Y ou will access Payroll Self Service through the Madison County Intranet.
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Common Links
M&MMM

Jotaiosl Bhone. Bookt Logkup

Download Forms & Documents.

‘Oasis CLT Documantation

Madison County Information

VOTEC Documentation

GIS Mapping System Instructions for remotely checking your County E-mail

Voter Registration List Need to check your County E-mail from home or on the road? These are the newly
revised instructions to take into account the county's recent email system upgrade.
Remember, you now need to use your entire email address as your login for the web
gCmetiact Hosut Dackinos. interface. For example, your login would be username@co.madison.il.us.

Supply Purchasing

Employee Payroll Self Service is now availablel

S T TAREE S P ik SR Please click on the blue "Payroll Self Service" button on the left side of your
window,

Madison County News

July 10, 2008
Weight Watchers at Work Open House
Lead-Based Paint Program Ending Soon

July 7, 2008
Drive Smarter Challenae
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After the logon screen appears, you must enter your information.

Your ‘Person Code’ is a 1-4 digit number that can be found on your check in the upper right hand side
under ‘Employee ID’.

Your initial ‘PIN’ is your last name’s initial plus the last 5 digits of you SSN (L#####).
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WELCOME TO SELF SERVICE

Please enter your Last Name, Person Code, and PIN
(Personal Identification Number is case sensitive) below

Last Name:
Person Code:

PIN:
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Change your pin:

To Save any changes that you make, you must use the SAVE icon.
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This is the employee’s self service home page:
To return to the home page from another page, click on either the ‘Employee’ icon or the ‘Home’ icon.
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My Pay Information 0l Welcome to the Madison County
B Governement Employee Self

Service Payrolllf!

Befors navigating around the site for
the first time, be sure to look over
the Employee Self Service
Instructions manuzl 2nd complately
read any instructions that may be an
a screen.

1f you have any questions sbout S=if
Service, contact Payroll at x4027 or
%4039,

My Attendance
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To navigate from one screen to another, you can click on the navigation arrows to display the drop down

3 : : b
Navigation’ bar.
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My Positions
My Pay Information
My Contacts
My Attendance Change My Pin

My Benefits Marital Status Change
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My Personal Profile Screen will have all your personal information.
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How To Change Personal Information:

Click on the Edit Data icon below to make changes.

2. The information in the white boxes can be changed.

After making your changes, click the SAVE icon above

You will then be prompted to select an Effective As Of date. Click the calendar next te the date and click on the

actual day this change should be effective.

For the Change Reason, click on the magnifying glass and select the appropriate change reason and click Submit.
After you have chosen the Effective As Of and Change Reason, click on Submit.

This process does not y change your information. Payroll must Accept the change before it iz official

o

Click on icoen to make changes

Personal Basic Information
First Nzme : Test
Last Nzme : Person
55N, 1 123-45-6789
Dats of Birth : Dec-12-1979

Gender : Male

4 TN

Effective : Jan-01-0001 Expiry : Dec-31-3999 Change Reason :

Done | ||| %4 Local inkranet | Hi100% -
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Effective : Jan-01-0001 Expiry : Dec-31-3999 Change Reason :

Date Sensitive Details {click on a date above to view details)

Personal Address & Contact Information

Address 1 : 123 Somewhere Home Phone : (618) 867-5309
Address 2 : Alt, Phone # :
City : Metro Cellular # 2
State, Country : Illinois , USA Home E-mail :
Zip Code : 62000 Marital Status :

Mailing Address (If different from Physical Address above)
Mailing Address 1 :
Mailing Address 2 :
Mailing City &
State, Country :

Mail Zip Code ¢

|Mote: Click the left or right orange arrow to look at a previous or future effective record.
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My positions list the position you are currently in and your wage rate:

You can view the Compensation part of your position by clicking on the ‘Compensation’ tab.
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End Date

4 [tan-01-0001 Jul-25-2008 [ 3

Jul-25-2008 Expiry ! Dec-31-3999 Change Reason : INITIAL RECORD

POSITION DETAILS

Department : TREASURER
Work Emaif ¢

MNote: Click the left or right orange arrow to look at a previous or future effective record.

Done o Sdiacalintranet | 0% v




My contacts list your contact details:
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o add a new contact:

1. Click on the Edit Data icon to make changes.
2. Click on the Add bution at the bottom of the list
At a minimum complete the mandatory fields of First Name and Last Name, and select a Contact Type from the drop down list.
4. If the new contact can have more than one Contact Type, click the Add button in the List Multiple Contact Types box
and select a Contact Type from the drop down list
S. Click on the Save icon in the upper right tool bar.

0 remove a contact:
1. Click on the Edit Data icon

{2. Click on the contact you wish to remove
Click on the Delete button te the right of the contact.

Contact Details
First Nzme : Test 2 Contact Type : Spouse
Last Name : Person Date of Birth : Feb-02-1977

Gender : Female Phone # :

Done ey Local intranet | Hi100% -
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Contact Details

First Name : Test 2 Contact Type : Spouse
Lzst Name : Person Date of Birth : Feb-02-1977
Gender : Female Phone £ :
Address 1 : 122 Somewhere Extn :
Address 2 & Alt. Phane # :
City : Mero Alt. Phone Extn : 3
Stats, Country : Illinois , USA Cellular # 3
Zip Cods : 62000 E-mail :
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This screen has your current banking information:
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How To Enroll into Direct Deposit:

. Open and print the Direct Deposit Form.

. Enter Name and Department Name

. Complete the entire form.

. Sign and date the form.

. Attach voided check or a deposit elip

. Send to Treasurer's office attention Payroll.

Pay By Check

Done ey Local intranet | Hi100% -
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Pay By Check

1-2of2

* payment Rule : Pay by Deposit
Bank Location : The Bank of Edwardsville, 081004070
Account Type : Checking

Flat § Amount : 500.00

Done [N Lacal inkranet | ®|i00% -




Thisisyour current Federal and State W-4 information:
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1. Open and print the W-4 Form

2. Fill in Boxes 1-7.
3. Sign and date the form.
4. Send to Treasurer's Office attention Payroll.

« I

Effective as of : Jan-01-0001 Expires on : Dec-31-3999 Change Reason : INITIAL RECORD

[FenerAL JETaEm

Filing Status : Singla

# of Exemptians § 0

Add. $ Amount : 0.00

Hote: If you file Married. but withhold at higher Single rate your Filing Status will be Single.

Note: Click the left or right orange arrow to look at a previos or future effective record. *

Dane L Sdiocalintranet
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How To Change Your Tax Information: ~

1. Open and print the W-4 Form

2. Fill in Boxes 1-7.

3. Sign and date the form.

4. Send to Treasurer's Office attention Payroll
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Effective as of : Jan-01-0001 Expires on : Dec-31-3999 Change Reason @ INITIAL RECORD

[ stae |

Filing Status : Single

= of Exemptions : @
Add. $ Amount : 0.00

Note: If you file Married, but withhold at higher Single rate your Filing Status will be Single.

Mote: Click the left or right orange arrow to look at a previos or future effective record. ¥
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This screen has al your pay history information:
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Starting Period Ending

Aug-22-2008 Aug-02-1008 Aug-15-2008 B44.15

1-20f2

 DEPOSITS
Detailed below is the historical pay information on file for you

Date Issued Amount

I The Bank of Edwardsville 081004070 Checking  Deposit Issued 5 500,00
g 2

1-10of 1
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Aug-22-2008 Aug-02-2008 Aug-15-2008 844,15
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Detailed below is the historical pay information on file for you

Check # Paid to Amount

Person, Test 34414

10691

1-10f1
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Y ou can view your pay stubs here:
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How To Print a Copy of Your Check:
1. Select the Pay Issue Date you wish te print.

2. Select the Print View icon on the top right of the screen.
3. After the Print View screen pops up, click the Print butten on the top of the screen.

Issus Date Pay#

Aug-22-2008 0001 200834 Aug-02-2008 Aug-15-2008 B44.15 MADISON COUNTY

1-20f2

Use the Print View button at the top of this page to see the printable version of this pay stub

Pay £ : 0002 Employes ID : 1669
Pay Ending Dats : Aug-29-2008 Wame : Test Person
Pay Issus Date : Sep-05-2008 Address : 123 Somewhere
Nst Pay 5 : 844.14 Locslity : Metro, IL 62000

Department : TREASURER

Darie %J Local intranet | H0% -
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MARK VON NIDA, COUNTY CLERK
FRED BATHON, TREASURER

MADISON COUNTY, ILLINOIS .
Earnings Statement

Pay £ : 0002 Employes 1D : 1665
Pay Ending Date : Aug-25-2008 Name : Test Parson
Pay Issue Date : Sep-05-2008 Address : 123 Somewhere
Net Pay 1 844,14 Locality : Metro, IL 62000

Department : TREASURER

Regular Earnings 14,53 74.00 1,075.22 2,237.62
Vacation Earnings 14,53 3.00 43.59 43.59
Sick Earnings 14,53 3.00 43.59 43,59
Dental 9.69 19.38
IMRF-EE 52.31 104.62
Fed Tax 135.06 270.12
FICA-EE 71.47 142.54
Med-EE 16.72 33.43
IL State Tax 33.01 66.02
Comp 0.00 0.00 0.00

Family Sick Days 0.00 0.00 0.00

Personal 0.00 0.00 0.00

Sick 4.92 3.00 6.84 :\




This screen has your leave balances as of the last pay date:
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How To Print a Copy of Your Leave Balances:

11. Select the Print View icon on the top right of the screen.
{2, After the Print View screen pops up, click the Print butten on the tep of the screen.

fi Current ¥r Current Yr Unaccrued Current

Evaluated ;. Earned
Cemp Aug-23-2008 L0000 0000 0000 L0000 0000 0000
Family Sick Days Aug-25-2008 L0000 0000 0000 0000 0000
Personal Aug-73-2008 L0000 0000 0000 .0000 0000 A
Sick Aug-23-2008 L0000 3.5400 3.0000 0000 0000
Vacstion Aug-25-2008 L0000 6.1500 3.0000 0000 0000
1-5of 5
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MARK VON NIDA, COUNTY CLERK
FRED BATHON, TREASURER

MADISON COUNTY, ILLINOIS
My Leave Balances

Emplayee : 1669 , Person Test ., Emplayes , PRIMARY

Comp Aug-13-2008 .0000 .0000 .0000 .0000 .0000 .0000
Family Sick Aug-29-2008 .0000 .0000 .0000 .0000 .0000 .0000
Days

Personal  Aug-23-2008 .0000 .0000 .0000 .0000 .0000 .0000
Sick Aug-23-2008 .0000 2.8400 3,0000 .0000 .0000 £,8400

Vacation Aug-29-2008 0000 €.1500 3.0000 0000 0000 3.1600




This screen list the days you have taken off:
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Thu 28-Aug-2008 Thu 28-Aug-2008 VACATION 1.00 HR

Tue 26-Aug-2008 Tue 26-Aug-2008 SICK 2.00 HR

Wed 20-Aug-2008 Wed 20-Aug-2008 VACATION 2.00 HR

Mon 1B-Aug-2008 Mon 18-Aug-2008 SICK 1.00 HR
1-40of4
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My current benefitslist al your current benefits:
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Benefit Plan

MED-AFSCME EE ONLY HIGH 706786 Jul-25-2008 Health Insurance for AFSCME
Employzes

1-30f3

Related Info

Al
Lllinois Municipal Retirement Fund H
“Locally Funded, Financially Sound"
‘Welcome to the Ilinois Municipal Retirement Fund
Search IMRF Online | [ssaren | 2
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Print forms allow you to print forms that you may need:
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