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Introduction

Employee Self Service (ESS) is a web application that makes it easy for employees to view
information about themselves, their Family Members, Benefits, Time Off, and their Paychecks.
ESS allows employees to manage and confirm their own data.

This document, describe how employees will view, analyze, and change their information.

Employees can access the portal through their internet browser at
https://selfservice.ascentis.com/Roadsafe/STS/signin.aspx?ReturnUrl=%2fRoadsafe. It is recommended
employees save this URL as a Favorite or Bookmark.

Welcome to the Ascentis Employee Self-Service
When signing in for the first time:
Employees can click Sign up here for first time user and enter their legal first/last name, birthday, and
social security number to validate the individual’s identity. This will allow the employee to generate his or
her login and password.

Ascentis

RoadSafe Traffic Systems, Inc.

Login

First time user? Sign up here
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Forgotten Password

If after logging for the first time, you forget your password, click the Forgot Password? link and follow the

directions for authenticating your account.

Upon verifying their information, an email will be sent to the employee. If the employee does not receive the
email, have them check their “Junk” folder and set the domain to “Never Block Sender” for future reference.

You have forgotten your password. Self-Service will attempt to
verify who you are. If the information you enter verifies with the
information on file, your password will be sent to the email
address on file. Please enter all of the following information,
then click the Verify button.

First Mame
Last Mame
Birth Crate:

*  fmmidddany

Social Security Number: (Include dashes for 58N a_nd SN}

2 {E.g. sn-xx-amoo)?

The employee will receive a temporary password and the Self-Service link.
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The HOME Tab

The Home tab is meant to be a fluid place where employees can keep up-to-date on company information, access
important documents, and complete required tasks, such as reviewing and acknowledging a safety message.

Content could change daily, so it is important for employees to log in each day to check Self-Service.
From here they can navigate to the My Self tab, which includes My Personal Information, My Family, My Benefits,

My Paycheck, My Time Off, and My Company. Once there they can confirm and change their information.
Employees can also navigate to the My Company tab for a company directory.

RoadSafe |

~ Safety Acknowledgement

Hydration is important whether you are working inside or out! Here's why...

Hydrated workers are more productive workers!

:  12% ' 25-50%
== | S
In order to maintain peak Just a 1. drop in hydration A 3% to 4% drop in
levels of productivity, the could lead to a 12% drop in hydration could lead to a
body needs to be fully productivity. drop in productivity of
hydrated. between 25% and 50%.

To acknowledge review of today's safety message, please click here and provide the requested information
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The MY SELF Tab
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Under My Self employees can view and change Personal Information, Emergency Contacts and other personal
information. Employees can navigate by either 1) selecting from the list on the left or drilling down or 2) from the
sections in the middle. 3.) Employees can also change their password by clicking on the drop-down arrow to the

right of their names.

RoadSafe %

8

MY COMPANY

Personal Information
Family Members
Benefits

My Paycheck

Time Off

My Attachments

My Notes

Company Links

RoadSafe Team Members

6|Page

Personal Information

Go to Personal Information to view and update your personal information such as your
address, phone numbers, and emergency contacts

Jack -
Exd

My Paycheck

Use Ihe My Paycheck section to manage the pay records, tax and direct depesd information
for your employees.

Parsonal Information
Emergency Contacts
Licenses/Certifications
Assets

Safsty Messags

Family Members

\Use the Family Members section to enter information about your dependents. This is
required for benefits enrollment

Family Members

Benefits

Go to Benefits to get information on our benefit plans, do plan comparisons, and to view your
current benefits.

Dirgct Deposit
Taxes

My Paycheck Links
State Tax WH

Time Off

Use the Time Off secthon o check your batances for sick and vacabon fime.

Tima O
Timse O Links

My Attachments.

Use the My Altachments section to view and update attachments

Benefits Summary

Plan Information & Comparison

Beneficiaries

Prudential Evidence of Insurabifity Requirements

Attachments
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Personal Information

This tab has multiple sub-tabs which include Personal Information, Emergency Contact Information, and Safety
Message that the employees can verify and update.

Personal Information
This tab contains personal information about the employee including name, social security number, date of birth,
and work phone number. The employee can verify and update this information.

.
RoadSafe | < RoadSafel%

# & B " & 5]
HOME MY SELF MY COMPANY HOME MY BELF MY COMPANY
Parsonal infarmation
Personal Information Shewn b ie yout file. Plemse nle any

) “Fest Naimn Jack
Middie Name s
Personal Information Emergency Contacts

1
LastN Ex2 Made Name |
5t Name x T ——
Emergency Contacis Bafety Message a5t Hama (%] |
Hickname Maessages and Reminders Hicknarse |
Satety Message Previous Name Peevious Name
Family Members i o =——
Messages and Reminders Social Securty 9093 Show Y e s i
“Hirth Date 10-F2-1552
Birth Date 10-22.1992
Family Members My Paycheck S = Male | Female
= Sex Male SR Martaf Stataz = -
o Marital Status Gemiy [UzA
My attachmants Strmet {Lne 1) |
My Paycheck Country usA o Sroat (Line 2] |
ing 1 chy
Time Off Hruet (Line.1) Company Links i T l
Sireat (Line 2) a8
Attachments
i City Home Frong
My Notes State i P R )
Zip Work Emal Asdress | judiigheconsaits com |
Company Links Paesonal Emal Addrass | |
Home Phone e 1 C ]
Work Phone Mabila v ]
Work Email Address Judi@hrconsulis.com Mablia . 1

Perzonal Emall Address Pigass entar all figlds haing o e lahal u"; ’
Once updated, click on the button and My Personal Information will displays the updated information.

NOTE: Some changes may require HR approval prior to the updates taking effect.
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Emergency Contact
This tab lists the name of the employee’s emergency contact(s). Employees can verify and update this

information.

RoadSafe | ¢
RoadSafe | ¢ * 4 8

HOME MY SELF MY COMPANY
" ‘ E Personal Information “MamE
HOME MY SELF MY COMPANY Persanal information rA—
Personal infarmation Acsan Name Relationship Emargency Contacts Home Fhang |
Personal Informaticn Chiangn | Dulete Jami Spuse Satety Message Week Phone - 5l

Emergency Contacts "
Messages and Reminders el Prone 1
Satety Message | —
Family Members ancel

Mes33ges and Reminders

Famity Members Benefits

Benatits My Paycheck Please enter all fields having o reel labed and ©
My Paycheck Time Off

Time O My Attachments

My Attachmants R

i Company Links

Company Links

Safety Message
The Safety Message can be found on the home page and can be acknowledged by clicking the “here” hyperlink

that is embedded within the message.
RoadSafe | { ek

" & =} =]
HOME MY SELF MY COMRANY B
R re— = ek inn &

Hydratian is Imporiant whether you are working |nside or outl Here's why..
Hydrated workers are more productive workers!
- g
L 12% @ 25-50%
= g
I order Lo makntain poak. Just a1 drop in hydration AT 0 A deep in
vl the 177 drop in hydratbon could fead to a
bedy needs to be fully productivity. drop in productivity of
yrirated iatwaen 2500 snd S00
T acknowiedge revew of 1odany's sasely message, plaase cick Rers and provide e regussisd infmaton et s gt e e
. . S | 2
o=
RoadSafe| *
# a ]
HOME MY SELF MY COMPANY
b Bl Actien I navs read and raviawe today's messige Tapic of Safaty Message
Parsanal Imfarmation Vax v
s Slgg Wee Amusty

Emurgency Contacts

=
Messages and Remingers
Family Mambers

Benadits
My Paychech
Teme Off

My Attachmants
My Notea

Company Links

To confirm review of the Safety Message, select the button.
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B [} v
MY COMPANY REFORTING BENEFITS
Date B2201%
Topic of Safely Message Injury Reparting

| have read and rvirwed today's message | Yes ¥

S-.we Cancel

Type in the date the Safety Message was reviewed; topic of the message; and click “Save.” The option next to “I
have read and reviewed today’s message” is defaulted to “Yes,” so no changes need to be made to this field.

| safety Message

Pinase compista the infor=aton beiow 1o acknowledge that you have read and unerstand loday's safoty message

Actians I hawe read and reviewed today's message Topic of Safety Message
il change | delets Yos Inpury Reparting
change | delete Tas Stop Work Authoety
Date
08-12-2019
Tegpic of Safety Messaps | bvave read and reviswed lodey's message:
Injury Reparting fos

'sz_nrmt-hﬂm

Laslohanged CRASR01 by Exggis oty :

Once saved, there will be a record of Safety Message acknowledgements in the employee record. Employees can

edit existing entries and add new entries to their own personal records.

Family Members

This tab lists the name of the employee’s dependents that exist in benefit plans. Employees can verify and update
this information.

RoadSafe | %

* & B
HOME MY SELF MY COMPANY

Personal Information

Action Name Retationship Hirth Date College Studeit

Family Members View | Changs | Inactivats B2 Jackl Child 00-02-2018 Mo

Family Members View | Change | Innctivats Ex2, Jami Spouss 08-25-1994 o
o o]
My Paycheck
Time Off
My Attachments
My Notes

Company Links
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RoadSafe | ¢ RoadSafe | %

" & =] # a 5]

HOME MY SELF MY COMPANY HOME MY SELF MY COMPANY
= = P 1 Int i
Personal Information [ — ;l ersanal Information Fast Nama U!Eﬂ i
F mbers

Family Members [rorm— ] amily Med P I I

Farnity Members i I T Ty "Last Mama (a2 |
Benefits *Rsiatiosiig Child v et “Ratalionsnts Child v
My Faycheck Social Sacunty 1 My Paycheck Sacial Securfy I
Time Off Gt Dite [ ] Time Off B Do [oewzz018 |
My Anachments Sa B wawe © Foincle My Atachments Sux Male ® Female
My Notes Cobege Stusent ves ® po My Notes Colege Student Yes @ pa
Company Links Disabied i @ o Company Links Dissvied -~

Same ResidenceasEMpiYeE % yes | Mo Same Resdence asEmEkES % yes U No

Please enter all fiebds having a red label and * Please enter all felds having a red label and ©

[ oe oo JRE T

Benefits
Under this tab employees can manage their benefits, providers, and beneficiaries.

Personal Information

Family Members

Benefits

The Benefits Summary tab displays the employees current benefit elections.
The employee’s paycheck deductions are displayed and all family members enrolled are shown. Selecting the
plan name will give plan information and links to carrier websites.

RoadSafe/ 7 -

L] & ] Q

HOME MY SELE MY COMPANY WBOX
Prrsanal Infenration ST bk = & s o pour Benests e of e dates st 1 yos reed acharge, 1 " e You Wil need T suog 8 quakhng i1 b ser e
Family o
I Crogs Sien S of Moo MCESE E BCIE Mescal Premrsm @
Eenatits
Vel wow phoizle doi T pian Ny e vl pay £341 s sscphe ceal aasismns srckren) iy pou wad o sigbin e decls
Benats Summary =3
R AR & POV, e Cross Slas Saieid of Winos (BCESLE BOBE Mescal ¥ius Plas
Bensficianms V5 e abgpble fartha, plan  you Wi B0-arvod You nal pay 178 S per paycheck T gt cost aesumes envobmen by ey mad oY sigbis dapendasts

hn Canias B Sl of insss (ACISE BEI Nacal HIA
Pruttanaiad Evicence of
Insirabaty Requimments Veu 20w abgfeia far i plan. 1 you Wi 82 arval You wid pay 5351 48 por peycheck: ThiS £am1pke Toct 255U prmkment by ou a0 31 b Casondats

Mussages anc Remincers
MogScal Care Spanang Accoant
My Paychock
Dimcavary Senefits: Ehex Spmding Account (F5A1 - Mescal
ek DL Yo e abgrtly for i phan

My Amachments m

My Notes
cempany Links Dapendent Caew Spending Accoust

BleAE ot Apusaling Aetoui F 44) - ey Cars

Yeu an ehgitla or i plan

Dantal
Wt L Danisd

il e whgithe far T plan 1 i i 8 arrad Yo sl oy 505 50 0eF parehecs Th by o ang
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Note: Some changes to benefits will require HR approval and must be accompanied by proper documentation
for any qualifying event.

The Plan Information & Comparison tab displays benefit details.
Carrier links and plan documents can be accessed with the click of a button.

RoadSafe )

# a

HOME MY SELF MY COMPANY

P I Informat
i ity Seloct the plan type of the plan(s] you want to see. Then click the plan name for more information. To compare more than one plan, select the plans you want 1o compare, then chick the Compare button,

Family Mambers
Fian Typz| Madical v
Plans:

Benefits

Benefits Summary
¥ BCAS Modical HSA

I Plan Information & campsnsonl

BCBS Medical Premium Plan
Beneficiaries

! BUBS Medical Value Man
Prudential Evidence of

Insurability Requiremants m

Messages and Reminders

Wy Pk BCHS Medical HSA
Carrier Website iz, Db, com
Time Off
Flan Document HEA Pian
My Attachments -
Ga to Provider Directory
Provider Derectory Blue Access
My Notes

Company Links

Plan comparison information can be shown at a glance.
v
RoadSafe| 3

“ a |

HOME MY SELF MY COMPANY

1 iy n
oAl Iforana Select the plan type of the plan(s) you want to see. Then click the plan name for more information. To compare more than one plan, select the plans you want to compars, then click the Compare bution,

Family Members
Fian Type: Madical b
Plang:

Benefits Summa
# ACAS Medical HSA
Plan Information & Comparison

¥ BCBS Modicel Promium Plan

Benefits

Beneficiaries

¥ BCES Medical Value Plan
Prudential Evidence of

Insurability Requirements

Messages and Reminders

H |
My Paycheck BCBS Medical HSA BCBS Medical Premium Plan BCBS Medical Valwe Man
Carmer Website it www. hcbsil.com hitp:wwa.hchsil.oom ety www. bcbsiL.oom
Time Oft
Plan Document HEA Plan Prosmium Plan Vialee Plan
MY Arachmant Provider O Go to Provier Dirsctory Go to Provider Directory Go 1o Provider Directory
Blue Access Blus Access Bhe Access

Ny Notes

Company Links
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The Beneficiaries tab is where employees can maintain their beneficiaries.
Roagﬁafeiﬁ

L a w & o
HOME MY SELF MY TEAM MY COMPANY REFORTING
Personal Information

Piaase specify me benefcanes i T plans 1$160 Daow A benefciry if 8 Prson. SMer Man Ihe ASUTEd, Who & SoBDed to recere The proceecs on Me 0est of e pokcyhoidsr Benefcanes can De Sesgraled B prmary Of CONbNpent A conbingent benebciary

Family Members 1he peenary baneficiar dhes hetora tha insared
Banetis Bensficianes for plan Prudential SP Optional ADSD

Achan Mame Primary af Contsgent? Share
No bensdcanes Rave bien designated e ths slan. Piease desgnale a bensioary.

Flan Information & Comparison m
Beneficiatias

Frudential Evidence of
Insurability Requirements

Herefits Summary

Benenicianes for pian’ Prudential EE AD&D
Aeton Name Primary of Congent? Share
Ho Danetoanas Rave basn casignaled for s pian. FIgass cesgnala @ bangtciary,

Meszages and Reminders m

My Paycheck
Besstitianies for pian. Prudential EE Basic Term Life
bl Action Hame Primary or Contagent? Shars
My Attachmenis o henetcanes Fave Deen designated tor ns pan. Fieass desgnate o benefcary.
o Notes [t
Company Links. Bensacianes tor plan Prudential EE Optional AD&AD
“Actan Naine Primary o Contmgent? Share

Ho enebcanes fave been desgnaled o the pan. Peass desgnale 8 besshcary.

The Prudential Evidence of Insurability Requirements tab provides a link to the necessary forms to complete and
submit to Prudential.

RoadSafe| <

- & B
HOME MY SELF MY COMPANY

Personal information £ Ball.Comantt kog in page
Family Memboers
Benefits
Benafis Summary
Pian information & Compariacn
Beneficiarins
MEstages ant Reminders
My Paycheck
Time Off
My Amachments
My Netes

company Links
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RoadSafe | ¢
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Under this tab employees can manage their direct deposit information and view their tax information.

The Direct Deposit tab provides employees a view of any direct deposit accounts that are currently setup.

RoadSafe | {

" & - B il

HOME MY SELF MY TEAM MY COMPANY REPORTING

Farsunal Informaten

Action Hank Hama

Famity Mambars

Viaw | Change | Debeos ol ivatatio
Bersfis
ol Awabatis
My Paychech
T L
Taxns
State Tax WH

My Fayehuck Links
Massages and Reminders

Tinve Off

My Attachnsents

My Motes

Company Links

Prame make ne you hnve added W1 Iading and aibng 08" 1or yosr bssks rouling numbee A bk routng rumsers an B-0pts

Account Typs
Chacking
Chacking

Parcentage

Het Py

Amooed Pramary
500 1
§0.00 “

The Taxes tab provides employees a view of their Federal Income Tax filing status and exemptions.

RoadSafe/

- a &+ w 5] bl
HOME MY SELF RECRUITING MY TEAM MY COMPANY REPORTING
Persanal Information Pieage make 100 4031 deduThons e AcosTin.
Actan Tax

Family Members

\ham | hange Vot cerms Ta

EBanants
My Payenech
Direct Deposit
Srate Tax WH
My Faycheck Links
Messages and Reenindary
Tima oft
My Attachments
My Matns

Eompany Links

e Type
[

Filmg Statn
tege

The State Tax WH tab provides employees a view of their State Tax withholding information and exemptions.

L

®
[

Employees are only able to view this information. If changes are necessary, employees should reach out to their
assigned Payroll Processor for their location or HR Business Partner.

RoadSafe

HOME MY SELF

A+ 3 A Lt

RECFANTING MYTEAM  MYCOMPANY  REFORTING

Farsanal infarmanoe

Piase raview ana sanfem the secaracy f paur St Witsholdieg T infarmatizn, # you ne4d 15 Make 3ny changes, plaase contes KR

Family Members

sanen
S T
My Payehec i
Vel stat
P —

et Crarmpins

i) Mgt Examotont

My Paycheck Links

o T o Ty
i T Woashnid
Exesst rom S1ate v
Mezsapes and Remingars

Srewes Perzemage
it st Stute Tas Comw
My ARachmanes
M Notes

Campany Links
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The My Paycheck Links tab has the link to the IRS W-4 Form.

RoadSafe/|

@ a 5]

HOME MY SELF MY COMPANY
Personal information Current (RS W4 Form
Family Members
Banafits
My Paycheck

Direct Deposit

Taxes

State Tax WH

Messages and Reminders
Time Off
My Attachments
My Notes

Company Links

Time Off

Under My Time Off employees can manage their time off and request leave. My Available Time Off shows
employees Vacation and Personal Day Balances and time Taken.

RoadSafe | ¢ et Y -

* a B a
HOME MY SELF MY COMPANY INBOX

Personal Infarmation .
snow T s of 362015 | o] (D

Laave amounts SHowm Beow 3 S:resied in Hours

Eamily Mombers

Banafita Inchasa Pamsing Crangas in CHEssatons
My Bapchack Type Perind Start Date Caryover Accruad Taken Adpusted Availabin
Tirme 41 FI0-Schadules 05022008 20

oo [ oo |

Messages and Reminders

Leave Scheduled
My Attachments P Sckiadoied
My Notes St st Eni Datw Amosnt (Hours) Comments
0847-2019 08172019 w00 Lewve comments. Easser Monday

Company Links
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RoadSafe | 7
: R
A &
HOME MY SELF MY COMPANY
Fersonal Information
Leave Type PTO-Scheduled
Family Membars Start Dite BBI201
Benefits End Date wE201e | [
My Paycheck gmumﬂ::qwrs', |
Time Off
Meszages and Reminders ‘Submit Request | Cancel

My Attachments
My Notes

Company Links

Employees can choose the type of time off, the dates Time-Off, and the number of hours. Additionally, they can
leave a note describing the request for their supervisor.

PTO-Scheduled
PTO-Unscheduled
Bersavement Leave
Jury Duty

Time off requests stay pending until the supervisor approves it.

Show Totals as of.[ 8/30/2019 | [Fjs] m

Leave infermaltion is nof available as of the entered date.

Pending Leave Requests

Type Start Date End Date Amount Comment

Request Leave

PTO-Scheduled 09052019 09/06/2019 16.00 Clean up after Humricane Dorian.
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My Attachments

The Attachment tab is a repository for various employment-related documents that are included in an employee’s
personnel file.
RoadSafe| %

L a 5]
HOME MY SELF MY COMPANY INBOX

Jack =
[

Fersonal information

Shaw | AN Alluckmanty .
Family Mombers
Aeticna Tree Dam Pl D escigean
Beliafis tmangs | deste Enpopes Int - Fasuma 70010 TEST
My Faychesk Erpiyos Infa - Apgicaton TNz TEST
Timis Off cangn | desain Enpiayng Inka - Ot Tr2018 TEST
My Attachmars e loko - Carihcanons TR0 TEST
2 - i TananT TEST
o -
Empoyee inf - On-Bomdieg 2018 TEST
My Hotes
¥ thangn | deketn Froad Sate Amachmant TES1 . avema docs Compensaton - Pagroh Tax Formy g Test

Company Links

My Notes

The Notes tab is where employees and their managers can document employee related communications that will
be included in an employee’s personnel file.

RoadSafe) 7

] & = ]
HOME MY SELF MY COMPANY INBOX

Personal Informaton

Show AT Notes T (S68CT A NGt 1 e 55T ke 10 vie 1 ngte contenes Dalow]
Family Mambars
i Do Py Subyet # uftmws D
Benefts [ Emgioyes info - Emal Lol 20 .l
My Paychack change | delete Emoioyes nfo - Convarsanoe 702019 ds020 Tast
n
bz Wote:

My Attachments

Motes

Company Links
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Under Company Links, employees can see the company directory, company links such as Company Holidays and

various policies.

# &

HOME MY SELF
Persaonal Information
Family Members
Benefits

My Paycheck

Time Off

My Attachments

My Notes

RoadSafe Team Members

MY COMPANY

Benelit Booklel

Branch Directory

2019 Pajd Company Holidays
ADP iPay Statements Memo
Social Media Policy

RoadSafe Team Members
Clicking the RoadSafe Team Members link will bring a pop up box with an important message for employees to

note.
L & i
HOME MY SELF  MYCO

Personal Information
Family Members
Benefits

My Paycheck

Time Off

My Attachments

My Notes

Company Links

l?uads:lfn Team Members I

Road Safe Team Members x

Welcome to RoadSafe Traffic Systems Employee
Self-Service. Here you can view your benefit
selections, get information on all the insurance
carriers and for your 401(k), update your address,
and view our policies. HR will announce all
communications through this portal so we
encourage everyone to log on daily.

Do not show this again

The MY COMPANY Tab

The Company Directory is found here and searchable for employees.

RoadSafe/

MY SELF
My Company

Company Directory

MY COMPANY

Search By | Al Emplayees ¥

Showing all empioyess.

n z 3 4 5 & 7 8 9 10 n > >

17 |Page
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