Axios Employee Website Usage Instructions

You have two options to access the Axios Internet. The first option will use your social security number
and year of birth as your username and password. If you would like to use this option go to the following
web address and follow the instructions. This site can be access through the Axios homepage,
http://www.axiosincorporated.com, and click on the “employee login” link.
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Ernployees These days, it's not just the little guy looking for HR expertise or increased
fssociates buying power. Axios offers its array of HR Sarvices to businesses of all
Staff sizes, from an increasingly diverse range of industries, Mo matter what you

do, or how many employees vou have on staff, we will tailor vour solution
to fit the goals and needs of your business.

HR Expertise How Doing Less Enables Your Company To Do More.

Home Odds are pretty good that vou are not an HR professional. vet, if vou are
Human Resource like most mid-sized companies, you OF SOMe0ne on Your management team
Management has assumed the duties of that role within your organization.

Payroll Processing Axios Human Resource Services Division is a practical way for business

leaders to receive the expert hurman resource services they nead to
accommodate their goals and maximize their profitability. Besides simply

Benefits Administration

Risk Management handling the more traditional HR duties, such as hiring and payroll, Axios
Wweh Based HRIS System will help vou reduce many of the rising costs of employment by passing on

group discounts and savings on such items as benefits, liability coverage,

Contact Ls ' .
and workers' compensation.

fxios essantially removes the burdens associated with HR, offering you and
your staff the two most important assets needed to foocus on the business

How We Measure Up of your business: time and energy.

Inc 5000
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This link will take you to: https://www.axiosincorporated.com:8443/hrp/Employeel ogin
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HR4 Pyramid
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Passwol wd |
Password Reminder




Option 1:
Your Username for this screen is you Social Security Number with the dashes. Your password is the

last four digits of your Social Security Number-your birth year, for example:

User Name 123-45-6789
Password  6789-1960

Option 2:
The second option will allow you to create your own personal user 1D information.

NOTE: Axios must have your current email address on file for you to register
in this way.

STEP 1: If you do not have a current e-mail address on file in our system, please add one using the
following steps:

Login into the HR Pyramid website using Option 1
Click on the “Inquiries” tab

Click on the “Personal Information” tab

Enter your e-mail address and then

Click the save button at the bottom of the page.

If you have any problems entering in your e-mail address please contact your Axios HR Generalist
who can assist you with this.

STEP 2: Once your e-mail address is in our system go to the following web address and follow the
instructions: https://www.axiosincorporated.com:8443/hrp/Employeelogin

The following login screen with come up. Fill in your current User Name and Password and click
on Register
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The following registration screen will come up. Follow the registration instructions below.
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HR4{ Pyramid

Web Edition
Registration
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Birth Dats [racnen =1 [oav =1. [vear =]

Instructions:

Fill in each line with the required information

Note: The birth date should appear in this format: MM-DD-YYYY
(Example: March 7, 1975 = 03-07-1975)

Create your own personal user ID

Once all lines are complete, click on “Register”

The system will confirm your registration and will email your password to your email address of
record

Once you receive your password you may use it for initial login to the system

You may change this password at any time under the “Administration” tab in HR Pyramid

If you forget your password you can click on “Password Reminder” on the Employee Login screen,
and fill in the same information you provided for your initial registration.

If you have trouble with this, please email your HR Generalist and Axios IT will reset your password
and email the new temporary one to you.

Click on Login and you will receive the following screen:
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Employee Self-Service Monday Septernber 10, 2007
HR Entry Paint 5.1
A
T —

Administration User: Sanford, John  Company: PROFESSIOMAL EMPLOYER DIVISION
Documentation

Open Enrollment

Welcome to
PROFESSIONAL EMPLOYER DIVISION
Web Edition

splash HRFWE. 5. 1.0.6

@2003-2006 F. %W, Davizon & Cormpany Inc. Release: HRPWE.5.1.0.6

In this section you will be able to access personal information related to your benefits, salary, vacation
time, etc. On this site you will also be able to access a variety of forms. As you will see by the list
below:

General Documents
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Employee Self-Service Monday Septermnber 10, 2007
HR Entry Paint 5.1
/|

e

Administration Com pany Docs User: Sanford, John  Company: PROFESSIOMAL EMPLOYER DIVISION

Documentation

Files

Company Docs
Benefit Forms 2006 W4 FORM.pdf

— — Direct Deposit Authorization Agreement.pdf
External Links I-9.pdf

Michigan W 4.pdf

File Name

Inguiries

Open Enroliment

File izt HRPWE S 106

©2003-2006 F.W, Davison & Company Inc,  Release: HRPWE.5.1.0.6

Double click on the form you want and it will open up the form in Acrobat Reader where you can print it.
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Benefit Forms
Select the Benefit forms button and you will receive the following screen:
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Employee Self-Service Monday Septermnber 10, 2007
HR Entry Point 5.1
A/

=

-.nn-:.trati-:-n Beneaefit Forms User: Sanford, John Cormpany: PROFESSIONAL EMPLOYER DIVISION

Jocumentation

Company Docs Gl File Name

[Benefit Forms DSl arid i sn

— = D d. c
External Links

Inguiries

Cipen Enrollment

Fila st HRPWE 5. 106
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Here you will be able to find a variety of benefit forms.

External Links

Click on the External Links button for access to pertinent links for our employees:

Q-9 - @ P @ 8|30 g - = %

Emplovyee Self-Service Monday Septermber 10, 2007
HR Entry Point 5.1
A/
p—

External Links User: Sanford, John  Company: PROFESSIONAL EMPLOVER DIVISION

Documentation

Company Docs Name
Crvmen AXIOS
Esxternal Links

@ PriorityHealth’

i3 Huntington
.l EVESER:

g ”
GUARDIAN

i/
Py

axternal links HREWE S 106
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Click on the desired link and it will bring you to the webpage you desire.



In the Employee Self-Service page you can also inquire into personal information about your pay, benefits
and personal information. You can access the menu of inquiries by clicking on the Inquiries button. You
will receive the following drop down menu:
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Employee Self-Service Monday Septernber 10, 2007
HFR Emtry Point S.1
A/
ey
o

I nquiries User: Sanford, John  Company: PROFESSIOMAL EMPLOYER DIVISION

H a3 =

Check Stub

Benefits Summary
Flex Spending
Paid Time Off
401K Summary

FPayroll Inguiry
Personal
Employee Overview

Open Enrollment

Inquiries

splask HRPWE 5. 1.0.6

©2003-2006 F, W, Davison & Company Inc. Releaze: HREWE.S.1.0.86

Check Stub
View your check stubs each pay period or look back at past pay stubs. Click on the Inquiry button for the

drop down box and click on Check Stub, you will receive the following screen:
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Employee Self-Service Monday Septernbar 10, 2007
Neurological Associates
a1 waat Biemgat o HR Entry Point 5.1
e
Check Stub User: King, Pam Company: MUSOFT SOLUTIOMS
Select
vearJZ007 =]
Benefits Summary
Paid Time Off Pay Date Check Number Gross Pay Taxes Deductions Net Pay Type
— 0z /09/2007
401K Summary. 137 1.,005.00 126,29 358,62 Sz0.09 <
ex Spendins 01/15 /2007
FI BEn a ! 4 4 5,262.50 &610.96 0.o00 4,651.54 <
[check stub
Personal
Open Enrollment
kheck history HRPWE.S.1.0.6
@©2003-2006 F.W, Davizon & Company Inc. Relssss: HRPWE.S.1.0.6 Suppork ] Help Iﬁ—




Printing A Check Stub
To print a copy of a check stub, click on the pay date which will bring you to the following screen:
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Employee Self-Service Monday September 10, 2007
Neurological Associates
Al owaat miemigat b HR. Entry Point 5.1
Check Stub User: King. Pam Cormpany: NMUSOFT SOLUTIOMS
Select

Payroll Inguiry vear[2007 ]
Benefits Summary
Paid Time Off Pay Date Check Mumber Gross Pay Taxes Deductions NetPay Type
Sl 0z/09/2007
401K Summary 137 1,005.00 126.29 358.62 520,09 <
Flex Spending Esrnings Detail =
Description Hours Rate AmountDepartment Location =
Chack Stub c© i i 0.50 100,0000 50,00 A1 1
commission 0.25 100.0000 25.00 c1 s
Personal commission 0.25 100.0000 25.00 c1 s
Bonus 0.50 50,0000 25,00 Al 1
Bonus 0.25 S0.0000 1z.50 c1 S i
Bonus 0.25 50,0000 12,50 c1 5
Regular Pay 20,00 1g, 0000 F60,00 Al 1
Regular Pay 10.00 i=.0000 120,00 c1 s
Regular Pay 10.00 18,0000 180,00 c1 s
Overtime 2.50 27,0000 67.50 AL 1
Overtime 1.25 27,0000 33,75 c1 5
Overtime 1.25 27,0000 33,75 c1 5
=
Reprint Check Stub || Frint Details |
oy ststernent HRPWE.S.1.0.6
01/15/2007
4 5.262.50 510,96 0.00 4.651,54 <
khack history HRPWE.S.1.0.6

©Z003-2006 F.W. Davison & Company Inc. Release: HRPWE.S.1.0.6
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Scroll down to the bottom of the pay stub where you will see the following options at the bottom:

Select Reprint Check Stub. When you select this you will receive the following screen:
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Q-9- R w|/ & e |- = =
“ Employee Self-Service Manday Septermber 10, 2007

Heuralogical Associates
AWt UiehigaT P oG HR Entry Point 5.1

Check Stub User: King, Pam  Company: MUSOFT SOLUTIONS

Select

i
Payroll Inguiry vear]z007 -]

Benefits Summary
Paid Time Off Pay Date Check Mumber Gross Pay Taxes Deductions Net Pay Type
— 02z,/09,/2007
401K Summary =Bl J_nos_no 126 29 358.62 520,09 <
> E——F e Download =
Flex Spending Earnings Detail -
Description § L i artment Location -l
Check Stub Co is i <2 Some files can harm pour computer, |f the file information below i
T Commission V looks suspicious, or you do not fully trust the source, do not open or s
Commission zave this file. 5
Cpen Enrollment Bonus 1
EBonus File name: “WEB_Check_1607.FDF S
Bonus y s
Regular Pay File type:  Adobe Acrobat 7.0 Document 1
Eagulasiay Frarm: v, axiosincorporated. com = i
Regqular Pay 5
Overtime 1
Dvertime 5 )
Overtime S
-
‘wiould pou like to open the file or zave it o your computer?
Reprint Check £ Open | Save I Cancel Mare Infa
o3y statement HRFHE = =
01,/15,/2007 ¥ Always ask before opening this type of file
0.00 4,651.54 <
kheck history HRPWE S 1.0.6

@E2003-2006 F. W, Davison & Company Inc. Release: HRPWE.S.1.0.6
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Select Open. This will open up Adobe Reader (If you do not have Adobe Reader you can get that as a
free download off of the internet. You will receive the following screen:

# | Adobe Reader - [WEE_Check_1607[1].PDF]
) File  Edit  Visw Documsnt Tools  MWindow Help

. Attachmerts

ES [ a4l vz | p bl | @ © | EREDEEE

©Z003-2006 F.W. Davison & Company Inc.  Release: HRPWE.S.1.0.6

From here you are able to print the pay stub.

Benefits Summary
View your current benefits by clicking on the Benefits Summary button and you will receive the

following screen:
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“ Employee Self-Service Monday September 10, 2007

Heuralogical Associales
Al Wast Liehigzt oo

b HR Ertry Point 5.1

User: King, Pam  Company: NUSCFT SOLUTIONS

Benefits Summary

Plan CoveragePre Cowera ge Coverage Employee
Name LavelTax? Start Date End Date Contribution
DENTAL GUARDIAMN FAMILT Mo 10-01-2004 Mone $=21.80
VYISION SERVICE PLAN FAMILY Mo 10-01-2004 Mone $16.57
AXIOS PRIORITY HMO | FAMILY ves 01-01-2007 Morne $£az9.25
AXIOS JP VOL STD | 440,00 Mo 01-01-2007 HMone $21.91

n Enrolliment

employes banefits HRPWE 5. 1.0.6




Flex Spending
To view your flex spending account click on the Flex Spending button and you will receive the following

screen:
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Employee Self-Service Monday September 10, 2007
Neuralogical Associates
Al wast Wiahigat P HR Entry Point 5.1
Fleax spending User: King. Pam Company: NUSOFT SOLUTIONS
Select

Inquiri

Payroll Inquiry
Benefits Surmrmmary
Paid Time OFf

vear[zooy -] o

401K Summary [ summane |

Flex Spending Accoun x Elected Amount ¥TD Deduction Amount ¥TD Reimbursemen + Amount
Check Stub MEDICAL REIMBURSME 1s00.00 31.25 o.00
Persanal Dependent Care S000.00 104.17 0.00

Open Enrollment

Fra HRPWE.S.1.0.6

@Z002-2Z006 F.W. Davison % Company Inc.  Release: HRPWE.S.1.0.8 1 Support ] Help

By clicking on the Submit button you can review your Flexible Spending Account where you can track
deductions, payments, balance left and know right where you stand at any given time.

401K Summary
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Employee Self-Service Monday Septernbar 10, 2007

Neuralogical Associates

it wed P g, PG

HR Ertry Point S.1

401K Summary User: King, Parm  Cormpany: NUSOFT SOLUTIONS

Inquiries Benefits Summary
Payroll Inguiry Plan Year z007 ~| GO
- Base 401 (k) Earnings 6267, 50

Benefits Summary Elective Contributions (Pre-Tax) 50,25

Paid Time OFf

- - Empl Contributions (Post-Tax)D.00
401K Summary 401(k) Loan Payments
Flex Spending
Check Stub

FPersonal

Cpen Enrollment

retiremant HAFWE S 1 .06

T — T
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By clicking on the Submit button you can track all activity in your 401K. Review pretax contributions,
post tax contributions and catch up contributions or simply just check to see your balance.



Payroll Inquiries
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Neurological Associates
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Payroll Inquiry

Employee Self-Service

HR Ertry Point 5.1

User: King, Pam

Monday September 10, 2007

Cormpany: NUSOFT SOLUTIONS

Inguiries Fay Histary Compensation
T Effective Date Pay Rate change ¥ Change % Current Pay Rate $19.0000 per hour
i e 02/04/2007 $ 19,0000 $ z.080,00 5.55% Effective Date 02;04;2007
Benefits SuMmMmar Last Pay Date O02/02/2007
i 103172005 £ 12.0000 4 2,020.00 5.999% Last Check # 137
Paid Time Off Last Check A t S20.0%
=L 04/06/1998 + 17.0000 5 % =t Check Amoun %
401K Summary
Flex Spending
Check Stub
Personal
Open Enrollment
Yearto Date | 2007 _»| Summary
Gross Pay $6,267.50 i
Regular Pay $5.440.00 |
Overtime =77.50 !
Paid Time OFF Z40.00
Holiday 160,00
Conmission 100,00 |
Bonus $50.00
Payroll Deductions $355.62
401(k) Deduction 50,25
Fsa Medical Expenses + 31.25
Fsa Child /dependant 104,17
Dental After Tax $ 25.73
Wision After Tax f5.50
Medical 125 107,46
Short-term Disability § 5.48
Medical $ 20,79
Federal Tax Withheld $167.42
social Security Tax Withheld $373.52
Medicare Tax Withheld $87.36
State Income Tax Withheld 104,31
Mi Income Tax $ 104,31
State Disability Tax $0.00
Other State/Local $4.63
Net Pay $5,171.63
oaprell surmmary HRFWE.S. 1.0.6
@2003-Z006 F. W, Davison & Company Inc, Release: HRPWE.S.1.0.6 §£ﬁ.§&§§$‘1§? ] Suppork ] Help Iﬁ—

With the Payroll Inquiry screen, you can track your earnings for the year, your taxes withheld and see

what you have made year to date.
Personal
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Neuralogical Assoclates
Al owart enige B

Personal

Employee Self-Service

HR Entry Point 5.1

User: King, Pam

Monday September 10, 2007

Cormpany: NUSOFT SOLUTIONS

Personal Details
Name Par KING

Weteran Status
Veteran

Birth Date 03/05/1975

Soc-Sec-Mum *FF-**-c759

Vietnam Veteran [

Benefits Summary

Faid Time Off
401K Summary

Resident Address
Address Line 1 123 MNICE PLACE

Disabled Veteran [

Emergency Contact

Flex Spending Address Line 2| Contact Name SAM KING
Check Stub Zip 49301 Contact Relation SPOUSE
Personal Zip Ext Contact Telephone 516/455-1234
en Enrolliment City ADs TOWMNSHIP -
Caunty. Nickname
State AT o e S,
Home Phone (616 3949 -2525 Handicapped i

Mobile Phone [ 3 -

School Disteict #

Emnail Address

-

Smoker

Driver's License
Number

K 1234589087

Marital Status

Marital Status|Married =]

Expiration Date 03/09/20082

Date Married

State | richigan

w2 Address
Address Line 1

Address Line 2

City
State
Zip
==
employas par as HRAWE 5.1.2.3
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Here you are able to view your personal information and make changes to the personal information that is

highlighted in yellow. Just highlight and type in the new information, make sure you click on the save
button before you close the screen to be sure you save the data.
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