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Introduction

Employee Self Service is designed for employers who would like for their employees to have online access to
view their information (Pay stubs, W-2 Forms, Exemption Information, Current Pay Rate, Paid Time Off).
Other features include time off requests and W-4 information changes.

Employee Self Service can be used on tablets and mobile devices. For the best possible experience, we
recommend that you use one of the browsers listed below.

Logging In

Login by clicking the Employee Portal button at www.payrollmadeeasy.com. Enter your User Name and
Password and then click the Sign In Button.

Secure User Login New User Registration Forgot Password

ldentify Yourself

Enter yvour credentials for access.

Lser Mame

Password

| forgot my password

Sign In



Upon your initial login, you will be required to set up security questions. Once entered click the SaveE
button.

n Settings
’ Email Notifications

We'll send relevant emails to these addresses.
General Address Benefits Address

holly@thedevlingroup.com ienefits Email

General Security Questions
We'll use these to verify your identity if you forget your password and can't log in

Question 1 Answer 1
- Select Question - vl required
Question 2 Answer 2
- Select Question - E required
Question 3 Answer 3
- Select Question - E required
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Employee Identification

The employee’s first and last name displays in the header when logged into the portal.



Navigation Buttons

There are several buttons in the upper right corner of the Dashboard used to navigate the application.

Home

1. Click the Home button from anywhere in the application to return to the Dashboard.

Menu

=

A =

Your Info Pay
Messages Resources

POy

Time Off

2. Click the Menu button to access additional menu buttons to the screens on which to enter information to be
displayed on the Dashboard.

o-

Your Info

3. Click the Your Info button to view the information displayed in the Your Info section on the Dashboard from

wherever you are in the application. The information on this screen can only be edited by management.
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Pay

4. Click the Pay button to view the information displayed in the Pay section on the Dashboard, from wherever you

are in the application.
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5. Select the year if applicable, to see previous years’ checks.
Pay
Check Date Check # Gross
12/09/2011 -99998816 $520.00 A
2015 12/09/2011 -99998814 $520.00
2014
09/23/2011 9172 $637.00
2013
09/15/2011 9254 $520.00
2012
2011 09/15/2011 -99999327 $1,040.00
09/09/2011 9163 $520.00
09/02/2011 9151 $559.00
W

6. W-2 and 1099 forms are also available from this area of the portal and can be clicked to view.



7. Click the check date to view the check stub for that payment date.
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Y N Regular 13.00|  40.00 520.00 520.00|Fed (5/2) (558.65) 47.31 47.31
Overtime 1950 375 7313 73.13|OASDI (588.31) 24.71 24.71
MEMOS 0.00 Medicare (588.31) 853 8.53
401{K) Employer 000l 000 2373 23.73|NC (S /) (558.65) 33.00 33.00
Match
0.00 401(K) Employee Deduction 83.97 88.97
0.00 401k Catch up -59.31 -59.31
' 0.00 Dental Insurance 432 4.82
0.00 Diirect Deposit 1XXXX 44540 44510
Total Earnings 4375 59313 593.13| Total Deductions 593.13 593.13
NET PAY 445.10| Total Direct Deposits 445.10| Check Amount 0.00 0.00
v
Messages

8. Click the Messages button to view messages displayed in that section on the Dashboard, sent to the employee
by management. The messages are displayed as links that direct the user to the item where action is required.

Management also receives system messages seen on the Dashboard regarding items needing approval.
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Messages

Annual Staff Meeting on November 30
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Resources

9. Click the Resources button to view links displayed in the Resources section on the Dashboard. These links are
predefined by management and include website links and forms.

pRhy

Time Off

10. Click the Time Off button to view time off balances also displayed in the Time Off section on the Dashboard.
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Submitting a Time Off Request

To submit a Time Off Request:

1. Click the large Plus Sign at the bottom of the Time Off section on the Dashboard. The Time Off
Request screen opens.

2. Select the type of Time Off Request being submitted (Personal, Sick, PTO, Vacation, etc.)

3. Select the Start Date and End Date of the time period. Once the dates are entered, the days are listed
in the list on the right, where the hours can be edited as needed. Each date is listed on a separate line
and totaled at the bottom.

Enter the Hours per Day requested.

5. Select the Include weekends checkbox if the time request includes weekend days that would be
normally worked.

6. Enter any notes if applicable (optional).

N

Edit hours on the right side of the screen if applicable.
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8. Click the SaveEbutton to submit for approval. Result: Management receives a message that time off
has been requested and awaits approval.
9. Click Time Off on the Dashboard to view the status of Time Off Requests.

Time Off Illustrations
n Time Off Request

Type  Accrued Balance Pending

—— PTO 73.00 68.00 16.00
m PTO Start Date Breakdown
06/03/2015 @ Type Date Hours Minutes
End Date PTO 06/03/2015 8 0

06/03/2015 @

Hours Per Day

8
Minutes Per Day
0

< page 1 of 1 >

Include Weekends

Total Time 8.00
Employee Notes
Manager Response
Req uevst Date Status Type Start End Time Notes

06/02/2015 Pending PTO 06/02/2015 06/02/2015 8.00 Going out of fown
04/30/2015 Pending PTO 04/30/2015 04/30/2015 8.00
04/29/2015 Approved PTO 04/29/2015 04/29/2015 8.00
10/23/2014 Approved PTO 10/27/2014 10/27/2014 8.00
10/23/2014 Approved PTO 11/03/2014 11/03/2014 8.00
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Exit

Click the Exit button to exit the application or just close the internet browser.



