Oracle Self Service (SSHR)

Oracle SSHR is a feature of Oracle that allows employees to view their own personal information. We have set
up the system so that you can view W-2, payslip, benefits, and other personal information. The information
below will show you how to access the various parts of SSHR.

Login Instructions

o v kW

New Users

If you are new to using Oracle, you should have received your login name and a temporary password. If
you are able to access the internet through the County network, go to the following web site to access
Oracle https://doteb.mycmsc.com/OA_HTML/AppsLocallogin.jsp

You may also access self service through the internet from a computer outside the county network. The
link is_https://dotex.mycmsc.com

Enter the login name you were given

Enter the password

You will be prompted to enter a new password.

From the Oracle home page under “Navigation”. You will see either “Employee Self Service (Arrears) or
“Employee Self Service (Current) depending upon which payroll type you are in.

Click on the Employee Self Service button (see screen shot below)

Existing Oracle Users

Login to Oracle normally.

You may also access self service through the internet from a computer outside the county network. The
link is_https://dotex.mycmsc.com

You will see an additional Oracle responsibility either Employee Self Service (Arrears) or “Employee Self

Service (Current) depending upon which payroll type you are in.

ORACLE' E-Business Suite

Diagnostics Logout Preferences Help

Logged In As
Navigator Favorites
Edit Navigator Edlit Favorites
() Employee Self Sernvice (Arrears) Please select a responsibility. You have not selected any favorites. Please use the "Edit

Favorites" button fo set up your favorites

Diagnostics | Logout | Preferences | Help

Copyright (c) 2006, Oracle. All rights reserved.

About this Page Privacy Statement
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4. Click on the Employee Self Service button and you will see the menu below (see screen shot below)

OIRACLE E-Business Suite

Navigator

[JEmployee Self Service (Arrears

Click on “Personal Information”

( Edit Navigator )
Employee Self Service (Arrears)
[E Personal Information
(5] Payslip
[] Tax Form
[L] Benefits
(5] My Information
[&] Employee w-2

You can view your personal information, emergency contacts, dependents, and beneficiaries. You cannot
change your personal information from this screen. However at the bottom of the screen, you can make
changes to your contacts. Changes made here do not affect beneficiaries and covered dependents for your
health and dental insurance. You can only make those changes in open enrollment. See next page for screen

shot.

C:\Users\jaacklie\Desktop\SSHR Basic Employee instructions.doc



Oracle Self-Service Human Resources: Personal Information Page 1 of 2

ORACLE' Employee Self Service (Current) s

Diagnostics Home Logout Preferences Personalize Page
fo ] . »
Personal Information

Personalize "Summary Regign”
Employee Name John Smith Employee Number 1585
Organization Email Address j.smith - @douglascounty- Business Group DOUGLAS COUNTY
ne.qov

Personalize "Qverview"

Basic Details
Fuli Name Smith John
Marital Status Married
Date of Birth ~January 1, 1967
Sacial Security 553-55-9999
Employee Number 1585
Organization Email Address J-smith€@  douglascounty-ne.gov

Phone Numbers
Home 402 555 1111

Main Address

Address Line1 122 Main Street
Address Line 2
Address Line 3
City Omaha
State NE
Nebraska
Zip Code 68132
County Douglas
Douglas

Type
Other Address

Emergency Contacts

Enter or update information about people you want human resources to contact in the event of an emergency.
You can designate more than one person as an Emergency Contact, but only one Primary Contact.

|Select Emergency Contact: (Update ) (Remove ) | (Add) ‘ |

Primary Home Work
Select Name Relationship Contact Number Number Mobile Pager
@ gmi Spouse Yes 1402-616- 5
*——“I_ASmlth, Joan [Sp 0103

Dependents And Beneficiaries
Add or update information about your beneficiaries or dependents.

Note: People you enter here become dependents or beneficiaries only after you complete Benefits Enrollment.
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Oracle Self-Service Human Resources: Personal Information Page 2 of 2

|Select Dependent And Beneficiary: (Update ) (Remowe} | {{Add) l

Select:Name Relationship
© | Smith, Mary Child
Smith, Thomas Child
Smith, Joan Spouse
| ©  smith, Albert Child
Diagnostics | Home | Logout | Preferences | Personalize Page
gggﬂitgh}';; (3)32205. Oracle. All rights reserved. Privacy Statement

To go back to the menu click on the “home” button

Diagnostics Home Logout Preferences

Employee Number 1232

Business Group DOUGLAS COUNTY
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Click on “pay slip” and you will see this:

Payslip

ORACLE Employee Self Service (Current)

L
Payslip

Personalize "Summary Region”
Employes Name John Smith

Organization Email Address  j.smith@douglascounty-ne.gov Business Group DOUGLAS COUNTY

Personalize "Payslip”

Diaanostics Home

Choose a Payslip | 20-JUL-2012 - 1585 - Check 1 - |

Personalize "Payslip Details Nested Region”

Lonaut Preferences Help Personalize Pags

Page 1 of 2

Employee Number 1585

Employee John Swith Employer name COATT/Admin
Job Tite Administrative Aide Employer Phone Number
Crganization COATT/Admin
Employee Number 1585 Pay Calculation Method
Latest Hire Date 17-Nov-1982 Pay Basis Monthly
Criginal Hire Date  17-Nov-1982 Frequency Week
Adjusted Service Date Bargaining Unit Non Union Pay Plan
Assignment Number 1585 Grade DC.A4.NONEPP.R
Location HR City County Bldg Employer Address 1819 Farnam Street
Position ’ o Omaha
NE
68183
Payroll DC Current
Employee Address 122 Main Street
Omaha
NE
68132
Pay Period and Salary
Pay Period Payment Date Pay Begin Date Pay End Date Pay Rate. Annual Salary
‘Bi-Week [20-Jut-2012 108-Jul-2012 121-Jui-2012 | 8,322.08] 99,864.72]
Summary
Current or YTD Gross Pre-Tax Taxes Deductions: Net Pay
Current 3,800.70 441.08 753,88 563.76 2,142.00
YTD 58,360.57 6,605.31 11,348.02 5,696.25 33,810,99
Hours and Earnings }
Description Start Date End Date  Cuwrrent Hours Current Amount YTD Hours' YTD Amount
Longevity 48,70 745.50
Regular Pay 72.00 3,456.90 1,061.50 50,485.13
Float Holiday 0.00 -8.00 384.10
Holiday 1_0 0.00 48.00 2,304.60
Sick Used 0.00 30.00 1,440.45
Vacation Used 8.00 384.10 62.50 3,000.79
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Payslip

Page 2 of 2
Pre-Tax Deductions Taxes
Description 3 Current YTD Description Current| YTD
DC Pen 330.71 4,960.65 Federal Tax 371.48) °  5,597.93
Med PT 104.32 1,460.36] |Social Security 158.78 2,386.27
Dent PT 6.03 84.30 Medicare 54.81 823.83
INE State Tax 168.82 2,530.99
After-Tax Deductions Accruals
Description Current| YTD Description i Current| Balance|
YMCA 61.75 432.25! |Vacation 7.69 287.38
Federal CU 492.00 6,138.001 |Sick 4.31 1,440.00
Life Optional 0.00 126.00 Sick_Pension 0.00 1,302.62

Tax Withholding Information

Type Marital Status | Exemptions| Additional Amount| Override Amount] Override Percentage
Federal Married 3 0.00 0.00 0
Nebraska [Married 3 0.00 0.00 0

Diagnostics | Home | Logout | Preferences | Help | Personalize Page

Capyright (c) 2008, Oracle. All rights reserved.
About this Page

Limississ Hore kool Ewmbusrces Hel F

L]

Payslip

Parsanales “Summary Ragon®

- cE.TI;.\fIIg‘EEhim Juhn Smith Eipleyas Humber 15835
Crgarization Erall Address . smichi®douglascowncy-ne - gev Busiess Group DOUGLA

Pamanslipe "Paval g

Checsa s Pagalp  20-JUL-2002 - 1505 - Check 1 - | [2a)

P nalie "Peislp i

Emplayer rame  SOATI admic
ployer Fhone Number
Crganizalion  CLATT/ Adaiz
el oot e

Emplayer John szmith
Job THe adrdindaeracive dlde

Ermployee Numbsr 1586
Laleet Hirs Cabe 47 -Seov-1882 Fay Basls  Blonthly
Diiginal Hirs Cale 47 -May- 1602 Frequercy Wik
Adjuslad Sarvics Cabe aring Unk  Man Unlon Pay
Agzignasnt Mumbs 1808 rade DC.A4.NOMEPR|
If you want to access a previous

payslip use’the.drop down and hit
the "go" button

Click on the home button to go back to the main menu
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Click on “Tax Form” and you will see:

Tax Form Page 1 of 1

ORACLE Employee Self Service (Current)
Diagnostics Home Logout Preferences Help Personalize Page
— : »
Tax Form
Personalize "Summary Region”
Employee Name John Smith Employee Number 1585
Organization Email Address 1.smith@douglascounty-ne.gov Business Group DOUGLAS COUNTY

Personalize "Tax Form"
Use these pages to view or modify tax withholding information.

Federal Information

Federal W-4 Form

Filing Status  Married
Allowances 3
Additional Amount Withheld  0.00
FIT Exempt No

State Information

Nebraska Withholding Form(PDF)
Nebraska follows Federal Filing. Use this form to change the State filing if you want it different from Federal.

Diagnostics | Home | Logout | Preferences | Help | Personalize Page
Copyright {c) 2008, Oracle. All rights reserved. .
About this Paae Privacy Statement

Click on the home button at the upper right to go back to the main menu
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Click on “Benefits” and you will see:

ORACLE Employee Self Service (Arrears)

Contacts, Dependents and Beneficiaries
Name Carol Demo

Name Relationship Birth Date

Randall Demo Spouse

@ 1P Some of the above Contacts, Beneficiaries and Dependents may not be active or current. To update or delete any name on the
list, please select the "Home" button which is located in the upper right corner of the screen. This will take you to the main menu
where you can access "Personal Information”.

Diagnostics | Home | Logout | Preferences | Help

Copyright (c) 2006, Oracle. All rights reserved.
About this Page

Click on the “next” button to see more benefit info:
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Oracle Self-Service Benefits: Benefit Enrollments

ORACL &€ Employee Self Service {

efit Enroliments

Name John Smith

Benefit Selections

ip=Hame—Logout—Preferences

Page 1 of 2

Help Personalize Page

UFrEnt Banafits

Program County Active Benefits

Program

Basic/AD&D/LTD/Pension are required enrollments for eligible employees and cannot be changed or waived.

Employee  Employer :
‘ Coverage ; Monthiy: NMonthly: Pension: Pension
Plan ‘Option StartDate  Coverage Cost Cost Employee %:Employer %
Medical - EE+ Two |01-Jan-2007 104.32 591.12 0.00 0.00
Medical Pian - |or More
Current Payroll
Dental - Dental |EE+ Two [01-Jan-2007 6.03 2409 0.00 0.00
Plan - Current |or More
Payroll
Life Basic - 19-Jun-2005 {15,000.00 0.00 2.25 0.00 0.00
Basic Life -
Current Payroll .
Life AD& D - 18-Jun-2005 |15,000.00 0.00 0.38 - 0.00 0.00
Life AD&D -
Current Payroll
Life Optional - |Elect 01-Jan-2006 |50,000.00 18.00 0.00 0.00 0.00
Optional Life
Pension - Elect 01-Jan-2007 0.00 0.00 8.50 8.50
Pension Plan -
Current Payroll
LTD - County 01-Jan-2007 0.00 0.00 0.00 0.00
LTD
Total. 128.35 617.84 8.50 8.50
Covered Dependents
Coverage Start , ;
Plan Option Date Dependent Relationship
Medical - Medical Plan - Current EE+ Two or 01-Jan-2007 'Joan Smith  Spouse
Payroll More -
01-Mar-2009 ‘Mary Smith Child
01-Jan-2007 Thomas Smith Child
01-Jan-2007 Albert Smith Child
Dental - Dental Plan - Current Payroll |EE+ Two or 01-Jan-2007 Joan Smith Spouse
More .
01-Mar-2008 Mary Smith - Child
01-Jan-2007 Thomas Smith Child
01-Jan-2007 Albert Smith Child




Oracle Sclf-Service Benefits: Benefit Enroliments Page 2 «

Plan Option:Beneficiary Relationship Primary % Contingent %

Life Basic - Basic Life - Gurrent Payroll | Joan Smith Spouse 100 [5)

Life AD& D -~ Life AD&D - Current Payroli | Joan Smith Spouse O

Life Optional - Optional Life Elect Joan Smith Spouse | o B

IEénsion - Pension Plan - Current Payroll |[Elect Joan Smith Spouse 0

Current Benefits | Diagnostics | Home | Logout | Preferences | Help | Personalize Page

Copyright (¢} 2006, Oracle. All rights reserved. Privacy Staterr
About this Page =rivacy Staterr

Click on the home button at the upper right to go back to the main menu
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My information

Here you will see basic employee information.

Oracle Self Service Human Resources: My Information Page 1 of 1

ORACL.E Employee Self Service (Current) ===

Diagnostics Home Logout Preferences Help Personalize Page
Lo o] .

The following section displays the summary as of today's date.
Personalize Stack Layout: (SumaryStack)

Effective Date 18-Jul-2012

Assignment Number 1585 Assignment Start Date 20-Feb-2011
Assignment End Date Job Administrative Aide
Department County Attorney Location HR City County Building
Manager Email Address j.smith@douglascounty-ne.gov
Salary 99,864.72 US Performance Rating
: Dollar
Performance Review Date Years of Service  24.535

Diagnostics | Home | Logout | Preferences | Help | Personalize Page
Copyright {c) 2008, Oracle, All rights reserved.
About this Page

Privacy Statement

Click on the home button at the upper right to go back to the main menu

C:\Users\jaacklie\Desktop\SSHR Basic Employee instructions.doc



Employee W-2. When you click on this, a PDF version of your W-2 will open. You can print or save. You can
also look at past W-2 info:

ORACLE Employee Self Service (Current)

Diatnosiies  Home Logoul Preferences Help
Form W-2 Wage and Tax Statement
Personalize "Summary Region”

EmployeeName John Smith Employee Number 1685
Organization Email Address Business Group DOUGLAS COUNTY

Personalize $lac_k Layoul (PayW2ChooseW?2)
Select Organizalion/Year | Douglas County NE-2011-Control Numbar - 70227249 ~ |

i T

Form W-2 Wage and Tax Statement 2011 OMB Mo, 1315-0008 Department of the Treansv—lntemal Reve:
Contro] sumber Employer idestification onmber
702272348 475005455 COPY B To Be Flled With Emplovee's FEDERAL Tax Return
Employer's mame, address and zip code Employee's social security number 1 Wages, trps, other compensation 1 Federal income tax watk
Bouglas County NE BE947.81 4
1819 Farmam Straat 7 Social security tips 3 Social security wages 4 Sacial security tax with
COmsha HE 68183 97462.29 ‘¢
8 Allocated tips 3 Medicare wages and tips 6 Medicare tax withheld
97462.29 1
10 Dependeat care benefits 11 Nonqualified plans
Employee’s first name and initial ~ Last pame Sulfix P

John Swith ’ 13a 13 Stamtory Employes D 14 Other

]
Pen -]
122 Main Street 12 ! Retirernent Plan
|

12¢ . .

Omaha, Ne = Third-pany sick pay D

| Emploves’s sddress and ZIP code 12d I
15 Smare Ernpleyer™s State ID number 16 State wages, tips ete. 17 State income tax 18 Local wapes. tips etc 19 Locak ineame tax 20 Locakity name
HE 723673 BED4T.AL 4237.67

This inft icq it being fumi ta the Intema] R Senvice

Form W-2 Wage and Tax Stotement 2011 OME No. 1545.0008 Depzriment of the Treamury—lnteroal Reve
Contol number Employer identification nuniber COPY CFor EMPLOYEE'S RECORDS. (See Notice 10 Employee or
70227249 476098455 Capv B).
Employer's name, address and zip eode Employee’s sacial secusity number | Wages, tips, othier £ompensstion 2 Federal inenme t2x wil
bouglas Cauaty HE 58547.81 .
1819 Farpam Styaat 7 Social secunty tps 1 Social security wages 4 Sermal security tax wit
Omaha HE &81E3 . 974632.29 X

Diagngslics | Home | Logout | Preferences | Help | Personalize Page
Copyright {c} 2006, Oracle. All fighis reserved.
Abgut 1his Page
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dlize "5 ian”
Employee Na'ﬂe John Smith
Drgani:allnn Email Addres:

auze sl.ack Lalmnl_ fPs.uwzt:nnosewm
Organization’Year : Douglas County NE-2011-Control Number : 70227249 -, {Go)

_ '_'{;g:ﬂ_]__'s_bmte- # sion 3[H LB

OME Ma. 1 450003
loyer identification number
7_ |E'muaass i _
‘to-actess a previous yee's social secuity ouaber

Jg%ahjgiﬁréme the drop down and 51},1 Security ps

“hit the "go" button yn.,”,.

R R TR R T Th L TR

Click on the home button at the upper right to go back to the main menu
Logout
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