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GOVS SUITE EMPLOYEE SELF-SERVICE
TRAINING

Office of Human Resources




WELCOME!

This training will help you feel confident and prepared to use the
new system effectively.
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What Will Be Covered

* Signing in
- Updating personal info
- Viewing employment info
* Viewing your activity center
- Viewing your compensation
* Viewing your representatives
- Viewing payroll information
- Viewing your benefits
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LOGGING IN

How to get into Govs Suite
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Apusmpeay

Getting Into Govs Suite

-

Welcome, Victoria Rayburn

Lagout
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UPDATING PERSONAL INFO

Updating demographic information




Updating Personal Info

This includes actions such as:

- Changing Photo in the system

- Updating Address

- Updating Phone Information

- Updating Marital Status

- Updating Disability Info

- Updating Veteran Status

- Updating Personal Email Address

- Adding a new Contact Relationship

AI’AIIStIII Peay

State Unlver5|ty

CLARKSVILLE €D TENNESSEE



Changing Photo

Good afternoon, Jamal Murray

Me Procurement Tools Others
QUICK ACTIONS APPS
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Select Personal Information

Good morning, Jamal Murray

Me Procurement Tools Others
QUICK ACTIONS APPS
[ ] .
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Select Personal

%
SUITE

Personal Info

Personal Details

Details about yourself, such as

name, date of birth, marital status,

and national identifier.

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Details

Jamal Murray

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

My Compensation

View your compensation details,
such as salary and personal
contributions.
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_In the Photo Section, Click the Pencil

= SUITE Q @ M

< M Personal Details

Jamal Murray

Start Date Last Name First Name

4/29/2025 Murray Jamal V4

® Name Change

JM

Add a photo to be displayed next to your name.



Drag and Drop a Photo

="
= SUITE Q @ M

< M Personal Details

Jamal Murray

Start Date Last Name First Name

4,/29/2025 Murray Jamal

® Name Change

Photo

Drag and Drop

Select a file or drop one here

Cancel Save



Crop Your Photo and Select Save

Photo

Crop Photo




Your Photo is Now Uploaded!

<M Personal Details

Jamal Murray

Last Name

Start Date First Name
4/29/2025 Murray Jamal V4

® Name Change

Photo /




Updating Address

Good morning, Jamal Murray
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details

Ee
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Contact Info
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Click Contact Info

= SUITE

Personal Info

Ow R @ B

Personal Details

Details about yourself, such as
name, date of birth, marital status,
and national identifier.

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

My Compensation

View your compensation details,
such as salary and personal
contributions.



Click the Plus Sign to Add a New Address, Click the Pencil to Update Your Address

& ContactInfo

; w‘_, Jamal Murray

Other communication accounts

Add communication methods other than a phone, email, or address to be used for work-related communication purposes.

Address * +
Type Address Start Date
Home Address 601 College St. 7/3/2025
Clarksville, TN 37040
Montgomery Y 4
United States
Primary
Order of preference +

i 5 el ST [ I [ o - O - 5 1N R N e oy I |, gl | A |



Click Save

®& ContactInfo

wh:, Jamal Murray

Address

Country

United States

Type
Home Address

When does this address change start?

Addrass Line 1
601 College St.

Address Line 2

ZIP Code =
37040

City =
Clarksville

State =
™

County i
Meontgomery

Cancel Delete Save



It Will Now Display Your New Address

& ContactiInfo

‘_ y Jamal Murray

Email details

Type
Home Emiail

Email /

jamalmurray@yepmail.com

Primary

Type
Home Email

Email /

murrayj?7 @yopmail.com

Other communication accounts —+

Add communication methods other than a phone, email, or address to be used for work-related communication purposes.

Address -+
Type Address Start Date
Home Address 792 N 2nd 5t 7/3/2025
Clarksville, TN 37040
Montgomery /

United States

Primary



Updating Phone Information

Good afternoon, Jamal Murray
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details
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Contact Info
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Click Contact Info

= SUITE

Personal Info

Ow R @ B

Personal Details

Details about yourself, such as
name, date of birth, marital status,
and national identifier.

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

My Compensation

View your compensation details,
such as salary and personal
contributions.



Click the Plus Symbol

#& Contact Info

wgh:, Jamal Murray

Phone details -}

Add a phone number for work-related communication purposes.

Email details -

Type
Home Email

Email /

jamalmurray@yopmail.com

Primary

Type
Home Email

Email /

murrayj?7@yopmail.com



Enter Your Phone Details, Then Click Save

= SUITE ) .@ ‘Sj

& Contact Info

s, Jamal Murray

Phone details

Country i | Type e Area Code

United States 1 Home Mobile Phone 931

Number Bt From Date

2217177 Eriension 7/3/2025

To Date

Cancel Save

Email details

Type
Home Email

Email
jamalmurray@yopmail.com

Primary

Type
Home Email

Email
murrayj97@yopmail.com



It Will Now Display Your New Phone Number

= SUITE

< @ Contactinfo

‘_ » Jamal Murray

Phone details -

Type Mumber

Home Moabile Phone 1-931-221-7177 Y

Primary

Email details -+

Typs
Home Email

Email /

jamalmurray@yopmail.com

Primary

Type
Home Email

Email
rurray}9 7 @yopmail.com



Updating Marital Status

Good afternoon, Jamal Murray
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Click Personal Information

Good morning, Jamal Murray
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Click Personal Details

SUITE

Personal Info

Personal Details

Details about yours

name, date of birth, marital status,

and nrational identifier

Document Records

Jamal Murra

View and edit your passport, driver

se, visa, and citizenship Info.

Employment Info

Contact Info

Add or update ways you
reached, such as pho
address

Additional Assignment Info

Family and Emergency

Contacts

e of emergency.

My Compensation

Wiew your ¢
such as sal
contribution

Add family and friends to contact in

details,
nal

NP P B




Click The Pencil Icon

Photo V4

Demographic info

Country for Demographic Reporting Marital Status Marital Status Change Date

United States Married 7/1/2025

Start Date Ge Highest Educa

7/3/2025 Male

Veteran Self-ldentification Status Disabled Veteran Active Duty Wartime or Campaign Badge Veterans

Declines to Self-ldentify

Armed Forces Service Medal Veteran ently Separated Veteran /ly Separated Veteran Discharge Date

®
Ethnicity /

Select the races you identify with

@ Marital Status



In The Marital Status Box, Select A Status

& Personal Details
\‘_, Jamal Murray

Demographic info

Country for Demographic Reporting Marital Status - Gender
United States Married Male
Disabled Veteran
Highest Education Level - Civil union
]
Active Duty Wartime or Campaign Badge Veterans Commen-Law Recently Separated Veteran
(] ! Divorced O
Newly Separated Veteran Discharge Date Legally separated
Married
Ethnicity Registered domestic partner
[J | am Hispanic or Latino. )
Single
Select the races you identify with
[J American Indian or Alaska Native Unknown

O Asian
Black or African American
[] Mative Hawaiian or other Pacific Islander

White



Click Save

Demographic info

Country for Demographic Reporting
United States

Highest Education Level -

Active Duty Wartime or Campaign Badge Veterans

ly Separated Veteran Discharge Date

®

Ethnicity

[ 1 am Hispanic or Latino.

Select the races you identify with

[ American Indian or Alaska Native
O Asian

Black or African American

[ Native Hawaiian or other Pacific islander

White

Comments
Drag and Drop
Select or drop Bre,
URL

Marital Status

Married

Veteran Self-| fication Status
Declines to Self-ldentify

Armed Forces Service Medal Veteran

O

Add URL

Gender

Male

Disabled Vetaran

O

ently Separated Veteran




After Saving, You Should See A Message That Says Pending Approval

A Pending Approval

We are submitting your changes for approval.

Country for Demographic Reporting Marital Status Marital Status Change Data

United States Married 7/1/2025

Start Data Gandar Highest Education Lavel

7/3/2025 Male

Veteran Self-Identification Status Disabled Veteran Active Duty Wartime or Campaign Badge Veterans
Dedlines to Self-ldentify

Armed Forces Service Medal Veteran Recently Separated Vetaran Mewly Separated Veteran Discharge Date

@

Ethnicity

Select the races you identify with.

@ Marital Status

National identifiers

Add official national identifier information provided by legislative organizations.



Updating Disability Info

Good morning, Jamal Murray
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools
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Click Personal Details

SUITE

Personal Info

Personal Details

Details about yours

name, date of birth, marital status,

and nrational identifier

Document Records

Jamal Murra

View and edit your passport, driver

se, visa, and citizenship Info.

Employment Info

Contact Info

Add or update ways you
reached, such as pho
address

Additional Assignment Info

Family and Emergency

Contacts

e of emergency.

My Compensation

Wiew your ¢
such as sal
contribution

Add family and friends to contact in

details,
nal
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Scroll down to Disability Info and Click the Plus Symbol

Add official national identifier information provided by legislative organizations.

Biographical info
Date of Birth Age
3/3/1996 29 Years 4 Months 4 Days

Disability info * +

A Pending Approval

We are submitting your changes for approval.

CLARKSVILLE @ TENNESSEE



After Saving, You Should See A

Disability info

Country
United States

R oo B R

NE':;:_- Juv;:m Cate: 0FHITFA2025
oo

{iF applicasle)

| Why are you being asked to complete this ferm? |

e are a federal conlracior of subcontracior. The law requires us ko prowidy ta qualified pecple with dissbilfies. We have a gosl of having at least 7% of
our warkers as paople whh disadilidas. mlmuylnnmmmww mnﬁ-m‘mwm wo must ask applicants and smpkayeos If they hive a disablity or
have ever had one, Pecple can besome disabled wunondlnnkﬂnrp.dnndhﬂiwuyl’nn

mbmla voluntary, and we hope 1hal you wil choose i oo so. Your answer s conlidantial. No ona who makes hiring decisions wllmh mwd!dwniumﬂhl the
mllnmnum'wulum'w f you wari ta learn mare about the taw or 1his 1oem, vist the U.5. Department of Labor's Office of Federal Coniract Compiiance
PWHWIIOFDCP]MWII

I How do you know If you have a disability? "

Adisakilty is a condiian that substarialy limits one or morm of your “major (e activites.” ¥ you have ar have ever had such a cardilicn, yau are a persan with a disabiity. Disabilitios
include, but are not limited Lo:

« Aicohal or ater substance use discrdar = Disfigurement, for sxample, = Nervous system condition, for example,

(rat currently mmsilw disfigurement causd by bums, migraine divaches, Parkinsans disease.
= Autoimmure disorder, for examgl wourds, accidents, or congenital mailtipa sclerasis (MS)

faremyslgia, heumetoid m HIVAIDS asardas = Neuradiergence, lor example, atienlion-
= Bind or low vison = Epilepsy or ather seizure dsorder wgcmmmmwm{snm
. » Gastointesinal dsorders. for aulism spectrum o, dyslexia
Bl exarmple, Gronr's Disenss, Iréabie ysataia, ohet learning disoities

* bowel syndiome = Partial or complale paralyss [any cause]
. 25‘“ disoase » Inisteciual of developmental dsabiity = Puimanary of respiraioey carditions, for
» Cerabral palsy = Moniai heslth condilions, for exariple, example, Wbarcidoss, Ssthma,
 Deaf ar senous dificuliy hearing caprassicn, bipalar disarder, aaty mphysama
= Dlisbatas ., sehizaphroria, PTSD = Shert statura [dwasfam)
= Missing Iimbs or partially missing liméas = Traumatlc brain injury

Hi
i
i
i

wlker, feg braca(s) endier olher
suppors.

| Plsase check one of the boxes belew: I

[[] Yes, | have a disability, or have had one in the past
[0 No, | donot have a disability and have not had cne in the past

O I de not want to answar

PUBLIC BURDEN STATEMENT, Accorting 1o 1ha Paperwork.

Mmmdm@smwmawmwwmmmba uniess il displays 3
wallid OME control rumiber. This survay should teke about 5 minutes io comal

For Employer Use Only
Emgleyers may maddy this seation of the form as needed for resordkeping pupeses.
For srample.
Job Titla: Drate of Hire:

Dmabiity Attacthimants

Drag and Drop .
Select or drep fles here i

ar

Message That Says Pending Approval

Austin Peay

State University

CLARKSVILLE €D TENNESSEE



Select the checkbox
that applies

|| How da you know i you have a disability?

A diszhility is a condition that substantially imits one or more of your "major life activiies," if you have or have ever had such & condition, you are & person with = disability. Disabilities

include, but are not limited to:

= Alcohol or other substance use disordar

Disflgurement, for example,

= Nervous system condition, for example,

(not currently using drugs ilegalty) disfigurement caused by bums, migraine divaches, Parkinson's disease,
= Autolmmung disorder, for example, lupus, wounds, accidents, or congenital mulliple sclecozis (MS)
fibromyalgia, theumatoid arthrilis, HIVIAIDS disordars = Neurodivergence, for example, atterion-
= Blind or low vision = Epilepsy or other seizure disorder doficilhyperactivity disorder (ADHD),
- = Gaslrointestinal disorders, for autism spectrum disorder, dyslexia,
TS fn oo example, Grohma Diasass, miabie dyspraa, olher leaning disabidties
ooy o . bowel syndrome = Partial or complets paralysis (any causa)
W Gl dimss * Inteliectusl or developmental disability . y or respiratory conditions, for
= Cerobral palsy * Mental health conditions, for example, example, Wuberculosis, asthma,
= Deal or serous difficully hearing depression, hipolar disorder, anxisty emphysema
= Diabeles disorder, schizophrenia, PTSD = Shorl stalure (dwarlism}
= Missing limbs or partially missing limbs = Traumatic brakn injury
= Mohility impairment, benefiting fram
the use of 8 wheelchalr, scooter,
walker, leg brace(s) andfor other
‘supporis
" Please check one of the boxes below:
[ Yes, | have a disahility, or have had one in the past
] Mo, | da not have a disability and have not had one in the past
[ 1 do not want to answer
PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1995 no persons are required to respand to a of unless such collection displays a

walid OMB conlrel number. This survey should take about 5 minules to complete.

For Emplayer Use Only
Employers may modify this seclion of the form as needed for recordkeeping purposes.
For examphe:
Joib Title: Date of Hira:
Disabiity Attachments
Drag and Drop
Selact or drog files hera. ;
URL ‘ | Add URL ‘
Comments
1
Drag and Drop
Salect or drop fites hee.
URL ‘ Add URL l

o] [



Click Save

How do you know if you have a disability?

A disability is a condition that wbwia'ﬁally limits one or more of your "maor life activities.” i you have or have ever had such a condition. you are & person with & disabiity. Disabilities
include, but are not limited to:

Alcohol or other subsiance use disorder
{not currently using drugs Iugullﬂ
Autoimmune disorder, for example, lupus,
fibromyalgia, rheumatoid a'h'irs HIVIAIDS
Blind or low vision

Cancer (pas! of presant)

Cardiovascular or heart disease

Cellac disease.

Corabral palsy

Dieaf or serious difficulty hearing
Diabetes

Disfigurement, for example,
disfigurement caused by burms,
wounds, accidents. or congenital
disorders

Epilepsy or ofher seizure dsordar
‘Gastrolniestinad disorders, for
example, Crobr's Disease, imtable
howel syndrome

Intellectus or developmental disability

Missing Fmbs of partially missing limbs
Mobility impairment, benefiting from
the use of a wheslchair, scoator,
watker, leg brace(s) andiar other
SUppOrs

MNenous system condition, for example,
migraine divaches. Parkinson's diseaze,
mulliphe sclerosis (MS)

MNeurodivergence, for example, attention-

dlﬂwwlvg ﬁaurw tADHD].
autism spestrm dyslaxia,
dyspraxia, olher hminn disabillios

Partial or complate paralysis (any cause)

= Pulmonary or reapiratory condiions, for

example, tubercuesis, asthma,
emphysema

Sha atature (dwarflem]

= Traumalic brain injury

Please check one of the boxes balow:

[ Yes, | have a disability, or have had ane in the past

[ Mo, | do not have a disability and have not had ane in the past

[ 1 da not want to answer

PUBLIC BURDEN STATEMENT: According 1o the

walid OMBE control numbaer, This surey

ot of 1995

Paperaor A
should take about 5 minutes 1o complete.

ana required 1o respand 1o a cobection of information uniess such cobection dispiays a

For Employer Use Only

Faor exampla:

ok Tite: Date of Hire:

Employers may madily this section of the form as needed for recardkeeping purposes.

Disability Attachments

Drag and Drop
Sednct or drop files hen.

URL

Drag and Drop
Selector drop files hare.

URL

[t ] [ ]



Your changes will save and be submitted for approval

Disability info o

A Pending Approval
We are submitting your changes for approval.

United States

Disability Code Do you have a disability? Reasonable Accommodation Request
300000025345998 @

Valid
7/7/2025

United States

Disability Code Do you have a disability? Reasonable Accommodation Request
300000025344351 . . © Y

Valid
7/3/2025 - 7/7/2025

United States

Disability Code Do you have a disability? Reasonable Accommodation Request
300000012390985 o @ Y

Valid
4/30/2025



Updating Veteran Status

Good morning, Jamal Murray
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Click Personal Information

Good morning, Jamal Murray
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Click Personal Details

SUITE

Personal Info

Personal Details

Details about yours

name, date of birth, marital status,

and nrational identifier

Document Records

Jamal Murra

View and edit your passport, driver

se, visa, and citizenship Info.

Employment Info

Contact Info

Add or update ways you
reached, such as pho
address

Additional Assignment Info

Family and Emergency

Contacts

e of emergency.

My Compensation

Wiew your ¢
such as sal
contribution

Add family and friends to contact in

details,
nal

NP P B




Click The Pencil Icon

Photo V4

Demographic info

Country for Demographic Reporting Marital Status Marital Status Change Date

United States Married 7/1/2025

Start Date Ge Highest Educa

7/3/2025 Male

Veteran Self-ldentification Status Disabled Veteran Active Duty Wartime or Campaign Badge Veterans

Declines to Self-ldentify

Armed Forces Service Medal Veteran ently Separated Veteran /ly Separated Veteran Discharge Date

®
Ethnicity /

Select the races you identify with

@ Marital Status



Select Veteran Status From The Dropdown

Demographic into
Country for Demographic Reporting Marital Status - Gender
United States Married Male
Highest Education Level - Veteran Self-ldentification Status - Disatled Veteran
IERIREEECNCavOn e Declines to Self-Identify 0

Active Duty Wartime or Campaign Badge Veterans Recently Separated Veteran

Declines to Self-Identify
U U

Not a Protected Veteran

Newly Separated Veteran Discharge Date i . .
‘ Protected Veteran Declines to Self-Identify

©®

Ethnicity

(O 1 am Hispanic or Latino.
Select the races you identify with.

(J American Indian or Alaska Native
(J Asian
Black or African American

[J Native Hawaiian or other Pacific Islander



Click Save

Demographic info

Country for Demographic Reporting Marital Status ' Gender
United States Married Male
e | Disabled Veteran
i i Veteran Self-ldentification Status
Highest Education Level - ‘ ’ Declines to Self-Identify x> ‘ O
Active Duty Wartime or Campaign Badge Veterans Armed Forces Service Medal Veteran Recently Separated Veteran
O 1 O

‘ Newly Separated Veteran Discharge Date ‘

®

Ethnicity

[J I am Hispanic or Latino.
Select the races you identify with.

[ American Indian or Alaska Native

[ Asian

[ Black or African American

[] Native Hawaiian or other Pacific Islander
B White

Comments

Drag and Drop
Select or drop files here.

URL

[ |

Cancel

Save



Your changes will now
show as pending
approval

Photo

Demographic info

A Pending Approval
We are submitting your changes for approval.

Country for Demographic Reporting Marital Status

United States Married

Start Date Gender

7/7/2025 Male

Veteran Self-Identification Status Disabled Veteran

Declines to Self-ldentify

Armed Forces Service Medal Veteran Recently Separated Veteran
®

Ethnicity

[J 1 am Hispanic or Latino.
Select the races you identify with.
[[] American Indian or Alaska Native

[C] Asian
Black or African American

] Native Hawaiian or other Pacific Islander

™ Whita

Marital Status Change Date
7/1/2025
Highest Education Level

Active Duty Wartime or Campaign Badge Veterans

Newly Separated Veteran Discharge Date



Updating Personal Email Address
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details

Ee

Identification Info

Contact Info

&";] Family and Emergency Contacts

}u

My Organization Chart

My Activity Center

My Public Info

[-

Change Photo

Others

APPS

Di reciory Connections

A

Career and Personal
Performance Information

i o

Benefits Current Jobs

e
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g
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Center
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Click Contact Info

{ Personal Info

Personal Details

Details about yourself, such as
name, date of birth, marital status,
and national identifier.

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Identification Info

View and edit your passport, driver
license, visa, and citizenship info

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency

My Compensation

View your compensation details,
such as salary and personal
contributions.



Click the Plus Symbol

#& Contact Info

d‘ y Jamal Murray

Phone details -+
Type MNumber
Home Mobile Phone 1-931-221-7177 /
Primary

Email details —’ +

Type
Home Email

Email /

jamalmurray@yopmail.com

Primary

Type
Home Email

Email f

murrayj?7@yopmail.com

Summer 2025




Click Email Type Drop Down

Email details —+

R

Primary
Type .
Home Email v Rl C'

Required
Home Email

Save

’ Cancel

Work Email

Type

Home Email

Email /
jamalmurray@yopmail.com

Primary

Type
Home Email

Email /

murrayj97@yopmail.com



Click save

Email details =+
Type . Email Primary
Home Email jamalm@yopmail.com C.

Enter 240 or fewer characters.

Cancel ’ ‘ Save

Type
Home Email

Email /

jamalmurray@yopmail.com

Type
Home Email

Email f

murrayj97@yopmail.com



e
You will now see your new email saved

Email details -

Type
Home Email

Email /

jamalmurray@yopmail.com

Primary

Type
Home Email

Email /

jamalm@yopmail.com

Type
Home Email

Email /

murrayj97 @yopmail.com



Adding a New Contact Relationship
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details

Ee

Identification Info

Contact Info

&";] Family and Emergency Contacts

}u

My Organization Chart

My Activity Center

My Public Info

[-

Change Photo

Others

APPS
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{ Personal Info

Click Family and Emergency Contacts

Personal Details

Details about yourself, such as
name, date of birth, marital status,
and national identifier

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

My Compensation

View your compensation details,
such as salary and personal
contributions.



Click the Plus Symbol

& Family and Emergency Contacts

/ ._ y Jamal Murray

My contacts

LeBron James
Friend

TIN Type TIN Number Benefits Offered Conditionally

Jimmy Butler
Brother

TIN Type TIN Number Benefits Offered Conditionally

Fall 202



Click the Continue Button

What would you like to do?

@ Create a New Contact
O Select a Coworker as a Contact *




Enter In Contact Details and Click Submit

New Contact o

Basic info

Global Name
Last Name First Name Suffi
Lillard Damian I
Middle Name

Relationship
Relationship < What's the start date of this relationship? . Gender
Friend 7/7/2025 = Male

This person is an emergency contact
Date of Birth = Contact Information Category
|

Phone details
Country < Type s Area Code
United States 1 Home Mobile Phone 931
Number ; From Date
2217177 RELErEiR 7/7/2025

To Date




You will now see your new contact saved

< @ Family and Emergency Contacts

by, Jamal Murray

My contacts -+

Damian Lillard
Friend

TIN Type TIN Number Benefits Offered Conditionally

LeBron James
Friend

TIN Type TIN Number Benefits Offered Conditionally

Jimmy Butler
Brother

TIN Tune et ' Benefite Nffered Conditinnallu



AI’AIIStIII Peay

State Unlver5|ty

EEEEEEEEEEEEEEEEEEEE

VIEWING EMPLOYMENT INFO

How to view information about your

position.



Viewing Employment Info

Good morning, Jamal Murray

Me Procurement Tools Others
N
QUICK ACTIONS APPS
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details

Ee

Identification Info

Contact Info

&";] Family and Emergency Contacts

}u
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Others
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Select Employ

ment Info

Personal Details

Details about yourself, such as
name, date of birth, marital status,
and national identifier.

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

My Compensation

View your compensation details,
such as salary and personal
contributions.



You will now see
employment info

Employment Info

‘ » Jamal Murray, Advisor

Select assignment

Business Title
Advisor

Assignment

Business Unit

University

Department

402001-Degree Completion

Assignment Category
Administrative / Professional

Full Time or Part Time

Full time

Assignment Status

Active - Payroll Eligible

Pays

12

Managers
Victoria Rayburn

E495213
Director

Line manager

Historical changes

Position

Advisor

Grade
00

Lacation

Main Campus

Regular or Temporary

Regular

Business Title

Advisor

Jab

Advisor

Assignment Number

E952976

FTE
1

Headcount

1

Factor

12

Additional Assignment Info
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VIEWING YOUR ACTIVITY CENTER

How to view My Activity Center




My Activity Center

Good morning, Jamal Murray

Me Procurement Tools Others

QUICK ACTIONS APPS

ﬁ Personal Details > g5 > > >
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E.-. Identification Info

Directory Connections Journeys Pay Time and
Absences
B4 Contact Info
.‘:;’] Family and Emergency Contacts I o ® ? . 'l' ‘ 's..‘o'
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g My Activity Center
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Click My Activity Center

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details

Identification Info

Contact Info

Family and Emergency Contacts

My Organization Chart

My Activity Center

My Public Info

Change Photo

Share Data Access

Document Records

Others

st
]

Directory

1y

Career and
Performance

Benefits

Web Clock

e

Connections
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Information

o

Current Jobs

—
|
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@

Journeys

=
L

My Activity
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3
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Celebrate

f
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This is your one-stop shop for your personal/employee info

Jamal Murray

Advisor

;h View Connections

Person Number

952976

Journeys
Celebrate
Touchpoints
Benefits

Current Jobs

Salary Holiday - Labor Day 2025
90,000.00 USD Annually Coming up in 57 days
2 months ago 9/1/2025

Pre On-boarding Journey

Personal Details
Contact Info

Share Data Access

View More

Core skills
Attained O

Developing O

PN

Identification Info
Family and Emergency Contacts

Document Records

o000
1
‘
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VIEWING YOUR COMPENSATION

How to view compensation details




Viewing Compensation

Good morning, Jamal Murray

Me Procurement Tools Others
QUICK ACTIONS APPS

& .

M Personal Details
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Current Jobs
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Click Personal Information

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS

Personal Details

Ee

Identification Info

Contact Info

&";] Family and Emergency Contacts

}u
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My Activity Center

My Public Info
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Change Photo

Others
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Click My Compensation

Personal Details

Details about yourself, such as
name, date of hirth, marital status,
and national identifier.

Document Records

Manage your document records
and associated attachments, such
as birth and marriage certificates,
awards, and recognition.

Jamal Murray

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment,
such as legal employer, business
unit, department, and location.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

My Compensation

View your compensation details,
such as salary and personal
contributions



You Will Now See Compensation Info

& My Compensation

. ‘_ » Jamal Murray

Manage Personal Contributions

Select assignment

Business title

Advisor

Current salary

Salary
90,000.00 USD Annually

Effective Period

5/1/2025 - Ongoing

Annualized Full-Time Salary

90,000.00 USD

Legal Employer
Austin Peay State University

Additional compensation

Salary Basis
Annual

Action
Hire

Action Reason
Hire to fill vacant position

Annual Salary

90,000.00 USD (FTE 1)

MNext Salary Review Date

7/1/2026

Grade
00
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VIEWING YOUR REPRESENTATIVES

How to view your representatives in

areas such as HR.



Viewing Representatives

Good morning, Jamal Murray
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Click on Connections

QUICK ACTIONS

ﬁ Personal Details
Identification Info
Contact Info
Family and Emergency Contacts
My Organization Chart
My Activity Center
My Public Info
Change Photo

Share Data Access

[ ]
—
[ | [ ]

Directory

1§,

Career and
Performance

o
iz

Benefits

&

Connections

Personal
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2

Current Jobs

%
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My Activity
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3
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Search for your own
name

Connections

Who can I help you search for?

jamal

Jamal Murray Advisor




You will now see all of
your representatives

Jamal Murray

Advisor

601 College Street
Clarksville, TN 37044
Clarksville, TN 37044
Montgomery

United States

E= 7/7/202511:03 AM

Organization

Managers

Victoria Rayburn

;h Org Chart

Job
Advisor

Department

402001-Degree Completion

University

Nicole King

efits representative

FF Fonda Fields

JaCenda Robinson

N
o)

NK Nicole King

Huma

Carl Gerhold

(@)
8

Human resources representative

Human resources representative

representatiy

ronment, Heaith and Safety

Myra Soward
m Kimberly Hammon
Angela Barker
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VIEWING YOUR PAYSLIP

How to view your payslip in Govs Suite




Viewing Payslip

Good morning, Jamal Murray
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Click Pay

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS
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ick My Payslips

Document Delivery
Preferences

Set up preferences for delivering
documents.

Tax Withholding

Go here to update your federal and
state income tax withholding.
Check this information when your
personal or financial situation...

My Payslips

View, print, download and search
current and past payslips, which
contain gross pay, net pay, taxes
and other information.

Payment Methods

Define and prioritize salary
payments details, such as payment
type, payment amount and bank
accounts details.

Year-End Documents

View, print, download and search
year-end documents for current or
prior tax years.
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UPDATING YOUR DIRECT DEPOSIT

How to update your direct deposit in Govs Suite




Updating Direct Deposit

Good morning, Jamal Murray
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Click Pay

Good morning, Jamal Murray

Me Procurement Tools
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Select Payment Methods

Document Delivery
Preferences

Set up preferences for delivering
documents.

Tax Withholding

Go here to update your federal and
state income tax withholding.
Check this information when your
personal or financial situation...

My Payslips

View, print, download and search
current and past payslips, which
contain gross pay, net pay, taxes
and other information.

Payment Methods

Define and prioritize salary
payments details, such as payment
type, payment amount and bank
accounts details.

Year-End Documents

View, print, download and search
year-end documents for current or
prior tax years.



Click on Add

< @ Payment Methods

¥, Jamal Murray

Payroll Relationship
Worker

.+ Add | h

There's nothing here so far.

You don't have any payment methods. You must add one to be paid.



Enter Bank Details then Click Create

New Payment Method &
Details
What do you want to call this paymen... Elilrect tl;:’:osit -
Rﬂqulre&
Bank Details
Select an account

@ New Account (O Existing Account

Account Number Account Type -
Required Required

Bank b Bank Branch v
ﬁequ:i'\e&

Routing Number

v

= |
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UPDATING YOUR TAX FORM

How to update your tax withholding status




Updating tax forms

Good morning, Jamal Murray
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Click Pay

Good morning, Jamal Murray
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Click Tax Witholdin

Document Delivery My Payslips

Preferences
Set up preferences for delivering View, print, download and search
documents. current and past payslips, which

contain gross pay, net pay, taxes
and other information.

Tax Withholding

Go here to update your federal and
state income tax withholding.
Check this information when your
personal or financial situation..

Payment Methods

Define and prioritize salary
payments details, such as payment
type, payment amount and bank
accounts details.

Year-End Documents

View, print, download and search
year-end documents for current or
prior tax years.



Click The Pencil Icon

& Tax Withholding

. “ » Jamal Murray

Calculation Cards

Austin Peay State University

Federal Regional
Federal Taxes * s -
7/3/2025 - Ongoing
Calculation Component Component Sequence Forms
Federal Taxes 1 Federal
Filing Status Multiple Jobs Qualifying Dependents Amount
Single or Married filing separately $0.00
Other Dependents Amount Total Dependents Amount Other Income Amount
$0.00 $0.00 $0.00
Deductions Amount Extra Withholding Exempt from Federal Income Tax Withholding
$0.00 $0.00

MNonresident Alien

No

Show Prior Records




Click the Filing Status
drop down to make
changes

Federal Taxes

Tax Withholding

When does this change start? - Calculation Camponent Component Sequence
7/7/2025 i Federal Taxes 1

Forms

Federal

Withholding Status

Step 1: Enter Personal Information

Note: Select Head of household only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying
individual.

Filing Status

Single or Married filing separately

Head of household stermine the most accurate withholding for the rest of the year if: you're

wark only part of the year; or have changes during the year in your marital
Married filing jointly or Qualifying surviving spouse lling jointly, dependent, other income, not from jobs, deductions, or credits. Have
1 the estimator. At the beginning of next year, use the estimator again to check

Single or Married filing separately

T e ST B0 SRR 55,

See form page 2 for more information in each step, who can claim exemption from withhclding, and when to use the estimator at
www.irs.gov/W4App.

Step 2: Multiple Jobs or Spouse Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse also works.

The correct amount of withheolding depends on income earned from all of these jobs.

Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for the most accurate withholding for this step, and Steps 3 to 4. If you or your spouse have self-
employment income, use this option; or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result on Step 4(c) below; or

() If there are only two jobs total, you may check this box. Do the same on the Form W-4 for the other job. This option is generally more
accurate than (b) if pay at the lower paying job is more than half of the pay at the higher paying job. Otherwise, (b) is more accurate.

Muttiple Jobs

O Na O Yes



Federal Taxes Cancel

Scroll to the bottom

Total Dependents Amount

and check "l agree"
th en CI |Ck S u b m |t Step 4 (optional): Other Adjustments

4 (a) Other income (not from jobs).
If you want tax withheld for other income you expect this year that won't have withholding, enter the amount of other income here.
This may include interest, dividends, and retirement income.

Other Income Amount

$0.00

4 (b) Deductions. If you expect to claim deductions other than the standard deduction and want to reduce your withhelding, use the
Deductions Worksheet on form page 3 and enter the result here.

Dedu
$0.00

ns Amount

4 (c) Extra withholding. Enter any additional tax you want withheld each pay period.

Extra Withholding

$0.00

You may claim exemption from withholding if both of the following apply.
1. You had no federal income tax liability in the prior year.

2. You expect to have no federal income tax liability in the current year.

If you claim exempt, you will have no income tax withheld from your pay.

Exempt from Federal Income Tax Withholding

QONo O Yes

HNonresident Alien

@nMo QO Yes

Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
[ I agree
O Selec

Desktop Pe
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VIEWING YOUR BENEFITS

How to see your enrollment details




For your awareness...

For your Benefits, Oracle will fulfill the same role as OneStop — but with an enhanced experience!

All APSU Benefits Enrollments and Updates will occur via the Edison self-service portal.
Open Enrollment will require online enrollment in the Edison Portal.

Mid-year changes will use the physical forms provided by the state (i.e., Enrollment Change
Application, FSA/HSA).
Please continue to connect with Nicole King for any Qualifying Life Events you experience!

You will be able to view current and future benefits once they have been received from Edison.

The site is still under construction, so some of the options you see in our example might change or

go away after go-live. Ar Austin Peay

State Unlver5|ty



Viewing Your Benefits

Good morning, Jamal Murray

Me Procurement Tools
QUICK ACTIONS
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Click Benefits

Good morning, Jamal Murray

Me Procurement Tools

QUICK ACTIONS
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Contact info
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My Organization Chart
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q‘ » Jamal Murray

Welcome, Jamal Murray

Your Benefits

We've found enrollment opportunities for you.

Enroliment Summary

Show Benefits
Current enroliment

View all enrollments

BCBST Network P Standard PPO - Medical

$182.00
Employee Only
Jamal Murray(Self)

Basic Employee Term Life - Basic Employee Life and AD&D

$14.58
1X Base Annual Compensation
Jamal Murray{Self)

Program or Plan Not in Program

APSU Benefits Program

-

Delta Dental DPPO - Dental

$10.16
Employee Only
Jamal Murray{Self)

Basic Employee ADD Life - Basic Employee Life and AD&D

$1.71
1X Base Annual Compensation
Jamal Murray(Self)

You will now see your current benefits enrollment

& Benefits

Quick actions
El Before You Enraoll
B Dependent Care FSA Calculator
B Document Records
Health Care FSA Calculator
B HSA Calculator
A My Pensions
(3 Report a Life Event
& Review Employee Resources
A Change Beneficiaries
Bie Rt = ien A Beneficiary Organizations
$3.18 Al Person Info

Employee Only
Jamal Murray(Self)

Need Help? Contact Us

Voluntary Employee Term Life Plan - Voluntary Employee T...

Decline Coverage

Benefits representative

Nicole King

xxkingn@apsu.edu
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QUESTIONS?

Thank you for your time, please let us know any questions you have about the
new system!




	Slide 1: govs suite employee self-service training
	Slide 2: Welcome!
	Slide 3: What Will Be Covered
	Slide 4: Logging in
	Slide 5: Getting Into Govs Suite
	Slide 6: Updating personal info
	Slide 7: Updating Personal Info
	Slide 8: Changing Photo
	Slide 9: Select Personal Information
	Slide 10: Select Personal Details
	Slide 11: In the Photo Section, Click the Pencil
	Slide 12: Drag and Drop a Photo
	Slide 13: Crop Your Photo and Select Save
	Slide 14: Your Photo is Now Uploaded!
	Slide 15: Updating Address 
	Slide 16: Click Personal Information
	Slide 17: Click Contact Info
	Slide 18: Click the Plus Sign to Add a New Address, Click the Pencil to Update Your Address
	Slide 19: Click Save 
	Slide 20: It Will Now Display Your New Address
	Slide 21: Updating Phone Information 
	Slide 22: Click Personal Information
	Slide 23: Click Contact Info
	Slide 24: Click the Plus Symbol
	Slide 25: Enter Your Phone Details, Then Click Save
	Slide 26: It Will Now Display Your New Phone Number
	Slide 27: Updating Marital Status 
	Slide 28: Click Personal Information
	Slide 29: Click Personal Details
	Slide 30: Click The Pencil Icon
	Slide 31: In The Marital Status Box, Select A Status
	Slide 32: Click Save
	Slide 33: After Saving, You Should See A Message That Says Pending Approval
	Slide 34: Updating Disability Info
	Slide 35: Click Personal Information
	Slide 36: Click Personal Details
	Slide 37: Scroll down to Disability Info and Click the Plus Symbol
	Slide 38: After Saving, You Should See A Message That Says Pending Approval
	Slide 39: Select the checkbox that applies
	Slide 40: Click Save
	Slide 41: Your changes will save and be submitted for approval
	Slide 42: Updating Veteran Status 
	Slide 43: Click Personal Information
	Slide 44: Click Personal Details
	Slide 45: Click The Pencil Icon
	Slide 46: Select Veteran Status From The Dropdown
	Slide 47: Click Save
	Slide 48: Your changes will now show as pending approval
	Slide 49: Updating Personal Email Address 
	Slide 50: Click Personal Information
	Slide 51: Click Contact Info
	Slide 52: Click the Plus Symbol
	Slide 53: Click Email Type Drop Down
	Slide 54: Click save
	Slide 55: You will now see your new email saved
	Slide 56: Adding a New Contact Relationship 
	Slide 57: Click Personal Information
	Slide 58: Click Family and Emergency Contacts
	Slide 59: Click the Plus Symbol
	Slide 60: Click the Continue Button
	Slide 61: Enter In Contact Details and Click Submit
	Slide 62: You will now see your new contact saved
	Slide 63: Viewing employment info
	Slide 64: Viewing Employment Info
	Slide 65: Click Personal Information
	Slide 66: Select Employment Info
	Slide 67: You will now see employment info
	Slide 68: Viewing your activity center
	Slide 69: My Activity Center
	Slide 70: Click My Activity Center
	Slide 71: This is your one-stop shop for your personal/employee info
	Slide 72: Viewing your compensation
	Slide 73: Viewing Compensation
	Slide 74: Click Personal Information
	Slide 75: Click My Compensation
	Slide 76: You Will Now See Compensation Info
	Slide 77: Viewing your representatives
	Slide 78: Viewing Representatives
	Slide 79: Click on Connections
	Slide 80: Search for your own name
	Slide 81: You will now see all of your representatives
	Slide 82: Viewing your payslip
	Slide 83: Viewing Payslip
	Slide 84: Click Pay
	Slide 85: Click My Payslips
	Slide 86: Updating your direct deposit
	Slide 87: Updating Direct Deposit
	Slide 88: Click Pay
	Slide 89: Select Payment Methods
	Slide 90: Click on Add
	Slide 91: Enter Bank Details then Click Create
	Slide 92: Updating your tax form
	Slide 93: Updating tax forms
	Slide 94: Click Pay
	Slide 95: Click Tax Witholding
	Slide 96: Click The Pencil Icon
	Slide 97: Click the Filing Status drop down to make changes
	Slide 98: Scroll to the bottom and check "I agree" then click Submit
	Slide 99: Viewing your benefits
	Slide 100: For your awareness... 
	Slide 101: Viewing Your Benefits
	Slide 102: Click Benefits
	Slide 103: You will now see your current benefits enrollment
	Slide 104: Questions?

