eEmployee/eSuite Walk-Through

eEmployee/eSuite is a portal that displays information about employees. We display the following bits of information:

e Benefits

e Contacts/Dependents
e Deductions

e Direct Deposits

e Personal Information
e Position/Pay Rate

e Taxes

e Paychecks

e  Print W-2 Forms

1) In order to create an account, please visit the HR Portal page at by clicking HERE.

City of Woodburn eSuite HR Portal ot l"Tji;i jil _! 8 I'ﬁ

Powered by Tyler Technologies j JI |: ‘
i

Employee Login

Employees may log into the Human Resources portal using the form below.

Username || |

Password | |

! Remember me next time.

Need a login?
1am an employee, but do not have a username and password.
Activate Your Account

Forgot Username?
If you forgot your username you can retrieve it using the link below.
Retrieve Username

Forgot password?
If you forgot your password you can reset it using the link below.
Reset Password



https://esuite.ci.woodburn.or.us/Websites.HR.Portal
https://esuite.ci.woodburn.or.us/

2) Click the ‘Activate Your Account’ link.
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Activate Your Account

Complete the form below to begin the account activation process.

Verify Your Identity

LAST NAME [
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3) Enter your Last Name, SSN, and then you will need to create a Username and a password. The Username needs
to be at least seven characters long and can be different than your existing Logos Username if you have one. If
you have an existing Logos Username please note that we are unable to connect the Logos and eSuite accounts.
because there will be employees that will be accessing eSuite that are not Logos users.

4) Once you finish entering in the data click ‘Continue...” then go back to the main page to log in using your new
username and password.

5) By logging in, it takes you to the main page. From here we are going to go through instructions for each section
individually. Hover over ‘MY HR’ or click on it and select Benefits.

R Portal
e the Porta




6) Benefits shows current enrolled benefits that are deducted from your paycheck, as well as company provided

benefits. Your benefit history can also be reviewed.

City

Powered by Tyler Technologies

4 Home » My HR » Benefits

Benefit Information

Current Benefits

Benefit

D20 - DENTAL- KAISER EE ONLY
PRETAX

112 - LTD - AFSCME
L12 - LIFE & AD&D - AFSCME

M20 - MEDICAL- KAISER EE ONLY
PRETAX

ORUE - Gregon Unemployment

PERSOPSGEN - PERS OPSRP GENERAL
svC

RET1 - PERS EMPLOYEE PORTION
(PAID)

» Benefit History

7) Click on Contacts/Dependents. This is the first area where you can make changes. To edit or delete an existing
contact just click edit or delete to the right of the selected person. To add a new Contact or Dependent just click

the ADD A NEW CONTACT button.

of Woodburn eSuite HR Portal

Amount

Percent  Freguency

2nd - 1st & 2nd Checks

1st - 1st Check Only
1st - 1st Check Only
2nd - 1st & 2nd Checks

3rd - All 3 Checks
3rd - All 3 Checks

- 3rd - All 3 Checks

: IJ‘, '__f

il |

Start Date
09/09/2018

10/08/2019
10/06/2019
11/17/2019

07/30/2017
03/11/2018

08/12/2018
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MY HR TIMESHEET

i Home « My HR . Contacts Dependents

Contacts/Dependents
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BENEFIT ENROLLMENT

Welcome, Keara B Brull!

Hello and thank you for submitted = request. Plazse hold

Your contacts may be used by HR in the evert of an emergancy or for other purposes,

Primary
Fhone

Primany
Contact

fes

Contact Mame
Ullrich, Aubrey
*Primary Contact
Bellflower, Hailie
Iseley, Brittany

Lecleir, Jackeline

(126) 678~
3

Seledon, Eva

<< ADD A NEW CONTACT >

Contact

Yes

End Date

< Open >

< Open =
< Open =

< Open =

< Open =

< Open =

< Open >




8) Make changes and/or fill in all relevant information. Once you are done click SUBMIT CHANGES. An approval
from HR within the system will be required before this is added to your employee record.
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MY HR TIMESHEET BENEFIT ENROLLMENT

4§ Home = MyHR » Contacts Dependents » Contact

Create Contact

Contact Information

Title

Depandent
Relationship
Date of Birth

55N
Gender
Student

9) Click on Deductions in the My HR drop-down menu. Deductions show both current deductions as well as
deduction history.
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MY HR TIMESHEET BENEFIT ENROLLMENT

4 Home . My HR . Deductions Welcome, Keara B Brull!

Deduction Information

Current Deductions

End
Deduction Amount Percent  Frequency Start Date Date
(CERS/HAZ Ret - CERS 2.00009%  Every - All Chacks 07/01/2012 < Opan
Hazardous >
Flex Spending - Medical Flax $69.24 Every - All Checks 12272015 < Open
>
TAFF Dues - IAFF Dues $30.00 1st - 12 Times Per Year 01/01/2001 = Open
=
ICMA Defer Comp - ICMA $100.00 Every - All Checks 04/30/2016 < Open
Deferred Comp 457 =
Medical 750 - Health Ins Plan $16.15 Every - All Checks 1227/2015 = Open
750 =
ision- - Vision Ins 0% $2.42 Every - All Checks 12272015 = Open
>

Deduction History Bslow s 2 history of your Deductions. These items are no longer active as of the end date indicated.

Deduction Amount Percent  Frequency Start Date End Date
CERS{HAZ Ret - CERS Every - All Chedks 07/01/2007  06/30/2008
Hazardous

CERS{HAZ Ret - CERS Every - All Chedks 07/01/2008  08/30/2003
Hazardous

(CERS{HAZ Ret - CERS Every - All Chacks 07/01/2008  06(30/2010
Hazardous

CERS{HAZ Ret - CERS Every - All Checks 07/01/2010  08/30/2011




10) Click on Direct Deposits in the My HR drop-down menu. Here you can add new direct deposit distribution, view
current ones, or edit exisiting ones. To add a new one or make changes click the button MAKE CHANGES and
follow the instructions on the screen.

11) Click on Personal Information in the My HR drop-down menu. Personal information is the last area where you
can make changes directly. Click MAKE CHANGES and follow instructions to make any necessary changes then
click SUBMIT CHANGES when done.

[} €IMS - Case Tracking [} Administration [} Personal Information

- # | € © spintegrationesuite/eSuite HR/ePersonal/PersonallnformationEdit.aspx
coulile UDOoI iR Fulwal
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MY HR TIME ENTRY BENEFIT ENROLLMENT REQUEST FOR ACTION

A Home » My HR » Personal Information » Personal Information Change Request Welcome, Tan Allen!

Personal Information Change Request

Some changes to personal information require HR approval.

Change Request Form

Name [lan I | [Allen [
First * Middle Last * Suffix

Date of Birth 05/30/1968

Format: MMDDAYYY *

Fhone 2542640423 3
Example: 5551231203 *

Email sadgaseg@email.com

Home |0067 SR 8 |

Address

Street Address 1 *

Street Address 2
Street Address 3

Troy | i [=] 48084 |
city * State * 7 *

Mailing

e Same as Home Address [

Street Address 1

12) Click on Positions and Pay Rate in the My HR drop-down menu. Payrate only shows your current pay rate(s). It
does not show historical data. Positions Held is next and it only shows current positions held:
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MY HR TIMESHEET BENEFLIT ENROLLMENT

@ Home . My HR . Positions And Pay Rate Welcome, Keara B Brull!

Position and Pay Rate Information

Pay Rates as of 9/2/2016

Pogition Current Base Current Base
Pasition Diepartment Entry Da Hire Date Hourly Rate Annual Rate  Primary
w  22-028-Company 2221 - Fire- 03/05/2008  01/11/1999 £19.6953 $55,545.96 Yes
Commander | EMT Suppression




13) Click on Taxes in the My HR drop-down menu. Here you will see information on your current tax deductions.
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MY HR TIMESHEET BENEFIT ENROLLMENT
& Home » My HR .« Tanes Welcome, Keara B Brull!
Tax Information

Taxes as of 9/2/2016

StartDate  End Date
1/1/2001  4/22/2010

4/23/2010  4/24/2010
4/25/2010 <« Open =

12§2/2013 = Open >

1/1/2000  2/15/2009  FIT - Federal Income Tax
2/16/2009 3(17/2010  FIT - Federal Income Tax
3/18/2010  3/22/2014  FIT - Federal Income Tax
3/23/2014  2/29/2016  FIT - Faderal Income Tax
3/1/2016 < Open >  FIT - Federal Income Tax
1/1/2001 < Open >  KY - Kentucky Withholding

14) Click on Paychecks in the My HR drop-down menu. This shows current and historical paycheck information. Just
select the appropriate year and pay period from the drop down lists.
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MY HR TIMESHEET BENEFIT ENROLLMENT

A Home - My HR . Paychecks Welcome, Keara B Brull!

Paycheck Information

Year & Pay Period Select a Pay Period
B/26/2016 - 7/9/2016 - 52,794.86
B/12/2016 - 6/25/2016 - 52,744 46
5/29/2016 - 6/11/2016 - §2,038.74
5/20/2016 - 6/11/2016 - $258.37
S/5/2016 - 5/28/2016 - £2,793.74
5Mi2016 - 51412016 - 52,744 46
S/1i2016 - 5/14/2016 - 5258.33
4172016 - 4/30/2016 - 52,036.74
4/3i2016 - 411612016 - 52,744 46
41312016 - 411612016 -

362016 - IMW2016 - 52,531
IB2016 - AM1N2016 - 5255.33



15) Click on Print W2 Forms and you can then print your W-2 forms directly from eSuite. Just select your Tax Year.
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TIMESHEET BENEFIT ENROLLMENT

[ i

MY HR

& Home . Print W2 Forms Welcome, Keara B Brull!

« My HR

Print W2 Forms

Test W2 Print Form Message
Tax Year EIN

(2015 ] (616001785 ]

Please note: Any changes you make in eSuite will have to be approved by HR within the eSuite system. For those
changes where a document is required to be uploaded, please be sure to upload the document to assist with speed of
approval. Also note, that with some change requests when it goes into effect depends on when you submit the
change during the pay period review process. Please contact HR with any questions at HR@ci.woodburn.or.us.





