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How to use HRIS
Access and Login

1. From Work — Access CityTalk and click HRIS or use the URL http:/hris.

URL www.ci.minneapolis.mn.us/HRIS

From Home — use the

2. Atthe sign in page, enter your User ID (Employee Number e.g., 099999) found on your badge

or paycheck and/or Benefit Enrollment Form.

3. Enter your Password (last 4 digits of your social security number). You MUST change your
password the first time you login to maximize data security.

HRIS Password Reset Configuration

Before you can reset your password from the Sign In page of HRIS, you will need to complete a one-
time configuration. During this configuration, you will define a security question with a response and

verify your email.
1. Click the Employee Self Service tab

“ Emplovee Self Service ||

2. Click the My System Profile link

My System Profile sfe—
Change your email addres= and password

rezet questions.

3. Verify your email address.

Chanage or set up forgotten passwaord help

Customize | Eind | View All | g

First E' 10f1 E| Last

Primary Email ) )
Account Email Type Email Address
Business R |FH3me.Lname@minneapalismn.g-j'v'|

Note: If the email address is not correct or missing, enter the correct email address. DO NOT
enter a non-City email address. If you do not know your City email address, contact the 1T

Service Desk (1-800-262-3112).

Click the Change or set up forgotten password help link.
Select a question from the dropdown menu, enter the response, and then click OK.

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you.

Question: | "Whatis vour favorite food?

Select from the list of guestions.

Response; |£3h-30-:|late |

OK ‘.+ Cancel ]

1

6. Click Save ( & Save ). You will now be able to reset your own password if necessary.



http://www.ci.minneapolis.mn.us/HRIS
mailto:comtechsupport@unisys.com?subject=HRIS%20Password%20Reset
mailto:comtechsupport@unisys.com?subject=HRIS%20Password%20Reset

Reset your HRIS password (forgotten password)

If you have forgotten your HRIS password, you can reset it from the HRIS Sign In page. Please note
you must have completed the one-time password reset configuration process to use password
reset (see HRIS Password Reset Configuration above).

1. Click on Forgot your password on the HRIS Sign In page.

User Dy 056451

Password:

-—h- Forgot vour password?

NOTE: If you lock your HRIS account by attempting to login too many times with the wrong
password, you need to contact the IT Service Desk (1-800-262-3112) to unlock your account.

2. Enter your User ID on the Forgot My Password page and click Continue.
Forgot My Password

If you have forgotten your password, or your passwoerd has expired,
you can have a new password emailed to you.

Enter your User ID helow. This will be used to find your profile, in order to authenticate you.

User ID: ||_

Continue K_—

3. Type the response to your security question and click Email New Password.

FPlease answer the following question below for user validation.

Question: VWhat is your favarite food?

Response: ||_

Email Mew Passwaord K—

NOTE: If you do not remember the response to your security question, contact the IT Service
Desk (1-800-262-3112).

4. Close (E9) the Password Emailed confirmation window and open Outlook (or Webmail if you are
not logged into the City network).

e Forgot My Password - Microsoft Internet Explorer provided by Ci... Q@@

@._ ye | m. v [+ x| 2]
© Fle Edt View Favartes Tools  Help

@Convert - [ select

0 m E-mail
Microsaft Cutlook

Esnaar B &
Fr Favoritss | @ Forgot My Passward |
Ll e OR
Password Emailed L ) .
) - Log in to Webmail
V Your password has been emailed | _g



mailto:comtechsupport@unisys.com?subject=HRIS%20Password%20Reset
mailto:comtechsupport@unisys.com?subject=HRIS%20Password%20Reset
mailto:comtechsupport@unisys.com?subject=HRIS%20Password%20Reset
http://www.minneapolismn.gov/webmail

5. Locate your HRIS Password Reset email (it will be from HRIS), copy (or write down) your new
password and click the link provided for HRIS.

HRIS Password Reset

HRIS
Thu 12/13/2012 3:31 AM
Gross, Diane I

Below is your new temporary password for HPQA.

1— Copy your password (or write it down)

. P Click this link to
Use this link to log back into HRIS: hitos://hris.ci.minneapolis.mn.us/psp/hris/signon.ntm| ef— access HRIS

This process will not unlock your account if it has been locked out. If your account is locked you need to contact the IT Service
Desk at {1-800-262-3112) to have your account unlocked.

Do not respond to this email.

6. Sign into HRIS using your temporary password (if you copied your password, you can paste it
into the password box).

7. You will be forced to change your password upon login. Provide your birthdate and then your
current password and your new password. Click Change Password

“Current Password, Temporary Password
“New Password: Mew Fassword
*Confirm Password; Mew Password

Change Password | 4‘—

NOTE: The new password is what you will use to log into HRIS going forward. Please document
your new password for future access to HRIS.

Change your HRIS password

Click the Employee Self Service tab
Click Change My Password link

Type your current password, your birthday (mm/dd/yyyy) and your new choice of password.
. Click the Submit button.

Printing (Paycheck or any other Self Service page)

Mwonop

When you wish to print any page in the HRIS System, use one of the following options:

1. Do not minimize the menu on the left side of the page, go to ‘File’ in the upper left hand corner
of the screen and select ‘Print’ to send the document to your printer of choice.

2. OR, minimize the menu on the left side of the page, use your mouse and click anywhere on the
page. Next, go to ‘File’ in the upper left hand corner of the screen and select ‘Print’ sending the
document to your printer of choice.




Sign Out

After you finish using the Self Service functions, remember to sign out by selecting the highlighted Sign
Out in the upper right corner of any page. Once you are signed out, you can close your Internet
browser or proceed to a new website.




Personal Information

miz| Personal Information
Review and update vour personal
infarmation.
I=| Perzonal Infarmation Summarsy

The Personal Information Summary page allows you to update your name, address, phone numbers,
emergency contacts, email address, marital status, smoker status and disability status. You can also
view your gender, birthday, military status, hire date and ethnic group. If there is a discrepancy with
any view only item, contact your Department HR/Payroll representative to request correction.

Name Change

Frank M Drown

Change name |

1. Click Employee Self Service tab > Personal Information link > Personal Information Summary
link > Change name button

Enter the effective date of the name change

Select a name format if other than English

Click on Edit Name link to access the name change box
Enter your name details

Click OK to receive confirmation of your change

Review your changes and click Submit

© N o 0 s~ WD

Click Return to Personal Information at the bottom of your page to process additional
transactions




Home/Mailing Address Change

Address

Tvoe Status As OF Country Address

123 City Way
Harme Current 0450111986 LISA Minneapolis, MN 55405
Mailing  Current 04/01/1886 Ugs 29 ityWay

Minneapolis, MM 55406

Change homefmailing addresses

1. Click Employee Self Service tab > Personal Information link > Personal Information Summary
link > Change Home/Mailing Addresses button

Click Edit button to change your Home and/or Mailing address
Enter your address change details

Enter the effective date for the change or use the calendar option to select a date. Note: If you
do not provide an effective date of the change, today’s date will default. You can select a future
date, if necessary.

Click Save
Click OK

Click Return to Personal Information at the bottom of your page to process additional
transactions

Note: If you are unable to access paycheck data online and are receiving a check advice or actual
paycheck in the mail, Central Payroll should be notified of any special mailing address requirements.
Only Central Payroll (612-673-3266) can redirect paycheck information to a mailing address.

Phone Number Change

Phone Numbers

Phone Type Phone Number Extension Preferred
Harme B12i555-4455

Change phone numbers |

1. Click Employee Self Service tab > Personal Information link > Personal Information Summary
link > Change Phone Numbers button

2. Change, delete or add phone number(s). Note: When adding a hew phone number, you cannot
have two phone numbers of the same ‘Phone Type’ and you should indicate one of the phone
numbers as your ‘Primary Phone’ number.

3. Click Save to receive a confirmation of your change
Click OK

Click Return to Personal Information at the bottom of your page to process additional
transactions




Emergency Contacts

Emergency Contacts

Hame Relationship to Employee Primary Contact

Mancy Johnson Mather

Change emergency contacts

1. Click Employee Self Service tab > Personal Information link > Personal Information Summary

link > Change Emergency Contacts

Click to appropriate button to edit, delete or add an emergency contact.
Enter the appropriate details to the open fields

Click Save to receive a confirmation of your change

Click OK

Click Return to Personal Information at the bottom of your page to process additional
transactions

Email Address

Email Addresses

o gk wb

Email Type Email Address Preferred
Business fraining@ci.minneapolis.mn.us

Change email addresses |

1. Click Employee Self Service tab > Personal Information link > Personal Information Summary

link > Change Email Addresses button

2. Change, delete or add email addresses. Note: The Business email address is maintained by

the City and cannot be changed by you.

Enter the appropriate details.

Click Save to receive a confirmation of your change
Click OK

Click Return to Personal Information at the bottom of your page to process additional
transactions

o g b~ w




Marital Status

Marital Status

Marital Status: Married As of:  0401/1 986

Change marital status |

1.

Click Employee Self Service tab > Personal Information link > Personal Information Summary
link > Change Marital Status button

Enter the effective date (or use the calendar icon) for the change to your marital status Note: If
your status change date is before your Hire date the status change will be effective ‘as of Hire’.

Click the drop down list to the right of the marital status box to select the appropriate category
for the change.

Click Submit to receive a confirmation of your change
Click OK

Click Return to Personal Information at the bottom of your page to process additional
transactions

Note: This change is a request to HRIS Staff to officially change your marital status online. The
request is reviewed for Benefit plan impact prior to updating your system data. You will receive a
benefit plan enrollment/change form, along with a request for either a copy of your marriage certificate
or your divorce decree. Benefit plan enrollments cannot be changed until the completed forms and
legal documents are received in the Benefits office of Human Resources.

Smoker Status

Smoker Status

Change smoker status |

smoker: NOn Smoker  <f—

1.

Click Employee Self Service tab > Personal Information link > Personal Information
Summary link > Change Smoker Status button. It is important that the correct status be
recorded online if you are enrolled in the Optional Life plan. Smoker rates are slightly higher per
$1000 of coverage. However, in the event of a death directly related to smoking and the
smoker status online is not correct, claim payment may be affected.

You will find the Smoker field blank for the default of non smoker. However, you can make it
look like the example above.

Click on the Change smoker status button. Check the smoker status box on and save. The
system will tell you that the SAVE was successful.

Click on the Return to Personal Information button at the bottom of your page to process the
transaction and the Smoker: field will now reflect Smoker (correct status if you are a smoker).

Go through the procedure again if you are a non-smoker. Once you get to the smoker box,
‘unclick’ it and save. After the SAVE is successful, return to the Personal Information page
and you will see that it now says Non Smoker.




Disability Status

Disability Status

Disabled Status: Mot Disabled
Change disahility status \

1. Click Employee Self Service tab > Personal Information link > Personal Information Summary
link > Change Disability Status button

2. Your current disability status will be stated on the page. Change the listed status by clicking in
the check box

Click Save to receive a confirmation of your change
Click OK

Click Return to Personal Information at the bottom of your page to process additional
transactions

Ethnicity

Ethnic Groups

The employeris subjectto certain governmental recordkeeping and reporing requirements for the
administration of civil rights laws and regulations. In arder to comply with these laws, the employer
inwites employees to voluntarily self-identify their race ar ethnicity. Submission of this infarmation is
waluntary and refusal to provide itwill not subject yau to any adverse treatment. The infarmatian
obtained will he kept confidential and may anly he used in accordance with the provisions of
applicable laws, executive arders, and regulations, including those that reguire the infarmation to he
summatized and reported to the federal government for civil rights enfarcement. When reported, data
will naot identify any specific individual.

Ethnic Group Primal
Asian ¥
White

| Add an Ethnic Group

Save

1. Click Employee Self Service tab > Personal Information link >Personal Information Summary
link

2. Your current ethnicity will be stated on the page. You can change or ‘Add’ to your current
ethnicity by clicking the ‘Add an Ethnic Group’ button and the drop down to view and select an
additional ethnicity. You can continue this process and select as many as applies.

Click in the Primary box to the right of the ethnicity that would be your Primary ethnicity.
4. Click Save to receive a confirmation, Click OK and then click Personal Information.




Education and Qualifications

ﬁhdﬂl Education and Cualifications
‘qﬁ?).ﬂ.dd or reviesy infarmation relsted 1o your

education and other gualifictions including
languages, licenszes and cerificates, and
memberzhips, honors and awards.
=] Education
=l Licenses and Cerificates
=l Languages

2 hare...

This Self Service page allows you to navigate to ‘Education and Qualification’ data so you can update
your Education, Licenses & Certificates, Languages, Honors & Awards and Memberships. This
information will enhance your qualifications for job opportunities at the City or one of its
Boards/Agencies.

Education

Education

Education Detail

‘Degree: Q
Major: Q
Country: Usa |Gy

School: 2 other
Has this degree been completed? Mo b

Date Acquired: E‘J (example: 12031 120007

*Reguired Field
Save

Eeturn to Education

1.

2
3
4,
5
6

Click Employee Self Service tab > Education and Qualifications link > Education
Click on the ‘Add a Degree’ button

Select your Degree from the list to the right Q
Select your major from the list to the right Q
Country defaults to ‘USA’ but if that is incorrect, select from the list Q

Select the School name from the list to the right Q if you are unable to locate your school in
the list provided, type the name of the school in the Other field.

Answer the question using the drop down list
Insert the date degree was completed. ‘Do NOT enter a future date’
Click on SAVE and then Return to Education

10




Licenses and Certificates

Licenses and Certificates

License/Certificate Detail

Mote; Driver's licenses, commercial driver's licenses and endarsements should NOT be entered
here. Please provide a copy ofyour driver's license to your HR Representative as they must record
thig infarmation in HRIS.

‘License or Cerntificate: | Q
Issue Date: Eﬂ (example: 1253142000)
Expiration Date: 1 [Earmple: 12631 52000]

License Number:

Issued By:

Country: UsA |

State / Province: Q
‘Renewal in Progress: Ma b

* Required Field
Save

Return to Licenses and Cetificates

© ©® N o g > w NP

=
o

Click Employee Self Service tab > Education and Qualifications > Licenses and Certificates
Click on the ‘Add a License/Certificate’ button

Insert the ‘Issue Date’

Insert the ‘Expiration Date’

Type in the License Number

Type in ‘Issued by’

Country defaults to USA, but incorrect, select appropriate country from drop down Q‘

Select State or Province of issue from list Q

Select ‘yes or no’ for Renewal in Progress

. Click SAVE, then return to Licenses and Certificates and Self Service

NOTE: Do not use the Licenses/Certification self service page to record or enter driver’s
license information. All driver’s license information, including CDL’s and endorsements, must
be verified and recorded by a Department HRIS Administrator.

11




Languages

Languages
Language Detail

‘Language: _ b
Speaking Proficiency: b
Reading Proficiency: B
Writing Proficiency: b
Is this your native language? Mo i
Are you able to translate this language imo Mo w

your native language?

Are you able to teach in this language?

Save

* Required Field

Feturn to Languages

1. Click Employee Self Service tab > Education and Qualifications > Languages
Click on the ‘Add a Language’ button

Select a language from the drop down list

Select ‘speaking proficiency’ from the drop down list

Select ‘reading proficiency’ from the drop down list

Select ‘writing proficiency’ from the drop down list

Answer ‘yes or no’; Is this your native language?

Answer ‘yes or no’, Are you able to translate this language into your native language?

© ©® N o O k wDd

Answer ‘yes or no’, Are you able to teach in this language?
10. Click SAVE, then return to Languages and Self Service

12




Honors & Awards

Honors and Awards
Honor/Award Detail

“Honor or Award: Q
Presemted By:

Issue Date: Eﬂ Cexample: 12031 20007

Save

* Required Field

Return to Honars and Awards

1. Click Employee Self Service tab > Education and Qualifications > Honors and Awards

2. Click on the ‘Add an Honor/Award’ button

3. Select an Honor or Award from the list Q

4. Type in ‘Presented by’

5. Insert the ‘Issue Date’

6. Click SAVE, then return to Honors and Awards and Self Service

Memberships

Memberships

Membership Detail

*Orgamization: Q
Mandate / Activity:

Position / Role:

Membership Date: £ [e=ample: 1203120000
Begin Date: EU [example: 12£31/2000)
End Date: EJ [example: 12531/2000)

* Required Field

Save

Return to Memberships

Click Employee Self Service tab > Education and Qualifications > Memberships
2. Click on the ‘Add a Membership’ button
Q,

Select an organization from the list

4. List the mandate/activity or membership subject, e.g., Human Rights, Language Translation,
etc.

Insert the ‘Begin Date’
Insert the ‘End Date’
Click SAVE, then return to Memberships and Self Service

13




Payroll and

Payroll and Compensation CO m p e n S at| O n

Review your pay and compensation histary . Update your direct deposit and
ather deduction ar cortribution information.

=] igw Paycheck

“Yolurtary Deductions

Direct Deposit
2 hore. ..

View Paycheck

You can view a copy of your current or a prior paycheck or direct deposit advice.

P w0 NP

Click Employee Self Service tab > Payroll and Compensation link > View Paycheck link
If you wish to see a prior paycheck, click on ‘View a Different Paycheck”
Click the Pay Period End Date you wish to view from the resulting list

You can print a copy of your check for your home records, or you can access the information
from anywhere that you have an internet connection. Sick, vacation and comp time balances
will appear at the bottom of your online check.

Voluntary Deductions

This page is used during the charitable campaign season, or at any other time of the year, to manage
your charitable contributions. Your current charitable deductions will be listed on the opening page.

1.
2.
3.

4.
5.

Click Employee Self Service tab > Payroll and Compensation link > Voluntary Deductions link.
Click on Add Deduction to set up a new charitable deduction.

Select a Charitable Organization by clicking on the magnifying glass for list of participation
Federations.

Enter either the biweekly or lump sum amount which will be withdrawn from each paycheck.

Select deduction start date: Next January (new campaign year) or the Next Paycheck.

Note: All deductions for Next January will automatically stop at the end of the 2010 calendar year.
If you select Next Paycheck, Every Period the deduction will stop at the end of 2010. If you select a
Single Pay Period the deduction will occur only one time.

6.
7.

9.

Select either Every Pay Period or one Single lump sum Period.

SAVE when complete and a Confirmation page will appear. Click OK to finalize and return to
the Voluntary Deductions page.

To select a specific Organization within the Federation Click on the Agency icon. Then type in
one of the agencies and the gift amount. Click the + to insert up to three additional rows.

Click OK to confirm. Print a copy of your original election page for income tax filing.

If you want to cancel your election prior to the start of the deduction, return to the Voluntary Deduction
Page and click on the yellow delete button. Contact Central Payroll in writing to cancel a charitable
deduction during the year.

14
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Direct Deposit

Entering direct deposit information allows HRIS to automatically deposit your paycheck into your bank
account(s). The account information you enter must match the transit number and account number
provided to you by your financial institution or found at the bottom of your personal checks. When
using Direct Deposit, your entire paycheck must be deposited in one or more accounts. You cannot
deposit part of your check using direct deposit and receive the remainder as a physical paycheck. All

changes are tested through the Federal Reserve before they are implemented and become permanent.
Your change may not actually occur for one or two pay cycles.

1.
2.

Click Employee Self Service tab > Payroll and Compensation link > Direct Deposit link

The Direct Deposit web page will list your current account(s) if you are already enrolled. A new
enrollee’s only option is to click on the ‘Add Account’ button. Current enrollees can select any
one of the following buttons:

a.
b.

C.

Edit: Change an existing account. Takes you to the Change Direct Deposit page
Delete: Remove an existing account.
Add Account: Enter a new account. Takes you to the Add Direct Deposit page

The Add/Change Direct Deposit page is used to enter your bank account(s) information.
Following is a brief description of each of the fields on this web page:

a.
b.

Account Type: ‘Checking’ or ‘Savings’ account.

Deposit Type: ‘Amount’ can be selected to deposit a set dollar amount of your net pay;
‘Percent’ can be selected to deposit a percentage of your net pay; ‘Balance’ is used to
deposit the remaining net balance of your check after other deposits are taken from net
pay. ‘Balance’ must always be selected for the lowest priority entry.

Amount/Percent: Based on your ‘Deposit Type’ selection, enter a dollar amount or a
percentage number. Do not enter decimal points, $ or %. If you chose ‘Balance’, leave
this field blank.

Routing Number: Your bank’s Routing (or Transit) number available on your personal
checks. Click View the check example link to locate the correct number on your check.

Account Number: Your account number available on your personal checks. Click View
the check example link to locate the correct number on your check. Note: Do not enter
spaces between groupings.

Deposit Order: When depositing amounts to multiple accounts, each line must have a
different priority number. Priority determines the order in which the deposits are
processed (e.g., 1,2,3...999). You MUST have a single line with a Deposit Type of
‘Balance’. This is the account where the remainder of your paycheck, after all other
deposits are calculated, will be deposited. The ‘Balance’ line will automatically default to
999.

Save: Takes you to a Confirmation page. From the Confirmation page, click OK to
finalize and return to the Account Overview page.

16




Direct Deposit Examples

100% of check going to one account

Account Routing Number Account Number  Deposit Type Anmit/Pct Deposit

Tvpe Order

Savings 291074308 1223334444 Balance 8494 Edit | Delete |
Add Account |

50% of your check going to account 1 and 50% of your check going to account 2

Direct Deposit Detail

Account Bouting Number Account Number  Deposit Type AmtPct Deposit

Type Order

Checking 291070001 999959999 Fercent 50% 1 Edit | Delete |

Savings 291074308 1223334444 Balance 9495 Edit | Delete |
Add Account

30% of check going to account 1, 30% to account 2 and 40% to account 3

Account Routing Number Account Number  Deposit Type Anmt/Pct Deposit

Tvpe Order

Savings 291070004 £8E88E8E88 Percent 30% 1 Edit | Delete |

Checking 291070001 HO59595499 Fercent 0% 2 Edit | Delete |

Savings 291074308 1223334444 Balance 8494 Edit | Delete |
Add Account

$125.00 in account 1 and the rest of your check in account 2

Account Routing Number Account Number  Deposit Type Ant/Pct Deposit

Tvpe Order

Savings 291070001 £8E5888888 Amoaunt 5125 1 Edit | Delete |

Savings 291074308 1223334444 Balance 8494 Edit | Dielete |
Add Account




W-4 Tax Info

This page provides a review of your current ‘Tax Address’ and claimed exemptions for payroll tax
calculation. W4 Changes made through self service will apply to both Federal and State payroll taxes.

1.
2.

7.
8.
9.

Click Employee Self Service tab > Payroll and Compensation link > W-4 Tax Information link

Change the number of tax allowances you are claiming by changing the number in the
allowances box.

You can specify an additional flat tax amount to be applied against each paycheck.
Change your martial status (FOR TAX PURPOSES ONLY) with the click of a button.

If your last name differs from that shown on your Social Security Card, check the box, and then
contact the Social Security Office at 1-800-772-1213 for a new card.

If you wish to claim exemption from paying taxes for a previous or current tax year, fill in the
appropriate tax year. Read the qualifying statements, and if you satisfy both conditions, check
the ‘Exempt’ box.

Click Submit to save changes.
Enter your password which serves as an electronic signature to legally ‘sign and certify’ your
W-4 tax data.

10. Click OK to finalize and return to the W-4 Tax Information page.

Note: If the address is incorrect, change your home address by using Personal Information > Home
& Mailing Address. Changes to your W-4 election will apply to both your Federal and State
payroll taxes.

W-2 Reissue
1. Click Employee Self Service tab > Payroll and Compensation link > W-2 Reissue Request link
2. Enter the ‘Required Tax Year’
3. Select where you wish the W2 to be mailed from the drop down delivery list
4. Click Submit
5. Click OK to finalize your request and return to the W-2 Reissue Request page. Central Payroll

will process your request and send you the W-2.

Note: If your tax address is incorrect, you can change your home address by using Personal
Information > Home & Mailing Address.

18




Benefits

I"‘fl Benefits

Reviews health, insurance, savings, pension or ather benefits information.
Feview and updste dependent and beneficiary personal information.

Benefits Information
Dependents and Beneficiaries

Benefits Summary
I Mare...

View Health Care Benefits

1.

Click Employee Self Service tab > Benefits link > Benefits Information link > Health Care
Summary link

Type an ‘as of date’ to view your Health Care Benefits
Click Go

You will be provided with a list of enroliments in effect as of the date provided. Each benefit
plan type will be listed, along with a description of the plan and coverage level.

Click Medical or Dental links to view more complete information. The highlighted ‘benefit plan
name’ can also be a ‘link’ to the provider's website, where you can locate a physician or clinic by
location or specialty and view claims in process or paid.

To return to the City’s Employee Self Service, close out each provider website by clicking on
the ‘X’ in the upper right-hand corner of the screen.

When you are on the Health Care Summary page, you can click on the Dependent Health
Care Summary link at the bottom of the page to view enrolled dependents. If you click on the
highlighted dependent name you will see a Summary of their personal data. Click on Return to
Health Care Dependent Summary to return.

Flexible Spending Accounts

1.

Click Employee Self Service tab > Benefits link > Benefits Information link > Flexible Spending
Accounts link

On the Self Service Flexible Spending account page, enter an ‘as of’ date to view your annual
election for that year

Click Go

Click Benefits Summary link at bottom of the page to return to process additional transactions
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Dependent/Beneficiary Personal Information

This page contains a list of all your dependents and beneficiaries.

» w D

Click Employee Self Service tab > Benefits link > Dependent/Beneficiary Info link

Click on their highlighted hame to access more details about that individual.

If you wish to update the information, click Edit button at the bottom of the page.

Do Not marks Dependent as a ‘Student’ unless they are 19 yrs. old and going to school.

You cannot delete previous dependents/beneficiaries from your total listing. They are part of
your history. You CAN change life insurance beneficiaries and percentages every day and,
based on a qualifying event, enroll or delete dependents as warranted by the type of change in
your status.

Dependents/Beneficiaries

1.
2.

3.

4.

Click Employee Self Service tab > Benefits link > Dependents and Beneficiaries link

To view all dependents and their plan participation, click the Dependent/Beneficiary Coverage
link, enter an ‘as of’ date and click Go. (Use menu on left to return to Dependent/Beneficiaries)

To view all dependents and their Medical and Dental coverage, click Health Care Dependent
Summary link, enter an ‘as of date and click Go. (Use menu on left to return to
Dependent/Beneficiaries)

To view your Life Insurance beneficiaries and corresponding percentages, click Insurance
Beneficiary Summary, enter an ‘as of’ date and click Go. (Use menu on left to return to
Dependent/Beneficiaries)

Clicking on the highlighted Dependent/Beneficiary name will take you to their personal
information page, where you can EDIT the data.

Insurance Summary

P w0 NP

Click Employee Self Service tab > Benefits link > Insurance Summary link
Enter an ‘as of’ date
Click Go to view your participation in the Life and Long Term Disability plans.

Clicking on the highlighted plan name will ‘link’ you to the City’s Citytalk > Benefits website
where you can find more detail about each plan.

If you wish to change your life insurance beneficiaries, click on Insurance Beneficiary
Summary at the bottom of this page. You will be able to EDIT your beneficiaries and their
percentages or amounts.
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Benefits Summary

Click Employee Self Service tab > Benefits link > Benefits Summary link
Enter an ‘as of’ date

Click Go to view your Health Care, Life, Disability, Flexible Spending, Leave and Pension Plan
participation.

4. At the bottom of the page is a highlighted ‘link’ to Enroll in Benefits. If you click on this link you
will be able to see if there are any ‘enrollment events’ open for you. If there are no events open,
you cannot change any current plan enroliments.

Benefits Enroliment

Click Employee Self Service tab > Benefits link > Benefits Enroliment link

2. If you are recently eligible or have experienced a Family Status Change event, you may have an
open ‘enrollment event’, which will appear under the heading Open Benefit Related Events.

3. To begin the enrollment process, click LTS go to a general information page in your event.

4. To open the event, click the button. This will open the event that will provide instructions
to follow when making your selections.

5. Click on the EDIT button next to each plan, as follows:
HEALTH CARE

Click ‘Edit’ MEDICAL to view current coverage and other available plans. Use the outside
scroll to view the entire page and all available options. Once you have selected a plan, click the
button to the left of the plan and scroll down to view, enroll and/or delete dependents. If you
wish to enroll dependents in FAMILY coverage, you MUST click the box to the right of each
dependent. If you do not enroll any dependent(s), the system will automatically enroll you in
‘single’ coverage. If you wish to ‘Waive’ medical coverage, click the ‘Waive’ button at the end
of the list of plans.

The Definition of Dependent Children

e Adult children under age 26, and
e Disabled children of any age who are chiefly dependent upon the employee

Adding a Dependent

Click on the ‘Add/Review Dependent/Benefit’ bar to add or change dependent data. Review
the dependent/beneficiary data. If you wish to make a change or add a new person, click on the
Add/Change button. Review and complete all available fields for each dependent. After
completing the new dependent/beneficiary information, SAVE. Return to Enrollment
Dependent/Beneficiary Summary highlighted at the bottom of the page. Then Return to
Event Selection at the bottom of that page. Go to the bottom of the Medical Plan page to
complete the enrollment process.

If you are enrolling in the Elect or Essential Network, you must enter a Primary Care Clinic
Number for each listed plan enrollee. You do not need to select a Primary Care Clinic if you are
enrolling in Medica Choice.

Once you have made your selections, click on M . You will see a Confirmation page
that can be printed on your printer. If you agree with the benefit elections on the Confirmation
page, click OK. You will automatically return to the page of plan types available to you at this

time.
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DENTAL

Enrollment/change processes for the dental plan are the same as the medical above. Click
‘Edit’ DENTAL button for dental coverage. Review the page for current enroliments for yourself
and eligible dependents. You can access the Delta Dental website by clicking on the blue,
highlighted plan name. The website allows you to search for a Delta dentist by location (you do
not need a PCC Number to enroll in dental), view current dependents covered by your plan
and/or access claim processing information.

LIFE INSURANCE (Basic, Optional and Dependent Life)

Click ‘Edit’ BASIC or OPTIONAL or DEPENDENT LIFE to view current coverage, designated
beneficiaries and any other choices available to you.

e To add a new dependent/beneficiary or to edit a current one, click on the Add/Review
Beneficiaries. Use the outside scroll to view the page. Click on the Add Dependent/
Beneficiary button at the top of the page to enter a new dependent or beneficiary.

e To edit current dependent/beneficiary information, click on the highlighted name. After
completing the changes or additions, click on the SAVE button. Click on Return to Event
Selection at the bottom of the page.

e To adjust the Beneficiary percentages for each dependent, note that current elections are
listed in the 3" column. You can replace/change those choices in the 5" column, titled “New
Primary Allocation”.

Once you have made all of your changes, click _contnee |y oy will see a Confirmation page that
can be printed on your local printer. If you agree with the choices, click OK and you will return
to the page of plan types available to you. If you wish to know more about the City’s Basic and
Optional Life plans and/or print out blank enrollment/change forms, click on the blue, highlighted
plan name and link to the City’s Benefit Website.

SICK, VACATION, DISABILITY & PENSION

The Sick Leave, Vacation Leave, Disability and Pension plans cannot be changed. There is no
EDIT button next to these plans.

FLEXIBLE HEALTH CARE AND DEPENDENT DAY CARE SPENDING ACCOUNT

Click ‘Edit’ HEALTH CARE SPENDING ACCOUNT or DEPENDENT DAY CARE SPENDING
ACCOUNT to view or enroll for the first time. Follow online instructions, click in the round
button next to the plan name. Enter an annual elected amount. A ‘link’ to the Worksheet will
appear. Click on the highlighted Worksheet to see the calculated biweekly deduction that will
occur based on remaining calendar year pay periods. A new enrollment in either spending
account MUST be done through the City’s Self Service or via paper enroliment forms forwarded
by the Benefit office and your Department.

Once you have made your election, click_coinee | you will see a Confirmation page that can be
printed on your local printer. If you agree with the Confirmation page, click OK and you will
return to the page of plan types available to you.

A change during the year is allowed only if you experience a qualifying event, e.g. marriage,
birth/adoption of child, death of a dependent and divorce (decree must be provided to Benefit
office) and MUST be done through the Benefit office via enrollment forms. The change to your
spending account must be completed within 30 days of the event.
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View Job Postings

Please see the City of Minneapolis Jobs on the City of Minneapolis website.

23



http://www.minneapolismn.gov/jobs/index.htm

Learning and Development (Training)
Accessing Learning and Development

From the HRIS Self Service main menu, click on the below link found on the left-hand side of your Self
Service page. You can view your learning history with the City, any current enrollments and in-
progress activities and programs. You can also search the learning catalog by description, browse the
catalog using subject-based categories and add supplemental learning — completed outside of the
City’s internal learning catalog.

HRIS Learning Management

m Learning and Developrnent
: EE Click on this link to view learning records and enrall in any available
Citywide or Department specific learning activities.

2 Base Harviotion Paiee - Microsoll Internet Explorer provided by City of Minaeapslis
Fle Edt  Yew Fgeortes Jook  Hel

Qo - O W B G Prws Grreme @3- 5 - JE S

My Learning
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retBATE raied, PrOgrant A, M ashadlh ] S D aering ety by U daiphon o cihar U] orartn B laaering eatalog using sutpsct Bssedt cataginins
uaing sebscled fiter options. sslection crteria. 3 ncategenes

£ Sunpenmsaal Leasning
=) R tir et Copietod i e e
catiey

Exiting Learning and Development

To exit Learning and Development and return back to the main HRIS Self Service page, click & in the
upper right had corner of your internet browser. This will close this browser window and return you to
HRIS Self Service.

To exit HRIS Self Service, click =@naut’ on the right-hand side of the menu bar.

3 Employee facing registiy content - Microsoft nternet Explorer pravided by City of Minneapols
ploye % 1egistry. plorer y City P
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- 3 (2 @ " = z @l
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R
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My Learning

M Learning E Search Catalog E Browse Catalog
Vlew oL enrol ord, progress status, and schedule Search the learning catalog by title description or other Browvse the learning catalog using subject-based categories
using selected fiter options™ Cf' k h zelection criteria. and subcategories.

ICK nere

E" Supplemental Learning
Request credit for learning completed outside the learning
catalog.

This page will list your entire learning history with the City including learning that you have already
completed, currently enrolled, or plan to attend in the future.

My City of Minneapolis Learning Summary
My Learning Summary is a list of the activities you are enrolled in or completed and curricula and
cetifications for which you are registered or completed. You can view detailz, progress status, and
schedules by clicking an the name of the activity ar program.
*Fitter Mame: | &1l Learning - Ary Status, Type, Date +| Go| @ Fijlters make it easier!!!
Title Tvpe Status Actlon .
. - Select from the list of
Access 97 - Introduction Classroom Completed available filters to narrow
Breakfast Roundtable for Momt Classroom Completed ) f | .
Getting Your AT Together Classroom Completed your view o y_our earning.
Train the Trainer- Advanced Classroom Completed For'example, if you want
Train the Trainer- The Basics Classroam Completed to V|e_W Only recent
Leadership Developrent Prograrn  Classroom Cormpleted learning, use the “All
Outlook 98 - E-mail Classroom Completed Learning — Within Last
Ethics Classroom Completed Month” filter.
Train the Trainer-Intermediate Classroom Completed
Preventing Harassment Classroom Completed
Ethics - Classroom or Yideo Classroom Completed AllLearning - Any Status, Type, Date
All Learning - Completed
HRIS Staffin Classroom Cornpleted Al Leaming rently Enrolled, In Process...
HESA Classroom Completed All Learning i '|r| Last Month
X All Learnmg Within LastYear
Respect in the Workplace Classroom Completed Supplamental - Continuing Education Only
Health Insurance Classroom Completed Supplemental Only - Al
Search Catalog  Browse Catalog  Reguest Mew Learning
Contact s
Search Catalog
M Learning = Search Catalog = Browse Catalog
Vlew your enroliment record, progress status, and schedule E Search the Iearnin%by title description or other E Brovwese the learning catalog using subject-based categories
using selected fitker options. zelection criteria. = and subcatedories.
Click here

E" Supplemental Learning
Request credit for learning completed outside the learning
catalog.

The Search Catalog feature allows you to easily find learning opportunities using key words or phrases.
For example, you could type “microsoft” to find all computer classes available on Microsoft products.

Remember to click _S2eh Cataloaliems | 4 yriger the search.
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Search the City of Minneapolis Learning Catalog

Catalog ltems are specific topics of learning.  Programs cansist of one ar more sets of catalog iterms.

Select Search Categany: | Catalog kems | Programs |

Catalog Items vs. Programs
Search the Catalog: l‘nicrusnﬂ Search Catalog ltems |

Catalog items are specific
Advanced Search  Browse Catalog Reguest Mew Learning Search Tips  Preferences |eaming offerings such as
Search Results Previous  Next courses. Programs are

Results 1-8 of 8 for microsoft collections of catalog items.
Access 2003 - Level 1{000CEQ-ACO31) Enroll

In this course, you will be infroduced to the concept ofthe relational datahase and the Microsoft Office
Access 200272003 relational databasze application, and information management tools.

You can search for either
catalog items or programs by
changing the Search

Category:
Access 2003 - Level 2 (000CE0-AC032) Enroll
Class Owervieww- As yaud begin this course, you should have the hasic skills you need to wark with
Microsofi® Office Access datahases. This includes warking with Access tables, relationships, queries, Catalog hems | Frograms
forms, and reparts. Butthus faryou have been focus
Excel 2003 - Level 1 (000CE0-EX031) Enroll
In this course, you will use Micrasof® Office Excel to manage, edit, and print data. Audience  This courze
is designed for persons who desire to gain the skills necessary to create, edit, format, and print basic
Microsoft Excel documents.
Excel 2003 - L evel 2 (000CE0-EX032) Enroll
In this course, you will use Micrasoft Office Excel to streamline and enhance your spreadshests with
termnplates, charts, graphics, and formulas. This course is suited for those using Office 2003 or Office 2002,
Outlook 2003 - Level 1 (000CE0-OL031) Enroll
Thi s g S i A e aaafthrae YU - R PES v | B KL WL ER=1 [E S
Browse Catalog
My Learning E Search Catalog E Browse Catalog,
“iewy your enrollment record, progress status, and schedule Search the learning catalog by title description or other Browyse the learning log wsing subject-based categories
using selected fiter options. selection criteria. and subcategories. Cﬁck h@re

E" Supplemental Learning
Request credit for learning completed outside the learning
catalog.

The Browse Catalog feature organizes learning opportunities into logic categories making it easy for
you to find learning in specific areas. For example, if you are interested in “leadership development”
opportunities, click Leadership Development to see what learning is available.
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Categories

COrientation and Policy

understanding of City policies.

Career Development and Personal Effectiveness

job efficiency and promote career advancement.

Compurter and Technology

Leadership Development

effective people skills and achiewve re
results.

Browse the City of Minneapolis Learning Catalog

Learning opporunities for all City employees including Mew Employee Orientation and practical

Learning opporunities for all City employees to develop personal and professional skills thatwill increase

Learning opportunities for all City employees to improve their use of Citywide supported office management
tools and technology such as Microsoft Office applications.

BS for currerNgr future supenisorsfimanagersi/leaders atvarious levels that will develop
ults. YWork iz participative, practical, and tied to long-term, tangible

If more than 5 items exist

can use the Previous and
Next links to move through
the list of offerings.

City Business Applications or ems

Learning opportunities related to Enterprise-wide &
and Stellent). Training provides employvees joh sp

Catalog Items Next

Previous

Americans wDisabilities Act {000PR1-ADA Select

Upon completion, supervisors and managers will have an understanding of the five ADAtitles, the basic
intent, various types of disakilities, and reasonable accommodations covered under the law, Padicipants

will also explore the impact on how aur own

Select

Benefits (000FR 1-BENFIT}

Upon completion, superndsars and managers will be ahle to direct employees to the appropriate henefit-
related resources. Theywill be familiar with the City; = total Benefit package including support staff

responsihilities and plan contacts.

Coaching and Individual Dev Pl {000TR1-COACH}) Select

This comprehensive new workshop has been developed as a result ofthe feedh'ackfrnm participants ofthe
ol A b By e _ppt W ol . g R e

ap et
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Enroll in Learning Activity

Once you have located a learning opportunity of interest, you can click on the item to see the list of
available offerings or dates.

Catalog ltems Previous Hext

Americans wDisabiliies Act (00opr1.ana) €— Click either link ———3 Select

Upon completion, supervizars and manaders will have an understanding of the five ADA titles, the hasic
intent, various types of dizabilities, and reasonahle accommodations covered under the law,  Participants
will also explore the impact an how aur own

If no current offerings or dates are available, you will see the following message.

Mo Activities available far the selected Catalog ltem

Add Itern To Plan | Return to Previous Pade  Contact Us

Add ltem Tao Plan

You are encouraged to ‘ and let your Training Administrators know you are interested
in this particular learning opportunity. This helps Training & Development and your Department
administrators plan for future offerings.

If there are current offerings available, you will be presented with a list. Locate a date and time that

works for you and click "], You can also click View Details to see more information about the
learning activity such as location, instructor, notes or attachments, prerequisites, etc.

Activity Options for New Employee Orientation
Activity
Caode

Note some of the important details like
Available Seats or if the activity is a
B30AM- Clagsroom  07M@/2007 0.00USD viewDetails  Enroll | addtoPlan|  MuUltiple day course. For example, the

30PN
. End Date may be later than the Start
f;ggm' Classtoom  DGMB2007 0.00 USD vew Details_Enroll | AdutoPlan| . y

B:30AM- ] .
430PM Classroom 10/01/2007 0.00 USD Wiew Details  Enroll | Addta Plan

B:30AM-

Classroom 1100172007 0.00 UED Wiew Details  Enroll | Add to Flan . . .
430PM T [ Click View Details and then Schedule to

1

John Smith, Accountant Il Finance Department

Tupe Start Date Price Addto Plan

Enroll In Activity

Review Information

Activity Name: Mew Emplovee Orientation  Type: Classraom
Activity Code: 8:30AM-4:30PM Contact: Jdanis Lajon
Price Per Seat: 0.00 USD Drop Charge: 0.00 USD
Start Date: 07/06/2007 End Date: 07082007
Last Enrollment Date:  07/05/2007 Last Drop Date: 07062007
Available Seats: i) Available Waitlist: 1]
Language: English

* Reguired Fisld
SubmitEnroliment | Search Catalog  Browse Catalog
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Register in Learning Program

A Learning Program is a collection of learning offerings. Registering in a program is similar to enrolling

in a learning activity.

News and Radio Dept Safety Program (Safety €= C[jick either link =——>» Eeuister
Programp

This program covers all ofthe safety requirements necessany for the Mews and Radio Department.

Important: You need to register for the program before you can enroll in any activities within the
program.

Once you have registered for the program, locate your program on My Learning

My L earning

Yieww wour enroliment record, progress status, and schedule
uzing selected fitter options.

My City of Minneapolis Learning Summary

My Learning Summary is a list of the activities you are enrolled in ar completed and curricula and
cedifications for which vou are registered or completed. You can view details, progress status, and
schedules by clicking on the name ofthe activity or program.

‘Filter Name: All Learning - Any Status, Type, Date Go
Customize | Find | % Al

Title Type . Status Action

Employvee Developrment ﬁ/ CHCR hE!‘E"

Conference 2007 - Jump rtYour Programs o Registered Drop

Career

Access 2003 - Level 2 Classroom 2l Enrolled

Fhaone Upgrade Training Classroom Completed

HREISEecmititiodfowe . e ClASSrOOm. e g %] Curppleted e o e e

Your program details will provide all the necessary requirements to complete the program including the
list of learning activities within the program. In the example below, you are required to complete any 2

of the 6 activities.

= Employee Development Conference - 2007 Mot Started |
0 out of 2 needed activities have heen completed for this section. Click on the aCtiVity name or
After submitting your registration for the conference, click on the Employee Development View Enrollment ODtiOﬂS to

Conference pragram name. Enroll in one moaorning session and one afternoon session.

To complete this section complete 2 of the 6 optional activities.

Section Activities

But, | Don't Have Customers Optional Mot Enrolled  View Enrollment Options

Getting the Most Out of ¥our
Performance Appraisal

and dates.

Optianal Mot Enralled  View Enrollment Options
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see the list of available offerings

For more information about
YouWantto be a Supervisor? Optional Mot Enrolled  View Enrollrment Options enrolling in activities, refer to

P ower Without Authority Qptional Mot Enrolled  View Enrollment Options the EnroII in Learning Activity
Staving Positive when Dealing with ; . . H

Meqativity and Conflict Optional Mot Enrolled  Wiew Enrollinent Options section.

Connecting with Top Management  Optional Mot Enrolled  View Enrollment Options




Request New Learning

If you cannot locate a specific learning offering you wish to attend, click on Reqguest New Learning

link. You will find this link at the bottom of numerous pages.

Search the City of Minneapolis Learning Catalog
Catalog tems are specific topics of learning. Programs consist of one or mare sets of catalog items.

Select Search Category, | Catalog ltems | Programs |

Searchthe Catalog: |heawy equiprment Search Catalog ltermns |

Advanced Search  Browse Catalog [ Reguest Mew Leaminq] Search Tips  Preferences

Search Results

The search returned no results. Refine your search criteria using Advanced Search

In this example, the employee is
looking for learning opportunities
related to “heavy equipment”.
Since nothing was found on the
City’s Learning Catalog, the
employee wants to submit a
request for this type learning.

After clicking Request New Learning, the following page will allow you to provide specific details about

your particular interest.

Request Learning

Submit a learning requestwhen you can not find an iterm on the the City's Learning
Zatalog. Select a category that best fits vour reque st along with a title and description
ar comments to express your needs.

LU=ze this option to request a new course notfound in the catalog
‘Category: -

‘Title:

Job Title: Oirector Hurman Resources-o
Priority: o Preference ~
Delrvery Method: Mo Preference e
Start Dates: From: [Ex]

To:

[CJEnrcon as soon as Activity becomes available
Description: s

Submit Reguest Search Catalon Browwse Catalog My learning
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Learning requests are submitted
to Training & Development and
will be monitored and evaluated
periodically.

You will be notified if new
offerings are made available
matching your request.

Please provide as many details
as possible to help administrators
understand and evaluate your
request.




Supplemental Learning

My Learning Search Catalog Browse Catalog
“iewy your enrollment record, progress status, and schedule Search the learning catalog by title description or other Browvse the learning catalog using subject-based categories
using selected fiter options. selection criteria. and subcategories.

E" Supplemental Learning
Request credit for learning Wutside the learning
e Click here
Supplemental Learning is used to record your completed training that is NOT listed specifically on the

City's Learning Catalog. For example, if you attended a conference or workshop conducted by an
outside vendor, you could record your participation here.

Supplemental Learning Selec.t the Type that best

describes the supplemental
Supplemental Learning is used OMNLY to record any COMPLETED training that is MNOT listed specifically on Iearnlng you recelved. The
the City's Learning Catalog. All training available through the City's Learning Catalog must be administered list includes:

thrauagh standard enrollment procedures. Contact your Training Administrator ifyou have guestions.

- Conference/Seminar
NOTE: Only record training that is significant to your current or any future role(s) with the City, . . .
- Contlnumg Education
- On-the-job Training

- Workshop

‘Type:

Click __cinwe | after selecting the Type of supplemental learning. You will be prompted to record
specific details about the learning you received.

Provided here is an example
_ of the fields available to
Title: record information about your

‘Description; supplemental learning.

You can enter up to 254

characters and spaces Select “Unverified” as the

Status. Your status will

remain “Unverified” until you
‘Status: Select.. b provide proof of completion
(e.g., certificate) to your

Type: ConferencefSeminar .
. supervisor or Department
Start Date: 06/2612007 | training administrator. Only
"End Date: 0B/26/2007 |3 they change the status to
Location: Completed '
Study Hours: 0.00 An asterisk (*) indicates that it
) is a required field and must be
Price: 0.00 completed before saving your
Education Units: data.
‘Provided By: Always remember to click
Instructor Facilitator: i when done entering
your learning or when making
* Reguired Field changes.

Save by Learning
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