An AASIS Training Guide

STATE EMPLOYEE INTERNET GATEWAY TRAINING GUIDE

Access to EZ Arkansas — State Employee Internet Gaway

To access the EZ Arkansas Internet Gateway, ydunegld an AASIS User ID and Password. If you do
not have an AASIS User ID, contact your agencyqrarsl administrator prior to contacting the AASIS
Help Desk. Due to security reasons, the AASIS Hidgk cannot provide User ID information. Once
you have obtained your User ID, call the AASIS HBkxsk at 501-683-2255 (7:30am - 4:30pm M-F) for
a default password. The default password wilvaNmu initial access at which time you will be
prompted to change your default password to a paskef your choice.The length of passwords
must be at least 8 characters and up to 40 chesatd are case sensitive.

Password resets cannot be obtained utilizing thieeohlelp Desk Request form. You must call the
AASIS Help Desk at 501-683-2255 (7:30am — 4:30pon)plsswords.

To access the State Employee Internet Gatewaw: duttp://www.EZ.Arkansas.gov

EZ Arkansas

UzseriD *

Pas=word *

Log on

http: /f'mww.EZ Arkansas.gov

Phone Support : 501-683-2255 8:00 am - 4:30 pm M-F

Or click here to submit Help Desk Request Form

(except PASSWORD RESET or Security Related issues)
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Logging On
From the initial logon screen, enter your AASIS g2 and your AASIS password.
Once you have entered the requested informatidectseog on’.

Uzer D *®

Pazsword *

Log on

The Overview display screen will appear.

Welcome TEST-ESS, [ AFT TN

Employee Self-Service Content Administration  User Administration  System Administration
Overview | Working Tme | Benefisand Paymenl | Personalinformation | Change Password

Overview

I Overview

’QU“_\ Benefits and Pavrent
- View your latest salary statement
- Display the benaft plans in which you are currently enrolied

Personal Information
- View your current business and permanent address
= View your emergency contact information

Workng Time
- View your leave quola balances

The Overview screen displays Benefits and PaynWéaotking Time, Personal Information, and
Change Password selections.

» The Benefits and Payment displays a view of youn&eeration statement and benefit
plans in which you are currently enrolled.

» The Working Time displays view of your leave qubtdances, including entitlement and
remainder balances.

» Personal Information displays view of your currbasiness and permanent address and
your emergency contact information.

e The Change Password link allows you to change ppman pass code.
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Change Password
Once you have successfully logged in to ESS, yae kize option to change your login

password.

To change your password in ESS, select the ‘ChRagsword’ option.

Employes SeifSendce Locket Adnnsiniion
Overview | WoryTee | BecefiandPuymest | Persinalinformation | Change Pasiwerd

Dvervsw

The User Password screen will appear.

The length of passwords must be at least 8 chasaatel up to 40 characters and are case
sensitive.

Enter the requested information and select ‘Savebnfirm the password change.

I Welcome TEST-ESS, nAI'kﬂT'ISHS- ov

Employee Self-Service
|| Overview | Working Time | Benefits and Payment | Personal information | Change Password

User Password

Oid Pazaword;
MNew Pazzword:

Confirm Password:

Sa-.'el Clear | Class |
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Benefits and Payment
To view Benefits and Payment information, seleetBenefits and Payment link. The screen
will display individual links to Salary StatememtdaParticipation Overview.

II e I Arkansas.gov

Employee Self Senvice
Overview | Working Time | Benefits and Payment | Personal Information

| |
Benefits and Payment
]

I Benefits and Payment

@?— Payment

l:hgh]
At = Salary Statement

“iew vour latest =alary statement

Benefits

Benefits Participation
Participation Owerview
Dizplay the benefit plans in which vou are currently enrolled.

The Salary Statement
The Salary Statement displays your latest remuioeratatement.

ol I Arkansas.oov

| trmpes Seittervee
Dveripm | iongTew | Beneftyand Payment | Pesanslntemston

Satary Fanemens

ry Statemant [ Ext

T e | s | e ] -

For geesticoas. Plesss coatsat pomr thetk I [ L .
Payrsll Muislsteabss TRIE Chaek Duta: 45/}
st 933 o 1f Pay Peciods 09/RT/I0 = BRSRRFIRED
SHIKLET B BROWN BEN.  3ID-22-4dd4 wl.&;:il. -1
I3 TRISEL o FED 23 0% ] £ Exly Rater § 17.83@3
COMMAY KR 72034 AR PRI &3 L
EARNIEGE WOREHES CTRRENT TID | TAXARLE CUREENT ™
Cacenr Sve, lacognitice 164,30 | Pedacal
Eagular working time L LR TOT.8F - AL#RT.07 Withkoiding $51.71 BL 781,56
BOl1Gay preaium 557,59 | HE Bocial Security 51,71 E3,751.58
Vacatios pay U508 | EE Medicars 45171 $1,7851 .80
fick pay 13394 Ftate = AR
i R | Withealding 5§1.71 11,758 58
Total Estoings LLA ] T, TR
| PR T Ty CTRIRNT Yoo
TAIEE COREENT IO | 45T Ciclfderest Def Comg Lad. g 3080, B
Ly Healticoare R Medical FT Al THI AR
T Mitkhalding Tax 1.4 Mn Life DDINR Lotk RAEE FT LB 118.00-
TE EE Scclal Security Ta 4L.03 #5368 | o e o o
;‘i E MI.;;" Tax #.80 IFF.E0 | Total Fre-Tes Dedwcticas RLLE-HE TR
L |
TL Mititslding Tax 1.5 184,30 | TROTTAX THDUCTIONF . ComEmNr T
O A L Mo Life .Dep. Life AT 1,08 15,4k
Total Taxes L L ITT Drited Way Pauline: 10,00 TS
. o | AERNArE. Seats Bsgb Msce 100- 40,00
“LERVE NCCHOAEE HOURE RDTEIRT |
Rasoal Leava T4E_ 4 | Total Pest-Tix Dedecticms B Y O TIEY RS
flek Leaws 1TE.F
Bolidey Leave b.EE

Show Overview

To view an overview of your statement, select thieow Overviewink .
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The Overview will display the gross and payment ants. SelectHide Overviewto go back to

the salary statement view.

Welcome TEST-ESS,

I Arkansas.gov

Employee Self-Service

Overview Waorking Time Benefits and Payment

Salary Statement
r

Perzonal Information

I Paycheck Inquiry Service

Hide Ov

Dizplay the Last:

Overview
Gross P

T707.93 USD

Payment Date

[ osrsro08 434.45 USD

1 Previous Salary Statemnt| Next Salary Statement >|

[~]

PrintStatus

Flagged for Printing on 12M6/2003

ayment Amount

Exit

To view past salary statements, select Rrevious

To Print Salary Statements

To print the salary statement, select thant’
‘OK’ to print.

Saving Salary Statements

Salary Statement’

icon. A print pop-up box will appear. Select

To save a salary statement to your computer or ¢dbation, select theSave icon.
A Save a copy pop-up box will appear. Select tleation for the file to be saved, select

‘Savéto save the file.

Select the Exit icon once to exit the screen.
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The Participation Overview
The Participation Overview will display the bengdian in which you are enrolled.

Velcome TEST-ESS, FY Arkansas.cov

Employee Self-Service

Overview Wworking Time Benefits and Payment Per=zonal Information

Participation Owe nriews
]
I Benefits Participation

P Show Benefite General Links

Show Participation Owerview as of: | 222009 1= =0

Participation overview as of 222009

Plan Plan Type
e MM Ba=sic Life and AD&D ASE Basic Life
7 MN Dependent Life Post Tax Dependent Life

7 MM Opt EE Locked Pre-Ta=x ASE Opt Life Pretax
7 TRS Non-Contrib-Locked TRS/ARP
) 457 Citistrest 45T

Show Participation Details <

To view the participation details, select tisow Participation Detaildink. This will
display the employee’s benefit options. Each bewaf be displayed individually by
selecting the desired benefit plan.

Select the ‘Exit@ icon once to exit the screen.
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Working Time
To view Working Time information, select the Worgiitime link.

- S
l Welcome TEST-ESS, FY Arkansas.oov

Employee Self-Service
Overview | Working Time | Bensfits and Pavment | Perzonal Information

Waorking Time
b
I Working Time

Working Time
Quota Overview
“iew your leave quota balances

The screen will display a link to Quota Overviewlest to enter. Time Accounts for the
employee will be displayed. The leave time includaesual, Sick, Employee Birthday, and any
additional leave quota the employee is entitled to.

Welcome TEST-ESS, FY Arkansas.oov

Employee Self-Service

Owverview Working Time Benefitz and Payment Perzonal Infermation

GQuota Overview
]
I Time Accounts

Entitlement Type: | Al Types ﬂ Current Date 21212009 il Display
Time Account Deductible from Deductibleto  Entitlement Remainder
Annual Leave a/102001 1213119559 915.00 Hours 242 .50 Hours
Sick Leave a/102001 1213119559 586.00 Hours 176.50 Hours
Holiday Leave SM2001 12/31/9999 &.00 Hours 0.00 Hours
Employee Birthday  &M10/2001 12/31/9999 40.00 Hours 0.00 Hours
Catastrophic Leave &M02001 12/31/9999 0.00 Hours 0.00 Hours

Select the ‘Exit@ icon once to exit the screen.
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Personal Information
To view personal information, select the Persongrimation link.

Employee Self-Service

Dverview Working Time Benefitz and Payment | Personal Information

Personal Information
e
I Per=zonal Information

FR= Personal Information
— Addresses
View yvour current buginess and permanent address

Emergency Contact
View your emergency contact information

This will display the Addresses and Emergency Gairiiiak.

The Addresses will display your current business @grmanent address. Each address contains
a Detail link which provides further details of thédress displayed. To view the ‘Addresses’ in
further detail, select the ‘Detaill2==] |ink.

Welcome TEST-ESS, I Arkansas.gov

Employee Self-Service

Overview Working Time Benefitz and Payment Personal Information

]
I Addresses

Permanent residence

Street Address: 32 TRISHA LN
City: CONWAY
Telsphone No.: 355-9017

Detail
Business address
Street Address: 350 S. Donaghey
City: Conway
Telephone No.: 582-2385

Detail

Exit
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The Emergency Contact will display your emergernmytact information. To view the
emergency contact in further detail, select thetad& link.

Welcome TEST-ESS, n Arkansas.gov

Employee Self-Service

Overview Working Time Benefitzs and Payment Personal Information|

]
I Family Member/Dependents

Emergency contact

Bart

First Name: Bart
Last Name: Baker
Date of Birth:

Detail
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Exit ESS
To log off the Employee Self Service, select ‘Idf.o

Overview History, F |
]
I Overview |j
ly'&%": Benefitz and Pavment Personal Information
50 oW . - ;
100 j’ - Viewi your latest salary statement - Vigw your current business and permanent address
- View your emergency contact information

- Dizplay the benefit plans in which you are currently enrolled

Werking Tims
-View your lzave quota balances

A pop-up box will appear. Select ‘yes’ to log off.

@, https:/fwww.ez.arkansas. gov/iri/serviet/prtfportal/prtro ¥ ﬁ

& Are you sure you want to log off?

https: f e, ez, arkansas. govfit e Internet & SSL

10



