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GETTING STARTED WITH
THE EMPLOYEE PORTAL
FOR MANAGERS

This guide is designed to help managers navigate
the Employee Portal and find key details on payroll,
benefits, taxes, paid time off, documents, and
manager-specific tools in a more streamlined way.

It highlights the dashboard, key navigation areas,
messages, settings, and where to review or update
personal information, pay information, benefits, and
timekeeping details when available. Use this guide to
save time, keep records accurate, and stay informed
about important employer communications and
required actions.

When Would | Use This?

Use this guide when you:
¢ Signin to the Employee Portal for the first time.

e Need help finding payroll, benefits, tax, or
time-off information

e Want a quick refresher on where key features
are located

e Are new to using manager tools within the portal

Before You Begin
¢ You must have an active Employee Portal account.

e Available features may vary based on your role,
permissions, and company configuration.

Important Notes

e Portal features and menu options may vary based
on company setup and your role.

e |If you see options that differ from this guide or
need help completing a task, contact your
dedicated PrestigePEO HR Business Partner.
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PORTAL FUNDAMENTALS &

EMPLOYEE SELF SERVICE
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Employee Dashboard (Your Home Page)

The Employee Dashboard is the main landing page after the employee signs in. It provides a
high-level snapshot of the employee’s most important information, such as:

¢ Recent and upcoming pay information

¢ Paid Time Off balances

¢ Benefits summaries

¢ Company announcements and reminders

Use the dashboard to quickly check updates without navigating through multiple menus.
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berens incoln e 1. Download the App
ety £ pviim
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Fey ate ST Py e -
Bt Center
A Betsy Ross
“_» 488 Breakdawn 2. One-Time Account Setup
Wed L Dl o i fi .
Jane Seymour | Payroll Specialist Eit When you open the app for the first time:
S ey 00 » Complete the one-time setup process,
i Ba4252 1 * Create a secure d-digit PIN
View All Paystubss T Bfpina
, A = Enable biometric login (Face 10 or fingerpring) - highly recommended
@ for fast and secaire atcess.
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Paid Time Off i
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= Log into the Portal on your computer.
= Click your account dropdown in the upper-right comer.
= Seloct Mobile App QR Code.
+ Open the Prism ONE Mobile App snd scan the QR code wher
prompted
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for quick access,

New Messages r——
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New Employee Hired

i1 16
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Navigation Basics

Home Icon

The Home icon returns the employee to the Employee Dashboard from anywhere in the portal.
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Left-Hand Toolbar

The left-hand toolbar is the primary navigation menu. Each icon opens a different section of the

portal, such as Personal Information, Benefits, Pay, Time Off, Documents, and Training.
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Messages

The Messages area contains important communications from the employer or HR team,

including announcements, reminders, and time-sensitive updates.

Check messages regularly to avoid missing required actions.
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Employee Settings Menu

Access the Employee Settings Menu from the dropdown in the top-right corner of the

portal. From here, the employee can:

¢ Change the language preference

e Update notification settings

¢ Download a QR code for the mobile app
e Log out securely

Good evening, Alethia!

[ ey

s ‘[. E:. je {o |& B

B
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= N —
=
— -
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SRS e e

g o Alethia Prism o
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@ English v
Z\%’ My Preferences

=] sign In Settings

[ 8% Mobile App QR Code ]

Log Out
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Key Portal Sections

Personal Information
i ) ) H@me Personal
The Personal Information section allows the employee to view
and update your employment and personal records, including: 2 Employment Summary
Personal
° Employment summary Personal Info
- @
e Personal Information L T
¢ Contact information
[:-] Emergency Contacts
* Emergency contacts Benefis Canter
. Address Veteran Status
« Total Compensation rmielndn Address
e Driver’s License S Brfoers license
¢ Vehicle & Vehicle Insurance Policy information by
@ Total Compensation
Keeping this mformatpn up to date ensures accurate Paid Time OFf Vehicle Insurance Policies
records and communication.
Benefits o
= Benefits
If the organization offers benefits, the Benefits section
provides access to the enrolled benefit plans. 2 Summary
Personal
Dependents/Beneficiarieq
From here, the employee can: G .
N
* Review the benefits summary Benefits Flexible Spending
¢ Manage dependents and beneficiaries A Benefits Enroliment
. . Benefits Centel
e Complete benefits enrollment during open ‘ " ) o
- . Benefit Confirmation
enrollment or qualifying life events
. . . . Benefit Plan 2
¢ View benefits confirmations Web Links Life Events
Pay
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Benefits Center

The Benefits Center is a one-stop resource for understanding and managing the employee

benefits. Here, the employee can find helpful information about the benefits available to

them, access important resources, and get guidance to help them make informed decisions
throughout the year.

Use this icon to open detailed information in a new window.
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Good evening, Alethia!

Contact us

Abe Lincoln | HR Business Partner
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, Betsy Ross | Benefits Specialist
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View All Paystubs
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Upceming Time Off

View All

Available Time Off

PTOFT EEs
4217 Hours

SICK - &t BES

0 Hours

Benefits

Mot Enrolled In Benefits

Upcoming Paycheck

Pay Dare -

Duductions

View Benefits Summary

Life Events

Yau can change your henefits based on your qualifying life event by

Benefit Plan Web Links

The Benefit Plan Web Links reflects direct links to benefit carrier websites where the
employee can manage accounts, view claims, and access ID cards.

@

Hame

o]
o

Persanal

G

7

Benefits

N

Eenafics Canter

Benefit Plan
Web Links

S

Pay

O]

Paid Time OFF

O

Documents

=

Events

Benefit Plan Web Linkg
Aetna Website

Oxford / UHC Website
MetLife Dental Website
UHC Vision Website
MetLife (Davis) Vision
OPTUM FSA

OPTUM HSA

Guardian Website
Solstice Benefits
Transit

Cigna
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Pay Information

The Pay section allows the employee to manage payroll-related information, such as:

¢« Viewing pay history and pay statements

¢ Managing direct deposit accounts

e Accessing additional pay programs (if available)

Paid Time Off

@

Home

o
[

Persanal

G

RV
Benefits

N

Bensfits Canter

Benefit Plan
Web Links

s

Pay

Pay

Pay History
Payroll Inquiry
Direct Deposit

Juice Card Program

The Paid Time Off section allows the employee to:

« View available PTO balances
¢ Submit time-off requests

¢ Review past and upcoming PTO

i O tewuram

PTO FT EEs

Paid Time Off

Overvew  PTOFTEES  SIOK. AlIEEs

Tirme Off Overview

SICK - All EEs
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Documents

The Documents section provides access to important files shared by the employer, including

company forms, policy acknowledgments, and other employment-related documents.
Documents can be viewed online or downloaded for employee records.

When the employee opens this section, they may see multiple folders. These folders organize
documents that may be stored in different locations based on the employer’s configuration,
and each folder may contain different employment documents.

Documents

Events

The Events section displays company events and announcements so the employee can stay

informed about upcoming activities.

Home

o]
o

Fersonal

G

N
Benefits

N

Benefits Center

Benefit Plan
‘Web Links

S

Pay

O

Paid Time Off

(I

Documents

B

Events

Events

07/03/2026

July 4th Potluck - You're Invited!
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Tax Information

The Taxes section allows the employee to review your tax documents and current

withholding information, including W-2s, 1099s, and 1095-Cs (as applicable). They can also

update their tax elections at any time by submitting changes within this section.

Training

The Training section connects the employee to the organization’s training or risk
management platform, where they can complete required or optional courses.

@

Home

o]
o

Personal

@

Benefits

X

Benefits Center

Benefit Plan
Web Links

S

Pay

Paid Time Off

O

Documents

g
)
i
i

Taxes

Tax Withholding
W-2

1095-C

1099

i i®

=7

1 P T
¢ io ;4@
B g

B i@ {0

wn

§0 ¢

,,,,,

Training

NOvARREA

Risk Management Center

Welcome

Sign in

@)
=Y

SN IN
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Retirement Information

If the organization offers a retirement plan, the Retirement section displays contribution

totals and balances so the employee can monitor your savings.

Federal State Posting Notices

Documents

@ Retirement

Home

8 Summary

Perzonal

G

N
Benefits

N

Benefits Center

Benefit Flan
Web Links

Slavic

S

Pay

©

Paid Time OFf

@ 0

m
2
@
3
@

0§

Training

@1@

Retirement

The Federal/State Posting Notices section provides access to required employment posters

based on the work

location.

Note: These notices open in a new window.

e @ arim 3

Good evening, Alethia!

Contact us

Paid Tiene Off

Benefits

[ —

Life Events.

PrismONE App!

1, Dowmiload the App

Mew Messages

e

oERTE
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Timekeeping

The Timekeeping options and actions available to the employee may vary based on the
company’s time tracking configuration, including how they record time (such as clocking in/
out or entering hours manually), available pay or earning codes, scheduling features, and
the employee’s assigned permissions.

ExpensePath

Timekeeping

Your Time Today

- out Teaal (hemes)

&30am osohs o

roaisotar (SIS &

The ExpensePath options available in this section may vary depending on the company’s

configuration.

This includes how the company creates and submits expenses, what information is required,
and how the reports are reviewed and approved.

Barefes Corse:

P T 0

ExpensePath

Welcome Back Alethia

Draft Reports

Reports you are working on

Unattached Expenses

Your loose expenses

Receipt Gallery

Receipt images to add to expenses

Quick Receipt
Send a receipt to your account

o & & &
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FinFit

The options available in the FinFit section may vary depending on how the company

has configured financial wellness programs. This includes access to tools and resources
designed to support budgeting, financial planning, and overall financial well-being.

2
]

{=B{c

im

@ {& 0 e

a8
fa
34

W

LU

FinFit

= FinFit

Welcome back to your FinFit SafetyNet

&
d} Savings FLARO e saviogn + Your FinFit SafetyNet:
$2,719
@ Credit line Draw additional funds or make nm + ‘= |
§1269
0N
[, Personal loan Complete your spplication ma
‘@
Get advice from
your maney coach

Your last check-in:
046,17/2023
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MANAGER ESSENTIALS:

DAILY PEOPLE MANAGEMENT
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Manager Tools

Manager Dashboard

If you have manager permissions, you will see a Manager toggle at the top of the portal.
Switching to the Manager view provides access to tools for managing employees, approvals,

and HR actions.

) Good evening, Alethia!

My Emgioyees
My Approvals

o
2

oew

e
ol o Training Test
My Aot
PIO Calendin o Te<t Ob
5

Approval Type
-8 Sectlon 2

Approval Type

-8 Section 2

View My Appravals

My Employees

dio Jremy Prism
Fyecn iy
Report Center o Mobile App

Manag
Comuments
Finr Bacis]Sucs)

Waork PROME

Wwork Phone:

Vork Phone:

Wark Emailt

wiark Emall:

Wark Cmail:

Wiew My Employecs

Managing My Employees

This section explains how worksite managers can customize the My Employees directory
to display only the information and groups that are most relevant to their role. It covers

searching for employees, choosing which columns appear, filtering by categories, and

viewing employee details.

Customizing your directory view helps you work more efficiently by reducing clutter and
making it easier to find employee information.

When Would | Use This?

Use this section when you need to:

¢ Quickly locate a specific employee

e Customize which employee details appear in the directory

¢ Filter employees by department or other categories

* View additional employee details from the directory
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Getting Started

The My Employees screen displays a list of employees you have permission to view. From

this screen, you can:

e Search across available employee information

e Customize which columns are displayed

¢ Filter employees by category

e Open an employee’s record to view additional details

Steps:

1. Select My Employees.

My Employees

PTO Appreves: All

Department All

Petion: All

Alethia Frism

Alethia Brism

Alethia Privm

Type: All Seatise (1)

epartment

Leadership Team

Warshouse

Leadership Team

Warehouse

Warehouse

Leaderthin Team

Warehouse

Warehoure

Leadership Tesm

Warchouse

-
Payprcll & Compensation Manager
WAREHOUSE - NOC

Payroll & Compersation Manager
Vehicle Operator 7380 1¥Ex)
Director of People & Cultire
WAREHOLISE - NOT

Dirextor of Finance & Tax Comp
Director of Pecple & Cultore
Chiel Dperaning Dffcer

WAREHOUSE - NOC

& o Alzthis Prism S

g e ogates §

M Columes.

frpe Last Hirs Dsan St
Full Time 06r2IR020 ACTIVE
Full Teme 042026 ACTIVE
Full Tene: oanannze ACTIVE
Full Time [EUTTIE ACTIVE
Full Tine oar2ar2036 ACTIVE
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2. Enter search criteria in the search bar and review the filtered

results in the employee list.

2 My Employees

PTO Appreves: All

Department All

Petion: All

Alethia Frism

Alethia Brism

Alethia Privm

Type: All

& o Alzthis Prism S
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epartment

Leadership Team
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Leadership Team
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Warchouse
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Payprcll & Compensation Manager
WAREHOUSE - NOC

Payroll & Compersation Manager
Vehicle Operator 7380 1¥Ex)
Director of People & Cultire
WAREHOLUSE - NOT

Dirextor of Finance & Tax Comp
Director of Pecple & Cultore
Chiet Dperaning Dffcer
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Full Teme OTN2025 ALTIVE
Full Teme 052872026 ACTIVE
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Customizing Column Display Options
Use column display settings to choose which employee details appear in your directory view

Steps:

1. Select Columns.

2. Click the columns you want to include or exclude.

3. Select Apply.

4. Click a column header to sort employees by that field.
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Filtering Employees by Category

Use filters to narrow the employee list to specific categories, such as department.
Steps:

1. Select the category filter (for example, Department: AlD).

2. Check or uncheck categories to include or exclude employees.

3. Review the updated employee list.
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Filtering Example

¢ Uncheck a department to remove those employees from the list.

«  When only one department is checked, only employees in that department appear

in the directory.

For example: Uncheck the Warehouse option
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Viewing and Changing Employee Details

This section helps worksite managers view and maintain employee information in the
system. Keeping employee records accurate supports correct communication, payroll

processing, time-off tracking, and reporting.

Note: What you can see, or update depends on your assigned permissions.
Some options described in this guide may not be available to all managers.

When Would | Use This?

As a worksite manager, you may use the Employee Details screen to:

Look up employee contact information

Review job and employment details

Update addresses or emergency contacts (if permitted)

Check PTO and sick time balances

Initiate certain employment-related actions (based on permissions)

Important Notes

Customizing columns and filters only changes your view of the directory.
Access to employee information is permission-based.

Some employee details may be view-only.

Certain updates may require HR review or approval.

Contact HR or your system administrator if you have questions about access
or data visibility.
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Viewing Employee Details

From the My Employees dashboard, locate the employee you want to

Select the employee’s name to open their Employee Details record.

review.

— o OO o [ @i
@
My Employees
_,i,_%___ PTO Approver; Al Deparment: Al Poition: All Type: All Seatus (1] Q @ Columns
n.‘%‘:, o S 10 Appereer B Pevnien [I—— seara
i xésoar Losdarsiip Tesmn Puyeoh & Comprntation Manager o Ace
oo B33 Warehouse WAREHOUSE - NOC Full Time 022000 ACTIVE
L aiﬂ- WEEITT Rlethis Pram Lpackerihe Team Payroll & Compenation Manages Fusll Tiene (T80 ACTIVE
AM‘__“_ 3617 Warehouse Viehicke Operator 7380 {NEx] Fusl Time: 0326 ACTIVE
Er 56175 Flethis Py Warehoune Director of People b Culture Full Tieme LR ACTIVE
o ot K34008 Leadership Team WAREHOUSE - NOXC Full Time s ACTIVE

The Employee Details screen contains multiple tabs. Each tab organizes different types of
employee information.

Use the employee list to open and review additional information for a specific employee.
To view additional details about an employee, select their name to display the Employee
Details tab.

o QR o @t
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The employee details appear for viewing and editing.
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Employee Information Tabs

The Employee Information tabs organize key details about each employee into clear,

easy-to-navigate sections. As a worksite manager, you can use these tabs to review

employee records and make updates where permitted.

Each tab focuses on a specific type of information, such as personal details, job information,
pay, or time off. Some tabs allow edits, while others are view-only based on your role and

company permissions.

-
@ p—
o
=]
Elizabeth Prism
2 Payroil & Compensation Macager
ol
&
®
a1 Fersonalinfo  Umployment Detalls  Comtoctinfo  Addresses  EmergencyComiacts  Pay  Time Off I
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Personal Info
Use this tab to review or update basic personal information, such as:

¢ Legal name and preferred name (nickname)
* Date of birth

* Marital status

¢ Gender designation

* Tobacco user status

e Blind or Disabled designation
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Employment Details
Use this tab to review employment details, including:

e Job position
e Pay information

¢ Hire date

You may also update the following employment details:

e« PTO Approver

¢ Manager

*  Worksite Location
e  Department
Benefit Group

e Performance Review Dates

- Important: Changes to job, pay, or employment status require

HR involvement or approval.

¢
i
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Elizabeth Prism

aproll & Compenaation Manager

ipo
i

et PHR | pas | HS6177

®im iz o
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Contact Info
Use this tab to review or update:

Phone numbers
Email addresses

Keeping contact information current ensures employees receive important system and

company communications.

e N -~ (O =4 e Alethia Prism 7
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(]
e Contact Info
dn Ermail Phane
PNty Fioane (hoose your preferred emad 10 use for NOOACALIONS 3uch &5 BMe-0ff reguests, password resets, fogomen
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Use this tab to review or update employee address information, such as:

¢ Residential address
e Mailing address
e W-2 address

When would | use this?

An employee reports a change of address

You are verifying address information for records or payroll coordination
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Emergency Contacts

Use this tab to review emergency contact information on file for the employee.

Note: Depending on configuration, employees may also be able to manage their own
emergency contacts.
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Pay Information
Use this tab to view employee compensation details, such as:

e Current pay rate or salary
e Pay frequency (hourly or salaried)
e Standard hours, if applicable

When would | use this?

¢ To confirm an employee’s current pay information

e To answer basic employee questions

e To verify details before initiating a pay change request
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Time Off

Use this tab to review employee time-off information, including..

¢ Available PTO and sick time balances
¢ Planned future time off

e Historical time-off usage
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MANAGER TRANSACTIONS

& HR ACTIONS
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HR Actions (Permission-Based)

Some worksite managers may see an HR Actions menu on the Employee Details screen.

Available options depend on your role and permissions and may include:

¢ Reset Password - Sends a password recovery link to the employee
e Position Change - Initiates a job or position update

e Pay Rate Change - Submits a pay or hours change

e Status/Type Change - Updates employment status or classification

v

Elizabeth Prism

Pagrol & Compenastion Manager

g i oo i |®
. 1

PHR | pas | HSEYTT

Personalinfo  Employment Detalls  Contactinfo  Addeesses  EmergencyComtacts  Pay  TimeOF
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perscnal Info [E2H

ie {f

Proferred frst
Ehzabeth Priem Elrabeth Marniod Mo

V21671574 [51)

& @ et -

HR Actinns *

Changing an Employee’s Status or Type

This section explains how worksite managers can propose a change to an employee’s employment
status or type using the Status/Type Change action, when permitted. This process is used to
update an employee’s employment classification and, if applicable, adjust standard hours.

Status and type changes are sensitive actions and typically require HR or administrative approval

before taking effect.

When would | use this?

e An employee’s employment status needs to change (for example, active, leave, or other status)

« An employee’s employment type needs to be updated

e A future-dated status or type change has been approved

e Standard hours need to be adjusted as part of the change

¢ You need to review the history of prior status or type changes
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Entering a Status or Type Change

The Status/Type Change action is used to propose updates to an employee’s employment
status or type. The action includes two tabs:

¢ Detail - Used to enter and submit a proposed change

¢ History - Used to review previously submitted changes

All submitted changes are logged and may require approval before becoming effective.

All proposed changes are logged and may require approval before becoming effective.

¢ From the Manager Dashboard, locate and select the employee.
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¢ From the employee record, select HR Actions.
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Select Status/Type Change from the list.
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Select Add New on the Status/Type Change tab.
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In the Proposed changed action, update the following fields:

¢ New employment status
¢ New employment type
* Reason for the change

e Effective date of the change

Status/Type Change X

Proposed Change

* New Employment Status * New Employment Type

' v
* Reason * Status/Type Date

~ g

Update Employee’s Hours

Cancel Submit Changes
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(Optional) To update hours, select Update Employee’s Hours.

¢ Enter the New Standard Hours.

Enter New Default Time Sheet Hours, if applicable.

Status/Type Change X

Proposed Change
* New Employment Status * New Employment Type

ACTIVE ~ Full Time v

For this type, benefits will NOT be terminated if no longer eligible. This type code will be auto-
enrolled in any benefit plans.

* Reason * Status/Type Date

Other ~ 5] 06/25/2026

Update Employee's Hours

@ Only enter new hours if applicable. Changes to the standard hours field will create a Pay History
record for the employee.

New Standard Hours New Default Time Sheet Hours

Select Submit Changes.

Status/Type Change X

Proposed Change
* New Employment Status * New Employment Type

ACTIVE v Full Time Y

For this type, benefits will NOT be terminated if no longer eligible. This type code will be auto-
enrolled in any benefit plans.

* Reason * Status/Type Date

Other v 5] 06/25/2026

Update Employee's Hours

© Oonly enter new hours if applicable. Changes to the standard hours field will create a Pay History
record for the employee.

New Standard Hours New Default Time Sheet Hours

40 40|

Cancel Submit Changes
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Before applying the changes to the employee record, the system displays a warning message
to review the details to ensure accuracy. If everything is correct, select Yes, Change.

Status/Type Change "
Proposed Change
* New Emplayrment Status * New Empleyment Type
ACTIVE A%4 Full Time ~
A For this A be auto-
enrolled
Change Status/Type?
* Reason

Ara yall sure you want to change Mac Fleeton status from
Other ACTIVE to ACTIVE and type from Part Time Benefit Eligible tc
Full Time effective an 06/25/20267

B update

record [
New Standard Hours New Default Time Sheet Hours
an an

Cancel Submit Changes

After submission, a confirmation message displays indicating the employee’s status/type
change has been submitted for approval.

B Mac Fleeton Status/Type has been submitted for approval.

Status/Type Change

Proposed Change

* New Employment Status * New Employment Type

* Reason * Status/Type Date

B

Updare Employes's Hours

Cancel Submit Changes
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Reviewing Status or Type Change History

Use the History tab to review previously submitted status or type changes.

What the manager can view

e Prior status and type changes
« Effective dates of changes

¢ Reasons provided

* Approval timing

Permission notes

e History is view-only.

e Historical records cannot be edited.

Important Notes

e Status and type changes affect employment classification and payroll.

e Always confirm required approvals before submitting a change.

e Changes may be future-dated.

¢ Standard hours updates may impact time sheets and payroll.

e Historical records are view-only.
e |If an option is not visible, it is due to permission settings.
¢ Contact HR or your system administrator with questions.

Once approved, the updated pay rate is reflected in the employee’s Status/Type Change >

History details as of the effective date.

=
- Mac Fleeton
£ r—\" Director of Finance & Tax Comg
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Current Information
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Changing an Employee’s Pay Rate

This section explains how worksite managers can submit a pay rate change request for an
employee when permitted. It covers how to enter a new pay rate and standard hours, select
effective dates and reasons, and review pay rate history.

Pay rate changes are sensitive actions and may require HR or administrative review before
taking effect.

When Would | Use This?
Use this section when:

¢ An employee’s pay rate needs to be updated
¢ An employee’s standard hours need to be adjusted
e A future-dated pay change has been approved

* You need to review an employee’s pay rate or hours history

Accessing the Pay Rate Change Action

The Pay Rate Change action allows permitted managers to propose updates to an
employee’s pay rate and standard hours. Submitted changes are logged and may require
approval before becoming effective.

Managers submit pay rate change requests; payroll processing occurs after approval.

1. Signin to the Portal and from the Manager Dashboard locate and select the employee
whose pay rate needs to be updated.
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From the employee record, select HR Actions.
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Entering Pay Rate and Hours Details

The Pay Rate Change action appears for entry.

Update the following information:

Pay rate - The amount the employee is paid.

Pay period - The time period used to calculate the employee’s pay.
Standard hours - The employee’s regularly scheduled work hours.
Hours period - The time period the standard hours apply to.
Effective date - The date the pay rate or hours change takes effect.

Reason for the change - The explanation for why the pay rate or
hours update is being made.

Pay Rate Change

Proposed Change
* New Pay Rate * New Standard Hours

per v per

New Annualized Pay

Auto Pay Time Card (&

* Effective Date

B

* Reason

Cancel Submit Changes
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In the New Pay Rate field, enter the employee’s new pay rate.

In the corresponding Select Period field, select the pay period.

Pay Rate Change X

Proposed Change

* New Pay Rate * New Standard Hours

$6,800 per  Monthly v per v

New Annualized Pay
$81,600.00

Auto Pay Time Card @

* Effective Date

|

* Reason

Cancel Submit Changes

In the New Standard Hours field, enter the employee’s new hours.

In the corresponding Select Period field, select the period for the employee’s new hours.

Pay Rate Change X

Proposed Change

* New Pay Rate * New Standard Hours

per v per v

New Annualized Pay

Auto Pay Time Card (&

* Effective Date

8

* Reason

Cancel Submit Changes
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After the new standard hours is entered, the system will display the annualized pay amount.

Pay Rate Change X

Proposed Change

* New Pay Rate * New Standard Hours

$6,800 per Monthly Y 40 per Weekly ~

New Annualized Pay
$81,600.00

Auto Pay Time Card (3

* Effective Date

B

* Reason

Cancel Submit Changes

In the Effective Date field, select the effective date for the pay rate change.

Pay Rate Change X

Proposed Change
* New Pay Rate * New Standard Hours

$6,800 per Monthly v 40 per  Weekly v

New Annualized Pay
$81,600.00

Auto Pay Time Card &

* Effective Date

B

* Reason

Cancel Submit Changes
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In the Reason field, select a reason for the pay rate change.

Pay Rate Change

Proposed Change
* New Pay Rate

$6,800 per Monthly ~

New Annualized Pay
$81,600.00

Auto Pay Time Card @

* Effective Date

£ 06/25/2026

* New Standard Hours

40 per Weekly ~

* Reason

Cancel Submit Changes

Click Submit Changes to save the record.

Pay Rate Change

Proposed Change
* New Pay Rate

$6,800 per Monthly v

New Annualized Pay
$81,600.00

Auto Pay Time Card @

* Effective Date

£ 06/25/2026

* Reason

Merit Increase

X
* New Standard Hours
40 per  Weekly v
N

Cancel Submit Changes
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Before applying the changes to the employee record, the system displays a warning message
to review the details to ensure accuracy. If everything is correct, select Yes, Change.

Pay Rate Change o4

Proposed Change

* New Pay Rate * New Standard Hours

$6,800 dy ~
New Annual &
$81,600.00 Pay Rate Change
Auto Pay Tir Are you sure you want to change Sunny Weston pay rate from

$ 6,750 per month to $ 6,800 per monthly effective on
06/25/20267

* Effective C

£ 06/25/2 Cancel Yes, Change
* Reason

Merit Increase v

Cancel Submit Changes

Submission Confirmation

After submission, a confirmation message displays indicating the pay rate change has been
submitted for approval.

, i = i o
i - O & Q.. -
@ @ his pay rate change has been sebmiterd for spproval. X
a2
St
& Sunny Weston
a Warehouse Manager
']
@ it PR | paa | HI3HST
®
Tona v Personslinds  Emphoymert Ostels  Contactinfo  Addrmsses  EmenuncyComtacts  Bay  TineOff [r—
n]
o [O— Pay Rate Change  [[EEE
dB ¥ Current Information
ko | Pay Rate Change A L ] e
=2 $ 6,750 par menth Morthy $81,000.00 LR
Hiszon
[m] Y
e Q
-
wannese 5000 Moothty  1onne saosane
wsacar w50 — Vingoo “
e
.
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Reviewing Pay Rate and Hours History
Use this section to review new and previous pay rate and standard hours changes for the employee.
What the manager can view

e Previous pay rates
¢ Previous standard hours
e Effective dates of changes

Once approved, the updated pay rate is reflected in the employee’s Pay History.

Navigate to Pay > Payroll Inquiry > Pay History to review the change as of the effective date.

- o D 2@ e -

2
o
a Sunny Weston
= Warehouse Manager

HESS? PHR | pea | HIHST
Tee e Persenal Info Empleymant Detail  Contactinfs  Addresses  Emergency Cotacts v.m.nn 8 Actions

Pay History Payroll Inquiry

o | Payre ingutry
. R T O
Pay kaie

$E00.004pear 0. 74 pear Mera increase I

When Would | Use This?
Use this section when:

¢ Pay rate changes are sensitive and closely controlled.

¢ Always confirm required approvals before submitting a change.

« Changes may be future-dated using the effective date.

¢ Updating standard hours may impact time sheets and payroll calculations.
e Annualized pay updates automatically based on entered values.

e Pay rate and hours history is view=-only once submitted.

e |If an option is not visible, it is due to permission settings.

¢ Contact HR or your system administrator with questions.
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Processing an Employee Position Change

This section explains how worksite managers can submit a position change for an employee when
permitted. Use this process for promotions, transfers, demotions, or other role changes to ensure
employee records remain accurate.

Position changes are sensitive actions and may require HR or administrative review before taking effect.

Use this when:

e An employee’s job role or title is changing

¢ An employee is transferring to a different position or department
e A position change has been approved and needs to be scheduled
e The employee is not being terminated or rehired

The Position Change action allows permitted managers to submit a proposed update to an employee’s
position. Changes are effective on the selected start date and are tracked in position history.

Managers submit position change requests; final updates may require HR review.

Important Notes

* Position changes are sensitive and closely controlled.

¢« Always confirm approvals before submitting a change.
 Changes may be future-dated.

e Historical position records are view-only.

e If an option is not visible, it is due to permission settings.
e Contact HR or your system administrator with questions.
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Accessing the Position Change Action

1.  From the Manager Dashboard, navigate to My Employees and select the employee
whose position is changing.

(=4 ° Aty e

A —

P10 Gt

My Employees

P10 Approver: All Oepartment: All Pasition: All Type: Al Satusc (1) Q@

name - Smpsayes 0 P10 Appraves Bepartment

@ cigra Ten XES047 Leaderitig Team
33851 - [
HEs177 Alethia Prism Leaderihip Tesm
s - Wareheuse
T Alethia Prism Warehguse
K304 - Lasderihip Team
F13855 - Warebemrie
w1084 Alethia Privm Warebere
003 - Lesdortip Tesm
s - Waretane

Pasniea

Payroll & Campenastion Mansger

WAREOUSE - HOC

Payrell & Companaation Manager

Webicle Giperator 7380 (NEx)
Derestor of People & Culture
WAREHOUSE - NOE

Director of Frunse & Tax Comp
Director of Pecple & Culire
Chief Cperating Officer

WAREYSOUISE - WOC

M Columes

Trpe Last Hire Dase Statun

Fl Time 062272026 ACTNVE
Ful Time. DU022026 ALTIVE
Pl Tumie. 0272412026 ACTNVE
Full Time. DV4202 ACTIVE
Full Time. DV242026 ACTIVE
Pl Timg 1312025 ACTIVE
Pl Thme. 02152023 ACTIVE
P Time 04012026 ACTIVE
Fudl Time 0012025 ACTIVE
Fudl Time. 0528026 ACTIVE

15 of

2. From the

employee record, select HR Actions.

\ Krista McVie

WAREHOUSE - NOC

Personal info.  EmploymenaDetails  Contactinfo  Addresses  EmergencyContacts  Pay  Time Off

Personal Info

Legal Narme Pruferred st Narms
Keista Mciie
Rickname Barthdate (Agol

£ 2N 21971 {55

Ml Searus
Singhe

I=4 o Rlethia Prism

metasts s s &

4 ki et Prism
- . SR et B
@ M Empioyee + tmplopes Geta
oy Empicynen. S -
Krista McVie
2 WAREHOUSE - NOT
ol
papprmemn
Ernpsloyve iD skl Ganpldipes 10
K004 PHA | pea | K304
10 Cancer
- Personal info Employment Details  Costactinfe  ASdresses  Emergency Comtacts  Pay  Time Off
ey e
r
. personal Info [EEH
& Lagal Marme Praferrad Frs: Narma Martal sty Tebu
Papmmem, Kt Mevie Single No
Hackrame frthdate (Agel e ]
sesan tamee £ 02121971 (55
o Gender 3 Gender Desgnation &
ey Female
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4. Select Add New to create a new position change.

- -
oy Brpiaren e "
a Krista McVie
= WAREHOUSE - NOC
of
& K300 PR | poa | K304 e
10 Camar
Tome Shen Personal info Employment Details  Comtactinfs  Addresses  EmergencyComtacts  Pay  Time Off
o oo Reset Password Position Change|
o8 | Pesmion Change Current Information
) Pay Rate Change Posa .
Q WAREHOUSE - 80C 10
i Status/Type Change
History
[ Termination
twagy Q
EMectivaBate .  Pouban

hia Pri 5
2| @ S,

R Artions

Complete all required fields in the Change Position window:

¢ Required fields are marked with an asterisk (*).

Change Position

Proposed Change

* Position

* Position Start Date

~ 5

* Reason

Based on Recent Review (Date)

v B

Cancel Submit Changes

5. In Position, enter the employee’s new position.

Change Position

Proposed Change

* Position

Vehicle Operator 7380 (NEx)

* Reason

* Position Start Date

v B

Based on Recent Review (Date)

v B

Cancel Submit Changes
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6. In Position Start Date, enter the date the new position becomes effective.

Change Position X

Proposed Change

* Position * Position Start Date
Vehicle Operator 7380 (NEx) ~ £ 06/25/2026

* Reason Based on Recent Review (Date)
Other v B

Cancel Submit Changes

7. In Reason Code, enter the reason for the position change (for example,
promotion or transfer).

Change Position X

Proposed Change

* Position

Vehicle Operator 7380 (NEx)

* Reason

* Position Start Date

[ 06/25/2026

Based on Recent Review (Date)

v ]

Cancel Submit Changes

8. (Optional) In Based on Recent Review Date Of, enter the date of the
employee’s most recent performance review.

Change Position X

Proposed Change

* Position * Position Start Date

Vehicle Operator 7380 (NEx) ~ ) 06/25/2026
* Reason Based on Recent Review (Date)
Other v B 06/22/2026

Cancel Submit Changes
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Submitting the Position Change

Final review and submission

1. Review all entered information.
2. Select Submit Changes. needs to be reset.

Change Position X

Proposed Change

* Position * Position Start Date

Vehicle Operator 7380 (NEx) v ) 06/25/2026
* Reason Based on Recent Review (Date)
Other ~ (55 06/22/2026

Cancel Submit Changes

3. When prompted, confirm by selecting Yes, Change.

Once confirmed, the system will update the employee’s position on the selected start date.

®

Change Position?

Are you sure you want to change Krista McVie position from
WAREHOUSE - NOC to Vehicle Operator 7380 (NEx) effective
on 06/25/20267

Cancel Yes, Change
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After You Submit

The updated position will appear in the employee’s Position Change History.

- - & @ Meourm
3
B = . D trphryee Pavtion rvrinbly spdated. 3
2
2
d
m e | pea | CHOOM
®
s ananallohy  mplaynesi Doty Contaciinds  Addman  Umerpercy Corcacts Py Tova O v Aman
]
— Pasition Change [EEETEE
o Current Infarmution
=) e e e TR
b Histaey
=] s =
............
I.uA_,_-,,
o

The employee’s Employment Details update on the effective date.

The change may be reviewed or approved by HR, depending on your organization’s process.

- -
)
2
"o Y Krista Mcvie
S:j_' J V| e
an
.|| iy

®
arrre Purssead ek Cortmctindy  Addowmes  ImerpercyCoccacts  Pay  Tiwa O

Emplayment Detalls [N

& @ Lo,

8 rsara
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Resetting an Employee’s Portal Password

This section explains how worksite managers can initiate a portal password reset for an
employee when permitted. It outlines how to access the employee record, send a password
recovery link, and confirm the request was successfully submitted.

Password resets are typically used when an employee is unable to access their portal and
cannot complete the self-service recovery process.

When Would | Use This?
Use this section when:

« An employee reports they cannot log in to the employee portal
e The employee is unable to reset their password using self-service options
* You are authorized to initiate a password reset on the employee’s behalf

Initiating a Password Reset

Password resets are initiated from the employee’s record. When you submit a reset request,
the system sends the employee a secure recovery link. The employee must complete the
reset using that link.

Managers do not set or view employee passwords.

1. From the Manager Dashboard and locate and select the employee whose password
needs to be reset.

Payroll & Compensation Manager Full Time

ACTIVE
WAREHOUSE - NOC Full Time ACTIVE
ACTIVE

ACTIVE

e
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2. Open the HR Actions menu and select Reset Password to send a recovery link.

2

o)

2
Vi @ Devon Mirage

4

ms U pes | RIM!

Periceslinde  imploneraDetaf  Contsctife  Adfresies  UmergrocyCostwti  Poy  TimeON Ao -

Jom, personal info [
Dwreon Mragn

e e = 1TV 2

To reset an employee’s password, select Password Reset and choose the email address or
mobile phone number to receive the recovery link.

.
& @ e g
-
i)

s BU | pea | LML

3| R S R
Password Reset
Select Send Password Reset to send the recovery link to the employee.
= o o Qi -
L .
3 @ Devon irage
®
wosten Personalinfo  Employment Dwiads  Contactinls  Addoesses  Emergery Comca  Pay  Time Off R Actions

| Benet Panvword Password Reset
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Confirmation and Employee Next Steps

After the reset is sent, the system displays confirmation that the password reset link was sent.

The employee receives the recovery link by the selected delivery method and then the

employee follows the instructions in the link to create a new password.

¢ Managers cannot see or reset the employee’s actual password.

e The recovery link is secure and time-limited.

¢ |If the employee does not receive the link, verify their contact information.

i [

©  The passward reset bk has been sent 3

I

3 5 g £
i@ im 1o Jpo

£

Devon Mirage
WAREHOUSE - NOC

BazEsy PHR | pea | BI38S1

ile

Personal info  Employment Detalls  Comtactinfe  Addresses  Emergency Comtacts  Pay  Time OF

| Reser Password Passwaord Resat

s 6
| @ ot

MR Actons ~
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Reviewing, Approving, or Denying
Employee Time-Off Requests

This section explains how worksite managers can review and respond to employee time-off
requests using the My Approvals area. It covers how to access pending requests, review request
details and balances, and either approve or deny time-off requests when permitted.

Use this guide to ensure time-off decisions are made with full visibility into available balances,
accruals, and submitted comments, while staying within your assigned permissions.

When Would | Use This?
Use this section when:

* Review pending employee time-off requests
* View available and pending time-off balances
e Approve a single time-off request

e Approve multiple time-off requests at once

¢ Deny a time-off request and provide a reason

Important Notes

e Always review available and pending balances before approving or denying time-off.
+ Denying a request requires a reason.

¢« Denied requests can be resubmitted by the employee.

* Approval and denial actions are permission-based.

 Approving or denying a request does not change company time-off policies.

e |If an option is not visible, it is due to permission settings.

e Contact HR or your system administrator with questions about time-off policies or access.

PrestigePRO Manager Enhancements User Guide .‘ PrestigePEO”



My Approvals

The My Approvals screen displays time-off requests with a status of pending review.

From this screen, you can:

¢ Review high-level request information

¢ Open request details

e Approve or deny requests (if permitted)

From the Manager Dashboard, access My Approvals using one of the following methods:

* From the My Approvals widget on the Manager Dashboard

* From the toolbar, select My Approvals

J—-—

Good evening, Alethial

My Approvals View My Approvals
My Employees Wiew My Employees
ark Frane: Wik Emat:
i Pri 5 3
wark Prane: Wek Emal
727-741-2563 Davan@tsodmaciogistes com

Wik Ehang;
F28-541-2354

Work Ehane; Werk fmnai:

Sty Weston 727-741-1556 sunay@flestoadmaciogistics.com
Wk Phane! Wisek [t

Ma Fleeton 452-782-1453 jokersmommyT455@gmail com
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Reviewing Time-Off Request Details
Use this section to review all relevant information before approving a request.

¢ Reviewing the details of a submitted time-off request
¢« Viewing balances and accrual information to support approval decisions

Select the More Details drop-down arrow to display additional information for the
time-off request.

- roiore: (TR 68| @) Soh
@
My Approvals
2
. SelectAll TypecAll 1
=" " - e Date
]
o o Teroe \9Saczand o120 o220 =3
® ‘ . .,
H o vegisn
&t

The More Details drop-down arrow displays:

¢ Pending time-off balance - Projected balance including pending requests

e Available time-off balance - Current balance available for use

¢ Year-to-date accruals and usage - Hours earned and used so far this year

e Applicable carryover hours - Hours carried over from a prior period, if applicable
¢ Submission date - Date the request was submitted

e Submitting employee - Employee who submitted the request

e Comments included with the request - Notes provided with the request

—e & @ Meturmn o
@
w~ My Approvals
2
[ il SelectAll TypacAll @
o
° Trfnieg st 19 Sacmen 2 122026 DENRI02E =3
ol
® @ oienii g Fortpe® =
® S T y
e""'i"""‘ Lasie Recuest o BT ENIT02E 4 Hours AP oyl
o
rer ™
Pt a7
ol e
e L7 s alethisgrsm
2
frzoet o g 1
O
.
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Approving / Denying Time-Off Requests

Use this section to respond to time-off requests by approving or denying them, depending
on the situation and your permissions.

What the manager can view or update (if permitted)

e Approve individual time-off requests
*  Approve multiple time-off requests at once

¢« Deny individual time-off requests with a required reason

Approving an Individual Request

Use this option when reviewing and responding to one request at a time.

Steps:
1. Locate the time-off request in My Approvals.
2. Review the request details.

3. Select Approve on the corresponding request.

Netaprsm
@

My Approvals

2

= SelectAll TypaiAl  Q

Se

i @ Dat:

ﬂ!

@ ° T L) 54.@:.:‘1 0182026 062172026 m

2 | [o @ =-
H

]

= Qe I ot sox [ torore RIS
(| .
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Approving Multiple Requests at Once

Use this option to quickly approve several requests when appropriate.

Steps:

1. Select Select All to choose multiple pending requests.

2. Select Approve Requests.

- - Oy & @ M
@r
— My Approvals
e
= @ e i ==
o
@ Teen Wiachon | e |
®
[ | a @ vorran oy
a I

Denying a Time-Off Request

Use this option when a time-off request cannot be approved and needs to be returned

to the employee.

Important Notes

« Denying a request does not delete it.

e A denial reason is required.

¢ Denied requests may be updated and resubmitted by the employee.

¢ Managers do not adjust time-off balances when denying requests.

Steps:

Locate the time-off request in My Approvals.

Review the request details.

Enter the required denial reason.

1.
2
3. Select Deny on the corresponding request.
4
5

Select Deny Request to confirm.

Once the request is denied, its status updates and the employee is notified of the

reason for the denial.

=
= My Approvals
B | Oean en 6
Sf
= " y—
&
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®
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)
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Team PTO Calendar

This section explains how worksite managers can use the Team PTO Calendar to view
employee paid time off (PTO). It covers how to review pending and approved PTO, filter and
search requests, switch between calendar and list views, and view request details.

The Team PTO Calendar is a viewing and planning tool and does not replace the PTO
approval process.

When Would | Use This?

View upcoming employee PTO

Plan coverage for your team

Review pending or approved PTO requests
Quickly see who is out on specific dates

View details and notes for a PTO request

Viewing PTO on the Calendar

Sign in to the Portal and from the Manager Dashboard., navigate to PTO Calendar or
Team PTO Calendar.

-~ 9
N [ Employee (R

= Good evening, Alethia!

My Approvals View My Approvals

-
Approval Type
ol Training Test 1-8 Section 2
Wy Agprarils
@ Approval Type
Pl Laienasr Test Ob 1-9 Section 2
Tiee Sheet
Approval Type
D Kathy Prizm Leave Request
preval Type
dl] Elizabath Prism Leave Request
Peyre Higaey

PeporeCerner spproval Type
|eremy Prism Leave Request
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The Team PTO Calendar displays employee PTO in either a monthly calendar view or a
list view. You can filter and search the calendar to focus on specific PTO types, request

statuses, or employees.

Only PTO requests you are permitted to view appear on the calendar.

-~ - o= El
£ pTO Calendar
il " y . S =
®
B
D B n »
—
Review PTO directly on the monthly calendar.
Select a PTO entry to view the associated time and notes.
- - o= El
£ pTO Calendar
il b y B S =
®
-
B
D = » )
— e e
" 5
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Viewing PTO in List View

Use the list view to review PTO requests in a table format.

1. Select View.

2. Switch from Calendar to List.

P

PTO Calendar
PTOType: AN StatusAll 9
[ Subscribe to Calendar

€ ) deemm -

Sumny

@ henemt
@ pendng Apeol

(=4 ° :um« Pm-: 5

=
oo s s = o S
i . . .

n 28 * o

,.

View: Calendar

PTO requests are displayed in a

list view instead of the calendar view.

v

£

b2 fo B

e je in !
TR 15§

i
i

o

PTO Calendar

SR ot

PO Type: AR Statuw: All QL M Cohumen
Date Range: £/1/2006 - &/20/200% -
Subscribe to Calendar Views List v
Emplayes Trwe Bart Dare tnd Bare e Hates Aarisns
[ E PIOFT £Es DA30/2026 DATIV2024 200 Approved Wiew in calendar
[ PTO FY £5 DG 06IAUE #0 Mpproved Wiew in calendar
O e SICK- ANEES DE252026 082672026 1600 Perding Appreval Wikw in exlendar
Q PTOFT £6s 061772026 DEWRE 100 Perding Apprtnil iew in eatendar
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Subscribing to the Team PTO Calendar

Use this option to subscribe to the Team PTO Calendar in an external calendar application
(such as Outlook or Google Calendar). This allows you to view employee PTO events
alongside your own calendar.

Subscribing provides view-only access and does not allow you to edit PTO requests.
The subscribed calendar is read-only.

Subscription access is permission-based.

NI SIS

If you no longer want the calendar, you can remove the subscription from your
calendar application.

Important Notes

1. Subscribing helps with planning and visibility but does not replace approvals.
2. Use My Approvals to take action on PTO requests.
3. If the subscription option is not visible, it is due to permission settings.

Steps:

1. From the Team PTO Calendar, select Subscribe to Calendar.

-~ | @ it v
2 PTO Calendar
‘,‘,,g’; . PO Type wAll @ m Cok
& %
» it
2 = == S =
9 S . o
0 siikE o ST
=]
2. Select Generate Calendar Link.
Subscribe to Team Calendar x

Generate a calendar link below and use it to subscribe your team calendar.

Generate Calendar Link

Close
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3. Copy the generated calendar link.
4. Paste the link into your internet browser to generate the calender import file.

5. Import the file into your preferred calendar application to complete the subscription.

° Successfully generated new calendar link. X

Subscribe to Team Calendar x

Copy the calendar link below and use it to subscribe your team calendar.
https://steusprodptocalendar.blob.core.windows.net/calendar-feeds/017f180a-0d24-447¢ LD

Calendar subscriptions updates nightly.

‘You can generate a new subscription link at any time if you think scmeone who shouldn't be able to see your team
events has the link.

Generate New Link Delete Subscription

Close
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How the subscription works

After importing the calendar into Outlook, employee PTO events appear alongside your
existing calendar events or as a separate calendar and update automatically.

1. The subscribed calendar updates automatically when PTO requests are added,
approved, or changed.
Only PTO events you are permitted to view appear on the subscribed calendar.
Changes to PTO requests must still be completed in the portal.
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New Hire Dashboard

This section explains how worksite managers use the New Hire Dashboard to initiate the
hiring process for a new employee. It covers entering required employee information,
sending a Welcome Message, and managing new hire records before onboarding is
completed.

The New Hire Dashboard supports data entry and coordination; final onboarding steps may
require employee action or HR review.

When Would | Use This?

e Add a new employee to the system

e Enter personal, employment, and pay information
e Send or resend a Welcome Message

* Review or update a pending new hire record

¢  Remove a new hire record that was entered in error

Beginning the Hiring Process

The New Hire Dashboard displays new employee records that are in progress. From this
screen, you can:

e Start a new hire

e Filter and search existing new hire records
¢ Send or resend Welcome Messages

*  View, edit, or delete new hire entries

Only records you are permitted to view or manage appear on the dashboard.

Steps:

1. From the Manager Dashboard, navigate to New Hire or New Hire Dashboard.

o Good evening, Alethial

My Approvals | Wiew My Approvals |

ew Hire
° ApprovaiType Review
I:Im Training Test |-8 Seciion 2
My Approvals
@ Approval Type
IO Exend ° Test Ob 119 Section 2
®

Kathy Prism
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2. To add a new employee to the system, select Hire New Employee.

. ] | e

.

@ ;

= New Hire
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eI Hire Stavunc Al Hired By All
ol StatDate: AN Hire Date: Al
e
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3. The New Hire Action displays.

Note: Required fields are indicated by an asterisk*.
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5. Enter work details in the Employment Details section.

= — o @ pemn -
g ) New Hire Form Tors Stvms,
= e
—r— Emgiloyee Personal 1nfo 2
2,
0
Ma‘ Emgloyment Detaits
o [ o e
6. Enter benefit group information in the Benefit Details section.
S e o @ v, -
;' Employment Desails "'":'_
b
o : g

Benefit Details

Emgloyee Pay Decaits

7. Enter pay information in the Employee Pay Details section.

- e D =] e SR

i
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Benefit Detalls
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Emgiloyee Pay Details
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8. Respond to any applicable required state questions in the State New Hire
Questions section.

- e o @ -

Employee Pay Detaily
=y e

Pareg b sctinn

M Hirw Questiars for N

9. Select Save to record the employee’s information in the system.

Employee Pay Details

........

Wow Hirw Questiors for N
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Sending the Welcome Message

Use the Welcome Message to allow the employee to complete their portal setup

Steps:

1.  On the Next Steps action, select Personal Email.
2. Enter the employee’s email address.
3. Select Send Message.

Next Steps X

SEND INWITE  WSE CODE (KIOSK)

The Welcome Message will centain a link that the employee will use to centinue the hiring process. It

walll e et 16 the fallowing contact infarmation

Send Message | G0 to Drashboard

Providing Kiosk Access
Use kiosk access to send the welcome message when:

e The employee does not have an email address
¢ The employee does not have a mobile phone
e The employee will complete onboarding on-site

e A shared computer or kiosk is available

How kiosk access works

1. The employee is provided a Welcome Code instead of a welcome email.
2. The employee uses the Welcome Code at a kiosk or shared computer.
3. The employee enters their own login and personal information securely.
4. Provide the Welcome Code and Employee Portal link to the employee.
5. Direct the employee to the kiosk or shared workstation to complete setup.

Next Steps X

SEND INVITE USE CODE (KIOSK)

New hires without a phone or email address can continue the onboarding process by clicking the link

below and entering the Welcome Code.

To use the Welcome Code, use this link:

https://pea-ep.prismhr.com/uex/#/auth/enter-welcome-code

Enter this Welcome Code:

44914
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Once the welcome information is shared with the employee, select Go to Dashboard to

return to the New Hire Dashboard.

Next Steps

SEND INVITE USE CODE (KIOSK)

New hires without a phone or email address can continue the onboarding process by clicking the link

below and entering the Welcome Code

To use the Welcome Code, use this link:

https://pea-ep.prismhr.com/uex/i#fauth/enter-welcome-code

Enter this Welcome Code:

44914

Go to Dashboard

A confirmation notification appears indicating the employee has been successfully entered

into the system.

= N
@ .
Pk New Hire ©  Toni Silveira has susccessfully been entered. X
2
Urtreeses  Candidates  NewHies  Completed
o4
e boire Satus Ml Wied By Al Q m cc
o StartDate: Al Hire Date: Al
i Nome - Emplogse 1o e Gate
® @ coincage owoarn
Lo @ Fronk jones Frogres 5999 o5 ¥a26
o © ronsiveea ot Started o8e262026 06123
presie)

& @ Mt

[ Hire New Empioyee ]
ired by
Aot osey - Prism 4 eB
500 - Keiry Demo 78
“mese

What Happens Next for the Employee
After the manager enters the employee’s information:

1. The employee receives a Welcome Message email.

2. The email contains a secure link.
The employee uses the link to:

Set up their Employee Portal login
Provide Social Security information through a secure site
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Filtering and Managing New Hire Records
Use filters and icons to locate and manage new hire records.
Available options

e Hiring Status - Filters new hire records by status.

e Search - Enter criteria to locate a specific new hire.
Action icons

¢ Send Welcome Message (Paper Airplane) - Resends the Welcome Message email.
e View Welcome Code (123) - Displays the employee’s Welcome Code.

e Edit (Pencil) - Opens the new hire record for editing.

* Delete (Trash Can) - Deletes the new hire record.

- Note: Deleting an employee from the dashboard removes them from the Portal view only.

- If the employee has already been created in Onboarding or has an employee record,
you must also run the Delete Unused Employee utility in Core to fully remove all
associated data.

- If the employee was only entered in the Portal and has not logged in, deleting them
from the dashboard is sufficient.

- Important: If the employee has already been paid, they cannot be deleted and must
be terminated instead.

.. o @ sl o
,@ New Hire © Toni Silveira has sccessfully been entered. X
B
»_%.‘. Wied By Al Q B Colims
L e ot
i@ mpte o _
.-.é.,. —
o N9 jenr /B
L:) Not Started 06/26/2026 Alethia josey <4 3 s08
s
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Reviewing Completed New Hires

Use the Completed tab to review employees who have successfully completed the new hire
process and finished required onboarding steps.

What the manager can view

e Completed new hire records
¢ Confirmation that onboarding steps were completed
¢ Basic hire details for reference

Important notes

e The Completed tab is view=-only.
* No edits or onboarding actions are available from this tab.

e Employees listed here are now active and managed through standard employee records.
from the dashboard is sufficient.

New Hire

Hire M £rm)
oo wowinies [conpind

a

Name Wire Statn Emplayee 10

i i {0 00
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Processing an Employee Termination

This section explains how worksite managers can submit a proposed employee termination
when permitted. It walks through how to access the termination action, complete required

termination details, review unpaid PTO information, and submit the termination request for
processing.

Employee terminations are sensitive actions and require HR or administrative review before
being finalized.

When Would | Use This?

¢ An employee’s employment needs to be ended

e A future-dated termination has been approved

*  You are authorized to submit termination requests

e You need to document termination details and reasons

The Termination process allows permitted managers to submit a proposed termination.

The request includes required employment details, rehire eligibility, direct deposit handling,
approval reassignment, and unpaid PTO review.

Managers submit the request; termination processing and finalization occur after review.

Important Notes

«  Employee terminations are sensitive and closely controlled.

¢« Always confirm internal approvals before submitting a termination.
e Terminations may be future-dated.

e PTO handling is governed by state regulations.

e Reassigning approvals ensures workflow continuity.

e If an option is not visible, it is due to permission settings.

e Contact HR or your system administrator with questions.
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Entering Termination Details

Use the Completed tab to review employees who have successfully completed the new hire
process and finished required onboarding steps.

Steps:

1. From the Manager Dashboard, locate and select the employee.

e pr—......

@

w= My Employees

U',é,ﬂ PTQ Approver: All Department: All Poritior: All Typa: Al eatus: (1) Q

Empleyee 16 ¥10 Approver Departmant
X65047 Leadership Team
33851 Warehouse
HEE177 Alethla Prism Leadesship Team
cs172 Alethia Prism ‘Warehouse
¥56175 Alettiia Prism Warehouse
24008 Leadership Team
FII855 Wirrehouse
W51054 Alethia Prism ‘Warehouse
pancs Leadership Team
jares Warehouse

Pasivion
Payroll & Compensation Manager
WAREHOUSE - NOC

Payroll & Compensation Marsger
Wehicle Operator 7380 {NEx)
Directoe of People & Culture
Vehicle Cprator T390 {NEx)
Director of Finance & Tax Comp
Director of People & Culture
Chiaf Dparating Dificer

WAREHOUSE - NOC

ype

Full Time

Full Time

Full Time

Full Time

Full Time

Full Time

Full Time

Part Time

Fill Tima

Full Time

=4

@ Columes

Last Hire Date

06222026

022026

OMI4206

03242026

0374/2026

10031/2025

OTAS02

4012026

oTTN2025

05282026

Alethia Prism o

Faetwood War Loge D

ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE

ACTIVE

|

Mick Fleetcaster

Chvef Operating Officer

et Personal Info  Employment Details  Contact Infor

s personal Info 2

o Legal Name
Pyt vy Mlick Fleeteaster

=) Neckname

O .

anapr e et
Soturern Male

Ureversal Empioyee 10
PHR | pea | 34003

Addresses  Emergensy Contacts

Pay

Time 0ff

Singlo

=4

Alethia Prism

Fanetrrocet M Lo O
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3. Select Start Termination to begin the process.

@
v, g
; Mick Fleetcaster
& Chvet Operating Officer
;r«;m Pr-‘l fm‘.) ‘|wr_ﬂ i

]

Personal Info  Emgployment Details  Contact Info  Addresses  Emergency Contacts  Pay  Time Off

Ao mmind Termination

Position Change Current Information

0 e jinije ie {e

Pay Rate Change v T
ACTIVE Full Time Chief Operating Officer
Status/Type Change

| Termination

E
H
L]

o @ e

HR Actions

4. The Terminate Employee action displays for entry.

¢ |In the Termination Status field, select the appropriate status.

¢ Enter the Termination Date.
¢« Enter the Last Day Worked.
¢ Select the Termination Reason.

Terminate Employee

Proposed Change

* Termination Status * Termination Date
v [}

* Termination Reason Last Day Worked
v B

Okay to Rehire?

* Turn Off Direct Deposit (if Active)
Yes

No

Reassign Pending Approvals (%)

Termination Explanation
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Rehire and Payroll-Related Options

* In the Okay to Rehire? field, indicate whether the employee is eligible for rehire.
¢ |In Turn Off Direct Deposit (if Active), select whether direct deposits should be deactivated.

Terminate Employee X

Proposed Change

* Termination Status * Termination Date
~ B

* Termination Reason Last Day Worked
v ]

Okay to Rehire?

* Turn Off Direct Deposit (if Active)
Yes

No

Reassign Pending Approvals

In Reassign Pending Approvals, select another employee to receive any pending approval
items from the terminated employee.

Terminate Employee X

Proposed Change

* Termination Status * Termination Date
TERMINATED ~ 5 06/25/2026

* Termination Reason Last Day Worked
Position Eliminated ~ (9 06/25/2026

Okay to Rehire?

Yes ~

*Turn Off Direct Deposit (if Active)
° Yes

No

Reassign Pending Approvals &)

Termination Explanation

0/200 Characters
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Termination Explanation
In the Termination Explanation field, enter details regarding the termination.

This explanation is added to the employee’s record.

Terminate Employee X

Okay to Rehire?

Yes v

* Turn Off Direct Deposit (if Active)
° Yes

No

Reassign Pending Approvals &

Emily jones ~

Termination Explanation

0/200 Characters

Reviewing Unpaid PTO

Review the Unpaid PTO section. This section displays any unpaid PTO for the employee, which
is handled by state regulations.

Terminate Employee X

Okay to Rehire?

Yes ~
* Turn Off Direct Deposit (if Active)

° Yes

No

Reassign Pending Approvals &

Emily Jones v

Termination Explanation

0/200 Characters

Unpaid PTO

To pay out unpaid PTO, add the time to the employee's pay details in the next

payroll.
PTO Register Type Description Available Hours
PTO PTO FT EEs 71.59
SICK SICK - All EEs 8

Cancel Submit Termination
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COBRA Qualifying Information

Use this section to indicate whether the employee’s termination is a COBRA-qualifying event.

This information helps ensure required benefits notifications are initiated when applicable.

Terminate Employee

Unpaid PTO

payroll.

PTO Register Type
PTO

SICK

To pay out unpaid PTO, add the time to the employee's pay details in the next

Description Available Hours
PTO FT EEs 71.59
SICK - All EEs 8

COBRA Qualifying Infoermation

COBRA Qualifying Event

COBRA Qualifying Event Date
v m|

Cancel Submit Termination

Submitting the Termination

Review all entered information carefully.

Select Submit Termination to save the record.

Terminate Employee

No

Reassign Pending Approvals (3

Emily Jones

Termination Explanation

0/200 Characters

Unpaid PTO

payroll.

PTO Register Type
PTO

SICK

COBRA Qualifying Information

COBRA Qualifying Event

To pay out unpaid PTO, add the time to the employee's pay details in the next

Description Available Hours
PTO FTEEs 71.59
SICK - All EEs 8

COBRA Qualifying Event Date
v B

Cancel Submit Termination
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If the information is correct, when prompted, confirm the action by selecting Yes, Continue.

®

Please Review the Following

Leave Balance
WARNING: 34003 Has A PTO Balance Of 79.59

Cancel Yes, Continue

Another prompt appears, to confirm the termination. If correct, continue by selecting
Yes, terminate.

AN

Terminate Mick Fleetcaster?

Are you sure you want to terminate Mick Fleetcaster on
06/25/20267

Cancel Yes, terminate
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After submission, a confirmation message displays indicating the termination has been

submitted for processing.

- - D Ef{ @ meurn o~
[} has 3
Mick Fleetcaster
¥ Pt | g | o0y
®
T Persanalinfe  Employment Details  Conteci info  Addeesses  Emeargency Contacts  Pay  Time 0N W ans -
=)
i employment Details [JEEH
m n
=)
D

After Submission

The updated Employment Status will appear in the Employee Details action.

_lm
. ﬂ__ |‘:+«:;
@

=3
"';"" @ Mick Fleetcaster

Piak | pea | [B4023

Addresses  EmergencyCoetacs  Pay  Time Off

foma Fersoralifo  Employmesn Detals  Contact ik
Proer? Personal Info
o gl Mt
Mick Fleoteaster
Soperramae Da151568 (58
D
b
[l Wale

White / Caucasian

e

HR Actions =
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Rehiring an Employee

This section explains how worksite managers can rehire a previously terminated employee. It
walks through how to locate a terminated employee, start the rehire process, enter required
employment, payroll, and benefits information, and submit the rehire request for processing.

Rehire actions are sensitive and may require HR or administrative review before becoming effective.

When Would | Use This?

e A former employee is returning to work

* An approved rehire has been authorized

e You need to restore an employee to active status

* Payroll, benefits, or onboarding options need to be reviewed during rehire

Important Notes

¢ Rehires are sensitive employment actions.

* Always confirm internal approvals before submitting a rehire.

e Terminated employees must be filtered and selected first.

e Prior payroll and benefits selections should be reviewed carefully.
¢ Onboarding and benefits enrollment may need to be relaunched.
e If an option is not visible, it may be due to permission settings.

¢ Contact HR or your system administrator with questions.
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Getting Started

The Rehire action allows permitted managers to submit a proposed rehire request. During this

process, you can:

¢ Set the employee’s new status and type

¢ Select a rehire date

e Review or apply prior payroll, deductions, and benefits

* Assign work location, position, and pay details

¢« Launch onboarding or benefits enroliment if required

¢ Managers submit the request; final processing may require HR review.

Before you can rehire an employee, you must first locate them in the employee list.

Steps:

1. From the employee summary or My Employees list, locate the Status filter.

- o D 8 @M.
ar
~— My Employees
P
: "
Fi ACTHE
ol Tore acr
Fub ACTNE
Al ACTHE
ra
-
CTHE
ot Tene acrre
oz e
I - |
- - D ] R s
ar
-~ My Employees
DO i Casd e S a e
e ~
u‘:’: 2 Mama Amplapes 0 TG Appra] - Type st
acrra
& @ G N T TERMINATED
T @y e SEASONAL TERMNATION ——— ot Tire FRATS
@ TERMINATLD
Lt @ ha0ad ot Operatng Ocer Full Tieme TERMRMATED
e 3! 4y Lesdersh Teas Owertie of People & Culuie Full T TERMRNATED
—rT
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Accessing the Rehire Action

1. Open the employee’s record.

3

foo Ipa 1 ¢
i 5§3'imlﬁ>v

Ie ja §

i

Hoj

ga
i1

My Employees
#10 Approver.AY
e Pr—
[~ Y—— o
[ JEEE— [T
@ stevit Hsa a0

Department. all P

oncAl  Typedll St Q
#ra pgprenee F—
[rm—

[—

Leaderates Pram

Lesdershia Team

AU - ROC

Chiet Operiting Ofcer

Diectinr of Petsple & Cuire

e

Pl Tima

Part Tirr

Lartrrs ote

A

oarmara

2 Metaram =

2 Colmm

st

TERABNETID

PERENATID

PERMRNATIO

TERMINATED:

2. Navigate to the HR Actions menu.

@ Crystal Vaughn

s
Fersoralinfo  Emplayment Deails  Contact info

personal Info [IEEEN

wghn

M | s | GERSS

Addresses  Emergency Contacs  Fay  Time O

BR0 (15]

Dechned o Scate

2 @ Mearum %

HiR e =

3. Select Rehire to open the action.

@ Crystal Vaughn

e
Feraralinfo  Emplayment Dewaids  Contact info

personal Info (RN

Cryvtal Vangghn

Addresses  Emergency Contacs  Fay  Time O

BR0 (1)

Dechned o Scate

2 @ Neurum e

MR deons =
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Starting the Rehire Process

1. On the Rehire action, select Start Rehire Process.

=N o @ @ e

@ Crystal Vaughn

P

FME | s | A%
Peraralinfo  Employment Detaily  {ontactinfo  Addresses  Emergencyfoniacs  Pay  TimeOH

HR Acang

ol Current Information
i ot Changs e
o T Time
S StatssrType Changs
History
O Benee
—— a
—
suamen Trwe [o— cten tane
TRMINATE [o—
ACTE
fra et i [—
——— e - Rt b Work
..... ———T

2. The Proposed Change section displays.

Rehire

Proposed Change

* Rehire Employment Status * Rehire Emplayment Type

* Rehire Date

&)

* Reason Code

Seniority Date

w]

*Woluntary Deductions
O cantinue previous deductions

Slop previous deductions

* Direct Deposit
Q Continue previous direct deposit

Stop previous direct deposit

* Benefil (Medical, Retirement, PTO)
o Do nat Auta Enroll

Aute Enroll

Emplayment Details
*wiork Location * Position

NY Diperations
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Entering Rehire Employment Details

Enter the following information:

Rehire Employment Status - The employee’s employment status after rehire.
Rehire Employment Type - The employee’s employment type after rehire.
Rehire Date - The date the employee returns to work.

Reason Code - The reason for the employee’s rehire.

Seniority Date - The employee’s seniority date, if different from the rehire date.

Rehire X

Proposed Change

* Rehire Employment Status * Rehire Employrment Type

ACTIVE w Part Time w

* Rehire Date * Reason Code

£ 08/26/2026 Fahire e

Sentority Date

* Voluntary Disductians
© Continue previous deductions

Stop previeus deductions

Direct Deposit
o Continue previous direct deposit
Stop previeus direa deposit
fit (Medical, Retirement, PTO)

* Benef
Q Do not Auts Enrsll
Auto Enroll

Reviewing Deductions, Direct Deposit, and Benefits

In the Voluntary Deductions, Direct Deposit, and Benefits sections, select whether the
employee’s previous information should be applied.

Rehire ¥

Propoced Change
* Rehire Employment Status * Rehire Employmant Type

ACTIVE w Part Time ~

*Rehire Date * Reasan Code

£ 0ar262026 Rehire e

* Yoluntary Deduetians
O continue previous deductions
Step previcus dedudtions

* Direct Deposit
o Continue previous direct deposit

Stiap previais diredt depodit

* @enefit (Medical, Retirement, PTO)
0 Do nat Auto Enroll
Fuite Enroll

Employment Details
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Work Assignment and Pay Setup

In the Employment Details section, view and update the following:

Work Location - Where the employee is assigned to work.

Position - The employee’s job role.

Benefit Group - Determines which benefit plans apply.

Retirement Benefit Group - Determines retirement plan eligibility.

Department - The business unit the employee belongs to.

PTO Approver - The person who approves the employee’s time-off requests.

Other Client-Configured Fields - Additional fields set up to support client-specific

tracking or workflows.

PTO Approver

Rehire X
Stop previous direct deposit
* Benefit (Medical, Retirement, PTO)
© Do not Auto Enroll
Auto Enroll
Employment Details
* Work Location * Position
NY Operations WAREHOUSE - NOC ~
* Benefit Group Retirement Benefit Group
PRIMARY PRIMARY ~
Division * Department
Warehouse v
Shift Project
'
Work Group Union Code
“

Pay Details

Cancel Submit Rehire
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In the Pay Details section, review and update the following:

¢ Pay Group - Determines the payroll schedule and processing rules.

e Pay Method - How the employee is paid (for example, direct deposit or check).

¢ Pay Rate - The amount the employee is paid.
¢ Pay Rate Basis - How the pay rate is calculated (for example, hourly or salary).
¢ Standard Hours - The employee’s regularly scheduled work hours.

Rehire *

PTO Appraver

Alethia Prism ~

Pay Detalls

* Pay Group * Pay Method

WEEKLY ~ Hourly w
Pay Rate Pay Rate Basis

830 Hourly ]

Standard Hours

40.00

Personal Information
Personal Emall Work EmaF

Crystal@fleerondmaclogistics.com crystal@fleetoodmaclogistics com

Optional Employee Updates

In the Employment Details section, view and update the following:

Rehire p .4

Adethia Prism ~

Pay Detalls:

* Pay Group

* Pay Methed

WEEKLY b Hourly ~
Pay fate Pay Rate Basic

$30 Hourly ~
Standard Hours

4000
Personal Information
Personal Emall Work Emall

Crystal@flectoodmaclogistics.com

Mabile Phore

(727) 5481234

erystal@flectoodmaclogistics.com

* Onboarding

© Launch Onboarding for this rehire

ns

Da not launch Onboarding

Cancel Submit Rehire
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Onboarding and Benefits Enroliment Options

Under the Onboarding Options and Benefits Enrollment Options, select whether to
relaunch onboarding or benefits enrollment for the employee.

Rehire x
Pay Details.

* Pay Group = Pay Mathad

WEEKLY w Hourly o
Pay Rate Pay Rate Basls

530 Hourly Lo

Standard Hours

40.00

Personal Information

Parconal Email Waork Email

Crystali® fleetoodmaclogistics.com crystak@ fleetond maclogistics.com

Mobile Phone

(727) 548-1234

©Q Lsunth Onboarding for this rehire
Do not launch Onboarding

* Benefits Enrallment Options
© Launch Benefit Enrallment for this rehire

Do not launch Benefit Enroliment

Cancel Submit Rehire

Respond to applicable new hire questions.

Rehire X

© Launch Onboarding for this rehire
Do natlaunch Onboarding

* Benefits Enroliment Options
© Lounch Benefit Enrollment for this rehire

o notlaunch Benefit Enraliment

New Hire Questions for NY
Are any allowances taken? Are any tp allowances taken?

No k. - Na -

If tip allowances were taken, enter the amount  Are meal allowances taken?
pEr hour

o R -
If meal allowsnces were taken, enter the Are lodging allowances taken?
amount per meal
P Mo " -
if lodging allowances were taken, enter the Are there other allowances taken?
Hao X v
If other allowances were taken, enter the This: -‘pk:j.w- s exempt fram cwertime undear

ameunt the following exemption:
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Submitting the Rehire
Review all entered information carefully.

Select Submit Rehire to save the rehire request.

Rehire "

© Launch Onboarding for this rehire
Do nat launch Onboarding
* Benefits Enrollment Options
© Launch Benefit Enrollment for this rehire

Da not launch Benefit Enroliment

Mew Hire Questions for NY
Are any allowances taken? Are any tip allowances Laken?

Mo N No

Ftip allowances were taken, enter the amount  Are meal allowances taken

per hour

Mo -
If meal allowances ware takesn, anter ths Are lodging allowances taken?
amount per meal

b Mo

F lodging allowances wine taken, enter the Are there other allowances taken?
amount

No ®ow
I ather allowances were taken, enter the This employee is exemnpt from overtime under
amount the fallowing exemption:

Cancel Submit Rehire

A warning message will display asking you to confirm the rehire request.

Confirm by selecting the Rehire button.

®

Rehire Employee?

Are you sure you want to rehire Crystal Vaughn on
06/26/2026?
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Submission Confirmation

After submission, a confirmation message displays indicating the rehire information

has been saved.

- -]
@

@ The rebire infarmation b boen sved. X

@ Lyla Buckingham

et PR | pea | C33ES2

te i ioo-‘

'@ |

Pesnainfe  Emplyment Dt Contaitinte  Adfresses  Dmergenty Conterts  Pay  Tme OF

|

Employment Details [
WAREMOUSE - HOC

£ 410000 por et

§ $1,003:00 per ywar DUz

o @ et -

R Actiges

MY Operamn

The Employee Detail record now reflects the Employment Status as Active.

@ Lyla Buckingham

caas PR | pea | CHESD

?& foo iDﬂ i i

Pessalnfe  Emplymentecad  Comadiinte  Afdresies  Emergenty Contans Py Temeoff

{ip - g ¢

Personal Info (IR

tyla Backingham

ols

N S R0 [24)
in ]

Female

Duclined te SLate

o | ¢

R e

m PrestigePRO Manager Enhancements User Guide

' PrestigePEO



Reviewing and Editing Time Sheets

This section explains how worksite managers can review, update, and submit employee time
sheets when permitted. It covers editing time entries, applying approved leave, reviewing
pay-rate-related indicators, and submitting completed time sheets for payroll calculation.

Managers review and correct time sheet information but do not process payroll.

When Would | Use This?

Review employee time sheets for accuracy

Edit time entries before payroll calculation

Apply approved PTO to a time sheet

Review pay-rate-related indicators on a time sheet

Submit time sheets for payroll calculation

Important Notes

Review time sheets carefully before submitting.
Apply approved leave as needed.

Pay-rate-related indicators require review but may not require action.

Submitting sends the time sheet for calculation.
If an option is not visible, it may be due to permission settings.
Contact HR or payroll support with questions.
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Getting Started

The Time Sheet Entry area allows permitted managers to review and update employee time

sheets before they are submitted for calculation.

From this area, you can:

Review employee hours

Edit time entries

Apply approved leave

Review summary and detail information

Submit time sheets for processing

Steps
From the Manager Dashboard, navigate to the Time Sheet Entry action.

. P
@ Good morning, Alethia!

o
.._:' o ferton

ﬂ - -
i

¥

¥
1

]
E ) i
;" -3

] Wy Employees

Pt

1 H E

= o Adathia Prism =
Pt
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Accessing Time Sheets
Use this process to open employee time sheets for review or editing.

¢ Select Start or Edit to open the Time Sheet Summary action.
¢« Select View to review time sheets that have already been submitted for calculation

o~ - D 4l et

Time Sheet Entry

" i
i ie [0 I o
= Py

[

&

£

8

£

4

£

I

=

E

&
I H

@
2
E
H
7
4
¥
%
i

Editing Time Entries
Use the Time Entry tab to manually update employee time sheet entries.
What the manager can view or update (if permitted)

¢ Individual time entry cells
e Daily or weekly hours

Steps:

1. Open the Time Entry tab and select a cell on the time sheet to edit the entry.

i - O AL e
2 < 05/15/2026 - SM

3 5 5
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Time Sheet Indicators

A yellow triangle next to an employee’s name indicates

¢ A pay rate change

¢ An available leave request that must be applied

required review, such as:

< 05/15/2026 - SM

152026 06272026 D500 M EDT Regularty Scheduied

@ o
[re— ax

o o 124038 003 00 8000 w 000
a8 aLs ans 600 8000 m o0
“-‘;;' 20 um 0 8000 o0 000
Povr 38450 0o aso 8000 o 050
2038 0oe 0 5000 ) 000
34038 o 0 sa00 a0 00
55 0 0 sa00 00 oo
m 40 o0 sa00 o o0

0315265

2 Henerm "

Pewmaca v Lo

Rieady for Tame Estry

om a0 250000

A blue dot = next to an employee’s name indicates additional entries are available for

review on the Pay Rate Change tab.
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0.00 000 5000 ] 000

0315265
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Reviewing Pay Rate Changes

Use the Pay Rate Change tab to review pay-rate-related

time sheet.

What the manager can view or update (if permitted)

¢ Pay rate change records tied to the time sheet
¢ Allocation of hours related to the change

Steps:

1. Open the Pay Rate Change tab.

entries associated with the

= 2 Qi -
2 < 05/15/2026 - SM
=N o >
ol
o ==
= @ —
“":.'-( Emphoryes. . :
rore — 124038 o a0 $0.00 " .00
oF 05 o 800 000 aon . 0,
sy A2404 one 000 000 1 #0.00
=)
12:75 IS Bt B = )
2. Select Allocate Hours, if applicable.
. 2 Qi -
2 € 05/15/2026 - SM
i &

i@ i foo

ile

fio
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3. Select Apply Change to save the update.

Allocate Hours far Prism, Alethia
Pay Group Effuctive Date Old Pay Hate
M 050272026 (Sat) 6250
Timme Sheet
Pay Code Pay Rate Hours  Charge Date ()
REGULAR
Total  40.00
WAGES
o $62.50 0.00  0514/2026 (Thu)
HEW §72.12 40,00 05/02/2026 (Sat)

Mew Puy Rate

s7212

Cancel

Apply Change

4. A confirmation message and green checkmark display when changes are applied.

- - D
m E—— @ Poyrate chunge soccrsshully appied. X
2 < 05/15/2026 - SM
=% " ¥
b?\_,, e 062742026 0500 PM EDT e hy Scheduies
o
b Tame Eery  Puy Bate Change
ot ﬂ -
G [ — o e[S
n]
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Applying Leave Requests

Use the Leave Requests tab to apply approved PTO to an employee’s time sheet.

What the manager can view or update (if permitted)

¢ Approved leave requests
¢ Leave hours applied to the time sheet

Steps:

1. Open the Leave Requests tab.

B =
2 < 06/30/2026 - SMP
- " :
A DA/242026 D00 FM EDT WagbarlySuheitcled
d&
w «ﬁ o Poy Rate hange

ife

i

¥ s w0 w0 ® a0
4 $52.00 e 2.0 80,00 3200 [
d sk 250 o0 so.00 400
[ ]
[hoen Total a6 a0 s000 5600 oo

SR R G

o g O

06-3026. 515 Ready for Teme Evtry
e
000 am 8667 3625025
000 am (e $4.506.84
m 000 om wis7 = 2 5339013
.00 am B6E7 s3s8348
i 050 om Mits 8000 000 760070

2. Select Apply Leave to apply approved leave or select Details to review leave

information before applying.

B
W | o —
8 < 06/30/2026 - SMP

BTG DS/262026 D300 PM EDT Segutarty Schedused

Tuna by Lewse Requests  Pay Rate Change
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0630 26 59 Tame Entry in Progress
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3. When viewing Leave Details, you can review:

¢ Leave type - The category of time off requested (for example, vacation or sick).
e Approved hours - The number of leave hours that were approved.

e Starting leave balance - The employee’s available leave balance before the
request is applied.

¢ Requested leave date - The date or dates the employee requested off.

¢ Adjusted hours (if applicable) - Any changes made to the approved leave hours
before applying them.

¢ Comments - Notes associated with the leave request.

¢ Remaining leave balance - The employee’s leave balance after the leave is
applied.

¢ Current and updated time sheet hours - The employee’s recorded hours before
and after the leave is applied.

Select Apply Leave to apply the leave to the time sheet.

Leave Derails for Prism, Kathy + Previous Next -+ X
Leave Type Leave Appraved Starting Leave Balance
PTO:- PTO FTEES 28.00 0.5
* adfusted
Hours Leave
Dates Approved ® Comment (& galance
06 7/2026 B.00 800 Auto-accepted by system 2251
« DB/TRI2026 8.00 200 Auto-accepted by systerm 1451
«  DBMS2026 A.00 H00  Auto-accepied by systermn 651
06192026 4.00 400 231
28.00 2800 Remaining Leave 251
Time Sheet Hours () REG - Regular Wages () PTO - Personal Time Off
Current Hours 6267 24.00
Updated Hours 5867 28.00

4, A confirmation message and green checkmark display when changes are applied.

- o & Q= -

@ Lowve roquest secenibully spphied. 3

& < 06/30/2026 - SMP

LRI 100 PUTTT Fegularly Scheduied e Tiese Gntry o Pragrems
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Reviewing and Submitting the Time Sheet

Use this step to review final time sheet details and submit the time sheet for calculation.

Steps:

1.  When time sheet edits are complete, select Review to access the Review tab.

- =

< 06/30/2026 - SMP

Time By Lewve Requests  Pay Rate Change

[~
o ¥ # 0 s00 20
s5260 w 20 soe 1200
130 am a0 s 1600
1ax sk " o
00D w0 s000 o

2. Review summary details.

Beguilarty Scheduied

063026 58
(1] . 0.0
[ sa0 0

060 0. 8000
o ¥ #0.00
050 wo 000

(Optional) Download the time sheet information as a CSV file.
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‘g e oo

% {in e

lfo lo

§
1

< Time Sheet Review: 06/30/2026

Grass Pay

$17,390.70

Total Hours

338.68

e |

Unpaid Employees (0}

View By: Pay Code

—_—

* |%0m

Detailed Breakdown

T Gty
P 13938
0 o 41454

” s [ o

HNNTD
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3. When the time sheet review is complete, select Submit for Calculation to send it

for processing.

.
@
2

Gross Pay

i@ is foo

< Time Sheet Review: 06/30/2026

$17,390.70 338.68

. of[@umes

Total Hours

f
i

;fjgiﬂjﬁ

4. After submission, the Time Sheet Entry dashboard updates the Payroll Status to

&
-aQ., Unpaid Employees (0]
]
e View By: Pay Code & b sad

[

* |%om

Detailed Breakdown

—_—

Ready for Calculation.

lfolo e i

f
1

Time Sheet Entry
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o L D26
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R ¥
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wipaY [T P — nyes Teat Py OGLITIROG 0500 M EDT Ready for Calcusation ﬂ
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Reviewing and Approving Payrolls

This section explains how worksite managers review payroll batches that are submitted for client
approval. It covers how to access pending payrolls, review employee payment and unpaid details,
view invoices and reports, and either approve or deny a payroll so processing can continue.

Managers review payrolls for accuracy but do not process payroll or make corrections directly.

When Would | Use This?

¢« A payroll has been submitted for your review and approval

* You receive an email notification that a payroll is ready

*  You need to review employee payment details, invoices, or reports
*  You need to approve or deny a payroll batch

Getting Started

When a payroll is sent for worksite approval, the system sends an email notification with the
payroll invoice.

Steps

1. Select the link in the email or sign in to the Employee Portal.

2. Navigate to Payroll Approvals.

Payroll Approval Needed for Fleetwood Mac Logistics Demo

PiestigePro@PrestigeR 0 com
To @ Alethis

This Message |5 From an External Sender
DO NOT CLICK iNKS of RACHMENTE UNieEs YoU 18COINIZE T SENCET N kNow e content is sate.

Wour payrell ! i dei 1o be linalized.

| meemm—— |
 ——— |

Fon your corvenience, hee s a couy of the inveics.

Please log into your account the 1t Payroll Balch ¢ 202622 Jated for 06/ 30,2026,

Flesrwsod Mac Logustics Dems Inwotce 202622-INIT
538 Broadhollow Rd

Date 06/30/2026
BROCFHAVER, NY 11718-

For che Pay Pericd Ending 06-30-2026
Conerel Number 202622-00130

GROSS WAGES
FICA SOCIAL SECURITY TAX
FITA MEDICARE TAX

STATE UNEMPLOYMENT TIX
LOCAL TRX

PRESTICE WORE COMP
PRESTIGE BENEETTS

SUB-TOUTAL 19,065.20
Tomar mmvers ia585.30
PAYMNT FNDING - Ref BCOODKTES 19665, 20
fio mor Remir Faymens
Thanks and have a great day!
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The Payroll Approvals screen displays payrolls with a status of Pending Client Approval that
are ready for review.

From this screen, you can:

*  Open payrolls for review
e View or download payroll information

e Approve or deny payrolls

= " hia Prism -
" - ] o @ Meume
@
~-  Payroll Approval
3‘.
- %I siomzs | SMPHSME ﬂ;;mla";h‘tun‘-d o622 053026 5uP U Sppeie ) L0y
&
o e

Reviewing the Payroll

Use this process to review payroll details before making an approval decision.

Steps

1. Select Review Payroll to open the payroll for review.

hia Prism
i - o @ 7
@
~-  Payroll Approval
3‘.
&
| T

2. After selecting Review Payroll, the Payroll Summary action appears.
Within the payroll, you can review the following tabs:

e Payroll Details

e Unpaid Employee Detail
* Invoice

e Reports & Files

moloyss Aethia Prism I
- - (D SR Fmdme Y
@
e < 06/30/2026 - SM PRISMHR
a
P < Ok - Payro Ty P—— i ;i w
2 a0 03026400 Repuarly Schehsied Gt Appreavel Pereing 986820 w2022
Iﬂl »
ol ayesll Detad  Unpaid Employee Detall  Inveice  Reperts & Files
8 . T
® aa ety
tmee v
| 00013) =87 3625000 $6,750.00 139274 000 33,357.35 5435726
Pt ooz e 450684 ssoen st S8 5297670 suz0
ol 0129 e 295013 29801 wsss1 000 5229350 £2291.50
E 000130 AT SAEERAE SL6ETSE H6ED 20.00 3176650 SLIEEST
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Payroll Detail Tab

Displays payment records for individual employees included in the payroll.

Allows download of employee payment records as a CSV file.

B
< 06/30/2026 - SM PRISMHR
-
o ke oo e e e i gl &
i i Unpaid Employee Detail  Inveice  Repeorts & Files
& Download
i e S T o S ——
000129 ] 5295013 5295013 #5651 $0.00 219150 $2.391.50 $000 Paper
¥is & $17.080.45 $17,550.45 $4.504 55 sanim SI2 05 $0.41735 197670
Unpaid Employee Detail Tab
Displays employees marked as unpaid on the payroll.
Allows download of unpaid employee details as a CSV file.
ST o (. & @ Metirim
Q < 06/30/2026 - SM PRISMHR
-
o e e e e iy S ik i T ¥
.| — L
"o ?1. e Q & Download
& e ?
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Invoice Tab

Displays a breakdown of payment amounts, taxes, and fees.

Allows download of invoice details as a CSV file.

- R, - ] | @ e, *
Q < 06/30/2026 - SM PRISMHR
.
2 s e Pepary e G v ey a7
_,v‘_'ﬂ_" Payeoll Detad unpmfwn«.dE&wnum
" & Donioad
o
= Hosomesd W Lgtes iy 538 araadhedlom B4 BRODKHAVEN, MY 11715 oaszms
ik
L= e—
u[-j 17432 %
Reports & Files Tab
Displays payroll reports associated with the payroll batch.
Reports are available for viewing and download.
e (T o @ Mrem
< 06/30/2026 - SM PRISMHR
bt St ot ppproes Pending iy oo =

canana0Te 03026 3047

Payeoll Detad  Unpaid Emgloyee Dewsil  inveice | Reports & Fies |

& o joo LBDINY

oy
58 Tie - e Yype — ictien

Chent Aliotation Repert POF OG/2642026 0126 AM EDT & Downlosd (£ Yiew

. Comaidated POF Repors oF GG2E026 0126 AM EDT & Downioad £ view

e Deduenan Regriter POF G226 0126 AM EDT & Download  [2 View
e

o Gross To-Net Repert P08 OG/6AI2E 0126 AM (DT & Downlosd 2 view

e Payeoll Allocation Report FOF 7262026 0126 AM DT 4 Downlosd 2 View

E O DGPERIIE 0126 AM EDT & Downlosd (£ View

Payesll Chack Jourssl

] Payrol Regiater POF BAZGIIS OF25 AM BT & Bownload 15 View
o
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Denying a Payroll

Use this action when a payroll cannot be approved and requires correction by the
payroll processor.

Important Notes

e A denial reason is required.
¢ Managers do not correct payroll data themselves.
e Denying a payroll sends it back into the workflow for review.

Steps:
To deny a payroll:

1. Select Deny to open the Deny Payroll action.

- - (D & @

& < 06/30/2026 - SM PRISMHR
—
i u'.ﬂ e Payroll Detadl  Unpaid Employee Detadl  bnvoloe  Reports & files
B o iTme e

® a vor

'T':‘“ POF

-

=

—— POF
a5

VD POF 06/2612026 01:26 AMEDT

2. Before you can deny a payroll, you need to enter a reason.
Type the reason in the action, then select Deny Payroll.

The payroll will be sent back to the payroll processing team to review and fix any issues.

Deny Payroll #202622 X

* Please provide a reason for denying the payroll

Cancel Deny Payroll
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Approving a Payroll

Use this action when a payroll cannot be approved and requires correction by the
Use this action when the payroll has been reviewed and is ready to move forward.

Important Notes

* Approval confirms review, not payroll processing.
¢ Once approved, the payroll continues through processing.
e Approved payrolls cannot be edited by managers.

To approve a payroll:

Select Approve.

The system records the approval and submits the payroll to the payroll processing team for

further processing.

Alethia Prism
@
< 06/30/2026 - SM PRISMHR
a
04 i 06-30.26 5P Regularly Schedled Gleet Approusi Pering $19.365.20
&
P ﬂ] : Payroll Detal  Unpaid Employee Detadl  Invoice  Reports & files
Bl me: e
® POF \ Do w
ey POF
o ==
frdion
& POF
b scinnid s0F
!..?r - POF
O POF
o
vt
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Managing Reports in Report Center

This section explains how worksite managers can use the Report Center to review employee
and organizational data in a consolidated view or through personalized report views. It also
covers how to save and manage custom report views for ongoing use.

The Report Center provides access to configurable, view-only reports and dashboards.

When Would | Use This?

Review employee or workforce information

Monitor key performance indicators (KPIs)

View hiring or workforce trends

Customize reports to highlight information most relevant to you
Save personal report views for future access

Important Notes

Report views control how data is displayed, not the data itself.
Saved views are personal and visible only to you.

Applying or saving a view does not change employee records.
If a View option is not visible, it is due to permission settings.

Contact HR or your system administrator if access appears incorrect.
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Getting Started

The Report Center provides access to 30+ configurable reports and dashboards, depending
on your organization’s setup. Managers can review data:

¢ In a consolidated view for their team or organization

*  Through personalized views tailored to their needs

Reports are view-only and designed for insight and analysis.

Steps

1. From the Manager Dashboard, navigate to Report Center.

- O B [ s ©
Good morning, Alethia!

My hpprovaks View My Appravals

)
i

0
a‘

i
g
¥

y Employees Frem Wy Lmptyres
TIBA51 1458

ey hens sk fmat

v |8 |4 ;e g 5 B :
Holiolie linile is i i j» i
i i 1 . 1 ] £ " | &

2. Report Center will open in a new window. Use this section to open available
eports and dashboards.

What you can view:

e Standard dashboards and reports
¢ Hiring and workforce trend reports

e Key metrics and summary information

-]

Report Center

» Benefits

Benefis Biling Oashbsard plary Detail Insurance Cenaass [y Date) Retirement Contributionn
)

Vi - Viewam v - Vi 3 -

= Client Heports

Department - Division Regart

Lot m v

Ve -

~ Employee

Employes Anntversary & Temure Employee Censin Irmplopre Contact Info
Dashbaard

L—

o by ke prgstapee
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Accessing Reports and Dashboards

From the Report Center, select a report or dashboard.

«  Example: “Employee General Information Dashboard”

Umployes Anniverary & Teowre Ermmitopee Contact infi
Oashboard

Exmplerpee General infocmatian Emgisyee Hitteey
Dastboard

- V) =

PO Register Dashboard

Employee Tesmutians

St v o el bt T

R —

= Payroll

| Employee Moues By Menah | Grows To-Met Register | Pay Code Detal Dashboars

Eurtae) mfrmation ry merksde ety

Treplisye Beductions w

| Payren voucher summary

¢ Review the displayed KPIs and summary data.

Q@ Employee General Information Dashboard
T ey st - g bt + B ot < i o S~ Eglyes Hest g
Chemtit Ermplapee Satin
Peuten Ie——
Ernplayees by Status Class.
Active Employess by Depanment

Active Emplyees by Position

Lot i D

Employees by Classification Type

Active Employees by Location

Yeigma
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Customizing Report Views

Use this option to customize how report data is displayed for your personal use.

What the manager can view or update

¢ Filters and displayed values

¢ Layout and organization of report data
e Saved personal views

Steps

1. Adjust filters or displayed values as needed.

2. Select the Bookmark and Select Save as New View.

Q@ Employee General Information Dashboard

mpleyes Gamarsliode - Mriog Taendh - Terwiaion Tadh - Wara o Servie - Deglogee Hest Mas

Emplayees by Status Class

i

3. Enter a name for the view.

Active Employees by Position Active Employees by Department

Employees by Classification Type

Active Employees by Location

Save New View

MName

[ Mew Saved View

Set as my default view
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4. (Optional) If you want this view to be your default, select this checkbox.

Save New View X

Mame

Mew Saved View

Set as my default view

Cancel Save

5. Select Save to bookmark this new view.

Save New View X
Name
[ Leadership Hiring Trends ]

Set as my default view

Cancel Save
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Managing Saved Views

Use the View options to apply, save, or manage report views. Views control how report data
is displayed for you and do not change underlying data.

Saved views are personal and do not affect other users.

Steps

1. From Report Center, select a report or dashboard.
e Example: “Employee General Information Dashboard”

*Q E B B ] n

Rr—

Department - Ghisn Rrgert

trghayrs Annereraary & Erloree toraus Empleee Contact Infe. Emplayee Deduitiens - tmployee Ceneral 1o
Tenue Dathbeard

* xq EB @@= o o n

Department - Ghvesion Angert 1

Employee Contact infe. Empapee Deduitiens . Leployee Gentral 14

Cartait b sat by vty
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View Options

Use the View options to apply, save, or manage report views. Views control how report data
is displayed for you and do not change underlying data.

Saved views are personal and do not affect other users.

P ]

Employoes by Status Class

[T

et s
Uty Sram

Employees by Classification Type

Apply View

Apply View displays a previously saved
view for the selected report.

e Use this option to quickly switch
between saved report layouts.

* Applying a view updates filters and
displayed values based on that view.

Save Changes to View

Save Changes to View updates the
currently selected view with any changes
you have made.

e Use this option when you want to keep
modifications to an existing view.
* Changes apply only to your saved view.

Note: This updates the selected view, not
the original report.

Save as New View

Save as New View creates a new, separate
view using your current settings.

e Use this option to preserve a customized
layout without changing an existing view.

 Enter a name for the new view when
prompted.

Exit View

Exit View closes the current view and
returns you to the default report display.

e Use this option to leave a saved view
without applying additional changes.

¢ Unsaved changes are not retained.

Manage Views

Manage Views allows you to organize your
saved views.

Depending on your permissions, you may
be able to:

¢ View saved report views

e Apply a different view

« Update view settings

¢ Remove views you no longer need

Note: Managing views does not affect
report data or other users.
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Managing Documents

This section explains how worksite managers can view, upload, and manage documents within
the Manage Documents area. It covers how to locate documents, download files, and upload
new documents to the appropriate folders.

Access to document actions is perm ission-based and may vary by folder and document type.

When Would | Use This?

e View or download company or employee documents
* Upload documents to the portal
¢ Manage document versions or details (if permitted)

Important Notes

¢ Always upload documents to the correct folder.

e Do not upload sensitive documents unless permitted.

* Use document versions instead of deleting files when updates are needed.
e Certain folder permissions and access may be restricted.

e Contact HR or your system administrator if you have access questions.
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Getting Started

The Manage Documents screen is organized into folders that determine document visibility

and access.

Use this process to locate and view existing documents.

Steps

1. From the Manager Dashboard, navigate to Manage Documents.

=i "
@ . "
= Good morning, Alethia!
2
% My Approvals
s @ rosh
B @

“L] My Employees.

& ° e s e
2 ° - ot s
— -

ilo

i

B ¥

L

View My Empleyess

2. Available folders may include:

¢ Company Documents - Documents shared at the company level

¢ Employee Documents - Documents associated with individual employees

e Global Documents - Documents available across multiple areas

& P ¥

W Ce
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Uploading Documents

Use this process to upload documents to the appropriate folder.

Steps

1. Navigate to the destination folder.

= : of |t~
A Manage Documents
e
2 o £ 3 2 o
oy W __"w = - — —_—
@ =
]
2. Select the Upload icon.
-~ - e, ¢
2 Manage Documents
.
2 o - oo e o]
. = e P o
B
W

3. Choose a document from your computer and select Open to upload the file.

@ File Upload
e 3 v 1 > Alethia - Employer Solutions > Pictures > G | Search Pictures
Organize »  Newfolder o- O
% Home 3 ==
P Gallery = — I
> @l Alethia - Employer Selutions — R— T  om—
© Prestige 2 Snag IT & 20c25 ©2026-04-27_14-
s1-42
i Deskiop »
4 Downloads » e _—
p w
e 3 ommms omswam omimam @
14-43 07-42 timekeeping
@ Music » |
B Videos » B= =
= — @
% Documents - PHR-Learning & Developr # = : :
% PrismHR Training and Resources Center # expense path ©Finfit O Heslthee
File name: | Federal poster < | [anFiles
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Document Action Options

Depending on your permissions, the following document actions may be available:

Document Details - View basic information about the document.
Rename - Change the document name.

Edit Description - Update the document description.

Delete - Remove the document from the system.

Report Download - Download document metadata in report format.
Bulk Download - Download multiple documents at once.

Upload - Add a new document to the selected folder.

Upload Version - Add a new version of an existing document.

Manage Versions - View and manage previous document versions.

- - L
@
Manage Documents
2
£ o 2o e
& o e — r——
& s

¢

Employee Documents Folder

Use this folder to view or manage documents related to individual employees.

- v (D f @ tunee

= Manage Documents

F-3

£ o - =T 1] .
.
®

Each employee has a dedicated folder.

Folders are labeled with the employee name and employee ID.

-~ - & @ Meritum
@
Manage Documents
&
= =D - @ (=T T o
o]
@
®
o |
g \
ﬂ,
2

Ir
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