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Logging Into E-Suite

Logging In the First Time — Setting Up Your Account

To log into E-Suite, start Internet Explorer. You can access E-Suite from the office (internally) by simply typing in

“esuite” or at home (externally) by using the following link: http://esuite.troymi.gov.

This will bring you to the following screen: Click on the link Activate Your Account:

City of Troy HR Portal

Employee Legin

Emplayees may kg inta the Human ftesaurces portal using the form below.

Username ,—
Password ,7

[ Remember me next tme.

Heed a login?
1.2 an eplayee, bist do nat havee 3 semame and passwerd.
Actrvate Your Account

Furgol password?
1Fyou fargat your passwnred you can reset it ising the lnk bela.
Reset Password

has expired, pheese login again.

CLOSE

Enter in the following Information: LAST NAME, SSN. CONFIRM SSN.

|

City gf Troy HR Portal

Puered by

Activate Your Account

Complete the form below to begin the sccount activation process
Verify Your Identity

LASTHAME -
5 rr—

Create Your Account

Must b bateen 5 and 25 charactens

Must b bateen 5 and 25 charactens

USERNAME: User Name must be at least 7 characters in length.

PASSWORD: Passwords must be between 5 and 25 characters in length.

CONFIRM PASSWORD: Re-enter the password from above,
Once all the information is entered, press CONTINUE.

T &
P Troy
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If everything has been entered correctly, you should see the following screen:

City of Troy HR Portal

Powered by NWS

Activate Your Account

Complete the form below to begin the account activation process.

ACCOUNT CREATED

Your Account has been activated.

Click to login.

Click on the link Click to login to login to your account. This will take you to the Employee Login screen.

Logging In

If you are not at the login screen, start Internet Explorer. You can access E-Suite from the office (internally) by simply
typing in “esuite” or at home (externally) by using the following link: http://esuite.troymi.gov.

Powered by MaS

City of Troy HR Portal ﬁ"ﬁ.({y A

Employee Legin
Emplayoes may kg o the Human firsaurces portl using the form brlas.

Username ,—
Password ,7

[ Remember me next trme.

Heed a login?
1.2 an eplayee, bist do nat havee 3 semame and passwerd.
Actrvate Your Account

Furgol password?
1Fyou fargat your passwnred you can reset it ising the lnk bela.
Reset Password

Your session has expired, please login again.

CLOSE

Enter in your user name and password. If you forget your password and your user account has already been set up, click
on the Reset Password link

If you click on “Remember me next time”, it will fill in your username automatically the next you use the login screen.
You still must provide the password.




Resetting Your Password

If you forget your password, click on the Reset Password link and you will be prompted to provide last name, SSN,
username and a new password. Click on “Continue” when finished.

City of Troy HR Portal

Powered by NW3S

Reset Password

Reset Your Password

Verify Your Identity

LAST NAME

SSN

rr
CONFIRM 55N l_ ,l_ ,l—

Reset Your Password

USERNAME

PASSWORD Must be between 5 and 25 characters

CONFIRM PASSWORD Must be between 5 and 25 characters

‘CONTINUE...

If you have successfully reset your password, you will see the following screen:
City of Troy HR Portal 2.
ty of Troy

Powered by NWS

M4

Fy

Reset Password

Reset Your Password

PASSWORD RESET

Your password has been reset

Click to login.

Use the “Click to login” hyperlink to return to the login screen and log into E-suite.
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Navigating E-Suite

Once you are logged into E-Suite, you should see the following screen:

e t== M X | 4 Haministranon | | [ TR - TR -

Ml City Of Troy HR Portal

Powered by NWS

Welcome, CINDY KAPALAI!

Welcome to the HR Portal
Welcome to the City of Troy's eSuite Employee HR Information Portal!

eSuite instructions can be found here ESuiteEmployeelnstructions

If you have any guestions or issues, please contact the information technology helpdesk by phone at ext. 7279 or by email at helpdesk@troymi.gov.

3 My Account

Manage your account information.

My HR is a menu that will take you to the various employee information screens where you can view/update information
about your employee record. When you select a specific menu option, you will always have a link or “breadcrumb” to
go back to either My HR or the home screen. Do not use the “back” button on Internet Explorer.

My Account is a link that will allow you to reset your password.

My Account

My Account is used only for changing your username and password. From the main menu, select My Account. The
following screen will appear:

City of Troy HR Portal ﬁ T

Powered by NWS

Welcome, CINDY KAPALA!

Maintain My Account

Account Information

Username: |kapalack

Password:
Confirm Password:

I T

You can change your username or just your password. If you change your username, you will be prompted to change
your password as well. Press the “Submit” button once you have finished making the changes or press “Cancel” to
return to the main menu.




MY HR

Navigating My HR

To navigate through MY HR, you can hover over the MY HR menu and selecting a link as shown below:
S —— | _— a1 e g

Ml City Of Troy HR Portal e— TR

Powered by NWS

HOME MY HR

Welcome, CINDY KAPALA!

HR Portal

Or you can click on the MY HR link to display the Employee Portal Menu as shown below. Once you are on this screen,
you can click on the appropriate link from this menu.

[ UMM e P RESUUTLES FUPLGE | | @ DW b mE L s e E R

Ml City Of Troy HR Portal ﬂ T

Powered by NWS

Welcome, CINDY KAPALA!

Employee Portal

Accrual Information Benefits
A glance at your accrued overtime, vacation and persenal time. A summary of your current and historical benefits.

Contacts Deductions

Manage your personal contacts for use in case of an emergency and for other purposes. A summary of your current and historical deductions.

Dependents Direct Deposits

Manage your dependent information. Manage your direct deposit distributions.

Paychecks Pay Rate History

View your recent and previous paychecks. Wiews your current and historical pay rates.

Personal Information Positions Held
Manage your personal information such as address, contact information, etc. View your current and historical positions.

Taxes Print W2 Forms
View a summary of your current tax withholdings. Print your W2 Forms.
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Accrual Information

The Accrual Information screen gives you information by year about your available accruals including Comp Time,
Personal Business, Holiday, Sick, Vacation Accrued and Vacation Available. It displays the beginning balance, hours
earned and taken, and the current balance in hours and days.

Click on the Accrual Information link and the following screen will appear. You can select a year from the drop down
box.

s S5 T HOMINISTT 300N | € HLLru U x| | (S B SEEELbML T Suila LU wE E T

e —-I, ﬂlil [=1|
' A R Yo
C'tVOf Troy HR Portal 2 | 1 ;jhgui!_u-lni-_ )

MY HR LOGOUT

4 Home » My HR » Accrual Information

Accrual Information

Choose a year |2012 x

Hour Category Beginning Balance Hours Earned Hours Taken
Comp Time 47.50 9.00 0.00
Furlough Hours Mot Taken 32.00 0.00 8.00
Personal Business 0.00 24.00 0.00
Holiday 0.00 24.00 0.00
Sick 304.00 8.00 0.00
Vacation Accrued 180.00 15.00 180.00

Vacation Avaiable 148.00 180.00 148.00

As you review your accruals focus on the balance column. Some of the other numbers can be confusing so
we have tried to provide some explanations below.

PLEASE NOTE THE FOLLOWING:

e These balances currently only include “POSTED” payroll time entry hours. These
balances do not reflect what may have been entered into time entry for the “active”
payroll period.

e The Beginning Balance column reflects the balance as of the beginning of the calendar
year (01/01/XX). Some accruals such as Furlough are based on fiscal year (07/01/XX —
6/30/XX) so the beginning balance is not as of 7/01/XX. In the above example, the 32
hours of Furlough Hours Not Taken was the balance as of 01/01/12.

e Hours Taken includes payoffs.

e Vacation Accrued vs. Vacation Available: Vacation Available is the current amount of
vacation that is available for you to use in the current calendar year. Vacation Accrued
is the current amount of vacation that you have earned to use in the following calendar
year.

e You can select any given year. However, no data exists for accruals prior to 2008.




Contacts

The Contact screen allows you to manage your personal contacts for use in case of an emergency and for other purposes.

Click on the Contacts link and the following screen will appear:

@l City of Troy HR Portal ﬁ

Powered by NWS

MY HR TIME ENTRY BENEFIT ENROLLMENT

& Home » My HR » Contacts

My Contacts

Your contacts may be used by HR in the event of an emergency or for other purposes.

Name Address Other Information Options

Joe Jones - Husband 96 Vermont (248) 5551212 EDIT DELETE
TROY, M1 48083 (248) 5584486
(248) 215-0042

*Primary Contact

jiones@jonesinc.com

<< ADD A NEW CONTACT >>

1 Aclive Contacls

Edit a Contact

To edit your contact, select the “EDIT” link under OPTIONS next to the contact that you want to change. This will
bring up the edit contact screen.

You can update the name, whether or not this is your primary contact, address information, phone numbers, email, and
any note. Once the changes have been made, click on “Submit Changes”.

@ City of Troy HR Portal g

Powered by NWS

MY HR TIME ENTRY BENEFIT ENROLLMENT

Welcome, JENNIFER JONES!

Edit Contact

Contact Information

Name

|Joe Janes - Husband * ¥ This is my primary contact

Full Name
Address [96 vermont

Street Address Streetline 2

[TROY MI =] [48083

City State  Zp Code
Home Phane 2486551212 . {ark Phone 2486245595

Example: 5558675309 Example: 5558675309
Other Phone 2482150042 Email jones@jonesinc.com

Example: 5558675309 SOMEBODY @SOMEPLACE.COM
Note |

54 Characters Remaining

This will take you back to the main contact screen and your changes will be displayed.

Delete a Contact

To delete a contact, select the “DELETE” link under OPTIONS next to the contact that you want to delete. You will be
prompted to confirm the deletion. This will take you back to the main contact screen.
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Add a Contact

To add a contact, select the “ADD A NEW CONTACT” link at the bottom center of the page. This will display the
create contact screen.

City,,~
City quf Troy HR Portal &H{.i/]{y

oML MY R TIML LNTRY BENEFIT ENROLLMENT LOGOUT

Contamt Welcome, JENNIFER JONES!

Create Contact

Contact Information

[ “ [T this is my primary contact

Full Name:

Street Address Street Lne 2

ciry

Enter in the appropriate information. A name and 10 digit home phone number is required. If this is your Primary
Contact, click on the primary contact field. If you select a contact as primary, you will be prompted to confirm this.

Message from webpage il

\ ? ) W'hen you save these changes any existing contact set as primary will no longer be set as primary, Are wou sure you want to conkinue?

Cancel |

Press Submit Changes. This will take you back to the main contact screen.
PLEASE NOTE THE FOLLOWING:
e Employees need to have one and only one primary contact.

e If you enter in an address, you need to enter in a city, state, and zip as well.



Dependents

Because changing Dependents can affect your benefit coverage, Dependent
changes will not be accepted through eSuite. You can use this screen to review
your dependent information. If you have a dependent change, please contact the
Human Resources department 248-680-7296 (or internally x7296).

Click on the Dependents link and the following screen will appear:

J G e
Ml City of Troy HR Portal ! ﬁy{y

Powered by NWS

HOME MY HR TIME ENTRY BENEFIT ENROLLMENT LOGOUT

@A Home » My HR » Dependents Welcome, JENNIFER JONES!

My Dependents

Please ensure your dependent information is kept up to date.

Name Relationship Gender Date of Birth Status Options
Joe Jones SP M 12/1/1962 Active as of 4/19/2010 VIEW EDIT DELETE

<< ADD A NEW DEPENDENT »>

1 Active Dependenti{s)

View a Dependent
To view contact details, click on the “VIEW?” link under OPTIONS next to the contact you wish to view.

City of Troy HR Portal

Powered by NWS
TIME ENTRY BENEFIT ENROLLMENT LOGOUT

ndents » Dependent Welcome, JENNIFER JONES!

Dependent Details

Information On File

Hame Joe Jones
Date of Birth 12/01/1962
Relationship SP

Gender M
SSH 555-47-9999

Home Address Same As Employee
Added Date 04/19/2010
Active Yes

MAKE CHANGES

If you wish to make changes, click on the “Make Changes” button. To go back to the main dependent screen, press the
Dependents breadcrumb.

PLEASE NOTE THE FOLLOWING:
e All converted dependents have an active date of 06/01/08.
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Paychecks

The Paycheck screen allows you to view recent and previous paychecks. It displays by check, the hours worked,
withholdings and deductions and employer paid taxes and benefits.

Click on the Paycheck link and the following screen will appear:

City Of Troy HR Portal

Powered by WW'S

Paycheck Information

Year & Pay Period 2012 =] |Select a Pay Period ..

T T T [ @mtemet

[Fa~-®w00% - .

Select the Year and Pay Period for a particular check from the drop down boxes and the following screen will appear.

.

o5 | & Report manager {5 eI L LU

@ Home » My HR » Paychecks

Paycheck Information

=

Year & Pay Period [2012 x|  [12/24/2011 - 1/6/2012 - 52.148.75

Paycheck Summary

Employee Pay Dates

=l PRINT PAY CHECK

Check Date

(= TR TR ]

Gross Pay Net Pay

P

YTD Gross

12/24/2011 - 1/6/2012 - $2148.75

Hours Infoermation

Hours Code

1/13/2012

Hours Worked

$2,148.75 $1,566.59

Gross

$6,659.69

YTD Gross

1 - Regular Pay

600 - Comp Accr 1

80 - Legal Holiday

99 - Furlough Taken

HOLIDAY EARN - Personal Holiday Hours Earned
Pay Reduction - Pay Reduction

PB EARN - Personal Business Hours Eamed
SICK EARMED - Sick Accrual

VAC AVAIL EARN - Vacation Available

VAC TO AVAIL - Accrued Vacation to Available
230 - Vac Payoff

Withholding and Deduction

Code

56
85
16
8
24
S5
24
8
180
180

Gross

$1,706.81

$487.66

($45.72)

$2,148.75

Amount

$1,706.81

$487.66

($45.72)

$4,510.94
$6,659.69

YTD Amount

FED - Federal Incoma Tax

MI-MIInc Tax

FICA - FICA

MEDICARE - Medicare

PENM DC CLASS - Pension Defined Contrib CLASS
MCBPP0O65337008 - Medical CB 65337-008

DEF COMP - Deferred Compensation

$2,008.85
$2,008.85
£2,119.80
$2,119.80
$2,148.75

£0.00

£0.00

$208.15
$111.19
£80.03
$30.74
$85.05
$28.95
£25.00

$1,200.78
$323.38
£278.49
$96.15
$266.39
$28.95
£25.00

e W m B

Done

| | ,_,_’_’_’a Internet

R



To see your direct deposit information and accruals, you need to print your paycheck. To print your paycheck, click on
the blue “Print Pay Check” button. Your paycheck stub will appear in a separate pop up box. It takes a few seconds to
generate. Once it is displayed, you can click on the print icon. Once it is printed, click the “X” in the upper right hand

corner to close the window and continue in eSuite.

x
£ | https: | esuite. troymi govesuite, HR fePayralliPrintPayCheckPopup, aspxremplovesid=400&payrolEarningsId=423915 | g |
=3 @A [T 1 VA IR W ==
M Click to print this PDF file or pages from it |
E TPy = = Name: —
Address: 500 W BIG BEAVER Employee #:
Troy, M| 48084

Department: Pay Dates: 12/24/2011 - 01/06/2012

[Hours Code Hours Worked Gross Y.T.D. Gross |
a9 Furlough Taken 8.0000 0.00 0.00
1 Regular Pay 56.0000 1706.81 1706.81
Pay Reduction Pay Reduction -1.5000 -45.72 -45.72
B0 Legal Holiday 16.0000 487 66 487 66
230 Vac Payoff 0.0000 0.00 451094
WAC TO AVAIL Accrued Vacation to Available 180.0000 0.00 0.00

Gross Pay: 148, 004,

[Withholdings and Deductions Gross Amount  Y.T.D. Amount |
DEF COMP Deferred Compensation 0.00 25.00 25.00
FED Federal Income Tax 2008.85 20815 1290.78
FICA FICA 2119.80 B9.03 278.49
LIFE Life Insurance 0.00 315 315
MCBPPOG5337008  Medical CB 65337-008 0.00 2895 2895
MEDICARE Medicare 2119.80 30.74 96.15
Mi MI Inc Tax 2008.85 111.19 323.38 ||
PEN DC CLASS Pension Defined Conirib CLASS 2148.75 Eﬁ gg iﬁ iﬁ

NetPay: LT 4.

[Accrual Hours Starting Balance  Hours Earned  Hours Taken  Adjustment  Ending Balance |
COMP-Comp Time 44 5000 5.5000 0.0000 0.0000 50.0000
FURLOUGH-Furlough Hours Not 40.0000 0.0000 8.0000 0.0000 32.0000
Taken
PB-Personal Business 0.0000 24.0000 0.0000 0.0000 24.0000
PH-Holiday 0.0000 24.0000 0.0000 0.0000 24.0000
SICK-Sick 3040000 8.0000 0.0000 0.0000 312.0000
WAC-Vacation Accrued 180.0000 0.0000 180.0000 15.0000 15.0000
VAC AVAILABLE-Vacation 1480000 180.0000 148.0000 0.0000 180.0000
Availahle

[Bank Transaction Number Deposit Amount Y.T.D. Deposit Amount |
Michigan Catholic Credit Union 243484 50.00 h0.00
Michigan Catholic Credit Union 243483 1516.59 4297 40

|htt|:us:Il'll'esuite.troymi.gov,l'eSuite.HR,I'ePayrDIIIPrintPayCheckPopup.aspx?em|:|Il:-yeeid=4DD&payrnlIEarningsId=423918 |@ Internet 14

PLEASE NOTE THE FOLLOWING:

Conversion data was only brought over for checks dated in 2001 -2008. Information prior to 2000 is not available

on Esuite.
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Personal Information

The Personal Information screen allows you to manage your personal information such as name, phone number, email
address, home address, and mailing address. Click on the Personal Information link and it will display the following
information:

Ml City of Troy HR Portal ﬁ

Powered by NWS

MY HR TIME ENTRY BENEFIT ENROLLMENT

A Home » My HR » Personal Information Welcome, JENNIFER JONES!

My Personal Information

Your human resources department has the following information on file. To make changes simply dick the Make Changes button and submit a change request,

Information On File

Name JENNIFER D JONES

Date of Birth 05061980

Phone Number (243) 555-5555

Email

Home Address 95 VERMONT
TROY, ML 48083

Hailing Address 95 VERMONT

TROY, MI 48083

MAKE CHANGES

To make a change, click on the “Make Changes” button. This will take you to the Personal Information Change Request
screen:

stion » Personal Information Change Request Welcome, JENNIFER JONES!

Personal Information Change Request

Some changes to personal information require HR approval,

Change Request Form

e [ENNIFER [o [JoNES
First ® Middle Last *

Ceioipen 05/06/1980

Format: MM/DDYYYY *

ook [p485555555
Example: 5551231203 *
Email

Home
o [96 VERMONT
Street Address 1 *

Street Address 2

Street Address 3
[rRoY =] [4a083

Maiing .
Address Same as Home Address [
[96 VERMONT

Street Address 1

Street Address 2

Street Address 3

[rRaY =] [48083
City Zip

SUBMIT CHANGES

|hktps: jesuite. traymi, gov/esSuite.HR. Partal{Main. aspx [T [ mtermet Chor  m00% v

Personal Information needs to be entered in ALL CAPS. Enter in the appropriate changes
and press the “Submit Changes” button.



If you make a change to your name or date of birth, this requires an approval by HR/Payroll. Pressing the “Submit
Changes” button will take you to the Personal Information screen with your pending changes:

Ml City of Troy HR Portal g T

Powered by MWS

HOME MY HR TIME ENTRY BENEFIT ENROLLMENT LOGOUT

A Home » My HR » Personal Information Welcome, JENNIFER JONES!

My Personal Information

Your human resources department has the following information on file. To make changes simply dick the Make Changes button and submit a change request.

Your change request has been submitted. Some changes are pending appraval as indicated below.

Information On File Changes Pending Approval

Name JENNIFER D JONES JENNIFER D SMITH
Date of Birth 05/06/1980
Phone Number (248) 555-5555
Email
Home Address 96 VERMONT
TROY, ML 43083
Mailing Address 96 VERMONT
TROY, ML 48083

EDIT CHANGES (CANCEL CHANGES

The changes pending status will only be in place until the change is processed by HR/Payroll. If you need to cancel the
changes, press the “Cancel Changes” button. If you need to edit your changes, click on the “Edit Changes” button. If
you don’t need to do anything you can click on the MyHR breadcrumb to return to the main menu.

If you make a change to Phone number or email, these changes will be processed immediately. HR has to approve
changes on Name, Date of Birth, Home Address and Mailing Address.

PLEASE NOTE: If you do not have an email address in your personal information, please
enter one. If a change is denied by HR/Payroll, you will receive a notification email to this
address. If no email is listed, you will not be notified.
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HR Approval

Once HR approves or denies your changes, you will receive an email if you have an email address defined on your
Personal Information. The following are examples of a Approval/Denied email message:

————— Original Message-----

From: newworld@troymi.gov [mailto:newworld@troymi.gov]
Sent: Thursday, February 09, 2012 10:15 AM

To: Robert D Bittner

Subject: Your Change Request Was Approved

ROBERT,

Your Employee Change Request was approved.

————— Original Message-----

From: newworld@troymi.gov [mailto:newworld@troymi.gov]
Sent: Thursday, February 09, 2012 10:18 AM

To: Robert D Bittner

Subject: Your Change Request Was Rejected

ROBERT,
Your Employee Change Request was rejected.

Reject Reason: You can’t change your birth date without supporting documentation.
Please bring it to the human resource department to complete your change.



Taxes

The Taxes screen allows you to view your current tax withholdings. It displays your tax marital status, your exemptions,
and override amounts or percentages, and additional amounts. This information cannot be changed. Contact Finance if
you wish to change your tax withholding.

Click on the Taxes link and the following screen will appear:

Wl City of Troy HR Portal g

Powered by NWS

HOME MY HR LOGOUT

& Home » My HR » Taxes

Tax Information

Taxes as of 4/19/2010

‘Withholding Override Owverride Addtional
Status Exemptions Amount Percent Amount

Start Date End Date Tax
1/1/2008 < Open > FED (Federal Income Tax) Married 3 50,00 0.00 % £0.00
1/1/2001 < Open > FICA (FICA) $0.00 0.00 % £0.00
1/1/2001 < Open > MEDICARE (Medicare) $0.00 0.00 % $0.00
1/1/2001 < Open > MI (MI Inc Tax) Single 50,00 0.00 % $0.00

1/1/2001 < Open > SUTA (MI SUTA) $0.00 0.00 % £0.00

PLEASE NOTE THE FOLLOWING:

e All converted tax withholding records were converted with a date of 01/01/08 for FED and 01/01/01 for
all other taxes.

e You can not submit a change to your taxes through E-Suite. You must submit a change through the
Payroll department.
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Benefits

Benefits are those items that the City pays on behalf of the employee for Medical/Dental, Life Insurance, Long/Short
Term Disability Insurance, Pension, and Pension Health, etc. The Benefit screen displays a summary of current and
historical benefits and the amount that is paid on each Frequency.

Click on the Benefits link to view the following screen:

Wl City of Troy HR Portal g

Powered by NWS

MY HR

& Home » My HR » Benefits

Benefit Information

Current Benefits

Benefit Amount Percent  Frequency Start Date End Date

DENTAL (FAM DENTAL) $54.25 100.00%  REG (Every Regular Check) 01/01/2010 12/31/2010
LIFE BENEFIT (LIFE CLASS) $14.93 0.00%  REG (Every Regular Chack) 07/01/2009 06/30/2010
LTD BENEFIT (LTD BEMEFIT) $4.02 0.00%  REG (Every Regular Check) 05/01/2009 04/30/2010
MCEBCBP (65337-661 - FAM) $685.29 94.59%  REG (Every Regular Check) 06/01/2009 05/31/2010
PEN DC CLASS (PENSION < 01/04) $0.00 12.00%  ALWAYS (Always) 07/01/2009 06/30/2010
PHC-GEMERAL (PHC-DC) $0.00 14.00%  REG (Every Regular Check) 07/01/2009 06/30/2010
STD Benefit (STD BENEFIT) $11.82 0.00%  REG (Every Regular Check) 05/01/2009 04/30/2010

Benefit Hlstory Below is a history of your benefits, These items are no longer active as of the end date indicated,

Benefit Amount Percent  Frequency Start Date End Date

1757 (PenDCGenPRHC) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
1800 (PensCEDC-ER) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
3550 (Med-BCB-ER) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
3600 (Med-HAP-ER) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
4750 (Den-Met-ER) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
5500 (Life Ins Prm) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
7110 (STD Premium) $0.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
7120 (LTD Premium) £0.00 0.00%  REG (Every Regular Chack) 05/01/1992 05/01/1992

PLEASE NOTE THE FOLLOWING:

e For conversion purposes, all historical benefit codes were started and ended with the employee’s hire
date and do not have an amount.



Deductions

Deductions are those items that are deducted from an employee’s paycheck for and applicable Medical/Dental, Life
Insurance, Deferred Comp, Computer Loans, Pension, and Pension Health, etc. The Deduction screen displays a
summary of current and historical deductions and the amount that is deducted on each Frequency.

The Deductions screen displays a summary of current and historical deductions.

ity /
f

Troy

Wl City of Troy HR Portal

Powered by NWS

MY HR

& Home » My HR » Deductions
Deduction Information

Current Deductions

Deduction Amount Percent  Freguency Start Date End Date
COMPUTER (Employee Computer Purchase) $19.03 0.00%  REG (Every Reqular Check) 03/25/2006 < Open >
COMPUTER2 (Employee Computer 2) $22.00 0.00%  REG (Every Regular Check) 05/19/2007 < Open >
DEF COMP (Deferred Compensation) $25.00 0.00%  REG (Every Regular Check) 04/01/2008 < Open >
DENTAL (FAM DEMTAL) $0.00 0.00%  REG (Every Regular Check) 01/01/2010 12/31/2010
LIFE DEDUCT (LIFE CLASS) $6.30 0.00%  REG (Every Regular Check) 07/01/2009 06/30/2010
MCEBCBP (65337-661 - FAM) $39.23 5.41%  REG (Every Regular Check) 06/01/2009 05/31/2010
PEN DC CLASS (PENSION < 01/04) $0.00 4.00%  ALWAYS (Always) 07/01/2009 06/30/2010

Deduction History selowis a history of your Deductions, These items are no longer active as of the end date indicated.

Deduction Amount Percent  Freguency Start Date End Date

1600 (PensCEDC-EE) $1.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
2550 (Med-BCB-EE) $1.00 0.00%  REG (Every Regular Chack) 05/01/1992 05/01/1992
5100 (Life Ins) $1.00 0.00%  REG (Every Regular Check) 05/01/1992 05/01/1992
COMPUTERH (Computer Historical) £1.00 0.00%  REG (Every Regular Chack) 05/01/1992 05/01/1992
DEF COMP (Deferred Compensation) $25.00 0.00%  REG (Every Regular Chack) 09/24/2005 03/31/2009

PLEASE NOTE THE FOLLOWING:

e  For conversion purposes, all historical benefit codes were started and ended with the employee’s hire
date and have an amount of 1.00. Current deductions have the accurate start date and amounts.
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Direct Deposits

The Direct Deposit screen allows you to view your direction deposit distributions. The following example shows that
$50.00 of the paycheck would be direct deposited into one account and the “Net Check” or remaining amount would be
deposited into another account.

| 7= Direct Deposit - Windows Internet Explorer _1&] x|
]@ v |£1 https:  jesuits. troymi. gov /eSuite. HR fePayroll Direct DepositInformation. asps?menu=5 j ] |Z| |;| |£] Google \P v|

Jx EConvert = [ Select

J{z Favorites Egl ~| {€ Direct Deposit | /& adninistration | (& Direct Depastt x | | M- B - [0 e - Page - Safety- Tooks- @@~ G HE
. [-]
. 1y,
City Of Troy HR Portal ﬂ Tm/
Powered by NWS y

MY HR

4 Home » My HR » Direct Deposits

Direct Deposits

We are currently not accepting changes to Direct Deposit through eSuite. If you need to make changes, print the following
form and submit it to the Finance department.

Direct Deposit Form

Information on File

Priority #1 Type
Michigan Catholic Credit Union Saving
ACCOUNT # ROUTING # 272477571

AMOUNT $50.00 FREQUENCY Always

Priority #2 Type
Michigan Catholic Credit Union Checking
ACCOUNT # ROUTING # 272477571

AMOUNT FREQUENCY Always

MAKE CHANGES

Done [T T [ @ mtemet [Fa = [®Rwow - 4

PLEASE NOTE THE FOLLOWING:

e We are not accepted changes to Direct Deposit through eSuite. You need to print and fill out a direct
deposit form (link is on the screen) and submit it to the Finance Department. Any direct deposit changes
submitted through eSuite will be denied.



Pay Rate History

The Pay Rate History screen displays only current pay rate information.

@ City of Troy HR Portal g

Powered by NWS

MY HR TIME ENTRY LOGOUT

4 Home » My HR » Pay Rate

Pay Rate Information

Pay Rates as of 4/19/2010 for department P&R-REC CC - Parks and Rec - Community Center

Start Date End Date Primary Rate Salary FLSA Override Longevity Amount Total Amount
7/1/2008 < Open > ‘Yes $8.80 $0.00 £0.00 $8.80
7/1/2008 < Open > No $9.50 $0.00 £0.00 $9.50

PLEASE NOTE THE FOLLOWING:

e For conversion purposes, only current pay rate information was brought over from the old system with a
start date of 07/01/2008 for employees. If an employee received a pay rate change after 12/13/08, the start
date should be accurate.

e For employees that are Annual Pay Grade or Full Time, the salary is an annual rate. If the employee is
Hourly Pay Grade or Part Time, the rate is an hourly rate.

e For Part Time Employees that work in more than one department, only your primary department rates
are listed.

e This screen only displays the current pay rate and not historical rates.

G:\New World Systems\Documentation\Esuite\ESuiteEmployeelnstructions.docx MY HR e 21



Positions Held

The Position Information screen displays position information.

j City of Troy HR Portal g

Powered by NWS

MY HR TIME ENTRY

4 Home » My HR » Paositions Held

Position Information

Start Date End Date Position

02/28/2004 < Open = 755852000 (Recreation Aide)
07/01/2008 < Open > 755855000 (Babysitter)

04/21/2007 < Open = 753710000 {Coordinator-Soccer-Adult)

09/08/2007 < Open > 753718000 (Coordinator-Volleybal-Youth)

PLEASE NOTE THE FOLLOWING:

e For conversion purposes, only current position information was brought over from the old system. The
start dates should be relatively accurate (whatever the start date was on the old system).

e For Part Time Employees that work in more than one department, all active positions are listed.

e This screen only displays the current position and does not provided historical information.



Print W-2 Forms

This option will allow you to print your W-2 information going back to 2009. It will default to the current year. If you
want to select a different year, select the appropriate year from the drop down box and then click the “Print W-2 Form”
button. It will take a few second to refresh the screen. You can then click on the print icon to print the information.

== M e e | S we runies LR T

] E‘ﬂ 4 | jms ! s B

j City Of Troy HR Portal | s T
Powered by NWS "“ | l ik )} — ¥

MY HR

& Home » My HR » Print W2 Forms

Print W2 Forms

Tax Year
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Logging Out

When you are finished in eSuite, select the LOGOUT button on the main menu.

I R D) T P Al KIS FUel K | HOMINISTragon 1 |

Ml City Of Troy HR Portal

Powered by NWS
MY HR LOGOUT

A Home » My HR

Employee Portal

Accrual Information Benefits
A glance at your accrued overtime, vacation and personal time. A summary of your current and historical benefits.

Contacts Deductions

Manage your personal contacts for use in case of an emergency and for other purposes. A summary of your current and historical deductions.

Dependents Direct Deposits

Manage your dependent information. Manage your direct deposit distributions.

Paychecks Pay Rate History

Views your recent and previous paychecks. Views your current and historical pay rates.

Personal Information Positions Held
Manage your personal information such as address, contact information, etc. Views your current and historical positions.

Taxes Print W2 Forms
View a summary of your current tax withholdings. Print your W2 Forms.

This will take you back to the login screen. You can now close Internet Explorer.
PLEASE NOTE THE FOLLOWING:

Welcome, CINDY KAPALA!

e Asasecurity feature, the system will require you to login again if you are logged in and have no activity
after a certain amount of time. You will be able to select an eSuite option, but instead of taking you into

the menu option, it will take you to the login screen.



