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m HR Information System Employee Guide

What is infor? e The new Human Resources & Financial Information System

e It will help to automate a lot of manual processes in the areas of HR
and Accounting

e This new system will have some self service functions that will allow
you go online and personalize your life changes yourself, updating
information like address change, taxes, and direct deposit.
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1 Logging In to Infor

Login using network ID and password (same as email)

e Login =e and employee # (example: e12345)

e Password=network secure password

Call the MIS helpdesk at ext. 6850, if you need assistance

2 Accessing Infor

Accesing Infor from EAMC Computer

Action Details
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2. Login

Login using network ID and password

3. Click Talent
Manageme
nt icon

4. Click
Employee
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5. This is the
employee
space
where self- ETnpToyee
service

takes place a |E

m. “i.

My Reviews Manage Goals View Compensation

e

F ‘ &
L d

My Development My Mentors My Profile

=z b 0 &

Opportunities Take Notes Health And Safety To Do
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Accessing Infor from Home

Step Action

1. Access Infor 1. Use the following link: https://xen.eamc.org/

OR

2. Go to the employee portal login page
https://www.eamc.org/portal and click on
infor Employee Self Service icon

- eamc::
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There will also be a link within employee portal that you
can use to access employee self service

....... l g
O
i =

2. Login

Login using network ID and password

CitrixReceiver
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3. Download | The first time you log into CITRIX from a computer, you
the CITRIX | will have to download the Citrix receiver. Check the box
receiver next to the “I agree with the Citrix license agreement,”

then Click Install

Install Citrix Receiver to access your applications

¥ 1 agree with the Citrix license agreement

Security details | Logon

4. Click Run | When you get a prompt similar to the one below, Click Run

After Citrix Receiver is installed...

Click Log On to continue.

Security details || Logon

Do you want to run or save CitrixReceiver.exe (51.1 MB) from xen.eamc.org?
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5. Click Install

Welcome to Citrix Receiver Setup

Ohck Instal to nstall Otrix Receiver on your
computer,

6. Wait on
Citrix ) Gt Receves
Receiver to R
Install
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7. Click Finish
B) Citrix Receiver
CitrixReceiver”
« Installed successfully!
C itrix Receiver- & server address, chick Add Account
8. Click Log on

Install Citrix Receiver to access your applications

i | agree with the Citrix license agreement

Security details | Logon
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9. Click
Employee
Self Service

10. Click
Open when
prompted
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11. Review

th e Secu rity Security Notification

This workstation is property of East Alabama Medical Center. Authorized users must not use EAMC

workstations to engage in any activity that is either illegal or in violation of EAMC policy. EAMC retains the

Q Q Q i '5 i f ‘5 i N
Notification Faht o spect and maritr the us f this worstaton
(]
and click OK

==

:ﬂ Windows Server-2008
Standard

12. Login Login using your network secure login and password

[e12345) x | | Password (= |

Copyright © 2014 Infor. All rights reserved. www.infor.com

Technology 10.0.4.0.700
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13. Click
Talent
Management

icon

14. Click
Employee

15. This s

Employee =

the
employee e 2
space iRt el S
where self-

. LOMET
service b '& !) S
takes place My Cevenpment My Ment My Profile

B = L = =4 @Lﬁ
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3 How to View Your Work Assignments
You can have multiple work assignments. For each assignment you can
view a position description, a position history, and a compensation
profile.
Step Action
1. Access
My Profile
_O,,’ - B n |
Qe A4
My Reviews Manage Goals View Compensaton
LF”“*‘i >
A=
My Development My Mentors My Profile
S ol R B T
2. Onthe
Navigation
bar, select
Work
Assignments.
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3.0pena

work

assignment to

view the work " |

assignment

detail.

4 Adding an Address

Note: Your manager can also add or change an address on your
behalf. You may be notified by email of any action related to
adding or changing an address.

1. Access

My Profile
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2. Click on

Personal ) Add Address
Information At A Glance
334-528-4188
Work Assignments i e
Personal Informa...
LomnpeEnsauon
Work Preferences D) Create & D
Performance
Talent Profile
3. Above the
Addresses ) Add Address
panel, click the e
Add Address Work Assignments
button Personal Informa...

Compensation
Work Preferences
Performance

Talent Profile

D Create @ Delete

4. Enter the
address and
other required
information
and click OK

The effective date, reason, country, street address (first line), city, state,
postal code and reason are all required information.

( Effectve Date | 05012015 @

Reason | ADOADORESS +| | MDD ADORESS

Descrgton

Enter The New Address

Contry (U5

“Sreet Address | 11 E THOMASON DRVE

“cy | oPELXA

State [Provece (X 0

\ Post Code | 36801

A\ County / Detnct
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5. Note
change is
not
immediate

NOTE: The address is not added immediately because approval
for an address addition is required. A Pending Address request
link appears on the Personal Information Tab above your
current address.

5

Changing or Updating an Address

Step Action
1. Access My [ ————
profile

My Revews Manage Goals View Compensaton

My Development My Mentors

GE ey &= B 0O @

Find A Cowork: Opportuntres
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2. Click on
Personal A Gonce ‘ D AdaPhone D AddEman D) Acd M
Information —
Personal Informa....
Compensaton
Work Preferences
Performance
Talert Profie
F2 Analyus
Goals
At
Mentocs
Safety
| Health Records
3. Select the
address
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4. Select the
Change

Address e

button

5. Enter your

changes
(including
the required Effective Date
effective Reason (BODRESSGHANGE ] s00ress crance
date) and Descripton | |
. Enter The Address Changes
click OK o () s

“Street Address | 2000 PEPPERELL PARKWAY

*City [ OPELKA
State / Province
Post Code

County / District |
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6. Note

Pending
Address
Requests

NOTE: EAMC requires approval for an addresss change. So, the
address change is not made immediately. A Pending Address
Requests link appears on the Personal Information Tab, above
your current address on file. Address changes will be reviewed
within 2 business days.

Note: If your manager requests an address change, this link
will also appear. You can see and modify your manager's
pending request. Also, your manager can see and modify your
pending request. You can have more that one pending address
changes and additions. But only one address can be flagged as
a mailing address and/or home address.

Click the Pending Address Requests link to view and update
your request or your manager's request, or to cancel your
request or your manager's request (Actions > Cancel Request).
You can make changes to the address change request until the
address is approved. When the address is approved, the link
disappears and the address is changed on your profile.

If the administrator returns the address change request, when
you click the Pending Address Requests link, a red flag appears
next to the address request. You can make the changes
requested by the administrator, save the changes, and
resubmit the request. Or, you can cancel the request.

If the administrator rejects the request, the Pending Address
Requests link disappears and no change is made.

If anyone cancels the request, the Pending Address Requests
link disappears and no change is made.
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6 Updating Your Contact Information
Step Action
1. Access My
Profile

2. Click
Personal
. h
Information
Landline 334-528-4188
Work Assignments -
Email hrhelpdesk@eamc.org

Personal Informa...

Compensation

Work Preferences D Create @ Delete

' Al A Glance
\

Performance
\

Talent Profile
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3. On the

contacts

panel' Select T:T : Irrnmm Bm(m:‘ A
Add Phone OR —

Add Email

Work Priferenie

Performance

Tabert Probie

Tt Anayuss

4. Enter the

v 0]
appropriate
. . Effective Date
information B i
*Telephone Type

[ J

[ Please enter with dashes, area code first 334-=-+= | [334-528-1350] |

[ preferred Telephone Pager Or Fax Number
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5. Click OK

Options «» @

Effective Date | 05/01/2015 (@) |
E Active

*Telephone Type IMobde ‘

1

[ Please enter with dashes, area code first 334+ | [334-528-1350] |

(O preferred Telephone Pager Or Fax Number

When Available ‘

[

NOTE: The effective date is required on all forms
If you selected Add Phone, make sure to enter the phone type.

You can enter multiple phone numbers of the same type, but
only one of each type can be selected as the preferred number.
For example, if you have multiple mobile phones, only one can
be the preferred mobile phone. You can also enter a preferred
land line. Only one telephone number of any kind can be the
work phone.

If you selected Add Email, all you need to enter is the email
address. Your work email will be automatically added in for you
and should not be changed. You may add or update a personal
email address.
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7 Adding an Emergency Contact to Your Profile
Step Action
1. Access My
Profile

2. Click on
Personal
Information

Dasdmone DAsstmm D
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3. On the
Emergency S b
Contacts
panel, select
Create.
4. Enter
required i
information - S
and click OK Relationship O retered conac

*Preferred Contact Method -

Phone Information

Mobile PhoneNumber
Home PhoneNumber |:]
Work PhoneNumber :

e [

Please enter phone numbers with dashes, area code first ]

Email

Email Address

preferred contact method, and as much of the contact
information that is available to you.

The Emergency Contact appears immediately.
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8 Your Compensation
Viewing your current and historical compensation
NOTE: You cannot modify your compensation information

Step Action

1. Access My
Profile

2. Click on
Compensation
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3. On You can access the following information:

Compensation e Your current and historical pay rates

by Work e Any allowances and other pay rates included in your

Assignment, compensation . | |

open the e Any current or historical compensation programs that you

" are or were enrolled in

position.

4. Save or If wanting a PDF version of your current compensation profile,
Print the select Printable Current Compensation. You can save or print
file, if the file. The system also stores the file under Start, My Print
desired. files
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Life Events
**Note: You have 30 days from the date of the life event to make changes to
medical, dental, vision and/or FLEX spending accounts** Submitting your life
event does not change your benefits. Please submit changes online or call HR to
schedule an appointment (528-4188).

9 Adding a Dependent

Step Action

1. Inyour
Employee
space,
Access Life
Events Whiee

Employee

L

AN

My Development
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2. On the Your
Dependents
tab, select
the

appropriate Entera new Life Event:
event—
Birth or
Adoption [Rn—_
L’ &‘ R Adoption
3. Enter the
information
for the new
dependent Name
and click -
OK. Middle Name [

*Family Name(Last) |BABY

suffix

Preferred Given Name l

Preferred Family Name l

S J J J. 3.3 J

Additional

*Birthdate

*Relationship | CHILD

*Gender

Identification Mumber |111-11-1111

| I

Cancel

Enter the identification number for the dependent (his or her
social security number).
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1 O Changing Marital Status

Step Action

1. Inyour
Employee
Space,
access Life
events

sy

Wy Develogenent

2. Select
Marriage,
Divorce, or
Legal
Separation

Chgith R Adoption
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3. Enter the

*Marriage %

date of the  optons + Reated +

marriage, | "oste Of Mariage

divorce’ or If Your Name Changed, Make Changes Below

legal B L 1]

separation. MM:LW :mouse :
)

Suffic |

Former Name

Geven Name(First) 1 I

middie ntial [ |

Famdy Name(Last) ( ]

Attachment

o

4. If yOU *Marriage

Cha nged Options + Related «
your name *Date Of Marriage | 05/03/2015 (&) -
d ue to a If Your Name Changed, Make Changes Below

. Tae | }
cha nNge In Given Name(Fiest) [ MICKEY 1
marital middie Name ]

Family Name(Last) | MOUSE ]
statu S, sutfc | I
en ter your Former Name
new last Shnseusaph) )
Middie Intial D

Clnd fil'St k Family Name(Lasy) | )j
nam el and Attachment
your former e 1 ﬁ -
last and £ 4

first name
and click OK

30|Page




eaMmdC::LANIER

east alabama medical center

5. Visit HR

If your name is changing, you MUST bring documentation to
Human Resources in order for the change to go into effect.
Your changes do not appear immediately in your profile. They
appear on the Pending tab of the Life Events form. They will
NOT be approved until Human Resources receives copies of
your supporting documentation to change your name.

11

Changing Spouse’s Employment

If your spouse has a change in employment circumstances, such
as losing his or her employment, you can enter a life event that
will allow you to update your benefits if necessary.

1. Click on Life
Events
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2. Select
Spouses’
Work Status
Change

Enter a new Life Event: m

Legal Separation

( Your Depend

[ Chgith 8 Adoption

Smith, John

)
Smith, Sara

Smith, Jack

3. Enter the
date of the

event, and
click OK

Spouse Employment Change

Options =

Date Of Even | 05152015 (&)

Cancel
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1 2 Accessing Your Action Requests
You can view the action requests that you initiated from your To
Do menu

1. Access To
do

Lol ‘ B

[ ~

ey "K J\
2. Click on My
Action
Requests
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3. Click an
Action
Request
Work Unit
to view the
status of the
action
request.

My Action Requests
Options = ¢

Open Action Requests

No Data Ava

m

ilable
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1 3 Accessing Your Pay and Benefits Information

1. Access To
Do

2. Click on Pay
and
Benefits

E/l@%

Fnd A Comorker Ufe Everts (.\waﬂ Toke Notes Heath And Safety

3. View Click the menu item for the information you want to see.
Information
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1 4 Viewing Paychecks

You will no longer view your Paycheck or ETO/SK balances in the OPIE
System. The first paycheck you will view in INFOR Employee Self
Service will be the July 3, 2015 pay check. You will continue to use the
OPIE System to view your time entry/clock punches.

Step Action

1. Click To Do

2. Click on
Pay Checks
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3. Click on

the specific

date

eamc

Bookmarks

Pay Checks

Payments

Gross
1958.00
1833.60

600.00
1833.60
1833.60
1833.60

94046
1764.84
1833.60
1812.00

1812.00
1812.00

dev/test Lawson ﬁ @ = h)- [Ijj] Q *"

Net
1250.23
93342

820,08
85868
85512
73764
88875
920.28
951.70
82315
951.70

4. View

Paycheck

details

Pay Checks

Payments
Date Gross
D4124/2015 183360
183360
183360
183360
183360
183360
183360
O1g201 183360
183360

Summary

Currency
Routing Number
Bank Account

92078
95017
930,06
896.78
91239
945.70
939.92
828652
93343

Taxes

1167063
01162015
01102015

183360
88652

uso

EARNED TIME OFF
REG PAY FIRST SHIFT
Total

FEDERAL W/H TAX
FICA TAX

OPELIKA LOCAL TAX
STATE TAX

FICA MEDICARE

Total

457% Plan Employee

Med Plan Employee

Outside Dep Care

Dental Employee

Heaith Care Spending Account
Vision Plan

Total

800
7200

9101
89.15
2750
4434
2085
27285

11002
15046
19230
420
10.00
084
505.71

Wages

Taxable Wages
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Pay Checks
Payments
04242015 183360

183260
183360

183360
02272015 183360
132015 183360
2015 183360
0111612015 183360
183360

£00.00

Summary

Check Number
Payment Date
Period End Date
Gross Wages
Net Pay

Check Amount
Currency
Routing Number
Bank Account
Description
Deposit Amount

92078
95017
30,06
8496.78
§12.39
$45.70
939.92
88652
93343

1167083
011162015
01oMs

183360

88652

uso

‘Outside Dep Care

Dental Employee

Health Care Spending Account
Vision Plan

Total

Afer-Tax Deduct

CORNERSTONE FUND
MISC RELIEF FUND
GIFT SHOP DEDUCT
PHARMACY DEDUCTION
Short Term Disabilty
529 Plan
Total
Company Deductions
Deduction
Vision Plan Company
Med Plan Comparny
Dental Emgioyer
Basic Life ER
Long Term Disability
4578% Company

Total

18230
4208
10.00

024

50571

100
1.00
et
15.06
2082
9230
16852

194
24738
2031
487
am
8251
%672

5. Click on
printable
pay stub, if
desired

TelTe L 183360

183260
183360
183360

183360
183360
183360
183360
183360

Summary

Payment Date
Period End Date
Gross Wages

2078
83017
930,06
80678
91239
94570
930.92
836.52
83343

1167063
01182015
01102015

183360
886 52

uso

Outsice Dep Care

Dental Empioyee

Health Care Spending Account
Vision Pian

CORNERSTONE FUND
MISC RELIEF FUND
GIFT SHOP DEDUCT
PHARMACY DEDUCTION
Shon Term Desabity

529 Pan

192.30
4209
10.00
084
05T

1.00
1.00
B
1506
082
92.30

168.52

194
24738
2031
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6. Print

Summary
Description Hours
Total Gross 80,00
Total Deductions
Total Net
Eamings
Description Hours
EARNED TIME OFF 800
REG PAY FIRST SHIFT 7200
Deductions
Description
CORNERSTONE FUND

MISC.RELIEF FUND

GIFT SHOP DEDUCT
FEDERAL WiH TAX

FICA TAX

OPELIKA LOCAL TAX
STATE TAX

FICA MEDICARE

STATE UNEMPLOYMENT
Short Term Disability
Vision Pian Company

Med Ptan Company

457% Plan Employee

Med Plan Empioyee
Outside Dep Care

Current
1833.60
947.08
886.52

Current

183.36

165024

Curment

1.00

1.00
3834
91.0
89.15
27.50
4434
20.85

2082
194
24738
110.02
150.46

Year to Date
3667.20
1847.25
1810.95

Year to Date
550.08
372

Year to Date

200

200
75.89
188.40
180.94
55.00
20.49
4232

4164
430
49476
220.04
300.92
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15

Direct Deposit Information

Step

Action

1. Click on To
Do

2. Click on Pay
and Benefits

(5] rasen msgemen

[E5] vasdate peer Quatications

E Boous Objectives

[E5] My action Requests

[E]] change My password
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3. Click on
Direct Deposit

4. View Direct —
Deposit [
Information - - = = -

| Ny 2Pore my empiy, £250 AL Healhane AUorty, 1D e 0ROt énties 3¢ £ necessiry, 1D niate GEOL s nd adustments T ny CURct enlies 1 0y 1 my JeoUs

Ths auborty 5 10 eman 1 4 e wt East AL Healheare Adhorty has reoeved witiee notfication Som me of &5 Semington 1 Such Imely manner 3s 10 e East AL Heatheare Aorty 3¢ my 10ancal nsSR0n 2 asonadie cppomunty 1 2t 0n & or urt P lemingion of my emgioymet
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5. To change

your current /
direct -

deposit, you
must first
ADD a new
account and .
THEN close \ '

the old
account.

6. Add all Required information is noted with red dots.
required
information.

7. Search for
Bank by
clicking the
magnifying
glass on the
right side of
the box

. PR OF RaE B

" VR

42| Page




eamcd::

LANIER

east alabama medical center

8. Type your
routing
number and
click filter

[Rou‘.n; Nusr -] 3

RoOUSNg Numder

Bank

(e

9. If your bank
does NOT
exist

Please call 528-4188

8. Type a
name in the
description
field: this is a
free text field.
Some
examples are
checking,
savings,
vacation, kids
fund, etc.
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9. Check the
checking or
savings field

10. Choose
the flat
amount or

the % of pay

you would
like to go
into that
account. If
you only
have one
account,
ensure that
itis set up
for 100
Percent of
Net.
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11. Enter
your
account
number.
Carefully
check to
ensure this
is entered
correctly as
ifitis
incorrect,
this can
affect you
getting paid
timely.

i ® NORTH FORX BANK

12. Click
Update

45| Page



eaMmdC::=LANIER

east alabama medical center

1 6 Viewing and Updating Tax Information
Step Action
1. Access To
Do
2. Click on Pay
and Benefits

Profie

ﬁ/l@‘%

Notes Heath And Safety
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3. Click w4

::/
Marage Gos's
7

My Development 8y Pros

.&%IT%E'/,_I‘@%

Find A Cowsrt

4. Click on the
envelope to
the left of the
Federal or
State Tax
description to
update your
taxes

Desrgton

FEOERAL W TAX ResQert
STATE TAX Resdert

5.Make
needed
changes and
Click Continue

w4 Employee’s erhholqu Allowance Certificate

et o 4 et b o 4 ¢ Smmace & samgten bom wmbamng
- e -

10 s ot e S8 Do B e o e Wl ety

2015
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17

Viewing Current Benefits (View Only)

Action

Details

1. Access To
Do

2. Click on Pay
and
Benefits
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3. Click
Current
Benefits

4. You will be
directed to
a page
showing
your current
benefits
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1 8 Viewing Leave Balances (ETO/Sick Time)

Action Details

1. Access To
Do

2. Click Pay
and
Benefits

I~

Ll

My Development My Protile

E?EME'E/I@%

Fnd A Coworker Notes Meath And Safety
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3. Click Leave
Balances

== E'/ +| ‘%

Oppentuntet Take Noter Headh And Safety ToLe

4. You will be

directed to
a page
showing
your current
ETO/Sick
Balances

Avalabie Time: 6.14 hours
0,00 hours
000 hours

Accrised Teme
Aliotied Time

ETO Full-Time Exempt
b Avalable Teme: 3.07 hours
b Accrued Time: 0.00 hours
b Alctted Time: 0.00 hours
ETO Full-Time Non-Exempt
Avallabie Trme: 3.07 hours
b Actrued Time: 0.00 hours

» Aliotted Teme: 0.00 hours

. Click the
Sick Time
Balance Tab
to View

Leave Balances

ETO Balance RIREAY:HETEY l

Balance Totals

Available Time: 3.33 hours
Accrued Time: 0.00 hours
Aliotted Time: 0.00 hours

Balance Details

FULL TIME
» Avalable Time: 3.38 hours

» Accrued Time: 0.00 hours

¢ Allotted Time: 0.00 hours
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