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This Quick Guide is to help you navigate through the New User Interface (New Ul) by comparing the
Classic Ul and the New Ul through side by side views of common employee tasks.

Desktop and Mobile Parity

The New Ul brings a
consistent experience across
all devices making navigation
easier and encourages
Employees and Managers to
access tasks on the go. No
matter if you are using the
desktop URL or the mobile
app on a phone or tablet, you
will be able to navigate
through the system and
complete tasks in the same
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manner.
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The Menu

NS 12:42 PM (EDT)

My Account My Employees Scheduler Recruitment Manage Time
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Manage Payroll My Reports Our Company Company Settings
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o

In the Classic experience, the menu items are
listed across the top of the page, while in the
New experience the menu is now located down
the side of the screen with an
expandable/collapse menu. The Menu is
grouped by Favorites, My Information, My
Employees, and Company Settings. You may
only have access to certain menu groups. The
menu also provides the option to use the Quick
Search Feature to easily search for items in the
system.

The Quick Search Feature

Need to find something quick? Try using the Quick
Search Feature now located in the menu. With the
improved changes in the Menu, some items
pathways may have changed. Using the Quick
Search will help you navigate to a page quickly and
provides the pathway for future use. The Quick
Search will also save your 5 most recent searches.
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The Menu can be
pinned to stay open
in the window you
are working in.

4 My Team

® Time
ruals

4, Leave

B Schedule

® Benefits

4 HR

¥ Talent

Recent

Ern'ployee Information
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Workflows

You can also use extra tricks to filter on
timesheets in the Quick Search Feature.
Using the # in front of an employee’s
name will search for the current timesheet
while typing in a date in front of the name
will search for the timesheet during that
pay period.




Home Dashboard

The new intuitive Home Dashboard provides quick, easy ways to perform certain employee tasks
such as clocking in and out, completing benefit enroliments, submitting time off and tracking pay
davs.

Start Menu Widget:
Allows you to easily access

Clock Widget: Allows you to My Benefits Widget: Allows you to
clock in and out, change easily access your Benefits Enrollment,
Favorites and Routine your Cost Centers and see progress of current enrollments

Tasks with two clicks navigate to your Timesheet and submit Life Change Events

* stant ¥

B Sticky Notes ® Time Statistics

Continue Open Enroliment 8 O O HRS
Open enroliment is from Jan 1, 2020 1o = PERIOD TOTAL

Dec 31, 2020. You have 218 days left for
open enroliment

@ Clock @ My Benefits View Benefits

View Timesheet

Note 1 » Wednesday, May 27

071:48 PM

[EDT]
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@ B

CLOCK IN

& -

CLOCK ouT CHANGE COST

CENTER

Life Change Event

- Turtles

E? Timesheet Chart £ Accruals Balances == My Pay View Pay History

View By, Hours + @ [? sevstilnexpayment
——

REQUEST PERSONAL -

PERSONAL @

] 0.00
Ll

nours

Jan 31, 2020 - Jan 31, 2021

SICK @

n.nn

Accrual Balances Widget: My Pay Widget: Allows you to Turtles Widget: Why not
Allows you to view your track how many days till the next have a little fun or stress
Time Off Balances as well as pay day and can navigate to relief? You can add up to 5
start a request for Time Off previous pay statement history turtles and click to feed them

ADMIN NOTE:

More widgets are available to add to the Home Dashboard. This screenshot and descriptions can be swapped

out based on how you create the layout for the Dashboard in the New Ul Dashboard Layout Settings.
Remove this box before distributing to employees.
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Mailbox- To Do Items and Checklists

The new responsive view of the Mailbox improves the way you access and
process your open To Do Items and Checklists that have been assigned. The New ‘@
Ul Mailbox places the two categories on separate tabs for clearer organization of o @

items to be processed.
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My To Do Items €@) My Checklists @)
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incomplete (2 out of 6)

Offer Letter
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The new Checklist Wizard allows for eas

ier completion checklist items and clearer completion

progress information. These wizards are available for other tasks such as Benefit Enroliment,

Payroll and HR Actions.
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Timesheets

The New Timesheet Experience in the New Ul provides a responsive, all in one experience for the
employee. The Employee can clock in and out, view and edit their timesheet, submit changes and
more in one place. The new experience provides ease of use and ability to expand and minimize
particular days on your timesheet for easier viewing.

< Time Sheet: May 24, 2020 - May 30, 2020

BACK Home Timesheet Edit
>

UNDO

SUBMIT FOR APPROVAL

This Is Your Current Timesheet

APPROVE ~ DOCS

CHANGE REQUESTS

UTILITIES

SHOW MAP  INFO

TimeEntry  CalcDetad  Calc Summary

Couners

Summary By Day

SPuft Premaum Summary

TIMESHEET EXCEPTIONS CALC. DETAIL SUMMARY BY DAY

DATE POSITION NOTES IN DATE FROM T0 RAW TOTAL CALC. TOTAL SCHEDULE

sunze @ X B a Sun2d4 ~ 0.00 N/A
DayTowl:  0.00 0.00

monzs © x B 0 Mon 25 ~ 8.00 8.00 A
DayTotal .00 8.00

TUE 26 o x B a Te26 0.00 N/A
DayTotal:  0.00 0.00

p— O (o) I I N

[ 4 June01,2020-June 14,2020 » OCpenad @

Clock

0858 0506 08.08 MON Jun 1 M Technical Suppart - Lowell = 2]
v @TUENN2 = 00p +
o=

am 0000 TUE Jun 2 1 Technical Suppart - Lowes = 7]

|v WED Jun 3 o = v +
05:00 am 1231 oo o WED Jun 3 M/ Tachnical Support - Lowel = o
am 0000 WED Jun 3 T Technical Support - Lowel = 7]

W THU Jun 4 or2e D e *
— -

Timesheet Change Requests can be submitted
directly from the timesheet in both the Classic

and New UI.

Faquast Timssneet Changs

changeType  Add Punchin -
ADD PUNCH N

bate | Sl

Time
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Time Off Requests

Home « My Account . My Time O . Reguen: . Request Time Off W STORY DO QALY FOR FALA LR STIONMARS 7
- New Ul offers a responsive
—r & S . calendar view of Time Off
- H py pu m oo we ae e e Requests. Employees can select
o om B am o am .
et ) m om e wm woe the type of time off they want to
rogend ol o » o - =R E e e = request, select the date on the
— ) calendar and click Start Request.
= = A pop-up box appears for the
o employee to enter their request
information as well as calculate
their Projected Balances based on
the request information.
Menosfax (0. Momess T)
Request Time Off X
& Time Off Request Time Off * Request Type *
Time Ot Type * Vacation Full Day - |
Vecation - Date * Tots
05/13/2020 = 2.00 0]
|v-::'_-:=;,-;-;'.e'>:. % I : |
00 000 000w 000- 000 000 o
Saart Balance End Balance
4 AR b TODA m 0.00 .00
SUN MON SAT
1 2 Comment
3 4 5 L 7 8 9
10 n 12 13 14 15 16
17 18 19 20 1 2 3 —

R
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Benefits Enrollment and Changes

Benefit Enrollment and Changes are easier than ever with the New Ul. From the improved progress
tracking functionality to the extended list of plan comparison factors, the New Ul makes submitting
these changes easy for the employee. They can even complete this on the go using the mobile app!

Compane Cptiont
BACK  Home Benefits Change Request SAVE  PREVIOUS  CONTINUE  COMPARE SELECTED DFTIONS  ADO ACCOUNT DEPENDENT
sug Lynch Lite Change Event {BrthAdeption] [ L5 PLAN ATTRESUTES PLAN COMPARISON
< uEnicaL & WEALTH SAVINGS ACCOUNT DENTAL WESION LIFE ISR ?
WAIVE THIS OPTION Fien
United Heaith Care Bl Cross B Shirid Unised st Care
EMPLOYEE TANABLE COMPANY
BPTIONS cesewTON o el — FREQUENCY  SPOUSE BEBENSENTS: cou Hajh Dedctible Pian Ermployee Oy Expleyes Ok Prisam Choice Pl Emgioiie Ol
High
Deductinle
ngh ! Plan afters
e DT — Every Fremum s $16.00 $1500
Q Pan peyitech HIEH 8451 68 Schedubed
mpioygee oMU Pay Taxable Income
Pian ot highe cost
o whzn yow e Fr Every Schaduled P Every Scheduled P [z
= equency very ay ey wy wery Schwdubed Pay
High Comyarance 0% 5% Ll
Hgh
Hgh Pian aftery Destbie £1.000 $1.000 $500
Deductitie Even
Q e Pranc h:u 2500 SR 02 Scheduied
pa imum
WS poyre  Commbutons Py Oull of pocket ma $1500 52500 2500
P o et higher cost
when you use Difice visit 5 Primary §25, Sopevials! $40 30
sernices
A
gk g Mo CANCEL
Deducsisle
4= Life Change - Birth/Adoption
nge Compare Plans - Results X
Incomplete
L | 4%
Started on May 75, 2006
B B
High Deduceible Medicsl Blan - High High Dreductibhe Modical Plan - Hagh
Dedhactible Plan: Employes Only Deductible Plan; Emplayes Only
$11.25
@ Instructions Medical GCompare Plans
Blae Crows Blue Shield - Employee Only
o s 4o o Blus Cross Blue Shisld - Employes Only  $1500
= — ] aive sl eckcal :u-..:m '.:).‘xusn;;.:. Premmium Chotes . P .
- an: Employes Only wrrim, Chaice Pian - Promium Chaics
I 6 Wk Plarc Emgicyee Only
Heshh Savings Acesumt @ High Deductible Medical Plan o
Employee Frequency Compary Cortributson
Dental Hgh Deducricle bledcal Plar
R High Deductible Medical Plan - High High Deductible Medical Plan - High
B Coneisg Deductisie Plan: Employes Only Deductisle Plan Empbayee Only
High Deducsiobe Plac: Emgiloyes Only - Evary Schadulad Pay L4610 68
& smoat
vemge 's"-'."" s Blae Cross Blue Shield - Employee Only Bl Cross Blue Sheeld - Employes Only  $601.30
Life Insurance .28 Every Scheduled Pay
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Employee Profiles

The updated Employee Profile (My Profile) is available with the New Ul. This allows you to jump to a
particular area such as your Compensation, Account Contacts or Personal Information in just one

click. Avoid the scrolling and find what you’re looking for easier!

Manage Time My Reports  Our Company  Company Settings

Mydccount My Employees
Home - My Account - My Profile
an PAYROLL - [ e Tatrs
ACCOUNT DEMOGRAPHICS PERSONAL INFORMATION
ACCOUNT INFORMATION Poimary etteal I [ SHcR Secmiy b U
Employeetd 38
[ P e ——
St
wakPhose  Wseecsd o 410TITaE Primacy
Pt hamet | Do s
Colvhone Nt sesced © | ANTITAESE Py
R s
. Primacy
Loce ILampusge b Formats) | Engasn (5] . )
Vs | e Counry | Uniees Sues
Sweet | 123Mam St
BASE COMPENSATION - I
Cay | Coan Besch
Sute | Msbama
CuRREN CoupEIEATIN
o o =3
aem | mmse | e
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[ro— s
4 Employes Profile
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T

cho Fveces
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