Introduction to Employee Self Service
All SHARE Users




Agenda

Welcome to the Introduction to the Employee Self Service (ESS)
course! | am Eddie Self Service and | will be your guide today. Let
us begin with the course agenda.

Course Introduction _—
Lesson 1: View Timesheets and Enter Time

Lesson 2: Manage Personal Information

Lesson 3: View Paycheck and Compensation

Lesson 4: View Benefits

Course Summary
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Course Introduction

This Web-Based Training (WBT) course provides an overview of the Employee Self
Service portal and explains its different sections.

Colirse This course takes approximately 60 minutes to complete. Make

Duration sure you take the final assessment at the end!

Audience

Course
Objectives
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Course Introduction

This Web-Based Training (WBT) course provides an overview of the Employee Self
Service portal and explains its different sections.

Course
Duration

This course provides a high level overview of the Employee Self

Audience

Service portal and is applicable for all SHARE users.

Course
Objectives

SHARE
i
i 48l



Course Introduction

This Web-Based Training (WBT) course provides an overview of the Employee Self
Service portal and explains its different sections.

Course
Duration

Upon completion of this course, you should be able to:

Provide an overview of Employee Self Service

Audience _ _ _
View Timesheets and Enter Time

Manage Personal Information
View your Paycheck and Compensation

SOV View Benefits and Dependent/Beneficiary Information
Objectives
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Agenda

Course Introduction

Lesson 1: View Timesheets and Enter Time

Lesson 2: Manage Personal Information

Lesson 3: View Paycheck and Compensation -
Lesson 4: View Benefits

Course Summary
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View Timesheets and Enter Time

By the end of this lesson, you will be able to:

Provide an overview of the Employee Self Service
(ESS) portal

Access your timesheet
Enter your time

Review your Reported Time
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Highlights ot This Section

Here are the new and exciting features of Time Reporting!
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Positive Time Reporting: employees enter all of their
hours worked, vacation, and leave time into SHARE
every week.

Streamlined timesheets: your timesheets are now
much easier to navigate and will only have the
columns you need.

Reorganized Time Reporting Codes (TRCs): TRCs
will now display in order of most to least commonly
used to make time reporting easier for you!



Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Reported Time Time you enter and submit in your timesheet. The time you submit
has to be approved by your supervisor and run through the Time

Administration process to turn into Payable Time.

Payable Time

Time Period
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Reported Time

_ Time that is approved by your supervisor, run through the Time
Payable Time

Administration process, and is reflected in your paycheck.

Time Period
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Reported Time

Payable Time

Time Reporting Codes (TRCs) are used to identify the type of time

you can report, for example, Regular Hours, Extra Hours, Annual

Leave, and Sick Leave.

Time Period
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Reported Time

Payable Time

Time Period refers to the multiple ways you can view your

Time Period timesheet. You can view it by day, week or pay period (biweekly).
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Calendar Period A two week time period that includes the hours reflected on your
paycheck or pay advice. In your timesheets, Calendar Period is

the same as pay period.
Exceptions

Paycheck
Modeler

Positive Time
Reporting

SHARE
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Calendar Period

Exceptions, or errors, are violations of your predefined schedule.
Exceptions o _
The most common exception is when an employee incorrectly

reports Regular Hours Worked (REGHR) during a holiday.

Paycheck
Modeler

Positive Time
Reporting
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Calendar Period

Exceptions

The Paycheck Modeler is used to simulate paychecks through

Paycheck

Modeler ESS. You can create your own “What If* scenarios to see what

your paycheck will look like if you change your hourly rate, tax

Positive Time deductions, and tax withholdings.

Reporting
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Key Terms

Take a moment to familiarize yourself with the key terms used through the course.

Calendar Period

Exceptions

Positive Time Reporting means you submit the actual hours

Paycheck

Modeler worked and/or taken as leave for approval every week. Managers

receive a notification to approve employees’ timesheets and

S T employees will be paid based on the Reported Time on approved

Reporting timesheets.
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Introduction to Employee Self Service Portal

The Employee Self Service (ESS) portal, previously known as Self Service, provides
immediate access to your personal information. You can review and make edits to this

information directly in SHARE 9.2. The ESS portal home page is organized in tiles as
shown below:

Employee Self Service

—
«©
Timesheet Entry Payroll Personal Details
View and update your
You can view your pay personal information such as
Enter your time here. advices and paycheck name and address, personal
information here. email and emergency

contacts.
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Access Timesheets

Timesheets enable you to view and report time. You can access your timesheet from the
Employee Self Service Timesheet Entry tile or from the NavBar.

NavBar: Navigator

¥ Employee Self Service Tmesheet
Recent Places imeshee CI iCk > N av B ar

— OR > Navigator >
«© Bt -
Self Service >
Last Pay Date 11/25/2016 "Em Ti m e
Reporting >
e o Timesheet

4= Report Time

»|

Timesheet Entry Payroll Personal Details

Timesheat

Sania Hamison Eomgsioryem 11}

1T BB IMESS AHALVET S Srrad Fmmont

At Earbes? Changs Duis £371 17708

St Anvinthie Tisrm st
Laird Previows Pasisd et Pricd

s Prnd Tamsakass  Puscs Tevepmel

From Ssturdey (172507 to Friday GES007
won Tew
= LT

St

Aeporied Tme Sistuy | Sommay | Laew ( Compeousiocy Teme | Grcoptoss | By

PRperit T o L L Access your timesheet

.....

g . T — through the Timesheet
Entry icon to save time!
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Report Time : Submit Timesheet Details

Time reporting tracks your Scheduled and Reported hours.

Calendar View

Timesheet

Employee ID 127548

Empl Record 0

Actions ~

Earliest Change Date 0211/2017

Select Another Jj
L= | Calendar Period hd Previous Period Next Period
*Date [0211172017 |5
Scheduled Hours 20.00 Reported Hours 40.00 Print Timesheet Punch Timesheet

From Saturday 02/11/2017 to Friday 02/24/2017 (2

Sat Sun Mon Tue Wed Thu Fri Sat

Sun Mon Tue Wed

You can select different
timesheet views:
Calendar Period, Day, or
Week.

View by Day TIP: Calendar
Period is the same

[ v] (3100 |Q Q, CharfFields =

| v] pow _Ja Q charfiels = TIP: Select the desired

| GRET e i = timesheet view period and

click the Refresh & icon

View by Week to update the view period.
From Saturday 01/28/2017 to Friday 02/03/2017 (2
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Report Time : Submit Timesheet Details (Cont.)

Time reporting tracks your Scheduled and Reported hours.

Specify the Date.

ke

Tirsa Aeparing

TIP: Add more rows to 9
report time under two or
more different TRC's.

You can view your
Scheduled Hours and
Reported Hours for the
selected date.
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Enter your Time and TRC
here. Click Submit after
entering your time. Report
your hours under REGHR
TRC or another TRC.

View your: Reported Time
Status, Summary, Leave/
Compensatory Time
Details, Exceptions, and
Payable Time.
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Report Time : Submit Timesheet Details (Cont.)

Timesheets allow you to add or delete rows to submit your time under two or more TRC'’s.

Timesheet Timesheet
Sonia Hamilton Employee ID 127548 Submit Confirmation
T BUSINESS ANALYST Il Empl Record 0
Actions~ Earliest Change Date 02/11/2017 G4 The Submit was successiul ) _
Select Another Timesheet Time for the Time Period of 2017-02-25 o 2017-03-10 is submitted
*View Week v i m—
BY‘ | Previous Week Next Week i ﬂE
*Date 021112017 |5 &
Scheduled Hours 40.00 Reported Hours 40.00 Print Timesheet  Punch Timesheet
From Saturday 02/11/2017 to Friday 021712017 (7
sat Sun Mon Tue Wed Thu Fri . . . — .
211 2012 213 214 215 216 T Total Time Reporting Code Business Unit Combination Code ChartFields
8.00 8.00 8.00 8.00 8.00 40.00§01 REGHR - Regular Hours Worked e 36100 Q G, CharfFields =
| | 9 v 36100 |Q @ ChartFields [=]
| | Submit ;

Click > Add button [+]icon on your timesheet

A new row displays in your timesheet. Enter > Time in hours in the field

Select > TRC from the Time Reporting Code drop-down menu for the new time entry
Click > Submit to save your time

Click > OK on your Timesheet Submit Confirmation page. You have successfully
submitted your time for the selected time period

Click > Delete button [=] icon to delete a row in your timesheet. Select Yes — Delete on
the Delete Confirmation page to delete the row from your timesheet.

@ Note: After you add or delete a row, click Submit to save your time.
SHARE
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Report Time : Submit Timesheet Details (Cont.)

Time reporting tracks your Scheduled and Reported hours.

Reported Time Status Summary Il Leave [ Compensatory Time Exceptions Payable Time

Reported Time Status Personalize | Find |L'-:I| |__-i-| 1 of1
Date Reported Status Total TRC Description Sc:ﬁg Comments
01/30/2017  Needs Approval &.00 ANNLY Annuwal Leave Taken &.00

The Reported Time Status tab gives you an overview of the time you have reported. If
the status requires approval from your manager, the Reported Status field displays
Needs Approval. Other Reported Status fields are Approved and Denied if your

manager has approved or rejected the time you submitted. b Ciick the commant

Reported Time Status | Summary Leave / Compensatary Time Exceptions Payable Time bubble to VleW any
Reported Time Status Personalize | Find | & | ;1. 1of1 CommentS your manager
Salact Date Reported Status Total TRC Description Scm: Add Commants made .
02/13/2017 | Denied | 8.00 REGHR Regular Hours Worked 8.00 ) : : ;
TIP: If your time is denied,
you need to correct and
resubmit your timesheet.
SHARE
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Report Time : Submit Timesheet Details (Cont.)

Time reporting tracks your Scheduled and Reported hours.

Reported Time Status

Reported Time Status Summary Leave [ Compensatory Time

Exceptions Payable Time:

Personalize | Find |Lm| l:i-l

1 of 1
Date Reported Status Total TRC Description SGEEI: Comments
01/30/2017  Needs Approval &.00 ANNLY Annual Leave Taken &.00
The Su m m ary tab glveS you Reported Time Summary we:e‘rsonwaﬂijle Find Iﬁl D 1-50f 5
an overview of your Paid o ] i
Paid Leave Time .00 3.00
L eave, Total Rep 0 rted Total Reported Hours .00 3.00
HO urs ’ and Total SC h ed u | ed Total Schedulfd.Hours 30.00 40.00 40.00
Hours on a weekly basis. e i o Cateseny
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i
| 23




Report Time : Submit Timesheet Details (Cont.)

Time reporting tracks your Scheduled and Reported hours.

Reported Time Status Summary Leave [ Compensatory Time Exceptions Payable Time:

Personalize | Find |Lm| l:i-l

Reported Time Status 1 of 1
Date Reported Status Total TRC Description SGEEI: Comments
01/30/2017  Needs Approval &.00 ANNLY Annual Leave Taken &.00
Leave and Compensatory Time Balances (2 Personalize | Find | IE‘I 2] 1-90f 9
e Leave an ompensatory
- - Plan Type Plan Recorded Bal Allowed [l d View Detail
Time tab provides leave and
R Leave Sick 115.64 [} 9999 @
compensatory time balances to - i B
d ate Leave Donated Sick 0.00 [/} 9999 B
) Leave Donated Leave 0.00 1] 9999 @
Gomp Time PREMEANKOT 0.00 [] @
Comp Time ADMINGOMP 0.00 0 B
Comp Time HOLIDAYCMP 0.00 0 B
TIP: Your maximum amount of personal Comp Time COMPTIME 400 0 B
comp hours varies based on your Comp Time PERSONAL 8.00 0 | 24 | B
schedule and by agency. « |
SHARE
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Report Time : Submit Timesheet Details (Cont.)

Time reporting tracks your Scheduled and Reported hours.

Reported Time Status Summary

Leave [ Compensatory Time | Exceptions I Payable Time:

Reported Time Status Personalize | Find | 29| S

Date Reported Status Total TRC Description n

Comments
Hrs

01/30/2017  Needs Approval &.00 ANNLY Annual Leave Taken &.00

1 of 1

The Exceptions tab displays violations of your predefined schedule. Exception errors display a clock

icon ¢
Exceptions (2 Personaize | Find | 2] B or

Date Exception ID Exception Source Status Exception Severity
TIP: Exceptions, or errors, can
impact pay; reach out to your
Human Resources Administrator
to clear them.

SHARE
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Report Time : Submit Timesheet Details (Cont.)

Time reporting tracks your Scheduled and Reported hours.

Reported Time Status Summary Leave [ Compensatory Time Exceptions I Payable Time |

Reported Time Status Personalize | Find [ 2| B8 1011

Description n Comments

Date Reported Status Total TRC Hre

01/30/2017  Needs Approval &.00 ANNLY Annual Leave Taken &.00

The Payable Time tab shows the time that has been approved, processed by system
rules, and converted to payable time. Reported Time does not appear on this tab
immediately.

You can view payable time by:

Payable Time Viewing Option
* By TRC and Status

Time Reporting Code

(TRC) and Status, also Show In Detsil —
known as payable time i i personaize | Fna | )| B

Su m mary i Demcption TRC Type Paryable Status Quantity
Time Reportlng COde, PRSMNA Personal Leave Day Awarded

Status, and Day

SHARE
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By TRC, Status and Day
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Submit Timesheet Details: Key Points

Following are a list of points you should remember while filling your timesheet:

Time Reporting Codes (TRCs) appear in order of most to least used

There are four types of timesheets. We have modeled the most commonly
used one. The other three include: combo codes, special rule processing,

and project codes. You can view the Timesheets Job Aid to see the other

timesheets

If your time is denied you can check the comments from your time
approver to view why the time was denied. Then, you can change the time
entry and resubmit your hours

Holidays are automatically populated in the Payable Time tab of your
timesheet. If, for example, you try to enter regular hours worked during a
holiday, you will get a warning message

You can add multiple rows to report time, one row per TRC

If approved Reported Time is changed, you will get an email notification
indicating who changed the time. The new reported hours will have to be
approved

SHARE
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View Time

View your Monthly Schedule, Time, Exceptions, and Payable Time Detail in this
section. Follow the navigation path below to access the View Time section:

Click > NavBar > Navigator > Self Service > Time Reporting > View Time

NavBar: Navigator #
1 47 | View Time Y
L]
:©

CeiE e Monthly Schedule

Time

By, Favoritcs Exceptions

E Payable Time Detail

Navigator

Timesgheet Entry

Payroll
L2
Personal Details
SHARE
i
« 4
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View Timesheets and Enter Time Summary

In this lesson we learned:

SHARE
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How to navigate to the Employee Self Service
portal and its specific functions

How to enter you time using the Time Reporting
Codes and submit for approval

Timesheets give you an overview of Reported
Time Status, Summary, Leave/Compensatory
Time details, Exceptions and Payable Status

Timesheets allow you to change the view to
Calendar, Day, and Week

The View Time menu allows you to view your
time reported and Payable Time Detall

29



Agenda

Course Introduction

Lesson 1: View Timesheets and Enter Time
Lesson 2: Manage Personal Information
Lesson 3: View Paycheck and Compensation
Lesson 4: View Benefits

Course Summary
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Manage Personal Information

By the end of this lesson, you will be able to:

Access the Personal Information section

Modify your personal details: Address, Contact Details,
Ethnic Group and Emergency Contacts

Submit a request to your Human Resources (HR)
Administrator to modify your Name and/or Marital
Status

SHARE
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Highlights ot This Section

Here are the new and exciting features of Personal Information!
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Quick access to personal information and benefits:
you can view your address, contact information,
emergency contact, as well as your benefits and
dependents’ information with just one click.

Edit personal information: in SHARE 9.2 you can
edit some personal information including your address,
contact details, personal email, emergency contact,
and more! You can also request a name and matrital
status change, but need to submit the proper
documentation to your HR Administrator.

32



Access: Personal Information

You can view and modify some of your personal information through SHARE 9.2. You
can access your personal details through the Personal Details tile or the Navigator.

¥ Employee Self Service

Timesheet Entry Payroll

© [0

Last Pay Date 11/25/2016

TIP: Access your personal
details through the icon to
save time!

SHARE
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NavBar: Navigator #

<= | Personal Information

»

Personal Details

Click > NavBar
> Navigator >
Self Service >
Personal
Information

33



Manage Personal Information: Address

Modify your Home/Mailing address in the Home Address section. You can click| * |to
make your updates.

Sonia Hamilton (=) .
e You can click the arrow
= icon to view the Address
ERMRELS & Addresses W|ndOW 2
£ Contact Details Home Address 8
B Wamal Status Cument > g
—
| cancel Address save
22 Ethnic Groups Mailing
¥ Emengency Contacts Mo data exists. change As O DDE2017 &
2 : m“'ﬂm Address Type Home
Country  Liniled Stales Q
Update the Home/Mailing Address details o
in the window and click Save. e
___________________________________________ City
TIP: Verify your home and mailing D =
- address (if different from home .
. address) are entered correctly. | ro
1 | County Santa Fe

Note: SHARE 9.2 allows you to modify your Address, Contact Details,
Ethnic Group, and Emergency Contact detalils.




Request for Update: Personal Information

Submit a request to modify your Name and Marital Status. You must provide a copy of
your updated Social Security Card to your HR Administrator for approval.

You can click the arrow
icon to view the Name

Sonia Hamilton &) .
IT BUSINESS ANALYST Il window.

kad Addresses Name

¢ Contact Details Sonia Hamilton Current >

B Marital Status

B Name

% Ethnic Groups
= P Cancel Name

L

€% Emergency Contacts

&, Additional Information Change As Of | (21062017 |
Complete the details on the Name change E’”w
window and click Save to submit a request e o
to the HR Administrator. You must show HR =

your new Social Security Card for your
name change to be approved.

Mame Hami#on, Sonia

SHARE
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Additional Information

Additional Information displays your Gender, Date of Birth, Birth Country, Birth State,
Social Security Number, Start Date, and other personal information.

Sonia Hamilton (=)
IT BUSINESS AMALYST Il

Addresses Additional Information

4. Contact Details

Lesson 2

Gender Female

& Warital Status Date of Birth

05 Name Birth Country  United Siales

Birth State Arizona
’ﬁ- Ethnic Groups
Soclal Security Number

tg Emergency Contacts Smoker

a’ Additional Information Date Entitled to Medicare

Original Start Date 051572006
Last Start Date 0:3/15:2006

Highest Education Level |-Master's Level Degree

?/ Note: The State of New Mexico does not track employees’ smoker history.
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Manage Personal Information Summary

In this lesson we learned:

SHARE 9.2 allows you to modify your Address,
Contact Detalls, Ethnic Group, and Emergency
Contact Details

SHARE 9.2 allows you to submit a request for
Name change and Marital Status change
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Agenda

Course Introduction

Lesson 1: View Timesheets and Enter Time
Lesson 2: Manage Personal Information
Lesson 3: View Paycheck and Compensation
Lesson 4: View Benefits

Course Summary
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View Paycheck and Compensation

By the end of this lesson, you will be able to:

Access the Payroll and Compensation section
View your Pay Advice

Use the Paycheck Modeler

Manage W-2/W-2c forms

SHARE
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Highlights ot This Section

Here are the new and exciting features of Paycheck and Compensation!

Paycheck Modeler: in Employee Self Service (ESS)
you can create “What If” scenarios to see what your
paycheck would look like if your salary changed or you
modified your deductions or tax withholdings.

W-2 form: now you can see your W2 in ESS, request
to receive your W-2 form electronically, and ask to
reissue your W-2 — with just one click!

SHARE
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Access: Paycheck and Compensation

SHARE 9.2 allows you to view your paycheck and compensation information. You can click
the Payroll tile to view your Pay Advice and Tax Withholdings.

v Employee Self Service

Timesheet Entry Payroll Personal Details

S | =

Last Pay Date 11/25/2016

Paychecks Paychecks L
-
& Tax Withholding ! N
Check Date Company Pay Begin Date / Pay End Date Met Pay Paycheck Number
) 12/31/2016
01/20/2017 State of New Mexico $1657.45 6060438 >
01/13/2017
) 12/17/2016
01/06/2017 State of New Mexico $2400.31 G041477 Yy
12/30/2016
12/23/2016 State of New Mexi 12/03/2016 $2386.78 6019784
ate ar Mew exico . » =
12/16/2016 You can click the
11/19/2016 5 5
12/09/2016 State of New Mexico 20212016 $243363 5998106 5 1] g ht arrow to view
1110512016 your Pay Advice.
11/25/2016 State of New Mexico $2407.40 5976425 >
11/18/2016
10/22/2016
11/10/2016 State of New Mexico 5238395 5954780 >
11/04/2016
) 10/08/2016
10/28/2016 State of New Mexico $2410.20 5933069 5
10/21/2016

SHARE
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View your Pay Advice

View your Pay Advice in the Pay section. SHARE 9.2 allows you to choose the number of

pay advices to view at a time.

You can click the
Filter icon and select

el the desired time Pay
Payc period to view your
- Pay Advice.

Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
11/0%/2016

11/25/2016 State of New Mexico $1955.65 5889945
11182016
08/27/2016

09/16/2016 State of New Mexico $2407.37 5867995
09/09/2016
08/13/2016

09/02/2016 State of New Mexico $2385.37 5846270
08/26/2016

Cancel Filter Done |
> From D8/25/2016 |
To 11/25/2016
SHARE
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Access: Paycheck and Compensation

SHARE 9.2 allows you to use the NavBar to view more information related to your paycheck
and compensation.

Click > NavBar > Navigator > Self Service > Payroll and Compensation

NavBar: Navigator #

7  Payroll and Compensati... %

View your paycheck o)
related information. e | P

| Paycheck Modeler

Use the Paycheck
Modeler to calcylate «worites | View W-2W-2¢ Forms Access W-2/W-2¢ forms.
your earnings with
hypothetical values. g W-2/W-2c Consent

‘ Navigator

W-2 Reissue Request Submit or withdraw your
consent to receive
Request a reissue of ﬁw electronic W-2 or W-2c
your W-2 form. forms.

=

Payroll

SHARE
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Use the Paycheck Modeler

Use the Paycheck Modeler to view what your paycheck could be if you changed your
earnings, deductions, and/or tax withholding status. The Paycheck Modeler starts with
your current paycheck and allows you to perform “What If” scenarios.

The following “What If” scenarios are examples you can create via the Paycheck
Modeler:

You got a promotion and your hourly pay will increase by a certain number of dollars

You want to add health coverage for a new dependent, which affects your healthcare
contribution amounts, taxes, and net pay

You just got married and want to see the effect of changing your tax withholding
status on your net pay

@ Note: The Paycheck Modeler provides an estimate of your paycheck. It

does not represent your actual paycheck.

SHARE
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View W-2/W-2c Forms

SHARE 9.2 allows you to view your year-end W-2/W-2c¢ forms. New W-2 forms will be
available on or before January 315t of each year. Follow the navigation path below to
access your forms.

Click > NavBar > Navigator > Self Service > Payroll and Compensation >
View W-2/W-2c forms

To view the form for a different tax year, select the tax year under View a Different Tax

Click > Year End Form to view your form

View W-2/W-2¢c Forms TIP: Filing

Sonia Hamilton Instructions
provides the
instructions to file
Select Year End Form Personalize | (2] 1of1 your year-end

v

Wiew a Different Tax Year

Tax W-2 Reporting Tax Form ID Issue Date Year End Fopg Filing Instructions W_Z/W-ZC forms

Year Company
| Year End Form |

I Filing Instruc:ﬁnnsl—

Note: You can find more information on your W-2 forms on the SHARE Collaboration

Site link: share.state.nm.us\collaboration_home.html.
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Submit Consent to Receive W-2/W-2c Forms

SHARE 9.2 allows you to submit or withdraw your consent to receive electronic W-2 or
W-2c forms as well as submit a request to reissue your W-2/W-2c¢ forms.

Enter your written agreement to submit or withdraw your consent to receive electronic
W-2 or W-2c forms in the space provided

Click the check box to indicate your consent to receive electronic W-2 and W-2¢
forms and Click > Submit

W-2/W-2c Consent Form

Submil or withdraw youwr consent lo receive electronic W-2 or W-2c forms

2]
0 Youwr Current Status No consenl received

E]Ehzl:l: here to indicate your consent o receive slactronic W-2 and W-2c forms.

gll l Submit I

@ Note: A dialog box appears to submit your consent to receive electronic W2 forms. In the

comment box type: “ | consent to receive only an electronic copy of my W-2 form(s)”.

SHARE
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Submit Reissue Request for W-2 Form

Request a reissuance of a printed copy of your W-2 form by submitting a reissue request.

Verify your Home Address and select where you want the W-2 form to be delivered.

L Enter a ﬁar I{; W2 q W-2 Reissue Request
eques 0!‘ . ear an "
select > Mailing
Ad d ress Complete the following information to request a reissue of your W-2 form.
Home Address (2
. ) o
~. Click > Submit ?
. 4
W-2 Reissue Request
*W2 Request for yaar; 201 B: 0
Select where you want your W-2 delivered | Mailing Address v
[ submit 9

?/ Note: You can select Home Address, Mailing Address, or Work Location
as

an option to get the W-2 form delivered.




View Paycheck and Compensation Summary

In this lesson we learned:

How to navigate to the Payroll and Compensation
section and its components

Paycheck Modeler allows you to view a
hypothetical paycheck with changed earnings,
deductions, and/or tax withholding status

SHARE 9.2 allows you to view your W-2/W-2c¢
forms and submit a request to reissue your W-2
form
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Agenda

Course Introduction

Lesson 1: View Timesheets and Enter Time
Lesson 2: Manage Personal Information
Lesson 3: View Paycheck and Compensation
Lesson 4: View Benefits

Course Summary
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View Benefits

By the end of this lesson, you will be able to:

Access the Benefits section

Review Flexible Spending Accounts Activity
View your Benefits Summary

View your Dependent/Beneficiary Information

SHARE
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Access: Benefits Section
Follow the navigation path below to access the Benefits section.

Click > NavBar > Navigator > Self Service > Benefits

~r: Navigator #
View your Flexible N _ _
. = 7 | Benefits =
Spending Accounts j
ACt|V|ty Prces Benefits Information 3
| Dependents and Beneficiaries >
View your Healthcare - Benefits Summary V|eW your Benefits_
Dependent Summary.
g Dependent/Beneficiary Info
Mavigator
View your Dependent
Timesheet Entry a'n d B en efl C I ary
Information.
Payroll
SHARE
i
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Benefits Information: Review Flexible Spending Accounts
Activity

The Flexible Spending Accounts (FSAs) page allows FSA enrolled employees to view
detailed information such as your annual pledge, balance, claims detail, and claims
payment detail.

a1 48l

Click > NavBar > Navigator > Self Service > Benefits > Benefits Information >

Flexible Spending Accounts

Follow the steps below to review your
Flexible Spending Account status for
a specific year.

Enter a Year and click > Go

Flexible Spending Account(s) display.

Select the Spending Account
from the enrolled accounts listed
to view your account summary

Flexible Spending Accounts
Sonia Hamilton

Your Flexible Spending Account{s) in 2017

Select Plan Year

ou may review your Flexible Spending Account status and activity for any plan year.

Reminder: Claims are reported in the Plan Year for which the services were rendered, regardless of

when the expense was paid or when the claim was,

Te review past benefits information, enter the ye

Year| 2017 WI Go

Select Account

s ressed.

dect the Go button.

For this Plan Year you are enrolled in the Flexible Spending Account(s) listed on the page.

Please select the one you wish to review.

Enrollment Details

Spending Account

FSA Medical 1,500.00 14308

F54 Dependent -

Family 5,000.00

384 62

Claims F35A Claims
Submitted Approved

Claims Paid YTD

0.00 0.00

0.00 0.00

Note: For more information on your benefits navigate to the following site:

http://www.mybenefitsnm.com/.
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Health Care Dependent Summary: View List of Dependents

View your dependents by Name and Type of Benefit under the HealthCare Dependent
Summary section. The HealthCare Dependent Summary displays benefits plans and
allows you to view your covered dependent details under each plan.

Click > NavBar > Navigator > Self Service > Benefits > Dependents and
Beneficiaries > Health Care Dependent Summary

Follow the steps below to view your
Health Care Dependent Summary:

Select > Date

Click > Go

SHARE
il
X |

Health Care Dependent Summary

Sonia Hamilton
Usze the link to view your dependents by their name or type of benefit.

To view you. 3 az of anc e, enter the date and select Go.

[b2r06r2017 [wy | So
Dependent's Summary by Name 1

Dependent Summary

Type of Benefit Drezecription HName Relationzhip

Medical Presbyierian Pre-Tax Leah Hamilton Child
Eric Hamilton Child
Dental Delta Dental Pre-Tax Eric Hamilton Child
Leah Hamilton Child
Vision Davis Vision Pre-Tax Eric Hamilton Child

Leah Hamilton Child
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View Benefits Summary

The Benefit Summary section provides information on your benefits with Plan

Description and Coverage details.

Click > NavBar > Navigator > Self Service > Benefits > Benefits Summary

This section allows you to view plans you
and your dependents/beneficiaries are
enrolled in.

Follow the steps below to view your
Benefits Summary:

Select > Date

Select > Go
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Benefits Summary

Sonia Hamilton

To view ynu‘g. as of anc@.‘: enter the date and select Go.

|p2max201? I | Go

Benefits Summary

Type of Benefit
Medical

Dental

Vision

Employee Assistance Program
GSDMRMD Administrative Fee
Basic Life/ADD
Short/Long-Term Disability
Sick

Vacation

Donated Slck

Donated Leave

Flex Spending Health - U.S.

Flex Spending Dependent Care

FSA Parking

FSA Mass Transit

Plan Description

Presbyterian Pre-Tax
Delta Dental Pre-Tax

Davis Vision Pre-Tax

Mew Mexico EAP

Administrative Fee

Basic Life & ADD

Short-Term Disability

Sick Leave

Classified Vacation Leave

Donated Sick Eligible

Donated Leave Eligible

F3A Medical

FSA Dependent - Family

Coverage or Participation

Employee + Child{ren
Employee + Child{ren

Employee + Child{ren

Employee Cnly

GSD/RMD Admin Fee

$50,000

60% of Salary

$1.500 Pledge

55,000 Pledge

Waived

Waived
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View Dependent/Beneficiary Information

SHARE 9.2 allows you to view your dependents and their benefit plans. Follow the
navigation path below to access the Dependent/Beneficiary Information section:

Click > NavBar > Navigator > Self Service > Benefits > Dependent/Beneficiary

Information

Dependent and Beneficiary Information

Sonia Hamilton

information.

Dependent and Beneficiary Information

N Relationship to Marital

Date of Birth

The people listed may be eligible for Benefit Coverage. Select a name to view or modify personal

Marital Status

View your Dependent and Beneficiary
Information here. Click a name to display the
Dependent/Beneficiary Personal
Information.
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View your
Dependent/Beneficiary
personal details.

DependentBeneficiary Personal Information
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View Benefits Summary

In this lesson we learned:
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How to navigate to the Benefits Section and its
components

The Flexible Spending Accounts section allows
FSA enrolled employees to view detailed
information such as annual pledge, balance,
claims detail, and claims payment detail

The HealthCare Dependent Summary displays
benefits plans and allows you to view your covered
dependent details under each plan

The Benefits Summary section allows you to view
plans you and your dependents/beneficiaries are
enrolled in
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Agenda

Course Introduction

Lesson 1: View Timesheets and Enter Time
Lesson 2: Manage Personal Information
Lesson 3: View Paycheck and Compensation
Lesson 4: View Benefits

Course Summary
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i
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Course Summary

In this course we learned:
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Timesheets allows you to enter your time and view
Reported Time, Summary, Leave/Compensatory Time,
Exceptions, and Payable Time Details

SHARE 9.2 allows you to modify your Address, Contact
Details, Ethnic Group, and Emergency Contacts and
submit a request to your HR Admin to modify your Name
and/or Marital Status

SHARE 9.2 allows you to view your paycheck related
information in the Pay section. Paycheck Modeler allows
you to perform “What If” scenarios

The Benefit section provides information on your
benefits, with Plan Description and Coverage details.
SHARE 9.2 allows you to view your FSA and Health Care
Dependent Summary
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Help is Available!

You have additional resources available for support.

CRORCA®

Ask your HR Navigate to the Look at the Q&A Submit a Helpdesk ticket
Administrator or SHARE Forum in the Share to EnterpriseSupport
other SHARE Collaboration Center Collaboration Desk@state.nm.us
experts in your Job Aids section Center
agency

SHARE
i
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http://share.state.nm.us/collaboration_hcmqa_forum.php
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