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@ MyAthens Self Service Employee Information Guide

Getting Started

This guide will demonstrate a few of the more commonly used tools available through
MyAthens Self Service. Following are examples of how to use these tools. Please explore the
system to discover the best techniques that fit your needs.

To access MyAthens Self Service, you must first visit the Athens State University Portal. You
may do this from our website, www.athens.edu, or by downloading the MyAthens app from a
mobile device. Click on the MENU search (magnifying glass).

ATHENS STATE

UNIVERSITY

5D ReauesT INFo

& appLY NOW

IT'S HOW
YOU FINISH.

Because earning your degree is only the
beginning.

av
2

Then select MYATHENS PORTAL, as demonstrated below.

What are you looking for? About Us +
Academics +

Admissions & Aid +

SEARCH ATHENS STATE UNIVERSITY

Advancement +

Student Life +

Resources +

MYATHENS PORTAL

EVENTS
NEWS
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Once in the Athens State University Portal, you will have a tool for MyAthens Self Service
with links to MyAthens Employee.

@ ATHENS STATE

UNIYERSITY

N Activity
Dashboard
' Announcements

@ Resources

¢) Discover

[X] Events & Calendars

Tools View all

@ MyAthens Self Service ~
MyAthens Employee
MyAthens Faculty
MyAthens Finance

MyAthens Profile

MyAthens Student

ATHENS STATE Page | 4

UNIVERSITY
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Navigating the Employee Dashboard

The Employee Dashboard provides an overall view of your employment record at Athens State

University.

Employee Dashboard

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Sample, Sandy

My Team

Compensatory Leave .

in hours

Pay Information
Earnings

Taxes

Job Summary

Employee Summary

- Personal Leave in .

hours

Full Leave Balance Information

-~ T
7+ My Activities
-~
-~
Approve Time
-~
Approv Report
~ Electronic Personnel Action Forms

(EPAF)

My Profile will give you access to view, add, and update personal information, such as
addresses, phone numbers, email addresses, and emergency contacts.

Employee Dashboard

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Sample, Sandy

Compensatory Leave .

in hours

Pay Information
Earnings

Taxes

Job Summary

Employee Summary

- Personal Leave in

haours

Full Leave Balance Information

#° My Activities
~
~
Approve Time
~
Approve Leave Repart
~ Electronic Personnel Action Forms

(EPAF)

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

My Team will allow you to view the leave balances and employee profiles of all employees

who report to you.

Employee Dashboard

Sample, Sandy

_ Js=

Pay Information
Earnings

Taxes

Job Summary

Employee Summary

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Compensatory Leave .

in hours

#° My Activities
~
~
Approve Time
~
Approve Leave Report
~ Electronic Personnel Action Forms

- Personal Leave in -

haurs.

Full Leave Balance Information

(EPAF)

The leave balances summary will be displayed at the top of the screen. This will be your leave
balance as of the last pay cycle or leave report approval. The leave balances will be updated
once payroll or leave forms are processed. You may click Full Leave Balance Information to

view your leave balance history.

Employee Dashboard

Sample, Sandy

Pay Information
Earnings

Taxes

Job Summary

Employee Summary

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Compensatory Leave .

in hours

-~ " i
7+ My Activities
-~
A
Approve Time
~
Approve Leave Report
~ Electronic Personnel Action Forms

hours

‘ Full Leave Balance Information

(EPAF)

ATHENS STATE

UNIVERSITY
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Under Pay Information, you can view your paystubs and deduction history. You may also view,
add, and update direct deposit information for paychecks and expense reimbursements.

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in -
hours,

Compensatory Leave .

in hours

Full Leave Balance Information

‘ Pay Information v !
Y #~ My Activities

Latest Pay Stub: 08/31/2023 All Pay Stubs Direct Deposit Information Deductions Histary
Earnings -~
Approve Time
Taxes (g Approve Leave Report
Electronic Personnel Action Forms
Job Summary L (EPAF}
Salary Planner
Employee Summary ~

Under Earnings, you can view your earnings details broken down by date range or position.

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in -
hours
Compensatory Leave .
in hours
Full Leave Balance Information
Pay Information ~

# My Activities

Year to Date Earnings: $39.068.45 Earnings By Date Range Earnings By Position
Approve Time
Taxes e Approve Leave Report
Electronic Personnel Action Forms
Job Summary » (EPAR)
Salary Planner
Employee Summary ~

Pay Stub Administrator
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Under Taxes, you can view and update your W-4 Employee’s Withholding Allowance Certificate,
consent or revoke receiving your tax documents electronically, and view your W-2 and 1095-C

tax documents.

Pay Information

Earnings

Taxes

Federal Income Tax

atus: Single

Status: Active

Number of Allowances: O

Employee Dashboard

Leave Balances as of 10/04/2023

Annual Leave in hours -

Sample, Sandy

My Team

Compensatory Leave
in hours

W-4 Employee's Withholding Allowance Certificate

Electronic Regulatory Consent

1095-C Employer Provided Health Insurance Offer and
Coverage Statement

Sick Leave in hours

W-2 Wage and Tax
Statement

W-2c Corrected Wi
Tax Statement

- Personal Leave in

age and

Additional Withholding:

Alabama State Income Tax

No Exem: 0

Additiona

Withholding: 3.00

hours

Full Leave Balance Information

#* My Activities

Approve Time
Approve Leave Report

Electronic Personnel Action Forms
(EPAF)

Salary Planner

Pay Stub Administrator

Under Job Summary, you can view your job position information history for select years.

Employee Dashboard

Sample, Sandy

Pay Information
Earnings

Taxes

Job Summary

-

Secretary 999877-01, HUMAN RESOURCES, Sample, Sally

Employee Summary

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Compensatory Leave
in hours

Job Information

- Personal Leave in

hours

Full Leave Balance Information

#° My Activities

Approve Time
Approve Leave Report

Electronic Personnel Action Forms
(EPAF)

Salary Planner

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

Under Employee Summary, you can view your employment status, hire dates, and adjusted

service date for leave accrual.

Employee Dashboard

Sample, Sandy

My Team

Pay Information
Earnings

Taxes

Job Summary

Employee Summary

Status: Active

Full Time Part Time Indicator: Full-Time

Home Department: HUMAN RE!

Employee Class: SUPT MOMN EXEMPT FULL TIME

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Compensatory Leave .

in hours

Current Hire Date: 10/01/2023

Original Hire Date: 1

Adjusted Service: 10/01

- Personal Leave in .

hours

Full Leave Balance Information

- ; N
# My Activities
~
~
Approve Time
~
Approve Leave Report
v Electronic Personnel Action Forms

(EPAF)
Salary Planner

Pay 5tub Administrator

Under My Activities, depending on your role, you can access time entry, leave entry, time

approval, and leave approval.

Employee Dashboard

Sample, Sandy

My Team

Pay Information

Earnings

Taxes

Job Summary

Employee Summary

Leave Balances as of 10/04/2023

Annual Leave in hours - Sick Leave in hours

Compensatory Leave .

in hours

haours

Full Leave Balance Information

-

/My Activities
~
~
Approve Time
~
Approve Leave Report
~ Electronic Personnel Action Forms

(EPAF)

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

How to Update Personal Information

By clicking on My Profile, you can access the biographical data that you submitted to Athens
State University upon employment with the University.

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023
hours
My Team

Compensatory Leave .

in hours
Full Leave Balance Information
Pay Information ~ 4 g
Y #° My Activities
Earnings ~
Taxes ~
Approve Time
Job Summary ~
Approve Leave Report
Empluyee summary ~ Electronic Personnel Action Forms

(EPAF)

A quick view of your personal details, email, phone number, address, and emergency contact
are available. Feel free to edit your contact information, such as your personal email address,
mailing/permanent address, phone numbers, and emergency contact information, by clicking
More Personal Information or a pencil icon.

Profile

Personal Information

Addresses

Permanent

300 N Beaty 5t
Athens

Alabama 35611-1902

Sample, Sandy

1D; I

10f1
Status: Active
Hired: 10/01/2023
Phones }
Birthday: 01/01
Permanent
More Personal 256 2168100
Information
1of1
Emails
Address for ASU communications
payroll@athens.edu
1of1

Emergency Contacts
No Emergency Contact Information found.

(>
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@ MyAthens Self Service Employee Information Guide

You may edit your email address, phone number, mailing and/or permanent address,

emergency contact, and ethnicity. Make your edits by clicking on the pencil and entering the

updated information.

Phone Number

Cellular Phone

) ) @

If editing your phone number, be sure to list your area code in the first box and the remaining
seven (7) numbers in the second box, as shown in the example below. Click Update to save

your edits.

You may update your mailing or permanent address by clicking on the editing pencil.

ATHENS STATE

UNIVERSITY

Edit Phone Number X
Phone Type

Permanent

Phone Number

256

‘ 2338175 Extension

International Access Code and Phone Number

International Phone Number

Primary Unlisted

cance‘

—@ O)

Address

Mailing

Current

09/27/2023 - (No end date)
300 N Beaty St

Athens

Alabama 35611-1902
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@ MyAthens Self Service Employee Information Guide

A box similar to the below example should appear.

Edit Address

Type of Address

Permanent

Address Line 1

300 N Beaty St

Address Line 4

Enter Address Line 4

County

Valid From

09/29/2021

Address Line 2

Enter Address Line 2

Valid Until

MMIddlyyyy &

Address Line 3

Enter Address Line 3

City State/Province
Athens ‘ Alabama v }
Zip/Postal Code Country

AlL-Limestone

35611-1902

’]

Cancel

v

To change your address, you must first expire your previously listed address. Click in the box
labeled “Valid Until”. List yesterday’s date in the format of MM/DD/YYYY. Click “Update” to

save your changes.

Edit Address

Type of Address

Mailing

Address Line 1

300 N Beaty St

Valid From

Valid Until

09/27/2023

MM/ddlyyyy

Address Line 2

Enter Address Line 2

Address Line 3

Enter Address Line 3

X

m-

Address Line 4 City State/Province
Enter Address Line 4 Athens Alabama v l
County Zip/Postal Code Country
AL-Limestone 35611-1902 Not Applicable v
Cancel Update
17 ”
Now you may “Add New”.
Address () Add New
(i) There are no addresses available for you to view

Page | 12
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@ MyAthens Self Service Employee Information Guide

Select your Type of Address — either Mailing or Permanent.

Enter today’s date in the box labeled Valid From.
Enter the correct street address in Address Line 1.
Enter City, State/Province, County, Zip/Postal Code and Country.

Click “Add” to Save.

Note: Please enter an accurate address. Our system attempts to verify all addresses for

accuracy before allowing an update to be saved to the record by the employee. If you have
difficulty adding/updating your address, please complete the Address Change form located
in the Human Resources section of the MyAthens portal and return it to Human Resources.

Add Address

Type of Address

Address Line 1

Address Line 4

Enter Address Line 4

County

-_~;.;;-;;..--:-

Valid From

Select Address ’—- v MM/ddiyyyy - )

Address Line 2

Enter Address Line_ Enter Address Line 2

City

Enter City -

Zip/Postal Code

v Enter Zip Codh

Add

Valid Until

MN/ddlyyyy =

Address Line 3

Enter Address Line 3

State/Province

Country

X

Return to your My Profile landing page by clicking Previous in the upper left-hand corner.

P — N

- .
Previous ) Personal Information

Sandy Sample

1D Mumber -

|\ﬁ | payroll@athens edu

(@) 300 N Bealy St Athens. Alabama

35611-1902

(\,) 256 2168100

Personal Details

Firat Name
Sandy

Date of Birth
January 1, 2000

Email

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

How to Update Direct Deposit Information

Under Pay Information, click Direct Deposit Information.

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023
hours

Compensatory Leave .

in hours

Full Leave Balance Information

Pay Information s " —
Y 7+ My Activities

Latest Pay Stub: 08/31/2023 All Pay Stubs Direct Deposit Information Deductions History
Earnings ~

Approve Time
Taxes - Approve Leave Report

Electronic Personnel Action Forms
Job Summary -~ (EPAF)

er

Employee Summary -~

There are two types of direct deposit: payroll and accounts payable. Both direct deposit types
will need to be populated.

Select Add New under Proposed Pay Distribution to add a Payroll direct deposit account.

Proposed Pay Distribution -
< (+) Add New >

Accounts Payable Deposit -~

‘|, YYou have not added any payroll allocations yet. Click Add New to add an allocation.

(¥) Add New

\u/ You have not added an Accounts Payable allocation yet. Click Add New to add an allocation.

ATHENS STATE Page | 14
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@ MyAthens Self Service Employee Information Guide

You can then choose from existing account information options or create a new direct

deposit account.

Add Payroll Allocation

ﬁeanoption:

< Create from existing account information

Create new

CANCEL

If creating a new direct deposit account, enter your Bank Routing Number, Account Number,
Account Type, Priority, and the allocated Amount. You will then Authorize Athens State to
initiate direct credits or debits and Save New Deposit. If you receive an error while entering the

information, please contact the Payroll Office.

Add Payroll Allocation

Account Type

° Use Remaining Amount

Use Specific Amount

Use Percentage

-

Bank Routing Number )

Bank Routing Number -

Bank Name

Select a Type - v

Account Number

Account Number -

Priority

x

By checking this box, | authorize the institution to initiate direct credits or debits on my behalf

CANCEL

ATHENS STATE

UNIVERSITY
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) MyAthens Self Service Employee

Information Guide

If creating from an existing account, enter the Amount and Priority.

Add Payroll Allocation

Choose an option:

© Create from existing account information

Amount Priority

Use Remaining Amount

Use Specific Amount

. =

© Use Percentage

25

%

-

Create new

By checking this box, | authorize the institution to initiate direct credits or debits on my behalf

CANCEL

Gewowosr D

Multiple payroll direct deposit accounts can be used. Priority 1 will deposit first, priority 2 will
deposit second, and so on. The lowest priority account must have the amount of Use

Remaining Amount.

Bank Name Routing Number Account Number Account Type Amount Priority Net Pay Distribution Status
ATHENS STATE Page | 16

UNIVERSITY




@ MyAthens Self Service Employee Information Guide

Select Add New under Accounts Payable Deposit to add an Accounts Payable direct
deposit account. Please note that only one bank account is allowed for accounts payable

deposit.

Proposed Pay Distribution -~

(¥) Add New

\u, ‘You have not added any payroll allocations yet. Click Add New to add an allocation.

~

‘ I (@ Add New >

You can then choose from existing account information options or create a new account.

Accounts Payable Deposit

\u/ You have not added an Accounts Payable allocation yet. Click Add New to add an allocation

Add Accounts Payable Deposit X

/ﬁeanoption:

Create from existing account information

Create new

CANCEL ( SAVE NEW DEPOSIT )

Enter your Bank Routing Number, Account Number, and Account Type if adding a new direct deposit
account. You will then Authorize Athens State to initiate direct credits or debits and Save New
Deposit. If you receive an error while entering the information, please contact the Payroll
Office.

Add Accounts Payable Deposit X

Bank Routing Number (i) Account Number (i)
Bank Routing Number - Account Number -

Bank Name Account Type

Select a Type - v

- By checking this box, | authorize the institution to initiate direct credits or debits on my behalf

CANCEL ‘ SAV

ATHENS STATE Page | 17
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@ MyAthens Self Service Employee Information Guide

Select the Bank Account from the drop-down list if creating from an existing direct deposit
account. You will then Authorize Athens State to initiate direct credits or debits and Save New

Deposit.

Add Accounts Payable Deposit

Choose an option:

© Create from existing account information

Create new

‘ By checking this box, | authorize the institution to initiate direct credits or debits on my behalf

CANCEL

.

>

Accounts can be deleted by clicking the Checkbox beside the Account and then Delete.

Proposed Pay Distribution

A

) Add New

Status

Net Pay Distribution

Active

Bank Name Routing Number Account Number Account Type Amount Priority
_ Checking ~ Remaining v 2V

Active

If you make any changes on the direct deposit dashboard, such as changing the amount or
percentage of an existing account, remember to Authorize Athens State to initiate direct
credits or debits and Save Changes at the bottom of the screen.

Direct Deposit Allocation

Proposed Pay Distribution

By checking this box, | authorize the institution to initiate direct credits or debits on my behalf

-

~

(*) Add New

Cancel Changes

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

How to Update Federal Tax Withholdings

Under Taxes, click W-4 Employee’s Withholding Allowance Certificate.

Employee Dashboard

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023

My Profile Annual Leave in hours - Sick Leave in hours - Personal Leave in .

hours
Compensatory Leave .

in hours

Full Leave Balance Information

Pay Information ~ -
Y # My Activities

Earnings ~

Taxes N

Approve Time
wance Certificate 2'Wage and Tax ; "
nrove Leave Regort
Statement Approve Leave Report

Electronic Personnel Action Forms
[EPAF)

Federal Income Tax

ng Status: Single
Filing Status: Single

- orrected Wage and
Tax Statement

Status: As

1095-C Employer Provided Health Insurance Offer and

Number of Allowances: 0 2
Coverage Statement

Additional Withholding: Salary Planner
Alabama State Income Tax Pay Stub Administrator
Filing Status: Single

Status: Active

Neo Exem: 0

Additional Withholding: 3.00

Job Summary

ATHENS STATE Page | 19
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Your current W-4 Employee’s Withholding Allowance Certificate will appear. On the bottom of
the page, you will click Update.

Employee Dashboard « W-4 Employee's Withholding Allowance Certificate
W-4 Employee's Withholding Allowance Certificate
Federal Tax
As of Date: 10/11/2023
Name: Sandy Sample
Address: 300 N Beaty 5t
Athens AL 35611-1902
Last Name differs from SSN No
card:
Deduction Status: Active
Start Date: 08/16/2009
End Date:
Filing Status single
Monresident Alien No
Step 2C Indicator No
Dependent Amount 0.00
Other Income 0.00
Deductions 0.00
Additional Withholding 0.00
Note: Extra Withholding. Enter any addtional tax you want withheld each pay period.
History Contributions or Deductions
W2 Year End Earnings Statement

ATHENS STATE Page | 20
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MyAthens Self Service Employee Information Guide

Review Form W-4 for required information before completing a new form W-4. A link to the
paper form and instructions are at the page's top.

Update W-4

I—J Reew Form W-4 for Jequired information on completing a new form W-4. Once you have made changes you will be

required e changes by clicking on Certify Changes and then clicking on OK in the pop up window. If the delete
option is available select the check box then click on Certify Changes to remove the record.

* - indicates a required field.

Update W-4

n completing
o5 to remove the

arm W-4. Once you have made changes i

uired to certify those changes by clicking on Cenify Changes and then dicking on OK in the pop up wi

Federal Tax

Deguction Eftectrve az of:

1 yOUr 1SSt 7B CITETS o AT STCW o Your SOCIS SECurlty
care. chec

10/01/2023 =]

e date you were st paid

pecined, anc | CEFTfy 1At | MESt DOEh 6 the ToRCWIRG CORAITANS for EXEMPan.

Deguction statuz: «
Artive v

Step lick Enter Personsl information

&< are Single, MarTied FIling Separstely, Marrea fiing o

I SN If QUaATng weaTwerj, Head of Houzer

1y T yourTe Ummarried 8nc ey more than nair

12 of Keeping UP & ROme fOr YOUTSEIr 800 8 QUASTYING IndniguaL

NLY Ifthey apply to you: otf

‘or mare informetion an each

step, wha can claim esemption from Withholding, when to Uz the EsHMAtDT ot wv.rs SOV WRAAPP. and privacy. Step 2: Multipie Jobs o Spause Works

1) noi more than ane o carrect amount of wimralaing a
alcling for this step (znd ple Jabs W

iy twa OB tOUAl, you My Checs: TS o, D the S8me on Farm W far tne ather [o0. ThIE PNon |5 SCELrate for [abs

3 oAty one T InE foIIWIng.

imatnr ot wwirs SO WAADE far mast accurte wi

Iy sccurate withhalding or
1 SaIler ay; GENerwice, MORE 18X tran MeCECZary May be wemneid

Step 2 incscatar

Lrate, submit a Form W4 for =8 other jobs. H yau (or your spouse) heve seif.employment incame, Including a sn independent contractor, use

0t 3.4(0) G Farmm WA for anly ONE of thase
m Depencents
a1 Income Wil e 526,000 or lesz

e Leave tmose sreps

K for e Gtrer Jobs. (Tour WItHIZIFg Wil B MAast BCCUFAEe If you Complete Steps 2-3() Ot FOrM W for the Nignest paying o0}

100,000 or hesz IT marTiea MIing [ointy

MUSIpay e rumer of qualityng Chedren Lnder age 17 by 52000

MUSIpy the rumBer of atner depencents by 5590

4 the amaunts atose and enter the fotal here

3 (optioran: Otner Adjus

ents

(o} Oeher Incame (ot from | ‘you went tox withheld for other Incame you expect this year that won'® have withholding, enter the smount of other incame here. Thiz may
nclute Interest, chigends, and retirement Incme

b} DEQUCTIGNE. I yoU EXFEC £0 CAIM CEQUCTIONS GTNET TRE, T STANAN GECLCHION 870 WANE 10 FEQUCE FOUT MAMRGIING, UGS the DedUCHONE Workshest on page 3 and erter the
result here

€1 EXtra WITTICIng. Eter any SATIIONS 1A Yol WA WItnhaid 8821 By perios

Nomresident ssien

TyouTe B noAresicent ssen, se Notice 1352, SUPPISTIERTal FOrM -4 INSITISCTIONS for NORTesGert AlIEnE, DETone Completing i farm.

Nomresigent Aller

ATHENS STATE

UNIVERSITY

Follow the instructions on the form to enter your changes. Make sure that all boxes are
completed. Once completed, click Certify Changes.
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@ MyAthens Self Service Employee Information Guide

Read the certification message carefully, and click OK.

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

( oK Cance

The following message will then appear. You may click the W-4 Employee’s Withholding
Allowance Certificate link to view your updated form.

Update W-4 Confirmation

The updates you requested were successfully processed.

Please contact the Benefits Administrator or Payroll Office if you have any questions about the Tax implications of your changes.

< W-4 Employee's Withholding Allowance Certificate >

ATHENS STATE Page | 22
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@ MyAthens Self Service Employee Information Guide

How to Consent or Revoke Electronic Tax Statements

Athens State University is required by federal law to provide each employee with a Form W-2
(Wage and Tax Statement) that states the employee’s compensation and tax withholding
amounts for the calendar year on or before January 31st of the following year. University
employees may access their W-2 statement electronically through MyAthens Self Service
(preferred) or receive a paper copy mailed to the home address on file. Federal regulations
require that employees consent to receive the W-2 electronically. Below are the required IRS
Disclosure Statement and instructions to consent to access your W-2 electronically instead of
receiving a paper copy.

Disclosure Statement

e Consent Generally: If an employee does not consent to receive an electronic version of
the W-2 form, they will continue to be furnished a paper W-2 form. (The “default”
position is for employees to receive paper W-2 forms via U.S. mail.)

e Scope and Duration of Consent: An employee’s consent to receive a W-2 form in
electronic format is effective only for all future tax years until consent is withdrawn.
University Payroll will notify employees each year when the W-2 Forms are available for
access online.

e Procedure for Obtaining Paper W-2s After Consent Given: After giving consent, an
employee may still request a paper Form W-2 by contacting the Payroll Office in writing
(either by email to Payroll@athens.edu or by U.S. mail to Athens State University,
Payroll Office, 300 North Beaty Street, Athens, AL 35611.) The request for a paper Form
W-2 will not terminate consent to receive W-2 Forms electronically in the future.

e Withdrawal of Consent: An employee may withdraw their consent at any time.
Consent withdrawn by employees is effective for those W-2s not yet issued only and
does not apply to previously issued Forms W-2. To withdraw your consent, you may
change your selection in Athens State Online (by unchecking the consent box and
submitting it) to receive a paper copy or send a request to Payroll@athens.edu.

e Terminated Employees: If your employment with Athens State University is
terminated, a paper copy of your W-2 form will be mailed to your last home address on
file.

e Updating Information: It is an employee’s responsibility to notify the University Payroll
Office or Human Resources Office of any changes to contact information, such as name
or address changes. The University Payroll Office is responsible for notifying employees
of changes to the University's contact information.

ATHENS STATE Page | 23
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Under Taxes, click Electronic Regulatory Consent to consent or revoke your consent.

Employee Dashboard

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023

My Profile Annual Leave in hours - Sick Leave in hours - Personal Leave in .

hours
Compensatory Leave .

in hours
Full Leave Balance Information
Pay Information ~ 4 .
Y #° My Activities
Earnings ~
Taxes »
Federal Income Tax W-4 Employee's Withholding Allowance Certificate W-2 Wage and Tax

Statement

e Statis: Smle
Filing Status: Single

orrected Wage and

Status: Active
tatement

Number of Allowances: &

Salary Planner

Additional Withholding:

Alabama State Income Tax Pay Stut Administrator

No Exemn: 0

Additional Withholding: 3.00

Job Summary

Under My Choice, Check the checkbox to consent or Uncheck the checkbox to revoke your
consent. Then click Submit.

IMPORTANT NOTE: You cannot access your tax forms if you revoke your consent.

Selection Criteria

Consent to receive W-2 electronically:

Consent to receive 1095-C electronically:

| understand the instructions provided to me for accessing and printing my electronic tax forms,

=)

\_/
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@ MyAthens Self Service Employee Information Guide

Once you have consented to receive your W-2 Wage and Statement electronically, you can view

your W-2 online. Under Taxes, click on W-2 Wage and Tax Statement.

Employee Dashboard

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023

My Profile Annual Leave in hours - Sick Leave in hours - Personal Leave in

hours
Compensatory Leave .

in hours

Pay Informati ~ }
ay Information Fs My Activities

Taxes it

Filing

s: Single - - =

Electronic Regulatory Consent
Status: Active W-2c Corrected Wage and e
1095-C Employer Provided Health Insurance Offer and Tax Statement thaty

Number of Allowances: &

Job Summary

Approve Time
Federal Income Tax W-4 Employee’s Withholding Allowance Certificate W-2 Wage and Tax — i
Statement P! £3ve Report

Coverage Statement
Additional Withholding: Salary Planner
Alabama State Income Tax Pay Stut Administrator
No Exemn: 0
Additional Withholding: 3.00
~

Full Leave Balance Information

Earnings

onic Personnel Action Farms

You will then select the Tax Year and click Display.

Employee Dashboard W-2 Wage and Tax Statement

W-2 Wage and Tax Statement

You may adjust the display size by selecting View in the menu at the top of your browser.

Tax Year: 2022 _

Employer or Institution: : 5
e Athens State University

( Display
N,

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

Once you have consented to receive your 1095-C electronically, you can view your 1095-C
online. Under Taxes, click on 1095-C Employer Provided Health Insurance Offer and

Coverage Statement.

Employee Dashboard

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023

My Profile Annual Leave in hours - Sick Leave in hours - Personal Leave in .

hours
Compensatory Leave .

in hours
Full Leave Balance Information
Pay Information -~ " .
Y # My Activities
Earnings ~
Taxes v
Federal Income Tax W-4 Employee's Withholding Allowance Certificate W-2 Wage and Tax

Statement

Electronic Regulatory Consent

Status: Activ W-2c Correctad Wage and SISEEONTIC
I £ Al n 1095-C Employer Provided Heall rand Tax Statement
Number of Allowances: 0 2
Coverage Statement
Salary Planner

Additional Withholding:

Alabama State Income Tax Pay Stut Administrator

Filing s: Single

No Exemn: 0

Additional Withholding: 3.00

Job Summary

You will then select the Tax Year and click Display.

Employee Dashboard 1095-C Employer-Provided Health Insurance Offer and Coverage Statement

1095-C Employer-Provided Health Insurance Offer and Coverage Statement

Q Select the Tax Year and Employer or Institution. Click on Display button.

Tax Year: TR - -

Employer or Institution:

< Display

Athens State University v

ATHENS STATE Page | 26

UNIVERSITY



@ MyAthens Self Service Employee Information Guide

How to Enter Time

Under My Activities, click Enter Time.

Employee Dashboard
Sample, Sandy Leave Balances as of 10/04/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in -

hours
Compensatory Leave .

in hours
Full Leave Balance Information
Pay Information ~ ,
Y # My Activities

Earnings -~

<=
Taxes -~

Approve Time
Job Summary ~

Approve Leave Report
Employee Summary A~ Electronic Personnel Action Forms

Pay Stub Administrator

Click on the position for which you are entering hours (you may have more than one option)
to start your timesheet. You can view the timesheet based on the Pay Period or Month by
clicking the drop-down. The pay period view is the default.

Timesheet
Approvals Timesheet
Pay Period v -
Pay Period Hours/Units Submitted On Status

Secretary, 999877-01, A, 062500, HUMAN RESOURCES {D Prior Periods

10/16/2023 - 11/15/2023 - In Progress (i)
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@ MyAthens Self Service Employee Information Guide

The Arrows on the ends will allow you to scroll through the various days within the pay period.

To enter hours:
1. Select the day you want to record time by clicking the Calendar Entry.
2. Select the Earn Code from the drop-down and enter the Hours.
3. Click Save after every entry.

IMPORTANT NOTE: Hours are to be rounded to the nearest quarter hours. For example:
e 15 minutes = 0.25
¢ 30 minutes =0.50
e 45 minutes =0.75
e 60 minutes =1.00

Secreta ry, 999877-01, A, 062500, HUMAN RESOURCES ) Restart Time {0 Leave Balances
09/16/2023 - 10/15/2023  40.00 Hours (_I] = ! In Progress  Submit By 10/20/2023, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

1 3 4 5 6 7

- s

(D Add Earn Code

Earn Code Hours*
‘ Annual Leave v ‘ 8 - ‘
Exit Page Cancel Save Preview
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@ MyAthens Self Service Employee Information Guide

Click the Pencil icon to edit your hours. Click the Copy icon to copy the hours to another day.
Click the Delete icon to delete your hours. You can add more hours for the day with a different

earn code by clicking Add Earn Code. You can also Restart Time by clicking the button on the
top of your timesheet. This will erase all hours entered on your timesheet.

Secretary, 999877-01, A, 062500, HUMAN RESOURCES

09/16/2023-10/15/2023 = 8.00Hours (i) (=

SUNDAY MONDAY TUESDAY

10

WEDNESDAY

Annual Leave (3) 8.00 Hours

Exit Page

(® Add Earn Code -

‘ <) Restart Time {0 Leave Balances

In Progress  Submit By 10/16/2023, 11:59 PM
THURSDAY FRIDAY

12

SATURDAY

13 14

&

Total: 8.00 Hours Account Distribution

Preview

You may receive a Timesheet Message. Timesheet messages will appear at the top of the
screen. You will need to correct the indicated errors before submitting your timesheet.

Secretary, 999877-01, A, 062500, HUMAN RESOURCES

Timesheet Messages @

o

Possible Insufficient Leave Balance for Comp Time Leave

09/16/2023 - 10/15/2023
SUMDAY

48.00 Hours (i) &
MONDAY
9

8.00 Hours

TUESDAY WEDNESDAY

11
8.00 Hours

8 10

8.00 Hours

<

“)Restart Time {0 Leave Balances

In Progress  Submit By 10/16/2023, 11:59 PM
THURSDAY FRIDAY
12

800 Hours

SATURDAY
13

8.00Hours

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

When you are ready to submit your timesheet, click the Preview button. DO NOT submit your

timesheet before entering time for the entire pay period.

Secretary, 999877-01, A, 062500, HUMAN RESOURCES

09/16/2023 - 10/15/2023
SUNDAY

8.00Hours (i) @
MONDAY TUESDAY

10

WEDNESDAY
12,

THURSDAY

<) Restart Time £) Leave Balances

In Progress  Submit By 10/16/2023, 11:59 PM
FRIDAY SATURDAY

13 14

(@ Add Earn Code

Annual Leave () 8.00 Hours

Exit Page

- .

/ u

Total: 8.00 Hours Account Distribution

Save ( Preview >

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

Review the Timesheet Detail Summary to verify that all time entered is correct. Enter any
Comments you wish your timesheet approver to see, such as unusual situations. Once
reviewed, Certify that the timesheet is accurate and Submit. You can print this page for your
records by clicking the Printer icon.

Timesheet Detail Summary

Secretary, 999877-01, A, 062500, HUMAN RESOURCES @ _

Pay Period: 09/16/2023 - 10/15/2023 | 40.00 Hours In Progress  Submit By 10/16/2023, 11:59 PM

Time Entry Detail

Date Earn Code Shift Total
AML, Annual Leave 1 8.00 Hours
ANL, Annual Leave 1 8.00 Hours
10/11/2023 AML, Annual Leave 1 8.00 Hours
10/12/2023 AML, Annual Leave 1 8.00 Hours
10/13/2023 AML, Annual Leave 1 8.00 Hours
Summary
Earn Code Shift Week 1 Week 2 Week 3 Week 4 Week 5 Week & Total
AML Annual Leave 1 40.00 40.00 Hours
Total Hours 40.00
Routing and Status
Name Action

Originated On 10/11/2023, 12:21 PM by Sample, Sandy

Submit By 10/16/2023, 11:59 PM

- e Quewe

Comment (Optional)

2000 characters remaining

- |:| certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.
=
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@ MyAthens Self Service Employee Information Guide

Once the timesheet is submitted, you may recall your timesheet to make additional edits. This
can only be done when the status is Pending and before the Timesheet Submit By Date. Once
you have made your corrections, resubmit your timesheet to your approver.

Secretary, 999877-01, A, 062500, HUMAN RESOURCES aUjLeavelBalapces
09/16/2023 - 10/15/2023  48.00 Hours (i) ¢ % Pending Submitted On 10/17/2023, 01:40 PM
SUNDAY MOMNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
2 3 4 5 6 7
8.00 Hours
>
Exit Page ‘Eeca\l Timesheet ’ Preview
S
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@ MyAthens Self Service Employee Information Guide

How to Approve Time

Remember: It is the Supervisor’s responsibility to check their direct report’s timesheet for
accuracy, and to approve that time by the respective deadline dates.

Under My Activities, click Approve Time.

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in -
hours

Compensatary Leave .

in hours

Full Leave Balance Information

Pay Infi i "
'ay Information #° My Activities

Taxes ~

Job Summary

Earnings

Approve Leave Report

Select the Pay Period from the drop-down. You will then see a list of your employees broken
down into status categories. You can filter the categories by selecting the Status drop-down.
You can only approve timesheets that are in pending status. Click the employee’s Pending

timesheet.
. Proxy Super User Reports
Approvals - Timesheet
Approvals Timesheet
Timesheet v All Departmentsw Enter ID/Name
Distribution Status Report - Timesheet »~
Pending 1 -
Employee Name S D ¢ Organization < Hours/Units <
Smith, Susie - APYOFFI, PAYROLL OFFICE (NOT MAILED)  60.00 Hours @ :
Work S C|:\"- Financial Affairs Assistant, -
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@ MyAthens Self Service Employee Information Guide

Review the Timesheet Detail Summary. If there are any errors, click the Return for Correction
button to return the timesheet to the employee. If there are no errors, click Approve.

Time Entry Detail
Date

09/18/2023
09/19/2023
09/20/2023
09/21/2023
09/22/2023
09/25/2023
09/26/2023

09/27/2023

Earn Code

REG, Regular Pay
REG, Regular Pay
REG, Regular Pay
REG, Regular Pay
REG, Regular Pay
REG, Regular Pay
REG, Regular Pay

REG, Regular Pay

Shift

Total

3.00 Hours

3.00 Hours

3.00 Hours

3.00 Hours

3.00 Hours

3.00 Hours

3.00 Hours

3.00 Hours

Return

Details mccrrec:isn

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

How to Enter Leave

Under My Activities, click Enter Leave Report.

Employee Dashboard
Sample, Sandy Leave Balances as of 10/18/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in .
hours
Compensatory Leave .
in hours
Full Leave Balance Information
Pay Information v . s
y /¢ My Activities
Latest Pay Stub: 08/31/2023 All Pay Stubs Direct Deposit Information Deductions Histary
o T TR -
Enter Leave Report
Taxes -~
Approve Time
Job Summary -~ Approve Leave Report

Click on the position for which you are entering hours (you may have more than one option)
to start your leave report. You can view the leave report based on the Leave Report Period or
Month by clicking the drop-down. The leave report period view is the default.

Leave Report

Approvals Timesheet Leave Report
Leave Period Hours/Days/Units Submitted On Status
Accountant, 888594-00, A, 062000, BUSINESS OFFICE '{D Prior Periods

11/01/2023 - 11/30/2023 Not Started Start Leave Report ‘
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@ MyAthens Self Service Employee Information Guide

The Arrows on the ends will allow you to scroll through the various days within the pay period.

To enter hours:

1. Select the day you want to record time by clicking the Calendar Entry.
2. Select the Earn Code from the drop-down and enter the Hours.

3. Click Save after every entry.

IMPORTANT NOTE: Hours are to be rounded to the nearest quarter hours. For example:

e 15 minutes =0.25
e 30 minutes =0.50
e 45 minutes = 0.75
e 60 minutes =1.00

15 16
- <

00049925-Sample, Sandy, Accountant, 888594-00, A, 062000, BUSINESS OFFICE

10/01/2023-10/31/2023 (i)

SUNDAY MONDAY

Earn Code

‘ Annual Leave

Exit Page

“7) Restart Leave Report ZU Leave Balances

n Progress  Submit By 11/15/2023, 11:59 PM

WEDNESDAY THURSDAY FRIDAY SATURDAY

19 20 21

@) Add Earn Code

DK I

Cancel Save Preview

Click the Pencil icon to edit your hours. Click the Copy icon to copy the hours to another day.
Click the Delete icon to delete your hours. You can add more hours for the day with a different
earn code by clicking Add Earn Code. You can also Restart Leave Report by clicking the button
on the top of your leave report. This will erase all hours entered on your leave report.

<

Accountant, 888594-00, A, 062000, BUSINESS OFFICE ‘ ") Restart Leave Report £0) Leave Balances
10/01/2023 - 10/31/2023 n Progress  Submit By 11/15/2023, 11:59 PM
SUNDAY MONDAY WEDMNESDAY THURSDAY FRIDAY SATURDAY
15 16 19 20 21

Exit Page

() Add Earn Code -

Annual Leave (5) 8.00 Hours

Total: 8.00 Hours

Cance Save Preview

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

You may receive a Leave Report Message. Leave report messages will appear at the top of the
screen. You will need to correct the indicated errors before submitting your leave report.

Accountant, 888594-00, A, 062000, BUSINESS OFFICE

<7) Restart Leave Report {0 Leave Balances

Leave Report Messages @

o

Possible Insufficient Leave Balance for Comp Time Leave

10/01/2023 - 10/31/2023 | 16.00 Hours (3)

SUNDAY MONDAY
15 16

In Progress  Submit By 11/15/2023, 11:59 PM
THURSDAY FRIDAY

20 21

TUESDAY WEDNESDAY
17 18
< 8.00 Hours

SATURDAY

When you are ready to submit your leave report, click the Preview button. DO NOT submit your
leave report before entering time for the entire leave report period.

Accountant, 888594-00, A, 062000, BUSINESS OFFICE ") Restart Leave Report 0 Leave Balances
10/01/2023 - 10/31/2023 | 8.00 Hours 11) (S)

In Progress  Submit By 11/15/2023, 11:59 PM
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
15 16 17 19 20 21
(¥) Add Earn Code
Annual Leave () 8.00 Hours s D

Total: 8.00 Hours

Exit Page Cance Save ‘ Preview l

" ®
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@ MyAthens Self Service Employee Information Guide

Review the Leave Report Detail Summary to verify that all time entered is correct. Enter any

Comments you wish your timesheet approver to see, such as unusual situations. Once

reviewed, Certify that the timesheet is accurate and Submit. You can print this page for your

records by clicking the Printer icon.

Leave Report Detail Summary

Accountant, 888594-00, A, 062000, BUSINESS OFFICE

Pay Period: 10/01/2023 - 10/31/2023 | 8.00 Hours In Progress

Time Entry Detail

Comment (Optional):

Submit By 11/15/2023, 11:59 PM

Total

8.00 Hours

Week 5

Total

8.00 Hours

Originated On 10/18/2023, 09:30 AM by Sample, Sandy

Date Earn Code Shift
10/18/2023 ANL, Annual Leave
Summary
Earn Code Shift Week 1 Week 2 Week 3 Week 4
ANL, Annual Leave 8.00
Total Hours 8.00
Routing and Status
Name Action
Submit By 11/15/2023, 11:59 PM
Smith, Susie In the Queue

Add Comment

2000 characters remaining

‘ [ ] 1certify that the time entered represents a true and accurate record of my time. | am responsible for any changes made using my ID.

‘ Return | |

v

-

Once the leave report is submitted, you may recall your leave report to make additional
edits. This can only be done when the status is Pending and before the Leave Report Submit
By Date. Once you have made your corrections, resubmit your leave report to your approver.

Accountant, 888594-00, A, 062000, BUSINESS OFFICE

10/01/2023 - 10/31/2023
SUNDAY

8.00Hours (i)
MONDAY TUESDAY
16 17 18

8.00 Hours

WEDNESDAY

19

i0 Leave Balances

Pending Submitted On 10/18/2023, 09:51 AM
THURSDAY FRIDAY

20 21

SATURDAY

Exit Page

< Recall Leave Report> Preview

ATHENS STATE

UNIVERSITY
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How to Approve Leave

Remember: It is the Supervisor’s responsibility to check their direct report’s leave report for
accuracy, and to approve that time by the respective deadline dates.

Under My Activities, click Approve Leave Report.

Employee Dashboard
Sample, Sandy Leave Balances as of 10/04/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in -
hours
Compensatary Leave .
in hours
Full Leave Balance Information
Pay Infi it ~ "
sy LR # My Activities
Earnings ~
Taxes ~
Approve Time
Job Summary ~
Approve Leave Repart

Select the Leave Period from the drop-down. You will then see a list of your employees broken
down into status categories. You can filter the categories by selecting the Status drop-down.
You can only approve leave reports that are in pending status. Click the employee’s Pending
leave report.

Proxy Super User Reports
You are acting as a Superuser for Time Entry Approvals & Leave|

Approvals - Leave Report

Approvals Timesheet

—————————
10/01/2023 - 10/31/2023 (... v

Leave Report v All Departmente Enter ID/Name

Distribution Status Report - Leave Report ~
Pending 1 ~
Employee Name s D < Organization < Hours/Days/Units

Smith, Susie - A-062000, BUSINESS QFFICE 40.00 Hours D :
Director of Accounting, 999925-00
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@ MyAthens Self Service Employee Information Guide

Review the Leave Report Detail Summary. If there are any errors, click the Return for
Correction button to return the leave report to the employee. If there are no errors, click
Approve. Once approved, the leave report cannot be returned or recalled. Please get in touch
with the Human Resources office in regards to issues after the leave report is returned.

Time Entry Detail
Date

10/02/2023

10/03/2023

Earn Code

ANL, Annual Leave
ANL, Annual Leave
ANL, Annual Leave

ANL, Annual Leave

Shift Total
8.00 Hours
8.00 Hours
8.00 Hours

8.00 Hours

Return

I I Details ‘I Return for correction

Approve

ATHENS STATE

UNIVERSITY
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How to Set-up Time Entry Approver Proxy

You can designate a proxy to approve your employee’s leave reports or timesheets. Select
Approve Time or Approve Leave Report on the Employee Dashboard to do this.

Employee Dashboard

Sample, Sandy Leave Balances as of 10/04/2023
Annual Leave in hours - Sick Leave in hours - Personal Leave in -

hours

in hours

Full Leave Balance Information

Pay Information ~ " e
Y #~ My Activities
Earnings -
Taxes -
Approve Time
Job Summary ~
Approve Leave Report
Employee Summary A Electronic Personnel Action Forms
(EPAF)
3l Planne

Pay Stub Administrator

Select Proxy Super User on the top of the Approvals page.

. i» Proxy Super User |l Reports
Approvals - Timesheet

Approvals Timesheet

Timesheet v All Departmentss 09/16/2023 - 10/15/2023 (20... All Status except Not Started « Enter ID/Name

Distribution Status Report - Timesheet
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Select Time & Leave Approvals from the drop-down list. Click Add a new proxy and begin
typing the name of the Employee who you want to act as your proxy. If the name does not
appear, contact the Payroll Office.

Employee Dashboard = Proxy or Super User

Proxy or Superuser

Application Selection

Time & Leave Approvals VH -
L J

Act as a Superuser

Act as Time Entry Approvals Superuser

Act as Leave Report Approvals Superuser

Act as a Proxy for

Self -Sample, Sandy - [HUMAN RESOURCES] A

Existing Proxies

Select single/multiple names and dlick on Delete Proxies to remove from list

Employee Name - [Home Organization]

Navigate to Time & Leave Approvals application
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To delete a proxy, click the Checkbox beside the employee’s name and Delete Proxies.

Existing Proxies

Add a new proxy

Employee Name - [Home Organization]

‘ Smith, Susie - [BUSINESS OFFICE]

Delete proxies -

Select single/multiple names and dick on Delete Proxies to remove from list

Select Approve Time or Approve Leave Report on the Employee Dashboard to act as a proxy.

Employee Dashboard

Pay Information
Earnings

Taxes

Job Summary

Employee Summary

Sample, Sandy Leave Balances as of 10/04/2023

hours

Full Leave Balance Information

#+ My Activities
~
~

Approve Time
~
Approve Leave Repart

~ Electronic Personnel Action Forms
sl

Salary Planner

Pay Stub Administrator

Select Proxy Super User on the top of the Approvals page.

Approvals - Timesheet

Approvals Timesheet

‘ £ Proxy Super User |ly Reports

ATHENS STATE

UNIVERSITY
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@ MyAthens Self Service Employee Information Guide

Select the employee who you will be acting for from the Act as Proxy for drop-down. Then
select Navigate to Time & Leave Approvals Application.

Employee Dashboard » Proxy or Super User

Proxy or Superuser

Application Selection

Time & Leave Approvals v|

Act as a Superuser

Act as Time Entry Approvals Superuser

Act as Leave Report Approvals Superuser

Act as a Proxy for

Self -Sample, Sandy - [HUMAN RESOURCES] A

==

Existing Proxies

Add a new proxy : ect Employee to add as Proxy v

Select single/multiple names and dlick on Delete Proxies to remove from list

Employee Name - [Home Organization]

Navigate to Time & Leave Approvals application F
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