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What is AMS Advantage ® Employee Self Service?

The AMS Advantage ® Employee Self Service (ESS) web site is a subset of the AMS Advantage ® HRM
system utilized by your organization’s human resources professionals. This information is intended for

the sole use of the individual employee. All information entered/submitted into ESS may require

additional HR department approval before taking effect. Please contact your HR department if you have

additional questions. Unauthorized access of an employee's information is prohibited.

Logging into ESS:

Basic Steps to Access your City of Tucson AMS Advantage ESS; Employee Information System:

User Name and Password will be required for login.

* Logging into ESS:

O

O
O
O

Open an Internet browser window.
Type in the URL Address: https://azcot-ess.hostams.co

m/webapp/PRDESS1X1/ESS

Type in your user name and password.
Press <Enter> or select the Login.

User Name :

AMS /
Advantage ESS /

Password :

Add AMS ADVANTAGE ESS to your Favorites

—

/User Name: COT Employee Number
with a Zero in front of it (e.g. 55555 =
055555)

Temporary Password: The new preset
~ ESS passwords will follow the following
convention:

MDDSSN4

MM = month of birth, e.g. Feb =02,
Nov =11

DD = day of birth, e.g. 1¥=01, 22™ =
22

SSN4 = last four digits of the employee

Social Security Number

**Do not forget to reset Temporary
Password, under the “Changing
Password” Tab Instructions**

Press the Enter Key or the Login Button




Logging Off: (always log out to keep others from viewing your
information)

" Your Name
. i

Select the Logout button located on
the top right side of the Homepage by
clicking once with your mouse
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Clicking on the “My Desktop” tab will
“My Desktop” Tab: bring ck to the Home page. This
area provides you with the following
business functions:

e Home Page provides you with
a quick view of your:
o General Employee

Information

Alerts

Announcements

Last Time Sheet
Last, First name Processed

o Pay Summary

e Changing Your Password
e Forms and Websites

e My Work in Progress
e My Completed Work
e Announcements

e Broadcasts

H e Alerts

icking on the “My Info” tab will take
you to your Personal Information

page(s)

* My Information

¢ My Time and Attendance

e My Benefits

e Benefits Enrollment Wizard
* My Compensation

e Paycheck Calculator

e My Evaluations




“Changing Your Password” Tab:

Instructions on how to change your password: (Case Sensitive)

T
Y X - . ' > >

AMS.‘LH-_..-.-_.- s E5S

nome || Cranges Pasvwors | Forma ara Wetutey | Wy Work ¢ Progress | My Compeed wors | Anacurcements | Brosscaam | mems

43
5 Change Password
w Uiger Passwerd
% Cod Pamwword : |
£

N Paswword ©
Vertty N Password : |

e S

b E-Mad Pappword

et W et | Papteied Mode OfF

Use Dropdown Menu to Access
and Close the User Password
feature:

Under “User Password”: (Tip: To
create a strong password, use
both Alpha and numerical digits,
lower case and upper case

\ letters; e.g. cin78Kel)

—_—

e Enter your Old Password

e Enter your New Password

e Verify New Password

e Pressthe “Change User
Password” button

e  Write down your New
Password in a safe place

e If you decide not to

S~ change the Password,
Press the “Cancel” Button

E-Mail Password: Feature Not
Available

e  Email will not be a
component of the ESS
System

When you are done changing
your password, Press the “My
Desktop” tab to return to the
“Home” page




“Forms and Websites” Tab

e This area is designed to help you find “Downloadable Forms” for Human Resources, Taxes, etc.

e Documents are listed by Topic, Department, and Description.
e Highlight a Topic. By highlighting a topic, t

Attachments below.

form(s) available will be displayed under Forms

Select the form you/wish to download by clicking once with your mouse.

Change Password JForms and Websites 8 My Work ih Progress | My Completed Work | Announcements | Broadcasts

| »

o
i
£
[
p
H
B
£ Forms and Websjtes
Downloadable Forms
3 Topic Department Description
H v Tax  ALL
B
Topic : Tax
= epartment : ALL
escription : W4 Form and Instructions
Additional Information Link :
Form Attachments
Il?;.
W-4 Tax Worksheet 2012 pdf
L3

echnologies and Solutions Inc. Legal Terms

@ Internet | Protected Mode: Off i v R125% v




“Forms and Websites” Tab

Download

Press “Open” to download your document.

File Download — y—

Do you want to open or save this file?

4 Tax_Worksheet 2012 pdf

Type: Adobe Acrobat Document
From: azcot-e ostams.com

While files from the Internet can be useful, some files can potentially harm
your computer. If you do nottrustthe source, do not open or save this file.
What's the risk?

The Attachments Button Functions:

N LTSS mioned «D000_ 2 T ThOweRiod LSl 4 3gr ] fascom®

1
MSA:: wvarilage EBS

Dicarag. W Iraemet | Protected Moo CIF g ¥ 100w -




“Forms and Websites” Tab

View Attachments History:

This page provides you with the ability to open, download, and view deleted history.

AMSAdvan\ age ESS

jome | Change Password | Forms and Websites ll My Work in Progress | My Completed Work | Announcements | Broadcasts | Alerts

Reference Table Attachments

File Name. Type  Date UserlD
W4 Tax Worksheet 2012.pdf Standard 8/20112 tflorent
First Prev Next Last

Download
File Name : -4 Tax Worksheet 2012.pdf Description :
Type:1
Date : 820112
User D :tfiorent

Return
View Attachment History

@ Internet | Protected Mode: Off

| >

“My Work in Progress” Tab
- Not in Use at this Time
“My Completed Work” Tab

- Not in Use at this Time

Functions:

Download - opens
your document

Return — used for
navigating back and
forth between pages;
it will take you back to
the previous page you
were viewing

View Attachment

History — provides you
with a quick view of
your attached
documents

Menu — Print function
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Announcements, Broadcasts, and Alerts
Announcements, Broadcasts, and Alerts notify all users of upcoming events or system messages,
respectively. These types of messages are sent out by the system to all COT Employees.

Announcements:

The Announcements page provides you with information your organization publishes for viewing by all
employees. The announcements are displayed based on the effective dates the HRM administrator
assigns them in the HRM application.

The following information will be provided:

e Subject —the subject of the announcement sent to all users in the system
e Link —field to putin a link to a website
e Comments — freeform comments to add detail to the subject of the upcoming event

s bk Your Name

Crarge Feyyeard | Peere prdd Webafes | Uy ok i Pregress | Uy Compleied et || iSfsuntementill Dropdcialy

; :
3 Left Click once with your
i .ﬂl‘llzﬂl:ll'll.'.ElﬂE‘I'Il‘E- ~ mouse
Buibpl
Lisk
Comimasnty

| R A Myt
i

i

& Infwrrart | Bechprted Mo U1 bpm RN w
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Announcements, Broadcasts, and Alerts

Broadcasts:

The Broadcast page will notify all users of system broadcast messages. These types of messages are sent
from the HRM system to ESS users. An example of this type of message would be “AMS Advantage will

be coming down for maintenance at 6:00 PM tonight.” Users will be notified via a “New Broadcast” if

there is a system broadcast message that needs to be viewed.

The following information will be provided:

* Message —the message that is broadcast to all users in the system

Your Name

s
'I’?T”". AMSJ\-!;M:-W- 35

Snargs FELieee

Peorwst 3t WD RsE | by Work @ Progree | By Somplanes o | darcaaceeesn || Brosdossin

Cute Mevisge

B Left Click once with
your mouse

= i el | Proneineg Maods O - = T
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Announcements, Broadcasts, and Alerts
Alerts:
Alerts are messages targeted at specific users. The system can send the Alert message “Your password

will expire in 12 days.” when a user logs in and his/her password is expiring. The following is required to
send an alert message:

e User ID —the user id to whom the alert message is being sent
e Message — the message that is being sent to the user

Left Click once with

— your mouse

3| hinpsazcor-ershostemecom webapp PROESS1CLESS - —
H i o Wieloome Your Name
nij m AMSAduanmgc ESS Home Contil FAQ Heo Adessbite ProlPage Lioo I
Home | Change Password | Forms and Websaes | by Work in Progress | My Coempleted Work | Announcements | Broadcasts [ Alenis
A |
3
)
- ers;
= Had alal B b
> b GO @ W W oo O
@ Internet | Protectad Mode: Of fgT RN -
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“My Info” Tab

This tab allows you to view information about yourself. Employees will not be able to update

information, if you attempt to do so you will be met with an “ERROR” message.

Home Dep?

RE DEFT ALS TRAREPORT

RE DEFT [

@ Intermet | Probecied Mode: CHT

DR ou Emoioyeo D From : 2002012

Appt 1D bR R =

LTl YourName | Hioma Dapt : FIRE DEPT

[ECNE PSS,  Yourssn | Homes Linil - ALS TRANSPORT

Appointment Duts : (5042012 Pary LocuBon - ALS TRANSPAT
Tiths : Your Title Locafion - AL S TRANSPHT

Susts: Tl - Pay Class : BAWEEKLY

Emp Status : ACTIVE FERM Payroll Mumbar : BIVEERLY

The “My Info” tab has the following
sections and subsections:

My Information

Jobs

Personal Information
Address

Emergency Contact

Tax Withholdings &
Allowances

Garnishments

o Tax Levies

. Licenses and Certifications

My Time and Attendance

. Jobs

Timesheet Roster (not in

use)

Work Schedule (not in use)

Leave Requests (not in use)

Leave Balances

Leave Activity By Date

Monthly Leave

Accrual/Usage (pending)

. Leave Bank Enrollment (not
in use)

My Accounting Overrides (not in use)
My Benefits (BUCK is used for everything
else)

Jobs

Dependents

Dependent Benefits

Employee Benefits and

Deductions (not in use, use

BUCK)

. Beneficiaries (not in use)

. Past Enrollments (not in
use)

. Current Enrollments (not in
use)

. Future Enrollments (not in

use)

My Compensation

Jobs

Pay Summary
Deductions

Issued Checks/Advices
View Tax Forms

Paycheck Calculator (will be implemented
at a later date

My Evaluations (not in use)
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“My Information” Tab

Jobs Tab — View your appointments. Your appointment simply means the jobs you have held within an

organization
This page will allow you to view:

e Your title and department
e Status
e Department (Unit, Location)
e Dates of Employment
e PayClass
e  Payroll Number
e Secondary appointments
o To view each individual appointment, select it by clicking on it once
o You will now be able to view details attached to this appointment
e Employee Name Change/SSN Correction Function (not in use)
o Attempting to use it will result in an error message

2| https/fazcot-ex hostams.com 'webapp PROESSIX]/ESSysemsionic = 0000 21aN3Ul_zcfnaoumGE phes] TdjhmasT

|
| ’ i ceTi Your Name

Tax WESSSng'S Rrwarirs Carmatmenty

[EITIRTTRl]  Your Employee D | Erom : 12063012

Apptin, To: 121895

Homa Dept : FRE DEFT

e VoursSN | Homa Unit : ALS TRANSPOST

Appeinmpm Dank = 0604012 Pay Location : ALS TRANSPRT
Tithe : COST ROVY CK Location : ALS TRANSPHT

SubsTicks : P Clisss ¢ BIWEEKLY

Emp Stabus - ACTWVE-PERM Payrall Humbar ;: ERVEERLY

@ Intermet | Protected Mode: Off o R100%
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Personal Information Tab — Consists of three sections

Your Name

a Paersonal Information
-k

[ T ———
¥ Frbus il bkt v s

B ebrian irder e

@ Irtermet | Protecied Mode: CHF

s | Pernont miewann | sams | Emae

[
" | Personal Information

= Parsmal Infemation

Eerth Cane Your DOB Ehniciry Your Ethnicity
R Ll Social Security Number [
Place of Hieth
[ Your Gender
Carveiction
naditiry b0

Citizenship Sistum - hateral Céoen
Mgl St | SROLE

Personal Information Tab

Personal Information (left click once to access
information)

Birth Date

Social Security Number
Place of Birth
Ethnicity

Disability

Citizenship Status
Gender

Convictions

Date of Death
Marital Status
Country of Residence

Education Information (left click once to
access information)

Verify Degree
Degree

Major

School

Year Completed

Veteran Information (left click once to access
information)

Veteran

Reserve Branch
Discharge

Pref Credit Used Date
Retro Seniority Date
Discharge Date
Service Branch
Highest Rank

= Edut o Indimsation

Verity Degres - lio Schaol
Dy Teai Dosvmpleted
Mayn

= Veteran Information

Vet e Rt Sniniry Dune
Romrve Brarch Deharge Cate
Dia bt Seervic e Pranch

Frol Crodit Lived Date Highest Aank :

i Irniernet | Protecied Mode O

7 S0 - i
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Address Information Tab - This page is divided into four sections. This page provides you with
information regarding your address and contact information. In order to view each section, left click on
each header.

e General Information
e Home Address

e Mailing Address

e Contact Information

The “Create” and “Modify” functions are not in use at this time.

o Attempting to use it will result in an error message

ﬂ' h'hp; fazood -+ hogtamrs comfwebapp FRDESS 1 LTSS memicrsd « DO00aa b mirGm vl (YK gNIPGENUCE] Tdihidcenb

I.l i AMS advantage ESS

Your Name

* Garnisial Inboimation

3
Private Moms | Foim 1 T2
Brskdency Ta; 127170
i Lama Malling? : rus
)
E] w Py LAf-u
Sawt 1 Your Address
Sarmint T !
Ciny 1 TUCS0H SloteProviece : AT TipPostal Code : 35716
Commiry ; 13
Coirity !
v Mailng Lddrew
Sheel 1
Sawel T !
Ciny StatePrevince : TipPostal Code :
Comaniry ;
County :
w Lo bafonmution
Contact Harme Prefia Home Phane
Conlael Fiit Ras Haimié Phohe Extendlon :
Contact Midde i | Work Phone |
Ciomtact Last Rama ; Work Phone Extension :
Contact Name Soffia ; Mokile Phone :
Ceomtae Daseription ! Wabile Phone Extension :
E-Misil Fam :
Fax Extansion :
] ¥
@ Inbernet | Protecied Mode: O fp v %100% ~
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Emergency Contact Tab — This page is divided into six sections. This page provides you with your
emergency contact information in detail. In order to view each section, left click on each header.

e First Contact

e  First Contact Address

e  First Contact Information

e Second Contact

e Second Contact Address

e Second Contact Information

B, e (e FRL L L

Your Name

i vt | Provtecied Rode: O iy T S ID0% =

e = SO PRI Ey LT AN,

- our Name

W Irviermet | Prootectn oce: CHF fy " RN v I




Tax Withholdings & Allowances (View Only Access)

Ml | GporalFloegie:  PoleslTm ESeoeley  Shie T ol

[ Tax Withhaldings/Allowances

Rpgn i Federes Tus s dishes  fasss Dim lorem farsey  (pomi [ biowancy  bame Tmn diowsnis Aot base [ Biowgncy  rom

1] [
-
® Goeverdal ladod saatamn
Appr D FECA Class ; SOCSEC 67N
Froem - BRTAGUA] Lawm W File D |
1 1271995 Tt il | it b Wi
T s« FO THL 57 T Sabmson

= Frceral Tan information
Frdoial Tan ihaetal Saates  G0elLE Waairal Tan Alrwarsie . 4
L

Tt Fun dempnt Fyecam Feomm

® st Tan buboi matuim
Hate Taa astal ot Tase Tan Alkedrnie | 0
Aidtaeal Laste Tan
Alcrwance |

Addonal Saaew srd Locabten Wehholdags

T Fun hrmwwt PEssy Fooem

Plaina rtas 1o P Sl bk b donbrrs yowr Hisme ared Soval Secaty Murier ared tha Aoy Lk I conbrrs wour Sk pror b resteg P Foen L
o et

Garnishments (View Only Access)

i
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Tax Levies (View Only Access)

Tim Loy (o8l grmant rmary charm din b sl i proceriyesg sy
- N e P Fep. T

Pminr Trex mm P et B

W Ietesset | iestedted Mste OF

T LN =

Licenses and Certifications (View Only Access)

Your Name

E Licenses and Certfications

N 1T T T AR TYRINL Tay Ty

Psodunted Masse: CFF
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Time and Attendance — The section “Leave Balances” is the only function available to employees at
this time under the “Time and Attendance”[Tab.

e This section will allow you to viewyour leave balances.

AMSI’-(I\'EWIIKJU ES3

i e vy [ By Tives e Ameaimnce [l Ay b duwrlon) Cheiinben. | iy Peseditn | by Comvgmraatosd | Supiten Cabiu b | Uy | vl

"
et | Tmwunest tnaner | vewn Sonesie | Lower Beptatn | Lowwr Batmacen | e momenr iy Gome | Ussmiy Lowr mternaminage | Lowrs B frestmen

ﬁﬁ} e e To Review your Vacation Leave or

o, .u,/ Sick Leave in detail left click on the

......................................... line and it will highlight it and bring

y  Balnce  Amourt Bans  Bslsrce

v BEKLLAVT 4B it e

i
H

WhE LEAVE a3d - ingee tn Gate

Satoction Month : B Baluncs 401 up the information for viewing
Salection Yead : 7013 Amsunl Badls | Hesi
Ciabegory | SICH LEMWE < — Balakes Typa | Bobstass 1o Dale purposes

Laave Year Lnd Maonih ;

@ Inbernet | Protecied Mode: O " L100% = I

“My Accounting Overides” Tab

- Not in Use at this Time
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“My Benefits” Tab

Dependents tab is the only function available on this page at this time (all other information regarding
Benefits can be accessed through BUCK)

e | One dependent will display on each grid line and details on the dependent can be viewed by
expanding each section

e |If there is more than one dependent, select (highlight in yellow) the dependent listed on the grid
ine by left clicking once and details on each dependent can be viewed by expanding each
section by using your mouse to click on the arrow

Viewing your Dependent’s Profiles

recorded in the system

—t = e Dependent Information
== ..:E | e Dependent Address
e e e Dependent Contact

L —
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“My Compensation” Tab

This tab allows you to view your appointments (job title/assignment), pay and deduction summaries,
disbursed paychecks, and employee tax forms (ex. W-2)

To view your Appointment(s), left click on the “Jobs” tab

e If there is only one appointment, details about your appointment will be displayed in the lower
portion of the page

e If there are multiple appointments, select the appointment you want to view by left clicking
once on the grid line, details will be displayed in the lower portion of the page

|...|.-.._ ] Your Employee ID
To o INTLWER
Your Name Howms Dupe - FEE [EPT
HH'FHH"rM-HH Your SSN ey Ly - 5 TELRDOT
A i e

l"lru-enua-. TR ST

Your Title Lacamlen - ALY TRARSPHT
T
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“Pay Summary” Tab

| e Craciossdecen

‘v Tk Foom frn. W2

Your Name

The purpose of the Pay
Summary grid line allows
Wiew the following
items by Year and
Quarterly break down by

entering your information

@ Inbernet | Protecied Mode: Off

into the feature
(see instructions below):

. Pay Type

e  TaxEntity ID

e  Fringe Pay Type
e  Pay Category

e Annual Amount
. First Quarter

Amount
e Second Quarter

Amount

e  Third Quarter
Amount

e  Fourth Quarter
Amount

T Rk - I

Year From : fZEHZ
Year To: 2012
Tax Entity 1D :

Ok Clear Cancel

<

€ | aboutblank _

xplore

Pay Type :
Fringe Pay Type ™

Pay Category :

Search| function:

Enter the year you would
like to view

[—— o Year From:

|_Press the [‘Ok”[Button

& Internet | Protected Mode: Off

o Year To:

24



Pay Summary Function Features:

Temgy Shervonies | Wlp Berelas

[
Vrer Tum Forea (o |

ﬁ Pay Summary

ar  Taa o i) Pay Type  [rays Fay Trpe Por Trrdl Sraaime A & T imarth Guaderles A iFaese

BIEQOry  Beaieasd S i

= [ Fay Tiew Mo RECRLAR PR 11B8 14 i 0 ]

1 Pay Typw o CVERTIME ] £ 00 [

Pay Ty o TN LARGEADE 3 B T [T

1 Pay Tvis Vs A 00 [T

[ Fay Typw  Vew TERS POMSDN WM 5 0% [
Lo

Search| Function allows you

Totall kvl davscupnt ; 15 54 67

s ; gyt to view your Pay Summary

Teand Casarmon 2 hamecssme : 7457 52 (highlighted yellow grid line)
Toanl Cxsares 3 Aavecegnt : [ 00 ) . .
Totsd Cxries 4 Ammecsamt : 000 in detail and also provides a

breakdown of your Annual
Amount by Quarter

@ Inbernet | Protected Mode: QN
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Deduction Summary Tab

] « DL T e i o e TR T

Search| function

—j
allows you to
Vidal drvvanl drmamad
otat Chamer | Aenues search by Year

Trial Chaamm  Remrani
¥ kil Chainitis | M
i e A A

and Deduction —f—_|
Category

Year From :

Year To: 2012

Deduction Category : FICA A

DOk Clear Cancel

@ Internet | Prc ¢ ~ ®100% =~

i Tnterrait | Protected Mot {47

Your Name

The Deduction Summary page provides you with an overview of
your deductions by year and breakdown of Categories such as:

. Year
. Tax Entity ID
. Deduction Category

o Breakdown of categories include:
. Sure Pay (Direct Deposit)
" State Tax
. Federal Tax
B L = FICA/MEDICR
e . FICA/MED/ER
e s B . FICA/SOCSC
. FICA/SS/ER
u PENSION VAR
u EMPR PEN VAR

3 Annual Amount

. First Quarter Amount

3 Second Quarter Amount
. Third Quarter Amount

. Fourth Quarter Amount
. Category Cap

3 Annual Cap Amount

26



Issued Checks/Advices

Your Name

= lssued Checks/Advices

— m mv =Ll - The Issued Checks/Advices page allows you to
] view in detail your check summary/deposits
[ SER— (similar to viewing your bank statement
Appoistres O Tpgen ol s ; IS ha . . n .
Chach Bake - HTV201 Comblasd Chak ;B 6833 online). It provides you the ability to view
e Divpuiban, | Fitaiirited  Cansied = . . .
e Divpeimios Dot | SRR SE your Disposition Information, Payment
Chach Mambar - J0D000000464 . .
Summary Information, Pay Details
= ey Sareray inforration .
[ [P — (breakdown of deductions per check
Tine Total Coehaitiuns. Remaas | 64 X . .
e number), Deduction Details, and Fringe
FRCA Winge : 30 B0
Fringe Deselin -1 73 Details (by scrolling down) with the mouse.
Py Dewtady
e : 2 e w v i Coe bama e - x bdpeee To bring up a copy of a paycheck stub, left
\click on the Attachment Button.

/8 AMS ADVANTAGE ESS - W B [RYET =
@ https://azcot-ess.hostams.com/webapp/PRDESS1X1/ESS;jsessionid=0000Adby08Q3j65rWOH4xMG8iob:17djhm4ij

P e Welcome, BRENDA VENEGAS

| ==
\ : e e
J,i'”m ] f AMSAdvanlage ESS Home Contact FAQ Help Accessbity PrintPage Logout

My Information My Accounting Overrides | My Benefits || My Compensation |l Paycheck Calculator | My Evaluations

Jobs | Pay Summary

mmary | Issued Checks/Advices | View Tax Forms

Sections :  Disposiion information  Payment Summary Information

MYCOMP - Issued Checks / Advices Attachments

My Desktop

File Name Type  Date UseriD
v 693442001_7319016 PDF Standard 512113  rfong1
First Prev Next Last

File Name : 693442001_7319018 POF Description :

Type 1 By Right clicking on the Download button you

User ID: rfongt

My Info

will be able to view and print a copy of
T R selected (highlighted) check stub.

Please wait while the request is processed...

olutions Inc. Legal Terms

=

@ Internet | Protected Mode: Off v ®100% ~

27



Example of a COT Pay check stub:

'E‘%‘s%"Cl'n' OF
k| T UCSON

YOUR X NAME

Employee ID : 0000100145 Employee Dept 123 YTD Gross Amt: $10,235,67

Pay Location : 1234 Employee Unit 1234 Tot Gross Amt: $2,558.92

Payroll Number : BWKLY Federal Exemptions 00 Total Ded Amt: $686.50

Pay Period End Dt : 02-09-2013 Marital Tax Status 0 Net Pay Amt : $1,872.42

Check Date : 02-14-2013 State Exemptions 1

Check Number : 09091234568 State Tax Status E

EARNINGS DEDUCTIONS
Description Pay Rate Input Amt Pay Amount Description Ded Amt YTD Ded Amt

DOWNTOWN ALW 31.9864 11.54 $11.54 POSTAX COLLF $13.66 $54.64

SICK PAY 31.9864 8:00 $255.89 STATE TAX $80.00 $320.00

VACATION PAY 31.9864 8:00 $255.89 DEFERD COMP $10.00 $40.00

REGULAR PAY 31.9864 80:00 $2,558.92 DENTAL INSUR $3.34 $13.36

REGULAR PAY 31.9864 -16:00 §-511.78 FEDERAL TAX $160.00 $520.00
FICA/MEDICR $40.00 $160
FICA/SOCSC $120.00 $480.00
MEDICAL INSR $125.94 $503.76
PENSION $123.56 $494.24
ECAP $10.00 $40.00

LEAVE CITY PAID BENEFITS
Description Accrual Usage Balance Description Amount YTD Amt

PERSONAL LV 00:00 00:00 00:00 DNTL EMPLYER $41.20 $164.80

SL ALTERNATE 00:00 00:00 00:00 FICA/MED/ER $57.29 $229.16

SICK LEAVE 4:00 00:00 1234:00 FICA/SS/ER $244.96 $979.86

VAC LEAVE 6:10 00:00 237:50 LIFE INSUR R $1.80 $7.20
LONG TERM EM $1.32 $5.28
MD EMPLR REP $503.65 $2,014.60
EMPLYER PENS $1,018.20 $4,072.80
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Viewing Tax Forms (ex. W-2)

ﬁ Wiew Tax Forms [ex. WsZ)

Your Name

W-2 Information typically becomes available
on January 31.
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“Paycheck Calculator” Tab (The paycheck calculator is not functional at this
time; notification will be sent out to users when it becomes available)
e Two Major Functions:

o Start New Paycheck Calculation (paycheck calculations are estimates)
o View Previous Paycheck Calculation

8 AMS ADVANTAGE ESS Wi  Expore al{ =
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= Paycheck Calculator
Paycheck calculations are hypothetical ony. Paycheck calculator is used to assist
o
E AppointmentiD __Titie From To employees in determining future earnings
; v ADMIN ASST  12/06/2012  12/31/9999
Start New Paycheck Calculation

*Pay Period End Date : 2 Steps:
Check Date :

Calculation Desc :

e  Select your Appointment

ID for which you are

calculating
e  Entera “Pay Period End
[

View Previous Paycheck Calculation

Calculation 1D Calculation Desc Pay Period End Date View Check Calc Delete Check Calc

v 1 TEST 06/30/2012 View Check Calc Delete Check Calc Datell
TEST 06/30/2012 View Check Calc Delete Check Calc
063000000000003 TEST 06/30/2012 Vi Check Cale Delete Check Cal «“, " 1
ST e e  The “Check Date” will
090800000000001 _CHNG WH 0910872012 View Check Calc_ Delete Check Calc
121700000000001 12/17/2011 View Check Calc  Delete Check Calc auto-fill
011600000000001 0116/2021 _View Check Calc __Delete Check Calc

. Press the “Calculate

Paycheck” Button

@ Internet | Protected Mode: Off v R100% v
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