


ESUITE - HR & PAYROLL PORTAIL

The City of Wyoming is proud to announce the ESUITE PORTAL. You can access thissafe and
secure site from any computer connected to the internet, at any time - day or night. Just follow
the easy steps on the following pages.

WEBSITE http://wyomingmi.qgov/eSuite

First log in to this website. You will probably want to add to
favorites/bookmark it for ease of locating it in the future

Once the Welcome screen appears click on "eSuite Acceptable Use Policy".
Logging into this site indicates your acceptance with the City's eSuite portal use policy.
To begin using the Portal click on the eSuite Portal button.
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PO L The City of Wyoming eSuite HR Portal is for use onfy b City of Wyoming sgeff, previous staff, and retirees.
Unauthorized access (or its attempt) by others is striclfy prohibited and f action will be taken if fraudufent or

P e v T unauthorized use (or attermpt to use)}, is detected.

Treasur, W Entering this site indicates acceptance of the City of W§oming eSuite Acceptable Use Polficy.

eSuite Portal

City of Wyoming = 1155 28th St SW = Wyoming, MI 49509 « (616)530 7226

First time user will need to click on "Activate Your Account"
£

Employee Login

Employess may log into the Humar/Resources portal using the form below,

Username

SN

Password /

Clr

ember me next time,

Need a login?
ot have a username and password,

Activate Your Account

Forgot password?
If vou forgot your password vou can reset it using the link below,
Reset Password



http://wyomingmi.gov/eSuite�

This is only necessary the first time you log in, after that you will just put in the Username
and Password you created the first time you logged in. So you need to write them down
somewhere when you create them.

Activate Your Account

Complete the form below to begin the account activation process.

Verify Your Identity

LAST NAME I |
SR
COMFIRM 55N L]

Create Your Account

USERMAME | |
PASSWORD | | Must be between 5 and 25 charactars
COMFIRM PASSWORD | | Must be hetween §and 25 characters

CONTINUE.

Enter the requested information and record the Username and Password you created for future use.
Only YOU will know your Username and Password so it is very important to put them in a safe place.
Once you have completed this section "CLICK" the Continue button.

Login using your username and password created above.

WERES  Your Name

HR Portal

In requesting and making changes using the hr-portal, | certify that the information | have provided and any supplemental documents is true, correct, and
complete to the best of my knowledge and that | have not withheld any fact or circumstance that would affect eligibility for health insurance for myself or

dependents. | understand that any misrepresentation, deception, omission or false statement made in connection with requesting and making any changes using
the hr-portal may result in terminatign of employment. If the Group plan requires that | make contributions | authorize my employer to deduct them fram my pay.

Welcome to the

& My Account

Manage your account information.

Click on the ""MY HR" in the BLUE toolbar on the top of the window.



"My Account' option will allow you to change your password.

ﬁ Home =» My HR

Employee Portal

Accrual Information Benefits
A glance at your accrued overtime, vacation and personal time. A summary of your current and historical benefits.
Contacts Deductions

Manage your personal contacts for use in case of an emergency and for other purposes. A summary of your current and historical deductions.

Dependents Direct Deposits

Manage your dependent information. Manage your direct deposit distributions.
Paychecks Pay Rate History

View your recent and previous paychecks. View your current and historical pay rates.
Personal Information Positions Held

Manage your personal information such as address, contact information, etc. View your current and historical positions.
Taxes Print W2 Forms

View a summary of your current tax withholdings. Print your W2 Forms.

These are the areas available to you. In the description below the category (i.e.Contacts), if it says "Manage", you
will able to make changes to those areas. Instruction on how to make these changes are on the following pages.
If on the other hand the description says "View or at a Glance", you will ONLY be able to see the information
and NO changes can be made to those areas.

View Only Categories Changes can be made in these Categories
Accrual Information Contacts

- balances are through the last payroll processed Dependents

- calendar year is based on actual dates of 1/1 - 12/31 Personal Information

Paychecks ( Can be Printed) Direct Deposits

Taxes

Benefits

Deductions

Pay Rate History
Positions Held
Print W2 Forms ( Can be Printed)



My Contacts

Your contacts may be used by HR in the event of an emergency ar for other purposes,

Name Address (ther Informetion Options
John Doe 123 Easy St (616) 1234367 EDIT  DELETE
*Primary Contact Wyomng, M1 48509

<<ADD A NEW CONTACT »»

1 Active Contacts

Contacts - Emergency contacts

If you click on the blue line which says "Add A New Contact" the following screen will appear.

Create Contact

Contact Information

| | * [] This is my primary contact
Full Mame

Address | | |

Street Address Street Line 2

| [ & |

City State  Zip Code

Home Phane |

B

Work Phone | |

Example: 5558675309 Example: 5558675309
Other Phane | | Email | |

Example: 5558675309 SOMEBODY @SCOMEPLACE.COM

&9 Characters Remaining

SUBMIT CHANGES

Fill it out with your new contact information and click the "Submit Changes".

Changes made to contacts will not have to be reviewed/approved. Once you click submit changes
your contact information in New World will be automatically updated.



My Dependents

Name Reltionship Gender Date of Brth Status
Bombay D Chowchow Dependent M §/1/1650 Active as of 12/12/2011

Endora § Chowchow Dependent F 4]1)19%9 Active a5 of 12/12/2011 EDIT
<< ADD ANEW DEPENDENT >>

Dependents - Used for Health/Dental/Vision Insurance Dependent Information Only
Only used by fulltime employees

Additions of Dependent
MUST submit dependent additions within 30 days from date of qualifying event (birth,marriage,etc).

All dependent additions will require proper documentation be presented to the Finance Department.
(marriage certificate, birth certificate, adoption decree)

Birth of child - submit addition of child as soon as possible after birth/
- enter social security number as soon as received the Social Security Administration.
NOTE: Priority Health will not pay providers until they receive the childs social security number.

Adoption, Marriage, - effective date is date of qualifying event.

Deletion of Dependent
Divorce, Death, removal of child from plan - effective date is date of qualifying event.
Currently there is no field to enter a reason or an effective date. Therefore when a change is made in
eSuite portal YOU ALSO NEED TO SEND AN EMAIL to insurance@wyomingmi.gov with:
Employee Name, description of change (reason), effective date

Add Dependent

Complete the form below and submit your changes.

Change Request Form

* Denotes required field.
Name |J0hr1 |== Doe * -
FIRST MIDDLE LAST SUFFIX

SSH [123-45-6789 |
Example: 123-45-6789

Relationship Dependent |+ |=

Gender
Date of Birth | 10/1/2011

Home Address [Jsame as Employes

Street Address

Address Line 2

| |

Address Line 3

| |- & - | -

CITY STATE ZIF CODE




Direct Deposits

Werify correct routing and account numbers with your bank or credit union before entering.
Do not use routing numbers printed on deposit slips from banks or routing/account numbers for credit union accounts - these numbers can be incorrect for direct deposit processing.

Any changes made to banks or accounts will cause the payroll system to generate a pre-note (a direct deposit for zero dollars) to verify routing/account numbers. This will cause an actual payroll check
to be issuad.

Changes made after 7AM on Monday of a payroll week will not be processed until the following payroll.

Information on File
Priori ity #1 Type
Kenowa Municipal CU Saving
ACCOUNT & 24989000 ROUTING # 272486177
AMOUNT Net Check FREQUEMNCY All Checks

Direct Deposit - Listing of current direct deposits for payroll checks.

Be sure to verify correct routing/account numbers with your bank or credit union before entering.

Do not use routing/transit numbers printed on deposit slips from banks, or printed on checks and
deposit slips from credit unions - these numbers are usually incorrect for direct deposit processing.

Changes made to the bank or account used for net pay will cause the system to generate a pre-note (a direct
deposit for zero dollars) to verify correct routing/transit/account numbers - this will cause an actual check to be
issued. This check will be delivered to the departments outside of city hall by the courier.

Changes entered after 7A.M. on Monday of a payroll week will not be processed until the following payroll.
Be very careful in selecting the Bank - make sure the routing number after the name matches exactly.

If you cannot find the correct bank in the list contact your bank to get the Name, routing/transit number and
phone number. Then contact Ana Mendibur at extension 202 to have the bank created in the system.

** NOTE: make sure frequency is set to "ALL CHECKS' **

LR e S P A ST RN

0-a00

JANE DOE ) 1 01
By completing and submitting this 1234 STREET
checking/savings accounts.By comj f

if necessary, debit entries and adjustments for any credit entries made in error to my

asam Date -om rmy payroll check any charges from their finanéial institution for the failure of being
able to route my direct deposit to -t until the City of Wyoming has received written hotification from me of its termination
or I have submitted a change thro Par 5 :pository reasonable opportunity to act on it.
o T R o
I Douws
**% MAKE SURE FREQUET & Celests o

:: i2ed a0 3DLU=HODDDD 123L500 k500

=
PRIORITY #1 / MOVE DW&N DELETE X

BANK Telesis Commyhity CU - 322280304 COUNT TYPE Checking -
ROUTING # 322280304 ACCOUNT # I 12345001 I
AMOUNT $100.00 “or [] NET CHECK FREQUENCY All Checks -
PRIORITY #2 MOVE UP / DELETE X

BANK ALLEGIS CREDIT UNJQN - 272481884 ~ ACCOUNT TYPE Checking -
ROUTING # 272481884 ACCOUNT # 23423342

AMOUNT _OR- NET CHECK FREQUENCY All Checks ~

ADD A DISTRIBUTION

Priority numbers reflect which order the deduction will be processed in if net pay is less than total request.

To change priority click on move up/move down
7



My Personal Information

Your human resources department has the following information on file. To make changes simply dick the Make Changes butbon and submit a change request.

Information On File

Name John Smith 01/01/1900
Date of Birth

Phone Number (616)555'5555

Email smithj@wyomingmi.gov1155

Home Address

28th Street, Wyoming, mi
49509

Mailing Address

Personal Information - Name, home and mailing address, date of birth, phone number, email address,

Difference between home and mailing addresses:
Home Address = Permanent address
Mailing Address = Temporary address (Ex. While attending school)

Name changes:
must provide proof from the Social Security Administration that the name has been changed.

Personal Information Change Request

Some changes to personal informaton require HR. approwval.

Change Request Form

Mame [aoHn [ [ | [srarmH { ~
First = Middle Last * Suffix
Date of Birth | 10/15/1945 |
Format: MM/DD S
Phaone [6161234567 |

Example: 5551231203 *

Email |j0hn.smith@comcast.net
Hlom= [123 EAsY STREET |
Address
Street Address 1 *
Street Address 2
Street Address 3
[vwroninc | [rm ~||495149
City * State * Zip *
Mailing
Address Same as Home Address Ll

Street Address 1

Street Address 2

Street Address 3

I || =) |

City State Zip

My Personal Information

Your human resources department has the following informaton on file. To make changes simply dick the Make Changes button and submit a change reguest.

Your change request has been submitted. Some changes are pending approval as indicated belowve.

Information On File Changes Pending Approwva
Ma . JCHM 3 SMITH
B Birth 1) Smith 01/01/1900
Phone Number (616)555-5555 1155
Email )
Home Address 28th Street  Wyoming, MI 123 EASY STREET

WY OMIMG, MI 49519

Mailing Address 49509




Paycheck Information

Select a year and pay period from the drop down boxes and dick print pay check button.

vear & Pay perod [2011 ] [Seiscta Pay Parod v

Select a Pay Period ...

1772011 - 1142002011 - $2,543.20
10/10/2011 - 10/23/2011 - $5,056.40
9/12/2011 - 9/25/2011 - §2 543 20
82972011 - 9/11/2011 - 52.543.20
8/15/2011 - 8/28/2011 - 52,543.20
8/1/2011 - 8M14/2011 - 52,543 .21
71872011 - 7/31/2011 - 52,643.20
TIAF2011 - TAT/2011 - $2.543.20
6/20/2011 - 7/3/2011 - §5,213.60
6/6/2011 - 6192011 - §2,416.08
5/23/2011 - 6/5/2011 - $2,416.08
5/9/2011 - 5/22/2011 - $2.416.08
42572011 - 5/8/2011 - 52.416.08
41172011 - 4/24/2011 - 52,416.08
3/28/2011 - 41102011 - 52, 416.08
31472011 - 372772011 - 52, 416.08
212872011 - 3/13/2011 - 52, 416.08
21472011 - 2/27/2011 - 52,416.08
13172011 - 2/13/2011 - 52.416.08
AMTF2011 - 1/30/2011 - 52, 416.08
1372011 - 116/2011 - 2. 416.08
12/20/2010 - 1/2/2011 - 52,416.08

Paychecks
Print copy of paychecks or paystubs.

Print W2 Forms

Tax Year EIN
it ] (3555w
38 045

Print W2 Forms - Copies of W2's by year and Federal ID# of employer
Fed ID# 38-****933 - City of Wyoming
Fed ID# 38-****545 - 62A District Court
Fed ID# 38-****973 - Employees Retirement System
- currently the system will not display 1099R's for Retirees.

Once an addition/deletion/change has been submitted using this portal be sure to watch your e-Mail
address on file for the approval/denial response that will be sent once the request has been reviewed.
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