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VALIANT

1. Welcome / Overview
Welcome to the Employee Self Service Portal!

This Portal was designed to empower, you the Employee, by providing direct access to your
employment information. You will have access to review your personal profile information as
well as to view your Schedule, Pay Statements, Annual Tax Forms and remit Leave requests
online, anytime. In addition you will have access to key Resource Tools to allow you to better
understand your pay statements as well as plan for withholding changes and life events.

1.1 Self Registration

T From the Portal home page, select

egistration

You will be prompted to complete the
Account Setup to validate your identity
and grant access to the Self Service
Portal.

Welcome instructions will be provided
onscreen to guide you successfully
through this process.

There are 2 validation methods available
for you to choose in validating your
identify for Account Setup.

The first method is Email Validation in
which you will enter the primary email
address on record with your employer.

The second method is Pay Check
Validation in which you must enter a
valid combination of a previously issued
check/voucher number and
check/voucher amount.

Email Validation Pay Check Validation

Check Or Vioucher Mo:

Check Or Voucher Amount:

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 3
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° System has successfully validated your identity. A verification has been sent to your login e-mail.

VALIANT Demo0140102 Kelly Mortimer

Account Registration
User Email Validation
Portal Administrator
Dear JOHN JACKSON,
Thank you for registering an account in the Demo140102 Kelly Mortimer

portal In order to complete your user registration, please click on the link
below, for us to securely validate your email address.

Self Service Registration Link

Please be aware that this secure account verification link will expire in 4
hours,

Thank you,
Demol40102 Kelly Mortimer

1-516-390-1100 | Contact Us

Demo140102 Kelly Mortimer. address1_Demo140102 Kelly Mortimer city_Demo 140102
Kelly Martimer, NY 12345

© Copyright 2014 Demo140102 Kelly Mortimer. All rights reserved.

VALIANT

Mew Passward:

Cantirm Fassward:

Submit Cancal

Create Account Password

Welcome! Valiant is committed to protecting your privacy and
ensuring that only you can access your perscnal information. To
assist us in meeting that commitment, your password has to
meet below criteria.

- Password must be minimum of 6 characters in length.

- Password must contain at least one number

- Password must contain at least one uppercase character

- Password must contain at least one lowercase character

- Password must not contain first or last name

- Password must not centain username

- Password must not repeat more than four of the same characters
next to each other

02/05/2014

Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved

Once you have entered all required
information, you will select 'Register’.

If validation of information entered was
successful, you will receive a
confirmation message

Immediate email notification will be sent
with a time sensitive link.

You must click on this link to complete
the registration process.

Once you click through the link, you will
be directed to the Portal to create your
Account Password.

Welcome instructions will be provided
onscreen to guide you successfully
through this process.
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° Self Service Registration process has been successfully completed. Please sign in with your credentials.

Once you have successfully created your

VALIANT Demo140102 Kelly Mortimer

New Portal User

A new user account was created
Portal Administrator
Dear Administrator,
JOHN JACKSON as user productmanagement@valiant.com, has successfully

self-registered into the Demo140102 Kelly Mortimer Portal on 3/14/2014 at
4:07 PM.

Thank you,
Demo140102 Kelly Mortimer

1-516-390-1100 | Contact Us

Demo140102 Kelly Mortimer. ad Demo140102 Kelly Mortimer

city_Demol140102 Kelly Mortimer, NY 12345 VAI.IANT

© Copyright 2014 Demo140102 Kelly Mortimer. Al rights reserved

1.2 SigningIn

account password you will receive a
message and email notification.

Administrators will also receive
notification of your registration as well
as any lock out activity so they can
support you.

From the Valiant Portal home page, enter your Username (e-mail address) and Password.

Email
Password

|:| Remember me?

Fargot your password?

Register for an Account!

If you want the system to remember your
username on this computer place a check

Remember me?
O box.

Click the button to go to the

Welcome Dashboard.

mark in the

NOTE: The Valiant Portal is compatible with
Google Chrome, Firefox, IE10 and Safari. All
on Windows, Mac and Linux.

Once you have made your client selection,
navigate to the Self Service Section of the
Portal by first moving your cursor over the
“Self Service” heading to access the Self
Service Dashboard.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 5
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VALIANT

Home  SelfService  Resources

Home Dashboard | Index

rame = Drscrosn

1.3 Failed Login

° Your account is locked for 3 minutes, please try agin after 03/14/2014 10:49.

Log on failed for kmm0810@gmail.com.

If you are employed with just one
employer, this selection screen will not
appear and you will be directed into the
Self Service Portal with the single
employer already pre-selected for you.
The Client / Employer name will appear at
the top of the page. You may click on the
name at any time to Navigate between
client records.

Dashboard on the Home page is the
primary landing page when logged in,
where you will receive a welcome
greeting and be presented with
content designated by your company
administrator such as company news.

Three consecutive failed login attempts
will result in your user account being

locked for a 'defined' period of time.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 6
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Upon your account being locked, the
system will distribute an immediate
Invalid Password email notification to your designated

Your user account has been temporarily email add ress
locked

VALIANT Valiant Solutions

Portal Administrator

Dear JASON GERMAN,

The system has detected 4 failed login attempts on your
kmm0810@gmail com user account. To prevent any unauthorized access,
your account has been temporarily locked.

You may attempt to access your account again in 3 minutes.

Thank you,
Valiant Solutions

| Contact Us.

Solutions. 110 Park Drive Woodbury, NY 11797
pyright 2014 Valiant All rights reserved. VAI-IANT

e Continued failed attempts will Suspend
Login not allowed. Your account has been suspended
Log on failed for kmm0810@gmail.com. your user account

Upon your account being suspended,
the system will distribute an immediate
Account Lacked email notification to your designated
Your user account has been locked .

email address

VALIANT Valiant Solutions

Portal Administrator

Dear JASON GERMAN,

The system detected failed login attempts for your kmm0810®@gmail.com
user gecount.

To prevent any unauthorized access, your account has been locked.

You can visit our Forgot Password page by clicking the link below, or you
can contact your portal administrator to unlock your account.

Forgot Password Link

Thank you,
Valiant Solutions

| Contact Us

Valiant Solutions. 110 Crossways Park Drive Woodbury, NY 11797
© Copyright 2014 Valiant Solutions. All rights reserved. “LIANT
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Once your account is suspended, your
Administrator will receive an email
notification advising of the suspension
action and you will need to contact your
administrator to restore access.

VALIANT Valiant Solutions

Account Locked

A user account has been locked
Portal Administrator
Dear Administrator,
The system has detected failed login attempts on the kmm0810@gmail com

user account. To prevent any unauthorized access, this account has been
locked.

Once your Administrator resets the
The account owner has been notified and given instruction on how to .
recover their password. password on your account, you will
Thank you, receive immediate email notification.
Valiant Solutions . . .

Upon receipt of the email, you will then
be required to contact the administrator
Valiant Solutions. 110 Crossways Park Drive Woodbury, NY 11797 for a tem pora ry passwo rd req u i red to
© Copyright 2014 Valiant S:\Iu(im-wz‘ All rights reserved. : VAI'IANT

i access your account.

1-516-390-1100 | Contact Us

|1 I oo e ® On login you will then be prompted to
change the account password to
maintain proper account security.

Neme  Cemtueti ALIANT

After successfully resetting the account
password, you will be returned to the
login page and will receive a
confirmation that your password has
been changed successfully. You may
then login with your new credentials.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 8
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1.4 Forgot Password

AN

° 3 e e st 1 o

with special sk ta recover your pasimond. Flaaca check your emal

WALIANT

MALIANT

VALIANT

Valiant Solutions

Password Change
You requested a password change

Portal Administrator
Dear BRADLEY COOPER,

You recently requested to change the password on your account.
Please click on the link below to complete your password change.

Password Recovery Link

Please be aware that this secure recovery link will expire in 3 fiours.

if you did not request this password change, please notify your portal
administrator.

Thank you,
Valiant Solutions

1-516-390-1100 | Contact Us

Valiant Solutions. 110 Crossways Park Drive Woodbury, NY 11797
© Copyright 2014 Valiant Solutions. All rights reserved.

VALIANT

02/05/2014
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From the Valiant Portal home page, select

the link Forgot your password?

You will be prompted to enter your
registered Email.

Upon Request you will be returned to the
Home page with confirmation and
instruction of email notification with
password recovery details.

You will immediately receive an email with
a Password Recovery Link.

For added security, the Password Recovery
Link must be accessed within 3 hours of
receipt, at which time it will expire.

Note: If you exceed the expiration period,
the link will no longer be effective and you
will be required to re-initiate the 'Forgot
Password' link from the Home page.

When accessing the Password Recovery
Link, you will be directed to the Portal to
validate your identity by correctly
answering your defined security question.

Once verified, your user account will be
acknowledged and you will be prompted
to enter a New Password.

The Account Password criteria is displayed

to guide you through this process
successfully.

Page | 9
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WALLAN

There were validation messages.

newpassword :

- Your new password must contain at least 6 characters

- Your new password must contain at least 1 numeric character

- Your new password must contain at least 1 uppercase character

WALIANT

° Your password has been changed successfully. ]

VALIANT

o VAL Dema Cliant Database has baen successfully salactad
Please read the following Valiant Portal Terms of Use carefully. You have to accept the Terms of Use in order to continue.

02/05/2014

VALIANT

Valiant Portal | Terms of Use

Use of the Service

Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved

Note: if the password entered does not
adhere to the defined password criteria,
you will be prompted with a corresponding
validation message.

After successfully creating a new
password, you will be returned to the
Home login page and receive a message
indicating the password has been changed
successfully and can now login.

Upon initial login, you will receive a log on
succeeded message and be prompted to
select the Client, if you are employed with
multiple employers.

Once in the context of a Client, you will be
prompted to review the Valiant Portal
Terms of Use & Privacy Policy on initial
use of the application.

Accepting the Terms of Use is a
requirement to use the Valiant Portal.
However you will have the option to
either select 'l Agree' or 'l Disagree'.

Note: You will be prompted to Review &
Accept Valiant Portal Terms of Use &

Page | 10
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VALIANT

VALIANT

Valiant Portal | Terms of Use

VALIANT

Privacy Palicy | Terms of Use

1.6 Navigation Self Service

My Annusd Seatements

02/05/2014

@

Privacy Policy as updates to the Policy are
implemented periodically.

| Disagree will redirect you to the login
page and return a message advising you
that you will be prompted on next login in
attempt to accept the Terms of use.

| Agree

Once the terms have been accepted, they
will be accessible at all times by accessing
the hyperlink in the lower right footer of
the portal.

On the Self Service Dashboard, there are
four main selections available for you to
execute.

The four Actions that the Self Service user
role may execute is to access ‘My Profile’,
‘My Pay Statements’, ‘My Annual
Statements' and ‘My Schedule’ .

Once you execute any of the four
selections, you will be presented with the
standard list view.

The list view provides several abilities as
shown below.

Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 11
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Sort Records:

vome  iefwmve  Hescunes

Hide/Display Columns:

2 Check #

BN N

—

Sort Ascending

Sort Descending

Woucher# Gross Pay

$1,080.00

S 147 50

Columns

3

O| O @

Filters

Group by this field

Show in zroups

=

Business Unit

EE

Check#

=

Voucher#

=

Gross Pay

=

Net Pay

=

CheckDate

=

Period Start

=

Period End

=

Actions

Check-Direct Deposit -Cash|

Filter Columns:

Check-DirectD. =

CHECK EJ’
CHECK il
CHECK
=
(|
02/05/2014

Check #

Sort Ascending

Sort Descending

Columns b

Group by this field

Show in groups

Filters b

Voucher# Gross Pay

$1,147.50

$1,080.00

$1,080.00

=] check

Records can be sorted by any column
displayed.

To sort them by Title, for example, hover
your mouse over the Title Column Header
until the drop-down menu appears.
Choose “Sort Ascending” or “Sort
Descending” depending on your needs.

From the same drop-down menu, you may
choose to hide any columns in the Index
screen by un-checking the box next to each
column. Please be sure to check the boxes for
all columns you want to display. By default
they will all be selected.

You can also filter any of the columns to look
for specific records.

For example, to search for payments made by
method of Check, hover your mouse over the
Filters option and type that word in the
selection. Your list view will automatically be
filtered to reflect only the filtered data. To
remove the filter, just uncheck the “Filters”
box.

Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 12
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Change Column Display Order:

s By “grabbing” (click and hold) any of the
Check-Direct D.. Check # Vouchers Gross Pay column headers, you can change the order in
— . .
CHECK 2381" @ chedcDirect Deposit Cash P which the columns are displayed. In the

example, the “Check-Direct Deposit-Cash”
CHECK &3 £1.080.00 column is being moved so it displays right
before the “Voucher #” column.

NOTE: Up and down arrows show up at the
drop spot and the green check mark next to
the column’s name to determine that the
column can now be dropped.

Footer:
To offer users a more quick and convenient
Page |1 | oft e B I navigation through pages, the system uses
B pagination mechanism to displays records one
1 page at a time. Controls at the bottom of the
300 screen provide the ability to easily navigate
through the results.
[4 4 | Page 2 of 2536 | b B A user can type the specific Page number or
use the Arrows to move between pages.
Page Size [ |w Allows user to determine total number of
10 records displayed per page by the system by
25 selecting a value from a predefined
255{ enumeration list.
500
5000
50000
Showing 11 - 20 of 25552 Provides count of which records are being

viewed and total number of records.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 13
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1.7 Exporting/Saving Results to a File

[

View - B

view -L¢ [81

andy syt

e

View - Employee Profile

Create New

Execute

Show

Edit

Delete

andy sy

O OO0 O O 0O

andy syq_division view test 2 new

Irina Qry Annual Review Status su @

T
ExportResults P | [ Eecel

(®  Excel Mo Header & Footer)
Irina Qry Annual Review Status O @

csv

®  Excel Mo Footer)

C5V [No Header)

Is Draft
Mo

Mo

fes

Mo

Q@@ 0ol

Mo

Excel

o 0000

Export 5| Menu & Filte

Excel

Excel [No Footer)

Excel [No Header & Footer)
(=)

CSW [No Header)

Export Filtered 3

Excel (Mo Footer)
Excel ([No Header & Footer)
csv

CEV [Mo Header)

sliantadmin @valiant.com

slaintadmin @valiant.com

aliantAdmin@valiant.com

Home | Export  ExportAll

—=| Excel @ Excel (Mo Footer) @ Excel (Mo Header & Footer)

¥lsx

® csv () csv (Mo Header)
csv

By Clicking Export in the drop-down
Menu a user is provided with available
export options.

User will select a desired export format.

NOTE: Export results will be saved as a
file to user’s local computer.
File naming convention is:

Query Name_YYYY_MM_DD_HH-MM-SS

Export function is available from the
Main Menu as well. Click on the Export
drop-down located on the main Menu
and select a desired export file format.

‘Export Filtered’ downloads the resulting
data extract with applied filters ( if any).

‘Export’ downloads the resulting data
extract with applied filters (same as
‘Export Filtered’ above).

‘Export All’ exports the original complete
set of output data regardless of any
filters applied previously to the result
set.

NOTE: By selecting “Excel /no Footer” option, numeric total sum fields will be excluded from
the end of the file.

02/05/2014

Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved
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NOTE: By Selecting “Excel /no Header & Footer” or “CSV /no Header” options, column names
will be excluded from the top of the file as well as numeric total sum fields will be excluded

from the end of the file.

2. My Profile

My Annual Statements

My Annual Statements Wy Payral My Frodic
nnusl Simtenents Fay Ssemenn:

My Schedule

Leave Sequest

Profile provides access to your
employee information, which
may be reviewed and
monitored for accuracy. This
data includes your primary
personal contact information,
emergency contacts, prior
employment and education.

The profile is a read only
presentation and any changes
required should be submitted
to your Human Resource
representative for system
update.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 15
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Self Service My Profile provides you with your
Personal detailed contact information currently on
JASON GERMAN ile with your employer.

I = Personal Form

Persona
Map = | Proflie
= Additional Attributes Sodal Security Number: HAN-NE-2042 Show E
Eduction Histary ) Last Name: GERMAN
Emergency Contact List
Prior Employment History First Name: 1A50N
. Middle Initial:
=l System Attributes
Audit Trai
User Notes 2| Address
Address 1: 110 CROGSWAYS PARK DRVE
Address 2:
Address 3:
ity SAN FRANCSCO
State: ca
Zip: ZETSE
The left column allows you to select and
3P IF . .
| =rersonalform navigate to the additional records.
Personal
Map
= Additional Attributes
Education History
Emergency Contact List
Prior Employment History
So for instance, selecting 'Emergency
I = Personal Form _ .
oercons! Contact List' will present the related
Map records currently on file with your
= Additional Attributes employer'
Education History Please contact your employer to add or
I Emergency Contact List I mOdlfy any Of these reCOI‘dS.

Prior Employment History

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 16
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5
. IASON GERMAN

Selfservice Headline presented at the top of the
e record brings forward relevant
. information on each of the records you
may navigate to and you may also choose

to expand or collapse this header as
desired.

To Expand or Collapse, you will select the

ON GERMAN

E icon which will then collapse the
header and appear as such.

In contrast, select and the header

will be restored to the full display.

2.1 Education History

Education History provides a list view of
all educational records on file with your
employer.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 17
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Self Service

By clicking on any record listed you can
Education History NYU V|eW the detaI|S.

| = Education History Form

Audit
- | Details.
=) System Attributes

Audit Trail School Name: NYU

User Nates Graduated: Yes
Degree Acquired: BACHELORS
Year Of Graduation: 2008
Years: 3
Gpa: 35

2.2 Emergency Contact List

Emergency Contact List provides a list
.i.onet - View Of all emergency contacts on file
o with your employer.

Self Service By clicking on any record listed you can
view the details.

Emergency Contact List GERMAMN-JASCN

I = Emergency Contact List Form

Audit
+ | Details
= System Attributes
Audit Trail Contact Relation: Wife
User Hates First Name: Inga
Last Mame: German
Primary Telephone: (516)555-1213

Primary Telephone Ext:
Additional Telephone: (516)221-0306

Additional Telephone Ext:
2.3 Prior Employment History

Prior Employment History provides a
list view of all your prior employment
records on file with your employer.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 18
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. JASON GERMAN By clicking on any record listed you can
view the details.

I = Prior Employment History Form

Map
= | Employer
=) System Attributes
Attachments Company Hame: ABC COMPANY
AuditTrail Address 1: 110 ANYVYHERE 5T
User Motes
Address 2:
City: MEW VORK
State: MY
Fip: 10001
Phone: (516)222-2202
| Position
Job Title: MANAGER OF OPERATIONS

& | Employment Dates

Start Date: 01-15-2010

End Date: 05-13-2012

2.4 Training

Home Sl erviee

ke e You may view your existing training
records within the Self Service Module.

- ot i oumes THiS is extremely helpful when you are
notified via alert that your training is up
for renewal and wish to review your
training detail records.

Relsbed binks

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 19



e view the details.

I = Training Form
Audit

Business Unit: CALIFORNIA-CALIFORNIA
= System Attributes
Attachments +| Details
Audit Trail
Training: FIREARM-FIREARM SAFETY 101
User Notes

Location Of Training:

~|Dates
Training Date: 08-21-2012
Expiration: 07-21-2013
Warning: 04-21-2013
Renewal: 05-21-2013
| Testing
Ceu: 300
Instructor:
Test Score:
Hours: 100
Cost: 50.0000
Certification Earned: Ne
Notes:

3. My Payroll

3.1 Pay Statements

Provides immediate access to view
and/or print your pay statements.

My Pary Statremonts.

Atlated Lks | Export | Actioss § Cussck Fite

To Display and Print a selected Pay

= - e Statement, you will right click on the
e selected record and execute the
oy " = "Display Pay Statement" action.
‘:- -:: z S |'® Display Pay Statement I

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 20
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STARELCKS
STARELCKS

100 ALUNSTRITT
WUNTINGTON, €4 82088

3.2 W-4 Form

Self Service
W4 Form (244567892-VALIANT CORPORATE)-895909049

| s warermForm
Audit
Map
2 System Attributes
Attachments
Audit Trail

User Notes

02/05/2014

. THREE AND 22/ 100

ENEER ATEEAET

CHECK DATE
TRITIRE!

PAY THIS AMOUNT

[Ty

Federal EIN:

Ssnum:
Version Date:
~ | Employee

First Name:

Middle Initial:

Last Name:

4| Address

Address 1:
Address 2:
City:
State:

Zip:

+| Details

‘W 4 Status:

Total Allowance:
Additional Amount:
Claim Exemption:

Employee Signature Date:

Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved

244567852-VALIANT CORPORATE

Y006 XX-2049 show | @

04-08-2014

JASON

GERMAN

110 CROSSWAYS PARK DRIVE

SAN FRANCISCO
CA

98798

Married
2

0

No

04-08-2014

This will launch the PDF viewer dialog
box and present the selected Pay
Statement

Options on the top right of the dialog
box will allow user to print or
download the selected statement.

Note: No downloads or plug ins are
required

Form W4 allows you to view existing
W-4 forms on file with your employer.

Page | 21
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4. My Annual Statements

4.1 Annual Summary

S Provides an annual summary reporting
Annual Statements of Wages, Withholding and Benefits for
a given tax year.

elated Links

| Annual Statements Tax Year
2013
@ Display Tax Form

Tax Year #
[ 213 ®  annualsummary Form W2 (US)

Clear Filter

Form Type

Form W2 (US)

To Display and Print the Annual
Summary, you will right click on the
Annual Summary ~ selected record and execute the

' Tox Year: 2013 “Annual Summary” action.

Espleyie E 7 Empleywr CORPORATE
2 ST

[rer— ®

Secial Security No. (353 11 Fundiral Employwe ID X, (FEIN)
Contact

Summary Covers Jamiary 1, 2013 through December 31, 2013

Wages, Withholding & Benefits
- s T—
- —— P
Federal

e

o Provides you with access to view and /
seltservice or print annual tax forms including the
si et it e TOrmeinstructions.

VALLANT CORPORATE

g 013 Formwz (US) VALLANT CORPORATE. us H
© oispiny e rom

e - S To Display and Print a selected Tax
© owmrmuren vinrewan TR Form, you will right click on the selected

record and execute the “Display Tax
Form” action.

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 22
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Note: For Tax Forms prior to 2012 you
will need to contact your Administrator.
You may use the Annual Summary
report for reporting on annual tax
information.

Page 2 of the form will include the Form

Naotiete Emplopre.
Dopouha & B Bl FarmiW e b e
wumeybe iy (8541 correct sy s, S5N, e ey armount s seported o the S5A0n
ekt 2 X Fotrri-2 Be 3ure by et pous copies of FormiW- B by ey k.
e 201 3N ae
——— S TS i M- sy e, you s a1k ors
Mo wihous ¢ s conc remcand ay g U0 7311
Vs rch amp by chicken s e valic v ol securky ruamoen HNIL ou ous b ey it ot wems sccions Uy o
tyou
- aninrestaperd  employmh 13, uning coce D0, of
mtuten. for e
e Pub 556 ot Ay B rot sanable.
mbunded b yow, bet aaly F you Sl e et then
ey e el g It RFTA;
e, s0e P 517, s iy b bl 1 el e s the e gl pous eckeral et W o
st gy Workers. [
Carmctions.H Rrrp— LardJared
e e = P, MR timuer fa.
Tastractinesfor Erapliyen
B L e this o on dhe wagen b of your tam eiam. [ 01 A
e h on the vt irccere L ofa wetion 4114 anngerrers.
B . This amunt muy b mecpsbed 12 e entesecl o Foem 2. See Form 1040 E
Raxi 1458 Mo vamwiger
it shown i B 5, el thel s
Mok e e ared U v § 2001000 section 44 71| el campenustion plan
BarlL L1580 D) See
et U o b e, sy Form YMDrmtnsiors. “AcjuateciGens bncorme i the Frm 1040 i tions o how o edc
Nous st e Foerrd 17, SevinlSocusity ared Meckcie Tanon Urveportee T Irpsrre. J—Hoissable vk pay (normmation on'. o inckajed!in boms 1. 1,01
wuan K- [
peove e
L . rentmabie]
the allxcated b OnFom AL - Mhdicam tax " : fa——
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5. My Time

5.1 Leave Request

e T AT Selecting Leave Request from the Self

Service main page, under the My Time

category, will direct you to a list view of

: all your leave request records. From

e here you can select an existing record or
opt to Create a Leave Request.

Pam i el T metem b | Somng 1- 1of 1
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Self Service
Leave Request

Status

Un submitted
Submitted
Submitted
Approved
Denied

02/05/2014

Options

Submit or Delete
Rescind

Approve or Deny
No Changes

No Changes

Owner
Employee
Employee
Manager

You may request leave within the Self
Service Module. By selecting the
appropriate business unit and Leave
Reason you can then enter a date range
for the duration of the leave request.
The system will alert you if the Leave
type they are requesting is not part of
your earning profile. Once a date range
has been entered you must then select
Create Leave Request.

The next screen will show you the details
of the leave including the following
status values contained within the
headline of the request:

Balance @ Last Payroll - This will show
your balance available at the last check
date.

Status - This will show the current status
of the Leave Request.

Approved Hours - The number of hours
currently approved prior to the next
payroll process.

Pending Approval (Hours) - The number
of hours waiting for Manager Approval.
Available Balance (Hours) - The amount
of Hours that you will be able to now
request.

You may make changes to the hours
requested on a daily basis by selecting
the Daily Time Details. By default the
daily duration is set to 8 hours. You may
modify the hours if a full 8 hour day is
not to be utilized.
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Once you submit the leave request (by
DI selecting Submit from the action menu
or right-clicking on the request from the
list view) your direct manager will
receive an email alert notifying them of
the pending request. At this point your
manager will either approve or deny the
request for leave. You will receive an
alert email with your manager's decision.

You may delete un-submitted requests
and rescind your submitted requests
until they are approved or denied. Any
action required after this must be
addressed directly with your manager as
per the company's policy for leave
request changes after approval.

You may create multiple leave requests
as long as they do not exceed the
Available Balance that is set by the
accrual policy established within the
payroll module.

5.2 Schedule

My Ainiaal Hatements My Payrol

To access your Schedule, you can either
select Schedule from the Self Service
main page, under the My Time category
o or simply click on the “My Schedule”
action from the Main Self Service menu.
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From the Schedule list view results, you
can easily see your work schedule by
week ending and work location. The
results of this view will be defaulted to
your current weeks schedule and can be
easily filtered by week ending period -
current week, last week, next week and
so on. You also have the ability to filter
by business unit if the schedule spans
multiple business units. Selecting one
row will show you the specific details
for that single work location and week
ending period. The same sorting and
column filtering is available similar to
the other lists. The export option allows
... you to export the schedule to another
»»»»»»» - — format if desired.

6. Resources

The Resource module of the portal
includes 5 Payroll Paycheck
Calculators including (Paycheck,
Gross Up, 401K Planner, Tip Tax and
Dual Scenario Calculators) to assist
you in better understanding your
paycheck and for planning payroll
withholding changes.
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Selecting one of the five calculators

Paycheck Calculator VALIANT will prompt a corresponding dialog
e Paycheck Calculator box with both a descriptive overview
Estimates take home pay based on up to six different pay rates.
Calculsson basedon: Taxvear| 2014 v | For| NewYork - Of the Calculator on the |eft and the
Instructions: Chck an item’s name 1or help on contents.

Rates forms actual calculator tool on the right.
Use 2 * | rate(s) for my paycheck
BaRate®1 b Howrs |
PayRatesz b Hours o
General Information
Giags Pa I Pt Pay Petiad ¥
Gross Salan YID I fogtonal

| Once all information necessary has
wam been entered into the calculator you
can select to “Calculate” or “Clear” to
re-enter information.

i Calculate |i Clear |

Medicane

Once the computed results are

VALIANT displayed you may choose to enter

“New Calculation” or “Print".

Paycheck Calculator
Estimates take home pay based on up to six different pay rates.

New Calculation

Weekly Gross Pay $510.00 Tax Year 2014 Redirects you back to Calculator to
Federal Withholding $61.28 Gross Pay $510.00 .
Social Security 53162 Pay Frequency Weekly review and /or enter new
Medicare 5740 Federal Filing Status Single information to CalCUIate
New York §17.72 # of Federal Exemptions 0
NY SD1 $0.60 Additional Federal W/H $0.00
State Mew York
HNet Pay $391.38 Filing status Single
Allowances 0
Additional State WIH 50.00
NY SDI Yes
NYC Allowgnces 0
| New Calculation [ Print Options |

POWERED BY
DG\J.E\.:’]GCRCITV'

Csloulator ©1353-2014 Symmetry Software. Fowered by FaycheckCiny.

Important Information: The calculator that is provided on this web site is only meant to
provide genersl guidance and estimates sbout the payroll process. It should not be relisd
upon to calculste exact taxes, payroll or other financisl dsta. It may not match your Valiant
reziilts prarizely and = nnt intended tn nrovide tay ar leaal adviee Yoo shaold sansolt with

Print Options
Printing Options

Calculation Results and Settings
LEMIEW, This report prints the settings used for this calculation as

well as the earnings information.

NOTE: You must have the Adobe® Acrobat® Reader 4.0 or higher properly
installed on your computer in order to view and print forms/checks from this
website. Mote thatthe we cannot offer technical support for Adobe® Acrobat
software. If you do not have this software, click this box to download a free
copy.

et ’
ADDBE® READER

02/05/2014 Confidential | © 2014 Valiant Solutions, Inc. All Rights Reserved Page | 27



VALIANT

=] e e e Prompts to Preview the calculated
Eomings [ Comet Core | results and select to print or
Groas Pay S510.00 | £26,520.00
e ZI:% D download.
Medicare 7.40| 38480
W T s
Tt Pay ) 20,3516
7. Support

Please contact your employer for additional support or guidance on the Self Service Portal.
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