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Home Screen

Employees will see the home screen when they log in. They will see announcements here and they can click
on an announcement for more details or to see the attachment of an announcement (indicated by the orange
print). Employees can click on the double check mark to archive all messages and on the three dots to view
archived messages.

° 3 Marvin Gilson ~ e

City of Anycity Payroll Portal

Hello! This is your employee portal where you can view your paychecks, W-2's, and much more!

— Vacation Policy
Spring is here!
S;)ringgge‘t together at the ball diamond @ v m The vacation policy has been updated. Please see attached to I

educate yourself on these changes. Click the Viewed button to the
left to acknowledge that you have read the new policy.

Missing Time Vacation Policy
You have entered 0 for the current pay period (7/26/2020-8/8/2020) but your v
standard hours are 80.00 FMLA Form -09/03/2019
Click here @
some Fund WH-380-E.pdf
funky ® v
New Employee miPay welcome -08/01/2019
Missing Time Welcome to miPayOnline. To learn more about how to use this site, please click on
You have entered 8.00 for the current pay period (6/16/2019-6/29/2019) but your v the links below:
standard hours are 80.00 @
Video
Missing Time Documentation_end-user.pdf
You have entered 0 for the current pay period (6/2/2019-6/15/2019) but your v
standard hours are 80.00 Holiday Party
L ) Our Holiday Party will be December 20. Use the website address below to sign-up
Missing Time far anmethina ta hrina @
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Pay

From the Pay menu, employees can view paystubs or W2s that have been uploaded to the site. After selecting
Paychecks from the menu, employees can then select the year and paycheck they want to view.

. miPayOnline

Marvin Gilson

® Paychecks

Reports

Once the paycheck is selected, employees can preview, print, export/save the image. Employees may notice
a few formatting differences between the paystubs viewable through the miPayOnline site and those printed
from the software. The most valuable difference is that the miPayOnline site will list each pay rate with hours

and amounts that the employee is paid at during the year while the software will summarize this information on
one line showing the current pay rate for the employee.

oo \ [m] [m] L r-
10f1 — == Whole Page = = r— p
] : + = WG & LJd
EMPLOYEE HAME: s, Manan GHEGK I55UE DATE: oty 1353
EMPLOYEE HO: Bl Py Pariad Sagin D 3242019
Fagara Sums: MarTiad - Faderal WiTnaang Examps 3 PayPenod EMDaE w5013
St S MarTiad - Ltan St WITnadng Examgs 3
EARNINGS TANES
Tme HOURS RATE  CuRAMT yoaut | Tme CUR AMT FTD AMT
Raguar Pay @0 2000 72000 T20pp | SO0 Secuy Tax — —
Madicars Tax 1022 1022
S WIRnEang T 75 75
DEDUCTIONS
TmE CUR AMT FTD AMT
TOTAL EARNINGS 72000 2.0
LESS DEDUCTIONS & TAXES L= L _—
— | TotaLpensaTaxEs 258 258
HET PAY s5741 5741
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After selecting W-2s from the menu, employees can then select the year they want to view. Once the W-2 is
selected, employees can preview, print, and download the image. All W-2s will be in the 4-up form with
instructions meaning employees will have two pages when they print (the first page will be the form and the
second page is the instructions).

B riPayoniine 100% + O ©

Copy C - For EMPLOVEE'S RECORDS (See Notice fo | Copy B - To Be File
Marvin Gilson Ermployee an the back of Copy B.) OMB Na. 1545-0008
 Enmiloyee’s soc. s6C. 0. T Wages, fips, olher comp. T Federal mcoeme tawihheid # Employes's soe.
8839.00 168.42

555-88-3872 3 Social secirily wages 4 Social security tax withheld 555-88-

T Ervloyer 0 namber [ETH] 333‘500 548.02 & Ermpicyer 10 nan

- 87-0302950 B M:dicum'ﬂigse:ﬂgnflouﬂs 6 Medicare tax w‘l]hﬁlg_‘] 6 87-03029

1 9 © Employers name, address, and ZIP code © Emplayer's name

- ANYCITY CORPORATION ANYCIT

10 N COMMERCE AVE 1ONCH

PO BOX 123 PO BO!

ANYCITY UT 88888 ANYCIT

7 Conval number T Conkol rumber

50

& Crrployee’s name, sodess, and 2P code TOFF| [= Employess nam

Pay MARVIN GILSON MARVII
978 OAK HILLS DR 978 OA

® Paychecks ANYCITY UT 88888 ANYCI
& w2 T Sooal secunty Bps 00 T Allocaied ips a0 ] 00 T Socal securily B

_2's X J .
10 Dependent umz%sn 1 plans 00 12a Code See insiFor bax 1. 10 Dependent care
Forms T3 Siabiiory emplcyeE TIE Cote T Statuicry emple
Ti man It Code Plan
ime

Third-party sick pay 12d Code Third-party sick pi
Reports UT] 05-785694 8839.00 219.04 UTI 05-78
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Time Entry

From the Time menu, employees can enter time on a timesheet, punch in/out and can request time off.

E Time

& TimeEntry

& Time Punch

® My Time Off

After selecting Time Entry from the menu, employees can select the time-frame they need to enter time for;
they can use the back/forward arrows or the drop down by the date to select a specific date. After entering the
time, employees can click on the disk icon to save the time entered or they can click the checkmark to
approve/submit their time for the full pay period (not just the week).

( Selected Date

® Time Entry (Marvin Gilson) < | 91312021

Employees can click on the circle with the letter “I” in it to view a summary of time entered and the balance of

their leave time.
Leave Time (02/08/2020)

Description As of 02/08/2020 Pending Future
Vacation Pay 56.66 0 56.66
Sick Leave 26.6 0 26.6
Holiday Pay 80 0 80
Comp Time Pay 26.25 0 26.25

Once the correct time-frame is selected, employees can add time. If the same types of time will be recorded
regularly, employees can “Set Standard Entries”.

+ 0 +~ ¢ SET STANDARD ENTRIES [liiF]

O Task Activit Sun 04-05 Mon 04-06 Tue 04-07 Wed 04-08 Thu 04-09 Fri 04-10 Total
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After clicking Set Standard Entries, the employee will receive a pop up. The employee will click Add Row and
then from a drop down will select task(s) along with an activity the employee wants to always have listed.
Adding an Activity is not required.

Time Entry Standard Entries X

ADD ROW DELETE ROW(s)

Task Activity Monday Tuesday Wednesday Thursday Friday Saturday

The employee can also enter a standard number of hours worked each day for each task. All standards can
be adjusted. When the desired standard entries are set, the employee will click Save.

For employees without standard entries or when an employee needs to make an adjustment to standard
entries, the employee can click the plus sign above the task grid. This will give the employee the ability to
select additional tasks for that week only. Tasks listed here may appear in groups or categories for easier
selection.

+ 0 + ¢+ SET STANDARD ENTRIES [}

D Task Activity Sun 04-05 Mon 04-06 Tue 04-07 Wed 04-08 Thu 04-09 Fri04-10 Total
Select a task = = 0.00
I 0.00
Hame
0.00
0.00
o— Category: Leave
Comp Time Pay Eamed Regular. 0.00 Regular: 0.00 Regular. 0.00 Regular: 0.00 Regular. 0.00 Regular. 0.00 Regular. 0.00
P Y Overtime: 0.00 Overtime: 0.00 Overtime: 0.00 Overtime: 0.00 Overtime: 0.00 Overtime: 0.00 Overtime: 0.00
Subtotal: 0.00 Subtotal: 0.00 Subtotal: 0.00 Subtotal: 0.00 Subtotal: 0.00 Subtotal: 0.00 Subtotal: 0.00
Comp Time Used i 2 0.00 i 0.00 A 2 0.00 i 10.00 i 0.00 i 0.00 B 10.00
Leave: 0.00 Leave: 0.00 Leave: 0.00 Leave: 0.00 Leave: 0.00 Leave: 0.00 Leave: 0.00
Public Works Sick Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00 Total: 0.00

Public Works Vacation

Employees may right click on the hours for a day and task to add a note and then click OK. Notes can be
printed on reports and are viewable by the employee supervisor.

Take a note...
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Time Punch

If an employee’s Time Entry template is set for Punch In/Punch Out they can enter their time easily by clicking
on the green arrow at the top of the page

° 3 Marvin Gilson

This will bring up a pop up where the employee should select the task and press PUNCH IN to begin recording
their time.

Time Punch

Standard Entries

Position

Maintenance 4

Time In

Lake Intake

Task

Lake Intake ® ~

Pumping Operation

Activity

Filter Structures ‘
Notes

Lift Station Structures

Lift Station Equp

Public Works Regular Pay

oo [ coce

miPayOnline will continue to record time until the employee has punched out.

0:23:20 ° e Jacob Smith  ~

Lake Intake -
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My Time Off

@ Time

& Time Entry

My Time Off

After selecting My Time Off from the Time menu, employees can check the box to Show all department
members time off to see when other employees in their department have time off. Employees can print the
calendar by clicking the word Print.

® My Time Off

EPPRINT Show all department members

09

Employees can also click on the plus sign on the right side of the screen to request time off. Employees can
enter a Subject; this is viewable by other employees in their department. The description entered by the
employee is only viewable by the employee and their supervisor. Then the employee should enter the hours
associated with the time off request. Lunch hours can be entered; this number will be subtracted from the time
frame to calculate the number of leave time hours to be used for each day. The Hours Per Day is the net of
the start and end time less any lunch; this number of hours will be entered on the Time Entry screen for the
employee when the supervisor approves the time off request.

Time Off

Vacation

9/13/2021, 8:00 AM o 9/13/2021, 5:00 PM -

]

Public Works Vacation -
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If the time off request is longer than one day, the employee should slide the Repeat radio button and either
choose Repeat Daily or Weekly (Weekly to choose days of the week to repeat and choose either End report
On [enter date] or After __ occurrence(s). Clicking Done will submit the time off request to the employee’s
supervisor.

Time Off
Marvin Gilson (50) Maintenance - Daily
Vacation day(s)
9/13/2021, 8:00 AM A 9/13/2021, 5:00 PM
® on  9/17/2021
O After occurrence(s)
Public Works Vacation
1 8
DONE CANCEL LEAVE TIME BALANCE

10



' civicsystems

strong software, strong community
Forms

From the Forms menu, employees can submit changes to their Federal and State tax withholdings.
Employees can make the necessary changes to their withholding forms and click Submit. Employees can also
print the form and deliver it to the payroll department.

Marvin Gilson

« Forms

Federal Withholding

Wisconsin Withholding

e o I
) W-4 Empl Withholding Certificat i 2
= mployee's Withholding Certificate - - -
Segaracerra | CoTSiee Fom e e e o General Instructions Specific Instructions
o Em et e 2021 Future Developments Sisp (e Chece o amcpsen tam e T
Cur WIS e 30 e By T detEnmine he stan daduclian anc raes usad 1o
For tha iatest iformston Shout smvsapmanisreEed Fomn ol SR LB S

L uch 35 Fglelahon recied aflr i waspubtsned, gato

Stap 1: ™ == F SymuEe fﬁnm‘ " 9 Stap2. ..sanss!z: ¥OU (1) hava mare an ana oo at ha
Enter Marvin Gilson ‘sama Bme, o (2) a2 mamiai g jointy and you @ your
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information
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My Profile

From the upper right corner of the screen, employees can click on the drop down by their name to view and
edit the employee profile. The question mark will open another tab for online help to the site.

g Marvin Gilson ~ 0

[E— |
@ My Profile
2  Change Employee
5]  Logout

From the My Profile screen General tab, employees can view and update their email address. The email
address entered here is the employee login for the website. Employees can view, but not change, their
anniversary date, job classification, pay type, position and hourly rate. Employees can set a standard lunch
hour (time amount) for deduction from Time Off requests that populate the Time Sheet. Employees can also
check the boxes to elect to receive email notifications (alerts that pay stubs have been added to the site) and
to receive their W2 electronically (without making this election employees cannot view a W2 online). While this
option allows an employer to provide only an electronic copy of the W2, most employers have elected to still
provide one paper copy. Employees can override the number of days that appear on the timesheet at once. If
employees have a long task list they can set the static time/equipment entry grid height to “freeze” the top
rows. If employees are supervisors, they can use the Out of Office section to temporarily assign their approval
rights to another employee. Finally, employees can upload a photo that will appear next to their name on the
site by clicking the Upload Picture button at the bottom of the tab.

12
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L |
General Time Punch Change Address Direct Deposit Contacts Time Off Loyouts Two Factor Authentication
Maurice
Hobson

Middle name

ccamren(@civicsystems.com

Receive Email Motifications
Consent To Online W-2

Qut of Office

Out of Office Workflow User

Out of Office End Date

Your Picture

Time Punch

On the Time Punch tab, employees can enter a PIN for using a Kiosk Punch. Employees can set a default
task for time punching. Employees can select which days of the week they normally work. Employees can set
reminders that will push natifications to their phone (through the ap) for punching in and out (including lunch
breaks). Employees can also enter an automatic lunch break for their daily punches.

13
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I
Genera Time Punch Change Address Direct Deposit Contacts Time Off Layouts Two Factor Authentication
Kiosk Punch
K Punch Pi

Default Time Punch Task

Work Days

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

Remind Me To Punch In/Out (Push Notifications)

e T R R R N N
In Out In Out In Out In Out In Out

In Out In Out

Auto Lunch / Breaks (Unpaid)

N == === === =T === =D
In Out In Out In Out In Out

In Out In Out In Out

Address Change

On the Change Address tab, employees can update their address and telephone number. After making the
change, the employee will click the Submit For Approval button at the top of the screen to submit the change to
payroll. After payroll approves the change the employee record will be updated in the Payroll system.

General Change Address Direct Deposit Contacts Time Off Change Password Layouts Two Factor Authentication
ddress 1
956 Johnson Way @
Address 2
Anycity Wi 88888

(385) 555-4418

14
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Direct Deposit Change

On the Direct Deposit tab, employees can update their bank information. Employees can choose to route
either a specific amount or a percentage to multiple banks. In both cases, the Amount for the last bank should
be set to 0, which will result in any remaining amounts deposited in this bank. After making the change, the
employee will click the Submit For Approval button at the top of the screen to submit the change to payroll.
After payroll approves the change the employee record will be updated in the Payroll system.

General Change Address Direct Deposit taicts Change Passwori Layouts actor Authentication
SUBMIT FOR APPROVAL + =
Rotting Numt coount Numb Bank Nam Troe Transaction Type —
999999999 9999999 My Bank 2 Amount Savings Deposit 200 [ |
999999999 999999999 My Bank 1 Amount Checking Deposit 0 [ ]

Contacts Change

On the Contacts tab, employees can update their contacts and designate an Emergency Contact. After
making the change, the employee will click the Submit For Approval button at the top of the screen to submit
the change to payroll. After payroll approves the change the employee record will be updated in the Payroll
system.

General Chi 5 Direct Deposit Time Off Change Password Layouts Two Factor Authentication
SUBMIT FOR APPROVAL + =
First Ham st NG tiddle Name ddiess 1 Adikiasa 2 it State Zin Relationshi Efvicsciancy Contact
Catherine Dickens 1234 Any St Anycity wi 55555 (555) 555-5555 Mother o
Charles Dickens 1234 Any St Anycity wi 55555 (555) 555-5555 Father []

15
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Time Off Settings
On the Time Off tab, employees check the boxes to elect to receive email notifications when time off requests

are approved/rejected and to have the site set calendar appointments on their email related calendar.
Employees must click save after making changes.

General Change Address Direct Deposit Contacts Time Off Change Password Layouts Two Factor Authentication

Send Time Off Status Change Emails
Send Time Off Appointments

Layouts

The Layouts tab is used to clear filters from different screen layouts within the site:

General Change Address Direct Deposit Contacts Time Off Change Password Layouts Two Factor Authentication

Drag a column header here to group by that column 3 Q gearch

Layout Mame T =

Announcements ]

Attachments [ |

EmailEvents [ ]

EmployeeActionApproval [ ]
]

EmployeelList

16
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Two Factor Authentication

On the Two Factor Authentication tab, employees can add a secondary confirmation to their login for additional
security. The employee will enter their telephone number and click Validate and Activate Authentication.

When the employee tries to log into the site in the future, the employee will enter their email address, password
and the verification code generated on their cell phone through the Authenticator app (free download on their

phone’s App Store).

General Change Address Direct Deposit Contacts Time Off Change Password Layouts Two Factor Authentication

Text Code

Phone Numbe
5565-555-5555 VALIDATE

Authenticator App

ACTIVATE AUTHENTICATOR

17
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miPay Online Help

Marvin Gilson ~ 0

Welcome to miPay Online Help INTHS ARTILE
Vid

Help topics are separated by twe categories. Those topics pertinent to Employees and those pertinent to Payroll Adminstraters. Click on the | videos

appropriate section below.

* Employee
* Payroll Administrator

? Videos
Video resources are also available. See a list of videos below to quickly learn about certain features of the site.
Employee
* miPay Overview
Payroll Administrator

* Uploading Checks
* Uploading W-2's

June 29, 2021 Update

* Update Video

18
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