e SAL Family and
ASCentIS Employee Self-Service Time and Attendance Community Services

Partners Together... Improving Lives

INTRODUCTION

Employee Self Service (ESS) is a web application that delivers a collaborative desktop-like experience. ESS makes it easy
for you to clock in and out, request time off, and approve your time card in addition to view information about yourself,
Benefits, in addition to a Company Directory. ESS allows you to manage and confirm your own data.

Please use the following as guide to Time and Attendance through Ascentis.

SCREENSHOTS DIRECTIONS
Getting to the Ascentis Website _ Go to the Ascentis Self-
AScentis Service Website:

https://selfservice.ascentis
.com/SALFamily
Company * Ak Bookmark th|$ page!

SAL Family and Community Services

Yeerio NOT SIGNED IN YET: Click on
Fu:;;: D must NGT be smpty. - the link that says ‘First time

user? Sign up here.’

Password

Password must NOT be empty.
Forgot password?

- password? Click on the

“forgot username” or “forgot
password” links. HR does not
have to reset these.

Forgot your username or

First time user? Sign up here.

For NEW Users ONLY You will be required to
confirm your identity with
your first and last name, birth
date and Social Security
Number (enter the

Self-Service will verify who you are before letting you into the dashes). Once you enter this

system. Please enter all of the following information, then click data successfully, the system

the Verify button. displays your User ID and

First Name: prompts you to create a
password.

Last Name:

PASSWORD REQUIREMENTS:
The minimum length is six
S characters and must include a
combination of letters and
numbers. It is case sensitive.

Birth Date:

Social Security Number: {Include dashes for SSN and SIN)

*(E.g. XXx-Xx-XxxX)*

Verify Once you've created a
password, the self-service
login window appears again
and you will use your User ID
and password to sign in.



https://selfservice.ascentis.com/SALFamily
https://selfservice.ascentis.com/SALFamily

HOW TO CLOCK IN AND OUT and YOUR TIMESHEET

Time and Attendance Click on “Timekeeper” on the
ity S main toolbar.

Pors ™
- ; Personal information My Paycheck
" Go o Personal Inormaton 1 view and ubdate you personal nformason such as yous sddress phane humbens and roact 50 1o My Paycheck 1echon 1 manage your pay tecords. far and drect deposd mformaton
"
Farmiy Members
Wy Atachments
¥ ot
56 e My Afachmersts sechon 1 view and updale atachments
t.ser
Benetits
Company Liks
50 %2 Benets o get inormaton on ous benest plans.do plan compar ot vonetn

After clicking on
“Timekeeper,” you will click
Tineleeper — on th(? punch” button to
Erpiope clock in or out as needed.
-

Timeshests  Scheddes  Hsty P

The accurate time is listed.

e Seechor:
Timeshest

2] Mnday, 130T 4:45:1] PM Central Tme:

Confirming Time Punch _ Once your time is punched,
Tlme_heeper . .

you will see the green bar the
:"I" top confirming the punch

4// time.

o Yo panch s econ o om My, March 0, 2017 o 448 PMC

Monsday, 03202017 4411 PM Cantral Tana

You will use the same button
to clock in or out. Once done,
close out of the window.

'i'l_l_'nekeeper = ’

: L Under the time punch is the
=- Timesheet. This is where you
Tmesheet "Lt fes + omzaon “isasary westestswmc oo (@ St will be able to view all
punches and hours worked in

the pay period.

Mssny, D02917 4:46:30 PM Catral Tans

jrm—
Fisa | (@A QDuen = uno | |l Recaiodaie

e PayCode nEx in nfed  QuEry  Ow  OwRn

Reg  OT1  Towibours DudyMows Nows Weekly Hows  inOwtExp EamDed Shin Exp Sctedule St Function Location Below that is the Weekl
iz e . i e am e & W T = = y
Mo 03262017 GAORK HOURS] onaem  onasem OwdtPM  nadsen [T 100 12 128 S0 owares 0 piane -

Summary for the pay period.

Add Recorg

Weskty summary

Date Rangs Of wees:

And further down is the
Timesheet Summary which

Tensanast Sammary

Group By: | Payeade

includes a summary of hours
e oD e ————=

] Accrual summary

T E—— worked, time takes as paid
time off, overtime, etc.

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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Missing a Punch?

Tl_m.ekeeper

@ sume

Fisne @i QDsme U

oate ercon

oo kouRs,
o

If you miss a punch, you will
see ared box. To get this
recorded and updated with
the correct time, you will
need to click on the pencil to
the left of the line with the
missed punch. Then enter a
note.

The note needs to include
what time the punch should
have been for and why it was
missed. This information will
go to your Director.

Clock in Late and Need it Fixed?

T Tameshest [5)
Hsze Qi QDss=  © Ui [ Recinke

OutRind

Dete PayCode.

Hon 13200017

hEm n
21

WRnd  OuEm Ok
nxew A

orssP

OWORK HOURS] 215

1 (o]
OWCRK HOURS] - st

P [

Mon 63202917

Reg  OF1 ToiHows DaiyHows Noes WeskiyHows

25
100

0
20

5

100

(1)
(1]

or

Prem Pay

5
125

InOut Exp

EamDed

S0
5000

Shift Exp
000158
0000155
0000155

Jeb Fumction:
8 ons]
00 INone!
0 INone]

00fiane]
00 None]
00 Mone]

Did you forget to clock in and
remembered 15 minutes
later? Still clock in and then
click on the punch that needs
to be edited. A pencil will
appear on the left side.

Click that pencil and add a
note that includes what time
the punch should be for and
why it was incorrect. This
note goes straight to your
Director who will update the
punch for you.

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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APPROVING YOUR TIMECARD
End of Pay Period

At the end of every pay period, you will need to submit and approve your timecard.

This should be done on the last day of work during the pay period. On Friday, clock out and then approve your time
card. Any missed punches or inaccuracies should be fixed before then.

Approving your time card is required every single pay period!

Submitting the Timesheet

Timekeeper 000 T
Employee

If verifying the hours in the

current pay period and once
all hours are verified correct,
click on the “submit” button.

Timesheets  Schedules  History  Profile

Date Selection: From: To:

Timesheet c.yrerspay perag v ovizzon | oagsaorr Tmeshest Sutus: OPEN 4 |G Submt

[=] Tuesday, 03212017 8:56:34 AM Central Time.

If it happens to be Monday

) and the new pay period has
started, you will have to
[-] Timesheet (X
Biswe  QAsd QDo | *Undo | Recalculam — SeIECtI;the drOp dO}NngOX and
Date PayCode (137} n nRnd  OutExp Out Out Rnd. Reg OT1  TotalHours  Daily Hours  Notes  Weekly Hours. InOut Exp EarnDed Shift Exp go to IaSt pay per|0d .
Mon 03202017 O[WORK HOURS] 1211PM 1215PM 1220PM 1230PM 025 0.00 025 0.00 025 §000  00001-FS
Mon 03202017 O[WORK HOURS] 0342PM  0345PM O440PM  D445PM 100 0.00 100 000 126 §000  00001FS
wonoszozont  oorkrours) [ voe e - 0o 000 000 125 i cox o
Add Record
[=] Weekly Summary
Date Range Of Week Reg or
03122017 ~ 03182017 000 0.00
ﬁrrTakeeper e ranoaron i T T e ‘: ] e oo
Employee
Bl .....................________/x| Amessage box will come up
el ___for you to verify all the hours
iy represented are correct. You
1 cortity Mat Mis ime sheet (s cormect and . . .
i s e o ot vl will then hit “submit
T timesheet”.

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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PAID TIME OFF ACCRUALS AND REQUESTING TIME OFF

Accrual Summary Paid time off accruals will
appear in summary form at

[ Timeshest Smmary .
the bottom of the Timesheet
GiopBy: Payoode 1 page
Fay Code Reghs — OH TotelHrs Eamings Deductions RegPay OH Py Prem Pay TotelPay
NORK HOLRS] 15w 15 it} 0 - b b . oy C e
- T B = = This will include any paid time
off you may have available to
= A Sy you.
Pay Coe (o LostPost Date Pust Type Accruedlised Avaiable Nites
1) -
| B 3
Requesting Time Off
T;TTg!feeper = =

' . To request time off, click on
e e “scheduler” and then
“requests” at the top.

= Tmesteet X

Mom QM Qo #ums [ Secacim
[ Porcode mEm  m MW OuEm  Ow  OuRmd  Re  OFf  Tembers Osboms Nems WeeiyMoms  ROWEm el MW Scowds b Famcacn Locasen

Vo awcKEoRS vz T T ™ s [ s som oo e 5 el
2T apRR RS now new T IR T T 1 [ 2 som oS o0 9 e
e e - w am o B T . oopuns 5 s

po—

e Sy

e R O et e o

Requesting Time Off - Enter the appropriate
Tmeketer e T e e e information for the time off

— = request to include: name of

e s request, type of request (click
Requess 2 on drop-down box), and
Nozw Tme OF Request
Sep 1: Name e Requestand sekect St ExdDates. Sep - Revewd Submt dates you need Off.
= ‘:«-s Days
-» -
- The available balance will
calculate based on your
T e w e e 3 e = current accrual and hours
— — e e — — f— requested off.
. o s 000
1 onmT wTEm 1 Fentng Q060

Once all the information is
correct, click “save and
submit.” It will then go to
your Director for review.

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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MY PAYCHECK

“My Paycheck” will include

e e

G0 Perscnal Intormaton t view and update yout per FGTTGCR 8% your 800re5s. phons NUDATS. 31d SMeTGNCy CONACE .h My Paycheck secten o mansgw 75 ey 1ocords. tax and direct depost Ioerastion. your paystu b hlstory, dlrect
Lizc —_ deposit and tax info, and a

e e paycheck simulator.

Paystub History

The paystub history section

b MySerr will include all paystubs. You
. 72 tubs found on & 1 “«
bty Famity pay siubs fund on & page(s) are able to click on the “check
Search ” . .
b MyBenefits number” to view a quick
Check Mumber Feriod Amount
My Paycheck H
5021 06292012 0610 to 06/2302012 855.75 'E Summary or CIICk on the PDF
Last Payroll “\ .
4947 06162012 0627 to OB/BI2012 704.38 m and VIew/download a copy of
Pay Stub History
4823 0BI01 2012 05M3 to DSI2E2012 840,15 m your paystu bs.
Direct Deposit
4895 04/18/2012 04729 to 051212012 70438 'E
Pay & Taxes
4876 040472012 047115 to 04282012 g940.14 E
Paycheck Simulator
100034 0472072012 04501 to 0411402012 791.11 -E
W-2 Forms
100027 04/06/2012 03118 to 033172012 836.88 E
Administration
100020 0372372012 03704 to 03172012 79111 -E
b Company Links
100013 0370972012 02019 to 030302012 936.89 -E
100008 02/24/2012 02005 to 02182012 79111 )
D . =
A . . . .
Direct Deposit Information You can view your direct
b My Self iti i
L This is the list of direct deposits that will be taken in the order specified below. Your pay will be distributed into these accounts dep05|t |nf0rmat|on from
b My Family
Add or Edit an Account for Direct Deposit here and requeSt any Changes
" tBenetts oo ou would like to make
= My Paycheck Transit Mumber 121122676 y
; electronically.
Last Payroll Account Type  Checking y
Account Numbs
Pay Stub History coount Number e £1 3
amount  §150.00
Direct Deposit
Pay & Taxes
DIR DEP
Paycheck Simulator
Transt Mumber 121122676
-2 Forms Account Type  Checking
Administration ACCOUNt Mumbier g 3 6
» Company Links Amount §$25.00
DIR DEP

<

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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Federal and State Tax Information

Pay & Taxes
My Self
b CJ Pay Information
> MyFamiy
Pay Period Salry
D CoEare Annual Salary
~ My Paycheck Wonthy Salary
Hourly Rate
Last Payrol
Pay Frequency
ey SISy Standard Hours.
Direct Deposit Pay Period Hours
Hire Date:
Pay & Taxes
Employment ype

Paycheck Simulator
W-2Forms
Current Tax Withholding
Administration
Home Location
Messages
Work Location
Company Holiday List
» Company Links
Warkal Status
Alowances.

Tax Adjustment

365384
94,999 92

791666

456731

Bi-weekly

800

80.00

11/01/2000

Regular Employee, Salary, Full Time

Pennsylvania
Pennsylvania

Federal State Local
Married Married Married
2 2 2
Additional $0.00 None None

‘Submit new tax withholdings

From the Pay & Taxes section,
you will be able to view your
hire date, employment type,
and your current federal and
state tax withholding.

Should you want to make
changes to your tax
withholdings, simply click on
the “submit new tax
withholdings” and request
the changes.

Paycheck Simulator

AL Family and
Community Services

[0}

HOME MY SELF MY TEAM BENCHMARKS TIMEKEEPER MY COMPANY

Paycheck Simulator

Personal Information

» What if | move?

Family Members

Benefits
» What if | change my tax withholdings?
My Paycheck
Last Payroll » What if my earnings change?

Pay Stub History

Direct Deposit

essages
My Attachments

Company Links

G 1o more advanced simulator ootions
Pay & Taxes
Paycheck Simulator
W-2 Forms

Privacy | Terms of use

The Paycheck Simulator
provides you with some
preset tabs you can move
through to simulate changes
in your pay such as wage
increases, tax setting changes
or even changes in your
payroll deductions.

You can use the advanced
simulator for more options.

****Please note that this is
only a simulator and will not
change anything until you
submit any changes in the
appropriate manner.

Simulator — Calculated Results

-

My Self

-

My Farnity

v

My Benefits
Gross Wages
~ My Paycheck
Federal Income
Last Payroll Tax

Pay Stub History -?;:Ia‘ Security

Direct Deposit Medicare Tax

Pennsylvania
Income Tax

Pay & Taxes
Paycheck Simulator
Pennsylvania

W-2 Forms
Unermployrmert
Tax

Administration
Total Taxes

v

Company Links
K

DENTAL
FSAMED
GARM 26%
MEDICAL

Total Deductions

Net Pay

Paycheck Simulator

Current Simulation
2423.08 3000.00
246.62 333.16
97 61 121,84
33.70 42,06
76.35 94.06
1.94 2.40
456,22 593.52
145.38 145.38
16.85 16.85
25.00 25.00
033,43 120224
57.12 57.12
1227 78 1447 59
739.08 958.89

3,500

3,000

2,500

2,000

vau usually get paid $739.08. 1n this simulation, yau get paid a net check of $998.89. change Parameters

Breakdown of Gross Wages

Net Pay: $958 83

Deductions: $1 447 53

ederal Income Tax: $437 06
State Taxes:

Comparison of Current vs. Simulation

Done

i €D Internet | Protectec

[l

When you click the calculate
button on the Paycheck
Simulator, the system will
provide you with results
including some visual
examples of the breakdown
in your wages and a
comparison with your current
settings versus your
simulated changes.

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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W-2 Forms

W-2 Forms for Year 2012

-

My Self

-

My Family

-

My Benefits

~ My Paycheck

W-2, Copy C

Last Payroll

W-2, Copies B &2

Pay Stub History

Reconcilement

Direct Deposit

g, You 6an view snd print your W-2 forms st any time from here. We sdvisa you to print and
Pay & Taxes % ssve Copy C for your records

Paycheck Simulator §  These are your W-2 forms =5 originslly issued on 12/08/2012. 1t you have received = revised
& W25 from your employer. plesse use the W-2c when filng your tax retum in sddibon o these.

W-2 Forms
Administration
Messages

Company Holidays

2012 (Currenl)E‘ Select Year

Description

This copy is for your own records.

These copies are for filing your federal, state, or local tax retums.

Details on how your W-2 Wages are calculated from your Gross Earnings

The W-2 Forms feature
provides you access to your
current and historical W-2's.
First select the Year you want
to access and then choose the
copy you want to look at or
print.

These will start appearing in
January of 2018 for calendar
year 2017.

Messages

Messages

-

My Self

-

My Family

Employee Self Service

-

My Benefits

Employee Self Service

~ My Paycheck
Last Payroll
Pay Stub History
Direct Deposit
Pay & Taxes
Paycheck Simulator
W.-2 Forms
Administration
Messages

Company Holidays

Employee Self Service

Employee Self Service

Subject
Eirst check on Ascentis
Year End
Company Picnic
Name & Address

Received
05/13/2013 02:43 PM
12/17/2012 09:46 AM
11/08/2012 0807 AM
08/09/2012 01:19 PM

Click on a message above fo view fis content.

Delele
Delete
Delete

Delele

The messages feature allows
you to read any messages
related to your my Paycheck
account such as notifications
of new pay statements to
view, newly published W-2’s
to access, or messages
generated from the Payroll or
HR Administrator.

If you have any questions or issues with Ascentis Employee Self-Service, please email humanresources@salfcs.org.

The website for ESS is: https://selfservice.ascentis.com/SALFamily
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