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FlashLine Employee Self Service

Introduction - About Employee Self Service

Through Employee Self Service, the employees of an institution can access their personal
information. Employees modify retirement, health and benefit, and beneficiary information
on the web. Employees view pay, job, and tax information on the web.

The Human Resources Office enables all forms to allow for viewing on the web, and is
responsible for setting up the rules that enable employees to access their records. Human
Resources updates Banner data and forms based on information updated by employees on the

web.

Accessing Employee Self Service

Note:

You may use any internet computer on or off campus to access FlashLine.
Special locations for Kent Residence Services staff: Johnson, Centennial, Tri-Towers,
Beall, McSweeney, Dunbar.

Special locations for Kent Campus Facilities Planning & Operations staff: Taylor,
Moulton, Smith, MACC, KSC.

Ask your supervisor about computer locations and assistance.

Look for the correct tab and channel.

Access to tabs and tools is permission-based.

Contact the Help Desk (672-HELP) whenever a tab, channel, or tool is missing from
your FlashLine view. If your status changes (student to employee, or employee
registering for classes, for example; your new access status may not be reflected
immediately in FlashLine.)

actual screen text may vary slightly from the screens depicted here.

For assistance with Employee Self Service,
contact the Help Desk: 330 672-HELP,
support.kent.edu
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FlashLine Employee Self Service

Log In to FlashLine.

Text Only Maps Ask Kent State Phone Directories FlashLine Login

sl
KENT SlAl E‘ Excellence in Action
N \ I

ATH S NEV ENTS RE H CAMPUSES

‘ eﬁte Students Create'Bridges o
: Kindergade

read full story

Future Students

Current Students
International Students
Parents & Families
Faculty & Staff

Alumni & Friends

‘What to do at KSU £ News & Announcements

NOV. 30, 2011 Research: The Musical Premieres Dec. 8

............

A FLASHLINE LOGIN

User Name: | fiash1 bient.edu

Password: | [seessessssese oot our

» GetUserhame and Login Help

Password?

This secure web site uses encryption and authentication
standards to protect the confidentiality of web
transactions

Step Action
1. | Open a web browser, go to www.kent.edu (FlashLine login link is available on
most Kent State University pages
Locate the FlashLine Login link, the FlashLine Login page will open
Enter your FlashLine ID and password, and click: Login
4. | For help with your FlashLine ID and password, contact the Help Desk 672-HELP.

N

w
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http://www.kent.edu/

- Deductions History

« Direct Deposit

- Earnings History

= Employee Menu

+ Leave Balances

- Pay Stub

: Personal Information
= Tax Forms

= United Way E-give

- Need additional help from Human
Resources?
Access a contact list.

Employment Details M
+ Benefits

Forms Library

- All Forms in Forms Library

= Absence

+ Benefits

- Employment

+ Faculty Personnel Forms

= Payroll

- Performance Evaluation -
Classified & Unclassified Staff

= Miscellaneous (includes label
requests)

FlashLine Employee Self Service

Welcome i S @ Mgl = 44

t A @ -

Directory Dors  E-mail Blackboard Groups Logout

Job Flash oz

View Hot Job Opportunities

Share these job opportunities with your colleagues and
acquaintances. See www.kent.edu/hr for access to a full
listing of job opportunities at Kent State.

Full Time/Non-Tenure Track Faculty - Coordinator of
Assessment and Evaluation - Kent Campus

Full Time/Applications Developer - Kent Campus

Full Time/Building Maintenance Superintendent - Kent
Campus

Full Time/Secretary - Salem Campus

Search all jobs at all campuses.

Search for student jobs.

THE CHRONICLE

Training & Development [=1IFYFY

Employee

OPPORTUNITIES

The Division of Human Resources understands that learning
can take many different forms. As a result, a variety of
experiences that will contribute to your personal and
professional development has been developed.

+ Course Catalog of Training Workshops (pdf)
- Course Catalog of Training Workshops By Function
= Register for Training Opportunities

>
x

Total Compensation =

University Benefits

Medical, vision, dental, prescription, group life, tuition waiver,
long-term disability and more.

Earned Income - view salary ranges for staff employees
Other Compensation Information

« Job Descriptions
= Reclassification Procedures

Step

Action

1. | Click the My HR tab to view information channels for Kent State employees.

Look for the Employment Details channel (or window.)

2.
3. | Click any item in the menu.
4 The Employment Details channel will expand for full-screen viewing.

view.

Note: you may also click the Maximize button = in any channel to expand the
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FlashLine Employee Self Service

Employee Self Service Menu

Note: Your tabs/menus may differ from screen shots in this document

Kent State University Self Service
Bt ‘" L—

HETUN RO WEMNL  SETE el sdiRd £t

Employee

Time Report
Benefits and Deductions

Retirement plans, medical and dental plans, flexible spending accounts, covered dependents.

Pay Information
Direct deposit allocation, earnings and deductions history, pay stubs.

Tax Forms

Jobs Summary
View a history of your jobs at Kent State as of Jan. 1, 2007.

Leave Balances

Total Compensation Statements

New Hire Enrollment

Convert Sick Leave to Vacation Time

KSU DUPLICATE / MULTIPLE ID MERGE PROCESS
TR w Y

FlashLine

PO0&L ® & 8 C

Directory Docs  E-mail Blackboard Groups - Logout  Help

Step Action

1. Click any of the menu items to view your personal information.

2. Click the Personal Information tab to view and change your personal contact
information.

3. Click the Back button (double arrow) to leave the expanded channel view, and
return to the My HR tab.
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Personal Information Tab

FlashlLine

B
Lo My HR Tab

Kent State University Self Service
Advancement Officers Student and Financial Aid Employee Finance

RETURM TO MENU  SITE MAP HELP EXIT

Personal Information

Current Surveys
View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses
Update E-mail Addresses
View Emergency Contacts
Update Emergency Contacts
MName / Marital Status Change Information
Online Phone Directory
RELEASE: 8.4

Step Action

1 Click the Personal Information tab to view your contact information.

Note: some of the menu options pictured above may not be available to all users.

Click a menu item to view your current information in that category.

Click Update Information to change an item of information.

Click Save to save the changes.

Click the Employee tab to return to the Employee menu.

OO IWIN

Note: Details of the options available on the Personal Information tab will be
added to this manual after January 1, 2007.
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FlashLine Employee Self Service

Leave Report

Read this important information before you use Leave Report:

1. Banner Leave Reporting is set up for Unclassified staff and Faculty only. Classified,
Hourly Unclassified, and Student employees should use Kronos, accessed through the
Kronos channel on the Action Items tab in FlashLine.

2. You may only submit leave ONCE per pay period, preferably at or near the end of the
period. You may enter hours and save them, but do not click SUBMIT FOR APPROVAL
until your report is complete.

3. In the event that you submit an error, or your leave time changed, contact your approving
supervisor. If the supervisor has not yet approved the period, they can either correct the
hours, or return the form to you for correction. If leave has been submitted and approved,
contact HR to make further changes.

4. Leave Report is only used for reporting leave that has been taken. Your internal
department procedures to request and grant leave still apply.

Leave Report Selection

Title and Department My Choice Leave Report Period and Status

Mgr, Acad Personnel, 997534-00 & |O|:t 01, 2006 to Oct 15, 2008 CDmpIEted [
Academic Personnel, 100075 Ot 01, Th

Oct 16, 2EIDE| to Oct 31 2I:|EIE| Campleted
Mow 01, 2006 to Mowv 15, 2006 In Progress
MNow 16, 2006 to Mov 30, 2006 Mot Started

Leave Report I

Step Action

1 Select Leave Reporting from the Employee menu.

Click the dot next to your Title and Department, if you have a dual appointment.

Select a Leave Report Period from the pulldown menu.

AN

Click the Leave Report button to proceed to the next screen.
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FlashLine Employee Self Service

Leave Report Entry (continued)

Leave Report

Title and Number:
Department and Number:
Leave Report Period:
Submit By Date:

Earning:

Date:

Hours:

Save | Copy |

Earning Total Total Thursday

Magr, Acad Personnel -- 997534-00
Academic Personnel -- 100075
Moy 16, 2006 to Moy 20, 2006
Dec 31, 2006 by 12:00 AM,

vacation Fay
Mov 17, 2006

—

Friday Saturday Sunday Monday Tuesday Wednesday

Hours Units Nowv Nov 18, MNov 19, Mov 20, Nov 21, Nov 22,
Nowv 16, 17, 2006 2006 2006 2006 2006
2006 2006
Wacation 16 a a Enter Enter Enter Enter Enter Hours
Fay Hours Hours Hours Hours
Sick ] Enter Hours Enter Enter Enter Enter Enter Enter Hours
Leave Pay Haours Haours Hours Haours Hours
Fersonal 0 Enter Hours Enter Enter Enter Enter Enter Enter Hours
Leave Pay Hours Hours Hours Hours Hours
Total 16 8 8 0 0 0 0 0
Hours:
Total 0 0 0 0 0 0 0 0
Units:
Position Selection | Camments | Prewview || Submit for Approval I Restart | Mext |
Step Action
1 Note: the Hours field and Save button will not appear until you have clicked an
Enter Hours link under a day column.
2 The first week of a pay period appears. Click the Next button M to view the
second week of the period.
3 Find the day for which you wish to report leave. Click the Enter Hours button in
the row corresponding to the type of leave you wish to record, Vacation, Sick, or
Personal leave.
4 Type the number of leave hours for that day in the Hours field.
5 Click the Save button.
6 Click Copy to copy the same hours to other days in the period.
7 To print a Leave Report screen, select File — Print from your web browser
menubar, or print as you normally would print any web page.
8 You may exit at this point with your hours saved but not submitted to an approver.
8 Click Submit for Approval to pass the report to your supervisor.
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FlashLine Employee Self Service

Benefits and Deductions Menu
Benefits and Deductions

Reftirement Flans

Health Benefits

Flexible Spending Accounts
Miscellaneous

Open Enrollment
Beneficiaries and Dependents
Benefit Statement

Step Action

1 | Click Benefits and Deductions in the Employee menu.

2 | Click any item on the Benefits and Deducations menu to view your personal

information.

3 | Contact Human Resources if you have questions about your Benefit and Deductions
options.

4 | Note: Open Enrollment for medical benefits is available during designated enrollment
periods

Note: screens may display explanatory information @ . important supporting

information as seen in the example below. Read these flagged notices carefully.

<y Your current health benefit elections are listed below,

You are only able to make changes to your health benefits during the annual
open enrollment period each Fall or within 21 days of a qualifying life status
event,

Flease refer to the Change of Employee Personal Information form if you have
experienced a qualifying life status event or contact the Benefits Office at
330-672-3107 or benefits@kent.edu for gquestions,
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FlashLine Employee Self Service

Retirement Plans

Retirement Plans
@R Sclect Add a New Benefit Or Deduction to add a new benefit.

403(b) ING Financial Serv

Benefit or Deduction as of date: Dec 05, 2006
Status of Benefit or Deduction: Active

Start Date: Jul 01, 2008
End Date:

Employee Deduction Amount: 25.00
Employee Annual Limit:

History | Contributions or Deductians

OH Public Emp Retirement Sys

Benefit or Deduction as of date: Dec 05, 2006
Status of Benefit or Deduction: Active

Start Date: Jul 01, 2008
End Date:
Plan: CFERS

Employee Percent of Gross Pay: 2.0000
Employer Percent of Gross Pay: 13,5400

History | Contributions or Deductions

Add a Mew Benefit Or Deduction

Steps Action

1 Select Benefits and Deductions from the Employee menu.

Select Retirement Plans from the Benefits and Deductions menu.

Scroll down the screen to view your retirement plan information.

Click History under a plan to view the plan history.

Click Contributions or Deducations to view this information regarding the plan.

OB IWIN

Click Add a New Benefit or Deduction to initiate addition of another retirement
plan.

~

To print Retirement Plan information, select File — Print from your web browser
menubar, or print as you normally would print any web page.
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FlashLine Employee Self Service

Health Benefits
Health Benefits
&R Sclect Add a New Benefit to add 2 new health benefit.

Medical Mutual PPO 12 Month

Benefit or Deduction as of date: Dec 0%, 20085
Status of Benefit or Deduction: Active

Start Date: Jul 01, 2008

End Date:

Filing Status: Med Mutual 90/70 Single
Annual Salary: 28,690.08

History | Contributions or Deductions

Medical Mutual PPO Dental Plan

Benefit or Deduction as of date: Dec 05, 2008
Status of Benefit or Deduction: Active

Start Date: Jul 01, 2008
End Date:
Plan: M PPO Dental Single

Employee Deduction Amount: 0000

History | Contributions ar Deductions

Add a Mew Benefit

Steps Action

1 Select Benefits and Deductions from the Employee menu.

Select Health Benefits from the Benefits and Deductions menu.

Scroll down the screen to view your health benefits information.

Click History under a plan to view the plan history.

Click Contributions or Deducations to view this information regarding the plan.

Click Add a New Benefit to initiate the addition of another health plan.

N[OOI~ WIN

To print Health Benefits information, select File — Print from your web browser
menubar, or print as you normally would print any web page.
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FlashLine Employee Self Service

Flexible Spending Accounts

Flexible Spending Accounts

&R Sclect Add a New Spending Account to add a new flexible spending account .

Dependent Care Spending Accnt

Benefit or Deduction as of date: 05/21/0&
Status of Benefit or Deduction: Mot Yet in Effect

Start Date! nZ/1e/08
End Date:

Deduction Amount: 100,00
Deduction Annual Limit: 1,200,000

History | Update | Details

Aadd a Mew Spending Account

Steps

Action

Select Benefits and Deductions from the Employee menu.

Select Flexible Spending Accounts from the Benefits and Deductions menu.

Click History to view the Flexible Spending account history.

Click Update to update the Flexible Spending account information.

Click Details to view the Flexible Spending account balance.

Click Add a New Spending Account to initiate setup of another account.

~N OO BRWIN

To print Flexible Spending account information, select File — Print from your web
browser menubar, or print as you normally would print any web page.
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FlashLine Employee Self Service

Miscellaneous Benefits and Deductions

Miscellaneous

&R Sclect Add a New Benefit or Deduction to add a new record,

Parking

Benefit or Deduction as of date: Dec 12, 200&
Status of Benefit or Deduction: Active

Start Date: Jul 01, 2008
End Date: May 31, 2007
Plan: Farking
Employee Deduction Amount: 5.5000
Employer Amount: 1.7500
Employee Annual Limit: 122,00

History | Contributions or Deductions

add a Mew Benefit Or Deduction

Step Action

1 Select Benefits and Deductions from the Employee menu.

2 Select Miscellaneous from the Benefits and Deductions menu.

3 Click History to view your history of a benefit or deduction.

4 Click Contributions or Deductions to view this information regarding the benefit
or deduction.

5 Click Add a New Benefit or Deduction to initiate creation of a new benefit or
deduction.

6 To print the Miscellaneous benefits and deductions report, select File — Print from

your web browser menubar, or print as you normally would print any web page.
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FlashLine Employee Self Service

Open Enrollment

Open Enrollment is only available during the designated Open Enrollment period.

Open Enrollment

. Correct the problems listed in the Benefits Status column before continuing.

Open Enrollment Start Date: 04/01/06
Open Enrollment End Date: 07/31/06
Benefits Effective Date: 09/01/06
Group Benefits Status
Retirement  Future record exists for Supplemental Annuity Fidelity which is effective 02/16/08.
All changes must be dated prior to the effective date listed above, and must be removed to continue.
Health Future record exists for Post Tax Blue Cross/Blue Shiel which is effective 02/16/08.
All changes must be dated prior to the effective date listed above, and must be removed to continue.
Miscellaneous Future record exists for Credit Union which is effective 02/16/08
All changes must be dated prior to the effective date listed above, and must be removed to continue.

Restart Cancel

[ Retirement Plans | Health Benefits | Flexible Spending Accounts | Miscellaneous | Beneficiaries and Dependents | Benefit Statement ]

Step Action

1 Select Leave Reporting from the Employee menu.

Click the dot next to your Title and Department, if you have a dual appointment.

Select a Leave Report Period from the pulldown menu.

~AlwWiN

Click the Leave Report button to proceed to the next screen.
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Beneficiaries and Dependents

Beneficiaries and Dependents

&R Sclect the Name to change information for an individual, Choose Add A New Person to
make additions. Select the name in the Benefit Coverage table to add or change
coverage.

Beneficiaries and Dependents Infarmation

Name SSN Relationship Birth Date Gender College Status
Edward L. 123451234 Husband Aug 24, Male Does not attend
Norton 1968 college

Add a New Person

Benefit Coverage

Name Benefit Description and Status
Edward L. Norton, Husband No Coverage

[ Retirement Plans | Health Benefits | Flexible Spending Accounts | Miscellaneous |
Open Enrolliment | Benefit Statement ]

Step Action

1 Select Benefits and Deductions from the Employee menu.

Select Beneficiaries and Dependents from the Benefits and Deductions menu.

Scroll through the list of your beneficiaries and dependents to view all.

Click a name to change information for that beneficiary or dependent.

gl winN

Click Add A New Person to initiate creation of a new beneficiary or dependent
record.

6 To print Beneficiary information, select File — Print from your web browser
menubar, or print as you normally would print any web page.
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Benefit Statement

Benefit Statement Date Criteria

As of date: I CURREMNT vl
Select |

Benefit Summary

Statement for Phillippa Prentice-Hall as of Dec 12, 2006
Current Date is Dec 12, 2006

Personal Data

Department: Academic Persannel
Benefit Category: Full Time Benefit Eligible
Date of Birth: Apr 30, 1954

Original Hire Date: Qct 14, 1985

Current Hire Date: Jan 01, 1994

Adjusted Service Date: Oct 14, 1985

4038 Tax Deferred Annuity | Basic Group Life Insurance | Dental Insurance
| Misc Benefits & Deductions | Primary Retirement | State Taxes

Step Action

1 Select Benefits and Deductions from the Employee menu.

2 Select Benefit Statement from the Benefits and Deductions menu.

3 Use the As of date drop down menu to select the date range for which you want to
see details.

4 Click the Select button to view the benefit statement.

5 Note: The summary screen displayed above is only the top of a much longer screen
which displays detail for all of the menu items listed: Annuity, Life Insurance,
Dental Insurance, Benefits and Deducations, Primary Retirement, and State Taxes.

6 To print your benefit statement, select File — Print from your browser menubar, or
print as you normally would print any web page.
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Pay Information Menu

Personal Information gL

Search | ao|

Pay Information

Direct Deposit Allocation
Earnings History

Fay Stub
Deductions History
RELEASE: 7.1
Step Action
1 From the Employee menu, select Pay Information.

2

Select a menu item to view your information in that area.

Note: availability of some menu options may vary.
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Direct Deposit Allocation

Direct Deposit Allocation

&R The following accounts are listed in the order in which your pay will be distributed.

Pay Distribution as of Oct 13, 2006

Bank Name Routing Number Account Number Account Type Net Pay Distribution
Key Bank 012345678 876543210 Checking 1,289.70
Total Net Pay 1,289.70

Propased Pay Distribution:

Bank Name Routing Number Account Number Account Type Priority Amount or Percent Net Pay Distribution
Key Bank 012345678 876543210 Checking 1 100.00% 1,289.70
Total Net Pay 1289.70

Update Direct Depaosit Allocation

Step Action

1 Select Direct Deposit from the Employee menu.

2 Until notified otherwise, you must initiate direct deposit changes and new direct
deposit accounts by using the paper form required by Payroll. This information is
not updatable in FlashLine.

3 To print Direct Deposit information select File — Print from your web browser
menubar, or print as you normally would print any web page.
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Earnings History

Earnings History

&R Sclect Earnings Type to access additional information.

Earnings from JIanuary 2006 ta May 2006
Earnings Type Total Gross Pay Total Hours

Regular FPay 16,666.66 253.33
[ Mew Date Range ]
Step Action
1. From the Pay Information menu, select Earnings History.

Enter the date information and select the Display option.

View your earnings history.

Click the type of pay to view the detail of your earnings.

S ESI RN

To print Earnings History information select File — Print from your web browser
menubar, or print as you normally would print any web page.
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Pay Stub

Pay Stub

&R Choose a year and then select Display.

Pay Stub Year: (i

Pay Stubs

@R Sclect the Pay Stub Date to access additional information.

Pay Stubs far 2006
Pay Stub Date Pay Period Begin Date Pay Period End Date Gross Pay Net Pay

08/31/06 08,/01/06 08,/31/06 12,666,558 8,745.4%
04/30/06 04,/01/06 04/30/06 8,333.33 5,905.04
01/31/06 01,/01/06 01/31/06 5,333.33 5,526.91
Change Year
Step Action
1. From the Pay Information menu, select Pay Stub.

Choose a year within which to view a Pay Stub.

Click the Display button. The Pay Stubs list will appear.

Select the Pay Stub period to view. Click on the period date.

AlwiN e

The Pay Stub detail for that period will appear.
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Pay Stub Summary (continued from previous page)

Pay Stub Summary

Pay Stub Date:

Gross Amount:

Total Personal Dreductions:
Met Amount:

Total Employer Contributions:

Check ar Direct Depasit

Oct 13, 2006
1,445.42
355.72
1,289.70
144,84

MNumber Document Type Bank Name Account Type Amount
1182 Direct Deposit Key Bank Checking 1,182.70

Farnings

Type Hours Rate

Regular Earnings
Benefits or Deductions

Type Personal Deduction
4032(b) ING Financial Sery

Federal Income Tax 156.88

Kent City Taxes
Medical Mutual FFO 12 Month

OH Public Emp Retirement Sys 120.09

Chio State Income Tax
Farking
Workers Compensation

Amount
1,445 42

Employer Contribution

121.11

1.75
11.98

Step Action

1. Scroll to view the complete Pay Stub Summary for the period you selected.

print as you normally would print any web page.

2. To print the Pay Stub Summary, select File — Print from your browser menubar, or
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Deductions History

Personal Information JSuldlET:]
Search | GDl

Deductions Summary

&® Sclect a deduction to access history information,

Deduction History from January
20006 to May 2006

Deduction Type Employee Deduction

Federal Tax 3,959.71
Fica Medicare 241.66
Fica ©ld Age 1,033,324

New Date Range

RELEASE: 7.1

Step Action

1 From the Pay Information menu, select Deductions History.

Deductions from a specific date range will be displayed.

2.

3. Click New Date Range to change the date range.

2. To print the Deductions Summary, select File — Print from your browser menubar,
or print as you normally would print any web page.
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Tax Forms

General format of the Tax Forms pages

The Tax Forms page gives you access to your year-end tax statements. The following links
are displayed:

e W4 Tax Exemptions or Allowances
Electronic W-2 Consent

W-2 Wage and Tax Statement

W-2c Corrected Wage and Tax Statement
T4 Statement of Remuneration Paid

Personal Information JSgTodbiEL:
Search | GD|

Tax Forms

Wi Tax Exemptions or Allowances
Electronic W-2 Consent

W-2 Wage and Tax Statement

W-2c Corrected Wage and Tax Statement
T4 Statement of Remuneration Paid

Step Action

1 | From the Employee menu, select Tax Forms.

2 | Select a menu item to view your tax information.
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W4 Tax Exemptions

The W4 Tax Exemptions page displays your W-4 Information (for US employees) as of the
current date.

Personal Information Alumni and Friends J3G10ET

Ggl RETURM TO MEMU  SITE MAP  HELP  EXIT

Search |

W4 Tax Exemptions or Allowances

Federal Incormme Tax

As of Date: Dec 27, 2006
Status: Active

Start Date: Jul 01, 2008
End Date:

Filing Status: Single
Number of Allowances: oo
Additional withholding: 00

History | Update | Contributions or Ceductions

[ W2 Year End Earnings Statement ]

Step Action

1 | From the Tax Forms menu, select W4 Tax Exemptions.

2 | View your tax information.
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Electronic W-2 Consent

Employees can confirm or revoke consent to receive their W-2 Wage and Tax Statement
online through Employee Self-Service. Access this page by selecting the Electronic W-2
Consent menu item from the Tax Forms Menu. Indicate your consent and select the Submit
button.

Personal Information  JS7TdLEtET
Search I GDI RETURMN T Tax MEMU  SITE M&P  HELP  EXIT

Electronic W-2 Consent

&R Sclect the check box to consent to receive your W-2 electronically, or uncheck to revoke consent.

By consenting to receive your W-2 electronically, you agree to return fo this site between January 31 and October 15 of the appropriate year
to print your W-2 form on-line. You may be required to print and attach your W-2 form to a Federal, State, or local income tax return.

Your consent will be valid for all subsequent tax years unless revoked by you, upon termination, or this service is not supported in a future
given tax year. You may revoke your consent and receive a paper Form W-2 by accessing this site and unchecking the box to revoke consent,
or providing written notification to the Human Resources or Payroll office.

A paper copy of your W-2 may be obtained by contacting the Human Resources or Payroll office. Updating of employee contact infarmation is
the responsibility of the employee by providing correct up-to-date information to the Human Resources or Payroll office.

Selection Criteria
My Choice
Consent to receive W-2 electronically: Il

I understand the instructions provided to me for accessing and printing my electronic V-2 form.

Step Action

1 Select Electronic W-2 Consent from the Tax Forms menu.

2 | Click the Consent to receive W-2 electronically checkbox.

Note: By giving your consent to receive this document electronically, you may not
receive a paper copy from your institution.

3 Click the Submit button.
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W-2 Wage and Tax Statement

The W-2 Year End Earnings Statement page allows you to access your W2 Statement (for
US employees) for a specified year. The status and date at the top of the page lets you know
if this is an Original issue W-2 or a Reissued W-2 along with the date it was created. You
can use your browser and the Print button to print the W-2.

Personal Information JEiTidfter]
Search I GDl RETURM T TaX MEML  SITE MAP  HELP  EXIT

W-2 Wage and Tax Statement

&R Sclect the Print button to print W-2 statement (for tax years 2005 forward), You may need to print multiple copies for submission to
federal, state and local entities. Click on Help Text for information on how to print an approved format for different web browsers and
additional infarmatian.

Status: Criginal
As of Date: 02/02/08 %

Form W-2 Wage and Tax Statement 2005

b Employer identification number {EIN) 1 Wages, tips, other compensation 2 Federal income tax withheld
8e-4557389 38890.01 5381.27
c Employer's name address, and ZIP code 3 Social security wages 4 Social security tax withheld
Banner University 38890.01 2411.15
4 Country Wiew Road 5 Medicare wages and tips 6 Medicare tax withheld
Malvern P& 19355 2E890.01 563,91
7 Social security tips 8 Allocated tips
d Employee's social security number 9 Advance EIC payment 10 Dependent care benefits
Wy TE-00-0004
e Employee's name, address, and ZIP code 11 Nonqualified plans 12 See Instructions for box 12
Mikayla Adams 13 Statutory employee [ ]
Retirement plan [ ]
316 Maple Glen Third-party sick pay [ ]
Malvern P4 19355 14 Other
15 Employer's state ID 16 State wages, tips, 17 State income 18 Local wages, tips, 19 Local income 20 Locality
Step Action

1 | Select W2 Wage and Tax Statement from the Tax Forms menu.

Select the Tax Year for which you wish to review the W-2 statement.

Select your Employer or Institution from the corresponding pull-down list.

Click the Display button.

Select the Print button.

OO [fwN

Select the Print option from the File menu of your web browser.
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W-2¢ Corrected Wage and Tax Statement

If your information provided by your institution to the government has been changed after it
was submitted to the IRS, you can print a corrected W-2c Wage and Tax Statement. The
Status field on the W-2 states it is reissued and the As of Date field displays the reissue date.

Personal Information #3070
search | GO| RETURM T TAX MEMU  SITE MAP  HELF

W-2 Wage and Tax Statement

q Select the Print button to print W-2 staternent (for tax vears 2005 farward), You rmay need to print multiple copies for submission to federal, state and local
entities. Click an Help Text for information on how ta print an approved format for different web browsers and additional information.

Status: Reissued
As of Date: Dec, 10, 2005

Form W-2 Wage and Tax Staterment 2006

b Emplover identification number {EIN) 1 Wages, tips, other compensation 2 Federal income tax withheld
87-1234567 2314.00
c Employer’s name address, and ZIP code 3 Social security wages 4 Social security tax withheld
Regulatary _SCT University 2014.00
4 Country Yiew Road 5 Medicare wages and tips 6 Medicare tax withheld
Malvern P& 19335 2600.00

7 Social security tips 8 allocated tips

300.00

d Employee’s social security number 9 advance EIC payment 10 Dependent care benefits
555-11-4444
e Employee’s name, address, and ZIP code 11 Nonqualified plans 12 Ssee Instructions for box 12
Bernice B Bellows 180.00 A

13 Statutory emplovee [ ] B
Box 123436 Retirernent plan [ % ] G
\(R'\?Utlle 33,&2 400z Third-party sick pay [ ] B

Insio 14 Other

15 State Employer’s state ID number 16 State wages, tips, etc. 17 State income tax 18 Local wages, tips, etc. 19 Local income tax 20 Locality
P&y 13-123456 2314.00 71.02
PrintI
Step Action

1 | Select W-2c Corrected Wage and Tax Statement from the Tax Forms menu.

Select the Tax Year for which you wish to review the W-2 statement.

Select your Employer or Institution from the corresponding pull-down list.

Click the Display button.

Select the Print button.

OO [fwN

Select the Print option from the File menu of your web browser.
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T4 Statement of Remuneration Paid

The T4 Earnings Statement page allows you to access your T4 Statement (for Canadian
employees) for a specified year.

Personal Information JiTi1GITET
Search I GDl RETURM TO MEMLY  SITE MAP HELFP  EXIT

T4 Statement of Remuneration Paid

&R This form is only a representation of the actual T4 form and should not be submitted to any government agency. %

T4 Supplementary for 2005

Employer's name T4 Statement of Remuneration Paid
iaggjr:tgm\j’?er\iltgoad 2005 14 Employment Income 22 Income tax deducted
¥ 3055667 5540,48
54 Business Number 10 Province of employment 16 Employee's CPP 24 EI insurable earnings
PA, contributions
12 Social insurance 28 Exempt - 29 Employment code 17 Employee's QPP 26 CPP/QPP pensionable
number Exemption contributions earnings
WTE 000 004 CPR/QPP[ X ]
EI[ ¥ 1]
Employee's name and address 18 Employee’s EI 44 Union dues
ADAME Mikayla premiums
316 Maple Glen 20 RPP contributions 46 Charitable donations
Malvern, PA 19355 53 Dancinn adinctrmant 50 RDD ar NDSD
Step Action

1 Select T4 Statement of Remuneration Paid from the Tax Forms menu.

2 | View your tax information.
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Jobs Summary

Jobs Summary

&R Sclect the Job Title for more detailed information.

List of Jobs

Title Begin Date End Date

Director of Alumni Relations 01/01/06

LAdministrator 01,/01/04

Step Action
1 From the Employee menu, select Jobs Summary.
2 Note: only your job or jobs since July 1, 2006 appear here.
3 Click a title to view details of that position.
4 To print a Job Summary, select File — Print from your web browser menubar, or
print as you normally would print any web page.
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Leave Balances

Leave Balances

&R Sclect the link under the Type of Leave column to access detailed information.

A
List of Leave Types
TYPE of Hours or Available Beginning Earned as of Taken as of Available Balance as of
Leave Days Balance 05/31/06 05/31/06 05/31/06
Personal Pay  Hours .00 16.00 .00 16.00
Sick Pay Hours 55.34 33.34 .00 958.68
Wacation Pay  Hours 30.00 44,00 .00 74.00

Step Action

1 From the Employee menu, select Leave Balance.

2 Scroll down to view your leave balance information

3 Click the type of leave links to view leave by job information

4 To print the Leave Balance report, select File — Print from your web browser
menubar, or print as you normally would print any web page.

Page 30



FlashLine Employee Self Service

Copyright Notice

©2011 This information is provided by the Division of Information Services, Kent State University and is proprietary and confidential.
These materials are made available for the exclusive use of Kent State University employees, and shall not be duplicated, published or
disclosed for other purposes without written permission.

KENT STATE

ISTECHNICAL TRAINING
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