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Banner Self Service Manual

Banner Self Service for staff and faculty provides a suite of on-line services designed to be accessed both
on and off campus through internet access at http://www.milescc.edu.

This manual is designed to provide a brief summary of each service provided and general instruction on
accessing and utilizing them. Please note, student information accessible through Banner for Faculty is
covered under the Family Education Rights and Privacy Act (FERPA).

Login

1. Go to Miles Community College website at http://www.milescc.edu/

2. Click on the Campus Menu link on the top of the page. Go to Web Apps and select Banner Self

Service.
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3. This will bring up the MCC Banner Self-Service Login page.

4. Enter the Login ID provided to you in the User ID field and the password in the PIN field.

5. Clickonthe “

Login” button.
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@ UserLogin [

Please Note: ID is Case Sensitive
To protect your privacy, please Exit and close your browser when you are finished
Log In:

« User ID: should Include capital letter(s) with either ID, for example: AB123456 or M140123456
« PIN: The first time you log in, use your six digit birthday, for example 062989 (June 29, 1989)

User ID: |
PIN:
[Login ] | Forgot PIN?

RELEASE: 8.3

Please enter your User Identification Number (ID) and your Personal Identification Number (PIN). When finished, select Login.



http://www.milescc.edu/
http://www.milescc.edu/

Personal Information

Update addresses, contact information or marital status; review name or social security number change
information; Change your PIN; Customize your directory profile.

1. This opens the Main Menu of Self-Service options available. For individuals with both a Student
and Faculty/Staff role, those options appear on the Main Menu.

@ Main Menu - Microsoft Internet Explorer provided by Miles Community College [E=SEE =
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Personal Information Employee

Search [(o]

ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Welcome, Kylene K. Phipps, to the WWW Information System! Last web access on Oct 11, 2011 at 04:51 pm

Personal Information

clal zacurity number change Information) Change your PIN) Customize your diractory profile.
Employee
Time sheats, b

MilesCC
Mil

Done

& @ Internet | Protected Mode: On v ®100% v
2. Select the Personal Information menu option
3. This opens the main Personal Information menu.
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Personal Information W

Search e

RETURN TOMENU  SITE MAP HELP EXIT
Personal Information

Arower & Survey \
Change Security Question
View Addresses and Phones
Update Addresses and Phones |
View E-mall Addresses |
View Emergency Contacts
Update Emergency Contacts
View Ethnicity and Race
Name Change Information |
Social Security Number Change Information j
RELEASE: 8.3

4. Answer a Survey, is not utilized at this time.

5. Click on Change Security Question, This will bring up the Security Question and Answer page.
This is utilized if you have forgotten your PIN during the login stage. You can click the “Forgot

PIN” button and you will be prompted with the Security Question and Answer that you set on
this page.
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COMMUNITY COLLEGE

Search (]

MENU SITEMAP HELP BXIT
Security Question and Answer

¥ Please enter your new Security Question and Answer, then Submit Changes,

Please Confirm your Pin:

Question: 1ot Selected =
Answer:

OR

Question: What is your youngest child's name?
Answer:

Resel

RELEASE: 8.3

6. Enter your PIN

7. Select a question from the drop down box and enter your response in the Answer box, or You
can enter your own unique question and answer.

8. Click Submit, this will take you back to the Main Menu
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Personal Information Employee

Search 6o

i ACCESSIBILITY SITE MAP HELP EXIT

Main Menu

Welcome, Kylene K. Phipps, to the WWW Information System! Last web access on Oct 11, 2011 at 04:51 pm

personal Information
Update addresses, contact information or marital status) review name or social security number change Information) Change your PIN; Customize your directory profile.
Employee
Time sheets, time off, bensfits, [eave or job data, paystubs, W2 forms, W data
MilesCC Online
Miles Community College Online
RELEASE: 8.3

Done. & @ Intemet | Protected Mode: On fa v R100% ~

9. Choose Personal Information Again to view the Personal Information Menu.
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RETURNTOMENU SITEMAP HELP EXIT
Personal Information

Answer a Survey
Change Security Question
View Addresses and Phones
Update Addresses and Phones
View E-malil Addresses
View Emergency Contacts
Update Emergency Contacts
View Ethnicity and Race
Name Change Information
Social Security Number Change Information il
RELEASE: 8.3




10. Continue to the next menu item. View Addresses and Phones.

View Addresses ez - Mi Intemnet Explorer provided by Miles Community College P (ool
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stmm Financial Aid Employee

Search [so]

RETURN TO MENU  SITEMAP  HELP  EXIT

View Addresses and Phones

¥ Your active addresses are sorted by address type.

Addresses and Phones

Il Permanent Phones

Current: Jul 18, 2011 - (No end date) Primary: None Provided
2715 Dickinson
Miles City, Montana 59301

[ Update Addresses and Phones ]
RELEASE: 8.2

Done. & @ Internet | Protected Mode: On v R100% v

11. To update your address or phone number, Click the Update Addresses and Phones link at the
bottom of the page. You can also update your address and phone number from the Personal
Information Menu by selecting Update Addresses and Phones.
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s(udenl Financial Aid Employee

Search [[Go |

RETURN TO MENU  SITE MAP  HELP  EXIT
Update Addresses and Phones - Select Address

¥ To update your mailing address, please choose the mailing type below and click submit.

(5] Entering overlapping dates may change the effective dates on existing address records

Addresses and Phones
Permanent Phones

Current: Jul 18, 2011 to (No end date) Primary: None Provided
2715 Dickinson
Miles City, Montana 59301

Type of Address to Insert: Maiing |+

'
& @ Internct | Protected Mode: On ‘% v R100% v

12. You may have one or more addresses listed such as Mailing, Permanent, or Business. To update
an address select the Blue Current link or Blue Primary link. Please note, the only address you
are allowed to change is the Mailing address. Follow the prompts to change your information

and click on the Submit button and the bottom of the page. Note, this is also where you can add
a mailing address type if one is not listed.

13. The Submit button will take you back to the Update Address and Phones page.

14. Click on the Personal Information Tab at the top of the screen.



15. This will bring you to the Personal Information Menu.
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Search Go

RETURNTOMENU SITEMAP HELP EXIT
Personal Information

Answer a Survey

Change Security Question
View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses

View Emergency Contacts
Update Emergency Contacts
View Ethnicity and Race
Name Change Information

Social Security Number Change Information
RELEASE: 8.3

16. Click on View E-mail Addresses

® View £-mail AddreTEE
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Search =3

RETURN TO MENU ~ SITE MAP  HELP  EXIT

View E-mail Addresses

¥ Your active e-mail addresses are sorted by address type.

E-mail Addresses
Personal
ploneers@mcc.com Preferred

petey@mcc.com

[ Update E-mall Addresses ]
| RELEASE: 8.2

Done

@ Internet | Protected Mode: On % v R100% ~

17. Click on the Update E-mail Addresses link at the bottom of the page to update email addresses.

18. Go back to the Personal Information Main Menu by clicking the Personal Information tab at the
top of the screen.
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RETURN TOMENU SITEMAP HELP EXIT
Personal Information

Answer a Survey

Change Security Question
View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses

View Emergency Contacts
Update Emergency Contacts |
View Ethnicity and Race

Name Change Information

Soclal Security Number Change Information
RELEASE: 8.3




19. Click on View Emergency Contacts

@ View Emergency Contacts - Microsoft Internet Explorer provided by Miles Community College
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View Emergency Contacts

Emergency Contacts
Order Name Address and Phone Relationship
1 Mom Ploneer Mother

406 234-1111
2 Dad Pioneer

Father
406 234-2222

[ Update Emergency Contacts ]
|| rELEASE: 8.2

Done

@ Internet | Protected Mode: On v ®100% ~

20. Add at least two emergency contacts by clicking on the Update Emergency Contacts list.

21. Go back to the Personal Information Main Menu by clicking the personal Information tab at the
top of the page.
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RETURN TOMENU SITEMAP HELP EXIT
Personal Information

Answer a Survey

Change Security Question
View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses

View Emergency Contacts
Update Emergency Contacts
View Ethnicity and Race

Name Change Information

Social Security Number Change Information
RELEASE: 8.3

22. Click on View Ethnicity and Race

T
P.ViewElhBicHl 18 [ 42 ] L. Googie »
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search (6o ]

RETURN TO MENU  SITEMAP  HELP  EXIT
View Ethnicity and Race

¥ Your ethnicity and race information is listed below.
Ethnicity: Not Hispanic or Latino

Race
White: White

[ Update Ethnicity and Race ]
RELEASE: 8.2.0.1

Done

& @ Internet | Protected Mode: On

Ga v ®100% ~



23. Click Update Ethnicity and Race
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Update Ethnic rret Explorer provided by Miles Community College [S=SEERE
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[} Student Financial Aid  Employee

search [&o]

RETURNTO MENU  SITE MAP  HELP  EXIT
Update Ethnicity and Race

¥ what is your athnicity?

[“IHispanic or Latino

[¥INot Hispanic or Latine

[ Select one or more races to indicate what you consider yourself to be.

American Indian or Alaska Native Asian  Black or African American Native Hawaiian or Other Pacific White  Other
Islander

Assiniboine - Fort Balnap resarvation (5] [) mlack or African [] Native Hawaiian or Other Pacific 7] =]

Assinibeine - Fort Pack reservation Asian  American islander

white  Othar
Assinibeine - no reservation

il
]
)
| Blackfeet - no reservation

| Blackfast - rasarvation

| Chippewa - Little Shell band

| Chippawa - no rasarvation

| Chippewa - Rocky Boy reservation

| Chippawa - Turtls Mountain resarvation
| Cree - no reservation

| Cree - Rocky Boy reservation

| Crow - no raservation

| Crow - raservation

| Gros ventre - no raservation

| Gros Ventrei - Fort Belnap reservation

| Knatenai - na rasarvation

& @ Internet | Protected Mod: On

Ga v m100% -

24. Please select the appropriate ethnicity and race and click on the Continue button at the bottom
of the screen. This will take you back to the Personal Information Main Menu.
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RETURN TOMENU SITEMAP HELP EXIT

Personal Information

i
Answer a Survey !
Change Security Question
View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses
View Emergency Contacts
Update Emergency Contacts [l
View Ethnicity and Race
Name Change Information
Social Security Number Change Information

RELEASE: 8.3

25. The Name Change Information link and the Social Security Number Change Information will
provide you directions as to how to update this information. In order to change this information

you will need to provide the HR office the appropriate documentation as noted on the screen
shots below.

EploTet provided by Mie: Communiy ol ﬂ
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smﬂcm Financial Aild  Employee
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Search [ Go |

RETURN TO MENU  SITE MAP  HELP  EXIT

Name Change Information

¥ MCC Students: A request to change your name must be made in person at the Student Services Offica
MCC Employees: A request to change your name must be made in person at the Human Resources Office.
MCC Students: To change your name, present your updated Social Security Card that reflects your new name to the Student Services Office.
MCC Employees: To change your name, present your updated Social Security Card that reflects your new name to the Human Resources Office. A
new social security card can be obtained through your local Social Security Administration Office.

Social Security Online allows you to update your Social Security Card information.

RELEASE: 5.2

& @ Internet | Protected Mode: On

% v R100% ~
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r Favorites i 2] Free Hotmail @ Suggested Sites v ) Web Slice Gallery

| @ social Security Number Change Information

COMMUNITY COLLEGE

Studont _Financial Aid _Employoe
Search [ Go |

RETURN TO MENU  SITE MAP  HELP  EXIT
|| Social Security Number Change Information
# A request to changa your social sacurity number in Milas Community Collga’s database must ba mada in parson at tha Student Servicas Office.

MCC Students: In order to change either your name or social security number on any of your student records, you must present your Social Security

Card that reflects your new name to the Student Services Office. If you have any questions, please contact the Student Services Office at 406-874-
6100.
i

MCC Employees: In order to change either your name or social security number on any of your employment records, you must present your Social
Security Card that reflacts your new name to the Human Resources Office. If you have any questions, please contact the Human Resources Office at
106-874-6292.

Social Security Online allows you to update Social Security Card information.

RELEASE: 5.2

Done

& @ Internet | Protected Mode: On “a v M100% v

Employee Information
Time sheets, time off, benefits, leave or job data, paystubs, W2 forms, W4 data.

1. Go to the Employee Main Menu

T T B = X P=ren =)

S~ [e X v 74 The Universit [ES]X][ coogte 2 -]
dk Favortes s @) Free Hotmail @ Suggested Sites ~ 8] Web Slice Gallery v

| @ Main Menu
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COMMUNITY COLLEGE

Personal Information Employee

Search [ee]

ACCESSIBILITY SITE MAP HELP EXIT
I

Main Menu

Welcome, Kylene K. Phipps, to the WWW Information System! Last web access on Oct 11, 2011 at 04:51 pm
Personal Information
Update addreszes, contact information or marital status; review name or zocial security number change Information) Change your PIN; Customize your directory profile.
Employee
Time sheats, time off, benefits, leave or job da
MilesCC Online
Milas Community College Online

RELEASE: 8.3

paystubs, W2 forms, W4 data,

Done

& @ Intermet | Protected Mode: On v R100% -

2. Click on Employee

edu /700,

~ i The University of Montana (US]

~ &) Web Slice Gallery ~

Gl =[5 Googe » |
e Favorites s 2] Free Hotmail @8

[@ rmpieree

Suggested Sit

COMMUNITY ©

Personal Information

search

RETURN TO MENU  SITE MAP  HELP  EXIT

Employee

Benefits and Deductions
aticamant, haaith, flaxibi

Pay Information

Diract deposit allocation, sarings and deductions histary, or pay stubs.

anding, miscellaneous, baneficiary. opan enrolimant, Banefit Statemant.

Tax Forms
W4 Information, W2 Form
Jobs Summary

RELEASE: 8.3

Done & @ Interet | Protected Mode: On

‘> W100% -



3. Choose Benefits and Deductions, this will bring up a menu of Retirement Plans, Health Benefits,
Flexible Spending Accounts, Miscellaneous and Benefit Statement.

@ Benefits and € lorer provided by Miles Community College
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i Favorites )y ] Free Hotmail (@ Suggested Sites v @] Web Slice Gallery v

| @ Benefits and Deductions

COMMUNITY COLLEGE

Personal Information  Student  Financial Aid m

Search [eo]

|| Benefits and Deductions

Retirement Plans

Health Benefits

Flexible Spending Accounts
Miscellaneous

Benefit Statement

RETURN TO MENU  SITE MAP  HELP EXIT

RELEASE: 8.3

Done &

@ Intemnet | Protected Mode: On

v R100%

4. Choose Retirement Plans to view your current retirement plan including employee contribution

rate and employer contribution rate.

MILE
COMMUNITY COLLEGE
Personal Information (ETT7N

Search [&e]

Retirement Plans
¥ Select Add 3 New Benefit Or Deduction to add 3 new benefit.

Public Employee Retiremt-PERS
Benefit or Deduction as of date: Mar 14, 2012
Status of Benefit or Deduction: Active

Start Date: Oct 22, 2007
End Date:

Employee Rate: 6.9000
Employer Rate: 7.0700

History | Contributions or Deductions

RETURN TO MENU SITEMAP HELP EXIT

RELEASE: 8.4

[ Health Benefits | Flexible Spending Accounts | Miscellaneous | Beneficlaries and Dependents | Benefit Summary ]

€ Retirement Contributions or D

O i P-DapDednyic = Uy The Universty of Montana (US] | (5[ ¢ | < |[ 5 couy'e = »

s Favorites | g ] Free Hotmail @ Suggested Sites v 2] Web Slice Gallery =

| @ Retirement Contributions or Deductions |

COMMUNITY COLLEGE

Personal Information (I
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i v B v (0 & v Pagev Safetyv Tookv @y
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Search [[Go |

Retirement Contributions or Deductions

1% Choose new dates to change the date range and select Display.

Ppublic Employee Retiremt-PERS
History Start Date: January 2011

History End Date: October 2011

Year Month  Personal Deduction Employer Contribution
2011 January

274.47 281.23
February
274.47 281.23
March
274.47 281.23
« i
Done &

SITEMAP HELP  EXIT

] »

@ Internet | Protected Mode: On ‘v R100% ~
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6. Click on Retirement Plans and the bottom of the screen to bring you back to the main
retirement plan screen.
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COMMUNITY COLLEGE

Personal Information EIrTavTy

Search
@ RETURN TO MENU  SITE MAP HELP EXIT

Retirement Plans
¥ Select Add 2 New Benefit Or Deduction to add a new benefit

Public Employee Retiremt-PERS
Benefit or Deduction as of date: Mar 14, 2012
Status of Benefit or Deduction: Active

Start Date: Oct 22, 2007
End Date:

Employee Rate: 6.9000
Employer Rate: 7.0700

History | Contributions or Deductions

[ Health Benefits | Flexible Spending Accounts | Miscellaneous | Beneficiaries and Dependents | Benefit Summary ]

RELEASE: 8.4 i

7. Choose History to view more retirement history detail

@ Retirement History - Microsoft Internet Explorer provided by Mil y College
) hitp//webtest ; ?_Disp dcde=20E [ 634 [ % W 2 Googie »
i Favorites <y 2] Free Hotmail @ Suggested Sites v @] Web Slice Gallery +
@ Retirement History [ | i v B v 9 dh v Page~ Safetyv Toolsv @@+

COMMUNITY COLLEGE

Personal Information Student Financial Aid EITIE7E

Search Go
Lee) smEwe Hew et

Retirement History

¥ changes may include updates you initiated as well as changes resulting from banefit updates by the Benefit Administrator,

Public Employee Retiremt-PERS

Benefit or Deduction from and to dates: Oct 01, 2011
Current Plan Effective Date Status Employee Rate Employer Rate
My Current Plan Oct 01, 2011 Active 6.9000 7.0700
Retirement Plans
RELEASE: 8.0
Done & @ Internet | Protected Mode: On ‘W v R100% ~

8. Go back to the Employee Main Menu by selecting the Employee Tab at the top of the page and
choose Benefits and Deductions.

lorer provided by Miles Community College [F=EER
e et SRS _
5,

P_BenMenu 49 x [l £ Google »

{ Favorites )y i] Free Hotmail @ Suggested Sites v 8] Web Slce Gallery +

| @ e ind Deductions

Personal Information  Student Financial Aid

Search a
ar (Cee]) RETURN TO MENU  SITE MAP  HELP EXIT

Benefits and Deductions

Retirement Plans

Health Benefits

Flexible Spending Accounts

Miscellaneous

Benefit Statement
RELEASE: 8.3

Done & @ Internet | Protected Mode: On fa v ®100% v




9. Select Health Benefits. Scroll down this page to view current health benefits that you are
enrolled in. Select the blue History link to view more details about any of the listed benefits.

1 ] hitp://webtest.umt.edui7950/tstm/bwpkdemn.P_DispDednCurHit <[ 63 [ 49 [ o W5 Google »

Je Favorites iy 18] Free Hotmoil & Suggest
| @ Heaith Benefits

COMMUNITY COLLEGE

Personal Information Student Financlal Ald EIm7Ty

S h
G [ Go, J RETURN TO MENU  SITE MAP  HELP  EXIT

Health Benefits
¥ select Add a New Benefit to add a new health benefit

Basic Life Insurance
Benefit or Deduction as of date: Oct 12, 2011
Status of Benefit or Deduction: Active

Start Date: oct 01, 2011
End Date:
plan: MO 10,000 Basic Life

Employee Deduction Amount:  1.5500

History

Dental Insurance

T - S — i '

& @ Internet | Protected Mode: On v R100% ~

10. At the bottom of the page select Flexible Spending Accounts to go to the next menu item.

T Fealth Banefits - MicrosoR Internet Explorer provided by Miles Cammurity Collega ™ ﬂ
SCOIE i © | o (b e T35 sy bopicicn PoDpDeanCuin -1 i3] 45 [ e [0 Googie »
T T e T
| @ Health Benefits [ Fi = E) v (7 @ v Pagew Safety+ Tooks+ v
Plan: MO 60% of pay/6mo walt LTD
|| Employee Deduction Amount:  6.3500
Histary
W medicar insurance
[| Benefit or Deduction as of date: Oct 12, 2011
Status of Benefit or Deduction: Active
|| start pate: oct 01, 2011
End Date
Plan: MO NW Employee Only
Employee Deduction Amount:  582,0000
I History
I
Optional Vision
[| Benefit or Deduction as of date: Oct 12, 2011
Status of Benefit or Deduction: Active
Start Dates oct 01, 2011
End Date:
|| plan: MO Opt Employee Only Vision
I| Employee Deduction Amount:  7.6400
I
I Histary
[ Add a New Benent |
I [ Retirement Plans | Flexible Spending Accounts | Miscellaneous | Open Enrollment | Beneficiaries and Dependents | Benefit 1
RELEASE: 5.0
T i T
& @ Internet | Protected Mode On W v ®mi00% ~

11. Please note that this only shows your employee deduction amount. Claims and Account
balances are not provided on this screen. To find out more regarding your individualized plan go

to the link provided on the page.
[ s =~ R

£ | hitp//webtestum.edu:7950

s R

urFies =[] < l9 Googie »

G Favorites <y i8] Free Hotmail @ Sug

| @ Fiexivie spending Accounts
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Personal Information Student Financial Aid

Search [Ga ]

RETURN TO MENU  SITE MAP  HELP  EXIT

|| Flexible Spending Accounts
¥ Plaase visit the following link for information regarding your flexible spending accounts: http://mus.edu/choices/fsa.asp

Health Care Flex Account

Benefit or Deduction as of date: Oct 12, 2011
Status of Benefit or Deduction: Active

Start Date: oct 01, 2011
End Date:

Employee Deduction Amount:  10.00
Annual Deduction Limit:

History | Details

| | Add a New Spending Account

Done & @ Internet | Protected Mode: On ‘A v #®100% ~
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12. Go to Miscellaneous at the bottom of the page to view any additional benefits or deductions.

Miscellaneous - [ Brovided by Mile: Community Callege - [E=NEERE)
- i ey e
| hitp//vebtest.umt.edu 7950/ o1 P_Dispi = =L [42. [ L. Googie 5

s Fovorites | gl 42 Free Hotmall @8 Sugg

| # Miscelioneau: [l

B v B - LY dh o~ Pagew Safety= Took v @@~
Sanrch [GaT]

RETURN TO MENU  SITE MAP  HELP  EXIT
Miscellaneous
¥ Salact Add a New Banafit or Daduction to add a naw racord.

Moc Endowment
Benefit or Deduction as of date: Oct 12, 2011
Status of Benefit or Deduction: Active

Start Date: Oct 01, 2011
End Date:
Employee Deduction: 10.00

History | Update

Post Tax ALFAC
Benefit or Deduction as of date: OCt 12, 2011
status of Benefit or Deduction: Active

|| start pate: oct 01, 2011
End Date:
Employee Amount: 20.00
Histary
[ Add a Naw Banafit Or Daduction |
| [ Retirement Plans | Health Benefits | Flexible Spending Accounts | Open Enroliment | Beneficiaries and Dependents | Benefit Statement ]
RELEASE: 8.0
<l g
Dere s @ Internet | Protectec Motle: On - mi00% -

13. Go to Open Enrollment at the bottom of the page. Please note enrollment for MCC benefits are
not conducted online at this time. Please see your HR Director for more information.

Pk ~[ 53] 42] x Wl 2 Google »

{e Favorites i3 2] Free Hotmail @ Suggested 5

[ Open tmoliment

COMMUNITY COLLEGE

Personal Information Student Financial Aid 7

| search [Go |

RETURN TO MENU ~ SITE MAP  HELP  EXIT

Open Enroliment

You do not qualify for Open Enroliment.

[ Retirement Plans | Health Benefits | Flexible Spending Accounts | I and D | Benefit 1

RELEASE: 8.0

Done & @ Internet | Protected Mode: On 4 v R100% ~

14. Go to Beneficiaries and Dependents at the bottom of the page. Please note Beneficiary and
Dependent information is not tracked through Banner at this time.

:
e bwpkdbcy:. BRI T v

5% 8] Free Hotmail @ Suggested Sites v ] Web Slice Gallery

i Favorites

| @ Beneficiaries and Dependents

B8 -

g v Pagew Safetyv Tools v @

GOMMUNITY COLLEGE

Personal Information  Student  Financial Aid
|  Eodavas
Search Go |

RETURN TO MENU ~ SITE MAP  HELP  EXIT

Beneficiaries and Dependents

|| ¥ select 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.

I You have no beneficiaries or dependents

Add a New Person

[ Retirement Plan | Health Benefits | Flexible Spending Accounts | Miscellaneous | Open Enroliment | Benefit Statement ]
RELEASE: 8.2

Done. & @ Internet | Protected Mode: On v ®100% ~
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15. Click on Benefit Statement at the bottom of the page.

ot nteret Explorer provided unity College
A RIS

sli ] Lo )LD Googie »

f Favorites iy o] Free Hotmail @ Suggested Sites v ) Web Siice Gallery v

| @ Benefit Statement Date Criteria =i

GOMMUNITY COLLEGE

Personal Information  Student  Financial Aid

B v B v @ v Pagev Safetyv Tooksw @

' ‘searen [

Benefit Statement Date Criteria

RETURN TO MENU ~ SITE MAP  HELP  EXIT

¥ select a date from the pull-down list or enter a date.

As of date: CURRENT [+]
Enter date: MM/DD/YYYY

Select

RELEASE: 8.2

&

Done

[ Retirement Plans | Health Benefits | Flexible Spending Accounts | Miscellaneous | Open Enroliment | Beneficlaries and Dependents ]

@ Internet | Protected Mode: On ‘a v M100% v

16. Click on the Select button to view the current benefit statement or enter your own date. Scroll

down the page to view more detail.

(@ Berefit Summary - Microsoft Internet Explorer provided by Miles ity Colleg

T =~

EEE BT »

Gl ~ e

e Favorites | i ) Free Hotmail @ Suggested Sites ~ ] Web Slce Gallery =

| @ Benefit summary

Fit v B v L0 #h v Pagew Sefetyr Tools T @+

Benefit Summary

Statement for Petey M. Pioneer as of Oct 12, 2011
Current Date is Oct 12, 2011

Personal Data

Department: CAS Staff
Benefit Category: Full Time Employees
Data of Birth: Jan 10, 2000
original nire pate:  Jul 01, 2011
Current Wire Date: Ul 01, 2011

Adjusted Service Date: 1ul 01, 2011

Endowment Donations

Endowment Donations | Flexible Benefits | Health Benefits | Retirement | Supplemental Insurance | Taxes

Mcc
Employee Deduction:

| oo

Return to Top

Flexible Benefits

Health Care Flox Account
Employee Deduction Amount:

o]

Return to Top
Health Ranafite -

Done

& Internet | Protected Mode: On “h v ®100% -

17

Pay Information. Go Back to the Employee Main Menu

G Favorites g @] Free Hotmail @ Suggested Stes = 2] Web Slice Galery =

[@Empioye

Personal Information CITIIZIY

52 Google

U v Pagev Sefety v Toolsv @+

Search (3]

Employee

Benefits and Deductions
Ratiramant, haalth, flaxibi
Pay Information

Diract daposit allocation, earnings and deductions history, or pay stubs.
Tax Forms

Wa informatian, W2 Form.

Jobs Summary

na. miscallaneous. benaficiary, open enroliment, Banafit Statemant.

RETURN TO MENU  SITE MAP  HELP EXIT

RELEASE: 8.3

Done

v W100% +

@ Internet | Protected Mode: On
—
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18. Select Pay Information

@ Pay Information - Mic

€S P R X P_PayMenu

“r Fovorites 4 @] Free Hotmail @ Suggeste v i) Web Slice Gallery v

| @ Pay Information

GCOMMUNITY COLLEGE

Paersonal Information  Student  Financial Aid 7Y

Search (=3

RETURN TO MENU  SITE MAP  HELP EXIT

Pay Information

Direct Deposit Allocation

Earnings History

Pay Stub

Deductions History

Earnings by Positions
RELEASE: 8.3

Done & @ Internet | Protected Mode: On G > M100% -

19. Select Direct Deposit Allocation to view the account(s) your paycheck is assigned.

16 DiectDeposs Atocaton -
[« |8 prorr——

W Favortes i ] FreeHotmail @8 Suggested Sees > @)

% Duect Deposit Alocation

GOMMUNITY COLLEGE

Personal Information Student Financial Aid CZrT=ry

oo oo RETURN TO MENU  SITE MAP  HELP  EXIT

Direct Deposit Allocation

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

Pay Distribution as of Nov 25, 2011

Bank Name Routing Number Account Number Account Type Net Pay Distribution
First Interstate Bank 092901683 1111111111 Checking
1,035.47
Total Net Pay
1,035.47
Proposed Pay Distribution:
Bank Name Routing Number Account Number Account Type Priority Amount or Percent Net Pay Distribution
First Interstate Bank 092901683 1111111111 Checking
1 100.00% 1,035.47
Total Net Pay
1,035.47
= & @ Intemet | Protected Mode: On G~ M0% -

20. Select Earnings History at the bottom of the page. Select a timeframe and choose display to
view information.

G Favorites . i2) Free Hotmail @ Sug

| # Eamings History Criteria

COMMUNITY COLLEGE

Perzonal Information

arch )
sa [fGe] SITEMAP  HELP  EXIT

Earnings History Criteria

¥ Choose a date range and than salect Display.

From Date: [sanuary [5] [2011[5]
ToDate: |october [x] |2011[%]

[ pisplay |

[ Direct Deposit Allocation | Pay Stub | Deductions History ]

RELEASE: 8.3

Dane & @ Intemet | Protected Mode: On ‘i v R100% -




21. Select Pay Stub at the bottom of the page.

(&7 =
e Drorr— 5 -
G Fovortes g @] Free Hotmail 8 Suggested Ste:
i % B) v 3 @@ v Pagev Satetyw Tookv @+

RETURN TOMENU  SITEMAP  HELP  EXIT

Pay Stub

¥ Choose a yaar and then selact Display.
Pay Stub Year: 2011[]

[_oisplay |

1 [ Direct Deposit Allocation | Earnings History | Deductions History ]

RELEASE: 8.0

= 2 @ internet | Protected Mode: On - W% -
fonet Prereaeatlon et T T ]

+ Explorer provided by

2] hip://webtest um.adu 7950 15ty brwphkhit

Vs . Free Hotmail @ Suggesied

RETURN TO MENU  SITE MAP  HELP  EXIT

Pay Stubs

¥ Select the Pay Stub Date to access additional information.

Pay Stubs for 2011
Pay Stub Date Pay Period Begin Date Pay Period End Date Gross Pay Net Pay Message

Nov 25, 2011  Oct 16, 2011 Nov 15, 2011
1,260.00 1,035.47
|
Change Year
RELEASE: 8.0
I
one & @ internet | Protected Mode: On G - M0 ~

23. Select the date in blue to view pay stub detail. Scroll down to view details of the paystub.

& Py Stub Detail - Microsoft Internet Explorer

COMMUNITY COLLEGE

Parsonal Information  Student _Financial Aid [T
Search [.Go |

RETURN TO MENU  SITEMAP  HELP  EXIT

Pay Stub Detail

Pay Stub Summary
Pay Stub Date: Nov 25, 2011
Gross Amount:
1,260.00
I Total Personal Deductions:
! 224.53
Net Amount:
l 1,035.47
Total Employer Contributions:
t 1,680.00
l
Check or Direct Deposit
| Number Document Type Bank Name Account Type Amount
7000 Direct Deposit First Interstate Bank Checking .

EM & @ Internet | Protected Mode: On € v R100% ~
—




24. Click on Paystubs at the bottom of the screen.

% W[ 5 Goog

ey, e
Google » -l

L« Favertes

& Pay St

o o) Free Hotmail @8 Suggested St = @) Web Sice Galley

Pay Stub

RETURN TO MENU  SITEMAP HELP  EXIT

¥ Choose a yaar and then selact Display.
Pay Stub Year: 2011[%]

[ oispiay |

RELEASE: 8.0

1 [ Direct Deposit Allocation | Earnings History | Deductions History ]

& @ tntemet | Protected Mode On 7 - Wio% -

5]

G Fovorites 8] Free Hotmeil @ Suggested S

| @ Deductions History

COMMUNITY COLLI

Parsonal Information CITTI7T
.
fssrch [ Gﬂ RETURN TO MENU  SITE MAP  HELP  EXIT
Deductions History
¥ Choose the From and To date range and then select Display.
From Date: January [+ 2011[+] /|
ToDate: |october [v]|2011[v]
fl
| pisplay |
[ Direct Deposit Allocation | Earnings History | Pay Stub )
RELEASE: 7.1
Done @ Interet | Protacted Mode: On v Ri0% -

4 Deductions Summary - sof
—

GOMMUNITY COLLEGE

Personal Information m

Search Go

Deductions Summary

RETURN TO MENU  SITEMAP  HELP  EXIT

¥ Select a deduction to access history information.

Deduction History from January 2011 to October 2011
Deduction Type

AFLAC Pre-tax

409.50
Basic Insurance Benefit
-6,597.00
Basic Life Insurance
27.90
Dental Insurance
642,00

Done

.00

.00

@ Internet | Protected Mode: On A v WM100% ~
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26. Click on Earnings History and follow the prompts to view more detail.

16 Earmings by Poiton Slection - Vi xplorer provided by ty = )
G@. [e] llwmym‘:m."w?mwbwpl;ﬂ VP Chooreamd ~ ﬂ@m—w of Montana (US] | ([ 47 | & | [/ Googic » ~|

dr Favorites 5 @] Free Hotmail @ Suggested Sites @] Web Slice Gallery v

8 Eamings by Position Selection

MILES 18 L e b i g 1 i e e e ,‘ ' y |

Personal Information m |

Search Go
D RETURN TO MENU  SITE MAP  HELP  EXIT

Earnings by Position Selection

¥ This page allows you to filter which Earnings and Positions will be summarized in ord er to display a summary of your gross pay and hours. First, select ||
one or more years to allow the system to determine which Positions were paid. Then, press the Go button to retrieve the Positions for the selected |
years. For Positions, choose All to summa rize Earnings for all Positions that were paid, or make one or more selections from th @ Position list. To |
select multiple items within a list, use the Cntl or Shift key wh ile making your selection. Press the Summary button at the bottom of the page to retr ||
leve your information when your filter selection is complete.

Years: Fﬂﬂ [Go] I

RELEASE: 8.3

@ Internet [ Protected Mode: On v ®100% -

27. Click on the Employee Tab at the top of the page to go to the Employee Main Menu

1 Employee - Microsoftte provided by ity College T T e |

& e itos//webprotess mbedu7700/PROMY twbiwbialP_GenMenuTnar ~ ammamm wsi [ 1[5 Googte 5 ~|
A A i b Il L el T ey et B L6 L e

es v i8] Web Slice Gallery v

i Faverites %% )] Free Hotmail @ Suggested
@ Employee ] v B v L0 v Pagevw Safetyv Toolsw v

COMMUNITY COLLEGE

Parsonal Information

Search Go.
Lee] RETURN TO MENU  SITE MAP  HELP  EXIT

Employee

Benefits and Deductions
Ratiramant, haslth, flaxible spanding, miscallanacus, banaficiary, span anreliment, Banafit Statemant.

Pay Information
Diract deposit allocation, earnings and daductions history, or pay stubs.

Tax Forms
W information, W2 Form. W

Jobs Summary
RELEASE: 8.3

@ Intemet | Protected Mode: On G~ R100% -

28. Click on Tax Forms
W4 Tax Exemptions and Allowances
W2 Wage and Tax Statement
W?2 Corrected Wage and Tax Statement

B o forms P

COMMUNITY GOLLEGE

Personal information _Student _Financial Ald_[CIEE
Search )

RETURN TOMENU  SITE MAP HELP EXIT

Tax Forms

W4 Tax Exemptions or Allowances.

Electronic W-2 Consent

W-2 Wage and Tax Statement

W-2¢ Corrected Wage and Tax Statement
RELEASE: 8.3

{{Done & @ Intarnet | Protected Mode: On fa > W100% -




29. Click Electronic W2 Consent

5 coes = S P

f®" DI

e Favortes 1y ) Free Hotmail 8 Suggeited

B Flectronic W-2 Conent

COMMUNITY COLLEGE

Personal Information  Student  Financial Aid

Search [a] RETURN TO TAXMENU SITEMAP  HELP  EXIT

Electronic W-2 Consent
=

¥ Salact the check box to consant to raceiva your W-2 slactronically, or uncheck to revoka consent.

By consenting to receive your W-2 electronically, you agree to return to this site between January 31 and October 15 of the appropriate year to print your W-2
form on-fine. You may be required to print and attach your W-2 form to a Fadaral, State, or local Incoma 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 recaive a paper Form W-2 by accessing this site and unchecking the box to revoke consent, or providing written notification to
the Resources or Payroll offica

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

Selection Criteria
My Choice

Consent to receive W-2 electronically:

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

Submit

|loene

& @ Internet | Protected Mode: On fa > M100% -
e ——

30. Go back to the Employee Main Menu

31. Click on Jobs Summary and Select your job title to view more information.

COMMUNITY COLLEGE

Personal Information Student Financial Aild GITIm7
Search W

RETURN TOMENU  SITEMAP  HELP  £XIT

Jobs Summary

# Selact tha Job Title for more datailed information.

List of Jobs
Title Begin Date End Date
Tutors Oct 11, 2011
RELEASE: 8.3

& @ Intemet | Protected Mode: On Y@ v WI00% -
= e

i

e
oo O

e Favortes 5 8] Free Hotmail 48 Suggested Stes v ) Web Sk Galery >

& o0 Detail

COMMUNITY COLLEGE

Personal Information  Student Financial Ald ZFTI7=
Search Go |

g RETURN TO MENU  SITE MAP  HELP  EXIT
Job Detail

Changes to Your Job

Effective  Personnel Status Shift Job Salary or

Dpate Dpate Job Hourly Rate

Oct 11, 2011 Oct 11, 2011 Active 1 .50 TIPS CAS Staff
.50

Job Title Department Name Reason for Change

[ Jobs Summary ]

RELEASE: 8.3

@ Internet | Protected Mode: On i@ v R10% -
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