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General Information

H.E.R.O. is a unique Human Resources computer system that allows employees the opportunity to
access their own employment and benefits information from a computer at home, at work, or any
other computer with internet connection--anytime, anywhere. This is a secure system that protects all
your personal information from unauthorized access.

The activities offered in this first phase of the H.E.R.O. implementation will change the way you
provide and receive Human Resources information. Through this system you will be able to:

Review and update certain personal employment information
View your current benefits

Update your emergency contacts

See your own license information that is related to your position
Retrieve various Human Resources documents and forms

Additional phases of H.E.R.O. are planned throughout the next fiscal year to give employees even
more convenience and control over their Human Resources activities.

Information in this user guide is subject to change. Revisions of this information will be posted on the
H.E.R.O. website (www.hawaiipacifichealth.org/HERQO). Also, current versions of this manual will be
available to download and print from this website.

Computer Requirements
(This is what you need on your computer to get to the H.E.R.O. website)

You need internet connection. This is a service that you normally pay for monthly to have a company
wire your home computer and set it up to gain connection to the internet. Some examples of
companies that provide this service are Road Runner, Lavanet, Pixinet, and Earthlink. These
companies are called internet service providers (ISP).

A web browser is what the computer needs to get to the internet. It is highly recommended that you
use Internet Explorer 5.5 or higher for better efficiency and reliability.

Helpful Hints
« Always close your Internet Browser after using H.E.R.O.

Closing the browser removes temporary cookies which could be used to gain access to your
account (this would have to be done from your own computer).
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Module 1
Introduction to H.E.R.O.

In This Module

OVEIVIEW/ODJECHIVES. ... e e e e e e 6
Topic 1: Log in/out of H.E.R.O.
HOW 10 LOQ N 7
HOW 10 LOG OUL. ..t 10
Topic 2: Tour the HOMe Page ..o 11
o] o (o3C N I U=l 1 O B B @ VY- T 13
Company Message and Email Address Information...................... 14
Types of ToO DO DOCUMENES .......uuvieeeiiiiiieiiiiieiiiiiiiieeeeeeeeeeeeneeeeennnees 14

Page 5




Overview
This module describes the basic processes and activity areas you need to be familiar with in H.E.R.O.

Objectives
After completing this module, you will be able to:

Log in to and Log out of H.E.R.O.

Navigate the Home Page

Identify the activity areas available on the home page
Access the Home, Tutorial, Help and Logout links

Understand the purpose of the To Do area on the home page
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Topic 1: Log In/Log Out

How to Log In

Step 1: Open your Internet browser.
Step 2: Type in this address http://hawaiipacifichealth.org/hero to get to the website. You will

see the H.E.R.O. Welcome Page first.

2 Hawaii Pacific Health Employee Self Service - Microsoft Internet Explorer = =] x|

Fie Edit ‘iew Favorites Tools  Help ﬁ
s Back ~ = - @ P | | @Search [3e] Favarites QE | %' = b & &
Address I:Ej http:/thawaipacifichealth. orgfherof#top j @GD
Ty, i
“_——— :
Hawaii Pacific Health

WELCOME

Quick Links:

Shout HERD

HE Corner

HE Calendar (Reminders/Events]

F&0's (Freguenty Asked Questions) about HERD

<' HERO Login Page > Click on the link for HERO Login Page to get to the log in page.

o

H.E.R.O. {HR Employee Resources Online)

Employee Self Service
MNow featuring ability to submit personal changes andfor view the following information:

Personal Info

: Future Enhancements
o Employves Profile

« Address Changes
o Emergency Contact Changes
e Submit License and Cert,

¢ Dependent Changes - est.: June, 2006
+« Birth or Adoption of a Child: est.: June, 2006

Ermpl c I c e ID Badge Reguests — est.: June, 2006
° Emplcn,ree Dn:umpr:ance our=es e Tuition Reimbursement Requests — est,: Jan, Ll

&) I_l_l_lﬂ Internst
Rstare| | 1 Q@B || B | #p. | Ee.| @b & BEATSDEW ) 1o
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Step 3: In the box where Type User Name appears, type your User Name, which is your 5 digit
employee number, then hit the Tab key on your keyboard to get to the next box.

The last 5 digits of your ID Number
is your employee number. KMC AT PALI MOMI ChecE Dhew PEpl i
. o 55 MERCHANT STREET Z3RD FLOOR SERLL DALED B
FERICD ERDOIMG: 13,1106
In this example it is 00129. HONOLULU. HI 96813 PERIOD EMD I Lol
JOHM <. DOE STATOSE EXEMET TAY ADJUETHMENTIS STATE AND LOCAL CODES
55 MERCHANT S5T. £1F EC:MARRIED aad FED: ST: PEI: HI LOC1: + e H
=24B - ST1:MARRIED aad DI Uuc: -poaag SEC: LOC2: q:
HOMOLULD HI 367ED 5E5-5 LOCAL: =1=1H

IMPORTANT MESSAGE

HOURS AND EARNINGS TAXES AND DEDUCTIONS

CURRENT CURRENT ¥-T-0
DESCRIFTION  HOURSUNITS  EARMINGE  HOURSUNITS  EARMINGS | DESCRIPTION AMOUNT AMOLUINT
O ol O o
Step 4: In the blank box, type the password that was provided to you.
Step 5: Click on the go button to the right. You will then see the H.E.R.O. home page.

This is the log in page for Self Service.

3 Login - Source Self-Service - Microsoft Internet Explorer

File  Edit Wiew Fawvorites Tools  Help

$Back -~ = - (£ ot | fQySearch (G Favorites 4 | Ey- S - &

Address I@ http:/{chopinfsample

Your 5 digit employee
number is typed in this box.

Hawwvaii Facific Health
ey

[ S SR P

ype User Name| i

Heed a password reminder ?

Forget your password?

Click on this go button to
continue in Self Service.
4]

_ | _>I_I
|ﬂ;‘] Done l_ l_ l_ Local inkranet
;mﬂart”J o ] & | B inbox - vic... | BHPH HERO ...||@Lugin-50._. GO S T (8] 1) ai54am
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Change your Password

The first time you log in, you will be required to change your password. The password must be
between 7 and 20 characters in length and must be a combination of letters and numbers.

No spaces or apostrophes are allowed. Correct: alphalbravo Not correct: charlie’2 delta

Once you've begun using H.E.R.O., you may change your password at any time.

Password reminder
To help you remember your password later on, you can set up a password reminder on the same
page that you changed your password.

Forgot your Password?
If you created a password reminder, you can click on the “Need a password reminder?” link at the
bottom of the log in page. Your password hint will appear at the top of the same page.

You may also contact H.E.R.O. Help Line by email HRISAdmin@kapiolani.org or call 535-7555
(Oahu) or dial 197555 if calling from Kauai.

Your account was disabled?

If your log in was unsuccessful after three attempts, the system will automatically disable your log in.
You will receive an email message from H.E.R.O. Help Line, if you have an email account, telling you
what your new password is.

You do not have an email address and need your Log In information?
Call the H.E.R.O. Help Line 535-7555 (Oahu) or dial 197555 if calling from Kauai.

Expired Password

For security measures, you will be prompted to change your password every 160 calendar days. If
you log in with an expired password, H.E.R.O. will redirect you to the Password page where you will
be prompted to update your password.

'a Login - Source Self-Serwice - Microsoft Internet Explorer = |5| X|
File Edit Wi Fawarikes Tools Help |

<= Back -~ =, - (&P ot | “E@ Search  [Ge] Favorites  S58 | S =% = ab Ef

Address I@ http: fichopingsampls ;I & Eo

Ceridian Self-Service

Your nassword hint will disolav here

Hiealths
e s

ype User Name

Heed a password reminder &

Forget your password?

Click on this link to see
your password hint.
1 1w

I@ Done Local inktranesk
Rstart || | o0y - || Embex - vic...| @ren vere ... |[E iosin - so. | |S5G0 H o v Bw Y [8] 77 5i54 am
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How to Log Out

On any screen, you may log out of H.E.R.O. by clicking on the Log Out link in the top left corner.

<2} Ceridian Self-Service - Microsoft Internet Explorer EIEE

File Edit Wiew Faworites Tools  Help ﬁ

back - > - @ [B G} | Qesarch Girevortes P | By & 1 - = &

Address Iﬁj http: ffchopinfEM-USfempowerment. asprFormID=FrmMainZ&Companyhame=sample LI Ga
-

"':-“-ii
Ceridian Self-Service Hawaii Pacific Health

T

Home | Tutorial | Help | Logout

Ceridian Self-Service

Company Message: Welcome to Hawesii Pacific Health Self Service!

Hote: This product uses email for important correspondence. You have no email address on
record. Enter vour email address.

" -
/% Enrollment Notice: -~ Personz
“ou haven't completed Open Enroliment for 2007 . | ends in 29 days. Please enroll | ['_] for Iatl
QoY
& “ou have 0 Pending Documents ® My Profile _
To D,n, = “ou have 0 Reqguests in Process ® Change of Address
| = “ou have 0 Documents Saved but Mot Submitted * Dependents
G # Ermmergency Contacts
» Change of Marital Status
= PBirth or &doption of Child
® Password
= Email Address
» Contact for HR Questions
= Employee Reports
» Employee Compliance Courses
| - Lii::enses and Certifications A2
4 *

F=i) l_ I_ ’_ Local intranet
Eiﬂartllj €5 E) & |J Olmbo... | BeH ... | Ekapi... |[Ecerid.. (SRS T e8] Ed  10:45 am

REMEMBER TO CLOSE YOUR BROWSER WHEN YOU HAVE FINISHED.

15|
File: Edit Wi Fawvorites Tools Help ﬁ
= Back ~ =» - (P “at | ElSearch (] Favorites | By S - S =%

Address Iﬁj http;:jfchopinfen-usflogout, asp?Companyhame=sample ;I & Go

— =l
——

Hawaii Pacific Health

Kapi'olani - Pali Momi - Straub - Wiloox

You are now logged out.

The information vou hawve just seen remains in your Web browser's memory until wou close the browser.
Click Here To Close Your Browser

If wou wish to return, please click on this link to Log 1n.

(=

& pone [ | | |ZE Localintranet
hstart ||| 2] ) @ [ || Blinbo... | Een .. | @canr... [[Ellogo-. |T5E 05 s ew1[8] Hbd 1055 au
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Topic 2: Tour the Home Page

After you log in to H.E.R.O. you will be at the Home Page. All activities begin from the Home Page.

3 Ceridian Self-Service - Microsoft Internet Explorer =& il

File Edit View Favorites Tools Help ﬁ
$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & @ (4

Address I@ http:ffchopin/EN-US empowerment, asprFormID=FrmMainz&CompanyMame=sample j @GU

T e — -l
Ceridian Self-Service Kioiin Fiife Lkl 3

Ceridian Self-5ervice
Company Message: Welcome to Hawail Pacific Health Self Service!
Hote: This product uses email for important correspondence. ¥You have no email address on record. Enter your email
address.
. Personal
“ Information
» Youhave 0 Pending Documents .
To Do ® Youhave 0 Reguests in Process = My Profile
| & “You have 0 Documents Saved but Mot Submitted * Change of Address
) * Dependents
» Ermergency Contacts
e Change of Marital Status
* Birth or Adoption of Child
®» Password
* Ermail Address
* Contact for HR Questions
e Ermployee Reports
® Employee Compliance Courses
» Test
» Licenses and Certifications
o r b
Payroll &Tax A9 Company _,
Information . ¥ Information /&Y Benefits
+ Earnings Statements ® Career Opportunities * Benefits Summary
* Direct Deposits e Company Docurnent Search ® Current Benefits Staterment
» Check Calculations » Pacific Guardian Life - Beneficiary Designation
¢ Federal Tax Form (W-4 {UNDER COMSTRUCTION
* Hawaii State Tax Formn (HW-43 * Contact for Benefits Questions
# Earned Income Credit
¢ Contact for Payroll Questions
[
[&] [ | &8 Localintranet
;ﬂstart”J 7] a8 |] Inbox-Micro...l B |HPH HER U..”@EeridianSel... (3 5elF Service | [P}acrobat Rea...l |§‘§|®]}®‘}§l§ﬁm RO1= R TR

Note: This picture may not be exactly as shown on the actual screen.

1
At the top of the Home Page (and every page within H.E.R.O.) you'll find four links. They are:
Home - returns you to the home page from wherever you are.

= *Tutorial - opens the Employee Tour tutorial that explains some of the everyday tasks you
might do in H.E.R.O..

»= *Help - opens a separate series of H.E.R.O. Help windows, with a search and index feature.

= Logout — properly logs you out of H.E.R.O. and prevents access to employee information (until
you log in again).

*The information found in the Tutorial and Help links may not reflect special customized functions
throughout H.E.R.O. that are needed to accommodate unique situations at Hawaii Pacific Health.
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The activity areas and their descriptions are as follows:

» | Personal Information — This area allows you to update your own personal data, such as
address or marital status.

2 | Payroll & Tax Information — Use this area to view and manage your payroll information, such
as view your earnings statement, update direct deposit accounts and update tax filing status.

Company Information — Use this area to view company related information and download
important Human Resources documents.

Benefits — This area gives you access to your benefits information and allows you to enroll in
benefits during open enroliment.
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Topic 3: The “TO DO” Area

The To Do area of the home page provides:
= Company Message information
* Your email address information (where H.E.R.O. will send all email notices)
» Information about any of your change requests currently in progress

3 Ceridian Self-Service - Microsoft Internet Explorer =& il

File Edit View Favorites Tools Help ﬁ

A Back + = - @ ﬁ | @Search [Fe] Favorites @ | %v 5 i éé &

Address I@ http:fichopinfEM-US/empowerment  aspFormID=FrmMainz& ompanyMame=sample j @GU
—— . E
Ceridian Self-Service Hawaii Pacific Health é
Home | Tutorial | Help | Logout
1 Ceridian Self-5ervice
Company Message: Welcome to Hawail Pacific Health Self Service!
Hote: This product uses email for important correspondence. ¥You have no email address on record. Enter your email
2 address.
3 | (Reminders will be posted here) » Personal

Information

» Youhave 0 Pending Documents
4 To Do » ‘Youhave 0 Requests in Process
| & “You have 0 Documents Saved but Mot Submitted

My Profile

Change of Address
CDependents

Ernergency Contacts
Change of Marital Status
Birth or Adoption of Child
Password

Ernail Address

Contact for HR Questions
Employee Reports
Ernployee Compliance Courses
Test

Licenses and Certifications

S

Payroll &Tax A9 Company
Information . ¥ Information ' Benefits

+ Earnings Statements ® Career Opportunities * Benefits Summary

* Direct Deposits e Company Docurnent Search ® Current Benefits Staterment

» Check Calculations » Pacific Guardian Life - Beneficiary Designation

¢ Federal Tax Form (W-4 {UNDER COMSTRUCTION

* Hawaii State Tax Formn (HW-43 * Contact for Benefits Questions

# Earned Income Credit

¢ Contact for Payroll Questions

[

[&] [ | &8 Localintranet
;ﬂstart”J 7] a8 | Enbo - picro. . | EEHPHHERO U.. [ & ceridian Sel.. [B)5ef Service | [F}Acrobat Rea., | @O ] I 111 am

Note: This picture may not be exactly as shown on the actual screen.
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1 | Company Message

Below the company message at the top of the H.E.R.O. home page, your current system email
address will appear. If you haven't entered an email address, you will see the message "You have no
email address on record."

2 | Email Address Information

In order for you to keep up-to-date of any changes that may affect your employee information, it is
best to provide your email address. Click on the link “Enter your email address”. This will take you to
a new page where you type in your email address. Click on the Save button when you are done.

The email address you provide should be the one you check most often. You may change your email
address at any time.

3 | Reminder Messages

H.E.R.O. displays employee reminders on the home page. For example, during Open Enroliment
periods, you will see a reminder to complete your new benefit elections, along with the length of time
you have remaining to enroll.

4 | Types of To Do Documents
The To Do area shows you the current status of change requests you submitted.
» Pending Documents — are changes that are waiting for approval by HR and changes you need
to confirm.
» Requests in Process — shows the history of the changes you submitted.
= Documents Saved but Not Submitted — are changes you entered and saved but did not send
to H.E.R.O. yet.

Pending Documents

H.E.R.O. assigns a Document ID number for each change request you submit. You will want to
review this section often to check on the status of your change. Some changes will require an
approval by HR and in some cases additional information may be requested before your request
can be approved.

View details of changes submitted

To view changes you submitted, click on the “Pending Documents” link. A new window will open
and you will see the Document ID number, the date and time submitted, and description. The
bottom of this screen shows you the current status of your request. To see the details of each
document, click on the Document ID link. A new window will open and you will see the screen
where you entered a change.

Requests in Process
This is another area where you can see the status of your change request and see a history of all
your change requests. Click on the Document ID number to see the details.

Documents Saved but Not Submitted

When you are ready to submit your saved changes to H.E.R.O., click on this link to open your
change request. Carefully review your change(s) then click on the Save button.
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Overview
This area provides links that allow you to maintain and edit your personal employee information.

Objectives
After completing this module, you should be able to:

= View your Employee Profile Information

= Change Address and Phone Information for yourself, your dependents and emergency
contacts

= Maintain information on your dependents
(this feature will be available in a future rollout phase)

= Maintain information on your emergency contacts
» Change marital status information

= Change your password

» Update your email address

=  Review reports

» Contact an HR representative via email with questions
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Topic 1: Employee Profile
How to view Employee Profile information

The first link that appears under the Personal Information area is My Profile.

& Personal
“ Information

« [y Profile

e Change of Address

» Dependents

o Erergency Contacts
Change of Marital Status
Birth or Adoption of Child

Password

Ermployes Reports
Caontact for HR Questions

[ ]
[ ]
L ]
# Ermail Address
[ ]
[ ]

Note: This example above may not appear exactly as shown on the actual screen.

When you click on this link, a new window opens where you are able to view your:
Personal Information
= Birth Date

Social Security Number

Marital Status

Address

Home Phone and Alternate Phone

Employment Information

= Recent Hire Date

= Job Category (Full Time, Part Time, Per Diem)
= Status (Active or Leave of Absence)

= Employee Number

Job Information

=  Supervisor

= Job Title

= Campus (this is where your paycheck is coming from)

Compensation Information

= Pay Cycle

= Pay Rate

» Annual base compensation
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How to view Employee Profile Information

The system will automatically show “today’s” date in the white box and you will see a snapshot of
your personal information as of this date. If you wish to see a snapshot for a different date, just input
a new date then click on the Refresh button.

Note: Historical information is only available from 8/29/05.

/3 Employee Profile - Microsoft Internet Explorer 18]
File Edit View Favorites Tools Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address I@ http:f{chopinfen-us/empowerment. asp?FormID=frmemplovesprofiled EbFlx ID=270538CompanyMame=sample j @GU

= g - - - = =
Ceﬂdlan Seff-serwce Hawaii Pacific Health é

Home | Tutorial | Help | Logout

Employee Profile

Input a date here. It must be in this
This i chetail about your personal, employmert, job, and compensation s of (31242006 G p

—— | format mm/dd/yyy with the slashes.
™ Example: 2/28/2006

To display your historical employee profile information, change the date and click | L

*Historical information prior to 849105 iz not available onling, should you have any questTm contact Human Resources.

Or you can click on the picture of the
Personal Information After selecting a calendar to the right of the box. A small
new date, click window will appear where you can
First Name on the Refresh select a month and year then click on

Miciclle Mame
Last Nae button. any day of that month.
Birth Drate (mmiddfyyyy)

Social Security Mumber (993-93-9939%
harital

Address1

Address?

City

State

Zip

Home Phane

Alternate Phone

Employment Information

Recent Hire Dete (mmiokyyy) To see the rest of the information on this
o screen, scroll down by clicking anywhere
Empleyee tnker near the bottom of the scroll bar.
Job Information
=~
|&] Done [ | &8 Localintranet

iﬂstart”J m @) & “ Inbox-MicrosoFt...l @HPH HERC User ... | @Cerid\an Self-Ser... | @Ceridian Self-Ser... “@Employee Profil... |%®u @%ﬂq]l!l B 4marm
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When you are done viewing your information, click on the Cancel button at the bottom.

Employee Profile - Microsoft Internet Explorer = |E| Iil

File Edit View Favorites Tools Help ﬁ
= Back -« = - @ 7t | @Search [Fe] Favorites @ | %v =] T b &

Address I@ http:f{chopinfen-us/empowerment. asp?FormID=frmemplovesprofiled EbFl< D= 1023758 CompanyName=sample j @GU

Personal Information

Firat Name

Miciclle Mame

Last Mame

Birth Date (mmidd by
Social Security Mumber (999-99-9939)
harital

Address1

Address?

City

State

Zip

Home Phane

Atternate Phane

Employment Information

Recent Hire Date {mmiddiyny 2M 272006
Joh Categary Full Time
Status Active

Emplayee Number

Job Information

Supervisor

Job Title

Catnpusz (click on orange? button to the right for detail description) Irr
Location

compensation Information

Pay Cycle Bi-weekly
Pay Rate (Base Rate +Perm Differential) 0
Annual Amourt $0.00

[Cmm<e= Click here when you are done viewing this screen.

|&] Done ’_ ’_ ’_ E Lacal intranek =
iastart”J m @) & “ Inbox-Micro...l @Cendian SeIF-...l @Ceridian SeIF-...l @Ceridian SeIF-...l @HPH HERCH Us...“@Employee B |Q]ﬁ®uﬂ@% :)lI' 10:44 AM
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Topic 2: Change of Address

How to change your mailing address

The next link that appears under the Personal Information area is Change of Address.

Personal
INnformation

* My Profile

I- Chanoe of Address I

¢ [Dependents
® Ermergency Contacts

¢ Change of Marital Status
e Birth or Adoption of Child
Passwiord

Email Address

Emploves Reports
Contact for HR. Questions

Note: This example above may not appear exactly as shown on the actual screen.

When you click on this link, a new window opens where you are able to view your Address and
Telephone information.
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How to change your mailing address

To change your address and/or telephone number, type in the effective date of the change in the
white box. To jump to the next box, hit the tab key on your keyboard once or click on the box using
your mouse. Delete the information currently displayed in the box then type in the new information.

All fields marked with a red asterisk * must be filled in.

i1
File Edit View Favorites Tools Help ﬁ
$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & @ (4

Address I@ http:fichopinfen-usfempowerment . asp?FormlD=frmaddresschangefCompanyhame=sample j @Go

—
_——

Ceridian Self-Service

Hawaii Pacific Health

Change of Address

To change your addressior phone numbers or those of your dependents and emergency contacts who share vour address, enter the follovwing infor
iz recuired.

Effective Date

Effective Date (mmiddliyyyy) T —

Address Information

Input a date here. It must be in
this format mm/dd/yyy with the
slashes.

Example: 2/28/2006

Or you can click on the picture
of the calendar to the right of
the box. A small window will
appear where you can select a
month and year then click on
any day of that month.

Street 1 * |55 Merchant St 23rd FI
Street 2 |
City * |Hnnnlulu

State * IHawaii -

ZIF Code (99999 or 99999-9999) ki |96313

Courtry |united States of America ¥ |

Telephone Information

Home Phone kumber (953-993-9955) I _
Alternate Phone (999-9399-9999) I

Phone numbers must include

the area code. The format

must include dashes.
Example: 808-123-4567

W uaate aimy aepencerts  <@uemmt TO Update the same information for your
¥ Upsete only my emergency cortects |- dependents and/or emergency contacts,
[ click one or both of these boxes.

<

Eoore Click on this Save button to

[ | [EErocalintranet

start ||| 741 review your changes. self-... | &ceridian Sef-... | £ceridian Seff-.. | BHHPHHERO Us...|[Echange of a.. | Z@ T8> % (8] 1038am

Dependents and emergency contacts who have the same address and/or phone number as your own
can be updated at the same time by checking one or both of the boxes as shown below:

o Update all my dependents
o Update only my emergency contacts

Click on the Save button at the bottom to review your changes.
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After you click on the Save button, this message will be displayed at the top of the same screen,
"Please confirm your changes. If anything is incorrect, click Cancel to return to the previous
page.”

If you need to make a correction, click on the Cancel button at the bottom to go back and correct any
errors. Click Save a second time to confirm your changes.

s
File Edit Wiew Favori tes Tools Help |
Back - = - D 44 | Dysearch  CalFaverites 4 | By S - % B (&

Address [&] httpsjichopinfen-us/empowerment  asp?FarmID=frmaddresschangesCompanyMame=sample =] @sa |

oo ” _ =
Ceridian Self-Service il Pacthc i iaalil é

Change of Address

To change your address/or phone numbers or those of your dependents and emergency contacts who share your address, enter the following informetion and click Save. An * indicates that the field
is recuired

Effective Date

Effective Date (mmiddiyyyy) £ &

Address Information

Street 1 " |55 Merchant St 23rd FI

Street 2 I

Cityr * [Honolulu

State * [Hawaii -
ZIP Code (99999 or 99999-9999) E |95313
Courtry [united states of America > |

Telephone Information

Home Phone kumber (999-999-9999) I
Afternate Phone (999-999-9999) I

W Updste all my dependerts
¥ Update only my emergency cortacts

Click on this Cancel button to make

. . - |
Eiome corrections on this screen. - 1L S
;gistart”J s | [Ex] Eridian SeIF-...I B HPH HERC |_|s...||@change of A... |Q1§'§|<Eul!@?\3 2% 1o;:3mam

After you have clicked the Save button the second time, a new window will appear and this message
will be displayed.

A
Your changes have been submitted Q document id S0000 And will be committed wpon approval.

. |
|

The system will automatically assign a Document ID number to your change request. Make a note of
this Document ID number for future reference if you wish to:

» Track the status of your change request
» Contact Human Resources with any questions

Click on the OK link to close the window and return to the home page.
“Your changes have been submitted a2z document id 20000 and will be committed upon apgproval.

Qﬂh
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Topic 3: Dependents

This feature will be available in a future rollout phase.

Updates will be posted on the H.E.R.O. Welcome Page.

IMPORTANT NOTE: Adding a dependent here does not add the
dependent to medical and/or dental coverage. Additional steps
will be required to enroll your dependent in medical and/or dental.
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Topic 4: Emergency Contacts

How to Add an Emergency Contact

The next link that appears under the Personal Information area is Emergency Contacts.

Personal
INnformation

« [y Profile
¢ Change of Address

» Dependents
|* Emergency Contacts]

¢ Change of Marital Status
& Birth ar Adoption of Child
* Password

¢ Ermail Address
¢ Emplovee Reports
¢ Contact for HR Questions

Note: This example above may not appear exactly as shown on the actual screen.

When you click on this link, a new window opens where you are able to view and update your
emergency contact information.
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How to Add an Emergency Contact

If your emergency contact information is available, it will be listed on this Emergency Contacts
screen.

If there is no information available, the message “You don’t have any emergency contacts” will be
displayed.

To add or update your emergency contact information, click on the Add button.

o]
File Edit View Favorites Tools  Help |
&Back - = - &) % | @search (GalFavorites (B | By S - & B [&

Address |§‘| http:fichopinfen-us fempowerment . asp?FormID=frmecontactlistBCompanyMame=sample ~] e |
— E =
-3 . - — _
Ceridian Self-Service e e
jome | Tutorial | F
Emergency Contacts
To change an emergency contact, click the contact's name. To delete an emergency contact, click Delete for that contact and click Save. To add a new emergency contact, click Add.
“ou don't have any emergency contacts.
Click on this Add button to
update your emergency
contact information.
- |
& Done [ || |ZE Localintranet

i#stare|| | 2 2 & || Einbox - micro. .. | B8HPH HERo Us.. | [& Emergency ... | & ceridian self-... | &ceridian self-... | @&Jcerdian seii-..| [ZL S s9%s (821 soaem

After you click on the Add button, a new window will appear.
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Fill in the boxes on this New Emergency Contact page. Any field marked with a red asterisk * must
be filled in.

a Mew Emergency Contact - Microsoft Internet Explorer = |ﬂ |5|
File Edit Wiew Favorites Tools Help ﬁ

Ehack + = - @D B 4| Qseorch GFavortes B | B-SE-E @R

Address [&] http:{chopinjen-usfempowerment. asp?FormID=FrmEContactbewiCompanyhame=sample x| @

— - =
Ceridian Self-Service ' il Paie i é

New Emergency Contact

To sdd sn emergency contact, enter the following information and click Save. An * indicates that the field is required.

If the nevy emergency cortact is another employee, an emergency contact for another emploves, or & dependent for yourself or another employes, contact your HR administrator. Dont add the emergency contact on this
page.

Emergency Contact's Personal Information

e S — Click on any yellow button with
Wi Neme — the picture of a ? for help or to
Lot Nae © [ e See details about what should be
entered in the field.

Emergency Contact's Address Information

Strest 1 155 Merchant St 23rd FI
Strest 2 |

City IHnnnIqu

State IHawaii b

ZIP Cocle (999599 or 99999-99349) Igﬁs13

Country IIJnited States of America v

Emergency Contact's Telephone Information

Home Fhane Ncer (30 R0, £E20) [ | Phone numbers must include the
T e e (55565965591 [ | areacode and entered with dashes.

(E::TP”:':; Murmber (999-959-3999) —— Exam pl e: 808-123-4567

Emergency Contact's Other Information

N Click on this v symbol to see a list
elationzhip o Employee eneficia o H H H H
T — fonsisy <14 of valid relationship choices to

select from. -
=

|g'] Done

. . . . ’7’7’7 E Local intranet
: Click on this box if this
M start R R HPHHER] ) ian Self-... | @ Ceridian Seff-... @Ot 8 szim
| Click on this Save button is your Primary
when you are done. emergency Contact.

Contact H.E.R.O. Help Line by email at HRAdmin@kapiolani.org or call (808) 535-7555 (Oahu) or 197555 if calling
from Kauai, if any one of your emergency contacts is:

Also your dependent that is covered under your benefits with Hawaii Pacific Health.
An employee of Hawaii Pacific Health.
A dependent of another employee of Hawaii Pacific Health.

Also an emergency contact for another employee of Hawaii Pacific Health.
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After you click on the Save button, this message will be displayed at the top of the same screen,
"Please confirm your changes. If anything is incorrect, click Cancel to return to the previous
page.”

= |f all changes are correct, click on the Save button at the bottom of the screen.
» |f you need to make a correction, click on the Cancel button at the bottom to go back and
correct any errors. Click on the Save button a second time to confirm your changes.

a Mew Emergency Contact - Microsoft Internet Explorer = |ﬂ |5|
File Edit Wiew Favorites Tools Help ﬁ
GaBack v = - @ it | @Search [&]Favarites a | %V =] ™ * 28 Iﬁ
Address [&] http:{chopinjen-usfempowerment. asp?FormID=FrmEContactbewiCompanyhame=sample x| @

— T
P - - =
Ceridian Self-Service e
Home | Tutorial | Help | Legout
New Emergency Contact
To sdd sn emergency contact, enter the following information and click Save. An * indicates that the field is required.
If the nevy emergency cortact is another employee, an emergency contact for another emploves, or & dependent for yourself or another employes, contact your HR administrator. Dont add the emergency contact on this
page.
Emergency Contact's Personal Information
First Mame Ed I
hicille: Mame: I
Last Mame 2 I
Emergency Contact's Address Information
Slree 165 Merchant St 23rd FI
Street 2 I
Gty IHnnnIqu
Stete IHawaii -
ZIP Cocle (999599 or 99999-99349) Igﬁs13
Country ILInited States of America ¥
Emergency Contact's Telephone Information
Home Phone Mumber (939-393-9999) I
Work Phone Mumber (993-939-9999) I
Extension I
Zell Phone Mumber (999-999-9999) I
Emergency Contact's Other Information
Relationship to Employes IBengﬁciary vI
Primary Contact for Employee r
=
|@ Done ’7 ’7 ’7 E Local intranet
iglstart |J m @ P |J Inbox - Micros., | @HPH HERC Us.., ”@New Emerge... @Cerldlan Sl | @Cerldlan Self-... I @Cer\d\an Self-... | |ﬂ®u@>§§% :)II'QI 3:21 PM

After you have clicked the Save button the second time, a new window will appear and this message
will be displayed:

Your changes have been saved.
OK €¢=—

Click on the OK link in the message above to close the window and return to the Emergency
Contacts page.

Page 27




When you are done updating your emergency contact information, click on the Cancel button to close

the Emergency Contacts screen and return to the Home page.

a Emergency Contacts - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

P Back + = v@ m|@55arch [&]Favarites al%vg‘ é(: @Iﬁ

Address I@ http: ffchopinfen-usiempowerment . asp?FormID=FrmecontactlistiCompanyhame=sarnple

—
Ceridian Self-Service il Paie i é

Home | Tutorial | Help | Logout

Emergency Contacts

To change an emergency contact, click the contact's name. To delete an emergency contact, click Delete for that contact and click Save. To add & new emergency contact, click Add.

Hame Telephone Humber Primary Contact
v

Delete
Doe, Jane (B0 245-1234

Click on this Cancel
button to close this
window and return to
the Home Page.

|g'] Done

[

[ Bt

iglstart |J :;j @ P |J Inbox—Mlcrosml @HPH HERC Usml @Cer\d\an Self-... | @Cerldlan Self-... | @Cerldlan Self-... ”@Emergenty |®u@>§§% :)IEIQl 4:09 PM
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How to Edit an Emergency Contact

From the Home Page, click on the link for Emergency Contacts under Personal Information.

Personal
INnformation

» My Profile

¢ Change of Address

e Dependents

|* Emergency Contacts]

» Change of Marital Status
¢ Birth or Adoption of Child
& Password

* Ernail Address
* Ermployee Reports
¢ Contact for HR Questions

Note: This example above may not appear exactly as shown on the actual screen.

<2 Emergency Contacts - Microsoft Internet Explorer =1=1 x|
File Edt WView Favorites Tools Help |
bk - = - @ 4 | Dusesrch CilFavertes o4 | By S - % ® [a
Addrass [@] huip: f{chopin/en-usfempowerment, asprFormID=frmecantactlisisCompanyMame=sample ~| e
——= =
;g = —
cer’d'an Se'f-serv’ce Hawaii Pacific Health
Emergency Contacts
To change an emergency cortact, click the contact's name. To delete an emergency contact, click Delete for that contact and click Save. To add & new emergency contact, click Add.
Hame Telephone Humber Primary Contact Delete
Doe, Jane « (B0 2451234 ¥ [
[add il save J| cancel |
A list of your emergency contacts will be listed on this screen.
To view or change the information, click on the name of the individual.
-]
[&] pone [ [ [ BB Localintranet
dstart || | 1) & & || Eltntoone - vicros...| E)HPH HERG Us. ., | & eridian Sef-... | &)Ceridian Seff-,,, | & ceridian Sof-... |[Eemergency .. [l 821 sosem
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A new window called Changes to Emergency Contact Information will appear.

= Click on the box you wish to update.
= Delete the information that is currently displayed.
= Type in the updated information.

Click on the Save button when you are done.

/} Changes to Emergency Contact Information - Microsoft Internet Explorer == x|
File Edit Wiew Favorites Tools Help ﬁ
G Back ~ = o @ it | @SEarch [&]Favarites @ | %v =h - ¥ iz} Iﬁ
Address [&] http:{chopinjen-usfempowerment. asp?FormID=FrmEContactInfo:Companyhlame=sample&lEC ontactFhID=109417 x| @

—
—

Ceridian Self-Service

Hawaii Pacific Health

Home | Tutorial | Help | Logout

Changes te Emergency Centact Infermation

To change emergency contact information, enter the folloewing information and click Sawe. An * indicates that the field is reguired.

Emergency Contact's Personal Information

Edit Emergency Contact

First hlame 2 IJane
Miclelle: hlame: I
»

Last hame

Step 1
Click on any box that
you wish to update.

Street 2 I

City IHanaIei

State IHawaii S

ZIP Cocie (99999 or 99999-9299) |gﬁ;c14

Courtry IUni‘ted States of America ¥

Emergency Contact's Telephone Information

Doe
Emergency Contact's Address Information
Street 1 [P Box 1234

Step 2
Delete the outdated
information in the box.

Step 3

Home Phone Number (935-398-9955) [eosy2a5.-1238
Wiark Phone Nurmber (396-935-9539) [eosy2a5.-1000
Extension I—

Cell Phone Number (399-999.9999) [eosy 2155678

Emergency Contact's Other Information

Type in the new
information in the box.

Step 4
Save your changes by

clicking on the Save

:elﬁiunship to Employes Im butto n.
rimary Contact for Employes I

[ [ ] & =
Click on this Save button B Local ntranet
When you are done Mlcrosml @HPH HERD Usml @Cer\d\an Self-... | @Cerldlan Self-... | @Cerldlan Self-i. ”@Ehanges toE... |®E®Q% :)II'QI 424 PM
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Topic 5: Change of Marital Status

How to Update Marital Status information

The next link that appears under the Personal Information activity area is Change of Marital Status.

Personal
INnformation

« [y Profile
¢ Change of Address

» Dependents
® Ermergency Contacts

I- Chanaoe of Marital Statusl

& Birth ar Adoption of Child
* Password

¢ Ermail Address
¢ Emplovee Reports
¢ Contact for HR Questions

Note: This example above may not appear exactly as shown on the actual screen.

When you click on this link, a new window opens where you are able to view and update your marital
status.

Note: A change in your marital status does not update your tax withholding status!

If you wish to change your withholding status,
you must go to the Payroll section to make your change.
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How to Update Marital Status information
To change your marital status, begin by typing in the Effective Date of the change.
= Use your mouse to click on the Marital Status box.

= Click on the ¥ symbol to see a list of valid marital status choices. Choose only Married or
Single.

Note: Do not select anything that starts with ZZ as these are not valid in this system.

= Click on the Save button when you are done.

+} Change of Marital Status - Microsoft Internet Explorer 8] x|

File Edit Wiew Favorites Tools Help ﬁ
Bk ~ = - @ #t | Phsearch [ Favorites ®|%v =h - ¥ & [a

Address [&] http:/chopinjen-usfempowerment  asp?FormID=Frmmaritalstatuschange&:Company hlame=sample x| @

Ceridian Self-Service il Paie i 3

Home | Tutorial | Help | Logout

Change of Marital Status

To change your marital stetus, enter the date of the change and select the new marital status; then click Save. &n * indicstes that the field is required.

Effective Date

Effective Date (mmiddfyyyy) A l—<'$
Marital Status

First Mame Jane

Employes's Current Middle MName c

Employee's Current Last Name Doe . .

Martal Status single =] €= (Click on this v SymbOI

If you do not want to make to see a list of valid
T a change at this time, click choices.

on the Cancel biitton

Select only Married or

Click on the Save Single.
button to save
your change. All other choices that

begin with ZZ are not
valid in this system.

.|
|g'] Done ’7 ’7 ’7 E Local intranet
iglstart |J :gj @ P |J Inbox—Mlcrosml @HPH HERC Usml @Cer\d\an Self-... | @Cerldlan Self-... | @Cerldlan Self-... ”@Ehange of M... |ﬁ®u@>§§% :)IEIQl 4:39 PM
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After you click on the Save button, this message will be displayed at the top of the same screen,
"Please confirm your changes. If anything is incorrect, click Cancel to return to the previous

page.”
= |f all changes are correct, click on the Save button at the bottom of the screen.
» |f you need to make a correction, click on the Cancel button at the bottom to go back and
correct any errors. Click on the Save button a second time to confirm your changes.

After you have clicked the Save button the second time, a new window will appear and this message
will be displayed:

Your changes have been saved.
OK <

Click on the OK link in the message above to close the window and return to the home page.
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Topic 6: Change of Legal Name

How to change Legal Name

The next link that appears under the Personal Information activity area is Change of Name.

Personal
iNtformation

My Profile
Change of Address

Dependents

Emergency Contacts
Change of Marital Status
Change of Name
Fassmara

Emnail Address
Contact for HR. Questions
Employee Reports

Employes Compliance Courses
License and Certification

When you click on this link, a new window opens where you are able to view and update your legal
name.

Note: The IRS requires that we record your name exactly as it appears on your Social
Security Card.

Please forward a copy of your Social Security Card to:
Human Resources, Attn: HR Support (Oahu)
Human Resources, Attn: Payroll (Kauai)

If we do not receive a copy of your Social Security card within 10 calendar days,
you will be required to re-submit your change through H.E.R.O.
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How to change Legal Name

/3 Name Change Request Form - Microsoft Internet Explorer -8 x|
File Edit ‘iew Favorites Tools  Help ﬁ

= Back ~ = .@ ﬁl@Search [%]Favarites ®|%v§' & i @

Address I@j http:f{bach/en-us/empowerment, asp?FormID=FrmHPHMameChangedCompanyhame=live j rf? L]

To submit a change to your legal name with Human Resources, enter the effective date of the change and your prefix, middle name, last name, and former last name; then click
Save . An *indicates that the field is reguired.

-—
Ceridian Self-Service Hwal Pacific Heabh

Bapriemtoni + i bloar o St s = W

Home | Tutorial | Help | Logout

Change of Last Name

Mote: The IRS requires that we record your name exactly as t appears on your Social Security Card. Please forward a copy of your Social Security Card to Human Resources,
Attn: HR Support. If we do not receive a copy of your Social Security card within 10 calendar days, you will be required to re-zubmit this form.

Change of Legal Name
Effective Date

Etfective Date (mmiddiyyyy) * l—@ Pri— Step 1
Type in the effective date.

Name Change

Prefix |—
First Mame Jane
Midlle Naime “p — . Step 2
B * poe —_— Type in your new last name
in the Last Name box.
Former Last Mame % I
: Step 3
' Type in your former last name in
f the Former Last Name box.
Step 4 _ ||
Click on the Save button to save D[ B Localintranet
your change. jcrosoft Outlook ||@Name Change Request... ®]HPH HERO User Guide (re...| |§§®]=Q]y®*}§,m ‘) 12:33PM

Remember to forward a copy of your Social Security Card within 10 calendar days to:
Human Resources, Attn: HR Support (Oahu)
Human Resources, Attn: Payroll (Kauai)
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Topic 7: Password

How to Update Password information

The next link that appears under the Personal Information activity area is Password.

Personal
iNtformation

My Profile
Change of Address

Dependents

Emergency Contacts
Change of Marital Status
Chapnge of Mame
Passwiord

Ernall Address
Contact for HR. Questions
Employee Reports

Employes Compliance Courses
License and Certification

When you click on this link, a new window opens where you are able to update your password. For

security measures, H.E.R.O. will prompt you to change your password every 160 days.

If you have forgotten your password, send an email to:

HRISAdmin@kapiolani.org

or call 535-7555 (Oahu) or dial 197555 if calling from Kauai
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How to Update Password information

/} Password - Microsoft Internet Explorer - 18] x|
File= Edit Wiew Favorites Tools  Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address I@ http:fbachfen-us/empowerment, asp?FormID=frmuserlogininfofCompanyMame=live j @GU

s sos . — S|
Ceridian Self-Service i e R é

Home | Tutorial | Help | Logout

Password

To change your passwaord, enter the following information and click Save. C hange yo ur Passwo rd

*ou will be asked to change your passwaord every 160 days.

0ld Password

Ertter your old password. Step 1

— _ Type in your current
- <
password

New Password

Step 2
Type in your new
< password.

The password must be between 7 and 20 characters in length and must be & combinstion of letters and numbers. No spaces or spostrophes are allow

Mew Password I

“erify Mew Passwoard I —. .
Type in your new

password again.

Password Reminder

Erter & phrase to help you remember your password, such as Wy Pet' for the password Fido!

Step 3
Type in a short phrase to
help you remember your
password.

Reminder Phrase

a

E
A Done [ | &8 Localintranet

Step 4 [Inbox - Microsaft Outlook “@Password - Microsoft I... BE]HPH HERO User Guide (re... |®DQ]IQ #%(8 ) 1zmapM
Click on the Save button

to save your change.
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Topic 8: Email Address

The next link that appears under the Personal Information activity area is Email Address.

Personal
iNtformation

My Profile
Change of Address

Dependents

Emergency Contacts
Change of Marital Status
Change of Name
Passwird

Emnail Address
Contact Tor AR JUestons
Employee Reports

Employes Compliance Courses
License and Certification

When you click on this link, a new window opens where you are able to provide and update your
email address. It is recommended that you provide an email address in order for you to receive
status updates and confirmation of changes you submit through H.E.R.O. and to maintain efficient

communication between you and Human Resources.

The email address you provide should be one that you check often.
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How to Add an Email Address

/3 Email Address - Microsoft Internet Explorer 18]
File= Edit Wiew Favorites Tools  Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address I@ http:fbachfen-us/empowerment., asp?FormID=frmuseremailinfofCompanyMame=live j @GU

s o 2 = S|
Ceridian Self-Service Hawail Pacific Health é

Home | Tutorial | Help | Logout

Email Address

To add ar chanage vour email address, enter the following information and click Save. Each employee needs to set up an email address,

Email Address

Step 1
Type in your email address

% Wy email address i || —

| dont have an email address.

Step 2
Click on the Save button to
save your change.

[
|&] Done [ | &8 Localintranet
;astart”J 7] a8 | &b - Microsoft outlock ||@Emai| Address - Micros,.. BHPH HERO User Guide (re... [T > T8 R nzopm
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How to Edit Email Address

/3 Email Address - Microsoft Internet Explorer
File= Edit Wiew Favorites Tools  Help

- 18] x|
EEack » = - D G | Qisearch GeFavortes (4 | Bh- S - b [
Address I@ http:fbachfen-us/empowerment., asp?FormID=frmuseremailinfofCompanyMame=live

s sos . — S|
Ceridian Self-Service i e R é

Email Address

To add ar chanage vour email address, enter the following information and click Save. Each employee needs to set up an email address,

Email Address

Step 1
Click on the box with your
[lanedoe@yahoo.com| current email address.

[ My email address is

| dont have an email address.

Step 2
Delete the email address from

the box.
Step 4
Click on the Save button to ~ Step 3 _
save your change. Type in your new email
address.
- |
|&] Done [ | &8 Localintranet
iﬂstart”J m @) & J ()| Inbox - Microsoft Outlook “@Email Address - Mictos... HPH HERO User Guide (re. .. |®DQ159 @% ‘) nis4Pm
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Topic 9: Contact for HR Questions

The next link that appears under the Personal Information activity area is Contact for HR Questions.

Personal
INtformation

My Profile
Change of Address

Dependents

Emergency Contacts

Change of Marital Status

Change of MName

Password

Ernail Address

Contact for HR. Questions

~#® Employee Repore
o Emplovee Compliance Courses
o License and Certification

When you click on this link, a new window will open for your email program such as Outlook. You will
need to complete the Add an Email Address step (Topic 8) in order to be able to use this function.

Use this feature to communicate with Human Resources whenever you have questions about:

= Changing your address or phone number
= Changing your emergency contact

» Changing your marital status

» Changing your legal name

For questions about your dependents, contact Benefits at
HRBenefitsQuestions@kapiolani.org or call 535-7555 (Oahu), 245-1158 (Kauai)

For questions about your password or email address, contact the HRIS System Administrator at

HRISAdmin@kapiolani.org or call 535-7555 (Oahu) or dial 197555 if calling from Kauai.
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This is an example of the Outlook email program that will open. The To: address line will be
automatically filled in with “Self Service General HR Questions”. You may fill in the Subject line with
a brief description about your question.

-8l x|

ig Uintitled Message - Microsoft Word
Type a question for help =

File Edit Yew Insert Format Tools Table Window Help

feEHEH| SRy ibRad o-o- | aBDE =8B

M Mormal + Arial, - Arial ~10 ~-| B I U E == =
1

[y |E'] m Bl | Insert word Field = | %57 B %E‘ @ H | b M % B I;D ?5 % @ . Final showing Markup = Show = | 4 s B« 0 - (] - % = .
=lsend | Il - Lk L, 2 Ogtions...
m Self Service General HR Questions <Gmmmm— The TO: Ilne Wl” be fl”ed |n fOf y0U

| |

| |
[EER Mcc... |

| G— Fill in the Subject: line with a brief description about your question. ﬁ

Subjgect:

el

R - B R B

In the body of the email here, type the details of your question(s). It may also
help to include your work or daytime phone number in case HR needs to

contact you for additional information.

When you are ready to send your email, click on the
= Send button.

we ||

| »

=[Ela = 4
Draw~ [ aAuoshapes~ . w [ O B 4] 92 3 d-L-A-=S=E8BE.
Page Sec At Ln Cal REC TRK EXT ovR [F

iffjstart|| | T [CIREAR T o (&) Inbox - Microsoft ... Ceridian Self-Servi. . HPH HERO User G... | [@ |Ceridian Applicatio. .. Untitled Messag... |52 5850 8 7)) zoapm
= )

Check your email In Box often to view any response provided by Human Resources. If you would
like to speak to someone in Human Resources, call the H.E.R.O. phone line at (808) 535-7555.
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Topic 10: Employee Reports

The next link that appears under the Personal Information activity area is Employee Reports.

Personal
INtformation

My Profile
Change of Address

[ ]

[ ]

# Dependents

¢ Emergency Contacts

o Change of Marital Status
o Change of Name
[ ]

[ ]
)

[ ]

[ ]

Password
Emnail Address
Contact for HR. Questions
Emploves Reports
~#® EmMployeE Cormpliance Courses
o License and Certification

Note: This feature will be available in a future rollout phase.
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Topic 11: Compliance Courses

The next link that appears under the Personal Information activity area is Employee Compliance
Courses.

Personal
iNtformation

My Profile
Change of Address

Dependents

Emergency Contacts
Change of Marital Status
Change of Name
Passwiord

Emnail Address
Contact for HR. Questions

Employee Repaorts
| ¢ Emplovee Compliance Courses
| M [af=] W FA =I=1 00 B =] g o =LA ]

When you click on this link, a new window will open for you to view any required annual Safety
updates and a record of acknowledgment that you received a copy of your Job Description.
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How to view Employee Compliance information

3 Employee Training Information - Microsoft Internet Explorer

b
File Edit Wiew Favorites Tools Help ﬁ
GBack + = - (D o3 | Qhsearch  [GFavorites &4 | N S r b (&

Address I@ http:fbachfen-usfempowerment , asp?FormID=FrmE Training&CompanyName=live j @GU
— =l
il H “oDam
Ceridian Self-Service iswail Pacific s é
Home | Tutorial | Help | Logout
Employee Training Information

Thiz is your training record, which includes both company and other training.

Company Training The Company Training area is under development.

YYou have no recards for this type of training.

SHErTRInIng The Other Training area will list the status of any required training

Starting Date Class Status

1042005 Safety Currert

10/ /2004 Safety Expired

412852000 Job Dezscription Date Current

E
|ﬁ_‘] Dane

[ [ [EErocalintranet

Hstart| | 2| 7] [ [ W &) @

| [inbos - Microsoft .. |@Emp|oyee Traini... BHPHHERO User ... | [@]ceridian Applicatio. . | 4§ Ceridian Self-Servi.. | |®EQ]IQ &%[8 ) miem
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Topic 12: License and Certification Information

The next link that appears under the Personal Information activity area is License and Certification.

Personal
iNtformation

My Profile
Change of Address

Dependents

Emergency Contacts
Change of Marital Status
Change of Name
Passwiord

Emnail Address
Contact for HR. Questions
Employee Reports

Employes Cornpliance Courses
¢ License and Certification

When you click on this link, a new window will open for you to provide updated information on any

required license and/or certification that is required for your position.
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How to Add new License and Certification

Add New License and Certification - Microsoft Internet Explorer - 18] x|

File Edit View Favorites Tools Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address I@ https: fihero. hawaipacifichealth, orgfen-usfempowerment  asp?FormID=frmHPHLiccertlist&CompanyMame=live j @GU
ey, ;I
a1 s = ——
Ceridian Self-Service Hawaii Pacific Health

Home | Tutorial | Help | Logout

Add New License and Certification

To add licenses or cerification, click Add.

wou must send & copy of vour licenseicertification to Human Resources, 55 Merchart Street 23rd Floor, Honolulu HI 96813 If we do not receive the required document(s) within 10 calendar days of
your reduest you will have to resubmit this reguest.

To wieweorint & report of your License and Certification go to Personal section and click on Employee Report and select report name Employ)

All fields marked with a red
asterisk * are required.

Add New License and Certification

R R S Fill in all information needed:
e 2006 Pay Schedule = [Effective date

Expiration Date (mmiddseyyy) l— @ n EXpI ratl on date

Matme 1 I(none} LI . Name

Description i I

= Description

I Mumber .
Se— . I( ) = |D number of license
Country lssued IUni‘ted States of America LI " State ISSUGd

Cost — = Country issued (optional)
| declare, that the information provided is correct and complete L COSt (Optlonal)

By clicking on the Save button belowy, vou have verified that the statement above is correct.

You must send a copy of your license/certification to Human Resources, 55 Merchant Street 23rd Floor, Honolulu HI 96§13. if we do not receive the required document(s} within 10 calendar

d of your request you will have to resubmit your request.

- |
@oe e e

CIle on the Save button Inbox - Microsoft Outlook | @HPH HER.O User Guide (re...“@ndd New License and C... |®Q]ul§@% :)|I| 11:10 4M
when you are done.
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Module 3
Maintaining Payroll & Tax Information

In This Module

OVEIVIEW/ODJECHVES. ...t e e e e e e 49
Topic 1: Earnings Statements

How to view/print your Earnings Statements ............cccceeeeeeeeeennnn. 51
Topic 2: Direct Deposit

How to edit your Direct Deposit information...........ccooeeeeeeiiieiieennnn. 58
Topic 3: Check Calculations

How to Calculate your Net Pay ..o 61
Topic 4: Federal Tax Form (W-4)

How to Edit your Federal Tax Form (W-4) ..., 71
Topic 5: State Tax Form (HW-4)

How to Edit your State Tax Form (HW-4) ..o 74
Topic 6: Earned Income Tax Credit Form (W-5)

How to Update your Earned Income Tax Credit Form.................... 77
Topic 7: Contact Payroll for QUESHIONS.......ccooeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 79
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Overview

This module describes the Payroll & Tax Information options that are available on the Self-Service

home page. This area provides links that allow you to do the following tasks online:

Objectives

Review your earnings statements

Setup or modify direct deposit information

Calculate your net pay

Change your federal and/or state withholding exemptions

After completing this module, you should be able to:

Review and print your Earnings Statements
Update your Direct Deposit Information

Perform Check Calculations

Update your Federal Tax Withholding Form (W-4)
Update your State Tax Withholding Form (HW-4)
Update your Earned Income Credit Form (W-5)

Contact a Payroll representative via email with questions
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Topic 1: Earnings Statements

The first link that appears under the Payroll & Tax Information area is Earnings Statements.

Payroll &Tax 4%
Information v

Earnings Statermnents

Cirect Deposits

Check Calculations

Federal Tax Form (Ww-4)
Hawail State Tax Form (Hw-4)
Earned Income Credit
Contact for Payroll Questions

When you click on this link, a new window will open that will show you a list of past earnings
statements that you are able to view and print. The most recent earnings statement will be listed first.
Refer to the Pay Schedule for the respective year to see a list of the pay dates.

The oldest earnings statement that is available through H.E.R.O.
begins with the pay check dated 9/16/2005.
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How to view /print your Earnings Statements

; Earnings Statements - Microsoft Internet Explorer L il

File Edit View Favorites Toaols Help ﬁ

sBack = = v@ ﬁ|@53arch (5] Favarites @“%'5' & : @,

Address I@ http: ! fchopinfen-usfempowerment, asp?FormID=frmpaystublist&Zompanytame=sample j IPGO

Ceridian Self-Service

0

Hawvaii Pacific Health

Home | Tutorial | Help | Logout

Earnings Statements

This is the earnings history for thiz employee. To display detailed information for & specific earnings statement, click the check number .

Check Humber Check Date
A5714 . Step 1 . 2M Fi2006
sszns ===l Click on one of the links 2312005
A4688 12002006
I to a check number. T
03445 A 202352005
03172 1208,2005
OZETE 1102552005
02130 110 052005
Ol1656 1002852005
011931 100 452005
A719 ar30/2005
000217086 973002005
A4z 9M 62005

A new window will open that will display details
of the check number you selected.

| -
[&] Done I_I_ l_ Local intranet
;ﬂstartl | &) & | B nbos - icrasoft ...”@Earnings State.. (JUsercuide | @)reH Hero User ... | (S EBE]S HORND[B]B 10:10am
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File Edit W¥iew Favorites Tools Help

This is a sample of the check detail that you will see.

'a Pay Stub - Microsoft Internet Explorer

LI

Bk - = - @ [F & | ‘Qisearch [ Favorites ;gl

$ B E[Q

Address

http: fichopinjen-us/empowerment, asp?FormID=FrmPayStubOut&Companyiame=sampledCsUFLXID=825395

_v_l ﬁGD

s | =
Thig is detail about your earnings ststement. To access a check calculation worksheet, click Calculate thie Check.
Caloulate this Check
iy, CHECK MO : 5714
HAIAI PACIFIC HEALTH ¢
_— CHECHK DATE : 2HTI2006
H iP Health 55 MERCHANT 5TREET :
aWaII‘ acinc Healt! HOMOLULY, Hi 96313 PERIOD EMDING :  2/11/2006
Kapioiani « Fali Nom) « Strach « Wiloos PAY FREQUENCY : BI-WEEKLY
1D MUMEER.: STATUS EXEMPT TAX ADJUSTMENTS STATE AMD LOCAL CODES
Jane Doe 2200801234
55 Merchant St BASE RATE: 26.44 FED: MULRRIED 3 FED: 5T: PRI: HI LOG1: LOG3:
Honolulu, HI 96813 55N 123-45-6789 ST1: M 2 [V SEC: Lo Locd:
5T2: LOGAL: LOG5:

CURRENT o CURRENT T-T.D
DESCRIPTION HOURSAJNITS EARMINGS HOURSANITS EARMNGS | DESCRIPTION AMGLINT ANCLINT
REGULLR_DAY 40.00 1,057 60 ] 00 |50 SEC TAX 0172 42352 | aguL 5860
FEGLILAR_DY 4000 1,057 60 ] 00 | MEDIGARE Th 3 3905 | ygaL HE92
FED MG T 5538 39416 | GRP LIFE 50K 277
TOTAL HE &0 211520 m 00 | PRESTATE Thx 618 52405
SDILIC TAX mw o
TOTAL TRHES 290 015 1,240 79

4038 -163.22 -676.88 |05 DCARE REIM .00 750 |G 00010935540 1,154 46
FRETX MED FSA -250.00 -1,000.00 |06 MED REIMB .00 -05.99 | CHECHK AMOUNT o
PRETX DEPCARE 9167 -366 .68 | SUPP DEF LIFE 755 15.10

FRETX HWIS HRAO -105.93 -211.98 | SUFP LIFE 16.50 33.00

PRETX DEMTAL -21.76 4352

SUPP AD&D 500 -16.00

TOTAL PRE-TRX 646 64 -2,315.08

TOTAL 20.00 1,468.58 il ,145.74 | TOTAL PER DED 2405 12539

CURRENT 2,115.20 R 1,465 56 2490.05 2405 1,154 46

-2, 51506 814574 1,240.78 12539 5,030.34 | TOTAL CURRENT MET PAY 1,154.48

T.T-0 5,460 30

Local intranet

|§'] Done
histart|||

[ i
|[BEES HIN[Em nssan

Inbaz - Microsoft ..,

| EHeH HErO User ... | ] Leaves

|l Stub - Micr... | _yUserduide

8 e

To view a printable copy of the statement, click Printable Copy at the bottom of the statement.
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An additional window will open within the same page.

To print a copy of this earnings statement, click on the Print button within the smaller window.

18 x]

File  Edi i Favorites T Help

Bk - = - @ [F & | Qhsear

th [GFavorkes (% | B |

$ B E[Q

Address i_l http: ffbachfen-us/empowerment, asp?FarmID=FrmPayStubOutB:CompanyMame=livedCsuF LY ID=765251

LI :PGD

R s | =
Thig iz detail about your earnings ststement. To access & check calculation worksheet, click Calculategifiie Check
Caloulate this Check
/3 -- Web Page Di"..og x|
m & -
| x| LoGO GOES HERE |
| 006
I.‘ i I EKLY
Jane Doe 1D NUMEER.: 2200801234 CHECK NGO - STATE AMD LOCAL CODES
55 Merchant St BASE RATE:| 26.44 P HARIAI PACIFIC HEALTH CHECH DATE - PRI: HI LOGT: LOGS:
Honolulu, HI 96813 . 123-45-6789 LOGO GOES HERE 55 MERGHANT STREET e
: HOMOLULU, Hi 96813 PERIOD ENDING : : g
PLY FRECIJENGY Loas:

14,306.40

Jame Do D NUMBER: [ e |MTUS EXEMPT  TAXADJUSTMENTS:
55 Merchant BASE RATE:[ 2644 RRED 3 FED 5T:
St 123-45-6789
CURRENT Honolulu, HI 55hl: 2 plfUC 0
96813 LoGaL:
DESCRITION HOURSAINITS EARNINGS :
REGULAR DAY 40.00 1,057 B 88 | smal 285,05
REGULAR DAY 40.00 1,057 B 3 |ygaL 3323
CURRENT ¥-T-D CURRENT ¥ - T
21| GRP LIFE= 50K 27
TG o o5z |DEBGRIPTION HOURSIUNITS EARMNGS HOURSAMNITS EARMINGS DESGFIPTION AMOUNT AMOL | oo
i}
REGULAR DAY 4000 1,057.60 o0 0050 SECTAX 13132 7@
REGULAR DAY 4000 1,057.60 00 00 | MEDICARE o
TiX :
TOTAL HE 8000 2,115.20 00 oo |FEDINGTAX — 150.87 75
4038 163,22 ST e |G tortsss 1,862.11
PRETH MED F5A 00 Tax : 00 | CHEGH AMOUNT 00
PRETXDEPCGARE 00 5D TAX 00 a7
PRET: HMS HutO 00 4] | [ fEs
PRETHDENTAL 0 5528 | 5UPP LIFE 0 .50
SUPP ADSD 00 2400
TOTAL PRE-TAX 163.22 364181
TOTAL 50.00 1,345.98 00 11,164.59 | TOTAL PER DED 350,00 53152
e R
] T
CURRENT 21520 169.22 45387 350.00 1,862.11
T.T.D 3,641 51 11,1645 228525 53152 9,400.86 | TOTAL CURRENT NET PAY 1,88211

|e_'] Done

istart || 1] [Z] e e

| [ltrbox - Microsoft Outiook | BEFHPH HERO User Guide (...| [&]ceridian appication - M... [ £1pay stub - Microsoft...

5 O

|[BEES ON[Em 110sam
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Depending on how your computer is set up, you may see a new window open on the same page.
Click on the Print button to start printing.

18 x]

[ |
J :PGD

File Edit Wiew Favorites Tools  Help

Bk - = - @ [F & | ‘Dhsearch  [GilFavortes (4 | -

= AT —————— =
This is detail about your earnings ststement. To access a check calculstion worksheet, cjfk Calculate thie Check.
Caloulate this Check
i 7
L R CHEGK MO ; 282
= = < HAINAI PACIFIC HEALTH
General I Dntlonsl Layautl PapelJQuahtyI F|n|sh\ng| Eflects' Deslmatlon' 55 MERCHANT STREET CHECK DATE 32006
e HOMOLULL, Hl 96313 PERIOD EMDING :  3/25/2006
PAY FREQUENCY : BI-WEEKLY
= £ =
§ 7 .::‘i S j STATUS EXEMPT TAX ADJUSTIMENTS STATE AND LOCAL CODES
Add Printer OSCAR30on  OSCAR39on  OSR4S on FD: MARRIED 3 FED: 5T: PR HI LOC1: LOCS:
E Gt LAl _'ﬂ T b H U ERV=C SEC: Lo Lo
1 I k Ta: LOGAL: LOG5:

Status: Ready
Locatior:  HR. Emplopee Health. HC 23rd Flr
Camment: HPLJ4200; 10.76.16.133

™ Print ta file

Find Printer... I
I CURRENT ¥-T-D
- Page Range EARMINGS DESCRIPTION AMOUNT AMOUNT

& Al Hurbeffof copies: |1 3:
£ Selection £ Current Page 00 |50 SEC TAX 131.32 766,68 | 501 295.05
" Pages: 1 ollate 7 00 | MEDICARE TAX 30.71 179.30 | ygaL 3323
Enter either & single page number o a single 1 1 FED NG Thx 159.57 8121 | GRP LIFE= 50K 277
page range. For example, 512 00 |PRISTATE TaX 11187 533 06

S0IUGC TAX il o

TOTAL TAXES 43387 2,285 25

4038 -163.22 -1,184.54 |05 DCARE REIM oo 750 |G 00010935540 1,862.11
FRETX MED FSA on -1,500.00 |06 DCARE REIM -350.00 -350.00 | CHECHK AMOUNT o
PRETX DEPCARE i} -550.02 |06 MED REIMB i} -166.17

FRETX HWIS HRAO i} -317.97 | SUPP DEF LIFE it} 2285

PRETX DEMTAL on -65.28 | SUPP LIFE o 43.50

SUPP AD&D i} -24.00

TOTAL PRE-TRX -169.22 -3,641.31

TOTAL 80.00 1,345 95 o0 11,164.59 | TOTAL PER DED -350.00 -551.52

2,115.20 -169.22 1,345.38 43387 1,862.11
1480640 -5,641.81 11,164.58 2,295.25 9,400 86 | TOTAL CURRENT MET PAY 1,862.11

L4l

Local intranet

[Elpene 5 o
histart||| ) @ [ || [lbo - Microsoft outock | EFHPH HERO User duide {...| [ ceridian appication - 1...| [ £]pay Stub - Microsoft... |G Oe HN Bl 1nan
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When your printing is complete, you will return to this window

Pay Stub - Microsoft Internet Explorer = Iﬂ!zj
File Edit Wiew Favorites Tools Help |ﬂ
GBack ~ = - @[3 & | ‘Qsearch [ Favortes £ | - S - ¥ & [a
Aiddress [ http: {fchopinen-us/empoverment  asp?FormID=FrmPayStUbOULRCampanyMame=samplefCsUFLYID=625395 x| @

e =
Thiz is detail about your earnings statement. To access a check calculation worksheet, click Caleulate this Check
Calculate this Check
ey, CHECK MO : AsT14
HAMAN PACIFIC HEALTH .
e CHECK DATE : 2A17/2006
H P Health 55 MERCHANT STREET :
awall Facitic Hea HOMOLULU, Hi 96513 PERIOD EMDING : - 2M1/2006
0 Nlerw) - Seraus « Wiloos PAY FREEQUENCY : BI-WEEKLY
Jane Doe 1D NUMBER.: 2200801234 STATUS EXEMPT TAX ADJUSTMENTS STATE AMD LOGAL CODES
55 Merchant St BASE RUTE: | 26.44 FED: MURRIED 3 FED: 5T PR OHILOGY:  Locs:
Honolulu, HI 96813 S5N: 123-45-6789 5T1: bt 2 weuc 0 SEC:  LOC2: Locd:
5T2: LOCAL: LOCS:

CURRENT ¥.T-D CURRENT Y-T-D
DESCRIPTION HOURSAINITS EARMNINGS HOURSAIMITS EARMINGS | DESGRIPTION AMOUNT AMOUNT
REGULAR_DAY 40.00 1,057 60 o0 00 |50 5EC TAX 01.72 42352 | spaL 288 60
REGLILAR_DiY 40.00 1,057 60 00 .00 [MEDICARE TAX 319 39.05 | ypaL 31692
FED ING TAX 88.36 39416 | GRP LIFEs S0K 277
TOTAL HE 80.00 211520 o0 .00 |PRLSTATE TAX 76.18 324.06
SDIUC TAX i il
TOTAL TH¥ES 1,207

2038 -169.22 676,88 | 05 DOARE REIM 00 -8750 |G 00010385540 1,154.46
PRETX MED FS -250.00 -1,000.00 |06 MED REME o -85.89 | CHECK AMOUNT 00
PRETX DEPCARE 8167 386 68 | SUPP DEP LIFE 755 1540
PRETX HMS HMO 410599 -211.98 | SUPP LIFE 16.50 33.00
PRET DENTAL 2178 4352
SURP ADAD 800 1800
TOTAL FRE-TAX 54564 2,315.08
TOTAL 6,195.74 | TOTAL PER DED 2408 -125.39
EQ) NET

21520 115446

TTD -2,315.08 B,145.74 5,030.34 | TOTAL CURRENT MNET PAY 1,154.98

8,460 .30

-

[
|BmEOe O 8 nasa

Click on the Cancel button
to close this window.

J @Pay Stub - Micr...  ‘yUserGuide

| Een HER User ... | (] Leaves
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You will return to this screen.

R
File Edit Wiew Favorites Tools Help ﬁ
=Back v = - @ it | @SEarch [&]Favarites a | %v =h - ¥ iz} Iﬁ
Address [&] http:/fbachjen-us{empowerment. asp?FormiD=Frmpaystublist&CompanyName=live x| @

— =]

irdi H e

Ceridian Self-Service Hawail Pacific Health
VPt Pl W - S -G
Home | Tutorial | Help | Legout
Earnings Statements

Thiz iz the earningz history for thiz employee. To display detailed information for a specific earnings statemenrt, click the check number.

Check Humber Check Date

A7262 343172008

AB74Z 3NT2008

ABZZ6 3/3/2008

AS714 2172008

ASZ03 2/3/2008

A4688 /2002006

A4175 1672008

A3445 12023/2005

A3172 A12/9/2005

AZ675 72572005

AZ1s0 A110/2005

Al686 A0i28/2005

Al191 1001472005

A719 9/30/2005

000217066 9/30/2005

AZ42 SMER2005

Click on the Cancel button to
close this window.
;I

]
#start |J ]

W 5 &

J Inbux - Microsoft Outloukl HPH HERD User Guide (I E.Cerldlan Application - MI @Eamings Statement...

[ [ BFodnmame
[EB@OS I T[S 1121 am
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Topic 2: Direct Deposit

The next link that appears under the Payroll & Tax Information area is Direct Deposits.

Payroll &Tax 4%
Information v

Earnings Staterments

Direct Deposits

iCheck Calculations

Federal Tax Form (Ww-4)
Hawail State Tax Form (Hw-4)
Earned Income Credit
Contact for Payroll Questions

When you click on this link, a new window will open that will allow you to view your current direct
deposit account(s), add new accounts, and update your account information. You may have up to
three accounts.

New accounts will need to be processed through a 10-day pre-notification period where your account
information will be verified by your bank or credit union. This means direct deposit to your new
account will not be available right away.

Normally it takes one pay period to verify your account information. After your account information is
verified by the bank or credit union, the direct deposit will begin with the next paycheck.
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How to edit your Direct Deposit information

/3 Changes to Direct Deposits - Microsoft Internet Explorer == x|
File Edit Wiew Favorites Tools Help ﬁ
ke - @B Q| Qeerh [aireotss 3| B SE-E 6 DBR

Address [&] http:fbachjen-us/empowerment. asp?FormID=FrmeftinformationiCompanyMame=live x| @

Ceridian Self-Service

Hawaii Pacific Health
P - o Wt - G -

Changes to Direct Deposits

Thiz iz your current direct deposit information. To make changes, enter the newy information and click Save. To deposit the remainder of your paycheck in an account, click Deposit Remainder for that account. To cancel
a direct depostt, click the Cancel box for that account and then click Save.

“ou can display a check sample to see the location of the routing, account, and check numbers.

Priority

Account HumberlZ

Account Type Routing Humber Amount Deposit Remainder Cancel
=l C - Checking = | | | [ M.,
[o=] C - Checking = | | | O M,
[s=] € - Checking x| [ | O MA.

If you already have direct deposit, your account information will be listed here.

Priority
This is the order in which you want your funds to be deposited if you have more
than one account.

Account Type
This will be either a checking or savings account.

Account Number
This is your checking account number or savings account number.

Routing Number
This is the unique bank number, which is determined by the American Bankers

Association (ABA). It is the first 9 digits found at the bottom of the checks =
aft“;t |wmg SuPPlied for your bank account. Do not use deposit slips to obtain this i e

information.

Amount

If you wish to deposit a certain dollar amount, you would input the dollar
amount here.

Deposit Remainder

If you have more than one account and would like to have the balance of your
paycheck deposited into the last account that you designated as priority 2 or 3,
check this box.
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a Changes to Direct Deposits - Microsoft Internet Explorer
File  Edit  Wiew

Favorites  Tools  Help

=la] |
Bk ~ = - @ #t | Phsearch [ Favorites ®|%v =h - ¥ & [a

Address Iﬁj http: ffbachjen-usfempowerment . asp?FormID=Frmeftinformationf&Camparyhame=lve

Ceridian Self-Service

L
¥

|
Hawaii Pacific Health
P - o Wt - G -
Home | Tutarial | Help | Logout

Changes to Direct Deposits

Thiz iz your current direct deposit information. To make changes, enter the newy information and click Save. To deposit the remainder of your paycheck in an account, click Deposit Remainder for that account. To cancel
a direct depostt, click the Cancel box for that account and then click Save.
“ou can display a check sample to see the location of the routing, account, and check numbers.

Priority Account Type Account HumberlZl Routing Humber Amount Deposit Remainder Cancel
=l C - Checking x| | | | | A,
[o=] C - Checking x| | | | O s
[3=] [c-checking =] [ | [

| ) WA,

When you are done, click
on the Save button to
save your changes.

|@ Done

#start |J ]

W 5 &

.|
’7 ’7 ’7 E Local intranet
J Inbux - Microsoft Outlook, I @HPH HERC User Guide (re. . | ]—{Cendlan Application - Mek. ., | @Ehanges to Direct Dep...

|BEOe O sEs 1130
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Topic 3: Check Calculations

The next link that appears under the Payroll & Tax Information area is Check Calculations.

Payroll &Tax 4%
Information v

¢ Earnings Statements
e _Direct Deposits
Check Calculations
Federal Tax Form (W-4)
Hawail State Tax Form (Hw-4)
Earned Income Credit
Contact for Payroll Questions

When you click on this link, a new window will open that will allow you to perform sample paycheck
calculations if you were to change your withholding allowance, increase or decrease your 403(b)
contribution percentage, or change your payroll deductions.
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How to Calculate your Net Pay

/3 Check Calculation Worksheet - Microsoft Internet Explorer _8] x|

File Edit View Favorites Tools Help ﬁ
$aBack » = - ) ot | hsearch  [GefFavarites @“%v = - & B [a

Address I@ http:f{bachfen-us/empowerment , asp?FormID=frmcheckcalciCompanyMame=live j @GU
-

—
o I
Hawaii Pacific Health g

Check Calculation Worksheet

Ceridian Self-Service

Home | Tutorial | Help | Logout

To calculate your net pay, enter the follovwing information and click Caleulate. A0 * indicates that the field iz required.

Employee Information

Clack Mumber 24001
Employes Mame

Street 1

Street 2

City, State, ZIP Code

Earnings Information

Total Earnings - |
Pary Type 4 IReguIar v[

Pay Freguency E IB - Bi-weekly 'I

Check Date (mmiddfyyyy) - |l]3r31r2l]l]ﬁ o

State Tax Information

Primary State [none)
Primary State Tax Status 5 I(none} 'l

Secondary State

Secondary State Tax Status I(none} VI

Primary Local Code
Secondary Locsl Code

State Exemptions * In vl
State Adjustment
Local Adjustment
S0 Adjustment Value hd|
|&] Done [ | &8 Localintranet
;astart”J 7] a8 H [ inbox - Microsoft Outiook | BFHPH HERD User Guide (re. . |[&Check Calculation Wor... |SB@Oe T8 12:34pm

Your current information will be displayed except your Total Earnings.

Earnings Information
Total Earnings
You will need to type in the amount of your gross pay for one pay period.

Pay Type
In most cases, you will use Regular. The other choice is Bonus.

Pay Frequency
This remains as Bi-weekly since we are paid every two weeks.

Check Date
You may select any paycheck date from the current year Pay Schedule.
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/} Check Calculation Worksheet - Microsoft Internet Explorer _18]x]

File Edit Wiew Favorites Tools Help

&GBack + = - @ o3 | @Search (G| Favorites @ | %v = r X B &

Address IE:] http:fbachfen-usfempowerment , aspFFormID=Ffrmcheckcalc@Companytame=live j @GU
Street 1 |
Street 2

City, State, ZIP Code

Earnings Information

Tatsl Earnings % I
Pary Type 5 IReguIar v[
Pay Frequency § =

Check Date (mmiddiyyyy) * [o35312006 &

State Tax Information

Primary State [none)
Primary State Tax Status 5 I(none} 'l

Secondary State

Secondary State Tax Status I(none} VI

Primary Local Code

Secondary Local Code

State Exemptions & IE
State Adjustment

Local Adjustment

S0 Adjustment Y alue

Federal Tax Information

Federal Tax Status % I(none} VI
Federal Exemptions % II] 'l

Federal Adjustment
FICAFUTA Code

Deduction Information

You do not have any permanent deductions.

Calculate | cancel |

=
[& l_l_l_ E Local intranet
;astart”J 7] @ & H [ nbox - Microsoft Outiook | BFHRH HERG Liser Guide [re...| [ &7 Check Calculation Wor... @S I Ta[BlEe 1241 pm

State Tax Information
Primary State Tax Status
This is your filing status. Choose M for married or S for single.

Secondary State Tax Status
This does not apply and should remain as (none).

State Exemptions

This is the number of allowances you are claiming. You may change this number for
calculation purposes. The higher the number, the less taxes will be calculated. If you need to
have more taxes withheld from your pay, you would enter a lower number.
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/3 Check Calculation Worksheet - Microsoft Internet Explorer

File Edit View Favorites Tools Help

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - &

Address I@ http:fbachfen-us/empowerment , asp?FormID=frmcheckcalciCompanyMame=live j @GU
Street 1 -]
Street 2

City, State, ZIP Code

Earnings Information

Total Earnings

Pay Type

Pavy Freguency

Check Date (mmiddiyyyy)

State Tax Information

:
il G i |
* [p3p1z00s & @

Frimary State
Pritnary State Tax Status

Secondary State
Secondary State Tax Status

Pritnary Local Code
Secondary Local Code
State Exemptions

State Adjustment
Local Adjustmernt
S0l Adjustment Value

(none)

(none) -

I (nonej) = I

*l__lﬂ'

Federal Tax Information

Federal Tax Status
Federal Exemptions

Federal Adjustment
FICAFUTA Code

2 I(none} 'I
B lj“ =

Deduction Information

*fou do nat have any permanert deductions.

Calculate

=
[ | [EErocalintranet

Federal Tax Information

Federal Tax Status

;astart”J 7] a8 H [ inbox - Microsoft Outiook | BFHPH HERD User Guide (re. . |[&Check Calculation Wor...

This is your filing status. Choose M for married or S for single.

Federal Exemptions

[BEOS I[8s8 1za1pm

This is the number of allowances you are claiming. You may change this number for
calculation purposes. The higher the number, the less taxes will be calculated. If you need to
have more taxes withheld from your pay, you would enter a lower number.

Page 63




Secondary State
Secondary State Tae Status

Pritnary Local Code
Secondary Local Code

Federal Tax Information

I {none) - I

State Exemptions * Iz vl
State Adjustment [none)
Local Adjustment [none)
S0 Adjustment alue 0.0000

i1
File Edit View Favorites Tools Help ﬁ
$aBack » = - ) 7t | hsearch  [GlFavorites 4 | 5 - & B [a

Address Iﬂj http:fibachfen-usfempowerment , aspFFormID=FfrmcheckcalcdCompanyMame=live j @Go
[ Primary Siate Tax SEls |M =] ;I

Federal Tax Status

Federal Exemptions

Federal Adjustment (none)

FICAFUTA Code 1 - FUTA, Exempt

Deduction Information

Deduction Amount(@ Percentl@
4038 - 4038 0 -8.00
LINMEL - PRETY MED FSA, |-25l].l]l] il
DCARE - PRETY DEPCARE |-91.ﬁ? il
MEDHS - PRETY HMS HMO |-1l]5.99 il
DEMTS - PRETX DEMTAL |-21.?ﬁ il
SADD - SUPP ADSD I-B.l]l] o
WV2GRP - GRP LIFE= 50K |2.?? o
SDEP - SUPP CEP LIFE I?.ss il
‘SLIFE - SUPP LIFE |1ﬁ.5l] il
ralenlate

|&] Done [ | &8 Localintranet =
;astart”J 7] a8 H & nbox - Microsoft outiook | BZJHPH HERO Liser Guide (r... |[€Check Calculation Wa... [2]Ceridian Application - Me...| [S5@ OIS HNT[8]89  107em

Deduction Information
If you have any benefit deductions or voluntary deductions such as Aloha United Way (AUW) they will
be listed in this section.

403B

If you wish to see how changing your contribution percentage will affect your net pay, enter an
amount here by typing a minus sign first then the number. This will ensure the calculation will
take into account this is a pre-tax deduction.

Example: If you wish to see the calculation using 20% for 403B, you would enter the
amount like this:  -20

Pre-tax deductions
These will appear as negative amounts with a minus sign in front of the dollar amount.

After-tax deductions
These will appear as positive amounts without a minus sign in front of the dollar amount.
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=8 Check Calculation Worksheet - Microsoft Internet Explorer 121 =l
File Edit Wiew Favorites Tools Help ﬁ

GBack + = - (D o3 | Qhsearch  [GFavorites &4 | N S T b &

Address I@ http:fibachfen-usfempowerment , asp?FormID=Ffrmcheckcalc&Companytame=live j @GU
Primary Stete Tax Stetls 2 |M 3| ;I

Secondary State

Secondary State Tax Status I(none} VI

Primary Local Code
Secondary Local Code

State Exemptions * Iz vl
State Sdjustment {none)
Local Adjustmernt (none)
S0 Adjustment Y alue 0.0000

Federal Tax Information

Federal Tax Status & I M - I

Federal Exemptions = 3 -
Federal Adjustment [none)
FICAFUTA Code U - FUTA Exempt
Deduction Information
Deduction Amount(@ Percentl@
4036 - 4038 0 -8.00
UNMMED - PRETH MED FS2 |-25l].l]l] 0
DCARE - PRETH DEPCARE |-91.ﬁ? n
MEDHS - PRETH HMS HMO |-1[|5.99 0
DENTS - PRETX DEMTAL |-21.?ﬁ 0
SAD0 - SUPP AD&D |-3.l]l] 0
W2GRP - GRP LIFE= S0K IZ.?? n
SDEP - SUPP CEP LIFE I?.55 0
‘SLIFE - SUPP LIFE |1ﬁ.5l] 0
Calculate ) ancel

=
[&] Done ’_ ’_ ’_ E Local intranet
;astart”J ] @) & | b - Micrasoft outiook | BFJHEH HERO User Guide (r... | [ Check Calculation Wo... [2]Ceridian npplication-Me...| |2 @OS I8 o7

When you are finished making your changes and you are ready to start the paycheck calculation,
click on the Calculate button at the bottom.
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A new window will open showing the results of the calculation based on the changes you made.

Check Calculation Detail - Microsoft Internet Explorer - 18] x|

File Edit View Favorites Tools Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address Iﬂj http:fibachfen-usfempowerment , aspFFormID=FrmCheckCalcOutiCompanyMame=live j @Go
ey, -
T i —— =
Ceridian Self-Service : i Pl i
Home | Tutorial | Help | Logout
Check Calculation Detail
These are the earnings, tax, and deduction amounts bazed on the values you entered in the Check Calculstion Worksheet. To return to the worksheet to erter other values, click Back at the bottom of
this page.
Earning and Tax Information
Earnings and Taxes Amount
Total Earnings 4,000.00
Social Security Tax F3257
Medicare Tax 762
Federal Tax $0.00
Primary State Tax §10.25
Secondary State Tax $0.00
Primary Local Tax $0.00
Secondary Local Tax F0.00
SO0 Tax F0.00
et Pary 368.09
G
Deduction Information
Deduction Amount
4038 - 4038 (HE0.007
LIMMEL: - PRETX MED FSA4, ($250.00)
DCARE - PRETX DEPCARE ($91 672
MEDHS - PRETX HMS HMC ($105.99) |
DENTS - PRETX DEMTAL ($21.78)
SADD - SUPP ADED (5.000
W2GRP - GRP LIFE= S0K $2.77
SDEP - SUPP DEP LIFE $7.55
[SLIFE - sUPP LIFE $16.50 Jd|

|&] Done [ | &8 Localintranet
;astart”J ] G & | Eltnbox - Microsoft Outlack | BHPH HERO User Guide(.‘.”@Eheck Calculation De... [&]Ceridian Application-M...l [EB@O® I TEsr  niam
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When you are done viewing the Check Calculation Details, click on the Back button at the bottom of
the screen.

2} Check Calculation Detail - Microsoft Internet Explorer 171 =l
File Edit Wiew Favorites Tools Help ﬁ
&GBack + = - @ o3 | @Search [Ge] Favarites @ | %v =] v & &

Address I@ http:ffbachfen-usjempowerment, asp?FarmID=FrmCheckiCalcout&CompanyMame=live j @Go

=l
These are the earnings, tax, and deduction amounts based on the values you entered in the Check Calculation Worksheet. To return to the wwaorksheet to enter ather values, click Back st the bottom of
this page.
Earning and Tax Information
Earnings and Taxes Amount
Total Earnings 4,000.00
Social Security Tax 3257
Medicare Tax 762
Federal Tax $0.00
Primary State Tax $10.25
Secondary State Tax $0.00
Primary Local Tax $0.00
Secondary Local Tax F0.00
S0l Ta $0.00
Met Pay 365.09
G
Deduction Information
Deduction Amount
4038 - 4038 (F50.00)
LIMMELD: - PRETX MED FSA, ($250.00)
DCARE - PRETX DEPCARE (§91 671
MEDHS - PRETX HMS HMC ($105.99)
DENTS - PRETX DEMTAL ($21.78)
SADD - SUPP ADED (5.000
W2GRP - GRP LIFE= S0K $2.77
SDEP - SUPP DEP LIFE $7.55
SLIFE - SUPP LIFE F16.50
o

|&] Done ’_ ’_ ’_ (BF Local intranet
;astart”J s W 3 & | [ mbos - Microsoft Outlookl B HPH HERO User Guide(.‘.”@check Calculation De... [2) Ceridian npplication-M...| |5§|®u® O [8eeEd  1ziem
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You will be returned to the Check Calculation Worksheet.

24 Check Calculation Worksheet - Microsoft Internet Explorer - 18] x|
File Edit View Favorites Tools Help ﬁ
EEack » = - D G | Qisearch GeFavortes (4 | Bh- S - b [

Address Iﬂj http:fibachfen-usfempowerment , aspFFormID=Ffrmcheckcalc&CompanyMame=live j @Go

ey, -
= s : — —

Ceridian Self-Service Hawaii Patific Health

Home | Tutorial | Help | Logout
Check Calculation Worksheet
To calculate your net pay, enter the follovwing information and click Caleulate. A0 * indicates that the field iz required.
Employee Information
Clack Mumber 24001
Employee Maime
Street 1
Street 2
City, State, ZIP Code
Earnings Information
Total Earnings * I
Pary Type 4 IReguIar v[
Pay Freguency % IB - Bi-weekly vl
Check Date (mmiddfyyyy) - |l]3r31r2l]l]ﬁ &
State Tax Information
Primary State [none)
Primary State Tax Status % I(none} vl
Secondary State
Secondary State Tax Status I(none} vl
Primary Local Code
Secondary Locsl Code
State Exemptions * In vl
State Adjustment
Local Adjustment
S0 Adjustment Value hd|

|@ Done

dhstart||| 741 [] [E] [ ) & @ 6

[ | [EErocalintranet

| [l - Microsoft outlock | B HPH HERO User Guide (... ”@Eheck Calculation W... [ Ceridian Application - M... | |ﬂ®u 3k Y =

Page 68




You may continue making changes as often as you wish. When you are done with this feature, click

on the Cancel button at the bottom of the screen and you will return to the home page.

/4 Check Calculation Worksheet - Microsoft Internet Explorer =181 =]
File Edit Wiew Favorites Tools Help ﬁ
GBack + = - (D at | Qhsearch  [GFavorites &4 | N S - X
Address I@ http:ffbachfen-usjempowerment, asprFarmID=frmcheckcalcCampanyMame=live j @Go

Street 1 |
Street 2

City, State, ZIP Code

Earnings Information

Tatal Earnings + I
Pay Type E IRBQl-l'ﬂf 'l

Pay Frequency 5 IB - Bi-weekly VI

Check Date (mmiddAyyyy) * [o35312006 &

State Tax Information

Primary State [none)
Primary State Tax Status 5 I(none} 'l

I (nonej} * l

Secondary State
Secondary State Tax Status

Primary Local Code

Secondary Local Code

State Exemptions & -
State Adjustment

Local Adjustment
S0 Adjustment Y alue

i

Federal Tax Information

Federal Tax Status % I(none} VI
Federal Exemptions % II] 'l

Federal Adjustment
FICAFUTA Code

Deduction Information

ou do nat hayg omgtions.

Calcula e

|€| Dane

;astart”J 7]

’_ ’_ ’_ (=F Local intranet
J Inbnx - Microsoft Outlaok | HPH HERD User Guide (... ”@Eheck Calculation W... E}Ceridian Application - M. | |ﬂ®u @ :)QI%MF! 1127 pM
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Topic 4: Federal Tax Form (W-4)

The next link that appears under the Payroll & Tax Information area is Federal Tax Form (W-4).

Payroll &Tax & ’u\
Information v

Earnings Staterments

Direct Depaosits

iCheck Calculations

Federal Tax Form (w-4)
Hawail State Tax Form (Hi-4)

Earned Income Credit

iContact for Payroll Questions

When you click on this link, a new window will open that will allow you to update your federal tax
withholding information. Be very careful when making changes in this section. Any change you
make will be saved and it will affect your next paycheck.
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How to Edit your Federal Tax Form (W-4)

/3 Employee's Withholding Allowance Certificate {W-4) - Microsoft Internet Explorer =181 %]

File Edit View Favorites Tools Help ﬁ

= Back -« = - @ 7t | @Search [Fe] Favorites @ | %v =] T b &

Address I@ http:ffbachfen-us/empowerment, asp?FormID=frmwa4dCompanyMame=live j @GU
Ceridian Self-Service Hawaii Pacific Health

Home | Tutorial | Help | Logout

Employee’s Withholding Allowance Certificate (W-4)

To add or change your withholding information, enter the following information and click Sawve. If your address iz incorrect, change it on the Change of Address page.
You may not be allowed to edit your Employee's Withholding Allowance Cerificate (W-4) due to preexisting federal adjustments or FICA overrides.

1.¥our Hame and Address Information

Jane Doe
55 Merchant St
Honolulu, HI 96813

2. Your Social Security Mumkber..  123-45-6789 Step 1

Select your Marital Status by
clicking on one of the circles.

3. Marital Status... O Single ™ Married © Married, but withhold at higher Single rate. @ <@

Hote: if married, but legally separated, or spouse is a nonresident alien, click the Single radio button.

4, If your last name differs from that on your social security card, check here. You must call 1-800-772-1213 for anew card..... [

Step 2
5. Total number of allowances you are claiming..... I3 .‘ Enter the number Of
allowances you are claiming.

T. | claim exemption from swithholding for 2006, and | certify that | meet BOTH of the following conditions far exemption:

Step 3

o Last year | had & right to & refund of ALL Federal income ta withheld because | had HO tax lisbilty AHD If you wish to have an additional
dollar amount withheld from each
pay check, enter a dollar amount

* This year | expect a refund of ALL Federal income tax withheld because | expect to have HO tax lishility.

If you meet both conditions, check EXEMPT here..... ™ ExempTE@ here OtherWISG, Ieave It at ZeI’O .
£ Fronlower's Hame and Addrecs LI
@ — T

o]
;ﬂstart”J ] G & | [mbose - Microsoft Outlookl W HPH HERO User Guide(.‘.”@Employee's withhold... [3]Ceridian Application-M...l |§‘§|®]}® s [8)B9E  1izaem
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When you are done making your change(s), click on the Save button at the bottom of the screen.

3 Employee's Withholding Allowance Certi te {W-4) - Microsoft Internet Explorer = |E| Iil
File Edit View Favorites Tools Help ﬁ
EEack » = - D G | Qisearch GeFavortes (4 | Bh- S - b [

Address Iﬂj http:fibachfen-usfempowerment , asprFormID=frmw4dCompanyMame=live j @GU
- s s e TAT— e

VOur & e dITTE 5 E

T | claim exemption from withbolding for 2006, snd | cerify that | mest BOTH of the follovwing conditions for exemption:
® Last year | had a right to a refund of ALL Federal income tax withheld because | had HO tax lisbilty AHD
# This year | expect & refund of ALL Federal income tax withheld because | expect to have HO tax lishility.

If wou meet both conditions, check EXEMPT here ™ ExempTE@

8. Employer's Hame and Address

Hareeaii Pacific Heath

35 Merchant Street
Hanolulu, Hi 96513

10. Employet's Federal Tax Identification Mumber: 99-0246363

There are two ways you can print the Employee's Withholdi Certificate (W-4) form.

# LUz the File.. Print selection from your broweser

# Pressthe printer icon on the navigation bar

Agreement Section

Under penalties of perjury, | declare that | have examined this cerificate and to the best of my knowledge and belief | it is true, correct, and complete.

By clicking on thiz Save button, you have verified that this information is correct

|@ l_l_l_ E ocal intranet =
;astart”J ] G & | Eltnbox - Microsoft Outlack | BHPH HERO User Guide(.‘.”@Employee's withhold... [3]Ceridian Application-M...l [EB@O® IR TEar  n4em
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Topic 5: State Tax Form (HW-4)

The next link that appears under the Payroll & Tax Information area is State Tax Form (HW-4).

Payroll &Tax 4%
Information v

Earnings Statermnents

Direct Deposits

Check Calculations

Federal Tax Formm (W-4)
o Hawail State Tax Form §HW-4!|
¢ Earned Income Credit
o Contact for Pavroll Questions

When you click on this link, a new window will open that will allow you to update your state tax
withholding information. Be very careful when making changes in this section. Any change you
make will be saved and it will affect your next paycheck.
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How to Edit your State Tax Form (HW-4)

tate Tax Form {HW-4) - Microsoft Internet Explorer = |E| Iil

File Edit View Favorites Tools Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address Iﬂj http:fibachfen-usfempowerment , aspFFormID=FrmHWw4&CompanyName=live j @Go
ey, -
- g & < =
Ceridian Self-Service : Hawait Pacific Health

Home | Tutorial | Help | Logout

Hawsali State Tax Form (HW-4)

page.

Effective Date of Change L I Qa)

Firat Name * I

Micldle Initisl ] All information

Last Name *I « |n thlS SGCtIOn
Home Address S I IS requlred to
City y be filled in.

State * I
Zip Code 5 I
Social Security Mumber (with dashes) L I

Change marital status to
Current allovwances withheld 2

Change allowances withheld to I

Current additional amaount withheld

Change additional amount withheld to I

Agreement Section

I declare, under the penalties set forth in section 231-36, HRS that [ have correctly indicated my marital status and that the number of withhalding allowances claimed on this
certificate does not exceed the number to which 1 am entitled.

By clicking on the Save button below, you have verified that the statement above is correct,

mm Return to Self Service Main Page :I

|&] Done [ | &8 Localintranet
iastart”J m @ ﬁ J Inbox - Microsoft Qutlook | HPH HERO User Guide {... ”@Hawaii State Tax For... ECeridian Application - M... | |ﬂ®u@ Qﬁ%@gg 1:46 PM
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How to Edit your State Tax Form (HW-4)

/2 Hawaii State Tax Form (HW-4) - Microsoft Internet Explorer - 18] x|

File Edit View Favorites Tools Help ﬁ
= Back -« = - @ 7t | @Search [Fe] Favorites @ | %v =] T b &

Address I@ http:fbachfen-us/empowerment., asp?FormID=FrmHW4&CompanyName=live j @GU

P =
o I
Hawaii Pacific Health g

Hawsali State Tax Form (HW-4)

Ceridian Self-Service

Home | Tutorial | Help | Logout

To change your wwithholding information, erter the following information and click Sawve. If your address has changed, plesse make sure to complete the Change of Address page.

Effective Date of Change L I Qa)

First Name : I
Micicle Initial |
Last e | Make your changes here.
Home Adddress * I
City * |

Change marital status to
Click on the v symbol to select Single

State * I
Zip Code 5 I

Social Security Mumber (with dashes) [ —— or Marrled .

Current Marital Status 1}

Shangemarkel ofuato Single < Change allowances withheld to
b f— < Type in the number of allowances you
Current additional amaourt withheld Want tO C|a| m.

Change additional amount withheld to I—

P Change additional amount withheld to

If you wish to have an additional dollar

I declare, under the penalties set forth in section 231-36, HRS that I have correctly indicated my marital st amou nt Wlth held fI’0m eaCh pay CheCk,

certificate does not exceed the number to which T am entitled. .
enter a dollar amount here. Otherwise,

By clicking on the Save button below, you have verified that the staterment above is correct, Ieave |t blank

Sa _Return n Page =l
|&] Done [ | &8 Localintranet
;astart”J T a8 | ko - Microsot .. | BJHPH HERO User 6... |[ & Hawail State Ta... [2)Ceridian Applicatio...| |SB@Oe T8 s

When you are done making your change(s), click on
the Save button at the bottom of the screen.
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Topic 6: Earned Income Tax Credit Form (W-5)

The next link that appears under the Payroll & Tax Information area is Earned Income Credit.

Payroll &Tax 4%
Information v

Earnings Statermnents

Direct Deposits

Check Calculations

Federal Tax Form (Ww-4)
Hawail State Tax Form (HW-4)
Earned Income Credit
Contact for Payvroll Questions

When you click on this link, a new window will open that will allow you to update your Earned Income
Credit information. For more information about this credit, you should consult with a tax advisor or
financial consultant.
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How to update your Earned Income Tax Credit Form

3} Earned Income Credit - Microsoft Internet Explorer

—
Ceridian Self-Service T oo NN

Home | Tutorial | Help | Logout

Earned Income Credit (Form W-5) for 2006

Forms W5, If you get advance payments, you must file s 2006 Form 1040 or 10408 income tax return. An * indicates that the field is required.

Maote: This Form W-S expires on December 31, 2006, If you are eligible to get sdvanced EIC paymerts for 2007, you must file s newe Form W-5 nest yesr.

Earned Income Credit

If ywou are eligible to get advance EIC payments, fillin the 2008 Form W-5, You may have only one Form W-5 in effect at one time. If yvou and your spouse are both employved, you should file separste

=18 x|
File Edit View Favorites Tools Help ﬁ
EBack + = - (D 23 | hsearch  [GlFavorites 4 | 5 - b [
Address I@ http:fbachfen-us/empowerment., asp?FormID=frmEarmedIncomeCredit&CompanyMame=lve j @GU
-

for 2006", click on the links below:

For specific information regarding Earned Income Credit {Form W-5) or to read the detailed Form W-5 with "Instructions" and "Questions to See if You May Be Able to Claim the EIC

<

» Link to Full Copy IRS Form V-5

Personal Information

o Linklo RS site for Form4-Sinfo g To learn more about this credit, click on one of these
links and you will be directed to the IRS website.

Employee Mumber
Employes Mame

Social Security Mumber
HPH Paryroll Entity
Department

IRS Requirements

2400

000000003
7z

you filing status must be any atatus except married filing a separate return,

Mote: If you get advance payments of the earned income credit for 2006, you must file a 2006 income tax return. To get advance payments,

you rmust have a qualifying child and

| expect to have a gualifying child and be able to claim the earned income credit for 2006 using that child.
| do not have another Form -3 in effect with any other employer, and | chooze to get advance EIC payments. CheCk any Of these
Select the status that shows your expectedt filng status for 2006; boxes that appIIeS to
If you are martied, does your spouse have a Form W-5 in effect for 2008 with any employer? you )

|@ Done

[

dhstart||| 741 [] [E] [ ) & @ 6

J (L) Inbox - Microsaft ... | @HPH HERC User G... ”@Earned Income ... ECeridian Applicatio. . |

T [ [ BFlecaigane:
I'@.@D@ R a[8E8 2o
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/4 Earned Income Credil icrosoft Internet Explorer - 18] x|

File Edit View Favorites Tools Help ﬁ

GBack + = - @ (4] 4 | hsearch  [GlFavorites 4 | 5 T b &

Address Iﬂj http:fbachfen-us/empowerment., asp?FormID=frmEarmedIncomeCredit&CompanyMame=lve j @GU

It you are eligible to get advance EIC payments, Tillin the 2006 Form W-5. *ou may have only one Form ¥-5 in effect st one time. It you and your spouse are both employed, you should file separste
Forms W-5. If you get advance payments, you must file a 2006 Form 1040 or 10404 income tax return. &n * indicates that the field iz regquired.

Maote: This Form W-5 expires on December 31, 2006 If you are eligible to get advanced EIC payments for 2007, vou must file s nesy Form W-5 next vear.

Earned Income Credit

Far specific information regarding Earned Incorne Credit {(Form W-5) or to read the detailed Forrm W-5 with "Instructions" and "Questions to See if You May Be Able to Claim the EIC
for 2006", click an the links below:

® Link to IRS site for Form -5 Info
# Link to Full Copy IRS Form W-5

Personal Information

Emplayee Number 24001
Employee MName

Social Security Mumber 000000003
HPH Paryroll Ertity 277
Department

IRS Requirements

Mote: If you get advance payments of the earned income credit for 2006, you must file a 2006 income tax return, To get advance payments, you must have a gualifying child and
you filing status must be any atatus except married filing a separate return,

| expect to have a gualifying child and be ahle to claim the earned income credit for 2006 wsing that child. & O
| do not have another Form W-5 in effect with any other employer, and | choose to get advance EIC payments. * N E
Select the status that showes your expected filing status for 2006; E lm
If you are martied, does your spouse have a Form W-5 in effect for 2006 with any employer? ]

Under penalties of perjury, I declare that the information I have funished above is, to the best of my knowledge, true, correct, and complete.

’_ ’_ ’_ E Local intranet —
Lser G... ||@Earned Income ... |[&|Ceridian Applicatio...| [SB@Oe I8 2usm

When you are done, click on the Save
button at the bottom of the screen.
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Topic 7: Contact Payroll for Questions

The next link that appears under the Payroll & Tax Information area is Contact for Payroll Questions.

Payroll &Tax 4%
Information v

Earnings Statermnents

Direct Deposits

Check Calculations

Federal Tax Form (Ww-4)
Hawail State Tax Form (Hw-4)
Earned Income Credit
Contact for Payroll Questions

When you click on this link, a new window will open for your email program such as Outlook. You will
need to complete the Add an Email Address step (Module 2, Topic 8) in order to be able to use this
function.

Use this feature to communicate with the Payroll department whenever you have questions about:

= Your hours and earnings

= Voluntary charitable deductions such as Aloha United Way
= Direct deposit

= Withholding information

= W-2 Statement of Earnings

For questions about benefit deductions, contact Benefits at
HRBenefitsQuestions@kapiolani.org or call 535-7555 (Oahu), 245-1158 (Kauai)
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This is an example of the Outlook email program that will open. The To: address line will be
automatically filled in with “Self Service Payroll Questions”. You may fill in the Subiject line with a

brief description about your question.

=181 x|

Type a question for help (= 2

Lig Untitled Message - Microsoft Word
File Edit Wew Insert Format Tools Table Window Help

PEHER Ry tBERS oo QBORE@|R T 0w -7,

44 Normal - TimesMewRoman - 12 - | B T U E EE S-S EEIH S - é'v
: @ |E|] D B | tnsert Word Field ~ | %2 E %E @ H A :I F M ﬁ Q/ m ?5 % % » - Final sShowing Markup = Show = 43 #:} \E} v*:}v Ld - % @ Al
=lsend | ] - G, ' 4| ¥ |[]options.. - pki
|sef ServicePavral uestions === The To: line will be filled in for you. |
Eif S |
.| |
st | - m— Fill in the Subject: line with a brief description about your question. I
R e e y
In the body of the email here, type the details of your question(s). It may also
help to include your work or daytime phone number in case HR needs to
contact you for additional information.
When you are ready to send your email, click on the
=== Send button.
== = 4| | >|¥
“Draw~ [;  AutoShapes= \DOA[Q::E &‘ivév_:‘__’kiv

Page Sec 3 Ln Col REC TRE EXT owr [

;astart”J s a & H (O] Inbox - Micrasoft | B HPH HERO User Gl & Ceridian SeIF-Servi...l [@]ceridian npplicatio...||%u.1tiued Messag... |5g®u@ IR 88 2izaem
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In This Module

Module 4

Maintaining Benefits Information

OVErVIEW/ODJECHIVES. ...
Topic 1: Benefits Summary

How to view Benefits Summary information....................
Topic 2: Current Benefits Statement

How to view Current Benefits Statement ........................
Topic 3: Pacific Guardian Life — Update Beneficiaries

How to Update Group LlIfe Beneficiary Designation
Topic 4: Student Certification Form

How to update dependent student status........................
Topic 5: Bus Pass Election/Cancellation Form

How to start or stop Bus Pass deduction........................
Topic 6: Contact Benefits for Questions........ccooeeeeeiieeeieieeiieeeeeeeeee,
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Overview

This module describes the Benefits options that are available on the Self-Service home page. This
area provides links that allow you to do the following tasks online:

= View a summary of your current benefit elections
= View your detailed benefits statement

= Update your group life beneficiary information

= Update your dependent’s student status

= Elect or cancel Bus Pass deduction (Oahu only)

Objectives
After completing this module, you should be able to:
= View your current benefit elections
= Review and print your current detailed benefits statement
= Update your group life beneficiaries
= Update your dependent’s student status (age 19 through 24)

= Contact a Benefits representative via email with questions
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Topic 1: Benefits Summary

The first link that appears under the Benefits Information area is Benefits Summary.

! . Benefits

 Benefits SUMmary
¢ Current Benefits Statement

¢ Pacific Guardian Life - Beneficiary
Designation

o Student Certification

» Bus Pass Election/Cancelation

o Contact for Benefits Questions

When you click on this link, a new window will open and the Benefits Summary page appears. In this
summary you are able to view:

= Benefit plans you elected

= Coverage levels of the benefit plans you elected

= Your monthly cost share of the benefits you elected

=  Your annual cost share

You may be able to view a history of your past benefit elections and costs.
Historical information is available beginning from the pay check dated 9/16/2005.
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How to view Benefits Summary information

This will display a summary of your current benefits as of “today’s” date.

/} Benefits Summary - Microsoft Internet Explorer 18]
File Edit View Favorites Tools Help ﬁ

$aBack » = - ) ﬁ|@saarch (G| Favorites @“%vé' b 3 [&

Address I@ http:fbachfen-us/empowerment, asp?FormID=frmbenefitsummary&CompanyMame=live j @GU

g . m— : =
Ceridian Self-Service i e R é

Home | Tutorial | Help | Logout

Benefits Summary

This iz & summary of your benefits as of |3.l'31.l’2l]l]ﬁ & [ Re

To display your historical or future benefits information, change the date and click Refresh. To dizplay plan and coverage information, if available, click the benefit.

Benefit Coverage Tax Per Pay Period Cost Annual Cost
HMEA HMO Farmily Before +§105.99 (§1,271 86
Dental Insurance Family Before +§21 .76 (F261.12)
Basic LTD 50K 50000 Adtter ($0.00) ($0.00)
Basic Group Life ADD Insurance 110000 After (§0.00) ($0.00)
Opt Dep Life Ins 2 35000 After +§7.55 ($90.60)
Opt AD and D Family 200000 Befare +§5.00 ($96.00)
Dpt Grp 3K 165000 Adfter +§16.50 ($193.00)
Total: +§159.50 ($1,917 600

Display a printable benefits staternent as of 3/31/2006,

This is an explanation of the information provided on this screen.

Benefit
This is a brief description of the benefit you elected.

Coverage
This is the coverage level of the benefit you elected.

Tax

Jax [
[@oene| This tells you whether the deduction is Before Tax or After Tax (& Local ntraret

il star e[ @) 88Ed  s:10pM

Per Pay Period Cost
Note: This is actually your MONTHLY cost that is deducted from the
2ond paycheck of the month, once a month.

Annual Cost
This is the “Per Pay Period Cost” amount multiplied by 12 months.
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You may view past history of your benefit elections and cost. The oldest date that is available is for
the pay check dated 9/16/2005. If you enter a date prior to 9/16/2005, the information displayed may
not be accurate.

/} Benefits Summary - Microsoft Internet Explorer 18]

File Edit View Favorites Tools Help ﬁ

$aBack » = - ) ot | hsearch  [GlFavorites 4 | 5 - & [&

Address I@ http:fbachfen-us/empowerment, asp?FormID=frmbenefitsummary&CompanyMame=live j @GU

P =
o -
Hawaii Pacific Health g

To view a snapshot for a different date

Ceridian Self-Service

Home | Tutorial | Help | Logout

Thiz iz & summary of your benefits as of |3.l‘31.l‘2l]l]ﬁ [N Refresh _-

To display your historical or future benefits information, change the date and click Refresh. To dizplay plan and covefage information, if a\raailaﬂ te, click the benefit.

l:i?ﬂn;:nHMO Step 1 Step 2 m:;:l ;I??;Z;
DR Type in a date in this Click on the Refresh .S
Fasletarual e — format: mm/dd/yyyy button. —
%p—[g:AG? gaSTDw 165000 Atter +§16.50 (éfgg:gg;
Total: +§1:59.60 (31,917 600

Display a printable benefits staternent as of 3/31/2006,

When you are done viewing, click on the
Cancel button at the bottom.

E
|&] Done [ | &8 Localintranet
iastart”J m @) & H Inbox-...l @HPH HE...”@Beneﬁt... @Ceridia... | @Ceridia... | @Ceridia... | @UserGuidel |%®u@ Qﬁ%@gg 310 PM
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Topic 2: Current Benefits Statement

The next link that appears under the Benefits Information area is Current Benefits Statement.

e
| Benefits

o Benefits Surmmary

o _Current Benefits Staterment

¢ Pacific Guardian Life - Beneficiary
Designation

o Student Certification

¢ Bus Pass Election/Cancelation

¢ Contact for Benefits Questions

When you click on this link, a new window will open and the Benefits Statement page appears. On
this screen you are able to view and print more details on about your current benefits such as:

= Dependents who are covered under your medical and/or dental coverage
» Personal Care Physician (PCP) information for yourself and covered dependents

Note: PCP information displayed here may not reflect any recent
change you made directly with HMSA. If you wish to change
your PCP, you MUST call HMSA directly at 948-6372.
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How to view Current Benefits Statement
This is a sample of the screen you will see.

/} Benefits Statement - Microsoft Internet Explorer - 18] x|
File Edit View Favorites Tools Help ﬁ
EEack » = - D G | Qisearch GeFavortes (4 | Bh- S - b [

Address I@ http:fibachfen-usfempowerment , asprFormID=Ffrmbenefitst atement&CompanyMame=live j @Go

—— ;I

Ceridian Self-Service _ Hawait Pacific Health

Home | Tutorial | Help | Logout
Benefits Statement
This iz & statement of your benefit elections as of 331/2006. Review the informstion carefully. If you have any guestions, contact your benefit administrator.
Personal Information
Social Security Mumber 000-00-0003 Date Az Of 331 /2006
[Mame sy, Sunny Birth Date: 121201973
Address 55 Merchant St 23rd Floor Hire Date 4i24/2000]
Honolulu, H 96813

Benefits
| You have no elected benefits.
sSummary

Per Pary| Annual
Total Credits +$0.00 +§0.00
Total Before Tax Cost +$0.00 +§0.00
Total After Tax Cost +$0.00 +$0.00
Tatal Cost sl

If you would like to print this statement, click on the
Printable Copy button.
When you are done
viewing, click on the S
e

Cancel bUtton . [ | &8 Localintranet
Inbox - Microsoft Gutlook | @HPH HERQ Lser Guide: (re...“@Beneﬁts Statement - ... |ﬂ®u® :)Q]%BQ 4103 PM
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After you click on the Printable Copy button, a new window will appear on the same page.

/3 Benefits Statement - Microsoft Internet Explorer | =18 x|
File Edit Wiew Favorites Tools  Help ﬁ
EBack ~ = v &) G | Qisearch GeFavortes (4 | Bh- S - b (&

Address I@ http:fibachfen-usfempowerment , asprFormID=Ffrmbenefitst atement&CompanyMame=live j @Go

B ;I
/3 Benefits Statement - Microsoft Internet Explorer =10l x|
File Edit View Favorites Tools  Help ﬁ
g=Back - = - &) #at | {QhSearch  [GlFavorites &4 | B S =l & [&
Address I@j http:fibachfen-usfempowerment , asp?FormID=FfrmbenefitstatementiCompanyhame=livedPrintable=Y j @Go | Lirks
=
Personal Information
[Social Security Mumber 000-00-0003 Date Az Of 343172006 ar.
IMaime Dy, Sunny Birth Diste: 120201973
ddress 55 Merchant St 23rd Floor Hire Date 412402000
Honolulu, HI 96813
331 2006
Benefits 12201973
42452000
| You have no elected benefits.
sSummary
Per Pay Aninual
[Tatal Credits +§0.00 +§0.00
[Total Before Tax Cost +§0.00 +§0.00
[Total After Tax Cost +50.00 +50.00
[Total Cost . . . . Per Pay Annual
Click on the Print button to begin printing your e o
[ Print | Benefit Statement. “30.00 5000
= +30.00
|@ Dione | | | Lo Local inkranet A b0 3000
m Printable Copy
[

|&] Done l_l_l_ E Lacal intranek
;astart”J | W 5 & | ko - Microsoft Outiook | BFJHeH HERD User Guide (r... | & JBenefits statement - Mic... |[£7Benefits Statement -.. |[SHBEEE N T[S/88  416em
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When you are done printing, you will return to this screen. Click on the Cancel button at the bottom
to close this window.

Benefits Statement - Microsoft Internet Explorer 121 =l

File Edit Wiew Favorites Tools Help ﬁ
GBack + = - (D o3 | Qhsearch  [GFavorites &4 | N S - b (&
Address Iﬂj http:fibachfen-usjempowerment, asp?FarmID=frmbenefitstatementtCompanyMame=live j @Go
— =l
Ceridian Self-Service iy P il
VPt Tt Mo - S - Wik
Home | Tutorial | Help | Logout
Benefits Statement
Thiz iz & statement of your benefit elections as of 3/31/2006. Review the information carefully. If you have any questions, contact your benefit administrator.
Personal Information
Social Security Mumber 000-00-0003 Date Az Of 313172006
ame Day, Sunny Birth Date 121201973
Acldress 55 Merchant St 23rd Floor Hire Date 4242000
Honolulu, H' 96813
Benefits
| You have no elected benefits.
Summary
Per Pay| Annual
Total Credits +§0.00 +$0.00
Total Before Tax Cost +$0.00 +$0.00
Total After Tax Cost +§0.00 +§0.00
Taotal Cost +50.00 +50.00)
Click on this Cancel i
button to close the [ BEtocaloanet
window. ox - Microsaft Outlack | BF)HPH HERO User Guide (re...|[£7Benefits Statement - ... B @O® I8 w0z
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Topic 3: Pacific Guardian Life — Update Beneficiaries

The next link that appears under the Benefits Information area is Pacific Guardian Life-Beneficiary

Designation.
0
X
{' . Benefits

o Benefits Surmmary

o _Current Benefits Staterment

¢ Pacific Guardian Life - Beneficiary
Designation

o Student Certification

» Bus Pass Election/Cancelation

o Contact for Benefits Questions

When you click on this link, a new window will open and you will be able to update your beneficiary
information for your Group Life and Accidental Death and Dismemberment (AD&D) insurance. Your
E-signature will be accepted. This means you don’t need to send a form to Human Resources.
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How to Update Pacific Guardian Life Beneficiary Designation

/3 Beneficiary Designation - Main Page - Microsoft Internet Explorer =12 x|

File Edit Wiew Favorites Tools Help ﬁ

GBack + = - (D o3 | Qhsearch  [GFavorites &4 | N S T b &

Address Iﬂj http:fbachfen-usfempowerment , asp?FormID=FrmPGLMain&CompanyMame=live j @GU

Click on this link to name
individual(s).

Beneficiary Designation - Pacific Guardian Life

To designate thebeneficiary of your life insurance proceeds pleaze choose one (1) of the follovwing forms based on the type of beneficiary(ies) you wish to designate.

Designate Beneficiaryiies)

Choose this form to designate and individual{s) or organization to receive your life insurance proceeds, This form allows you to designate up to 4 primary and 4 contingent
beneficiaries. If vou need to add more beneficiaries, you must also cormplete the Additional Beneficiaries form below.

Additional Beneficiaries Form

Use this form to add those beneficial . Vou must submit this form after completing the Designate Beneficiaryiies) form.

Click on this link to name

OR A 2 Trust Agreement.

Designate Trustiee

Choose this form if you plan to have your insurance proceeds distributed through a Trust, Your Trust{ee) will be held fully responsible for the application for and disposition of the

life insurance proceeds. This section should only be used if you have a legally drawn inter vivos trust agreement or an appropriate Trust{ee) is designated under your Last will and
Testament.

An inter vivos trust is a trust established during the life of the trustor (the person who creates the trust) for the benefit of the trustor or ather living persons.

[
[&] Done ’_ ’_ ’_ E Local intranet
iﬂstart”J m @ F) J Inbnx - Microsoft Outloak | HPH HER.O User Guide (re...“@Beneﬁciary Designatio... |®u® :)Ql":%ﬂ 4133 PM

There are two ways you can designate a beneficiary.
1. Provide name(s), address, and birth date of individual(s).

2. Name a Trust Agreement.
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If you wish to name individuals as your beneficiary, fill in this screen with the information needed.
This screen has space for up to four names.

2} Beneficiary Designation-Pacific Guardian Life - Microsoft Internet Explorer S

File Edit Wiew Favorites Tools Help ﬁ
daBack ~ = - (D ﬁl @ search (G Favorites @l - Sb e (Y F=

Address [&] http: fbachfen-usjempowerment .asp?FormID=FrmPGLBeneficiaryDesigaCompanyMame=live = @G

— =
Ceridian Self-Service Hawail Pacific Health é

Home | Tutorial | Help | Logout

Beneficiary Designation-Pacific Guardian Life

Beneficiary Designation-Pacific Guardian Life

Group Policy Number 40488-100

_ ) Step 1
et [ <= Fill in effective date.

Social Security Humber 000000003

In accordance with the conditions of the Group Policy listed above, I hereby revoke any previous designations of primary beneficiary(ies){if any} in the event of my death, the

following:

e I — Step 2

Restionsiip e B Fill in name of beneficiary.
Birth Dite [ i

Address (Street, City, State, Zip) I h

Share (Indicate %) m Step 3

I Fill in birth date, address, and percentage
Reetonshio ey B this beneficiary should receive.
Birth Date l—(.,>

Sddress (Stredt, City, State, Zip) [

Share (Indicate %)

Beneficiary 3 MName (Last, First, M) I

Relationship Beneficiary 'I ;I

|&] pone [ || EE Localintranet
iﬂstart”J s 3 & |J [} 1nbox - Microsoft Gutlaok I B'|HPH HERG Uiser Guide (re...l £ Beneficiary Designatio... ‘ﬂ@u@ I [8me aiszem
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You may also name Contingent Beneficiaries in case something happens to the Primary Beneficiary.
This is optional.

Beneficiary Designation-Pacific Guardian Life - Microsoft Internet Explorer = |E' |5|

File Edit Wiew Favorites Tools Help ﬁ
GBack + = - (D at | Qhsearch  [GFavorites &4 | N S - X [&

Address IE:] http:fibachfen-usfempowerment , aspFFormID=FrmPGLEeneficiaryDesighCompanyMame=live j @GU

In the event said primary beneficiary({ies) predecease(s) me, I designate as contingent beneficiary{ies): ;I

Contingent Beneficiary(ies)

Contingent Beneficiary(ies)
Contingent 1 Mame(Last, First, M0

Relation

Birth Date

Address (Street, City, State, Zip)
Share (Indicate %)

Contingent 2 Name (Last, First, MI)
Relation

Birth Date

Address (Street, City, State, Zip)
Share (Indicate %)

Contingent 3 Name (Last, First, MI)
Relation

Birth Date

Address (Street, City, State, Zip)
Share (Indicate %)

Contingent 4 Mame (Last, First, M)

Relation I Beneficiary 52 I
Birth Date I (.9
Address

Share (Indicate %)

| need to add more cortingert
heneficiaries

|
I Beneficiany - I
%

I
—

|
I Beneficiany > I
%

|
—

|
I Beneficiary hd I
[ &

|
—

|
—

Oe

Payment will be made in equal shares or all to the survivor unless otherwise indicated.

If no beneficiary or contingent beneficiary designated shall be living following my death, the amount payable by reason of my death shall be payable as

provided in the Group Policy.

[&] Done ’_ ’_ ’_ E Local intranet
iastart”J m @ F) J Inbnx - Microsoft Outloak | HPH HER.O User Guide (re...“@Beneﬁciary Designatio... |ﬁ®u® :)Ql":%ﬂ 4133 PM
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Other options include naming Unborn Children and special instructions in the event of a Common
Disaster. These are optional.

eneficiary Designation-Pacific Guardian Life - Microsoft Internet Explorer = |E' |5|

File Edit Wiew Favorites Tools Help ﬁ

GBack + = - (D at | Qhsearch  [GFavorites &4 | N S - X [&

Address IE:] http:fbachfen-usfempowerment , aspFFormID=FrmPGLEeneficiaryDesighCompanyMame=live j @GU
Refation |Beneﬁciary =l ;I
Birth Date l— &
Address I
Share (Indicate %) I—
I need to add more contingent O

beneficiaries
Payment will be made in equal shares or all to the survivor unless otherwise indicated.

If no beneficiary or contingent beneficiary designated shall be living following my death, the amount payable by reason of my death shall be pavable as
provided in the Group Policy.

Optional Elections {please check box(es) if desired)

Unborn Child{ren) | h

Any Child{ren) designated as contingent beneficiary(ies) born of the marriage of my said spouse (primary beneficiary), with me, wha shall be then living, in equal shares, or all to
the survivor,

It is understood and agreed that all decisions upon questions of fact, which are made in good faith by Pacific Guardian Life Insurance Cornpany in determining unnarmed contingent

beneficiaries hereby designated and which are based on proof by affidavit or other written evidence satisfactory to it, shall be conclusive and shall fully protect Pacific Guardian Life
Insurance Cornpany in acting in reliance thereon.

Common Disaster i 4—

The amount payable by reason of my death shall be paid to my primary beneficiary{ies), or contingent beneficiary{ies), as applicable, only if such beneficiary(ies), is{are) living at
the expiration of 24 hours following my death.

I reserve the right to change the designated beneficiary(ies) at any time without (his/her/their) consent.

Mame of Insured

Street Address *I L

cty ‘I You must fill in your personal
State T h information.

Zip Code 2

Daytime Phone Mumber 2 I

[&] bone [ [ [ [EELocal intraret =
ﬁ CIICk on the Save button When utlook | HPH HERO User Guide (re---“@Beneﬁciary Designatio... |ﬁ®u@ :)Q]":’Sﬂ 4:34 PM

you are done.
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Z} Beneficiary Designation - Main Page - Microsoft Internet Explorer

= |
File Edit Miew Fawvorites Tools Help ‘
Bsck - = - (D (91 2 | @search Guravores o8 | e ok 0] - =] % B OB (A
Address [&] hrep:f/bach/en-us/empovwerment .asp?FarmiD— MainECompan | ~| s |
=
Ceridian Self-Service
Home | Tutorial | Help | Logout
Beneficiary Designation - Pacific Guardian Life
To designate the beneficiary of your lifs insurance proceeds please choose one (1) of the following forms based on the type of beneficiaryries) you swish to designate.
Designate Beneficiaryiies
Choose this form ta designats and individual(s) ol ignate up to 4 prirnary and 4 contingsnt
beneficiaries. If you need to add more beneficiari If e I f
Additionsl Beneficiaries Form you need add|t|0na Space or more
Use this form to add those beneficiaries that you b f P I k h I k f ing the Designate Beneficiary(ies) form.
eneficiaries, click on this link for
or Additional Beneficiaries F
Itional senefticiaries rForm.
Desianste Trust{es)
Choose this form if you plan to have your insuran S ” le for the application for and disposition of the
life insurance proceeds. This section should only be used if you have a legally drawn inter vivos trust agreement or an appropriate Trust{ee) is designated under your Last will and
Testarment.
An inter vivos trust is a trust established during the life of the trustor {the person who crestes the trust) for the bensfit of the trustor or ather living persons.
I
&) Done EE Local intranet
#Bstart|| | ] 5y & || Etnbox - Microsoft outlook | E)HPH HERG User Guide (re. .| [E7Benenciary Designatio... [EhE O R Ts[BE8 vssem
ional Beneficiarie: Guardian Life - Microsoft Internet Explorer =121 x|

File Edt Wiew Faworites Tools  Help ﬁ
Bk - = - D 24 | @search [GyFavorites o8 | 54 S T & @’ A

Address Iﬁj http: fibachfen-usfempowerment . asp?FormID=FrmPGLAdtnalBenefidary&Companyhlamne=live LI & Ga

—

Ceridian Self-Service v Paite. Holth i

s b

Home | Tutorial | Help | Logout

Additional Beneficiaries - Pacific Guardian Life

Additional Beneficiaries - Pacific Guardian Life

Employee Hame
In accordance with the conditions of the Group Policy listed above. I hereby revoke any previous designations of primary beneficiary(ies) {if any) in the event of my death, the
following:

Additional Primary Beneficiaries

Marme (Last, First, M) I

Relationship [Beneficiary =
Bitth Date I— &

Sddress(Strest, City, Stats, Zip) I

smecifakatig | Fill in this section for each additional
Nrre (L, Frst, ) | beneficiary. When you are done, click on

Relationship Im
ey s the Save button at the bottom of the screen.

Acdress(Street, City, State, Zip) I
Share (Indicate %) I
Marme (Last, First, M) I

Relationship IBeneﬁciary ek
Birth Date I <¢>

Address (Street, City, State, Zip) I

=
[&] pane [ |EE Localintranet
iﬁstart”] ] & & | [tnbox - Microsoft outlook | BEJHPH HER® User Guide (re... | [ &7 additional Beneficiarie... GO N8z
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Naming a Trust Agreement as your beneficiary.

; Trustee Designation-Pa n Life - Microsoft Internet Explorer

o =1 |
File Edit View Favorites Tools  Help ﬁ
d=Back -~ = - 2 &3 | @usearch [GiFavorites OB | By S e (i =%

Addrass [&] http:{/bachfen-us/empowerment . asprFormID=FrmPGL TrusteeesighkCompanyMame=live =] @sca

Ceridian Self-Service

Heme | Tutorial | Help | Logout

Guardian Life

Trust{ee) Designation-Pac

Trustee Designation-Pacific Guardian Life

_ Step 1
STenae =1 Fill in the effective date.

Social Security Humber 000000005

If you wish to name a Trust{ee)as beneficiary, choose and complete one (1) of the two TrustieeiDesignations.

Trust{ee) Designation r—l Step 2

Chaase this aptian by dicking an the bax abave if the trust id i i d address of the Trustlse); (2) the Titls of the Agreement; and
(3) the date of its execution. Click on this box.

NOTE: AN INTER ¥I¥0S5 TRUST MUST BE A LEGALLY DRAWN AGREEMEMNT. It 15 & trust estabhished guring the lite of the trustor (the person who creates the trust) for the
benefit of the trustor or other living persans.

Hame of Trustee(s) I — Step 3 b
Address (Strest, Gty, State, Zip) | <—— Fill in the Name of the Trustee and address.

And successor(s) in trust, as Trustee(s) under

Title of Agreement ‘ |
Date of Agresment :—ﬂhl Step 4
ExEREd R nd T ). Fill in the Title of the Trust Agreement and

Pacific Guardian Life Insurance Carmpany shall not be respansiy

ds b d
Trustee(s) shall be full discharge of the liability of Pacific Guard Date of the Agreement. © procesds By sl

It is understood and agreed, however, that if Pacific Guardian LITE [nsurance Cormpany recelves prool sabsiactory o L that the atoresad rust has been revoked or is not effect at
my death, the beneficiary shall be My Estate, and the payment to my legal representative based on such proof shall be full discharge of liability of Pacific Guardian Life Insurance
Company under the Group Policy.

OR =
[@&) pone [ || |28 cocalintranet
gl start I |J s | |J &) inbox - Microsoft Outlook | B'HPH HERO User Guids (re. --||@Trustee Designation-P... | B -1 R i

Z} Trustee Designation: Microsoft Internet Explorer . =l |

File Edit Wiew Favorites Tools  Help [

Coock - = - @ [B] 63 | @seorch [airovorkes 08 | B &5 Wl - =] & O B (A

Address |@ hittp:fibachfen-us/empowerment . aspPFormID=FrmPGL TrusteeDesigiCompanyMame=live =l e |
T

And successor(s) in trust, as Trustee(s) under

Title of Agreement [

Date of Agresment |

executed by me and said Trustee(s).

Pacific Guardian Life Insurance Carmpany shall not be responsible for the application or disposition of the proceeds by said Trustes(s), and the receipt of the proceeds by said
Trustee(s} shall be full discharge of the liability of Pacific Guardian Life Insurance Company under the Group Palicy.

It is understood and agreed, however, that if Pacific Guardian Life Insurance Company receives proof satisfactory to it that the aforesaid trust has been revoked or is not effect at
my death, the beneficiary shall be My Estate, and the payment to my legal representative based on such proof shall be full discharge of liability of Pacific Guardian Life Insurance
Company under the Group Policy.

OR

Trust{ee) (Under Will) Design E
Choose this option by clicking on the box above if you wish to make a Trusties)under Will Designation.

NOTE: A TRUST(EE)UNDER WILL {OR TESTAMENTARY TRUST(EE)) MUST BE ESTABLISHED UNDER THE LEGALLY DRAWN LAST WILL AND TESTAMENT OF THE
INSURED.

The trust{essjunder any last will and Testamant of mine as shall be admitted to probate.

If for any reason whatsoever, no Trust{ssjunder any such last will and Testament shall be duly appointed, I hereby designate My Estate as bensficiary and any payment made in
good faith to the leqal representative of my estate shall be full discharge of the liability of Pacific Guardian Life Insurance Company under the Group Palicy.

I reserve the right to change the designated beneficiary({ies) at any time without (his/her/their) consent.

Name of Insured
Street Address 2|

City 5
State 2 I—

Zip Code L] I—
Daytime Phone Mumber " I—

& Dons (ZE Local intranet =
;@5tart|| s | ) & |J 5] Inbox - Microsoft Gutlook | BRYHPH HERS User Guide (re.... | [& Trustee Designation-F.. [Eh O3 (B8 4E5Pm

When you are done, click
on the Save button.
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You will return to this screen. Click on the Cancel button at the bottom of the screen to close this window.

iciary Designation - Main Page - Microsoft Internet Explorer = |E| Iil

File Edit View Favorites Tools Help ﬁ

EBack v = v (D 23 | hsearch  [GlFavorites 4 | B S W - b &

Address I@ http:fbachfen-us/empowerment., asp?FormID=FrmPELMain&CompanyMame=live j @GU

Ceridian Self-Service

Home | Tutorial | Help | Logout

Beneficiary Designation - Pacific Guardian Life

To designate the beneficiaty of your life insurance proceeds please choose one (1) of the following forms based on the type of beneficiary(ies) you wish to designate.

Designate Beneficiarylies)
Choose this form to designate and individual{s) or organization to receive your life insurance proceeds. This form allows you to designate up to 4 primary and 4 contingent
beneficiaries. If you need to add more beneficiaries, you must also complete the Additional Beneficiaries form below,

Additional Beneficiaries Form
Use this form to add those beneficiaries that you were unable to include in the form above. You must submit this farm after completing the Designate Beneficiary(ies) form.

OR

Designate Trustiee
Choose this form if you plan to have your insurance proceeds distributed through a Trust. Your Trust{ee) will be held fully responsible for the application for and disposition of the

life insurance proceeds, This section should only be used if you have a legally drawn inter vivos trust agreement or an appropriate Trust{ee) is designated under your Last Wwill and
Testament.

An inter vivos trust is a trust established during the life of the trustor (the person who creates the trust) for the benefit of the trustor or other living persons,

h

H
[&] [ | &8 Localintranet
iﬂstart”J m @) & J Inbox - Microsoft Cutlook | @HPH HERO User Guide (re...“@Beneﬁciary Designatio... |®u® :)Q]%BQ 4135 PM
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Topic 4: Student Certification Form

The next link that appears under the Benefits Information area is Student Certification.

! . Benefits

o Benefits Summary

o Current Benefits Statement

¢ Pacific Guardian Life - Beneficiary
Designation

o Student Cerification

* BUs Pass Election/Cancelation

o Contact for Benefits Questions

When you click on this link, a new window will open and you will be able to update your dependent’s
student status online. You do not need to send a form to Human Resources.

Note: You must complete the Student Certification each year during
Open Enroliment in order to continue coverage for your
dependent under your medical/and or dental plan(s).

Page 98




How to update dependent student status

rosoft Internet Explorer =]l

File Edit WView Favorites Tools  Help |

pBack - = - D 4% | @ysearch [GiFaverites ® | By B - % & [a

Address [&] https:{/hero. hawaiipacifichealth. orgien-usfempowerment . asp?FormID=FrmHPHStUdent CertificationB&:CompanyName=live ~| @so

Hawaii Pacifi

Hawaii Pacific Health

Fill in complete information for each dependert

Hawaii Pacific Health Student Certification

B pma Sl i i conosoongg Your name and social security

bepenient imformaon: number will appear here.

Dependent 1- Mame (First, Last) |
Dependent 1 - Social Security Mumker l—

(no dashesfslashes)

Dependent 1 - Birth Date (mmiddiyyyy) |

Dependernt 1 - Mame of School I Fi II

o e oo T — in the information for each |

Ceverctot 2 name vt Lot | dependent (age 19 through 24 and
Deencert 2 - Sosial Securty Muisr —— unmarried)

(no dashesfslashes)

Dependent 2 - Birth Date (mm/ddiyyyy) I L] Name

Date slartlhah:lrn to school (mmiddfyyyy) :—(;) - SOCIaI Secu rlty N u m ber
= Birth date

Dependent 3 - Mame (First, Last) I

Comenert 5 - Socel Securty humer — = Name of School

(no dashesfslashes)

Dependert 3 - Birth Date (mm/dd/yyyy) 1 n Date start/return to school

Dependent 3 - Mame of School I

|&] pone
@R start |J | = ) & |J 5] nbas - Micrasaft Gutlaok | B]HPH HERG User Guide (re... | [&]Hawai Pacific Health 5... [Eh e 2T (B o4zam

rosoft Internet Explorer 1= x|
File Edit ‘iew Favorites Tools  Help E3
ek - = - @ [F 4 | Qsearch GEravorte: (3 [ By S -EH 4 B @R

Address |@ https: fihero, hawaipacifichealth, orgfen-us fempowerment , asp?FormID=FrrmHPHStudent CertificationBCompanyMame=live ~| @so
Dependert 2 - Mame (First, Last) I =

Dependent 2 - Social Security Number 1

(no dashesislashes)

Dependent 2 - Birth Date (mmiddfeyyy) I

Dependent 2 - Mame of School I
Date startireturn to school (mmiddisyyy) |

Dependent 3 - Name (First, Last) I

Dependent 3 - Social Security MNumber 1

(no dashes/slashes)

Dependent 3 - Birth Date (mmiddfyyy) I

Dependent 3 - Mame of School I

Date startireturn to school Cmmiddiyyy) | &

HMSA-PPO f HMSA-HPH:

| certify that my above named dependert child, who is listed as a dependent under my HMS.2 Agreement, is unmarried, wholly dependent upon me, and registered as a full-time student at the above named educational
institution.

I understand and agree that: Subject to the terms of the medical plan policy indicated above, coverage for the above named child is extended atter the child attains the age of 19, provided that the child is wholly
dependent upon the member, is unmarried, is a legal resident of Hawail, and is enrolled in an educetional institution (such as high school, college, junior college, university, trade school, business school, or industrial
educational center) for not less than the minimal number of credit hours required by such educational institution for full-time students.

| further understand that the provisions hereof shall apply only upon approval by my smployer's authorized represertative on my behalf, and that this Student Certification must be renswed annuslly or as recuired by
HMS.A. If my child is no longer eligible for coverage s & studsnt on my plan, | will report insligible status to my smplover or HMSA immediately.

Hawaii Dental Service (HDS):

The above named unmarried dependent child of the Subscriber, between the age of 19 and the age limitation set forth in the Plan Agreement, is chiefly dependert upon the Subscriber for support and is registered as
& full-time student in an accredited school, college, or university

Itis understood that this dependent shall no longer remain eligible for coverage under group plan if full-time status ceases or if the dependent is no longer dependent on the Subscriber for maintenance and support.
The dependent shall not lose coverage because of interim part-time or summer employment.

The provisions of this Certification shall be applicable only upon approval by my employer's authorized representative on my behalf, which affirms that such dependert is in regular attendance at such qualified
institution and therefore shall continue to be enrolled as a dependent of the Subscriber.

&] Done [ [& [ meemet
gﬂstart”] =8| 3y & |J [ 1rbex - Microsoft outlock | BHPH HERG User Guide (re...“@uawaii Pacific Health 5... [gh e 3> (8] 943am

When you are done, click on the
Save button at the bottom of the
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Topic 5: Bus Pass Election/Cancellation Form

(This option is for Oahu only)

The next link that appears under the Benefits Information area is Bus Pass Election/Cancelaton.

e
| Benefits

o Benefits Summary

o Current Benefits Statement

¢ Pacific Guardian Life - Beneficiary
Designation

o Student Cerification

# Bus Pass Election/Cancelation

® Contact for Benefits Questions

When you click on this link, a new window will open and you will be able to elect or cancel the
Bus Pass deduction.

Note: You must complete this form online by the 15™ of the month
prior to the month that you wish to start or stop the bus pass
deduction.

Example: To cancel for July, complete this form by June 15.
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How to start or stop Bus Pass deduction

File Edit Wisw Favorites Tools Help

4=Back ~ = -~ D 4t | Bhsearch GaFavorites 8 | Eh- S A - =] X B [a

o

Address |@ hktps: fihero. hawaiipacifichealth, orglen-usfempowerent  asp?FormID=FrmHPHBUSPasseCompanyhare—live Step 1 &G
Ceridian Self-Service ,‘,wfi,;; = Type in your name and =]
— - Hawaii Pacific Health employee number
= Click on the ¥ symbol to
select either HPH/Kapiolani

HPH Bus Pass or Straub.

T —— . = Type in your work or

e gl daytime phone number.

Ertity * [WPnatapratani =]

Wiork Phone [999-9999) = I—

et Ty atibte o hove = arking desucon e Step 2

R — = Click on the ¥ symbol to

ouiipig morifiot | select Elect or Cancel.

This reguest must be received by HR-Benefits at Harbor Court, no later than the 15th of the month prior to the H .

Select Deduction Amount * Im u CIICk On the v Symbol to

Discourt not available it you have & parking deduction. Select a month .

Check box if you want your bus pass deducted before taxes: (]

By clicking on Sawve, yvou acknowlsdas the 1 o Step 3

SRl P Step 4 = (Click on the ¥ symbol to select

WAEATITENSSET Click on this box if you would  |" $35.00 or $40.00.

. . [

Eioee like the bus pass deduction _ _ _
gRstare] || “ @B taken pre-tax. Note: $35 is not available to you if you  [p=am
have a narkina deduction.

B
x

File Edit Wiew Fawvorites Tools  Help

&Back ~ = - @ i) | ‘gl Search  [Ge|Favorites £ | - S - & [&

Address I@ https:jfhero. hawaipacfichealth. orgfen-usfempowerment . asp?FormID=frmHPHBUsPass2CompanyMame=live LI 6)6‘3

Hawaii Pacific Health .

HPH Bus Pass

Employes Name (First, Last) |
Employes Mumber . I—

Erity * [WPHKapiotani =]
Wiark Phone (999-9999) i

Make your election 2 IEIe-:t v[

*iscount not srailable i pou have & parking deguciion.

Beginning month of: i IA - January 'I
Beginning month of * I

This request must be received by HR-Benefits at Harbor Court, no later than the 15th of the month prior to the beginning rmonth indicated above.

Select Deduction Amount * Indult (Discount-$35.00) 'I

Discount not availsble it you have a parking deduction
*hate: Deduction far Bus is taken the 1st paycheck of the manth

Check box if you want your bus pass deducted before taxes: O

By clicking on Sawe, yvou acknowledus the bus pass is for my own personal use onby. You understand that the monthly bus pass is non-refundable and there iz no refund for late cancellation or for non-
receipt of the bus pass

“ou hereby autharize Hawaii Pacific Health to deduct from you paycheck the fee for the bus pass selected above. If you wish to cancel my bus pass deduction, you understand that you must submit log into HER.O
to elect cancel, no later than the 1:5th of the month grior to the month youw wish to cancel.

[&] pone [ [ & & mternet =
ERO User Guide (re...“@HPH Bus Pass - Micros.. BN B (8] omaam
Step 5

When you are done, click on the Save
button at the bottom of the screen. Page 101




Topic 6: Contact Benefits for Questions

The next link that appears under the Benefits Information area is Contact for Benefits Questions.

('. Benefits

o Benefits Summary

o Current Benefits Statement

¢ Pacific Guardian Life - Beneficiary
Designation

o Student Cerification

# Bus Pass Election/Cancelation

o Contact for Benefits Questions

When you click on this link, a new window will open for your email program such as Outlook. You will
need to complete the Add an Email Address step (Module 2, Topic 8) in order to be able to use this
function.
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This is an example of the Outlook email program that will open. The To: address line will be
automatically filled in with “Self Service Benefits Questions”. You may fill in the Subject line with a

brief description about your question.

=81

ig Uintitled Message - Microsoft Word
Type a question for help =

File Edit Yew Insert Format Tools Table Window Help

feEHEH| SRy ibRad o-o- | aBDE =8B
£H Mormal - TimesMewRoman - 12 - B 1 O E = E (= i= = &

o EF) B | meertwordField~ | %2 [F) B B | 4 4 r M BB

E=E(O-2 A,
%?ﬁ%%, Final Showing Markup = Show = 9’:}@'*}' id= % @v

=lgsernd Il - €. ! 4| v | [ ootions... - | HY
Self Service Benefits Questions R The To: line will be filled in for you. |
|

|
EAgc. |
sunfer: | — Fill in the Subject: line with a brief description about your question.
[ EEEEE R R R -

In the body of the email here, type the details of your question(s). It may also
help to include your work or daytime phone number in case HR needs to

contact you for additional information.

When you are ready to send your email, click on the
= Send button.

we ||

| »

=[Ela = 4

Cal REC TRK EXT ovR [F

Page Sec Ak Ln

iffjstart| | T [CIREAR T o (&) Inbox - Microsoft ... HPH HERD Liser ... Ceridian Self-Servi... UserGuide Un{Untitled Message - Microsoft word] £ (®|58  5:06PM
ad
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In This Module

Module 5
Company Information

Topic 1:

Topic 2: Company Document Search

Career Opportunities

How to view current Company Job Postings...........cccccceeiiiinnis 106

How to search for Company Documents — this feature is under development
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Topic 1: Career Opportunities

The first link that appears under the Company Information area is Career Opportunities.

Company
Information

® Career Opportunities
# Company Document Search

When you click on this link, a new window will open and you will be able to search for current internal
job postings.
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How to view current Company Job Postings

Career Opportu s - Microsoft Internet Explorer _IEI XI
File Edit Miew Favorites Tools Help |
d=Back - =& - @ ot | @iSearch  [GiFavorites (3 | Eh- S§ - ¥ ==Y
address [&] https:{/hera.hawaipacifichealth. orgfen-usfempowerment . asp?FormID=FrmCareer OppiCompanyMame=live -] &co |

—— 5
— =

Ceridian Self-Service il Pa

Home | Tutorial | Help | Logout

Career Opportunities

& career with Hawall Pacific Health offers many opportunties 7o) The fi rst Iin k is Job Search the best qualified candidate
R et St oo Click on this link to see current
internal job postings.

Employee Referrals

Refer a friend to earn cash and referral points today! How it works:

Refer candidates by going to www . erppassport.com
If your referral applies, you receive 25 referral points

If they are interviewed, you receive 75 more referral points

Upon their hire, you will be awarded up to $500%

After they are employed 180 days, receive up to $1000%

For every 100 referral points, you will be entered to win the annual Srand Prize - A& cruise to Alaska!

I |
&) Done [ [@ Internet
iﬁstartllj | = = & “ [Slinbos - Microsoft outlook | B HPH HERG User Guide (r’e...lla(areer Opportunities —... [ lss > )[8] 10:15am

A new window will open. Select your job preferences from this window. Follow the instructions on
this Hawaii Pacific Health website on how to search and apply for a posted position.

Welcome to Haw. ob Search - Microsoft Internet Explorer 121 =]

File Edit Wiew Favorites Tools Help

dmBack ~ = - &) 4% | Bsearch  [GFavorites 8 | BN S =1 2] % BB (&

Address [&] https:{/hawaiipacifichealth.ats. hrsmart.comjcgi-bin/ifinternal_searchjobs_quick.cai = @ae
D e Job = o) = £ 3
or Ci > nes
(EEhEay Sy QUICK JOB SEARCH

Subimit Transter Form

Search Opportunities Location: HI - Ajea [63] > Advanced Job Search

My Personal Protile HI - Honolulu [227]

Lagout HI - Kailua [1] + View All Jobs
HI - Kailua Kona [1]
HI - Haneohe [2] To creste 3 Job Search Agent, search our carssrs and save your search criteria a5 2 Job Search
Hl ~Koloa [:1] = Agent. tt will then do the searching Tor you and e-mail those jobs to you! Click on this ICon to view y

Job Category: Accourting/Finance/Treasury i’ YU EUIFSREIoB AOoME. Search
AdministrationManagement Agent
BehavioraiMertal Health Services
Cardiopulmonary Fespiratory fSleep Certer
ClericaliCustomer Serviceitdministrative =1
Multiple Selection Tips
Type of Shift: Full Time Reolar

Full Time Temporary #: To select multiple preferences using a FC, hold down the 'Control' key while clicking the option with the mouse. To
<n CaliPer Diem =select a range, hold the shift key and click on the first and last cptions. B: Use the 'Shift' key if you are using a Macintosh.
Part Time Regular - 20 or mare hrsfwk
Part Time Temparary - 20 or more hrsfwk

Keywords

Wiith ALL of the
Tollowing:

with at LEAST ONE
of the following:

With this EXACT [
PHRASE:

YATHOUT the |
following:

I
&] Done [ & (@ mernee
;ﬁstartllj iy ) & |J 5] Inbos: - Microsoft Cutlook | B HPH HERS User Guids (r... | & Caresr Opportunities - M| | &1welcome to Hawaii P... |§|®Q1ug > (8] 1m15am
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es - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help

d=Back - = - D o4 | @Search [EiFavarites 0% | Eh- b B - =] % ==Y

Address |@ https:jfhero.hawsipacfichealth. orgfen-usfempowerment . asprFormID=FrmCareerOpp&CompanyMame=live -

Ceridian Self-Service e b

Home | Tutorial | Help | Logout

Career Opportunities

e P S R S The second link is

Submit Transfer Form (Requires Separate
TR —————— Login)
RIS E S aTaIs Click on this link to apply for a job transfer.

cliclate

Refer a friend to earn cash and referral points today! How it works:

Refer candidates by going to www.erppassport.com

If your referral applies, you receive 25 referral points

If they are interviewed, you receive 75 more referral points
Upon their hire, you will be awarded up to $500%

After they are employed 180 days, receive up to $1000%

-
.
-
* For every 100 referral points, you will be entered to win the annual Srand Prize - A& cruise to Alaskal

=
&) Done [2 [@ nternet
iastartllj £ 3] & “ [ trbos - Microsaft outlook. | BEHPH HER.O User Guide (re...”@career Opportunities —... |EndEn e > T (8] 10015 am

A new window will open. Follow the instructions on this Hawaii Pacific Health website on how to
apply for a posted position.

Z} Welcome to Hawaii Pacific Health Internal Job Search rosoft Internet Explorer = e |
File Edit “iew Favorites Tools  Help |
=Back - = - D i} | @search GaiFavorites O | Eb- S A & B [a
Address [&] hetps:/hawaiipacifichealth.ats. hrsmart . comjegi-bin/ifinternal_transferformm.cai ~| @Ge
- e lob Searcl -~
or C Empio c = = =
Career Center FIRST TIME USER?
Submit Transfer Form
Bt GRS Submit an Internal Transfer Form first:
My Personal Profile
Logout

RETURNING USER?

Harve you already completed an Internal Transfer Form? If so, please login to apply online for & jok or edit your information.

Username:|

Passwnrd:l

-+ FOrgot ¥our RREsword?

I
&) Done |2 % nternet
;ﬁstartllj i B & |J [l inbox - Microsaft Outlaok | BFHPH HERG User Guids (... | & Jcareer Opportunities - M...| [E Welcome to Hawaii .. | | 250 21 559 > %y [8] 10:16 am
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Career Opportu s - Microsoft Internet Explorer

File  Edit Wiew Favorites Tools  Help
d=Back - = - 2D o4 | @Search [EiFavarites 0% | Eh- S§ - = & ==Y

Address |Eﬁ https:jfhero.hawsipacfichealth. orgfen-usfempowerment . asprFormID=FrmCareerOpp&CompanyMame=live -

Ceridian Self-Service Etsowait Paci

Home | Tutorial p | Logout

Career Opportunities

.jcj;ze;;:t:hHawau Pacific Health offers many opportunities for personal The third Iink is
S Job Bulletin (Union Positions Only)
Click on this link to see a listing of available
union positions.

Employee Referrals

Refer a friend to earn cash and referral points today! H|

Refer candidates by going to www.erppassport.com
If your referral applies, you receive 25 referral points

If they are interviewed, you receive 75 more referral points

Upon their hire, you will be awarded up to $500%

After they are employed 180 days, receive up to $1000%

For every 100 referral points, you will be entered to win the annual Srand Prize - A cruise to Alaska!

=
&) Done [2 [@ nternet
iastartllj | E) & “ [ tnbos - Microsaft Sutlook. | BHHPH HERO User Guide (re...”@career Opportunities ... |EndEn e > T (8] 10015 am

A new window will open. Click on the Open button to continue.

-3 Career Opportunities - Microsoft Internet Explorer

(O]

x

File: E

<= Back | Fil= Edit Wi Favorites Tools Help

address | g=Back ~ = - @ At | ‘@search [GalFavories o | Bh- s =4 & E =Y =

Address [&] hetps:jfhers. hawaipacificheakh. orgfen-usjempowerment. aspFFormID=FrmFormbakagCompanyMame=lvestFlID=73szes. | (#Ga |

v Mk
I

|L0

L

& the best gqualified candidate.

Some files can harm wour somputer. If the fils information belaw
looks suspicious, or you do not fully trust the source, da not open ar
save this file.

File name:  empawerment pdf
File type:  Adobe Acrobat Dosument

From: hera. hawaiipacifichealth. org

k= to open the file or save it to your computer?

Cancel |  Moeinfa |

Befare opening this type of file |

=5 Start downloading From site: hetps: ffhero. hawaipacifichealth . of Gfen-Us empowerment. ssprrarmID=Fr] | | [Onkhown Zone 2

i
[&] https:ihera.hawaiipacifichealth. orgfen-usjempowerment . asprFormlD=FrmFormDat agCompanyhame=lie BNt FlxID=7 352667 [ 5 [# mernee
;;start”J | B & H 5] Inbos - Microsoft Gutlook | A HPH HERO User Guide (r...I 42 Career Opportunities - M...||@https://hem_hawaiip_“ |§Q®Qﬂ:g &% 8 1017 am
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A current listing of available union positions will appear. You may look through the list by scrolling or
you can print the entire list.

2} Career Opportunities - Microsoft Internet — =] x|
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Topic 2: Company Document Search

The next link that appears under the Company Information area is Company Document Search.

Company
Information

& Career Opportunities
e Company Docurment Search

When you click on this link, a new window will open and you will be able to search for various Human
Resources forms, reports, and documents.

This section is currently under development.

Check the H.E.R.O. Welcome Page periodically for updates.
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