< 0833455 Select Benefits M=) <
Help il
ORACL € Jp Edwards World
URL

¥ &

Life Change Elected Total R

Employee Mumber 15424 HMing, Lee W.

Effective Date ] 7]

Click to Vigw Plans

MEDTGAL
DEWTAL
WISTON

Email HR

View Current Elections

03/89/07

VieufApprove Selections

4. On the Plan screen, perform one of the following:

= Choose a medical plan, right-click and choose an option to elect, change or
stop enrollment.

= Double click a line for more information or choose a medical plan, right-
click and choose Display Information to review additional plan information.
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£ 0833455  Select Benefits L:J[E'Jﬁ‘
Optiohs  Help \"T
ORACL € ub Edwards World e
%)

Open Enrollment

Employee Number 15126 Cane, Phillip R. Elected Total 18.38-
Effective Date @1/01/2008

Double-Click on Plan Line below for More Information HHAT oy B ‘

Highlight Line & Choose Options to Display or Change

Compare Rates ‘

MEDICAL - One Election Is Required |

Status Amount &3
Active 9.75-

L2 P Elect Plan
HEC+FAM  [Hed 15. 0~
WED+ONE | Med ReEnrall ar Change Enollment 12.00-
HEDDD Dec Display Information
Stop or End Plan
£
Preuious View New Selections Next

The Dependent and Beneficiary screens display with current dependents and
beneficiaries.

5. On the Dependent screen, perform one of the following and click Approve:
= Click YES to select all dependents
= Click the Elect field for each dependent.
= Double-click the Elect field to exclude the dependent.

The Elect field contains a checkmark to indicate the participant is a dependent
or a question mark to indicate they are not a participant.

~
< 08334SD  Select Benefits M=) <
Help il
ORACL € Jp Edwards World
URL

Open Enrollment Dependent Selection

Employee Mumber 15126 Cane, Phillip R.

Plan DEM+FRHM Dental - Family 2007

Flan Option FAM EE plus family

Effective Date 01/01/2008

Select ALL Dependents | Yes |

neficiary

H Relationship Plan Plan Option Elect
Cane, Melissa B. Spouse DEN+FRM  [FAH ~
Cane, Isabelle 5. Child DEW+FAM [FAH ¥
Thomas, Alice P. Parent 7

Exit Approve
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6. On the Beneficiary screen, perform one of the following:
= Click the Elect field for each beneficiary.
= Double-click the Elect field to exclude the beneficiary.

The Elect field contains a checkmark to indicate the participant is a beneficiary
or a question mark to indicate they are not a beneficiary.

7. Complete the following fields for each beneficiary and click Approve:
= Relationship
= Beneficiary Type
= Percent Allotted

£ 0833458 Select Benefits L:J[E'.]Ef
Help il

ORACLE sEdwards World

Open Enrollment Beneficiary Zelection

Employee Mumber 15126 Cane, Phillip R
Plan LIFE Life Insurance Plan
Plan Option

Effective Date B1/01/20088

2
Cane, Helissa B.
Cane, Isabelle 5.
Thamas, Alice P. Parent

Exit Approve

8. On Approval Acceptance, click Yes to confirm dependents and Beneficiaries.

£ Approval Acceptance w

=

Hauve all the Dependents/Beneficiaries

been selected for this plan?

Yes Mo

The Plan screen displays containing changes or new information.
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< 0833455 Select Benefits M=) <

Optiohs  Help

A

ORACLE 1 Edwards World

Open Enrollment

Employee Mumber 15126 Cane, Phillip R. Elected Total 16,30~
Effective Date 01/01/2003

Guide for Benefits

Double-Click on Plan Line below for More Information

Highlight Line & Choose Options to Display or Change e ‘

MEDICAL - One Election Is Regquired |

HED Medical - Employee Change
HED+FAM Hedical - Employee & Family
MED+OMHE Medical - Employee + One
HEDOA Decline Medical

Previous View MNew Selections Next

9. Click Cancel to access the Category screen and choose Dental.

£ 0833455 Select Benefits L:.JLE.'.]K{
<

Help

ORAC LE JD Edwards World

Life Change Elected Total atlafs Bl

Employee Mumber 15424 Ming, Lee W.
Effective Date

Click to Wiew Plans

MEDICAL
DEWTAL
WISTON

Email HR

Wiew Current Elections
03/09/07

View/Approve Selections

10. On the Additional Options window, choose a dental plan.
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& 080P  Additional Options Window ~ AOPT
Functions  Options  Tools  Help \‘/T

S
X
=3
p

Plan ID \=EGEGT Dental - Family 2007

Amount: £

FAH EE plus family 13.00-
ONE EE plus one §.00-

11. On Plan Information, confirm the information and click Approve.

£ 08DBAS  Plan Information
Hely i
Plan DEN+FRM Dental - Family 2007
Begin Date 01/01/08 Status Active
Ending Date Status

View Plan Options and Select:
Plan Option m G EE plus family

Exit Without Approval Approue

12. On the Dependent screen, perform one of the following and click Approve:
= Click Select ALL Dependents
= Click the Elect field for each dependent.
= Double-click the Elect field to exclude the dependent.

The Elect field contains a checkmark to indicate the participant is a dependent
or a question mark to indicate they are not a participant.

13. On Approval Acceptance, click Yes to confirm dependents and Beneficiaries.

£ Approval Acceptance

&)

Have all the Dependents/Beneficiaries

been selected for this plan?

Yes M

The Plan screen displays containing changes or new information.
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To continue choosing benefits access the Category screen and choose a category.

14. On the Plan screen, click View New Selections to review changes.

& 0833455 Select Benefits L&)
Help \,T
ORACLEJD Edwards World i

x|

Open Enrallment New/Changed Elections
Employee Number 15126 Cane, Phillip R
Effective Date B1/01/2088

Total Employee Cost 22,75~ Per Pay Period

Listed below are the plans you have elected or changed.

Press Cancel to return,

Benefit Category Benefit Pla cted

DENTAL T Bertal - Family T EA

Melissa B, Cane Spouse
Tsabelle 5. Cane Child
HEDICAL Hedical - Employee 9.75-

15. On the View New Selections screen, perform one of the following:
= To print a copy of the new selections, click Print.
= Tosend an e-mail of the new selections, click Email Copy.

=  To confirm choices and submit benefits for approval, click Submit for
Approval.

You can access the Confirmation screen by clicking Next on the last Plan screen
for Open Enrollment, Retirement, and New Hire events. You can access the
Confirmation screen for Life Change and Other events by clicking Approve on
the Category screen.

16. On The Confirmation screen, perform one of the following:
= Tochange plans or participants, right-click on a line and select Change.
= To print a copy of the new selections, click Print.
= Tosend an e-mail of the new selections, click Email Copy.

= To confirm choices and submit benefits for approval, click Submit for
Approval.
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£ 0833455  Select Benefits E]@1
7

Optiohs  Help

ORACL € Jp Edwards World i

)

Open Enrollment New/Changed Elections
Employee Number 15126 Cane, Phillip R.
Effective Date 01/01/2008

Total Ewmployee Cost 116.78- Per Pay Period

Highlight Line and Choose Options to Make Changes

t Pl

Dental - Family
Melissa B. Cane Spouse
Isabelle 5. Cane Child
LIFE Life Insurance Plan 5.98-
Melissa B. Cane Spouse
Isabelle 5. Cane Child
MEDICAL Medical - Employee 9.75-
SPENDING Hedical Spending Fcco 85,00
WISTON Vision - Premium 3.06-
]
Print Email Copy Submit for Approval

17. On the Electronic Signature Copy of Acceptance window, enter an e-mail
address to e-mail a list of the choices.

< Electronic Signature Copy of Acceptance

Help

JaE

Please enter the Recipient's e-mail address:

Melizsa. Cane@comcast.net

Send Return to Benefits

18. On the Electronic Signature Copy of Acceptance window, perform one of the
following:

= To print a copy of your benefit selections, click Print to Local Printer.
= To review your benefit selections, click View Report.

= To make changes, click Return to Confirmation Statement.

£ Electronic Signature Copy of Acceptance
Help i

Please click on an option to select.

Print to Local Printer Yiew Report |

Return to Confirmation Statement ‘
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19. On the Electronic Signature Acceptance window, perform one of the following:
= To accept benefit selections, click | Accept.

=  To return to the confirmation statement, click Previous.

£ Electronic Signature Acceptance
Help b

Do you authorize Human Resources to
update your records with the changes
you have made?

I Accept

Click "Previous" to view the

confirmation statement again.

iPrevicus:

3-16 JD Edwards World, A9.1



Entering Time

There are three screens or windows that the employee normally uses while entering
time. The employee must first choose the type of time entry in the Time Entry Event
window.

The Enter Time screen contains two different formats for entering and reviewing
employee time records. The employee can choose either the:

= Summary tab to display one time record per line.

= Detail tab to display the detail entry fields, such as number of pieces,
equipment, and so forth in several lines for one time record.

Additionally, the employee can access Payroll News and send an e-mail to Payroll
from this screen.

From the Enter Time screen, the employee can access a window containing a list of
values for the Type of Time field.

The first time the employee uses the Time Entry program, the screen does not
contain any data and the employee must enter the date in the Date field. JD
Edwards World recommends that employees use the pay period end-date.
Additionally, when employees use Labor Speed Entry for the first time, the
description in the Type of Time field does not display until they approve the time
records.

The employee must approve their time entry using the Electronic Signature
Acceptance Screen. When the employee accepts their time entry, the system saves
the record in a temporary file. The system creates a confirmation number which
includes the employee number, date and time. This confirmation number and other
electronic signature data verify the employee’s choices for this event.

To enter time

1. Choose the type of time entry in the Time Entry Event window. .
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o
-

£o OSENTR Time Entry Event - ERM  [5
Help |

Enter Eventfor Time Entry:

Bi-eekhy Tirme Entry
Time Entry
Manthly Tirme Entry
Semi-Monthly Time Entry
‘Weekly Time Entry

2. On the Enter Time screen, click Prompt for valid field values.

£ 0611215 Enter Time M=) <

Options  Help ]
ORACL € Jp Edwards World
®
Time Entry
Employee Mumber 15126 Cane, Phillip R. Hours
Date Worked 04715707 Lakor Spead Entry LS Amount

Payroll Hews ﬂ

Highlight Line and Choose Options to Delete or Cancel

Ewmail Payrall |

EummargWﬁgtaiE" B

Ll
of Time Hours Date Worked Conment

Q)
[e]

Prompt for valid field values |

=

paySysysysysysyays)

Approve

3. On the User Defined Codes Window, choose the type of time and click Ok.

& 810M User Defined Codes Window &4
Functions Options Tools  Help \DT
eiE ¢ Q

ONLP

o7 oF Online Pay Tupe
Skip To Code

Required: Do not change. 2
1 Regular
Loa Overtime
EC] Sick
[N Vacat ion
B Hol iday
999 Other PTO

3
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4. On the Enter Time screen, complete the following fields and click Approve:

=  Hours
=  Date Worked

Comment (optional)

£ 0611215 Enter Time L=_j[_|:_|_]§’i‘
Options  Help 7
ORACL € Jb Edwards World i
]
Time Entry
Employee Mumber 15126 Cane, Phillip R. Hours
Date Worked 04/15/87 Labor Speed Entry LS Amount
Payroll News |
Highlight Line and Choose Options to Delete or Cancel
Email Payrall |
i
Hours
Reqular 84705/07
Equip: Job Type: Job Loc:
Shift: Ttem; Fieces: Tax fi:
Subldgr:
Owvertime Q6 04706707 Special client needs
Equip: Job Type: Job Loc:
Shift: Ttem: Pieces: Tax fi:
Subldgr:
5. On Electronic Signature Acceptance, perform one of the following:
=  Click Accept and Return to return to the Enter Time screen.
= Click Accept and Exit to exit the Time Entry program.
[ ]

Click Previous to return to the Enter Time screen to make changes.

If you do not accept the records, the system does not save the time entry

records.

£ Electronic Signature Acceptance

3

Help

B8

Do you authorize Payroll to update
your records with the changes you
haue made?

RAccept and return RAccept with Exit

Click "Prewious" to return to

Time Entry.

iPrevious]

6.
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= Click Print to print a copy of the time records.

= Click Email Copy to send an e-mail with a copy of the time records to an e-
mail address.

= Click Delete All to delete all time records.

= Choose a ling, right click and choose Delete/Cancel to delete or cancel that
time record.

= Choose a line and make changes.

If you change, delete or cancel time entry records, you must click Approve to
approve the records.

£ 0611215 Enter Time =<
Options  Help b
ORACL € Jb Edwards World
URL

£

Time Entry

Employee Mumber 15126 Cane, Phillip R. Hours &6, 08

Date Warked Lahor Speed Entry LS Amount

Payroll News |

Highlight Line and Choose Options to Delete or Cancel

Email Payrall |

Summar |_4‘ Detail) B
Conment
[~ Regular responsibilities
Overtime | B.6E |Ba/B6/E7 Special client needs
Vacation =] — | |Out of Town - Family
Q DeletelCance!
@
Q@
2
=]
@
Q
@
=]
Delete HU.| Print | Emzil Copy Approve

To enter time using labor speed entry

1. Choose the type of time entry in the Time Entry Event window. .

< OBENTR Time Entry Event - ERM  [53)
Help 7

[

Enter Eventfor Time Entry:

Bi-veekhy Time Entry
Time Entry
Manthly Tirme Entry
Semi-Monthly Time Entry
Weekly Time Entry

2. On the Enter Time screen, enter date in the following field:
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=  Date Worked

£ 0611215 Enter Time =<
Options  Help 7
ORACLE ub Edwards World
URL

x)

Time Entry

Employee Mumber 15126 Cane, Phillip R. Hours

Date Worked Lahor Speed Entry | L2 Amount

Select the date from a calendar |

Payrall News

Highlight Line and Choose Options to Delete or Cancel

Email Payroll |

m@

of Time at ed Conment

LRLPEDODDE0 D

Approve

3. Click Labor Speed Entry.

=  Enter Pay Period Hours

4

£» 06LDH Labor Distribution Pay Period

Functions Tools Help

A

Labor Dist. Method = Percentage
Enter Pay Period Hrs: LT |

5.

On Labor Distribution Pay Period, complete the following field and click Enter.

The system distributes the hours appropriately and they display on the Enter

Time screen.

On the Enter Time screen, click Approve.
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< 0611215 Enter Time =) 2Bs
Optiohs  Help B
ORACL € J Edwards World
)
Time Entry
Employee Mumber 15421 Zimms, Lucille 2, Hours
Date Worked 03/89/07 Labor Speed Entry LS Amaunt

Payroll News |

Highlight Line and Choose Options to Delete or Cancel
Ewmail Payraoll |

Sunmary [Detail D
Tupe
of Time Hours Date Worked Conment
27 .60
18,40

SIS 0 0 D D 0

App roue

6. On the Electronic Signature Acceptance Screen, perform one of the following:
= Click Accept and Return to return to the Enter Time screen.
= Click Accept and Exit to exit the Time Entry program.
=  Click Previous to return to the Enter Time screen to make changes.

If you do not accept the records, the system does not save the time entry
records.

7

£ Electronic Signature Acceptance

4

Help

Do you authorize Payroll to update
your records with the changes you

haue made?

Accept and return Accept with Exit

Click "Prewious" to return to

Time Entry.

iPreuvious]

7. On the Enter Time screen, perform one of the following:
=  Click Print to print a copy of the time records.

= Click Email Copy to send an e-mail with a copy of the time records to an e-
mail address.

= Click Delete All to delete all time records.
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= Choose a ling, right click and choose Delete/Cancel to delete or cancel the
time record.

= Choose a line and make changes.

If you change, delete or cancel time entry records, you must click Approve to
approve the records.
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Changing Participant Information

Employees use the Change Participant Information program (P08336SS) to add
participants and change information about participants.

The Change Participant Information screen lists the employee’s current participants.
The employee can make changes to a participant’s relationship or the beginning or
end effective dates of a participant’s status. Once the employee approves the
additions and changes, the system stores the information in temporary files for
management approval. Additionally, the employee can print and e-mail a copy of
all of the changes.

At any time while using the Change Participant Information screen, the employee
can review information from the HR Department by clicking the Info HR Needs
button. The employee can also send an e-mail to the HR Department.

The Change Participant Information program comprises the following programs
and files:

= Participants by Employee- ERM (P08336SS )
= Participant Information - ERM (P08901SS)

= Dependents/Beneficiaries X-Ref file (F08336)
= Participant File (F08901)

When the employee changes a participant’s information on the Change Participant
Information screen, they must enter an effective date for the change. If they continue
to make changes for the participant on the Participant Entry screen, the effective
date displays on the screen. The effective date applies to all changes. The system
uses the effective date to manage the information between the two files and for the
confirmation report and history. The Address Changes screen is part of the Change
Address event and uses a separate effective date.

If the current record for the participant in the Dependents/Beneficiaries X-Ref file
(F08336) includes a plan, after approving and uploading requests for participant
changes, you can review addition records in the Dependents/Beneficiaries by
Employee program (P08336) from the Dependents & Beneficiaries menu (G08B12).
The system adds a record for each change to a participant in the F08336 file which
does not include a plan.

The system maintains separate records for requests and approved participant
relationship data, and the start and end dates of enrollment. For example, when an
employee does not enter effective dates for a participant a record exists in the
system without dates. Later the employee enters a start date and the upload
program enters an end date for the first record (without dates) and creates a new
record with the start date the employee enters. When the employee accesses the first
record (without dates) and attempts to enter an end date, the program does not
allow the employee to update that record because the record with an end date exists.
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When HR changes the start and end dates on the first record (without dates), the
Dependents/Beneficiaries by Employee program deletes the first record.

The Change Participant Information program can include an additional window
which displays after the employee clicks Add. This window displays a message and
requires the employee to choose how to continue entering information about the
new participant. The message can be up to 250 characters long. You must set up this
window within J Walk files. See the Self-Service Configuration Guide for more
information.

£ Response to Adding a Dependent/Beneficiary

4. )g

Help

You have requested the addition of a dependent/beneficiary. You must
first submit the necessary documentation to Human Resources,

{ Continue Addition of Dep/Ben : Return to Change Participants/Info

To add a participant

1. On Change Participant Information, click Add.

Options  Help

O AC'_EJD Edwards World i

£ 0833655 Change Participant Info. =%
i

x)

Employee Mumber 15125 Moore, Susan L.

Effective Date

Info HR Needs \

Highlight Line and Choose Options to Change

Enail HR |

Fdd

Hunber Maie tel ationship From Thru

32934 |Hoore, Dan R. 5 Spo
32942  |Moore, Beth K. G Child
32951  [Hoore, Ralph T. P Parent =

2. On Participant Entry, complete the following applicable fields and click

Approve:

= Effective Date

= Name

=  Tax ID Number

= Gender
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= Date of Birth

= High School Graduate
= Full Time Student

=  Employed (Y/N)

= School Attending

= Disability Flag

= Date of Medicare

= Date of Disability

£ 0890155 Participant Entry

Help

)

BEx]

ORACLE 1 Edwards World e

Enter your change and click Approuve.

Effective Date

05/01/07

Participant Mumber

More Info HR Needs |

Email HR |

General Information:

Name (Adds Only)  [Phyllis
Tax ID Mumber [Ga90z1z4z
Gender ’F_

Date of Birth [oa/06/38] o

F |Krieger

School Information:
High Schoal Graduate [
Full Time Student [

Enployed (Y¥/N) [~
School Attending |

Other Information:
Disability Flag ’_

Date of Medicare

Date of Disabilty

Date of Death

—

3. On Address Changes — Self Service, complete the following fields and click

Approve:

=  Mailing Address
= City

= State

= Postal Code
= Phone Number/Type

Employee Self-Service Guide (Revised - January 15, 2007)
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< 01ABSS  Address Changes - Self Service M=) <

4.

Help

ORACLE b Edwards World

Enter your change and click Approve. |

Effectiue Date [esot/er Message from HR |
Address Humber 33419
First Name [Phyllis S L |
Middle Mame L
Last Mame [krieger
Mailing Address Ja92 3. Leyden Way
|E/D Sunnyuwale Assisted Liwving Center
[unit am5
[
City [benver State co
Postal Code 50343 Country ,7 United States
Fhone Number/Tupe [ [720 ) [agz-5aws / [HOME
Phone Mumber/Tupe [ | i | S

Approve |

4. On Change Participant Information, click Prompt for field values.

£9 0833655  Change Participant Info. =<
Options  Help b

ORAC LE JD Edwards World

Employee Mumber 15125 Moore, Susan L.

Effective Date a7/01/2007

Info HR Heeds

Highlight Line and Choose Options to Change
Enail HR |

Fdd

¥

32934 |Hoore, Dan R. 5 Spouse

32942  |Hoore, Beth K. C Child

32951  |Hoore, Ralph T. P Parent 12/01/09  |07/01/07
BE83A19 |Krieger, Phullis L. QL

Print Email ang| Approve

5. On the User Defined Codes window, choose a relationship.

3-28 JD Edwards World, A9.1



Changing Participant Information

< 810M User Defined Codes Window
Functions Options Tools  Help

4. )@

At Q,

RELA
[0k) EL Relationship
Skip To Code |

Sibling 2
Child

Employse

Foster/Step Child

Grandparent

Separated Spouse

Other

Parent

Spouse

Widowler} L]

HEEEERREE

6. On Change Participant Information, click Approve.
7. On Electronic Signature Acceptance, perform one of the following:
= Click I Accept to accept the addition.

= Click Previous to return to the Change Participant Information screen and
make changes.

£ Electronic Signature Acceptance

A )a

Helpy

Do you authorize Human
Resources to update your
records with the address

changes you have made?

I Accept

Click "Previous" to return to
Address Changes.

To change participant information

1. On Change Participant Information, choose a participant, and then choose
Participant Entry.
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< 0833655 Change Participant Info. M=) <
Optiohs  Help B
ORACL € ub Edwards World
U=18
%)
Employse Humber 15125 Moore, Susan L.

Effective Date 67/081/2007

Info HR Needs \

Highlight Line and Choose Options to Change

Email HR |

Add
Effective B
Humber Name i al From Thru
32934 [Moore, Dan R. S Spouse
32942 |Hoore, Beth K. Child
32951 |Hoore, Ralph T Parent 12/01/84  |07/01/07

Print Email Eupu| Approve

2. On Participant Entry, complete the appropriate fields and click Approve.

£ 0890155 Participant Entry

J=|

Help

Cl—E:‘JD Edwards World :

URL
]
Related Employee: 15125
Enter your change and click Approve.
Moore, Susan L.
Effective Date 06701707 More Info HR Needs |
Participant Number 32042 Moore, Beth K. Email HR |

General Information:

Mame (RAdds Only)

Tax ID Number m
Gender [F

Date of Birth [iz7o7/1991

School Information:
High School Graduate [y Enployed {Y¥/N) [
Full Time Student ’N_ School Attending  [Thomas Jefferson High School

Other Information:

Disability Flag ’N_ Date of Disabilty
Date of Medicare Date of Death

3. On Participant Entry, perform one of the following:
= Click Add/Change Address to change address information.
= Click Approve to approve the changes.
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£ 0890155 Participant Entry

Help

%

BEX]

ORACLE sEdwards World

Related Employee:

Moore, Zusan L.

15125
Enter your change and click Approve.

Effective Date

Participant Mumber

B6/01/2007 [0

More Info HE Needs |

32942 Moore, Beth k. Email HR |

General Information:
Mame (RAdds Only)

Tax ID Mumber 923495096
Gender ’F_
Date of Birth 12/07/1991

School Information:

High Schoal Graduate [y

Emplayed (¥/N)

-

Full Time Student ’N_ School Attending  [Thowas Jefferson High School
Other Information:

Disability Flag ’N_ Date of Disabilty

Date of Medicare Date of Death

Add/Change Address

4. On Address Changes — Self Service, complete the appropriate fields and click

Approve.

&5 01ABSS  Address Changes - Self Service

Help

%

ORAC'—EJD Edwards World i

JEks|

| Enter your change and click Approue. |

Effective Date
Address Mumber
First Mame
Middle Mame
Last MName

Mailing Address

City

Fostal Code

Fhone Number/Type
Phone Number/Type

W Message from HR |
33419
: Ensil HR |
[Phyttis
[t
|Krieger
[4962 §. Leuden Way
|D/D Sunnywale Assisted Liwing Center
[unit 405
[
[benuer State E
W Country l_ United States
{ [720 ) [552-8a73 / [HOME
Ol b A

Approue |

5.
6.

make changes.
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On Change Participant Information, click Approve.
On Electronic Signature Acceptance, perform one of the following:
Click I Accept to accept the changes.

Click Previous to return to the Change Participant Information screen and
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£ Electronic Signature Acceptance

4

Help

A

Do you authorize Human
Resources to update your
records with the address

changes you have made?

I Accept

Click "Previous" to return to
Address Changes.

To delete a new participant

3-32

You can only delete a new participant which you mistakenly add. You can delete the

participant anytime prior to management approval and upload. The Change
Participant Information program (P08336SS) does not allow you to delete a
participant currently in the system.

1. On Change Participant Information, choose a participant, and then choose

Delete.

£ 0833655 Change Participant Info.

Optiohs  Help

)

ORACLE sEdwards World

BEX]

Employee MNumber
Effective Date

15125

67/081/2007

Moore, Susan L.

Highlight Line and Choose Options to Change

Info HR Needs \

Add

Humber

Name

Email HR |

Effective C
Fron

32934 [Moore, Dan R. S Spat
32942 |Hoore, Beth K. H Child
32951 |Hoore, Ralph T. P Parent 12/01/84  |07/01/07
33419 [Krieger, Pt E-t P Parent
Participant Entry
Delete
Frint

Email Eupu| Approve

The system replaces the name of the participant with the word Deleted.
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< 0833655  Change Participant Info. M=) <
Options  Help 7
ORACLE 1 Edwards World
URL
X
Employee Mumber 15125 Moore, Susan L.

Effective Date lo7./01 /2007 ]

Info HR Needs |
Highlight Line and Choose Options to Change ‘

Email HR

Name el p ra Thru

Hoore, Dan R. S Spouse
Moore, Beth K. B Child
Hoore, Ralph T. P Parent 12/01/04  |07/01/07
Deleted B Parent

Print Email Eopu| App roue

2. Click Close and then access the program to confirm that the record no longer
exists.

The Change Participant Information screen displays only the prior participants.

£ 0833655 Change Participant Info. =] <
Options  Help &

OR CLE"JD Edwards World

URL

Employee Mumber 15125 Moore, Swusan L.

Effective Date

Info HR Needs \

Highlight Line and Choose Options to Change
Enail HR \

Add
y
Humber Hame p o Thru
32934 |Hoore, Dan R. E . [Spouse
32942  |Hoore, Beth K. C Child
32051 [Moore, Ralph T. P Parent 12/01/04  [07/81/07

Employee Self-Service Guide (Revised - January 15, 2007) 3-33






Changing Addresses

The employee uses the Change Address program (PO1ABSS) to make changes to
address information for themselves and participants. The Change Address screen
includes two tabs; one for the employee’s address information and the other for
participants (dependents/beneficiaries). Additionally, the employee can print and
send an e-mail with their changes.

When the employee accepts their changes, the system saves the changes and the
electronic signature markers to temporary files.

To change address information

1. On Change Address, complete any of the following fields:
= Effective Date
= Mailing Address
= City
= State
= Postal Code
=  Phone Number/Type

£ 01ABSS  Change Address E]@
Help il
ORACL € J Edwards World
Enter your change and click Approuve. |
Change of Ad g
Effective Date & Message from HR |
Address Humber 15422
Ensil HR |
First Mame [Mario
Niddle Mame [e.
Last Nawme [Lucenzia
Mailing Address [4281 W. Tennyson
[
[
[
City [penuer State i)
Postal Code an2a2 Country United States
Phane Mumber/Tupe ( [303 1 [9mE-2932 i
Phane Number/Tupe (| g i
oo
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2. Click the Change Dep/Ben Address tab, choose a participant, right-click and
choose Change Address.

£ 0833655 Change Participant Info.

Optiohs  Help

ORACLE 1 Edwards World e

BEx]

%

‘ Employee Mumber 15422 Lucenzio, Mario B, |

Info HR Neads |

Highlight Line and Choose Options to Change
Enail HR \

Humber Hame R ionship Fram Thru

32918 |Lucenzio, Kathri
32926 |Lucenzio, Sophis

Epouse
Change Addiess Frita

3. On Address Changes — Self Service, complete the appropriate fields.

& 01ABSS

Address Changes - Self Service

BEX]

Help

ORACLE sEdwards World

]

%

| Enter your change and click Approuve. ‘

Change of DepfBen Add 1ange of Ad

Effective Date [asozio7 Message from HR |
Address Humber 32916
: Email HR |
First Mame [kathryn
Middle Mame Ic.
Last MName [Lucenzia
Mailing Address [fame as her husband's
|Taking classes 1-4 pn Mon. - Thurs.
|Ean be reached for emergency purposes
|at secand phone number below
City | State [
Postal Code ,7 Country l_ United States
Phone Number/Tupe  ( [720 ) [s53-a7a2 / [HEWE
Phone Number/Tupe  ( [728 ) [695-5301 A S

Approve I

4. Click Approve.

5. On Electronic Signature Acceptance, perform one of the following:

Click I Accept to accept the changes.

Click Previous to return to the Change Address screen and make changes.
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~=Electronic Signature Acceptance _1of x|

Do you authorize Human
Resources to update your
records with the address
changes you have made?

| Accept

Click "Previous" to return to
Address Changes.

Frevioig

After accepting the changes, you can print and send an e-mail copy of the changes.

< 01ABSS  Address Changes - Self Service Lz_][_t_l_]ﬁ*
Help il
ORACLE sEdwards World
)

| Enter your change and click Approve. ‘

Effective Date ,m— Message from HR |
Address Humber 32916
Enail HR |
First Name [kathryn
Middle Wame Ic.
Last Mame |LuDEnZiD
Mailing Address [same as her husband's

|Taking classes 1-4 pm Mon.- Thurs.

|Ean be reached for emergency purposes

|at second phone number below

City [ State
Postal Code Caountry United States
Phone Number/Tupe  ( [720 1 [og3-8782 / [HEME
Phone Mumber/Tupe [ [7z0 ) [e9s-5301 b
Print Email Cupu| | Approve

Employee Self-Service Guide (Revised - January 15, 2007) 3-37






Changing the Federal W-4

The employee uses the Change Federal W-4 program (P0601SS) to change their
Federal W-4 form.

If management sets up documentation using the PC/Web Access Setup program
(POBINFO) for the various event buttons and links, the employee can review
information, such as deduction worksheets, or access a website by clicking the
buttons or links. If these are not set up, the buttons and links do not display.

The first screen of the Change Federal W-4 program includes the Calendar Year field
and the status of the W-4. The status can vary depending on how recently the
employee has made changes to the W-4. There are four statuses:

= |f you have recently implemented Employee Self-Service, there is no W-4 record
for the employee and the status is NEW W-4. The employee must complete all of
the required fields.

= |fthe employee has recently made changes to their W-4, and it is awaiting
approval, the status is PENDING W-4. The changes the employee makes display
in the fields.

= |f the information in the W-4 is for the same year as the year in the processing
option, the status is CURRENT W-4. The current values display in the fields.

= |fthe W-4 information is not the year set in the processing option, the status is
PRIOR YEAR W4. The employee must complete all of the required fields.

When the employee approves and accepts the W-4 changes, they can send an e-mail
and print a report with their completed Federal W-4 form. The printing function and
type of information on the report varies.

= |fthe employee is adding their W-4 information for the same year as the year in
the processing option for the first time (NEW W-4) and they do not complete
and approve the W-4, they receive an error message for both Print and Email
Copy. The error states that there is no record to print. However, this does not
display until the employee completes all of the screens for printing and sending
e-mail.

= |f the employee prints their CURRENT W-4 information from the production

file, without making any changes to the W-4, the system does not include the
confirmation number.

= |f the employee prints the W-4 information, which is awaiting management
approval and upload, (NEW W4, PENDING W4 or PRIOR YEAR W4) the
system includes confirmation number.

When the employee checks line 4 on the first W-4 screen, this indicates that their
current last name differs from the last name on their Social Security card. A message
displays on the last W-4 screen informing them that they should contact the Social
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Security Administration to procure a new social security card. If you set the phone
number processing option, the phone number for the Social Security Administration
displays on this screen. Additionally, if an event is set up, the employee can click a
button to access the Social Security Administration web site.

There is an asterisk adjacent to each required field. When the employee completes
the all of the required fields on a screen, they move between screens by clicking the
Next and Previous buttons, which allows them to review the information. If the
employee does not complete a required field and clicks Next, the cursor remains in
the blank field and an error message displays. The error message displays over the
instructions for completing the W-4 form. Most fields include a prompt for valid
values where the employee can access additional information and choose a value for
the required fields.

Note: When an employee chooses a W-4 Marital Status, they might receive
an error message. The employee should disregard the message and click
Next.

When the employee approves and accepts the changes to the W-4, the system saves
the changes and creates a confirmation number in the Federal W-4 Temporary File
(T06303).

To change the federal W-4

1. Choose the Change Federal W-4 event.

The Change Federal W-4 screen displays with the employee’s personal
information.

You can click Email HR to send an e-mail to the Payroll Department.

2. Optionally, click the Allowances Worksheet button to access a worksheet to
determine the W-4 Marital Status.

3. Inthe W-4 Marital Status field, click Prompt for valid values.
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£ 060155 Change Federal W-4 E]@

Help

ORACLE b Edwards World

Allowances Worksheet I Enter or change all required (%) or
I appropriate fields and press

EMTER/ ‘Mext'.

Calendar Year: 2007 To print or email your current W-4

press ENTER or 'MNext'.

Email HR

CURRENT W-4:

Employee Number: 15420

1. Name and Address:
MNawme - First, Middle Initial, Last Mary B. Perimore
Howe Address Line 1 934 5. Logan 5t.
Address Line 2
City Denver
State .o
Fostal Code dgz2az

2, Zocial Security Number: A6p-01-5420

3. W-4 Marital Status: * |9 ._{

NOTE: If married but legally separated, or your spouse iz a non-
resident alien, select 'Single’.
4, Click on the box 1if your last name differs from your last name on your

social security card. r Hext

4. On the User Defined Codes window, choose a marital status and click Enter.

£ 810M User Defined Codes Window
Functions  Options  Tools  Help VT
At 53

FuMs

ot Wq  W-4 Marital Status
Skip To Code

H Warried, withhold at higher EI
Single rate. =]

I Harried

S Single

When you choose a W-4 Marital Status, if an error message displays, disregard
the message.

5. Optionally, click the checkbox in line 4 to indicate that your last name differs
from your last name on your social security card.

6. Click Next.

7. Optionally, click Deductions Worksheets to access a worksheet to determine the
number of deductions.
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£ 060155 Change Federal W-4 L:_J[El.]ﬁ

Help

ORACLE b Edwards World

Deduction Worksheets Enter or change all required (%) or
appropriate fields and press
ENTER/ 'Next'.

To print or email your current W-4
press ENTER or 'Next'.

Calendar Year: 2007
CURRENT W-4:

Employee Number: 15420 Mary B. Perimore

5. Total number of allowances you are claiming {from Personal Allowances
Warksheet, Line H, or from Deduction and Adjustments and Two-Earner

fTwo Job Worksheets, if they applu).

b. Additional amount, if any, uou want to withhold from each paycheck.
[T
7. Click on the box next to the items below that apply to you!
Last year, did you have a right to a refund of ALL Federal Income Tax

withheld because you had no tax lishility?

This year, do you expect a refund of ALL Federal Income Tax withheld
because you expect to have NO liability?

If you answered 'Yes' to two guestions aboue, do you want to claim

exenption from withholding for 2007 7

Previous Hext

8. In the Total Number of Allowances field, click Prompt for valid values.

9. On Exemptions, review the information, complete the Enter Value field and
click Enter.

5 96CCVC  Exemptions - Tax 01 [ =]
Help il
ORACLE ub Edwards World
¥ ®
(HC1 1
The runber of pagrall tax withholding exemptions claimed on the employes's ﬂ

W-4, If this field is Left blank for federal exemptions, zero exemptions will
be used. The number of federal exemptions will also be used for state and
local tax calculations unless separate entries are created for state and Local

tax areas.

Special conditions:

o For the state of Arizona, use this field to specify the lLevel of tax
(percentage of federal income fa).

o For the state of Connecticut, leave this field blank.

o For the state of Louisiana, enter the rumber of credits.

More

Enter Yalue 3 Skip tol:l

10. On Change Federal W-4, in the Additional Amount field, click Prompt for valid
values.

11. On Additional Withholding, review the information, optionally complete the
Enter Value field and click Enter.

JD Edwards World, A9.1



Changing the Federal W-4

< 96CCVC  Additional Withholding 01 mE =]
Help i
ORACL € J Edwards World
{AWD1 y
An additional amount to be withheld over and above the calculated withholding, ﬂ

This could also represent a flat withholding amount in situations where the
enployes elects to completely bypass the calculated amount.  The authority to
which each element relates is determined by the tier code of the tax
suthority. Whether the amount is to be an additional amount or a flat
withholding is specified in the employes's master file record.

Enter Yalue 750,00 Skip tn!r

12. On Change Federal W-4, click Next.
The sworn statement for the Federal W-4 Form displays.
13. Perform one of the following:
= To review W-4 information, click Previous
= To print a copy of the W-4 information, click Print.
= To send an e-mail a copy of the W-4 information, click Email Copy.

= To approve W-4 information, click the I Accept checkbox and then click
Approve.
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£ 060155 Change Federal W-4

Help

CURRENT W-4:

Employee Mumber:

T * I Accept

ORACLE b Edwards World

Calendar Year: 2007

10420

Frevious

Mary B, Perimore

it is true, correct, and complete.

Click to submit or approuve form.

Print Email Copy

Enter or change the required field

and press 'Approue’.
Print or email your current or

new W-4,

Under penalties of perjury, I declare that I have examined
this certificate and to the best of my knowledge and belief,

Approue

14. On the Electronic Signature Acceptance window, perform one of the following:

= To accept W-4 changes, click I Accept.

= To return to the W-4 screen, click Previous.

£ Electronic Signature Acceptance

=

Help

il

Do you authorize Human
Resources to update your
records with the W4
changes you haue made?

I Accept

the W-4 process.

£

Click "Previous" to return to

When you accept the authorization for HR to update your W-4 with the
changes, the W-4 screen displays with a confirmation message.
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£ 060155  Change Federal W-4

Help

ORACLE 1 Edwards World

Calendar Year: 2007 Print or email your current or

HEW W-4:

new W-4,

Employee Number: 15424 Lee W. Ming

Under penalties of perjury, I declare that I haue examined
this certificate and to the best of my knowledge and belief,

it is true, correct, and complete.

¥ * I Accept
Click to submit ar approve form.

Your Request has been Submitted. |

Because your social security card does not have your current Legal name, you

must call 1 866 772-1213  to recieve a new card. Soc Security Uebsite

Previous Print Email Caopy Appraoue

If the employee completes the checkbox on line 4, indicating their last name
differs from the last name on the social security card, a message displays
informing them to contact the Social Security Administration.
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Viewing Vacation-Sick Balances

View Vacation-Sick program (P06093S) allows the employee to view accrual
information for the accrual types in the UDC 07/S5. For example, the employee can
view information about their vacation hours, sick hours, or other accrual types that
you have set up.

The initial screen that the employees’ access is the Vacation Hours screen or the
description that you have set up for the accrual type in the UDC 07/S5.

If management sets up documentation using the PC/Web Access Setup program
(POBINFO) for an event button, the employee can review information, such as paid
holidays for the year. If these are not set up, the button does not display.

Additionally, if you have set up a manager’s e-mail address in the Event Setup
program (POSEVNT), the employee can send an e-mail to the HR Department.

To view vacation-sick balances

The Vacation Hours screen displays with the employees vacation balance when the
employee chooses this event.

1. Click the Click to View Choices button.

&5 060935 Vacation Hours E]@

Help ]

ORACLE b Edwards World

Holidays for 2867

Email HR

Vacation Hours

50503 Justin F. Dreidan |

Hours Days Dollars

Beginning Balance 32.80 4.00 45.94
Additions This Year
Taken (Earnings) .58 .86 24.47

Auailable Balance 31.50 3.94 24,47

Accrued Balance 20,81 2.50 20,81

Click to Yiew Choices

The Accumulation Type window displays with the various types of hours that
you can accrue.
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2. Choose an Accumulation Type. For example, click Sick Hours.

£ Accumulation Type h\s
Help Y

Choose Accurnulation Type

Sick Hours
“Wacation Hours

The Sick Hours screen displays with the sick hours balance.

£ 060935 Sick Hours

Help

Sick Hours

ORAC'—EJD Edwards World i

JEks|

Holidays for 2087 |

BAGA3 Justin F. Dreddan

Beginning Balance
Additions This Year

Taken (Earnings)

Auzilable Balance

Accrued Balance

Email HR
Hours Days Dollars
16,00 2.00 204,60
17.34 2.17 17.34
3.50 .44 171.30
29.84 3.72 50,84

Click to Yiew Choices
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Overview to Approvals

There are five management approval programs. On the Employee Resource
Management menu (GO8BESSM), under the Approval Application section, the
programs include:

= Benefit Selection Approval (P08334US)
=  Participant Approval (PO8DBAP)

= Address Approval (POLABUSS)

= Federal W-4 Approval (P0O601AP)

= Time Entry Approval (PO6011AP)

There are separate approval temporary files for the Benefit Selection Approval, Time
Entry Approval, and Participant Approval programs. This is to avoid access
conflicts for employees using these programs. The system copies all requests to the
approval temporary file when management accesses the approval program. When
management approves and uploads the records to the production and electronic
signature history files, the system deletes the records in the approval temporary
files.

When management approves requests, the system saves the approval confirmation
in the temporary files for the Time Entry Approval, Address Approval, and Federal
W-4 Approval programs. When management uploads the records to the production
and electronic signature history files, the system deletes the records in the
temporary files.

The system replaces the records in the temporary files for Select Benefits and
Change Participant Information with the records in the Benefits Setup File
Download program.

There are separate upload programs for the Select Benefits Approval, Enter Time
Approval, and Change Participant Information Approval programs. These upload
programs create an exception report with the errors in the upload process.
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Approving Employee Requests

This chapter includes the approval process for additions and changes to addresses,
benefit selection, Federal W-4, participants, and time entry.

Although there are some differences between the programs, the data and options
display in a similar manner. The similarities between the approval programs
include:

= Alist of employees requesting changes, one employee per line.

= |n the Option field, you can enter the following number next to each employee
line to:

= 1:to display the employee’s current data in the production files. For
example, the current address information. The exceptions to this include:

= Federal W-4 Approval. This option is not available.

= Time Entry Approval. The detail of the employee’s current time entry
request displays.

= 2:only in these programs:

Participant Approval program to display the address request

Benefit Selection Approval program to display dependent/beneficiary
enrollment.

=  4:to approve the request.
= 8:to reset the request.
= You can use the following function exits:

= More Details (F4) to display information in the fold area. For example, full
address and phone number, list of plans the employee elects, and so forth.

= Approve All (F5) to approve all employee requests on the screen.

=  Submit Approval (F6) to confirm the upload, the 06SBM confirmation
window displays. It allows you to submit all approved employee requests
for upload to the production files. The system clears the screen of all
employee records that it uploads.

= Reset Approval Selections (F8) to reset all employee requests on the screen.

= Vocabulary Overrides for each approval program screen contains an approval
value that you can change for language or company preferences. Normally, this
value is A, for approved. When you approve a record, this value displays on the
screen and the system stores it in the appropriate temporary file for the
approval program. When you upload records, the system stores this value in the
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appropriate electronic signature history files. The specific VTX field per screen
follows:

Address Approval VO1LABUSS - VTX024
Benefit Selection Approval V08334US - VTX104
Federal W-4 Approval VO601AP —VVTX016
Participant Approval VOSB8DBAP — VTX036

Time Entry Approval VO611AP — VTX093

Approving Address Changes

4-4

You use the Address Approval program (POLABUSS) to approve address changes
for employees and participants. When you approve the change, an approval marker
displays in the App Sts field next to the employee record.

You can approve all employee records at once and then upload them at a later time.
This allows the HR Manager to choose when the upload occurs.

To approve address changes

From Employee Resource Management (GOSBESSM), choose Address Approval

On Address Approval, approve the records.

& 01ABUSS

Address Approval E]@

Tools Help

ORACLE 1 Edwards World

Exit Frogram
tore Details
Approve All

Field Sensitive Help a1RBUSS
Dizplay Error Message
Display Functions

Submit Approwal
Feset Approval Selecti

Docurment Ernail
) () ? Q

Address Approval Al - Address Change Ewent

0 Address

P MNumber Alpha Mame
15421 Simms, Lucille 8.

32018 Lucenzio, Rathrun C.
33099 Hampsted, Melissa B.
33101 Hampsted, Curt W,

33118 Ritchfield, Douglas B.

=

Effacits App
Date Sts
01/08/07
04/02/07
05/01/07
n3/10/07
05/81/07

=< =<z oo

L I L

© &

Opt: 1=Prev., Addr. 4=Approve G=Reset F5=Approwve All FB=3ubmit FO=Reset ALL L{
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.
< 01ABUSS  Address Approval mE =]
Tools Help \"T

ORACL € J Edwards World
Document Email World Resources  Support
Fi_e‘d Sensitive Help O1RBUSS Address Approual Al - Address Change Ewent
Display Error bMessage
Display Functions
Exit Prograrm
:me Dei‘\""s 0 Address 0/ Effect.  App
RRIMVE P Humber Alpha Mame B Date Sts
Eubmit Approval I_ 15421 &5 Lucille & N 01/08/07
Feset Approval Selecti Sl E
2867 E. 4th Auenue ( 303 ) 989-2983 / HOME
{ 1 /
Denver G G0343
I_ 32918 Lucenzio, Kathryn C. b 04/02/07
Dep/Ben of Employee Mumber 15422 Lucenzio, Mario B.
Same as her hushand's {720 ) 933-g782 / HEMG
Taking classes 1-4 pm Mon.- Thurs. {720 ) E96-5301 /
Can be reached for emergency purposes
at second phone number below
&
]
Opt: 1=Prev. Addr. 4=RApprove G=Reset F5=Approve A1l FB=3ubmit F8=Reset ALl ‘-{

Approving Benefit Selection

You use the Benefit Selection Approval program (P08334US) to approve employee
benefit selections.

When you approve the benefits, an approval marker displays in the App Sts field
next to the employee record. When you choose More Details (F4) the system
displays a record for each plan that the employee stops, those with an end-date,
each new plan and changes in a plan. If D or B displays adjacent to the App Sts field
on a plan line, dependents or beneficiaries are enrolled in this plan.

When you approve and upload records, the system creates the Benefit Batch Update
Exception Report (R08334BS) with the records that did not upload and those records
that you did not approve before upload.

You can approve all employee records at once and then upload them at a later time.
This allows the HR Manager to upload at a time when employees are not accessing
the temporary files.

To approve benefit selection

#NX | From Employee Resource Management (GOSESSM), choose Benefit Selection Approval

On Benefit Selection Approval, approve the records.
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£ 0833405 Benefit Selection Approval

Tools Help

ORACLE b Edwards World

Document Email
v X 7l

Field Sensitive Help a5334U8
Display Error bMessage
Display Functions

Benefit Selection Rpproual

Exit Prograrm
;‘Iure Detil‘l‘s 0 Benefit  Group
rove
2R P Emp. Mo. Enmployee MName Group Rule
SR I_ 15126 C Phillip R HRLY
Reset Approval Selectic i : = m. :
Exit DepyBen Elections 15422  Lucenzio, Mario B, HRLY
15424 Ming, Lee W, HRLY

Opt: 1=Preuv Ben 2=D/E 4=Approu 8=Reset FS=Approu ALl FG6=Submit

=}
Pay App
Freq Reason Sts
u 0E
u RT
W LC
®
]
FG=Reset ALL Q

é: 08334US  Benefit Selection Approval
PP

Tools Help

ORACLE 1 Edwards World

Docurment
GEcEens e ppazals Benefit Selection Rpproval
Dizplay Error Message
Display Functions
Exit Frogram
e Dfiells a Benefit Group Pay App
Approve All
P Ewmp. Mo. Employee Mame Group Rule Freq Reason Sts
Sl gl q I— 16126 Cane, Phillip R HRLY u 0E
Feset Approval Selecti e i
Exit DepyBen Elections DEN Opt: Eff: 091/01/85 EE: ER: DB:
Flan: MED Opt: Eff: 91/01/85 EE: ER: DB:
Plan; VISIOWEL  Opt: Eff: 12/01/B6  EE: BHibhe FRY DB
Plan: DEN+FAM Opt: FAM Eff; B1/81/086 EE: 3L A0EEER DB: D
Plan; LIFE Opt: Eff: 01/01/86 EE: BHObES Ry DB: E
Flan: MED Opt: Eff: 01/81/88 EE: Orh e R DB:
Plan: SPND-MED Opt: Eff: 01/81/88 EE: EEEEE R DB:
Plan: VYISIOMEL Opt: Eff: 01/81/88 EE: 3.05- ER: DB:
Flan: Opt: Eff: EE ER: DB:
Flan: Opt: Eff: EEH ER: DB:
Plan: Opt: Bt EE: ER DB:
Plan: Opt: Efif EE ER: DB:
Plan: Opt: Bt EES: ERH DB:
Plan: Opt: Bt EER ER: DE:
Plan: Opt: Eff: EE: ER: DE: @
®
Opt: 1=Prev Ben 2=D/B 4=Approv 8=Reset F5=Approv ALl F6=Submit FG=Reset ALl Q

JD Edwards World, A9.1



Approving Employee Requests

& 083345 Benefit Selection Appraval mE =]

Tools Help

ORACLE b Edwards World

Document Email ‘World Resources

Field Sensitive Help 08334US Benefit Selection Approual
D!SF‘E‘!"E"D'MESSEQE Open Enrollment Dep/Ben Elections
Display Functions

Exit Program Enployee Ho 15126 Cane, Phillip R.

More Details Effective Date 01/01/2008
Approve All

Subimit Approwal

sl raiel St s . Dependent / Beneficiary Depd Bene Perc.
Exit DepyBen Elections Humber Mame Relationship Bene Plan ID Opt Type Allot
32969 Cane, Melissa B. S Spouse D DEN+FAM  FAM
32977 Cane, Isabelle %, C Child ] DEN+FAM  FAM
320969 Cane, Melissa B. S Spouse B LIFE c1 75,08
32977 Cane, Isabelle 3. G Child B LIFE [ 25,00

© 6

Approving Federal W-4 Changes

You use the Federal W-4 Approval program (P0O601AP) to approve Federal W-4
records. The system displays only the changes employees’ request. Each field value
of the W-4 form displays when you choose More Details (F4). When you approve
the changes, an approval marker displays in the App Sts field next to the employee
record.

You can approve all employee records at once and then upload them at a later time.
This allows the HR Manager to choose when the upload occurs.

The system updates the Federal W-4 Master File (F06303)) with the employees
request for changes when you approve and upload the records. You can also update
the Employee Tax Exemptions/Overrides file (F06017) )by setting the Files to be
Updated processing option to 1.

To approve Federal W-4 changes

#N | From Employee Resource Management (GOSESSM), choose Federal W-4 Approval

On Federal W-4 Approval, approve the records.
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~
< 0601AP  Federal W-4 Approval M=) <
Tools Help \"T
ORACL € J Edwards World
Document Email
¥ & ? X
Field Sensitive Help BEO1RP Federal -4 Approual
Display Error bMessage
Display Functions
Exit Prograrm
el DEfEl 0 Address Request HApp
Approve All 1
P Humber Enmployee Name W-4 Marital Status Year Date Sts
Subimit Approwal ]
sl raiel St s I_ 15125 Moore, Susan L. M Harried 2007 03/07/07
I— 15422 Lucenzio, Mario B. M Married 2007 02728707
I— 15423 Mandercleet, John . M Married 2007 03/05/07
I— 16424 Ming, Lee W, M Warried 2007 03/07/087
I— BA501 Hampsted, Larry F. % Single 2007 03/09/87
I— 50802 Simms, Robert W, 5 Single 2007 037097087
&)
]
Opt: 4=Approve 8=Reset FB=Approve ALl F6=Submit FG=Reset ALl q
~
< 0601AP  Federal W-4 Approval =]
Tools Help i

ORACLE 1 Edwards World

Document Email
fieciEens e b pcoine Fedzral -4 fipprousl
Dizplay Error Message
Display Functions
Exit Frogram
e Dfiells 0 Address Request App
Approve All ,
P HNumber Employee Mame W-4 Marital Status VYear Date Sts
Submit Approwal
5 I— 15125 Moore, Susan L. M Married 2007 03/07/87
Feset Approval Selecti
Number of Allowances: 4 Additional Withholding: & . og
Name Chg: Exempt Status: Confirmed: ¥ Request Time: 17:19:43
I_ 15422 Lucenzio, Mario E. M Married 2007 02726707
Number of Allowances: 2 Additional Withholding: & L)
Name Chg: R Exempt Status: Confirmed: ¥ Request Time: 9.248.57
I— 15423 Vandercleet, John W, M Married 2007 037057087
Number of Allowances: 3 Additional Withholding: & 755.00
MName Chg: ¥ Exempt Status: Confirmed: ¥ Request Time!: 13:43:06
I— 15424 Ming, Lee W. M Married 2007 03/07/07
Number of Allowances: 3 Additional Withholding: & 750,00
Mame Chg: ® Exewmpt Status: Confirmed: ¥ Request Time: 16:56:46
I— 50501 Hampsted, Larry F. & Single 2007 03/09/087
Number of Allowances: B Additional Withholding: & 5.00
MWame Chg: Exempt Status: Confirmed: ¥ Request Time: 12:10:08
&
&)
Opt: 4=Approve 8=Reset FS=Approve ALl FB=Submit FG=Reset ALl Q

Approving Participants
You use the Participant Approval program (POBDBAP) to approve additional
participants and changes for existing participants.

Only the changes for participants display when you choose More Details (F4). When
you approve the changes, an approval marker displays in the App field next to the
employee record.
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When you approve and upload records, the system creates the Participant Approval
Upload Report - ERM (ROBDBAP) with the records that did not upload and the

reason.

You can approve all employee records at once and then upload them at a later time.
This allows the HR Manager to upload at a time when employees are not accessing

the temporary files.

To approve participant changes

ZX From Employee Resource Management (GOSESSM), choose Participant Approval

1 &8

On Participant Approval, approve the records.

< 08DBAP Participant Approval mE =]
Tools Help \"T
ORACL € J Edwards World
Document Email World Resources  Support
Fi_e‘d Sensitive Help OEDBAP Participant Approwal DB - Participant Euent
Display Error bMessage
Display Functions
Exit Prograrm
Mo izt 0 Employee Part. Effect.
Approve All ===
P Humber Employee Mame Number Participant Mame Date App
Subimit Approwal
sl raiel St s I_ 15125 Moore, Susan L. 32942 Moore, Beth K. Be/0L/07
I— 15125 Moore, Susan L. 32951 Moore, Ralph T. 07/01/07
I— 15420 Perimare, Mary B, 32871 Brettstone, Wilma B. 05/15/07
&)
]
Opt: 1=Preuv.D/B 2=Addr. 4=Appr. G=Reset F5=App.ALll FE=Submit F3=Reset ALl ‘-{
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< 08DBAP Lz__][_t_l_]}‘j‘

Tools  Help B
ORACL € J Edwards World
Document Email
¥ & ? X
Fi_e‘d Sensitive Help OEDBAP Participant Approwal DB - Participant Euent
Display Error bMessage
Display Functions
Exit Prograrm
;‘Iure DEtiI‘I‘S 0 Employee Part. Effect.
rove
SEEMHA o P Humber Employee Mame Number Participant Mame Date App
RESEIAp‘?ﬁUVEl Salactc I_ 15125 Moore, Susan L. 32942 Moore, Beth K. Be/0L/07
Tax ID: 923495096 Gender: F  Effective: to Rel: C DB: B
HS Grad: N FT Student: N School Attending: Thomas Jefferson High School
Employed: N Disability: N Disabil. Date: Birth Date: 12/@7/1991
Date of Medicare: Date of Death: Address Change: N
I— 15125 Moore, Susan L. 32951 Maore, Ralph T. 87/01/a7

Tax ID: 03958513& Gender: M Effective: 12/01/2004 to 07/01/2007 Rel: P DB: B
HS Grad: Y FT Ztudent: M School Attending: Denver Art Academy

Employed: N Disability: M Disabil. Date: Birth Date: 1B/11/1932
Date of Medicare: Date of Death: RAddress Change: M
I_ 15420 Perimore, Mary B, 32871 Brettstone, Wilma B. 05/15/07
Tax ID: 938891244 Gender: M Effective: to Rl DBk
HS Grad: Y FT Student: N School Attending: Art Students League
Employed: N Disability: N Disabil. Date: Birth Date: 04/06/1931
Date of Medicare: Date of Death: Address Change: Y
&)
&)
Opt: 1=Preuv.D/B 2=Addr. 4=Appr. G=Reset F5=App.ALll FE=Submit F3=Reset ALl q
~
< 08DBAP  Address Changes - Self Service =]
Tools Help i

ORACLE 1 Edwards World

Document Email
Email HR
Action Code I Search Tupe 0
Address Number 32871
Effective Date
First MName Wilma
Middle Mame B.
Last Mame Brettstone
Mailing Address 3492 §. Niagara Street
Unit 402
City Denwver State CO
Postal Code 808339 Country United States
Fhone Mumber/Type [ 303 1 936-2893 HOME
Fhone Mumber/Type [ 720 1 292-4816 HEMG

Approving Time Entry

You use the Time Entry Approval program (PO611AP) to approve time entry for
employees.

You can choose to locate only those time entry records for a particular business unit
or a specific supervisor. Additionally, you can choose to use both a specific business
unit and a specific supervisor. You can also click Enter and all time records display.
You can set up business unit security for the By Business Unit field.
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When you approve and upload records to production, the system creates a duplicate
of the record, including the electronic signature markers, in the history file. The
Time Entry Approval program also adds the AS400 User ID and a time/date stamp
for the approval to the approval temporary file. When you approve the records, an
approval marker displays in the A P field next to the employee record and the
approver User ID in the Approver Sign-On field. The system also stores the data in
these fields in the electronic signature history files.

The system deletes time entry records from the temporary file after you upload
records to production and the electronic signature history file.

The Time Entry Batch Upload - Self Service (P0611APB) program uploads time
records. If the system identifies errors, it generates the Exception Report for Time
Entry Upload — ERM report (RO611APB).

To approve time entry

27\ From Employee Resource Management (GOSBESSM), choose Time Entry Approval

A

On Time Entry Approval, approve the records.

£20611AP ByB =%
Tools  Help i
ORACL € Jb Edwards World
Document Email ‘World Resources

Fi_e‘d Sensitive Help B611AP Time Entry Approval
Display Error Message By Bus Unit I—
DI?p\ﬁyFuﬂdlDﬂS B l—
Exit Program
o Dzt 0 Total Total Total Approver A
Approve All E =

P Emp. Mo. Employee Mame Hours Amount Pieces Ev  Sign-On P
SUomit Approyal I_ 15126 C Fhillip R d6.00 TE
Reset Approval Selectic R £

I_ 15421 Simms, Lucille 5. 46.00 e

I_ 15422 Lucenzio, Mario B. 40,00 TE

I_ 15423 VWandercleet, John U, 44,00 T3

I_ 15424 HMing, Lee W. 40.08 TE

I— 50501 Hampsted, Larry F. 30.08 e

B
¥
Opt: 1=Empl Time 4=Approve G=Reset FS5=Approv ALl FB=Submit FA=Reset ALl x{
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£ 0611AP  Time Entry Approval

Tools Help

ORACLE b Edwards World

Field Sensitive Help
Display Error bMessage
Display Functions

Exit Prograrm

haore Details

Approve All

Subimit Approwal

Feset Approval Selecti

Email
¥ & ?
B611AP Time Entry Approval
0 Total Total
P Emp. Mo. Employee Mame Hours Amount
15126 Cane, Phillip R, 86.08
1 Hr: 40,00 Amt: Pc:

s = SlETE (P8 6.680 Amt: [Fed

s = kL s fHlPR 40,08  Awmt: EcH

Typ: Hr: Amt: ECH

Typ: Hr: Amt: EEH

Typ: Hr: Amt: ECH

Typ: Hr: Amt: Pc:

Tup: Hr: Amt: Pc:

Tup: Hr: Amt: Pc:

Tup: Hr: Amt: Pc:

Tup: Hr: Amt: Pc:

Typ: Hr: Amt: [B=d

Typ: Hr: Amt: [Fed

Typ: Hr: Amt: EcH

Typ: Hr: Amt: ECH

By Bus Unit I

By Superwisor

Tatal Approuer A
Pieces Eu  Sign-On P

TE

Eq: Du: 04/05/07
Eq: Du: 04/06/07
Eq: Du: 04/15/87
EgH Du:

Eq: Du:

Eqi Du:

Eqg: Du:

Eq: Du:

Eq: Du:

Eq: Du:

Eq: Du:

EgH Du:

EgH Du:

Eq: Du:

EgH Du:

Opt: 1=Empl Time 4=Approve G=Reset F5=Approv ALl FB=Submit F&=Reset ALl
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£ 0611AP Time Entry By Employee

Tools Help

ORACLE 1 Edwards World

Time Entry

Action Code T
Employse Number 15126
Date Worked
Acecess Type
PC/Web Mame/Path

Manager Email

Batch No 10732
LE fAmount
Hours 66,00

Cane, Phillip R.

Button Title

Ewail Payraoll

. B/ H5/ 7 Regular respon:
100 . 0f 04/06/07 Special client needs
i 40,08 04/15/87 Out of town - family
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Overview to Reports and Inquiries

This section includes the inquires and reports on the Employee Resource
Management Menu (GO8ESSM) that you use to review employee records.

Production Applications

You use the Federal W-4 Inquiry/Maintenance program (P06303) to view any W-4
information in the Federal W-4 Master File (F06303) which employees or
management enters.

Electronic Signature Inquiry

Use these programs to select records by a specific event or employee. The system
displays the history of approval records in the production files for the choices
employees make.

Electronic Signature Reports

Use these programs to access World Writer report versions. These reports allow you
to select records by a specific event or employee. You can print reports of the history
of approval records in the production files for the choices employees make. The
electronic signature components which are specific to an employee, the event, and
time of their choices print on each report.

About Electronic Signature Files

You can view the values in the Electronic Signature Inquiry programs or the
Electronic Signature Reports.

When the employee accepts the agreement for the changes they request, the system
saves the values they change or enter as well as the time, date and other unique
markers in the temporary files. When you approve and upload employee requests
the system validates the information and copies all of the values and the respective
markers to the electronic signature history files.

Each temporary file contains the same fields as those in their respective production
file; however, they also contain additional fields that are not in the production file.
These additional fields are the markers for the electronic signature. They include the
fields in the following table:
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Field Description

Field Name Type

Length

Explanation

Event Effective Date

Time of Day (confirmed by
employee)

Updated Date (confirmed by
employee)

Electronic Signature — Unique
Marker

Event

Status

Approval

EFTS S

TMDY P

UPDJ P

ESIG A

HRST A

STMS A

APP A

22

Either the
effective date
you assign or
one the
employee
enters.

A combination
of event (2),
employee
number (8), date
employee
confirms their
choice (6 in
YYMMDD
format), and
time employee
confirms their
choice (6 in
HHMMSS
format).

Abbreviation for
the events. For
example, OE,
LC, AD.

Signifies type of
change. For
example, A for
add.

The default
value (A) or the
value you set up
for the approval
marker.

The fields in the following table indicate when you change or update information;
however, they might not be in every production file. The Date Uploaded to
Production field (UPMJ) is in every file and it signifies the date you upload the
employee’s choice to production. The Program ID and User ID indicate the ERM
program and individual uploading the data.

Field Description

Field

Type

Length

Program ID

PID

A

10

5-2

JD Edwards World, A9.1



Overview to Reports and Inquiries

Field Description Field Type Length
User ID USER A 10
Date Uploaded to Production UPMJ S 6

Time Uploaded to Production (only in files UPMT S 6

where this exists in production files)

Job Number (only in files where this exists in  JOBN A 10
production files)

The employee can print or store an electronic copy of the choices they request. If
they believe there is a discrepancy between the choices they make and the actual
employee record, they can use their copy of their choices for comparison with the
information kept by the HR/PR Department. See Appendix A - Employee Report
Examples for examples of employee reports.

There are two ways to access the electronic signature history files. You can access
electronic signature history inquiry programs or print World Writer version reports
which allows you to view more field values. The electronic signature field values
print in the first line of each record of the World Writer reports. These include the
date the employee confirms their choices and the date you upload the choices to
production.

You use search criteria in both the inquiry programs and the World Writer reports
to locate information in the electronic signature history files. One search criteria is
by event, event effective date, and employee number. This allows you to quickly
access all records for a specific event or specific event and effective date. The other
search criterion is by employee number, event, and event effective date. This allows
you to quickly access all of the events or event changes an employee requests or to
access a specific event and event effective date for that employee.
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Working with Self-Service Inquiries

The inquiry applications functions similarly and there are minor differences
between those that access one event and those that access multiple events. These
inquiries include only one event:

= Federal W-4 Event Inquiry

= Address Event Inquiry

= Participant Event Inquiry

These inquiries access multiple events:

= Time Entry Event Inquiry (TB, TE, TM, TS, and TW)
= Benefits Event Inquiry (LC, NH, OE, OT, and RT)

All of the initial inquiry screens contain the same two fields and you must complete
one of them. These fields are Vocabulary Overrides that you can set. When you
choose Event, you search by event, event effective date, and employee number.
When you choose Employee, you search by employee, event, and event effective
date. The Federal W-4 Inquiry uses year instead of effective date.

On the second inquiry screen, you can enter an effective date (year) or enter a value
in both the Effective Date and Employee number fields. The system does not accept
the inquiry if you enter a value in only the Employee number field.

For those inquiries that access multiple events, you can perform the following:

= You do not choose an event and the system displays all event records. The
system, displays the records by event, effective date, and employee.

= You choose only an Event, choose Event and complete the Event Effective Date
fields or complete all three fields.

= You choose an Event and complete the Employee number fields or complete the
Effective Date and Employee number fields and the system does not accept the
inquiry.

For those inquiries that access one event, the system enters the event value and you
cannot change the value. For those inquiries that access multiple events, you can
click the Prompt for valid values icon (F1) to access a list of events; however, the
system accepts only the events that are valid for that program. You must enter a
value in the Employee number field and you can enter a value in the Event Effective
Date (Year) field to narrow the search results.

The fold area on each screen displays the change request details similar to the
display in the approval programs.

The VTX field for each inquiry is as follows:
= Federal W-4 Event Inquiry VO601ES — VTX022
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= Address Event Inquiry VO1ABES — VTX030

= Benefits Event Inquiry V08334ES — VTX109

= Dependent/Beneficiary Event Inquiry VOBDBES — VTX045
= Time Entry Event Inquiry VO611ES — VTX094

To inquire on an event

#N_ | From Employee Resource Management (GOBESSM), choose an Approval program

1. Onthe event inquiry screen, complete one of the following fields:
= Event

=  Employee

& 0601ES  Federal W-4 Event Inquiry mE =]
Tools Help \"T
ORACLE Jp Edwards World
Document Email World Resources  Support
v X 2 e
Field Sensitve Help — grgigs Federal W-d Event Tnquiry Ua - Change Federal -4

Display Error bMessage
Display Functions
Exit Prograrm

Enter an 'H' to select by the following:
tore Details

Euvent:
Employee: I_

© 6

FasExit Q

2. On the next inquiry screen, perform one of the following:
= Click Enter to view all records.

= To refine your search, enter a date in the Year (Effective Date) or Employee
number fields.
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S o601s BE)
Tools  Help B
ORACL € Jp Edwards World
Email
v X ? Q
Field Sensitive Help BEO1ES Federal W-4 Event Inquiry 14 - Change Federal U-4
Display Error bMessage
Display Functions
Exit Program Enter an 'H' to select by the following:
tore Details
Euent: "
Employee:
Please enter the following:
Euent: Wa
Wear: II
Employee: I
@
@
FasExit Q|

The system displays all records.

£ 0601ES  Federal W-4 Event Inquiry

Tools  Help

ORAC LE JD Edwards World

v X ?

Field Sensitive Help
Display Error Message
Display Functions

Exit Program

tore Details

OBO1ES

Address
Humber
15125
15126
15420
15428
15421
43004
50503
5OA03
50503
50504
50504
50506
50506
50506
50506

Enmployee Mame
Susan L.
Fhillip R.
Perimore, Mary B.

Moore,
Cane,

Perimore, Mary B.
Lucille &,
Bradburn, Kerry

Simms,

B
Dreidan, Justin F.
Dreidan, Justin F.
Dreidan, Justin F.
Ritchfield, Joan B.
Ritchfield, Joan B.
Faul A,
Faul A.
Paul A.
Paul A.

Wenz,
Wenz,
Wenz,
Wenz,

F3=Exit

Federal W-4

T 0 e T T T = e T I =

Emai
Event Inquiry W4 - Change Federal W-4
Regquest HApp
W-4 Marital Status Year Date Sts
Married 2006 12/21/86 A
Married, withhold at high 2006 12/21/86 A
Married, withhold at high 2006 01/08/87 A
Single 2007 02/22/07 A
Single 2007 02/22/07 A
Married 2007 02/20/07 A
Married, withhold at high 2007 03/02/07 A
Married, withhold at high 2007 02/21/87
Married, withhold at high 2007 02/16/87 A
Single 2007 03/02/87 A
Single 2007 02/21/87 A
Single 2007 03/02/87 A
Single 2007 02/21/87 A
Single 2007 02/21/07
Married, withhold at high 2007 02/16/07 A :
@
@
e

You can choose More Details (F4) to view detailed information.
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£ 0601ES  Federal W-4 Event Inquiry

Tools Help

ORACLE 1 Edwards World

Field Sensitive Help
Dizplay Error Message
Display Functions

Exit Frogram

tore Details

BHOLES

Address
Humber
15125
Wumber of Allowances: fd
Name Chg:
15126 Cane, Phillip R,
Number of Allowances: 4
Name Chg:
154280 Perimore, Mary B,
Humber of Allowances: ]
Name Chg:
15428
Wumber of Allowances: 3
MName Chg:
15421
Wumber of Allowances: 2
Mame Chg: ¥

Employee Mame
Moore, Susan L.

Perimore, Mary B.

Simms, Lueille S.

F3=Exit

URL

Federal W-4 Event Inquiry

Exempt Status:

Exempt Status:

Exempt Status:

Exempt Status:

Exempt Status:

Docurment Ernail

W-4 Marital Status
M Married
Additional Withholding: &
Confirmed: ¥ Request Time:
H Married, withhold at high
Additional Withholding: &
Confirmed: ¥ Request Time:
H Married, withhold at high
Additional Withholding: S

Confirmed: ¥ Request Time:
S Single

Additional Withholding: &
Confirmed: ¥ Request Time:
S Single

Additional Withholding: &
Confirmed: ¥ Request Time:

W4 - Change Federal W-4
Request App
¥ear Date Sta
2006 12/21/86 A
3,500.00
19:25:20
2006 12/21/86 A
260,00
19:26:00
2006 01/08/87 A
.0g
17:14:19
2007 02/22/07 A
.08
alfay o) diait
2007 02/22/87 A
.0g
16:22:14 -
&)
&)
Q)

The system displays only those records you request.

£ 0601ES  Federal W-4 Event Inquiry

Tools  Help
ORACL € Jb Edwards World
¥ & ?
Field Sensitive Help OBOLES
Display Error Message
Display Functions
Exit Program
tore Details e
Mumber Enmployee Mame

15428 Perimore, Mary B,
15428 Perimore, Mary B,

F3=Exit

Federal W-4 Event Inquiry

Docurnent

W-4 Marital Status
H Married, withhold at high
2 Single

W4 - Change Federal W-4

Regquest HApp
Year Date Sts
2006 01/08/87 A
2007 02/22/87 A

(GED)

Working with Federal W-4

The Federal W-4 Inquiry/Maintenance program (P06303) allows you to view W-4
information in the Federal W-4 Master file (F06303). You can narrow the search
results by year, employee, or both. Additionally, you can add and change W-4

records.
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You can print any W-4 record which the employee enters and it includes the
electronic signature information from the history file. You can print an employee
record management enters or changes using this program, however the record from
the history file does not include the electronic signature values. If the Printed Report
processing option is set to 1, (to print questions 8 - 10 for the report) this information
prints on the report you submit to the IRS.

If the Operation Available to User processing option is set to 1, (allowing you to
change or add W-4 records) the program opens with the detail area open displaying
all data.

Note: If the Operation Available to User processing option is blank, the
program displays one employee record per line. If you set this processing
option to 1, the program displays error message 0961 — Invalid Selection
Code

You can change multiple records on multiple pages. When you make the changes to
the first record and click Enter, the system saves and displays the values, which you
cannot change. The next record displays for you to make changes.

You can add a record for an employee. You use any existing employee record,
instead of paging to the bottom. You enter the data in the appropriate fields and the
system adds the record for the employee. When you click Enter, the system saves
and displays the values, which you cannot change. The original employee data
remains in the system. When you click Enter again the system reorders the record on
the screen.

When you add or change employee records using this program, the system adds a
record in the Federal W-4 Master File (F06303). The system also adds a record to the
Federal W-4 History File (FO6303H); however, there are no values for the electronic
signature marker fields.

To view Federal W-4 information

#N | From Employee Resource Management (GOSBESSM), choose an Federal W-4 Inquiry/Maintenance

1. On Federal W-4 Maintenance, complete any of the following fields:
= By Year
= By Employee
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Working with Self-Service Inquiries

&5 06303 Federal W-4 Maintenance L:..]Ll:.l.]ﬁ
Tools  Help B
ORACL € J Edwards World
Document Email
¥ & ? X
Field Sensitive Help A63A3 Federal W-4 Maintenance
Display Error bMessage By Year: I_
Digp\ayFunctiDms el l—
Exit Prograrm
o Dzt s 0 Address Request
P Humber Enmployee Name W-4 Marital Status Year Date
I_ 15125 Moore, Susan L. M Harried 2006 12721706
Number of Allowances: 5 Rdditional Withholding: % 3,500,008
Name Chg: Exempt Status: Confirmed: K Request Time: 19:25:208
I_ 15126 Cane, Phillip R. H Married, withhold at high 2006 12/21/86
Number of Allowances: 4 Rdditional Withholding: & 250, 80
MName Chg: Exempt Status: Confirmed: X Request Time: 19:26:80
I— 15428 Perimore, Mary B. H Married, withhold at high 2006 01/06/087
Mumber of Allowances: 0] Rdditional Withholdina: & ]
Name Chg: Exempt Status: Confirmed: & Request Time: 17:14:19
I_ 15420 Perimore, Mary B, S Single 2007 02722707
Number of Allowances! 3 Additional Withholdina: § L]
Name Chg! Exempt Status: Confirmed: H Request Time: 10:53:51
I_ 15421 Zimms, Lucille &, & Single 2007 02/22/07
Number of Allowances: 2 Rdditional Withholding: 5 .og
MName Chg: ¥ Exempt Status: Confirmed: X Request Time: 15:22:14
A
°
Opt: 1=Print 2=Change 3=Rdd F3=Exit q

2. On Federal W-4 Inquiry, enter 2 in the Option field to change any employee

record.
£ 06303 ByY =] <
Tools Help "T
ORACL € ub Edwards World
URL Document Email
flaHisen-habiEl ans0s Federal -4 Inquiry
Display Error Message By Year: I—
Display Functions 0 Epilenrn l—
Exit Frogram
Wil Distiells 0 Address Request
P Number Employee Mame W-4 Marital Status Year Date
I_ 15125 Moore, Susan L. M Married 2006 12/21/06
I_ 15126 Cane, Phillip R. H Married, withhold at high 2006 12/21/86
I— 154280 Perimore, Mary B, H Married, withhold at high 2006 01/06/087
I_ 15420 Perimore, Mary B, S Single 2007 p2f22/07
I_ 15421 Simms, Lucille 3, g Zingle 2007 B2/22/87
IE 43004 EBradburn, Kerry E. M Warried 2007 02720407
Ir 50503 Dreidan, Justin F. H Married, withhold at high 2007 03702707
I— 50503 Dreidan, Justin F. H Married, withhold at high 2007 02/21/87
I— 50503 Dreidan, Justin F. H Married, withhold at high 2007 027167087
I_ BAEA4 Ritchfield, Joan B. & Single 2007 03702707
I_ 50504 Ritchfield, Joan B. & Single 2007 02721787
I_ BO506 Wenz, Paul A. & Single 2007 03/02/87
I_ 50506 Wenz, Paul A. & Single 2007 02/21/87
I_ 50506 Wenz, Paul A, g Single 2007 B2/21/87
I_ HE506 Wenz, Paul A, H Married, withhold at high 2007 027167087
2
i
Opt: 1=Print Fl=Exit el

The appropriate fields become input-capable. All required fields display an
asterisk. If you do not enter a value or an invalid value the system displays an
error.

3. On Federal W-4 Inquiry, enter 3 in the Option field to add an employee record.
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Working with Self-Service Inquiries

£ 06303 ByY M=) <
Tools  Help B
ORACL € J Edwards World
Document Email
¥ & ? X
Field Sensitive Help A63A3 Federal W-4 Maintenance
Display Error bMessage By Year: I_
Display Functions el l—
Exit Prograrm
o Dzt s 0 Address Request
P Humber Enmployee Name W-4 Marital Status Year Date
E 15125 Moore, Susan L. M Harried 2006 12721706
Number of Allowances: 5 Rdditional Withholding: % 3,500,008
Name Chg: Exempt Status: Confirmed: K Request Time: 19:25:208
I_ 15126 Cane, Phillip R. H Married, withhold at high 2006 12/21/86
Number of Allowances: 4 Rdditional Withholding: & 250, 80
MName Chg: Exempt Status: Confirmed: X Request Time: 19:26:80
I— 15428 Perimore, Mary B. H Married, withhold at high 2006 01/06/087
Mumber of Allowances: 0] Rdditional Withholdina: & ]
Name Chg: Exempt Status: Confirmed: & Request Time: 17:14:19
I_ 15420 Perimore, Mary B, S Single 2007 02722707
Number of Allowances! 3 Additional Withholdina: § L]
Name Chg! Exempt Status: Confirmed: H Request Time: 10:53:51
I_ 15421 Zimms, Lucille &, & Single 2007 02/22/07
Number of Allowances: 2 Rdditional Withholding: 5 .og
MName Chg: ¥ Exempt Status: Confirmed: X Request Time: 15:22:14
A
°
Opt: 1=Print 2=Change 3=Rdd F3=Exit q

4. Change the data in the required fields and click Enter.

5 06303 Federal W-4 Maintenance

Tools  Help

ORACL € Jb Edwards World
¥ & ?
Field Sensitive Help 06303 Federal W-4 Maintenance
Display Error Message By Year: I—
Display Functions B Eplene: l—
Exit Program
iz Dl 0 Address Regquest
P Number Enmployee Mame W-4 Marital Status Year Date
|3 | FEE T [l [za07 *
Number of Allowances: Iﬂ_ % Additional Withholding: § I 360,80
Weme Chg: [ Exempt Status: [ | Confirmed: [0 # Request Time: 19:25:20
|_ 15126 Cane, Phillip R. H Married, withhold at high 2006 12/21/06
Number of Allowances: 4 Additional Withhalding: § 250,08
Name Chg: Exempt Status: Confirmed: K Request Time: 19:26:00
I— 15428 Perimore, Mary B. H Married, withhold at high 200f 0108707
Number of Allowances: 2} Rdditional Withholding: § L)
Name Chg: Exempt Status: Confirmed: # Request Time: 17:14:19
I— 15420 Perimore, Mary B, S Single 2007 p2lz2/O7
Mumber of Allowances: 3] Rdditional Withholding: & Al
Mame Chg: Exempt Status: Confirmed: & Request Time: 10:53:51
|_ 15421 Zimms, Lucille 3. g Single 2007 B82/22/87
Number of Allowances: 2 Rdditional Withholding: & pele]
Name Chg: X Exempt Status: Confirmed: H Request Time: 15:22:14 :
&)
<l
Opt: 1=Print 2=Change 3=RAdd F3=Exit Q

The system displays the new record.
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£ 06303 Federal W-4 Maintenance

Tools Help

ORACLE 1 Edwards World

Field Sensitive Help

URL

Docurment

Emai

B6303 Federal W-4 Maintenance
Dizplay Error Message By Year: I_
Dlgp\ayFunctans B Eplenee l—
Exit Frogram
ileis Dsfiells 0 Address Request
P HNumber Employee Mame W-4 Marital Status VYear Date
I_ 5A507 Rohrer, Mike G. M Married 2007 03/08/87
Number of Allowances: 4 Rdditional Withholding: & 350, 80
Mame Chg: ¥ Exempt Status: Confirmed: X Request Time: 14:51:088
I_ 505058 Merriwether, Beth S, & Single 2007 03/02/07
Number of Allowances: 2} Rdditional Withholding: § L)
Name Chg: *# Exempt Status: Confirmed: # Request Time: 9:33:03
®
®
Opt: 1=Print 2=Change 3=Add F3=Exit Q
JD Edwards World, A9.1



Working with Event Reports

You use a set of World Writer reports for each set of history files for a specific
employee program. Each history file includes two or more searches, one for event
and the other by employee. The event search includes event, event effective date,
and employee. The employee search includes employee, event, and event effective
date. Additionally, separate versions exist for the following:

= Phone number history file, Address Book (Phone) History - ERM Electronic
Signature (FO115H), in Address Event Reports

= Participant information history file, Participant File History for ERM/ESIG
(FO8901H), in Participant Event Reports

= Dependent/Beneficiary X-Ref history file, Dependents/Beneficiaries X-Ref
History for ERM/ESIG (F08336H), in Benefits Event Reports

The electronic signature field values exist in all of these reports, which the system
stores and copies to the history files. The electronic signature prints on the first line
of each record of the report and includes the event, employee number, date the
employee confirms their choice, and the date management uploads the choice to
production.

You can copy and modify any version to suit your business needs.

To access the Electronic Signature Reports using World Writer, you use the
Employee Resource Management menu GOSESSM.

Address Event Reports
The Address Event reports extract and report any changes an employee makes to
their address. The system uses the information from the following history files:
= Address Book Master History - for ERM Electronic Signature (FO101H)
= Address Book (WW) History - ERM Electronic Signature (FO111H)
= Address Book (Phone) History - ERM Electronic Signature (FO115H)
= Address by Date History - ERM Electronic Signature (FO116H)

You use two reports for the name and address changes and two for the telephone
changes.
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Working with Event Reports

Address Change (Only) by Employee

Address Name and Address

Address Change (Only) by Employee Page

Date

Employee User

Event Ewvent Confirm Confirm Date Electronic

= 1
- Des2z/04
Approval

Number Information 1TAN) Ewent Description Effective Date Date Time Uploaded Almqmature Request Atatus
15451  Karen BE. Hiller T AD Address Change 06/25/04 06/22/04 115928 06/22/04  ADOOOLS451040822115926 8 u
First Nawe . . Earen
Hiddle Name. . Bethene
Last Mame. . . Miller
4595 5. Pearl Street
Denwver co o g03z2
Total Address Changes
Cnt
Phone Change (Cnly) by Employees Page - 1
Date - De/z2z2/04
Iddress Employee Ewvent Ewvent Confirm Confirm Date Electronic User Approval
Mzdber Name [T/H) Ewvent Description Effective Date Date Titne p loaded Signacure Recuest Status
15451 Karen B. Miller T AD Address Change 06425/ 0% 06/22/04 115926 06/22/0% ADDOOD15451040622115926 F 3 *
(303) 934-345: HOME
15451 Karen B. Miller T AD Address Change 06/25/04 06/z2z/04 115826 06/z2z/04 ADOOD15451040622115926 & i

(720) 459-8331 AUTO

Total Phone MNunber Changes
Cnt 2

Benefit Event Reports

5-14

The Benefit Event reports extract and report changes or elections the employee
makes during the benefits enrollment process. These events include new hires,
employees with a life change event, retirement, or annual benefits enrollment.

There are four report versions you use to report changes in the Employee
Enrollment History (F08330H) and Employee Pay Instructions History (FO6106H)
files. You can generate reports for changes to employee benefit plans that include
rates. You can also generate reports for changes to dependents and beneficiaries for
new plans or changes to plans from data in the Dependents/Beneficiaries X-Ref
History for ERM/ESIG file (FO8336H). Other benefits history files for which you can
generate reports include the following files:

= 401(K) Elections History for ERM/ESIG (F08346H)
= Flexible Spending Accts History for ERM/ESIG (F08370H)
= Pension Plan Activity History for ERM/ESIG (FO8501H)

You can create additional report versions for employee data, if necessary.
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Working with Event Reports

Benefit Change (Plans/D/B) by Employee

Benefit Change (Plans/D/B) by Euployee Page - 1
Date - 06/22/04
Address Ewvent Ewvent Confirm Confirm Date Electronic User Approval
Number Name Ewent Description Effective Date Date Time Uploaded Signature Request Status
15451 Karen BE. Miller 0E Open Enrollment 07/01/04 06/zz/04 1z0343 06/2z/04 OEO0DL5451040622120343 c A
9203120 Jack F. Miller DEN-01 Dental - EE plus one 01401403 To: 06/30/04 Primary Beneficiary 0,00
15451 Karen B. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 OGs2z2704 DEODD15451040622120343 A A
9203120 Jack F. Miller DEN-01 Dental - EE plus one 07401404 To: Primary Beneficiary 0,00
15451 Karen B. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 0622704 0EO0015451040622120343 A A
9203138 Kassandra C. Miller DEN-01 Dental - EE plus one 07401404 To: Primary Beneficiary 0,00
15451 Haren B. Miller 0oE Open Enrollment 07/01/04 06/2z2/04 120343 06/2z/04 OEO0015451040622120343 A A
9203146 Ryan L. Miller DEN-01 Dental - EE plus one 07/01/04 To: Primary Beneficiary o, 00
15451 Karen B. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 06422704 OEO0DL5451040622120343 A A
9203120 Jack F. Miller LIFE Life Insurance Plan 2 07/01/04 To: 1l Contingent Beneficiary #1 oo, oo
15451 Karen BE. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 06/2z2/04 OEO0DL5451040622120343 c A
9203120 Jack F. Miller MED+4FAM Medical Plan - Plus Family 01401403 To: 06/30/04 Primary Beneficiary 0,00
15451 Karen BE. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 06/2z2/04 OEO0DL5451040622120343 A A
9203120 Jack F. Miller MED+FAM Medical Plan - Plus Family 07/01/04 To: Primary Beneficiary 0,00
15451 Karen B. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 OGs2z2704 DEODD15451040622120343 A A
9203138 Kassandra C. Miller MED+FAM Medical Plan - Plus Family 07401404 To: Primary Beneficiary 0,00
15451 Karen B. Miller 0E Open Enrollment 07/01/04 06/22/04 120343 OGs2z2704 DEODD15451040622120343 A A
9203146 Ryan L. Miller MED+FAM Medical Plan - Plus Family 07401404 To: Primary Beneficiary 0,00
Total Dependents/Beneficiaries for 15451 Karen E. Miller
Cnt 9
Total Dependents/Beneficiaries
Cnt 9
Benefit Change (Plans/Bates) by Employes Page = 1
Date - 06722704
Address Ewvent Evert Confirm Confirm Dare Electronic User Approval
MNumber Hame Event Descriptiom Effective Date Date Time Uploaded Hignature Request Status
15451 Haren B. Miller 0 Open Enrol lment 07/01/04 06422,/04 120343 06422704 DEO0015451040622120343 C A
DENTAL LEN-01 Dental - EE plus one 01701703 To: 0&/30/04 0, 0000
15451 Faren B. IMiller 0E Open Enrol lmernt 07/01/04 0Ee/22/04 120343 06/22/04 DEOOOLS5451040622120343 A A
DENTAL LEN-01 Dental - EE plus one 07/01/04 To: 23,8300-
15451 Faren B. Miller 0E Open Enrol lmernt 07/01/04 D& /22704 120343 06722704 DEQQOLE4E1040622120343 A A
LIFE LIFE Life Inswurance Plan =4 07/01/04 To: 3, 0000
15451 Faren B. Miller 0E Open Enrollment 07/01/04 0&/22/04 120343 0&/22704 DEQ0OLE451040622120343 c A
MEDICAL MED4FAM Medical Plan - Flus Family 01/01/03 To: 06/30/04 0, 0000
15451 Faren B. Miller 0E Open Enrol lment 07/01/04 0E/22/04 120343 06422704 DEQQOLE4E1040622120343 A A
MEDICAL MED+FAM Medical Plan - Plus Family 07/01/04 To: 115, 0000-
15451 Faren B. Miller 0E Open Enrol lment 07/01/04 0E/22/04 120343 06/22704 OEQ0O0LE451040622120343 i A
SPENDING SPND-MED Fipending Acct for Medical 07/01/04 To: £&, 0000
15451 Faren B. Miller 0E Open Enrollment 07/01/04 0&/22/04 120343 0&/22704 DEQ0OLE451040622120343 i A
VISION VISIONE FWision Employee only 07/01/04 To. 1,5800-
Totals for Address Mumber 15845l FKaren B. Miller
Sum 87,15300-
Cnt K

Total Benefit Changes
Cnt.

Federal W-4 Event Reports

The Federal W-4 event reports extract and report changes employees make to their
Federal W-4 information.

There are four report versions you use to report changes to Federal W-4 history
information. You can generate reports by year or employee when you upload
information to the Federal W-4 History (FO6303H) and Employee Tax
Exemptions/Overrides History File - ERM (F06017H) files. If you upload data to
only the FO6303H file, use the W46303EM - FO6303H Only - By Employee version. If
the manager enters the Federal W-4 employee record using the Federal W-4
Inquiry/Maintenance program, use the W4-MGR-YR - F06303H Only - Manager
Entry version to generate a report of these records.

Employee Self-Service Guide (Revised - January 15, 2007)
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Working with Event Reports

Federal W-4 by Employee
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Participant Event Reports

The Participant Event t reports extract and report changes or additions employees
make to participants. There are four report versions.

You use two report versions to generate information from the
Dependents/Beneficiaries X-Ref History for ERM/ESIG (F08336H) file. These two
reports include changes employees make to participants from data in the
Dependents/Beneficiaries X-Ref (F08336) and Participant File (F08901) files. A third
version you use to report participant information from the Participant History
(FO8901H) file. This report includes only those changes employee’s make to
participants on the Participant Information - ERM screen in the Participant File
(F08901) file. A fourth version you use to report only those changes to participant
information on the Participants by Employee- ERM screen in the
Dependents/Beneficiaries X-Ref (F08336) file. This version includes data from the
F08336H file.
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Participant Change by Employee (Changes to FO8336H and
FO8901H)

.........

Time Entry Event Reports

You use the time entry event reports to extract and generate reports for the time
entry records employees enter. The two report versions include time entry records
from the Employee Transactions Detail History (FO6116H) file.
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Time Entry by

Employee

Time Entry by Employee DPage - 1
Date - 06/22/04
Address Batch Ewent Buwent Confirm Confirm Time-Date  Approver  Date Electronic User Approval
Thaber Hame Taber Event Description Effective Dabe Dabe  Time Supervisor Approved Sign-On  Uploadsd Signature Request  Status
1545l Faren B. Miller 58744 TE  Time Entry 06/25/04  06/22/04 124420 132128062204 LG6949170 06/22/04 TEODOLS451040622124420  © A
Pay Type Hours Inmp Sum Work Date Equipment Job TypsSt Job Location Phas Cods/Bate/Dif Ivem  Pieces  Ovr. Fabe Blg. Bate
1 Iegalar 33,00 0,00 0672404 M3 1 7oL 0,000 H 0,00 500,000 0,000
Aocomnt: 7018118 Subledger : Subledger Type: Iransaction: 227226
Piscework Bave: 0,000 Uprate: 0,000 Urion: 7000 Pecord Type: 1 Home Business Upit: 701
Position ID: Home Company: 00007 Workers Comp Code: 5551 Workers Sub Class:
Couments: Beqular Work
1E4EL Karen B. Miller 52744 TE  Time Entry 06/28/04 06722704 1z4420 132128062204 LGES45LT0 06/22/04 TEODOLE4E1040622124420 A A
Pay Type Hours lump Sum Work Date Equipment Job Typs%t Job Location Fhas Code/Pate/Dif Item  Pieces Ovr. Fate Blg. Pate
£ Tegalar-sep 10,00 0,00 06/ZE/0¢ M3 1 7oL 0,000 H 0,00 16,500 0,000
hocoumnt: 7018110 . Subledger : gubledger Type: Transaction: 227228
Piscework Pate: 0,000 Uprate: 0,000 Umion: 7000 Pecord Type: 1 Home Business Unmit: 701

Position ID: Home Company: 00007 Workers Comp Code: 5651 Workers Sub Class:

gpecial Project

Totals for Address Mmber 15451 Haren B. Miller
43,00

0,00

Grand Totals for Time Entry
cr

S 0,00
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6 Processing Options

Enrollment - Rules and Eligibility SS (P08334SS)

Processing Option Processing Options Requiring Further Description

1. Enter the default status to use for ending
enrollment.

2. Enter a'l'to not process ineligible
enrollment.

(Default of blank will process an
enrollment regardless of the eligibility.)

3. Enter a'l'to enroll the employee in the
default plan(s) in each category if no other
plans are selected. This will happen
automatically when the enrollment
update option is taken.

4. Enter a "Skip to" query name to be used
when the print function key is pressed to
call the WORLD Writer versions list.
Blank will display the entire list for
Benefits World Writers (Group Q083).

5. Enter the End Enrollment Status to be
used when changing options within a
plan.

6. Enter athree digit code to designate that
an employee has a future enrollment for a
plan. Default of blank will use "XXX' to
signify future enrollment exists.



Working with Event Reports

Processing Option

Processing Options Requiring Further Description

7. Enter Ending Status for plan ending date
that defaults from Plans Within

Categories.
Set Up Information for 'PC/Web
A CCESS ¥ rrkkkkkikkkkikik Kk R ARSI AK :

Within the Plan Selection screen there is the
opportunity to display 3 diff. items at the
category level and 1 item each for each plan
displayed in the category subfile/list. An item
can be a Word document, spreadsheet or web
site.

When a specific action is performed by the
user in the JWalk panel for 'Plan selection, the
item or information you have set-up will
appear. The 3 actions at the category level and
1 action for each plan within the category and
two required fields are explained below.

HEADER FIELD: The 'Header Field'is the
category field displayed on the screen.

It is named VDSBGR. The Header Field will
need to be entered in 'Event Set-Up

' for Open Enrollment (OE), Retirement (RT),
and Life Change (LC) events. This is the way
you will control which group categories will
be available to the employee to elect/chenge.
VDSGGR will need to be entered along with
the specific category you wish to include (ie.
MEDICAL, DENTAL, etc.).

Within 'PC/Web Access Set Up' the Header
Field (VDSBGR) will default in for all the
JWalk Events. However, you need to enter the
specific category in 'Header Field Value' field
(ie. MEDICAL) to match the information you
are setting up.

Next you can select any or all of the items
possible to be associated with the above
category. Your 3 options follow.

ITEM 1 (POPEN) is displayed right before the
'Plan Selection' panel is displayed.

This will allow you to display inform. you
want the user to see before viewing or
selecting a plan for the category.

The JWalk event is called POPEN standing for
'‘panel open'. The fields required in PC/Web
Access Setup are the JWalk event, Header
Field Value, Access Type, and PC/Web Name
& Path.

ITEM 2 (PUSH1) is displayed when the user
presses on the first button in the upper right of
the JWalk Panel. It has been suggested this
could open a ‘Plan Comparison' doc; however,
your needs and interests may differ. Since this
is a button, you can determine what the title of
6'12his button will say to guide your users. The
user action and JWalk event is called PUSH1.
The fields req. in PC/Web Access Setup are
the I\Walk event Header Field VValuie Access
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Time Entry by Employee (P061121S)

Processing Option Processing Options Requiring Further Description

1. Enter 'E' to use the Employee
Occupational Pay Rate Table or

Enter 'U' to use the Union Rate Table.

If neither 'E' nor 'U' is entered, blank is the
default and the Hourly Rate from
Employee Multiple Job File will be used.

2. If the Union Table is selected, enter ONLY
the Pay Type codes associated with the
entries you made in your Union Table.

If you entered Regular Pay Rate in Union
Table, enter Pay Type code here.

If you entered Premium Amounts in
Union Table, enter their Pay Type codes
here also.

If the Occupational Table is selected,
ONLY enter the Pay Type code for
"Regular".

Regular - Blank
Overtime - A
Doubletime - B
Tripletime - C
Holiday - D

NOTE: If you have entered codes in fields A,
B, C, or D; Time Entry will retrieve amounts
from table before applying overrides, such as
Shift Differential. If Union Table premiums are
NOT found, but you entered Pay Type codes
in A, B, C, or D, the Pay Type Multiplier will
also be applied before Shift Differential
overrides.

3. Enter '1'if using Multiple Jobs feature.

(Please refer to program helps for
information about this processing option).

4. Enter '1' to prevent changes and deletes to
records locked to another user.

5. Enter 'l' to edit Pay Type with job type
and step from the Classification/Pay
Cross Reference screen.
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Processing Option

Processing Options Requiring Further Description

6. Enter 'l'to use Zero Billing Rate.

7. Enter 'l' to load Pay Type Desc. into
Explanation field (YTEXR).

8. Enter 'l' to request Canadian Employee
Entry.

Default is ' ' to request US Employee
Entry.

9. Enter 'l' to automatically split time based
on Labor Distribution or Position Account
Distribution instructions.

Default is ' ' and time will not be split
unless F12 is used during Time Entry.

10. Enter '1' to default Equipment Worked On
(EQWO) from referenced Work Order.

Set Up Information for 'PC/Web Access":

Within the Time Entry JWalk panel there is the
opportunity to display one item for
information. This item can be a Word
document, spreadsheet or web site.

When the employee presses the first button on
the upper right of the panel, the item or
information you have set up will appear. No
'‘Header' or 'Subfile Field' value will be
necessary.

Enter the JWalk event (listed to the right of
this information), the name and path for your
document, spreadsheet or web site, and the
button title.

View Vacation-Sick (P06093S)

Processing Option

Processing Options Requiring Further Description

1. Enter a'l'to display accrued information.

2. Entera'l'if you do not want dollar
amounts displayed.
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Processing Option Processing Options Requiring Further Description

3. Enter a'l'to display Payroll Month
history (F06146) for Calendar Year-End
DBAs. A value of blank will display Fiscal
or Anniversary (F06147) history.

PAGE DOWN for Information regarding
PC/Web Access setup for this online
application.

Set Up Information for 'PC/Web

Access

Within 'View Vacation-Sick' JWalk panel is the
opportunity to display one item for
information. This item can be a Word
document, spreadsheet or web site.

When the employee presses the first button in
the upper right of the panel, the item or
information you have set up will appear. No
'‘Header' or 'Subfile Field' value will be
necessary.

Enter the JWalk event (listed to the right of
this information), the name and path for your
document, spreadsheet or web site, and the
button title.

Dependents/Beneficiaries Assignment (P08336SS)

Processing Option Processing Options Requiring Further Description
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Working with Event Reports

Processing Option

Processing Options Requiring Further Description

1. Enter 'l to display data in the full detail
format. Enter '2' to display data in the
partial detail format.

A blank displays the full detail format.

Set Up Information for 'PC/Web
ACCESS ¥ ¥Hkkkkikkkhkiikkkkkkkkkkkdkkokok :

Within the Dependent/Beneficiary Change
menu option there are two places where
information can be set-up/displayed. One is
within the P08336SS program; the 2nd is
within the P08901SS program. Please consult
your manual for more info. This item can be a
Word document, spreadsheet or web site.
When the employee presses the first button in
the upper right of the panel, the item or
information you have set up will appear. No
'Header' or 'Subfile' value will be necessary.

Enter the JWalk event (listed to the right of
this information), the name and path for your
document, spreadsheet or web site, and the
button title.

Change Federal W4 (P0601SS)

Processing Option

Processing Options Requiring Further Description

1. Enter the year for this Federal W-4

Form.
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Working with Event Reports

Processing Option Processing Options Requiring Further Description

2. Enter the current phone number for
Federal IRS for information required for a
name change.

PAGE DOWN for Information regarding
PC/Web Access setup for this online
application.

Set Up Information for 'PC/Web
Access KRR IH IR TR AT

The opportunity exists to setup one item for
information in each of the three panels of the
‘Change Federal W4' application. This item can
be a Word or PDF document, spreadsheet, or
website.

When the employee presses the button in the
panel that bears your title, the item or
information will appear. ‘No Header' or
'Subfile Field' value will be necessary. Enter
the JWalk event listed to the right of each
panel number, the name and path for your
document, spread- sheet or web site and the
button title

JWalk Event for Panel/Screen 1
JWalk Event for Panel/Screen 2
JWalk Event for Panel/Screen 3

Federal W-4 Approval (P0601AP)

Processing Option Processing Options Requiring Further Description

1. Files to be Updated when approved
records are uploaded:

Blank - Add approved records to the
F06303 production file only.

1 - Add approved records to the
F06303 and the F06017 production files.
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Working with Event Reports

Federal W-4 Inquiry/Maintenance (P06303)

Processing Option Processing Options Requiring Further Description

1. Determine what operations will be
available to the user.

Blank - Inquire on all W-4 records within
business unit security access.

1 - Inquire, change or add W-4 records
within business unit security access.

2. Enter the current phone number for
Federal IRS for information required for a
name change.

3. Enter a'l' for printed report to include
questions 8, 9, and 10 and the values for
company name, address and employer
identification number for questions 8 and
10.

Address Change for Employee Self-Service (POLABSS)

Processing Option Processing Options Requiring Further Description

Set Up Information for 'PC/Web Access'

Within the Address Change JWalk panel is the
opportunity to display one item for
information. This item can be a Word
document, spreadsheet or web site.

When the employee presses the first button in
the upper right of the panel, the item or
information you have set up will appear. No
‘Header' or 'Subfile Field' value will be
necessary.

Enter the JWalk event (listed to the right of
this information), the name and path for your
document, spreadsheet or web site, and the
button title.
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Appendix A — Employee Report Examples

Address Change Confirmation

[1ABE J.0. Bdwards & Company Page - . . . 1
Adiress Change Mddress Change Confimation Date - . . . 3/14/07
Miress as of 03/20/07

tonfirmation I ADDOO15422070314155558

Dm:te of Report : 03/14/07

Marioc B, Lucenzio Employee RNumber: 15422

4211 M. Tennyson

Ieswver CO RBD232

Faquested Changes:

First Name . . . . . Mario

Middile Name. . . + . B.

Iast Mame. . . . . . Lucenzia

Mail:ng Address. . 4201 N. Tennyson

L e G s Denver 8State . . @

BHp code ., . . . . . BO232

Telephone. . . . . . { 303 ) 98B-3332 f HOME

Telephone. . . . = { 720 ) 398-5876 { WEMG

Fags
Bate ©1/14787

it

LH
Fay Types socation  Phan Pleces
4n.0 80 B4/03/07 ! LT ¢ 4W  DODDODBD o 21809 Bep
Sub Typa e e Ca11TE
ReEy i Busines vl
Werm Croep DBOOT N (L
169 Overtiss 1.8 .00 fa e4jodion 701 ¢ fH BOABOGBE B 13457 L1
Bub Ty tranmsredon esnrI1TY
aog Recy 751
Home Comp (T3
BO1 Vacation 40.0

ag0
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Appendix A — Employee Report Examples

Federal W-4 by Employee Report

O601HE 7.0, EBdwards & Company Page:
Chanse Pedaral W-4 Report

Federal W-4 for cCalendar ¥ear: 2007

Oate of Raport: pafraS2007
Confirmation ID: WAOD015424070307 1656846
gmployes Number: 15424

Re-Frint of PENDING W-4:

1. Name and Address:
Nama - First, Middle Initial, Last Lee W. Ming
Home Addresa Btreet or R. Route 3334 8. Lowell
Cicty or Towmn, State and Zlp Cods Denver GO 80232

2. Sccial Securlty Number: XK -MX-5424
3. W-4 Marital Status: M - Married

NOTE: If married but legally separated, or your spouse 1l a non-
regident alien, select "Single’.

4, 1f your last name differs from that on your social security card, check
here. You must call 1 B66 ¥72-1213 for a new card.
x

in

Total number of allowances you are clalming (from Personal Allcowances
workgheer  Line H, or from Deduction and Adjustments and Two-Baroer
Two Job worksheeta, 1f chey apply) .

3

6. mAdirdomsl amounc, {f any, you want to witbhold from each paycheck.
780 .00

7. 1 claim exesptlion frem withholding for 2007 and certify that I meet BOTH of
the following conditions for exemption:
* Lagt year [ had a right to 3 refund of ALL Federal income tax witbheld
bacauses I had MO tax liability AND
% This year [ expect a refund of ALL Federal income tax withheld because I
expect to hawve WD tax liability.
1f you meet both conditicone, write 'HXEMPT' here.

onder penalties of perjury, I declares that I have examined
thig certificace and to the best of my knowledge and belisef,
it ie trua, cerract, amnd complata.

Yes, I accept.

Lea W, Ming

Date of Agraement: 037073007

Blectronic Signature ID: W4O0OL1S424070307166646
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Appendix A — Employee Report Examples

Benefit Report — New/Changed Elections

08334E
Open Enrollment

Benefits as of: 01/01/08

Date of Report: 03/14/07
Phillip R. Cane
3024 8. Sentimal Court

co

Denver 80343

J.D. Edwards & Company

Benefit Report

New/Changed Elections

Confirmation ID: Not Available

Employee Number:

Page 1

15126

Request Changes: Employee
Cost
(per pay
Benefit Category Benefit Plan Selected option period)
DENTAL Dental - Family 2007 FAM 13.00-
Melissa B. Cane DEN+FAM
Isabelle S. Cane DEN+FAM
LIFE Life Insurance Plan 5,98-
Melissa B. Cane LIFE ¥
Isabelle 5. Cane LIFE 025 &
MEDICAL Medical - Employee 9.75-
SPENDING Medical Spending Account 85.00-
VISION Vision - Premium 3.05-
Cost Per Pay Period: 116.78-
Total Employee Cost 116.78-
08334E J.D. Edwards &« Company Page 1|
Open Enrollment Benefit Report
Confirmed Elections
Benefits as of: 01/01/08
Confirmation ID: OE00015126070314155308
Date of Report: 03/14/07
Phillip R. Cane Employee Number: 15126
3024 8. Sentinal Court
Denver CO 0343
Request Changes: Employee
Cost
(perogay
Benefit Category Benefit Plan Selected Option period)
DENTAL Dental - Family 2007 FAM 13.00-
Melissa B. Cane DEN+FAM
Isabelle 2. Cane DEN+FAM
LIFE Life Insurance Plan 5.98-
Melissa B. Cane LIFE 075 %
Isabelle 8. Cane LIFE 025 %
MEDICAL Medical - Employee 9.75~
SPENDING Medical Spending Account 85.00-
VISION vision - Premium 3.05-
Cost Per Pay Period: 116 .78~

Employee Self-Service Guide (Revised - January 15, 2007)
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Appendix A — Employee Report Examples

Dependent/Beneficiary Change — Confirmation

Mailing ndd.;:eéa: 49682 5. Leyden Way

C/0 Bunmyvale Asaisted Living Center

Unit 405

Demver ©O B0343
Telephone., . . . . . { 720 ) 382-8473 / HOME
Telephome. . . , . . { ) /

OEDBE J.0. Edwards & Company Page Ho. . 1

Participant Change Date - . 3/14/07
Confirmation

Date of Report 03/14 /07

Busan L. Moore Employes Number: 15125

3433 B. Niagara Way

Denver COC B0343

Requeated Changes:

Confirmation ID : DBOOD1S125070303112141 Event Effective Date: 08/01/07

Partic. Number: 32942 MName. . . . . . i Moore, Beth K. Bel: C o/B: B

Tax ID. . . . 31 923-45-5096 Gender, - . - o+ 1 P Effective Date. . i Tos

WS Grad . . . t N FT. Student . . : N Schocl Attending. : Thomas Jefferson High School

Bnployed. . . : N Digability. . . i+ N Date of Disabiliry:

Date of Birt : 12/07/91 Date of Medicare: Date of Death 1

Confimation ID : DBOOD1S125070314153837 Event Effective Date: 07/01/07

Parcic. Rumber: 32951 Mame., . . . . : Moore, Ralph T. REel: P o/B: B
Tax ID. . ¢ 5335-88-8138 Gander. . . . H Bffective Date. . : 12/01/03 To: 07/01/07

Ho Qred . . . : ¥ FT. Btudent . . : N School Attending. : Denver Art Academy

Brployed. . . : N Digability. . . + N Date of Disability:

Date of BRirth : 10/11/32 mate of Medicare: Date of Death Pty

Confirmation ID : DBOOD15125070314154612 Event Effective Date: 07/01/07

Partic. Number: 33827 Mame. . . . . . : Krieger, Phyllis L. Rel: P o/B: B
Tax ID. . . . : 204-59-6B53 Gender, . . . 1 P Effective Data. . : To:

i drad . . . : ¥ FT. Btudent . . : N Schocl Attending. :

Broployed. . . : N Disability. . i R Data of Disability?

Date of Birth : 04 /0&6/35 Date of Medicare: Date of Death 1

Mdress Change Confirmatieon:

Confimation ID : ADDOD33427070314154731 Event Effective Date: 07/01/07

First Name . . . Phyllis

Middle Name. . . L

last Mame. . Krieger

7-4
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Miscellaneous

401(k) Elections History for ERM/ESIG (F08346H),
5-14

401K Elections file (F08346), 2-5

401K Elections for Employee Self-Service file
(T08346), 2-5

A

Accepting Benefits, 3-5

Accrual hours, 3-45

Accumulation Type window, 3-46

Adding participant information, 3-26

Additional Amounts for W-4, 3-42

Additional Options window, 3-12

Address Approval program (P01ABUSS), 4-4

Address Approval screen, 4-4

Address Book (Phone) History - ERM Electronic
Signature (FO115H), 5-13

Address Book (WW) History - ERM Electronic
Signature (FO111H), 5-13

Address Book Constants (P0009011), 2-35

Address Book Master History - for ERM Electronic
Signature (FO101H), 5-13

Address by Date History - ERM Electronic
Signature (FO116H), 5-13

Address Changes — Self Service screen, 3-27, 3-31,
3-36

Address information, 3-35

Approval Acceptance window, 3-11

Approvals
Address Approval program (POLABUSS), 4-4
Benefit Selection Approval program (P08334US),

4-5

Federal W-4 Approval program (PO601AP), 4-7
overview, 4-1
Participant Approval program (POS8DBAP), 4-8
program functions, 4-3
programs, 4-1
Time Entry Approval program (P0O611AP), 4-10
uploading, 4-3
vocabulary overrides, 4-3

B

Beneficiary screen, 3-11
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Index

Benefit Batch Update Exception Report (R08334BS),
4-5

Benefit Plans, 3-4

Benefit Selection Approval File - Self Service file
(TOBAPR), 2-5

Benefit Selection Approval program (P08334U5S), 4-
5

Benefit Selection Approval screen, 4-5

Benefit Selection Event window, 3-7

Benefits
accepting, 3-5
approving selections, 4-5
confirming, 3-5

Benefits Setup File Download program
(P08334DL), 2-1, 2-5

C

Category Rules, 2-31
Category screen, 3-7
Change address information, 3-35
Change Address program (P0O1ABSS)
additional setup, 2-35
using, 3-35
Change Address screen, 3-35
Change Federal W-4
additional amounts, 3-42
additional setup, 2-36
deductions worksheet, 3-41
exemptions, 3-41
optional set up, 2-26
processing options, 2-36
program (P0601SS), 2-2, 3-39
screen, 3-40
status, 3-39
using, 3-39
Change Participant information program
(P08336SS)
additional setup, 2-35
Change Participant Information program
(P08336SS), 2-2, 2-5, 3-25
Change Participant Information screen, 3-25, 3-26,
3-29, 3-32
Changing dependents, 3-25
Choosing
categories, 3-3
participants, 3-4
plans, 3-4
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Index

Confirming Benefits, 3-5
Considerations for Setup, 1-9
Controls in Employee Self-Service, 1-2
Current Elections screen, 3-8

D

DBA Setup File Download program (P069117JQ),
2-2,2-3

Deductions screen, 3-41

Deductions Worksheets for W-4, 3-41

Default Plans, 2-31

Deleting participant information, 3-32

Dependent screen, 3-10

Dependent/Beneficiary Approval File - Self-
Service file (TOBADB), 2-5

Dependents and Beneficiaries, 2-32, 3-4, 3-35

Dependents/Beneficiaries - WF for Self-Service file
(T08336), 2-5

Dependents/Beneficiaries Assignment (P08336SS)
processing options, 2-35

Dependents/Beneficiaries X-Ref (F08336), 5-16

Dependents/Beneficiaries X-Ref file (F08336), 2-5,
3-25

Dependents/Beneficiaries X-Ref History for
ERM/ESIG (F08336H), 5-13, 5-16

Deployment server, 2-27

Documents
pdf, 2-17
spreadsheets, 2-17
text, 2-17
viewing, 2-17

Documents folder, 2-27

E

Effective date, 3-25

Electronic Signature
fields, 5-1
files, 5-1

Electronic Signature Acceptance, 3-5

Electronic Signature Acceptance screen, 3-19, 3-22

Electronic Signature Acceptance window, 3-29, 3-
31, 3-36, 3-43

Electronic Signature Copy of Acceptance window,
3-15

Electronic Signature Law Compliance, 1-2

Eligibility, 2-32

Employee Enrollment - WF for Employee Self
Service file (T08330), 2-5

Employee Enrollment file (F08330), 2-5

Employee Enrollment History (FO8330H), 5-14

Employee Pay Instructions file (F06106), 2-5

Employee Pay Instructions File for Employee Self
Service file (T06106), 2-5

Employee Pay Instructions History (F06106H), 5-14

Employee Report Examples, 7-1

Index-2

Employee Self-Service Programs
additional setup, 2-31
Setup, 2-2
Employee Tax Exemptions/Overrides file (F06017),
2-11,4-7
Employee Tax Exemptions/Overrides History File
- ERM (F06017H), 5-15
Employee Transactions Detail History (F06116H),
5-17
Enter Time Events
Bi-Weekly Time entry, 2-10
Monthly Time Entry, 2-10
Semi-Monthly Time Entry, 2-10
Time Entry, 2-10
Weekly Time Entry, 2-10
Enter Time program (P061121S), 2-2, 3-17
Enter Time screen, 3-17, 3-18, 3-20, 3-21
Event buttons
about, 2-17
examples, 2-18
Event Reports, 5-13
Event Setup file (FOBEVNT), 3-3
Event Setup program (POBEVNT), 2-1, 2-9, 2-17, 3-
45
Events
Change Address, 2-9
Change Federal W-4, 2-9
Change Participant Information, 2-9
choosing benefits, 3-3
UDC 08/ER, 2-10
Examples
employee reports, 7-1
event buttons, 2-18
reports, 5-13
Exception Report for Time Entry Upload - ERM
report (RO611APB), 4-11
Exemptions for W-4, 3-41
Exemptions screen, 3-41

F

Features, 1-1

Federal W-4 Approval (P0O601AP) processing
options, 2-36

Federal W-4 Approval program (PO601AP), 4-7

Federal W-4 Approval screen, 4-7

Federal W-4 forms, 3-39

Federal W-4 History (F06303H), 5-15

Federal W-4 History File (FO6303H), 5-9

Federal W-4 Inquiry screen, 5-10

Federal W-4 Inquiry/Maintenance (P06303)
processing options, 2-36

Federal W-4 Inquiry/Maintenance program
(P06303), 5-8

Federal W-4 Maintenance screen, 5-9

Federal W-4 Master file (F06303), 4-7, 5-8

Files
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(FOBEVNT), 3-3

FO0101H (address book master history - for ERM
electronic signature), 5-13

FO111H (address book (WW) history - ERM
electronic signature), 5-13

FO0115H (address book (phone) history - ERM
electronic signature), 5-13

FO0116H (address book by date history - ERM
electronic signature), 5-13

F06017 (employee tax exemptions/overrides), 2-
11, 4-7

F06017H (employee tax exemptions/overrides
history, 5-15

F06106 (employee pay instructions), 2-5

F06106H (employee pay instructions history), 5-
14

F06116H (employee transactions detail history),
5-17

F06303 (federal W-4 master), 4-7, 5-8

F06303H (federal W-4 history), 5-9, 5-15

F069026 (generic table constants), 2-3

F069036 (transaction cross reference, 2-3

F069116 (transaction parameters), 2-3

F069117 (state/local w2 additions), 2-3

F06931 (wage attachment), 2-3

F069311 (wage attachment additional
exemptions), 2-3

F069312 (wage attachment exemptions), 2-3

F08330 (employee enrollment), 2-5

F08330H (employee enrollment history), 5-14

F08336 (dependents/beneficiaries X-Ref), 2-5, 3-
25, 5-16

F08336H (dependents/beneficiaries X-Ref
history for ERM/ESIG), 5-13, 5-16

F08346 (401K elections), 2-5

F08346H (401(k) elections history for
ERM/ESIG), 5-14

F08370 (flexible spending accounts — balances),
2-5

F08370H (flexible spending accts history for
ERM/ESIG), 5-14

F08501H (pension plan activity history for
ERM/ESIG), 5-14

F08901 (participant file), 2-5, 3-25

F08901H (participant file history for
ERM/ESIG), 5-13

F08901H (participant history), 5-16

T06106 (employee pay instructions file for
employee self service), 2-5

T069026 (generic table constants for self service),
2-3

T069036 (transaction cross reference for self
service), 2-3

T069116 (transaction parameters for self service),
2-3

T069117 (state/local w2 additions for self
service), 2-3
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T06931 (wage attachment for self service), 2-3
T069311 (wage attachment additional
exemptions for self service), 2-3
T069312 (wage attachment exemptions for self
service), 2-3
T08330 (employee enrollment- wf for employee
self service), 2-5
T08346 (401K elections for employee self
service), 2-5
T08370 (flexible spending accounts — balances
file, 2-5
T08901 (participant file - wf for employee self
service, 2-5
TOBADB (dependent/beneficiary approval file -
self service), 2-5
TO8BAPR (benefit selection approval file - self
service), 2-5
T8336 (dependents/beneficiaries - wf for
employee self service), 2-5
Flexible Spending Accounts — Balances File -
Employee SS file (T08370), 2-5
Flexible Spending Accounts — Balances file
(F08370), 2-5
Flexible Spending Accts History for ERM/ESIG
(FO8370H), 5-14

G

Generic Table Constants file (F069026), 2-3
Generic Table Constants for Self Service file
(T069026), 2-3

Inquiries, 5-5
Inquiry screen, 5-6

L

Labor Distribution
about, 2-33
hours method, 2-34
percentage method, 2-33
Labor Distribution Pay Period screen, 3-21
Labor Speed Entry, 3-20
Links to websites, 3-39
Links to Websites, 2-17

M

Menus, 1-7

N

Next Year DBA Setup program (P069117SS), 2-2, 2-
7
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O

Overview, 1-1

P

Participant Approval program (PO8DBAP), 4-8

Participant Approval screen, 4-9

Participant Approval Upload Report - ERM
(ROBDBAP), 4-9

Participant Entry screen, 3-26, 3-30

Participant File - WF for Self-Service file (T08901),
2-5

Participant file (FO8901), 2-5, 3-25

Participant File History for ERM/ESIG (FO8901H),
5-13

Participant History (FO8901H), 5-16

Participant Information - ERM (P08901SS), 3-25

Participants, 3-4, 3-25, 3-35
adding, 3-26
changing, 3-29
deleting, 3-32

Participants by Employee- ERM (P08336SS ), 3-25

Pay Type Description, 2-33

Pay Types, 2-33

PC/Web Access Setup Processing Options, 2-26

PC/Web Access Setup program (PO8INFO), 2-1, 2-
17, 3-39, 3-45

Pension Plan Activity History for ERM/ESIG
(FO8501H), 5-14

Plan Descriptions, 2-32

Plan Information screen, 3-13

Plan screen, 3-9

Plans with Options, 2-32

Process Flows, 1-3

Process Ineligible Enroliment, 2-31

Processing Options
Change Federal W-4 (P0601SS), 2-36
Dependents/Beneficiaries Assignment

(P08336SS), 2-35

Federal W-4 Approval (P0601AP), 2-36

Federal W-4 Inquiry/Maintenance (P06303), 2-36

PC/Web Access Setup, 2-26

Select Benefits (P08334SS), 2-31

Setup, 2-1

Time Entry by Employee (P061121S), 2-33

View Vacation-Sick (P06093S), 2-35
Program ID

PO1ABUSS (address approval), 4-4

PO601AP (federal W-4 approval), 4-7

P0601SS (change federal w-4), 2-2

P06093S (view vacation-sick), 2-2, 3-45

P061121S (enter time), 2-2

PO611AP (time entry approval), 4-10

P06303 (federal W-4 inquiry/maintenance), 5-8

P069117 (next year dba setup), 2-2

P069117JQ setup file download), 2-3

Index-4

P069117JQ (dba setup file download), 2-2

P08334DL (benefits setup file download), 2-1, 2-5

P08334SS (select benefits), 2-2

P08334US (benefit selection approval), 4-5

P08336SS (change participant information), 2-2,
2-5

P08336SS (participants by employee- ERM), 3-25

P08901SS (participant information - ERM), 3-25

POSDBAP (participant approval), 4-8

POBEVNT (event setup), 2-1

POBEVNT (event setup), 2-9

POBINFO (pc/web access setup), 2-1, 2-17

P09117SS (next year dba setup), 2-7

R

Rates Based on Plans with Options, 2-32
Reports

address event, 5-13

benefit batch update exception, 4-5

benefit event, 5-14

exception report for time entry upload — ERM, 4-
11

federal W-4 event, 5-15

overview, 5-13

participant approval upload- ERM, 4-9

participant event, 5-16

time entry event, 5-17

Reports and Inquiries, 5-1

S

Screens

Accumulation Type window, 3-46

Additional Options, 3-12

Additional Withholding, 3-42

Address Approval, 4-4

Address Changes — Self Service, 3-27, 3-31, 3-36

Approval Acceptance, 3-11

Beneficiary, 3-11

Benefit Selection Approval, 4-5

Benefit Selection Event, 3-7

Category, 3-7

Change Address, 3-35

Change Federal W-4, 3-40

Change Participant Information, 3-26, 3-29, 3-32

Current Elections, 3-8

Deductions Worksheets, 3-41

Dependent, 3-10

Electronic Signature Acceptance, 3-19, 3-22, 3-29,
3-31, 3-36

Electronic Signature Acceptance window, 3-43

Electronic Signature Copy of Acceptance, 3-15

Enter Time, 3-17, 3-18, 3-20, 3-21

Exemptions, 3-41

Federal W-4 Approval screen, 4-7

Federal W-4 Inquiry, 5-10
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Federal W-4 Maintenance, 5-9
Inquiries, 5-6
Labor Distribution Pay Period, 3-21
Next Year DBA Setup, 2-7
Participant Approval, 4-9
Participant Entry, 3-26, 3-30
PC/Web Access Setup, 2-27
Plan, 3-9
Plan Information, 3-13
Sick Hours, 3-46
Time Entry Approval, 4-11
Time Entry Event, 3-17, 3-20
User Defined Codes, 3-41
User Defined Codes window, 3-18, 3-28
Vacation Hours, 3-45
Select Benefits Events
Life Change, 2-9
New Hire, 2-9
Open Enrollment, 2-9, 3-3
Other, 2-9, 3-3
Retirement, 2-9, 3-3
Select Benefits program (P08334SS), 2-2
additional setup, 2-31
processing options, 2-31
Self-Service Inquiries, 5-5
Setup
additional considerations, 2-31
Change Address program (POLABSS), 2-35
Change Federal W4 program (P0601SS), 2-36
Change Participant Information program
(P08336SS), 2-35
considerations, 2-1
Events, 2-9
Next Year DBA Setup program (P069117SS), 2-7
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