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1. Basic Navigation in A360

1.1. Instructions for first time login to Advantage 360

1. You will receive an email from noreply@adv360.com with the subject line: ADVMAIL: Welcome to
CGI Advantage360

This email will contain your user ID. You will soon receive an additional email containing
instructions on how to activate your account.

Your user ID will be the same as your Active Directory - typically your first initial + middle initial +
first 6 letters of your last name @kentcountymi.gov (If you do not have a middle name, use “x”)

2. You will next receive an email from noreply@adv360.com with the subject line: ADVMAIL: Your

Advantage360 User Activation Email to set up security questions and create a password.

This email will contain a link to activate your account where you will be able to set up your
password and security questions.

3. Your password must be a minimum of 10 characters and contain characters from each of the
following categories:

e English uppercase characters (A through 2)
e English lowercase characters (a through z)
e Base 10 digits (0 through 9)

4. To login, go to: https://myadvantagecloud.cgi.com/PROD/portal/Advantage360Home

1.2. Login to A360

A360 is accessed through a web interface portal. This means it is accessible via the internet at work and at
home.

https://myadvantagecloud.cgi.com/PROD/portal/Advantage360Home
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e —

a@|ﬁ https://cgiadvantaged.. O ~ @ B & || e Advantage360 x | | b * ‘E}
Fite Edit View Favontes Tools Help

34 2] Advantage360 2 Kent County Intranet [s] OnBase 13.01.98 [Product.. | Oracle PeopleSoft Enterpr... & Web Slice Gallery = P

CG I Experience the commitment®

Secure CGI Advantage360

Advantage360 cloud security reduces risk, enhances
information integrity and sharing, and complies with

complex regulations.

» Brochures
» Media announcements

CGl Advantage360 Clzdd Resources

Designed to meet the most demanding
commercial and government requirements, + White papers
o CGl Advantage360 Cloud services drive
N L= innovation, flexibility and savings, while — .
ﬁ L J ".== providing for the security, availability and Follow us on Twitler
@ performance you need. Moving to the cloud
can be challenging. CGl Advantage360 v

R = + Learn More

1. Click Login

2. Login using your credentials that you set up in Step 1.1

CGl Advantage360

User ID:
mbvantil@kentcountymi.gov

Password:
sssssssesns

Forgot your password?

Cancel
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1.3. Navigate to Employee Self Service (ESS)

The applications that are visible to each user are dependent upon user roles.

Select Employee Self Service.

CGI Advantage360

i@ DASHBO/ RDS

#a USER SETTINGS i@ TOKEN MANAGEMENT

Employee Self
Semvice
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2. Employee Self Service

Employee Self Service (ESS) is a secure application that allows employees to access their data that is being
maintained by Kent County’s Human Resource and Payroll professionals. An employee may use ESS to view
their HR and Payroll related data and in some cases to submit a change or even enter new data. All
information entered by an employee into ESS may require additional HR or Payroll department approval
before the entered change takes effect.

A. Tabs, Sub Tabs, and Widgets

ESS is comprised of tabs, sub tabs, and widgets with data pertaining to Time and Leave, Compensation,
Benefits, and Performance Management.

Tabs

Sub Tabs

CGl Advantage ess

# Home | {52 Time and Leave

Time Information Timesheets  Work Schedule

Leave Requests and Usage

I. % Compensation ” B Benefils ” .11 Performance |

Create and modify new leave requests and view leave balances.

Widget

B. Workflow Approval

After an ESS user submits an ESS document, such as a Timesheet or Leave Request, a pop-up window will
display indicating that the document has been submitted and is pending approval. The display will include
either the approver’s name or “Pending Approver.”

Severity Me=ssage
L ] The document has been submitted and iz pending approval by
Jane Smith

All ESS documents needing approval, such as the Leave Requests, will display the supervisor's name to
which the document has been routed for approval and the document's status.



Leave Requests and Usage
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Maximize

& Help

Approved Leave Reguests Rejected Leave Reguesis
Leave Type Start Date End Date Status Approver View
VACATION USED 05312017 05/31.2017 Pending Gault,Dan Fe

C. Widget Options

Each widget in ESS has an Options menu. Select the = icon at the top right hand corner of the widget to
open the Options menu. Select an option below for additional information.

Refresh
Usethe & Refresh option in the widget Options menu to reload the data in the widget to
reflect any changes that were made or to ensure that the most recent data is displayed.

Maximize/Restore

The Maximize option is displayed in the Options menu when a widget is not maximized and
the Restore option is displayed when the widget is maximized. These two options toggle
depending on the status of the widget's display. When you maximize a widget, it is expanded
so that it is the only widget displayed on the page.

Help

To access the widget help, select the Options drop down menu, and then select @ Help.
The help for that widget is opened. Once the help file is opened, you can then navigate to
help for any ESS widget by selecting the tabs and sub tabs shown at the top of the help
topic.

10
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3. HomeTab

The Home Tab in ESS displays notifications, allows you to define links to key documents, access quick links
to other areas of the ESS application, update your personal information, etc. This tab also contains a widget
to display documents that you have initiated in Advantage ESS and a widget that provides links to forms or

websites that are important for your organization.

CGl Advantage ess

&8 Time and Leave ” §* Compensation ” B Benefits | .l Performance

3.1. Welcome!

The Welcome widget displays announcements and notifications, links to the key documents, and quick
links to other areas of the ESS application. The Main Links at the top of the widget allow you quick
access to update your personal information, contacts, etc.

Welcome! -
~ |Welcome! Choose a link below to view your information or to make updates to your profile
| informaticn.
| )
-_ﬁi‘ View Profile {:l Update Emergency Contact
~ -
| “.l Update Address _' Process Name Chanpe E View Licenses and Certifications
Notifications
Date Type Message URL Delete
Quick Links
Wiew Issued Checks/Advices View Timesheeis
Create Leave Request

11



A. View Profile Information

A360| Getting Started with Employee Self Service

The Employee Profile pop-up window allows you to view your employee related information.

Position Contact Compensation

Education Weteran Information

Training

Waork History

i Employee Profile
Personal Information
Employee ID:

l Profie
Employee Name: ™ F & =

Social Security Number: = L]
Birth Date; = =
Place Of Birth: GRAND RAPIDS, M
Gender: F
Marital Status: SINGLE
Conviction: No
Disability: NO DISABILTY
Citizenship Status: C
Ethnicity: WHITE

Assignment Information

Employment Status: ACTIVE
Home Department: HeathClinics
Home Unit: None
Position Number: FGEN CLERK Il
Supervisor Name:
Title: CLERK Il
Sub-Title; FGEN CLERK Il
Employment Type: Permanent
Pay Location: HEALTH DEFT
Work Location: HEALTH DEFT
Seniority Date:
Seniority Number:
Work Cycle:
Probation Start Date: 10/02/2017
Probation End Date: 04/02/2018

m

1. Position Tab

The Position tab displays your current and prior position details. The From Date and To Date
displays the time frame that you spent working in a specific position. This reflects only positions
from January 2018 forward. Your current position will have a To Date of 12/31/9999, which
indicates that you are currently filling this position. (Note: Department GoverningBody refers to a
record necessary for data conversion — not an actual position.)

Employee Profile (%]
Profite m Contact Compensation Education Weteran information Work History
Department Unit ition N b Full Time Title From Date To Date
m SpecApps FTEAM LEADER 1.0000 TEAM LEADER 05282017 12131495999
GoverningBody None 1.0000 CONY 05121586 05282017

2. Contact Tab

The Contact tab allows you to view your contact details. This includes the Employee Contact
Information and Emergency Contact Information sections. (If this information is incorrect, please
see the Update Address and Update Emergency Contact sections of this manual).

- -
Employee Profile

i Profile

Education Veteran Information Training

8

Work History

Position I m I Compensation
—

Employee Contact Information

Home Address: 123 MY STREET
BRAND RAPIDS Wi 49506
us

Email Address: al60@kentcountymi.goy
Home Phone: §18-123-4587
Mobile Phone:

Work Phone:
Work Phone Extension:

Emergency Contact Information

First Emergency Contact: DAVE CHAPELLE

Relationship: NEIGHBOR
Primary Phone Number: §18-123-4587

Contact Home Address: 123 COMEDY
MY CITY MI 49504
us

Second Emergency Contact:
Relationship:

Primary Phone Number:
Contact Home Address:

12
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3. Compensation Tab
The Compensation tab allows you to view your pay rate details. (Note: Employment Status CONV
refers to a record necessary for data conversion — not an actual position.)

Employee Profile
Profile Position Contact Education Veteran Information Training Work History
Personnel Employment Grade Step Amount Basis Base Rate (§) Pay Rate (3) % Full Time From Date To Date
Action Status
CONV ACTVE MPP Annual Salary = ] 1.00 05282017 1132017
CONV conv CONVERSION Annual Salary u 0.00 1.00 05121588 05/28/2017

4. Education Tab

The Education tab will not be populated at go live.
5. Veteran Information

The Veteran Information tab will not be populated at go live.
6. Training Tab

The Training tab will not be populated at go live.
7. Work History Tab

The Work History tab will not be populated at go live.

B. Update Emergency Contacts

The Update Emergency Contacts widget allows you view or modify your emergency contact information.

Welcome!
- | Welcome! Choose a link below to view your information or to make updates to your profile
|information.
E"L'uflew Profile 0 Update Emergency Contact
i . S
o 3 Update Address :' Process Name Change @View Licenses and Certifications

1. Add Emergency Contact
Select the Add Emergency Contact button to insert a new line.

‘ Update Emergency Contacts 7 @
First Name Last Name Relationship Phone Email Delete Line Copy Line
! MICKEY MOUSE G166161234 MMOUSE@RGMAIL) ]E] ﬁq

Add Emergency Contact

Delete Line - Existing contact lines can be deleted by selecting the trash canicon for the line you
wish to delete.

13
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Copy Line - You can also add a contact by copying an existing contact. Select the copy icon on the
line for the contact you wish to copy. A new line will be inserted and you can modify the information
as needed.

Enter Address Information

Enter the contact name and address information below. Additional emergency contacts can be added by clicking the "Add
Emergency Contact” button.

e R i S 2 * Street 1: |123 COMEDY |
* Contact First Name: |DA'|{E | Hheet & | |
Contact Middle Name: | | “city: |y Ty |
* Contact Last Hame: |CH.APELLE | *State/Province: MICHIGAN éi
tact Name Suffix: §| * ZipiPostal Code: |49504 |
Contact Description: |NE[GHBDR | *Country: |njited States ﬁ
Relationship: NEIGHEOR & County: ﬁi
Home Department: | |
Position ID: | |
Spouse works for |—|
same employer?
Spouse ID: _ﬁ-‘|
Name: =

Enter Phone and E-mail Information

HPEMER?Z - In this section, you can enter up to 4 phone numbers and 2 e-mail addresses for your emergency contact.
Fhone
“Phone: [§16-616-1234 | Ext: | | Type: |Mobile [i" [ Primary Phone: ]

Phone: Ext: Type: !Fa){ g‘l Primary Phone: |:|
Phone: Ext: Type: |_Fax E| Primary Phene: |:|
— N L5 |

Phone: i | Ext: | | Type: iFax E" Primary Phone: |:|
Ematl

E-mail: |MMDUSE@GMAIL.CDM | Confirm E-mail: |MMDUSE@GMML.COM | [ Primary E-mail: ]

E-mail: | | Confirm E-mail: | | Primary E-mail: |:|

[Cancel | Submit |

You can enter up to four phone numbers and two e-mail addresses for each contact. Select the Primary

Phone and Primary E-Mail check box next to the phone number or email address that should be used as

the primary contact method.

Once you have made all your changes, select the Submit button to save your emergency contacts and

return to the Welcome page. If you select the Cancel button, you will exit the Update Emergency

Contacts pop up without saving your changes and return to the Welcome Page.

14
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C. Update Address

Update Address allows you to modify your address information.

Welcome!
| Welcome! Choose a link below to view your information or to make updates to your profile
| information.
gg;\fiew Profile 0 Update Emergency Contact
‘:’;Update Address :" Process Hame Change @View Licenses and Certifications

1. Contact Name Information
The Contact Name Information section displays the information that is on file for your name. You
can change your contact name as desired (for example, if your name is Robert but you prefer to
be contacted as Bob, you can enter Bob in the Preferred First Name field). Select Next to proceed
to the next section. Note: This is not where you make a legal name change.

i Update Address @ e

Contact Name Information Enter Home Address. . Enter Ma irEss & £ >

Pleage verify the informstien in the fieldz below.

Contact Name Information

Preferred Name Prefix: &I Private Home: | p/n [v]
—_— —
Preferred First Name: Residency Code:

Preferred Middie Name:
Preferred Last Mame:

Preferred Name Suffix: &
|

lLd

2. Enter Home Address > Enter Mailing Address

Use the Enter Home Address section to enter your home address information. Select the Same
Mailing Address check box on the line if the address you entered will be used as your mailing
address. If you mailing address is different, uncheck the box and click Next to enter your mailing
address.

Contact Name Information Enter Home Address l Enter Mailing Address = Enis e = En

Enter your Home Address information. If your Mailling Address is the same as your Home Address, select the same Mailing Address check box

“Street 1: |1234 State St | *ZiplPostal Code: [49504 |
IR | | Country: (inited States &)
ity |GRAND RAPIDS | County: 2
State/Province: Michigan §i Same Mailing Address?:

15
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3. Enter Phone
Use the Enter Phone section to add up to four phone numbers. At least one phone number must be
entered. Select the Primary Phone check box on the line of the phone number you wish to be used
as your primary phone number.

Contact Name Information = Enter Home Address > Enter Mailing Address [ Enter Phone ] Enter Email

HPADDR4 - Enter in your phone information below.

“Phone: !616—123—4567 | Ext: | | Type: |.Home ;\"’ Primary Phone:
L —

Phone: | | Ext: | | Type: |.Fax ﬂ: Primary Phone: O
L 2=

Phone: | | Ext: | | Type: |FE[X ﬂ, Primary Phone: |

Phone: | | Ext: | | Type: I-.Fax [ Primary Phone: [

Select Next or the Enter Email link to proceed to the next section.

4. Enter E-mail
Use the Enter E-mail section to add up to two e-mail addresses. At least one e-mail address must be
entered. Select the Primary E-mail check box on the line of the e-mail address that you wish to use
as your primary e-mail address. Select Submit to save your changes or Previous to returnto a
previous section.

Update Address (7] @

Contsct Name Information - Enter Home Address = Enter Mailing Address > Enter Phor\! > Enter Email l |

CTEXT net found

E-mail: [igroy brown@kentcountymi gov | Confirm E-maik: 15, hruwn@kantcuuntym|901 Paimary Eanak; I

E-mail: Confirm E-mail: :l Primary E-mail: ]

< Previous w

D. Process Name Change

The Process Name Change pop up allows you to notify HR of your legal name change.

Welcome! e
| Welcome! Choose a link below to view your information or to make updates to your profile
|information.
| View Profile 0 Update Emergency Contact
| m -~ 5 Y
o 3 Update Address :' Process Name Change E\!iew Licenses and Certifications

Enter the Name Change Reason and provide the new name. You will need to bring your official paperwork
(new Social Security Card) to Human Resources to complete the processing of this change. Select Submit
to submit your name change request and return to the Welcome page. Select Cancel to exit without saving
your changes.

16
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Enter information for your name change in the fields below. Do not attach your documentation. You
must bring your Social Security Card to Human Resources for verification. Your name will not be changed
until HR views the required documentation.

Name Change Reason : &;
New Prefix : ;.
* New First Name: il
New Middle Name: :
* New Last Name: ’:l
New Suffix: ‘?‘I
Add Attachment:

E. View Licenses and Certifications

A360| Getting Started with Employee Self Service

The View Licenses and Certifications pop up allows you to view the licenses and certifications you have on

file. Note: This will not be populated at go live.

F. Welcome - Notifications

The Notifications section displays various announcements or notifications that have been issued,
including the date the notification was issued, the type of notification (for example, an Alert, Broadcast, or

Announcement), the associated message, and any relevant links. To delete notifications, select the trash

can icon to the right of the message.

Notifications
Date Type Message URL Delete
ESS Employee Address
Document
0172062017 Alert 12291600000000000002 ]M

has been approved and
processed successfully

G. Welcome - Quick Links

The Quick Links section provides quick access to other areas of the ESS application. Click a Quick Link to be

directed to the selected widget.

Quick Links

“iew Employee Benefits and Deductions
“iew Enrcliments

Set up Direct Deposit

iew Issued Checksladvices

View Timesheets

iew Leave Balance

17
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The My Work widget allows you to view a list of documents that you created from ESS. Documents are
sorted by those that are still in progress, and those that are completed.

A. InProgress

[View and modify your work in progress and track completed work.
Completed I
Document Name Status Date Last Modified Approver
ESS Employee Identification PENDING 030172017
Change Fom
ESS Employee Address PENDING D3/M1e2017

The In Progress tab displays a list of the documents you created from ESS that have not yet been finalized.
Only documents that have not been finalized are displayed on this tab.

B. Completed

The Completed tab displays documents that you have created in ESS which have been Submitted.

Note: ESS Enrollment Wizard documents are not displayed on the In Progress or Completed tabs. These
documents can be viewed from Benefits - Past Enrollments or Current Future Enrollments.

3.3. Forms and Websites

The Forms and Websites widget displays a list of topics, along with any associated forms or links to
websites, which are posted by your employer for you to view. Select the Attachments = icon to opena
pop up window that allows you to download the related attachment(s). Select the link in the Link column

to launch the website related to the topic.

Forms and Websites

hiew links to websites and view downloadable forms.
Topic Description Department
Benefit BENEFITS SITE ALL
Leave Balance FORM: DR APPT ALL
Tax FORM: TAX W4 GR ALL
Tax FORM: TAX W4 MI ALL
Tax FORM: TAX W4 WR ALL

Link

hitps./fwww.accesskent.

hitp-fwww.michigan.gov

hitpfwww.ciwalker miL

Attachment

18
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The Favorites widget allows you to set up links to your favorite widgets to make them easily accessible
as quick links. To add a widget to your list of Favorites, select the Add/Modify Favorites link. When the
Favorites pop up window opens, simply click the star icon for the widgets you wish to designate as

Favorites. The staricon will change to a trash canicon. To remove an item from your favorites, click the

trash can icon. When you have finished making changes, select the Save Favorites button.

Favorites

Click the star icon below to add an item to your favorites. To remove an item from your favorites, click the trash can.

Widget Name

Create Beneficiany
Enroflment Wizard

View Employee Benefits and
Deductions

View Dependent Benefits

View Dependent Information

View Enroliments

Create Federal W-4

Set up Direct Deposit

WView Issued ChecksiAdvices
Paycheck Calculator

Request Duplicate Tax Forms
Request Elecironic W-2

‘iew Tax Levies and Garnishmenis
View Pay and Deduction Summary

View Tax Withholdings/allowances

Tab

Benefite
Benefits

Benefits

Benefits

Benefits

Benefits

Compensation
Compensation
Compensation
Compensation
Compensation
Compensation
Compensation
Compensation

Compensation

Add To
Favorites

Widget Name

\igw Performance Evaluations
View Performance Expectations
‘iew Attendance Card

Create Leave Request

Create Overtime Request
Dionate Leave

Enroll in Leave Bank

‘iew Leave Balance Alerts
Modify Leave Bank

View Leave Balance

View Timesheeis

View Work Schedule

Create Workers' Comp Glaim

“iew Workers' Comp Claims

Tab

Performance

Performance

Time and Leave
Time and Leave
Time and Leave
Time and Leave
Time and Leave
Time and Leave
Time and Leave
Time and Leave
Time and Leave
Time and Leave
Workers' Comp

Warkers' Comp

Add To
Favorites

m
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4. Time and Leave Tab

CGl Advantage ess

‘ A Home | (2 Time and Leave”' % Compensation H B Benefits | A Performance |

Time Information Timesheets Work Schedule

The Time and Leave tab allows you to view and initiate time and leave requests, check your leave balances,
view, create and submit timesheets, and view your attendance records.

4.1. Time Information

A. Leave Requests and Usage

The Leave Requests and Usage widget allows you to create and modify time off requests and view leave
balances. It also provides a listing of submitted, approved, and rejected time off requests, including the type
of leave, dates of the leave request, status, and the person approving the request. Enroll in Leave Bank,
Modify Leave Bank and Donate Leave are not being used at Kent County.

This does not
Create and modify new leave requests and view leave balances. replace the HR

= o @ Request for
Leave of

Approved Leave Requesis Rejected Leave Reguesis

Leave Requests and Usage

Absence form.

PERS SCHL USED  03/22/2017 D3/222017 Pending Gault,Dan a

Leave Type Start Date End Date Status Approver View ‘

Create Leave Request — To be rolled out post Go Live
Select the Create Leave Request button to initiate a new request for paid time off (for example, vacation,
PTO, doctor time, etc.). When the Leave Request page is opened, perform the following steps:

1. Select the Leave Type, and enter the Start Date and End Date for the request.
2. Leave Amount defaults to 8 hours. If you need to enter a time more than or less than 8 hours for
one day, click Partial Day and enter start and end times.

Leave Request = =)
Enter in the details of your leave request below.
Leave Type Start Date End Date Delete Line Copy Line
VAGATION USED 032412017 031242017 T I
Add Line
Leave Type: \/ACATION USED g.l
Partial Day: | |
“Start Date: 03/24/2017:[_-

End Date: 03/24/2017 =

Amount: [g

Comments: (['yould like to take a vacation day.|
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3. Select Submit to submit your leave request, you should get a dialogue box indicating that your
request has been submitted for approval.

Severity Message

i ] The document has been successfully submitted.

Partial Day Leave Request

To enter a leave request for more than or less than 8 hours, select the Partial Day check box. In addition to

the start and end date, you must enter a start and end time for each day of the request. Formatting for
time is HH:MM AM/PM, eg. 08:00 AM. Amount will auto-populate.

Leave Request 2] 9 J
Enter in the details of your leave request below. If you select Partial Day, you must enter the time as HH:MM AM/PM.
Leave Type Start Date End Date Delete Line Copy Line |
m &
[ Add Line
*Leave Type: 2
Partial Day: [7]

|

Comments:

View Leave Balance

Select the View Leave Balance button to open a window that displays your Leave Balance Information. This

page displays a list of the types of leave available to you.

I ] L o e e

Time Information Timesheets Work Schedule

Leave Requests and Usage

Create new leave requests and view leave balances. Enroll. Modify. and Donate buttons are not in use.

Create Leave Request View Leave Balance Enroll in Leave Bank Modify Leave Bank
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Select a link from the bottom of the window to see your Leave Activity by Date or Monthly Accrual and
Usage.

Leave Balance Information 2]

View your leave balance, leave activity by date and monthly leave accrual and usage. Click on a link
below to view your leave information.

Leave Balance

Search

Leave Balance
PRSHL PTO 18:00
VACATION 111:00

Click to view[ Leave Activity By Date ~ Monthly Leave Accrual and Usage ]

Submitted, Approved, and Rejected Leave Requests

Submitted Leave Requests Rejected Leave Requests

Leave Type Start Date End Date Status Approver View
VACATION USED pzi242m7 D2r242017 Final Gault,Dan e |
PERS SCHL USED | 022572017 D2rZarzor Final Beighley MaryBeth e |
VACATION USED 03/21/2017 D4/0872017 Final Beighley MaryBeth 0

The Submitted Leave Requests section of the Leave Requests widget displays all the leave requests that you
have submitted that have not yet been approved or rejected. The information listed includes the start and
end dates of the request, the status of the request, and the person who is designated to approve the
request.

The Approved Leave Requests section displays Leave Requests that have been approved and are now in a
Final status. You may select the View icon to display the request, but you will not be allowed to make any
changes.

The Rejected Leave Requests section displays Leave Requests that were rejected by your manager. The
Document Comments column will display any comments that were entered when the request was rejected.
If you wish to submit a new request, you may select the Modify icon to open the request, make your
changes, then select the Submit button. A new request will be sent to your manager for approval. The
rejected request remains in your Rejected queue for your records.
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B. Attendance Card

The Attendance Card widget allows you to view your leave usage over the course of a year. Once you make
your Start Month and Year selection, select the View Card button and you will see your leave details for a
year. For example, if you set the Select Month From to January, select 2017 for Year, and select the View
Card button, your leave details are displayed in an annual calendar format from January 2017 to December
2017. Attendance card data is from the date of go live moving forward.

Attendance Card i~ -

The Attendance Card widget allows you to see histoncal leave usage. Select a starting Month and
ear and click the "View Card" button to view leave.

Start Month = Jal‘luar}' W
Year: | 2017 Vv

C. Leave Balance Alerts

The Leave Balance Alerts widget provides with you with your leave balance information allowing you to
ensure that you do not exceed your leave balance threshold levels.

This widget provides notification when you are approaching either your maximum or minimum leave
thresholds. The maximum/minimum indicator is displayed in the Balance column as either an up arrow or
down arrow next to the leave balance. An up arrow represents that you are approaching the maximum for
that leave type. A down arrow represents that you are close to exhausting that leave type.

Leave Balance Alerts [4] ==
Leave balance alerts let you knowy when you are close to reaching your maximum accrual ar your minimum balance for a specific leave event. it
Leave Balance

ANrUAL LEAWE W 470:00 Hours

AMMUAL W 221:00 Hours

SICK LEAVE ¥ 19700 Hours

¥TD 4 00:00 Hours
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4.2. Timesheets

For staff that are required to enter timesheets, the Timesheets widget displays your previously submitted
timesheets and allows you to enter a new timesheet. This widget designates timesheets with one of three
statuses:

¢ InProgress - timesheets that have been created, but not yet submitted. If a timesheet
was submitted but then rejected, it will be displayed as In Progress status.
e Submitted - timesheets that have been submitted but are waiting for approval.

e Approved - timesheets that have been approved.

Once the timesheet has been created, the Timesheets widget refreshes and the timesheet displays.

WView all in progress and submitted timesheets below. You can copy an existing timesheet, by selecting the
Timesheet” button. For any timesheets that are in progress. you can select the item in the grid, click the "M

Select Pay Period Start Date Pay Period End Date Status Approver
08212017 08252017 In Progress Test2 - iy
05/20/2017 06/112017 Submitted Testt - FOFES

= 09182017 12017 Approved Test! - Hnges

Create New Timesheet [§ Copy Previous Timesheet f§ View Timesheets | Modify In Progress Timesheets

A. Create New Timesheet

To create a new timesheet, select the Create New Timesheet button. A popup window will open,

displaying the four most recent pay periods (including the current pay period) for which timesheets have
not been submitted.

Select the View Future Pay Periods link to display twelve more pay periods. Select the View Previously
Unsubmitted Timesheets link to display a list pay periods for timesheets which are past due. Only
timesheets that are past due are shown. Future dated timesheets that have not yet been submitted are not.

Create New Timesheet @

The following Pay Periods do not have timesheets submitted. Select the pay period
that you want to create a timesheet for and click the "Create Timesheet” button. Note
that the current pay period is selected.

®) 01/092017 to 01/22/2017
12372017 to 02/05/2017
3 020672017 to 021192017
(0272002017 to 03/05/2017

View Future Pay Periods View Previously Unsubmitted Timesheets

Create Timesheet
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After selecting the pay period for which you would like to create a timesheet, select the Create
Timesheet button. The Timesheet will be opened, allowing you to enter the necessary information.

I@ Other Activity Diocument Comments

Timesheet for the pay period 12/11/2017 to 12/24/2017. Please enter your hours worked below.

Appointment ID: Home Department: T Title: SR APP SUPPORT
Work Cycle: MF 8-5L60 Home Unit: Specipps Sub Title: FSR APP SUPPORT
Reporting To: FTEAM LEADER Dept Specific ID: Time Class: FT
Submitter ID: 0000013271 Pay Location: IT Time Group:
£ Prite Frendl Version
Event Accounting Overrides Mon Tue Wed Thu Fri Sat  Sunm Mon Tue Wed Thu Fri Sat  Sun Total Delete Copy Attachment
11 12 13 14 15 16 17 18 19 20 21 22 23 24 Hours Row Row
) | i i
Y RecuiarPAY B 2| [os.00] [os:00| [o8.00| [o8.00| [ps:00|| ps0o/josonfjosen]| [ ][ || 6400 M 3
€ VACATION USED & 2 08:00 goo W il
45 HOLIDAY TIME _4_3,} & 08:00 8:00 m £
Total: 200 |800 ||200 | 200 | =00 | 0000 |00:00 800 | 200 800 200 800 | |00:00  00:00

Scheduled: 00 2:00 8:00 8:00 8:00 000 0:00 8:00 8:00 2:00 8:00 0:00 o0:00 0:00

2 0 )

Timesheet Information:

o Event - The Event Column allows you to select a pay event from the pick list and enter it on the
timesheet. Multiple events can be added per day, by selecting the Insert Row button. Examples of
Events are: Regular pay, Vacation, PTO, Doctor time, Jury Duty, etc.

e Accounting Overrides - The Payroll Administrator in Fiscal Services can define accounting overrides
for specific events at the Department, Unit, or Pay Policy level. These accounting overrides can be
selected by you when creating the timesheet. You will only see the Accounting Overrides available
to you AFTER you select a Pay Event.

e Time Entry - Displays the total actual hours worked and the scheduled hours (default schedule is M-
F, 8-5) for each day of the timesheet period for each event. Time can be entered as a total amount

for the event for each day, or entered as Time In/Time Out Shifts. Select the ““licon toenteror
modify Time In/Time Out information.

e Total Hours - This Hours column contains a summation of the hours entered for each event on the
specified row.

e Delete Row - Select the trash can M icon to delete a row. Only rows that you have inserted will
have the trash can icon available.

e Copy Row - Select the Copy Icon to copy an existing row.
e Attachment — Do not add attachments to timesheets.

Timesheet Buttons

e Insert Row
Is used for inserting a row to account for additional pay events that occurred during this pay
period. (i.e. time off taken, accounting overrides, etc). If you click “Insert Row” you can select an
Event type for time off or regular pay events.

e EasyFill
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If the same amount of time is regularly applied to a certain event the Easy Fill button can be
used to fill in all fields of the timesheet automatically. This is not available at go live

Time In/Time Out View

Select the Time In/Time Out icon ¥~ to enter your Time In/Time Out shift information (optional)
as determined by your department management.

Standard Timesheet View
After you have finished entering your Time In/Time Out shift information, select OK to close the

Time In/Time Out window and return to the standard view of the timesheet as shown below. The
total number of hours entered for each day (including hours from all shifts for the day) will be
displayed on the timesheet.

Leave Balance
The Leave Balance button brings up a popup window containing current leave balances, maximum

leave balances, accrual rates, and accrual frequencies. The window displays leave balance
information using the current date (Month/Year) as the selection date.

1D: Home Department: [T
cle: MPE| o ve Balance Information (%)
To: FTE:
-lD: 1327
Leave Balance
@ Category Balance Maximum Accrual Accrual Amount Balance Leave Year
Balance Rate Frequency  Basis Type End Month
: e 2:00 7200 o D 2
ting Ove PRSHLPTO 720 0f Pay Perniod Hour Yearto Date 1 Sun
RSRV SK 2:00 99995:00 Pay Period ~ Hour Yearte Date 12 05
BNK
WVAGATION  108:00 300:00 Multiple Hour Yearto Date 12 :I I:l
qy T e e e T M e e s e g e et | ;1151 ]

Grhadulad. 800|800 [/s00 |sop | s00 oD 000 |s00 800 |ls00 |00 | s00 | 000 | oo

Printer Friendly Version
The Printer Friendly Version button opens a window that displays the timesheet information in

a format that can be printed to a local printer.

Discard - Discards all changes and returns you to the timesheet roster. All changes will be lost as
the draft timesheet will be deleted. You will need to create a new timesheet for the pay period.

Save - Saves the data and allows you to continue working on the timesheet.

Save and Close - Saves your changes, closes the timesheet, and returns you to the Timesheet
roster. You can return to this timesheet at a later date to continue with your changes.

Submit - Sends the timesheet for approval. Once submitted, the timesheet cannot be
modified unless itis rejected. Upon selecting the Submit button, you will receive a pop up
message that allows you to enter comments or to finalize the submission process by selecting
Submit. If you do not agree to the terms on the timesheet submission pop up, select the Go
back to Timesheet button and you will return to the timesheet without submitting it.

Once you submit your timesheet, you should receive the following confirmation message:
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- Sewverity Meszage r

& The document has been successfully submitted. |

Create New Timesheet § Copy Previous Timesheet Modify In Progress Timesheets

Copy Previous Timesheet
The Timesheets widget allows you to copy a previous timesheet. Simply select any previous
timesheet using the radio buttons in the grid, then select the Copy Previous Timesheet button.
After selecting the pay period for which you would like to create a timesheet, select the Create
Timesheet button. Copied timesheets are populated with the Event and Override codes from the
timesheet which was copied. No hours (leave or pay) are copied forward.

View Timesheets

The View Timesheets button allows you to see the details for a selected timesheet. Select the radio
button next to the timesheet you would like to view, then select View Timesheets.

Modify In Progress Timesheets
The Modify In Progress Timesheets button allows you to modify the details for a selected In
Progress Timesheet. Select the radio button next to the timesheet you would like to modify, then
select Modify In Progress Timesheets. The timesheet will be opened, allowing you to make the
necessary changes. Only timesheets that are listed as “In Progress” can be modified.

Correcting a Rejected Timesheet
If you submit a timesheet and your supervisor rejects it for corrections, it will display as “In

Progress” in your Timesheet widget. To view comment from your supervisor, select the timesheet,
click Modify In Progress Timesheet and click on the Comments tab.

! LOCU D ’

Timesheet Other Activity

Document Comments

Version Date/Time User Phase Subject

« 1 1003142017 5:58:34 AM  mbtest Draft  Doc Actioned
First Prev Mext Last

Save Undo Insert Copy Paste  Search
Document Code : TIIME|
Document Dept. Code @ 225
Document ID : 1708250000787

Version : 4

User : mb test
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4.3. Work Schedule — not in use at Go Live

CGl Advantage ess gpmm ) : : g
— ‘ & Home | E-@Tlme and Leave | #: Compensation B Benefils | Al Performance

Time Information Timesheets Work Schedule

Work Schedule and Upcoming Leave

This widget allows you to view your work and upcoming leave information. The Calendar displays Approved
Leave (Green), Pending Leave (Yellow), Work Days (Blue), Holidays (Red) and non-working days (White).

Work Schedule and Upcoming Lesve

7 Leave |7 wiark i Bl 01072012 [ ]
1 &« 2012 Jan
SARASMITH
4 & 8 7 &N
{Upcoming Work Schedule 112 13 19
18 10 20 21 2
Date Type Shift1 shift2 SRS e shift4 Total Hours
06/07/2013 Work Day 08:30 AN-12:00 PM 01:30 PM-04:20 PM T:30
06/10/2013 Work Dray 08:00 AM-12:00 PM 8:00
081112013 Work Day 08:00 AM-12:00 PM 05:00 PI-06:00 PM 800
08/12/2013 Work Day 08:00 AM-12:00 PM 02:00 PN-06:00 PM 8:00
06/13/2013 Work Day 08:00 ANM-12:00 PM 02:00 PR-06:00 PH 2:00
B Approved Leave || Pending Leave [ work schedule B Holiday
Work Schedule - Approved/Pending/Routing Pending Leave and Holidays
e Approved Leave is highlighted in green. When you Michael Jones: 09402010 o
move the mouse over the approved leave, additional
inf " be displ di detailed vi b |Apprnued: LREG-010-07131000000000000048 = |
|n‘ or‘ma ion can be displayed in a detailed view by — e——
clicking the down arrow for that day. Leave: ANNUAL Amount: 40:00

USAGE

e Pending Leave, which requires manager approval, is highlighted in yellow. Select the down arrow to
view additional details regarding the leave request.

Robert Butler: 09412010

X . Pending: LREG-044-07131000000 000000049 =
If multiple leave requests have been submitted for the Froms 09/07/2010 To: 0810772010

same day, the day remains highlighted yellow until all Mg s CrRRLR

USAGE
. Hotes:
From: 09102010 To: 0941272010
Leave: ANNUAL Amount: 24:00
USAGE
i
Comments:
o Approve @ ¥ Reject
Start End Scheduled
0%:00 12:00 8:00 Hrs
1300 1800
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5. Compensation Tab

CGl Advantage Ess g

Home Ii & Time and Leave | (%] Cmnpa}saliaﬁ}"" i B Benefits | Al Performance | Y4 Workers' Comp i
The Compensation tab allows you to view information related to your pay, deductions, and tax
information.

A. Issued Checks/Advices

The Issued Checks/Advices widget displays a listing of Issued Checks and Advices, including sections
that display the Disposition Information and Pay Summary Information. Select the View icon on the
line of the Check/Advice to download a PDF version.

GGl Advantage E

SS = |
! /M Home ” F@ T'me and Leave | @Compensaﬁon" B Benefits | A Performance “ Y& Workers' Col

Issued Checks/Advices

[This page allows you to download paystubs and view Issued Checks/Advices.

Enter a Year: zq17

. Total S &
Appointment Gross Pay N Net Pay . e Dis position Tl
D Check Date Type of Check ARRE 2 - Di: Date Download

Amount
061612017 Regular = fean 0862202017 & |_
Payment — -
Disposition Information
Appointment 1D : Type of Check : Regular
Check Date : 06/16/2017 Combined Check : 0.0000

Bank Account : KC04 Digposition : Cleared Payment

Bank Name s Fayrol Account Disposition Date : 08/22/2017
Check Number : (0000000 GaSwma

Payment Summary Information

Payroll Number : BWEEKLY Gross Pay Amount @
Title : CLERK Il Total Deductions Amount .,
Net Pay Amount: . _
FICA Wage : *

Fringe Benefits :

View Pay and Deduction Details

Select the View Pay and Deduction Details button to view detailed pay, deduction, and fringe
information about the Check/Advice.
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Pay And Deduction Details (%]

On this screen, you can view line detail information pertaining to Pay, Deduction and Fringe details on
your paycheck.

Pay Deta Deduction Details Fringe Details
Appointment Pay Pay Event Event Date Input Dollar Entity
li} Category Type Amount Amount Adjustment
REGULAR REGULAR 0112017 40000 75620 o
PAY PAY
WLNS CASH  WELL CASH- 081122017 17.89 17.89 o
PVTEX ExXAM
WLNS CASH  WELL CASH- 0812017 17.88 17.89 i}
NOMSM NOSME
HOLIDAY HOLID&AY TIME  08/04/2017 4:.00 151.36 0
REGULAR REGULAR 08042017 32:00 80544 o
PAY P&
| Pay And Deduction Details (%]
On this screen, you can view line detail information pertaining to Pay, Deduction and Fringe details on
| your paycheck.
Pay Details Deduction Detail: Fringe Details
Appointment Ded Deduction Deduction Event Date Daollar Entity
in} Category Type Plan Amount Adjustment
PRETX TX PRESC STPFT 0681642017 3427
STEP
PRETX DENTAL FT 064162017 0.00
DENTAL
PRETX LIFE BASIC LIFE 061642017 0.00
50K
PRETX LTD LD 081642017 0.00
SUPP LIFE SUPP LIFE 08/16/2017 570
PRETX MED PPO 12 FT 0681642017 108.50
PPO12
PRETX VISION VISION FT 064162017 0.00
PRETX LIFE BASIC AD&ED 06/16/2017 0.00
| Pay And Deduction Details (%)

On this screen, you can view line detail information pertaining to Pay, Deduction and Fringe details on
! your paycheck.

Pay Deatails - Deduction Details- ringe Details
Appointment Fringe Deduction Deduction Event Date Dollar Entity
(4} Category Type Plan Amount Adjustment
CNTYPD BASIC ADSD 082017 085
AD&D 50K
CNTYPD LIFE  BASIC LIFE 0ET2017 465
50K
CNTYPD WISION FT 081112017 11.76
WVISION
CNTYFD LT LD 0sM20T 523
CNTYPD MD PPO 12 FT 0EMAI201T 43560
PPO12
CNTYPD RX PRESC STPFT 0EMI201T 137.10
STEP
CNTYPD DENTAL FT 0BM1201T 24.00
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B. Tax Information

The Tax Information widget displays your tax information, including the Tax Year, Tax Form, and Federal
Tax ID. The View icon allows you to open or save a PDF version of the selected tax form. This widget

also contains buttons that allow you to create a Federal W-4 form or to modify your Tax
Withholdings/Allowances.

Tax Information

[View your tax forms, request duplicates and create W-4 forms. Additionally, you can view you
Tax Withholdings/Allowances.

Create Federal W-4 View Tax Withholdings/Allowances

View and Request Duplicate Tax Forms

TaxFomm Lederal ToalD
207 w2

VL
386004862

|:| I would like a duplicate copy of the highlighted Tax Form. Please use this functionality if vou are
unable to print the attached POF Tax Form on your own, A confirmation email will be sent to your
email address upon successful receipt of the duplicate request.

C. Create Federal W-4

Select the Create Federal W-4 button to open a pop up window that allows you to fill out an online

Federal W-4 form. Follow the instructions on the page, select the acknowledgement check box at the
bottom of the page, and then select Submit.
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IFedenlw-4 (2 %)

Complete your Federal W-4 form by filling out and verifying the information below. In order to view the Form W-4 worksheet for detailed
information, click the following link: http://wavw.irs.gov/pub/irs-pdfifw4.pdf

- Employee Information
|
! First Name : s Home Address :
Middle Initial : ¥ City/Town : COMSTOCK PARK
Last Name : vsm State : MI
Social Security Number : Zip Code : 48321
Withholding Tax Information
| All information in the following section must be filled out accurstely and completely.
i Last W-4 File Date : 08/28/2017
; Federal Tax Marital Status - ‘, Y
Total number of allowances you are claiming : | ]

| claim exemption from withholding for the current tax year and | certify that | meet both of the following conditions for

exemption.Last year | had a right to a refund of all federal income tax withheld because | had no tax kabiity. This year |
expect a refund of all federal income tax withheld because | expect to have no tax liability.If you meet both conditions,

select "Exempt” here:

Addttional amount, if any, you want withheld from each paycheck : I

If your last name differs from that shown on your social security card, check here : 0O
You must call 1-8300-772-1213 for a new card.

Whether you sre entitled to claim a certain number of allowances or exemption from withholding is subject to review by the IRS. Your
| employer may be required to send a copy of this form to the IRS.

Employer Information

Employer Name : COUNTY OF KENT Employer Identification Number 338004382
(EIN) :
Employer 300 MONROCE AVE NW,GRAND Office Code :

Address : RAPIDS MI,40503,2221

[T] Under penalties of perjury, | declare that | have examined this certificate and to the best of my knowledge and belief, it is true, correct, and
complete. (Form is not valid unless you electronically sign it by selecting this checkbox and selecting the Submit button)

x
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Tax Withholdings/Allowances
Select the Tax Withholdings/Allowances button to view your tax withholdings and allowances.

Tax Withheldings/Allowances

Appointment ID = Federal Tax State Tax Marital Federal Tax State Tax Additional 5tate From To
Marital 3tatus Status Allowance Allowance Tax Allowance
SINGLE 1 1 D 052972017 0725207
SINGLE 0 1 1] 07/26/2017 12/31/9950

General Information

Appointment ID : FICA Class : FICA
From : D5/25/2017 Last W-4 File Date : D4/21/2017
To : O7/25/2017 Date of Last Electronic Submission : D4/21/72017

Tax Clazs : FED & MICHIGAN

Federal Tax Information
Federal Tax Marital Status : SINGLE

Federal Tax Allowance : 1

Additional Federal Withholdings

Type Plan Amount Percent From To

D. Pay and Deduction Summary

The Pay and Deduction Summary widget displays your pay and deduction summaries and allows you to
search by Year From, Year To, Tax Entity ID, Pay Type, Fringe Pay Type, Pay Category, and
Deduction Category by using the Search link.

Pay and Deduction Summany

View Pay and Deduction Summary information on this widget. Choose a line in the grid below to view different
ears or search to refine your selection.

Search

Deduction Summary

Tax Entity Fringe Pay Pay Annual
Year D Pay Type Type Category 5 "t 01 Q2 Qa3 Q4
2012 00 M REG PAY 0.00 0.00 0.00
2012 010 N ANL PAY 0.00 0.00 0.00
EMPR
2012 010 X FRINGE 0.00 0.00 0.00 0.00 0.00
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Deduction Summary
The Deduction tab summarizes the years you have worked for your organization and your deductions
during each of those years. Select a line from the list to display the details of your deductions for the
selected year.

Pay and Deduction Summary i~ - |

View Pay and Deduction Summary information. Choose a line in the grid below to view different years or search to refine your selection

Search

Pay Summary

s et et e | s e
2017 o0 é‘gMF:.OTH 100.00 0.00 100.00 D.00 0.00 457 CAP 18000
2017 010 .IF.E?ER’“’- i =1 0.00 0.00 0

2017 010 GRRES. || 4i74s 227.75 189.70 0.00 0.00 0

E. Tax Levies and Garnishments

The Tax Levies and Garnishments widget displays a listing of the tax levies and garnishments being
taken from your paycheck. These are listed by Deduction Type, Amount Due, and Amount Paid. Select
the View icon on the line of a levy or garnishment to display detailed information for the garnishment
or tax levy.

Tax Levies and Garnishments

On this screen, you can view information pertaining to Tax Levies and Garnishments
hat are being deducted from your paycheck. For mare details, click on the iew icon to see
additional informatian.

Deduction Type Amount Due($) Amount Paid($) Wiew
GARMN 10000.00 1000.00 a

F. Direct Deposit

The Direct Deposit widget is used to launch the Direct Deposit Wizard, which allows you to direct your
net pay to multiple bank accounts. Select the Set up Direct Deposit button to use this wizard to allocate
your net pay across one or more bank accounts. You can also submit your distribution preferences for
either percentage or fixed amount shares of net pay.

Direct Deposit

Direct deposit allows you to have your paycheck automatically deposited into your bank

account(s) each week. If you would like to enroll in Direct Deposit, click the setup Direct Deposit
button below.
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Set up Direct Deposit
Select the Set up Direct Deposit button to launch the Direct Deposit Wizard.

Direct Deposit Wizard

(P ]
Primagu Account

You can enroll in direct deposit by entering your bank account information oelow.

Account Type: ‘ Mot Applicable j| Check/Paystub Routing: | Check-stub to Pe x|

ABA Routing Number: [294009409 & Attachment: I B

Account Number: [ 145454444 7]

Secondary Account

If wou wrould like to enroll a secondary account to receive direct deposit, you can fill out the optional section below

ABA Routing Number Account Number Distribution Percent Distribution Amount Delete Copy

a @

Account Type: | Mot &pplicable d| * Deduction Frequency: Q

ABA Routing Humber: 9 Distribution Percent: |:|
L T L I —
noware: || Attachmments: | B

Priority Order: | o j| Delete Account: [

CheckiPaystub Routing: | Check-sub o Frx|
—_—

The Direct Deposit Wizard contains the following sections:

Primary Account

The Primary Account section displays the primary account information for your net pay distributions. A

Primary Account is the account you designate as the one which receives all the unassigned pay. Only one
primary account can exist for any given date.

The ABA Routing Number and Account Number are located on your check as indicated below:

John Doe 1001
101 Main Street
Fairfax, WA 22031

CATE
ORDER OF 3|
DOLLARS

Bank Mame
MEMO
|:|1 23456789I l:|0000456987 1 23| [ . 1001 :

Rou.ting Acc.«;»unt Ch.r:*ck

Number Number Number
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Secondary Account
A Secondary Account is optional. You can have a maximum of nine secondary accounts. Select the Add
Additional Account button and enter the account details for each Secondary account. The following are

the key options you can define for each secondary account:

e Priority Order - Secondary accounts are assigned a Priority Order. The Priority Order determines
the hierarchy by which the system allocates pay if the Paycheck does not contain enough Net Pay
to distribute to all of the designated accounts. The account with a Priority Order of 1 will have the
highest priority. No two accounts can share the same priority order with overlapping date ranges.

e Distribution Amount or Percent - Each secondary account is also assigned either a Distribution
Amount (a fixed dollar amount per Pay Period) or a Distribution Percent. The total Distribution
Percent from all secondary accounts for any date range cannot exceed 100%.

Net Pay Distributions can be allocated by either a percentage or a set dollar amount. For dollar based

allocations, distributions to the secondary accounts are first fulfilled prior to distributing money to the
primary account. Secondary accounts only receive the allocated distribution amount if the full amount
for that account is available. For percent based allocations, the total percentage allocation for
secondary accounts does not have to add up to 100%. The total can be less than 100% but not more
than 100%. If the total percentage is less than 100%, the remaining amount will go to the Primary
Account. No partial amounts or percentages can be distributed to secondary accounts.

Submitting Accounts
Once you have added all the information for your primary and secondary accounts, select the Submit
button to complete the Direct Deposit Wizard. All accounts will then be added, updated, or deleted as
specified during the wizard session. You can re-enter the wizard to review your deposit schedule

without making any changes.

G. Electronic W-2 — Not available at Go Live

Kent County is not using this widget at go-live.

H. Paycheck Calculator — Not available at Go Live

This functionality is currently not available. More information forthcoming post go-live.
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6. Benefits Tab

CGl Advantage ess g N —— ———————————— gy T —— e
— M Home || gg Timeand Leave || % Compensation |[EESE:(-YTS | ol Performance || Tg Workers' Comp |
| Home | g Time and Leave | % © | eneres [T | 15 Workers' Comp |

Benefits Enrollment Wizard

The Benefits tab allows you to view/modify information regarding your benefits enrollments,
dependents, and beneficiaries. The Benefits tab consists of the following sub tabs:

6.1. Information

The following widgets can be found on the Information sub tab:

Enrollments

Dependents

Dependent Benefits

Employee Benefits and Deductions
Beneficiaries

Paycheck Calculator

A. Enrollments

The Enrollments widget displays your Current, Future, and Past Enroliments tabs, allowing you to view
the changes that were made to benefits enrollment through the Benefits Enrollment Wizard.

Details pertaining to each section are described below:

Benefit Enrollments

Enroliments

View current, future and past benefit and deduction enrollments on this screen.

el Future Pasi
Benefits Enroliments

The Benefit Enrollments section contains information related to the benefits in which you are enrolled

(either active or inactive enrollments).
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Personal Deductions

Personal Deductions

Goal Primary
Type Plan A Amount Percent Care Cafeteria From Te
mount i
Physician

The Personal Deductions section contains your personal deductions (either active or inactive), for
example a credit union or charity deduction.

Dependent Benefit Coverages

Dependent Benefits Coverage

Dependent Primary Care
Name Benebijt hies Physician

Coverage

Dependent ID Exeant

Cafeteria Coverage To

The Dependent Benefit Coverages section contains information related to the benefit coverages in which
your dependents are enrolled:

Enroliments -
Wiew current, future and past benefit and deduction enrollments on this screen.
m Future Past
Benefits Enroliments
Primary
Benefit Goal Payroll " Coverage Coverage
Type Plan it Amount Percent Care_ ) b Payroll To Cafeteria Eai i
Physician
KAISER Fasm il 0.oo 0.000000 01012011 1273179989 Yes 010172011 12631/3999
A
METLIFE SALARY il 0.oo 0.o0oo0o 01012011 12/31/9999 Yes 010172041 1203159999
Personal Deductions
Primary
Twpe Plan Goal Amount  Amount Percent Care Cafeteria From To
Physician
Dependent Benefits Coverage
Dependent ID Dependent Hame | Benefit Class Prim_ary Care Cafeteria Coverage From Coverage To
Physician
0000093471 Kevin Franks Mo 012252012 1253158999

B. Dependents

The Dependent widget displays information regarding your dependents. Select the View icon on the
line of a selected dependent to view detailed information for that dependent.
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Dependent [1]

Yiemy dependent information on this screen,

First Name Last Hame Relationship Gender VIEW

Kewin Franks CHILD hale a

C. Dependent Benefits

The Dependent Benefits widget displays the benefits coverage for your dependents. Select the View
icon won the line of a selected dependent to view detailed dependent benefits coverage information.

Dependent Benefits - -

Yiew dependent benefits information on this screen.

First HMame Last Name Type Class Type Sub Class Plan Class
kevin Franks EMPLOYEE PLAMS CWISH
1D 0000093471 Cwerride Coverage: -
Marme: Franks, Kawin Primmary Care Physician: -
Type Class: EMPLOYEE PLAMS From; 220102012
Type Sub Class: CWISHM To: -
Plan Class: -- Comment:

D. Employee Benefits and Deductions

The Employee Benefits and Deductions widget allows you to view information pertaining to your
benefits payroll deductions. Select the View icon on the line of a selected benefit to view detailed
information regarding that benefit.

Employee Benefits and Deductions - - |
RNl Employee Benefits and Deduction infarmation an this screen.
: Primary Care
Title Type Plan Amount Percent Do From To
WP - HS KAISER FAM 0.00oo00 01012011 12431/9995
WP - HES METLIFE A SALARY 0.000000 010442011 12/31/3999
Appt D - Fram: 01i01iz2011
Title: WP - HE To: 12/31/9999
Payment Frequency: il Goal Amaunt: --
Tpe: FAISER Goal to Date Total Amount: --
Plan: FAM Goal Type: -
Percent: 0.000000 Deduction Freguency: -
Amount: -- Owertime Deduction Category: -
Pritmary Care Physician: - Categary Cap: -
Annual Cap Amount: -
Life Event Enraliment: frue
Open Enrallment: true
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E. Beneficiaries

The Beneficiaries widget displays a listing of your beneficiaries by Benefit Type, Benefit Plan,
Dependent ID, Beneficiary Name, % of Distribution, and From and To dates. This widget allows
you to create, view, and update beneficiaries associated to benefits where beneficiaries are allowed
to be specified. You can also create a new beneficiary designation from this widget.

Beneficiaries -
View and submit beneficiary information on this screen.

Benefit Type | Benefit Plan '[:)ependent E:;e:tciary E:tfl'ibuﬁon From To Modify A
PICADED] EASICADS | - N 33 08/07/2017 1213119989 | &

?;‘S{C ACKD ?;‘S'C et 115 u g £ 08/0772017 1213119999 JIP

?;‘SIC g ?;S’C AOSD ; 34 08/07/2017 1273119999 J &

If the Benefit Type already exists, use the Modify icon to the right.

You can add, modify and delete beneficiaries from existing Benefit Types.

This opens the Beneficiary page, which allows you to add an existing dependent as a beneficiary, add
a person who is not a dependent as a beneficiary, or to specify a Trust as the beneficiary.

The Beneficiary page displays the beneficiary's name, relationship to you, whether the beneficiary
should be a primary or secondary beneficiary, and the percent of distribution for the primary and
secondary beneficiaries.

Modify Distribution
Click the line that you would like to modify and make the necessary changes. Your total % of
distribution must equal 100% before you click Submit.

Delete Beneficiary

Click the trash icon next to the name of the beneficiary that you wish to delete. You will have to
delete them from each benefit type. Make any necessary adjustments to your % distribution. Your
total % of distribution must equal 100% before you click Submit.

Designating Existing Dependents as Beneficiaries

If the list of dependents contains all the people you wish to designate as beneficiaries for this benefit,
follow these steps:

40



1. For each person who is to be designated as a beneficiary, you will need to specify if they are
to be a primary beneficiary or a secondary beneficiary. Select either Primary or Secondary as
the Beneficiary Type for the beneficiary (Beneficiary Type will be indicated witha Poran §
in the grid).

2. For each Primary beneficiary, enter the Percent of Distribution amount. The total Percent
of Distribution for all primary beneficiaries must total 100%. For example, if you only have
one
primary beneficiary, such as a spouse, you would enter 100 for the Percent of Distribution for
the primary beneficiary. If you have two primary beneficiaries, you would divide the

percentage between them (such as 50/50, 40/60, etc).

3. Foreach Secondary beneficiary, enter the Percent of Distribution amount. The total
Percent of Distribution for all secondary beneficiaries must total 100%. For example, if you
only have one secondary beneficiary, such as one child, you would enter 100 for the
Percent of Distribution for that beneficiary. If you have multiple secondary beneficiaries,
you would divide the percentage between them (such as 50/50, 20/20/20/20, etc).

If you wish to add a beneficiary that is not displayed in the list on this page, select the Add Additional
Beneficiary button. A new beneficiary line will be added. Enter the information for the beneficiary
and select the Save button. Refer to the Adding a New Beneficiary link below for more information.

This document allows you to create or update your beneficiary information.
*Benefit Type: BASIC ADED 1X E Enroliment Date: ’

*Benefit Plan: BASIC ADED 1X ,2,! Enroliment End Date: 1

Beneficiary Designation Details

Enter the beneficiary details in the section below. You can enter multiple beneficiaries by clicking the "Add Additional
Beneficiary” button.

Mame of Beneficiary Beneficiary Type Relationship % of Distribution Drelete Line Copy Line |
= Primary DAUGHTER = E}
Primary DAUGHTER 33 Tl =
Prima DAUGHTER 34 | ﬂ._-
Add Additional Beneficiary I
DEpend‘ent‘lD: 2 ) b * Street 1: I 2 ] il
*Mame of Beneficiary: ! = e el Street 2: : |
Date of Birth:| =" 7
*Beneficiary Type: | Primary li State/Province: Michigan é|
% of Distribution: ,33 * Zip/Postal Code: 549504 |
Relationship: DAUGHTER Ei *Country: United States 2|
Social Security Nm‘nber:i = == County: ,4_5.
Trust: ..
Date of Trust: -]
Trustee: —

Adding a New Beneficiary
If you wish to add a beneficiary that is not listed on the Beneficiaries page, perform these steps:
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Select the Add Additional Beneficiary button. A new beneficiary link will be added and you
can enter the beneficiary information including the beneficiary's name, suffix, birth date,
gender, relationship, and social security number (SSN) (or select the SSN Applied For check
box if the SSN number has not yet been assigned). This page also allows you to specify a
Trust as a beneficiary.

Do not enter information in the Trust (name of the Trust), Date of Trust (date the trust was
established), and Trustee (person who holds or manages the assets for the trust) fields
unless the beneficiary is to be a Trust.

If a Trust is being specified as a beneficiary, only the Trust (name of the Trust) , Date of
Trust (date the trust was established), Trustee (person who holds or manages the assets
for the trust), and Relationship fields should be entered; all other fields should be left
blank. The Relationship should be one that indicates a Trust.

When all beneficiary information has been entered, select Submit to submit your
beneficiary designations and return to the Beneficiaries page or select or select the Close
icon to return to the Beneficiaries page without saving your changes.
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Beneficiary

General Information

This document allowys you to create or wpdate your beneficiary information.

*Benefit Type: | _-2-.| Enroliment Date:

“Benefit Plan: I $| Enrollment End Date:

Beneficiary Designation Details

Erter the beneficiaty details in the section belowe. You can enter multiple heneficiaries by clicking the "Add Additional Beneficiary" button.

Hame of Beneficiary Beneficiary Type Relationship % of Distribution Delete Line Copy Line
p i T i
dd Additional Benefic
Dependent 10: I L@.I * Street1: | ‘
*Hame of Beneficiany : | | Street 2: | |
Date of Birth: | * City : | |
*Beneficiary Type : | Primary _;ﬂ State/Province: | Q“.‘;l
% of Distribution: |IJ | * Zip/Postal Code: | ‘

Relationship: I §| * Country: | §|
Social Security Humber: | | County: | ﬁl

Trust: | |
i—:

Date of Trust: |EE5EE

Trustee: | |

Submit

Only use the Create Beneficiary button to create a beneficiary designation when the Benefit Type
does not already display.

@ &

F. Paycheck Calculator — Not available at go live

6.2. Benefits Enrollment Wizard Tab — not available at Go Live
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7. Performance Tab — Not in use at Go Live

| CGl Advantage Ess p ) T ——— c— = o= P z
—_— |  Home | g Time and Leave ” % Compensation ” B Benefits | T Workers' Comp |

l Evaluations Expectations
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8. Workers’ Comp Tab — Not in use at Go Live

CGl Advantage ess P
— | ome

l Ea Time and Leave “ % Compensation ” B Benefits ” A1 Performance | @Wﬂrkers'(}amﬁ':
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9. Password Management

9.1. | forgot my A360 password!

1. Onthe Login page, click “Forgot your password?”

CGl Advantage360

User ID:

Password

Forgot your password? ( \

cancel -

-

2. Onthe following page, enter your User ID. Your user ID is your first initial + middle initial (or x if
you do not have a middle initial) + first 6 letters of your last name @kentcountymi.gov Click
Continue

Forgot Password

< <
1. User ID » /\ 2. Security Questions \\ 3. Password Reset

User ID

* required fields

* User1D:

3. You must answer all three security questions correctly. Click Continue. Answers to security
questions are case sensitive.

4. Create a new password. Your password must be a minimum of 10 characters and contain
characters from each of the following categories:
) English uppercase characters (A through 2)

. English lowercase characters (a through z)
. Base 10 digits (0 through 9)

Note: You cannot use a password that you have used within the last 18 months.

Forgot Password

) \,> ) ;" 3. Password Reset ]

Password Reset

* required fields

* New Password: ®eseesesses

* Confirm Password: i SANNNAUNNN | 46




5. Upon successful password change you will receive the following message:

Password Reset Successful

You have successfully completed your password reset process.

) nNow you can login to CGI Advantage360 Portal using your User ID and your new
password.

6. You should now be able to log in to A360. Click the Login button, your bookmarked page or
https://myadvantagecloud.cgi.com/PROD/portal/Advantage360Home to get back to the login

page.

I1'If you have problems logging in after successfully changing your password, please close all your
internet browser windows and wait 5 minutes, then try again. If you continue to have issues, please
contact the Kent County IT Service desk at 632-6600.
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9.2. How to Change your A360 Password

1. Loginto A360

2. Click on User Settings & “clAdvanteqead - Windows intemet Explorer
|§ https://cgiadvantage36inpd.cgi.com/portal/Advantage3607550L ogin=550Login

CGl Advantage360 | County of Kent - NPD

& DASHBOARDS @ USER SETTINGS @ TOKEN MANAGEMENT

Applications

&

Financial
Management

3. Click on Change Password. Enter Current Password, New Password, Confirm Password. Click
Submit.

CGl Advantage360 ~ County OF Kent - FIS

oo -~ DASHBOARDS [ USER SETTINGS fa JOB REPORTS

Dashboard Settings Home Page Selection

Please enter the curent passwaord,

then continue with your new password
_ . according o your password policy and

( “required fields &8 confim it once again.

*Cument Password:

When it's done, click on the Submit

*New Password: button to change your password.

*Confirm Passwerd:

Your password must be a minimum of 10 characters and contain characters from each of the
following categories:

e English uppercase characters (A through Z)

e English lowercase characters (a through z)
e Base 10 digits (0 through 9)
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4. You should receive a “Password changed successfully” message.

Change Password

Pazzword changed successfully.

I1'If you have problems opening any of the a360 applications after successfully changing your
password, please close all your internet browser windows and wait 5 minutes, then try again. If
you continue to have issues, please contact the County IT Service desk at 632-6600.
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