ARIZONA Y.E.S.

DEPARTMENT OF ADMINISTRATION

Y.E.S. Upgrade Differences Document

For Employees and Managers
July 2020

OVERVIEW OF KEY CHANGES

What's Changing What's NOT Changing
e First time login requires a new e You will continue to login with
password (Check your email for your EIN as your User name

your temporary password!) ' _
e ETE users will continue to enter

e New Login Page your timecards every other
week
e Look and Feel Changes

e Enhancements to Display and
Navigation

e Added Featuresin ETE

e Pay Menu Updates
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Accessing Y.E.S.

New Jumping Off Page

Current:

ARIZONA

Human

Future:

Future Jumping Off Page: https://hrsystems.azdoa.gov/

ARIZONA

Bookmark this page!

State of Arizona Human
Resources Portals

This page serves as a central jumping off point for all State of Arizona HR
portals. Here, State of Arizona employees, managers, and power users can
easily jump to the HR portal to login, view user guides, and check system
availability.

Employee and Ma

nager Portals

® @ @ &

Y.ES. Portal Performance Internal Job Online
Management Board & Learning
Portal (MAP) Hiring Portal
Manager
Portal

W

J

=

I
|
I
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ARIZONA
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Note: The current jumping off page will continue to function as the place to
obtain the latest employee news and updates. The current Blue YES Button will
be replaced with a button to link to the new portal site.

ARIZONA

Human Resources

A ABOUT COVID19  FORMSANDTEMPLATES LAWSRULESIPOLICIES ~ PUBLICATIONSREPORTS ~ VERIFY EMPLOYMENT  HRIS  YES

Your Employee Services (YES)

STATE OF ARIZONA EMPLOYEE NEWS YOUR EMPLOYEE SERVICES
Women and Retirement AZ Smart Save Deferred Compensatiol
Plan Webinar * .

Postad on 06/122020

Tuesday. July 14th 2020 rom 1130 am 1230 pm

Arizona State Retirement System (ASRS) Contribution Rate

New Login Page
Current:
:wm:%m“‘m;m o esoOnotri=hine/ o % O | o 0_ aD. X

HRIS/YES Portal Login

e

Password

Future:
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Future Portal Login Page accessible by clicking the “Log In” button for Y.E.S. from
the Portal site > https://hrsystems.azdoa.gov/

ARIZONA

Portal login for State of Arizona YES, HRIS, Talent
Acquisition, and MAP systems

Sign in with your user account

User name

Password

First-
Forgo!

Home Privacy  Help
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Landing Page

Changes to Look and Feel

Current:
.
Welcome fogout] |
HRIS :
s
Login to MAP / Job Search State of Arizona
Elect to Become Uncovered
Employes Fraining ¥ Beginning 12/16/19 a new feature is available to employees to manage their direct
Benefits + deposit accounts in Y.E.S.
ple ey Find the new features in Your Employee Services: Click "Pay" then dlick "Direct Deposit".
Leave Activity For questions or assistance, please contact your agency payroll office.
Pay 3
Personal Information 3
HELP =
| Fotayee thor by (E1ED.
Future:
.

Updated look and feel, color scheme, and menu options.
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Changes to Display and Navigation

Current:

Welcome
HRIS
State of Arizona
Home

AL
State of Arizona

Beginning 12/16/19 a new feature is ilable to I
deposit accounts in Y.E.S.

Find the new features in Your Emj Services: Click "Pay" then dick "Direct Deposit".
For questions or assistance, please contact your agency payroll office.

Login to MAP | Job Search
Elect to Become Uncovered

Employee Training =

ees to their direct
Benefits a
Alert Me 2
Leave Activity
Pay 3
Personal Infermation -
HELP a-
| Employee Time Entry (ETE) -

Future:
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Use the menu waffle to display the full sidebar menu

\ Click the menu

waffle icon to open
up the side menu

= Missing menu

[08:51:58 - Home ] Ready :

= Menu displayed when

waffle is clicked

[08:51:58 - Home ] Ready 2

Use the arrows to expand and collapse menus
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GEORGE
WASHINGTON

Click the arrows to open
and close the menus

[08:51:58 - Home ] Ready S

Use the ( +) sign to display the sub menus

sign Out

&

Click the + and - to
| open and close the sub
menus

State of Arizona Internal Use Only




ARIZONA

DEPARTMENT OF ADMINISTRATION

New Feature: Status Bar

Current:

Does not exist today

Future:

Status bar informs the user when a page is done loading or a process completes.

The status bar is expandable by clicking the header row.

Status bar is
expandable by
clicking the
header row.

I O an O Errors () Links @ 4

Status bar informs when the
page is done loading or a
process completes.
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Bookmark Menu and Page Updates

Changes under the Pay Bookmark

Current:

Current Pay Menu >

Parent Menu
Direct Deposit
Paychecks

Tax Withholding
Total Compensation
W-2 Tax Statements
YTD Details

Future:

New Pay Menu >

Direct Deposit
Tax Withholding

Total Compen

Pay Documents

Information contained within the current Pay menu will now be available under
Pay Documents:

e Paychecks
e W-2 Tax Statements
e YTD-Details

State of Arizona Internal Use Only 11



ARIZONA

DEPARTMENT OF ADMINISTRATION

The Pay Documents page will take you to MHC application where you will use
your same Y.E.S. login credentials if prompted.

Notes:

e Paystubs will be available in MHC for the last 18 months as well as the
last pay period for each year back to 2016. If you need details of a
specific paystub not listed contact your agency payroll dept.

e You will need to reauthorize consent to access your W-2 electronically for
prior years as well as going forward

New Fields: Contact Information Page

Current:

Current page for storing your contact information contains only personal
contact details.

n
iy and Ina
e you need to be notified of official state information, you may not have access to your work email. This is a

information up o date. You can change your information at any fime
riment is responsibie for updating your wark contact information. If your
gency's HR Department. Please allow 24 hours for changes to update in

or

*State or Province
| *Postal Code

| *County

United States of America ~

| Country

ne Country Code
onal Email Address

Update
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Future:

The future contact page will show work and personal contact information.

Contact Information

Use this form to make updates to your personal contact information and review your work contact information details. You are
responsibie for keeping your personal contact information up to date. Your Agency's Human Resource department is respensible for
updating your work contact information.

My Work Contact Information

! New fields added:
Notify your agency HR department if your work infermation is missing or incorrect. Changes in your electrenic er§
hours to reflect in YE.S. Work Phone WOFk
R .
Employee Name b
= Cell and Work Email
Employee Identification Number (EIN) ’
Work Phone
Work Cell ‘

Work Email

My Personal Contact Information

As your employer, the State of Arizona requires personal information, such as email address and phone number, for the following purposes as
applicable: general YES account maintenance; communicating important and imely work related communications, especially in the event of a
workplace emergency. Additionally. to provide you the best service possible, when enrolled in any benefit plan offered by the Arizona Depariment of
Administration (ADOA), we will share your personal information, including your email address, with the medical vendors you have elected for them to
contact you regarding your benefits. We encourage you to provide a personal email that you access regularly and not repeat your work address. In a
situation where you need to be notified of official state information, you may not have access to your work email. This is a crucial back up syste

* Denotes a require field

Home Address *

zp* | New field added:
[ Personal Phone 2

Personal Phone 1 * ‘
Personal Phone 2 ‘

Personal Email *

Effective Date | 711412020 ‘

[08:58:05 - 2838.1 ] Inquiry Complete(173666) 1
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Updated Help Page Content

Current:

Current help menu only allows user to email a question

HRIS
State of Arizona

Parent Menu 4

E-Mail a question

Future:

Updated Help menu provides more information about where to direct questions.

Contact your agency HR department for assistance related to the following:

« Salary and Compensation
= Position/Work Details

« Employee relations

- FMLA/Leave of Absence

« Leave Accruals

« Learning and Development

- Performance Management/MAP or AZPerforms!

Contact your Agency Payroll department for assistance related to the following:

« Pay or questions or issues with a paycheck
« Direct deposit

o W2, w4

+ Tax elections

- Gamnishments

o Time Entry (ETE)

Y.E.S. Technical Support

For technical issues with Y.E.S., MAP, internal Job Board
Email: hrisservicedesk@azdoa.gov
Phone: (602) 542-4700

[17:44:43 - Home ] Ready +~
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ETE: Employee Time Entry

New Timecard Feature: Agency Payroll Address Displayed

Current:

Does not exist today

Future:

The agency payroll email address is displayed on the timecard for assistance

2537.3 - Employee Time Entry Form

Special Actions ¥ 2 save T DeleteAll @ Inquire Inguire | ¥
Employee ] A
Pay Period  Sat. 05/02/2020 12:00am - Fri. 05/15/2020 11:59pm Time Card Status Missing

Week 1 Week 2 Leave Balances Employee Information
‘Week 1 Hours
Pay 05i02 05/03 05/04 0505 05/06 05/07 05/08

Sat Sun Mon Tue Wed Thu Fri

2

Account Template

FC Code
[«

=]
o=

\

\

[

\
o [ ] |
-] [
\

\

\

\

BE
4

][]l o] 2]l

1 [
L] [ =
(-]

Ey

AR

Ll

a2 la
(I

No time records found for pay period

Matices:
- Hours warked must b recordad on the day actually worked, H you have questions or issuss plesse contact your payroll depariment at
- Holiday leave can anly be recorded on a Stste cbserved holiday. ADOA.PAYROLL@AZDOA.GOV
- All other leave hours shauld be recorded on the day normally scheduled to wark.

< >,
[05:43:50 - Z537.3 | Ready

=
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New Timecard Feature: Print Amended Time Card

Current:

Does not exist today

Future:

When viewing your prior time records there is a new feature to print the

Amended Time Card template. This function is for submitting changes to a prior
timecard.

Z536.1 - Employee Time Entry - Prior Time Records

Special Actions ¥ 4 Previous @ Inquire b Next Inquire | ¥

PayPeriod Sat [0222200 oF | 12:00AM - Fri [owmazo0  og| 11:59PM

Week 1 Week 2

Week 1 Hours  40.00

Pay 02122 0223 02724 02125 0226 02/27 02128
Code sat Sun Mon Tue Wed Thu Fri AC SH Account Template
100 8.00 8.00 8.00 8.00 8.00 1

Print Amended Time Card

106:06:57 - 5381 ] Inquiry Complete 1

Example of the Amended Time Card
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State of Arizona

Amendment to ETE Time Card

EIN: Name: Pay Period: Sat. 05/18/2019 - Fri. 05/31/2019
Accounting Unit (Function): Unit: Appr: Activity: Program:
Pay /: Accounting Unil Sub Account

Week1 |Code|  Sat. Sun. Mon. Tue. Wed. Thu. Fri.  |Total |AC|SH| (Function) |Account | Account |Activity| Category| Unit | Appr | Actv [Prog

Orig 1 100 8.00| 8.00 8.00| 8.00| 32.00| 1
Amend 1 _

Orig2 | 300 8.00| 8.00| 1 i
Amend 2 _

Orig3 | 720 0.00| 0.00| 1 i
S I | | I I | I |

t t . t —— t .

New1 I I [ ] [

New?2 \ \ [ 1 [ ] [ 1
Pay 05/27/201% 05/31/2019 Accounting Uni Sub Account

Week 2 |Code Sat. Sun. Mon. Tue. Wed. Thu. Fri. Total | AC|SH (Function) Account | Account | Activity | Category | Unit Appr Actv | Prog

orig1 | 320 8.00 800 [1 |
Amend 1

orig2 | 300 £.00) .00 8.00) 800[3200] |1 i
Amend 2

orig3 | 720 0.00] 000 |1 i
fmesd 3 | | | I [ | |

t t | t — t +

New1 \ \ | [ ] [
New2 I I [ ] [ 1

SUPERVISOR CERTIFICATION: | hereby approve and certify that the attendance reported
for the pay period is correct and the emplayee has performed the reported services for
a valid public purpose. I certify that any leave reported has been approved and is
availabe for this pay period. | understand that that knowingly approving a falsified
time sheet may subject me to disciplinary action and for legal prosecution.

EMPLOYEE CERTIFICATION: 1 hereby certify that the attendance reported for the pay
period is correct and that | have performed services on the days for which the hours
worked are indicated. | understand that any falsification on my time sheet may subject
me ta disciplinary action and/or legal prosecution.

Employee Signature Date Supervisor Signature Date

Agency Use Only

Entered By Reviewed By
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New Feature for Managers: Employee Information Tab on
Timecard

Current:

Does not exist today

Future:
New Tab Employee Information tab on the employee timecard which displays:

Supervisor Name

Supervisor Email

Supervisor Phone

FLSA Status

Overtime Eligibility

Shift

Department & Department Name
Function & Description

Special Actions ¥ 2 save W DeleteAll & Inquire Inquire | ¥
Employee ‘ ‘
Pay Period  Sat. 05/02/2020 12:00am - Fri. 05/15/2020 11:59pm Time Card Status Missing

Week 1 Week 2 Leave Balances Employee Information
—_—

Supervisor Name
Supervisor Email

Supervisor Phone

FLSA Status Exempt
Eligible For Overtime No
Shift 1
HRIS Department HR" - HR BUSINESS |

Function from Home Position

Holiday Reporting Instructions

New Button which displays Holiday Reporting Instructions.
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2531.3 - Employce Time Entry Form

Special Actions ¥ 2 Save [ DeleteAll @ Inquire |  Inquire | ¥

Employee

Pay Period  Sat. 02/08/2020 12:00am - Fri. 02/21/2020 11:59pm

Week1  Week2  LeaveBalances = Employee Information

Supervisor Name:
Supervisor Email
Supervisor Phone
FLSA Status.

Eligible For Overtime
Shift

HRIS Department

Function from Home Position

__ Nolices
- Hours worked must bé recorded on the day actually worked

- Holiday leave can only be recorded on a State observed holiday

Time Card Status Missing

602.542.

Exempt

No

1

FG010 . FSDIGAO MANAGERS
ADGAQ5000000

oy g |

If you have questions or issues please contact your payrol department al

TESTING@AZDOA.GOV

ETE Timecard Edit: Forcing 40 Hours

Current:

Does not exist today

Future:

Employees will no longer be able to log greater than 40 hours if leave time was
used during the pay period. Example: Employee has 35 hours of paycode 100
and then calls out sick. The maximum hours of Sick Leave is 5; even though a full

day of work was missed.

State of Arizona Internal Use Only
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Pay Code Description

300/300F Annual Leave

310/310F Sick Leave

311/311F Family Sick Leave
322/322F Holiday Leave Taken
330/330F Comp Leave

340/340F Bereavement Leave

355 Paid Leave of Absence
360 Education Leave
371/371F Meritorious Service Leave
304 Personal Leave

E How to contact us.
For technical support contact the ADOA HRIS Service Desk at (602) 542-4700 or
hrisservicedesk@azdoa.gov.
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