Employee Self Service Portal Guide

Hays County offers an online employee sgfvice portal. This module can be found on the internet at
http://esuites.co.hays.tx.us/websites.hr.portal .

INITIAL ACCOUNT ACTIVATION

You will need to activate your account on the self service module.

Go to the websitéttp://esuites.co.hays.tx.us/websites.hr.portal

Have your social security numbavailable.

You will see the login screen to the Self Service Portal.

Hays County HR Portal

ployee Login
Employees may log o 2 Huras Resources partal useg the form Sslow.

veemare

Freseere

Remensder me naxdt tive.

Nead 2 bgin?
T2m an employes, but do set hewe 2 ssemens and passwond.
Activate Yeur Account

Forgot password?
¥ you forgot your passwerd you e reset £ 1S fhe bet below.
Faset Password

ClickActivate Your Accourldelow the login
button.

Hays County HR Portal

You will then need twerify your identityby
entering your last name and your social security number
and then confirm your social security number. Then click

Verify Your Identity Contlnue

SSN

Activate Your Account

CONFIRM SSN


http://esuites.co.hays.tx.us/websites.hr.portal
http://esuites.co.hays.tx.us/websites.hr.portal

You should receive an email to the primary email you provided t®husnyou canset up your username and
password.

YourUSERNAMEeeds to be at least 7
characters long and is CASE SENSITIVE Hays County HR Portal

Powered by NWS

so be sure to remember how you set it
up!

Activate Your Account

Complete the form below to begin the account activation process.

Your PASSWORD needs to be betweefl5
and 25 characters and is CASE SENSI
so be sure to remember how you set it

Create Your Account

USERNAME
PASSWORD Must be between 5 and 25 characters

u p l CONFIRM PASSWORD Must be between 5 and 25 characters

Be sure to confirm your password and

Hays County HR Portal

Powered by NWS

Activate Your Account ) ) )
You will then get the confirmation screen

ACCOUNT CREATED

Your Account has been activated. C I I Ck O rC I I Ck to IO I n

Click to login.

Portal
You will then be redirected back to the H aysCounty HR Porta

main login screen.

Enter the new username and password
you just set up.

You have the choice to click the box next
to Rememberme next time if you wish to
save your login information for future
logins.

Nead 3 bgin?
12m an erployes, but do nat hawe 2 ssemems and passwond.
Activate Yeur Account

Then cliclon
LOGIN E?wiwuwmmwummmtm.

LT &2dz KIFI @S AaadzsSa | OGAGFiAy3a €2dzNJ I O02dzy iz FSSt
512-3932236.



FORGOT YOUR PASSWORD

If you forget your password on the self service module go to the main login screen of the employee portal

http://esuites.co.hays.tx.us/websites.hr.portal

Hays County HR Portal

Enployees may og i e Hurmes Resources partl useg the form Selow
veemae
Fresnere

Remersber me et trve.

Sead 2 bogin?
12m an employee, but do et hewe 2 ssermems ané passwond.
At o

Forgat passwond?
¥ you Sorget your passwerd yoe e reset & bsng the bek below.
Reset Passwond

ClickReset Passworat the bottom of the screen.

You will need to know your login name.

If you dor@know your login,call the Treasure® Office to assist yobl12-393-2236.

Hays County HR Portal

Powered by Tyler Technologies

You should receive an email to the

Password Reset primary email you provided to us.
_ » A Thenyou canset up your username

Enter your usemame and dick the Continue button below. An email will be sent to your primary email address on record containing a password reset link.

wemare ] and password.

A password reset email has been sent to your primary enil address.

You will then be asked to reset your
password. Your PASSWORD needs to be
between 5 and 25 characters and is CASE

Reset Password

Reset Your Password

Reset Your Password

SENSITIVE so be sure to remember how you
. | CURRENT USERNAME
Set It u p ) PASSWORD ] Must be between 5 and 25 characters
. CONFIRM PASSWORD Must be between 5 and 25 characters
Be sure to confirm your password and then T

clickon Continue..


http://esuites.co.hays.tx.us/websites.hr.portal

Reset Password

PASSWORD RESET
You will then gethe confirmation screen.

Your password has been reset

Click onClick to login

Click to login.

You will then be redirected back to the main login  Hays County HR Portal
screen.

Enter your username and the new password you jugt
set up.

Employees may g i e Humae Resources paridl uses the form Seiow

You have the choice to click the box next to

Rememberme next time if you wish toave your g
login information for future logins. —
Need 2 gin?

T2 an employee, but do st hawe 2 asememe and password.
Activate Yeur Account

Forgat password?
¥ you forgot your gasswerd you 2 reset £ 1S0g the bek below.
Reset Password

Then cliclon
LOGIN

LT &2dz K @S AaadzsSa NBaSGGAy3d @2dzNJ LI aa62NRX FSSt
512-393-2236.
The Home Screen
Hays County HR Portal R et

Welcome to the HR Portal

Pay Cycle Change
To change your pay cycle please fill out the
gttached form and emalitto

hs sen

mail to the Treasurer's Office. Mmore...

1f you have any about the here, please contact the Hays County Treasurer’ 's Office at 512-393-2236 &7,

Address Change

You may Initiate an address change on this site,
however to complete an address change you will
FOR A GUIDE ON HOW TO USE THIS PORTAL CLICK ON THIS LINK feectite Mot HE ATNEHen o/ BN el it /

nELo://wws h tx.us/S S 1 i 1 7120

Benefits Open Enrollment is now closed.

Please direct any questions related to insurance, to the Human Resources Department 512-393-2215 %” or email me: inoj hays.tx.us

This is the main screen on the employee portal. Look for information and announcements here. Links to Pay
Cycle Bange andAddressChange forms are also located hef@lick ony 2 NJoJaccess them.



Chanqging Login Information

To change your account logimformationscroll down the home page to the very bottom aclickMy Account
located at the bottom left othe homescreen.

can change them here.

i . Your USERNAME needs to be at least 7 characters
Maintain My Account long andis CASE SENSITIVE so be sure to

Account Information remember how you set it up!

Your PASSWORD needs to be between 5 and 25
characters and is CASE SENSITIVE so be sure to
remember how you set it up!

Username: brichey
Password:

Confirm Password:

[ s | s |

Be sure to confirm your password.

Once you are satisfied with thesername and
password you have selected click on

] SR

You will get confirmation that it was changetecord Maintain My Account
updated successfullyill appear below
Maintain My Account

If you do not wish to make amyore changes to your username or password click
to go back to the home screen.

If you have issueshangingyourusernameotlJr 8 8 4 2 NRX FSSf FNBS (2 OFfft (KE
assistance. 51:393-2236.

Record updated successfully.




Reviewing Payroll Information

One d the best features of Employee Self Service is to be able to review your payroll information at any time.
From the home screen you can hover over the MY HR tab to see a drop down menu of services. You can also ¢
the full list of services by clicking tmee MY HR tab and going to tlenployee Portadcreen. Either way you will

be directed to the services you wish to see.

Hays County HR Portal

Welcome to the HR Portal

If you have any questions about the information contained here, please

contact the Hays County Treasurer's

Office at 512-393-2236 .

FOR A GUIDE ON HOW TO USE THIS PORTAL CLICK ON THIS LINK

NEED:/ Lyww:

Benefits Open Enroliment is now closed.

related to i

to the Human

512-393-2215 % or email

Please direct any

The employee portal has many services for Hays County Employees.

Employee Portal
Accrual Information
A glance at your accrued overtime, vacation and personal time.

Contacts/Dependents

Direct Deposits
Manage your direct deposit distributions.

Positions and Pay Rates
View your current positions and pay rates.

Paychecks
View your recent and previous paychecks.

Print 1095-C Forms
Print your 1085-C Forms.

ACCRUAL INFORMATION

The accrual information listed in
the employeeportal shows the
information as of your last

Manage your personal contacts for emergencies and other purposes.

Benefits
A summary of your current and historical benefits.

Deductions
A summary of your current and historical deductions.

Personal Information

Manage your personal information such as address, contact information, etc.

Taxes
View a summary of your current tax withholdings.

Print W-2 Forms
Print your W-2 Forms.

Accrual Information

hoose a year

Hour Category
Sk

paycheck. You can also review past

CompeatoyTee  oom 0,000

2016

Starting Babince Mouss Earmest
2092500 72.000
2377500 1080000

Admnstratve Leave 00000 0.0000

hours starting in September of 2009

when we went on to this system.

Check the Novatime system to review time and attendance in more detail.

Each area is described
below.

/2y Gk OO0 GKS ¢NB
Office with any questions

related to the payroll

information.
512-393-2236

702500 2755000 3444



BENEFITS

Benefit Information Thebenefitinformation listed in the
T e e i g are NOT deion. Thes v cnkbutins pad by Yo rpker, Hars iy, o bl employeeportal shows you the items that
Hays County provides fooy. The items on

Beneft Arount. Percent  Frequency Start Date. End Date

kg o = - this screen are the things that Hays County

HSASAVE - HSA Savigs Contrtution Frost $6333 Frst Orly 0L < Open > .

S - I providesand the amount thaHays County

o payseach pay period. The information the

T S R top of the screen undeturrent Benefitds

P —— . - P as of your last paycheck. You can also review

'DENT - Dental PPO Preta Insrance 2850 Fratony. oty 12aum . . i

s = — e S—— pastbenefits underBenefit History The

= raroan e = i s history goes bac&tarting in September of

T — S 2009 when we went on to this system
CONTACTS/DEPENDENTS
You can verify your contact  Contacts/Dependents

. . Your contacts may be used by HR in the event of an emergency o for ather purposes.
and dependent information
k . Contact Name Primary Phone Primary Contact Emergency Contact Beneficary Dependent Optons
here. If you wish to edit or RICHEY, THOMAS s n oae
RICHEY, VIVIENNE Yes EDIT DELETE

delete a contact you can do
so on the right handide of
the screenThe changes you
enter will be submitted to

GKS ¢NBIF&dZNBNR& hFFAOS FT2NINBGASS yR AT GKSNB |

EDIT A CONTACT
S Feel free to edit contact
. o . information as needed. To
— o : — , add aphonenumberfor a
e . s— contact click orAdd Phone
- Number. When you have
. completed the changes click
. on
-
DEDUCTIONS

Deduction Information

Thedeductioninformation listed in the employeportal
shows you the item¢hat are deducted from your paycheck.

The items on this screen are the things and the amsunt mmw o m - T;; :M :"D:
that you payeach pay period. The information at the top of === o s e
the screen undeCurrentDeductionds as of your last - YT .
paycheck. You can also review past benefits under — o e
DeductionHistory. The history goes back starting in 1 Y e e

September of 2009 when we went on to this system. Some” P e
of these items coincide with the county benefits listed above~ "= . . .
on the benefits screen. r—— e T —

1ENT Dot 0 Pt sy 8 Y s s



DIRECT DEPOSIT

Hays County offers direct deposit of yquaycheck to any bank in the United States. You can review your direct
deposit information on this screen and request a change.

Direct Deposits

Information on File
Paperless Direct Deposit

Frequency Sequence Bank Account Depostt Type Amount

Please note that additional information will be required before a direct deposit change is made. If you aubmit
OKIFy3aS 2yfAySs a2YS2yS FTNRBY (KS ¢NBI ddz2NENR&a hF¥FFAao
actual changes made from an online direct deposit change including a paperless direct deposit request. Hays
County will continue to provide papéirect deposit stubs for a period of time. To make a change to your direct

deposit pleaselick on MAKE CHANGES

andfollow theinstructions at the top of the Direct DeposjiChange Forracreen. Go to the link and fill out the
paperDirect Deposit change formandénk f A G (2 GKS ¢ NBFad2NBNDRa h¥FFAOS
information online and fill out the paper form. The paper form is all that is needed.

mmpom Change Form

To change your direct depost, please complete the form provided on the folowing ink and email t to laura.nava@co.hays.tx.us or send interoffice mail to the Hays County Treasurer's Office.

DIRECT DEPOSIT CHANGE FORM LINK:http:// hays.t SharedFiles/ pageid =61 i ileid =7044

| Paperless Direct Deposit

pELeTE X

BANK BANK OF AMERICA (6) - 052001633 - ACCOUNT TYPE Checking -
Sequence ACCOUNT #

Amount Type/Amount Amount - FREQUENCY -
ADD A DISTRIBUTION

Bk -

My Personal Information
P E RSO NAL I N FO R MATION Your human resources department has the following information on file. To make changes simply click the Make Changes button and submit a change request.

Pleaseeview your Information On File

MAKE CHANGES Name BRITNEY BOLTON RICHEY

personal information. If

Phone Number * Home Phone -
yousee that some of your Work Phone - (512) 393-2236 (&% 2234
information needs to be

Email * Work Email - BRITNEY@CO.HAYS.TX.US
changed, click on at the
bottom of the screen. Address S T

Home Address -
SAN MARCOS, Texas 78666

* Indicates Primary




Change Personal Information

Personal Information Change Request

Some changes to personal information require HR approval.

10/12/2016

Phone Home Phone

Work Phone
Emall Work Email

10/12/2016

San Marcos

1011272016

Address

SAN MARCOS

POSITION?AY RATE

BRITNEY BOLTON RICHEY

5123932236
Add Phone Number

BRITNEY@CO HAYS. TX US v
Add Email Address

Maiing Address ~ v

Texas v 78666

Home Address v

Texas v 78666

Add Address

ChanChange

To make changes to your personal
information, fill out the appropriate boxes.
You can delete information by checking the
delete box to the far right hanside of the
screen and can add phone numbers, email
and addresses by clicking on the
coordinatingAdd Phone NumbeAdd Email
Addressor Add AddressPlease note that
some changes may require additional form
YR I NBLNBaSyualridiiro
Office may contact you once you have
submitted your request if there is additional
information required. Once you are satisfie:
with your changes click on

SlEe e =0 at the bottom of
GKS &AONBSYy G2 adzmVYA
Office.

Theposition /pay rate information screen gives you a currenaipshot of youcurrent position andate. Please
disregard thePosition Entry Datelhis may simply be the date we entered information in the systéour rate
and salay are as of your last paychedkote your hire date should be correct.

Position and Pay Rate Information

Pay Rates as of 10/27/2017

Position
v 0073-001 - Assistant Treasurer

Department Position Entry Date

TREA - Treasurer's Office

Hire Date Current Base Hourly Rate Current Base Annual Rate Primary
01/04/1990 Yes



TAXES

This screen allows you s&e the withholding allowance you have selected on your fors ¥ihce 2009 when
we went on this system. To make changes to your form tlow the instructions at the top of the scree@o
to the link and fill out the paper form W and email ittothe NB | & dZNENR& hTFFAOS®

C

/

\

PAYCHECK

TheEmployee Self Service Portal allows you to pull up any paycheck since 2009 when we went on this system.
You can review the check and print it. Simply select the year and date you wishftorsethe drop down

menus. To print the check click on and a window will pop up with a
PRINT PAYCHECK

printableversion of the check you have selected.

ycheck Information
< Year & Pay Period 2016 ~  9/30/2016 - 9/30/2016 - $0.00 -

Paycheck St
Employee Pay Dates Check Date Gross Pay
RICHEY, BRITNEY BOLTON 9/30/2016 - 9/30/2016 - $0 9/30/2016 $0.00

Hours Information

Hours Code Hours Worked Gross
VAC USED - Vacation Used 15
S - Salary
SICK EARNED - Sick Earned
SICK USED - Sick Used
VAC EARNED - Vacation Earned
TOTALS $0.00

Withholding and Deduction

Code Gross Amount
FED W/H - Federal Withholding $0.00 $0.00
FICA - FICA Social Security $0.00 $0.00




