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Overview Ol

Employee Self-Service applications provide you with easy access to information and services for
employees. This page gives you an overview of the entire offering.

Emplovee Search
Search for employees by name and find basic information about

colleagues and their position in the Quick Links
company.

Record Working Time

Working Time
Record your planned leave.

@ . Bensfits and Payment /
m(? Display vour salary statement.

1. Click [Benefits and Payment]
e Can be accessed from Overview page
e Can be accessed from Toolbar on any ESS page
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Benefits and Payment E|
Additional Information
Payment

Salary Statement
View your latest salary statement.

This selection allows vou to view your most recent pay statements, as well as past
statements.

2. Click [Salary Statement]
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|PsnlArea |Employee Number |Withholding M Ex 02| Date | |
| oso3oic001 | 0300 || 00127074 | |10/02/2009| |
_____________________________________________________________________________________________ |
Gross |Wwithholdng| FICA |Medicare|State W/H|TMRS/Pens|Deduction|PreTaxDed| Net Pay |
_____________________________________________________________________________________________ |
2,423.08 | 191.94 | 150.23 | 35.14 | 0.00 | 145.38 | o.00 | o.00 | 1,900.39 |
32,038.49 | 2,561.39 [1921.39 | 449.36 | 0.00 [1,922.32 | 18.00 |1,063.48 | |
_____________________________________________________________________________________________ |
|peduction | curremt |Year to Date |Earmings | Hours | current |Description|Leave Bank |
—————————— R B R e e e B
|citiDent | | 112.00 |Biweekly | o.00 | 2,423.08 | | |
|vision | | 6a.98 | | | | | |
|prem prO | | 886.50 | | | | | |
|Dep Life | | 1g.00 | | | | | |
| | \ | | | | |
| | | | | | | |
| | | | | | | |

| |

3. Current pay stub appears
e COSA logo now displayed on check
¢ Employee name now displayed on check
¢ Employee number still appears on check

4. Move right side Scroll Bar to view more of the pay stub
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Paycheck Inquiry Service ElF
Show Overvisw
’PrevmusSalaryE g . e
i 3 r _ oy o i - 5 A
HHQ' @ 1 J1 i@ 1.130,5%.:; = I‘_lj L
CITY OF SAN ANTONIO
Name: DEREE JETER
|cost center |PsnlArea|Employee Number |[Withholding M Ex 02| Date | |
010001 | 0300 | 00127074 | |os/04/2009| |
_____________________________________________________________________________________________ |
Gross |Withholdng| FICA |Medicare|sState W/H|TMRS/Pens|Deduction|PreTaxDed| Net Pay | Bl

1. Access pay stubs inquiry page

2. Click [Previous Salary Statement] to go back one pay stub at a time
e Pay stub history is kept as far back as October 2004

3. Click [Next Salary Statement] to go forward one pay stub at a time

4. Click [Show Overview] to see a list of all pay stubs available for viewing
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0 B
Paycheck Inquiry Service
Hide Overview
Display the Last § [}
| Al Available Sal |
Overview
Payment Date Gross Payment &mount PrintStatus
J 10/02/200% 2,423.08 USD 1,800.38 USD = Flagged for Printing on 09/06/2011
J 09/18/200% 269231 USD 2,000.18 USD
[ osiezooe 2,692 31 USD 200020 USD
4 Previous Salary ‘ Next Salary )j Exit
= @ . @ ! b AR W CNETES = A -
= |
2 | v

5. Open [Display the Last:] drop down list to access all available pay stubs

6. Highlighted box and line designate the pay stub that is displayed for

review
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Show Qverview

‘| Next Salary Statement Dl IS
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1. Access desired pay stub to print

2. Click [Printer Icon] on the PDF tool bar

3. Print confirmation window appears

o Verify desired printer location
¢ If needed, change printer location through drop down list

4. Click [OK]



