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Login Screen

City of Erie - Employee Access Center

User|D:

Password:

Legin |

Forgot vour Passwoard??

** | ogin Page Instructions **
1) Enter your employee number in User ID.
2) Enter your Password.
Until you change your password, use your Social Security NMumber with
dazhes; Example: 123-45-6789.
3} Click on LOGIM or press Enter to get started.
4) Click on the information title that you want to review.
Maote: We recommend that you change your password during your first

use. To change your passwaord, click an "UPDATE ACCOUNT (after
Login)in the upper right corner and follow the instructions.

Welcome to the Employee Access Center (also kn@s\bBAC). This website has been made available to
you by the City of Erie. All of the informationdhis displayed on this website reflects informatio
currently stored in your personnel records in thendn Resource Department.

Employee Access Center is a web browser applicéianallows employees to view their employee
records via a web browser over the internet. Siofeemation may be able to be updated by the

employee at some time in the future. This documalhtighlight the windows that an employee is able
to view.

To view your employee data go to the City of Erebsitewww.erie.pa.us
Click on Departmentsclick on Human Resources
Under Employee Resources, click on Employee AcCesder
1. Read ** Login Page Instructions **
2. Follow login instructions:
The User ID is your Employee Payroll ID Number.
The password is your social security number umiil yeset it.
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Forgotten Password Screen

City of Erie - Employee Access Center

Forgatten Fa

Email Address or User Id; |

Social Security Mumber: |

** Forgotten Password Instructions **
1) Enter your email address or your employee number in the first box above.
2) Enter your Social Security Mumber with dashes (Example: 123-45-6789) in the second box above.
3} Click on SUBMIT.

4) Provided that you entered your information correctly, a message will be displayed and an email will be sent
to the email address shown above.

5y Click on "Return to Login Page”.

Submit |

Return to Login Page

All employees are encouraged to access the Empldyeess Center (EAC) website as soon as possible
and become as familiar with the program as possiBlapies of your W-2's and/or previous paycheck
stubs can be printed in EAC. This is a secure iteebsat contains your personal information; scapée

do not share your password with any other employkthere are any errors in with your personal
information please contact Human Resources to rtrekaecessary corrections.

This website will be evolving, in the future moreyour information will become available to you.
It is the Policy of the City of Erie that even a sigle instance of computer or internet abuse by an

employee to intentionally access, view transmit astherwise manipulate this sight shall result in
discharge from employment. No mitigating factors Wl be considered.
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Full Startup Screen — Employee Tasks

City of Erie - Employee Access Center

Sy
‘Q / g'.‘
#84" City of Eri Always on the screen.

Emplayee Tasks: \r

Demaaraphic Information
Additional Information
|Payroll Checks

| Salary and Bengfits
Leave Information

|Print W25

Employee Access Center

PE LSRR Ea

Ny
HOME UPDATE ACCOUNT LCGOUT | >

_ \Welcome to Employes Access Center 3

Demodgraphic Infarmation

‘Tax Information Additional Information
Deductions and Bengfits Payroll Chacks

Salary and Benefits
Leave Information
Print W2s

Tax Information
Deductions and Benefits

Links;
Eify of Erie Website

City of Erie Wabsite

The above screen shows the full startup screenhwitihh menus (left side and middle). These meneisised to
select the items that you want to display. Fumetily both of these menus are the same and avaifablse.

The left side menu shown on the above screen igyalwiewable and available. However, the left sigmu of
the screen is not shown in the following pages$sf document so that the main body of text wilhiere
readable.

Menu Bar

HOME --- Returns you to the Employee Tasks screerr{ above).

HELP --- Will display information about the pager@ntly displayed.

UPDATE ACCOUNT --- Will allow you to change your ggwvord. On the Change Password screen,
enter your current, a new password, and repeatetvepassword. Click on Change Passwaird your
password will be changed. It is recommended thatchange your password the first time you login to
EAC.

LOGOUT --- Will exit the employee from EAC.
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Startup Screen

City of Erie - Employee Access Center

Welcome to Employee Access Center 3

Avallable Tasks

Employee Tasks

Demodagraphic Information
Additional Information
Payroll Checks

Salary and Benefits
Leave Information

Print W2s

Tax Information
Deductions and Benefits

City of Erie Website

Displayed above is the Startup screen. This iditbescreen you will see once you pass through th
login screen.

Click on the desired screen to view next. In ttisument, Demographic Information has been selected
for display (see below).

Demographic Information Screen

City of Erie - Employee Access Center

Please contact the Human Resources Department to report inaccuracies.

Send an email to EAC HRE EMP@erie.pa.us with your information.

[nformation
Employee ID: T3R8 Release Information: Ma
First Name: PETER J Phone Number: 314-123-4567
Last Name: RABBIT Work Phone:
Previous Name: Work Email:
Address 1: 1234 RABBIT LAME S55N: 123-45-6789
Address 2; Birth Date: 10/25/1858
City: ERIE Hire Date: H111985
State: P& Department: 99949
fip: 16503 Check Location: 077
Emergency Contact: ELMER FUD Emergency Home Phone: 123-4568
Physician: Physician Phone:
Spouse; Spouse Phone;

Displayed above is the Demographic InformationecreWhen you examine this screen, be sure to
report any corrections by following the instructan the box above the employee ID number.
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Additional Information Screen

City of Erie - Employee Access Center

This page is currently under construction.
Itis intentionally blank.

If any of the above information is incarrect, please contact eac_hr empi@erie pa us to make corrections.

Additional Information screen displays degrees and certifications. Tageps currently under
construction. This will be a “view only” screeontact the Human Resource Department if you feel
there is a discrepancy. To navigate to a diffezestreen; click on the TASKS link found in the méyaw
or click on. HOMEto return to the main menu.

Payroll Checks Screen

City of Erie - Employee Access Center
MNew paychecks will be posted each Friday morning.
Payroll Check Information
Check Humber Check Date | Pay Type ManualWVoid Net Pay
211706 12192008 Check 52 486.30
208636 1072412008 Check 526483
206254 091252008 Check $831.96
205453 08/29/2008 Check 5854 48
204695 08152008 Check 583196
203912 08/01/2008 Check $831.96
203144 O7i1ar2008 Check $831.96
202366 07032008 Check $5831.96
201586 06202008 Check 583186
200745 06/06/2008 Check $831.96
199936 05/23/2008 Check 5868.50
199134 05/09/2008 Check $868.50
188112 04/25/2008 Check $210.48
1898313 0472512008 Check 5868 50
197372 041112008 Check 5868 .50
187180 04/11/2008 Check &1,107.11
196392 03i28/2008 Check $801.69
195671 030712008 Check §5709.69
194866 02292008 Check $826.19
194133 02/15/2008 Check $801.69
193376 020172008 Check 5801.69

Payroll Checksscreen lists pay check information. Columns alieesplanatory. Clicking on the
column title will change the order of display fbat column. Checks display the net amount buttire
deposits show $0.00. This is because direct dejsdgie a deduction. Click on Check Numlzard all
details of that check will be displayed.
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Payroll Check Screen

City of Erie - Employee Access Center

CITY OF ERIE CHECK DATE CHECE NO.
626 STATE STREET
ERIE,PA 16501-1128 6/6/2008 200745

Copy e
Pu TH Fp** **%%%83]1 DOLLARS AND 96 CENTS

T0 THE  pETER J RABBIT

ORDER

oF 1234 RAEBIT LANE
ERIE, PA
16503

CREATED BY EMPLOYEE ACCESS CENTER
STATEMENT OF EARNINGS AND DEDUCTIONS-PLEASE DETACH AND KEEP FOR YOUR RECORDS

. Bardipgs | Hours | o Amount 0| - Deductions.. | . Amounf | YID Deduct _ Contribution YID Gross
REGULAR 64.00 1,219.20 FICA 91.39 91.39
LEGAL 8.00 152.40 MEDICARE 22 37 21.37
TIME VACATION 8.00 152.40 FED TAX 144.62 T
STATE TAX 45.25 o Current Larnings.
LOCAL TAX 17.39
UNEMP TAX 0.91 1,524.00
VALIC 76.20 —
V/CITY .00 33.10 “ Current Net
INSURANCE 50.00
DENSION 99.06 P
™ EMS 2.00
UNION DUES 22.50 Pay Period
HEALTH .00 Ending
ToTALS 80.00 1,624.00 S TR 1135 PE—
= 11
Leave Baiance Taken-YTD CExFCE 11000
Pay Date
6/6/2008
692.04 150.86 200745
Total

A new window will open and an actual copy of thedkivoucher will appear. Select the Printer iaon t
print the copy. Close the window when finished.
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Historical Salary and Benefits Screen

Click on Calculated Salary and Benefiisd the screen below will appear.

Calculated Salary and Benefits Screen

City of Erie - Employee Access Center
¢ and Benefit Information
Information is accurate as of last payroll calculation
Salary Statement:
Job Class I Position I Rate I Annual Salary

MANAGEMENT OLD 1820(Primary) 53092 $56,274.40

Total Salary: 56,274 .40

Paid Calendar Year To Date: 2158730

Benefits Statement:

Deduction || Employer Paid Annual || Employer Calendar Year To Date || Employee Calendar Year To Date |
PAUNEMPLOYMENT TAX $0.00 $0.00 $13.82
CITY OF ERIE RISK MNGT $0.00 50.00 $867.30
OFF & EMP RETIREMENT FUND 50.00 50.00 5140321
EMERGENCY MUNICIPAL SERV $0.00 $0.00 $20.00
DIRECT DEF $0.00 $0.00 $14,927.28
FICA $3,489.01 5128468 5128468
MEDICARE $515.98 §300.47 $300.47

Total Benefit Cost: $4,304.99
Total Employee Compensation: $60,579.39
Benefits as a Percentage of Earnings: 7.65%
Benefits as a Percentage of Total Employee Compensation: 7.11%
Historical Salary and Benefits Remove Menu for Printin

Click on Historical Salary and Benefits return to the screen above.
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Leave Calendar Screen

Leave Calendar Information

Attendance information for the current fiscal yeadisplayed on the Leave Calendar screen (shown

above). Dates on the calendar are color-codedllzasgour attendance status for that date. Ealdn co
represents an attendance status; a unique colamidrdays, non-work days and each leave type you
have used during this fiscal year. At the bottdrthe page, a legend displays explaining the sicpiice

of each color appearing in your calendar.

This page shows the current leave calendar, leagedurate to the last pay run.

Click on any individual day to view a detailed da&ston of time off. The data appears at the top
of the screen.

Click on Leave Bank#o view balances (see next page).

Click on Show Leave Detafbr more information.

Click on Leave Calenddpo return to the Leave Calendar screen.
To choose previous years, click the lower left damow.
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Leave Banks Screens

Click on Leave Calenddo return to original screen.

C:\convert\EAC User Manual Ver 1.1.doc Page 10f



EAC Documentation

W2 Screen

Print W2's

The print W2's page allows you to view and prinpigs of your W2’s from year 2000 to the most recent
year. To view or print a W2 form, access the W2nfdy clicking the link in the Available Yeat®lumn

of the appropriate year.

Note: If you are viewing the W2 for a year priora007, the form is in HTML format and will display
using your regular internet browser. For all W2 yaars from 2007 onward, the W2 form will be a PDF
document and requires a PDF document viewer to.ojen can download and install a free PDF
document viewer by clicking the Get Adobe Redadr at the bottom of the Print W2's page. This
format allows you to easily save or print the fdionyour records.
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Tax Information Screen

Tax Information
This page displays your tax information from youwaymll record within your employer's Human
Resources database.

All of the information that displays on tfi@x Information page reflects information currently stored on
your payroll record within Human Resources. Ifréhare errors with the information or if you wolike

to change your tax information, contact Human Resssiat EAC HREEMP @erie.pa.us Your tax
information will not be changed until you completeew W4 and submit it to the Payroll Department.
The change will then be updated as of the nextgbigyeriod.

Deduction and Benefits Information Screen

TheDeduction and Benefits Informationpage shows a listing of each deduction and befoefivhich
you are currently enrolled. Any benefits that yeaently enrolled in but which are still pendingissv
by Human Resources personnel will display. In #ifisation the following message displays:

To access a detail page for each deduction andibksted, click on the appropriate hyperlink imet
Deduction Title column to access the DeductionsBewkfit Detail page corresponding with it.

C:\convert\EAC User Manual Ver 1.1.doc Page 122f



