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Payline Overview

Introduction

PAYLINE
Features

Office of the Comptroller

DOA has developed a web-based system that provides participating State employees
with online viewing of their earnings, benefits, and leave information. Employees
may access Payline using the internet at http://payline.doa.virginia.gov.

Payline has been designed to be as user-friendly as possible and require little
intervention from outside resources. However, DOA realizes that there may be some
functions that individuals may need assistance with and has developed this
administration manual to aid agency personnel in responding to employee inquiries.

Payline provides Commonwealth of Virginia Employees paid through the
Commonwealth Integrated Personnel and Payroll System (CIPPS) the means to:

View current payment information at least 4 working days before the payment
date.

View current and year-to-date earnings including regular pay, overtime, shift pay,
and special payments.

View current and year-to-date deductions withheld (both employee and
employer).

View Federal and State taxable wages as well as individual tax elections and
associated withholdings.

View direct deposit information and associated deposit amounts.

View leave information on-line as soon as period end processing is completed
eliminating the pay period lag for access to leave balances (if the agency
participates in CIPPS Leave).

Provide historical payment and leave information on the system for 24 months.
Allow the employee to alert the agency of desired changes to the employee’s
address or tax elections.

View current and past years W-2s. Also, the user has the ability to opt-out of
displaying W-2s.

Continued on next page

1 Commonwealth of Virginia
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Payline Overview, Continued

Security State-of-the-art security features are provided to maintain confidentiality of the
individual employee's personal payroll information.

e Application Security - requires a user id and password for system access.
Individuals will be required to keep this information confidential to provide the
utmost security to their individual records.

e Secure Socket Layer - SSL - uses a 128-bit encryption routine to protect the data
as it travels back and forth over the Internet.

e Elliptic Curve Cryptograph - ECC - is a server-based program that protects
sensitive data and prevents unauthorized access to the server.

Access e Browser must be enabled for Java Script.
Requirements o  Browser must be enabled for Cookies.
e Browser must be enabled for Secure Socket Layer (SSL) Security (128-bit
version).
e If connecting to the site from behind a firewall or proxy server it must allow SSL
(port 443) communication.
e Internet Explorer or Netscape browsers, version 4.0 or higher.
e Designed to be viewed at a screen resolution of 800 by 600 or greater, with a
minimum of 256 colors.
e Connection speed of 56k modem (or higher) is highly recommended.

Web Address https://payline.doa.virginia.gov

Office of the Comptroller 2 Commonwealth of Virginia
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Accessing Payline, continued

Use of Social Users cannot access Payline or request temporary passwords using their Social

Security Security Number (SSN). Agencies should ensure employees are aware of their nine-

Number Not digit Employee Number. Additionally, the user can click on the “What is my

Allowed employee number?’ prompt beside the box to obtain an explanation of the Employee
Number.

All displays of an employee’s SSN have been removed from Payline, except on the
Employee’s W-2, to further enhance the security of the employee’s information. The
employee will have an option to suppress the viewing of their W-2 information.

Office of the Comptroller 3 Commonwealth of Virginia
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Navigation

Introduction This topic provides guidelines on the use of Payline help and maneuvering from one

area to another.

Navigation buttons are located on the left-handed margin of each page. They are
used to link the user to other payline pages or perform certain functions. The table
below describes the use of most buttons found within the site.

BUTTON

DESCRIPTION

Main Menu

Clicking on this button will link the user to the Main Menu page where
the user can begin reviewing his earnings, benefit and leave information.

FAQs

Clicking on this button links the employee to a page of Frequently Asked
Questions concerning Payline.

Contact Us

Clicking on this button will allow the user to send an email with
suggestions and/or questions to DOA.

Log off

Clicking on this button will return the user to the Log On page and sign
the user out of Payline.

Employee
Number Look-
Up

Clicking on this button will link the user to the Employee Number Look-
Up function which allows the user to enter an employee’s name or SSN
to find the associated employee number. (Administrative Logon access is
required.)

Reporting

Clicking on this button will link the user to the reporting query function
page. (Administrative Logon access is required.)

Set Mask

Clicking on this button will link the user to the Masking Page where the
employee's User ID is entered and the user can view the employee’s
Payline information as if they were the employee. (Administrative Logon
access is required.)

Note: More information on the special security access functions can be found later in

the manual.

Office of the Comptroller
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Accessing Payline

First Access for
New Users

2 Login - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit View Favortes  Iools

D /' ) search 57 Favortes

€ © HREG

First time Payline users should access Payline using https://payline.doa.virginia.gov

then, click on the Forgot Password/New Account button.

Help

D R = LE S

Address |

Payline > Login

& httpstisecure doa virginia goviayline!

New Account

Welcome to Payline!!l

Your source for personal earnings, benefits and leave information.

i How to Become a Payline

If you are having difficulty logging in to Payline please
Read this Notice

11D and Password:

Please enter your Employ N I or P

l:l What is iy empicyee number?

Ifyou are a firsttime user or have forgotten your password
click the forgot password/new account button

Employee Number or
Personal ID:

Password
(case-sensiive);

Unused temporary Payine passwords are deleted 45 days after Issuance,

Participant [PDF] [PowerPoint]

"% Paperless Payroll Enroliment
[POF] [PowerPaint]

Introduction to Payline

i Payline Features
[FDF] [FoweerPaint]

& Logging On i Forgot
Password
[PDF] [PowwerPaint]
Viewing Leave Information
[FDF] [FoweerPaint]

& Viewing Payroll Information
[PDF] [PowerPaint]

Payline FAQ's

Payline Manuals and Faorms

S & Internet

Office of the Comptroller

Continued on next page
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Accessing Payline, continued

First Access for
New Users,
Continued

Users requesting their initial temporary password will have to click on the Forgot
Password/New Account button then enter their Employee Number and click on the
submit button.

Agencies should ensure employees are aware of their nine-digit Employee Number.
Additionally, the user can click on the ‘What is my employee number?’ prompt
beside the box to obtain an explanation of the Employee Number on the
“WELCOME TO PAYLINE” page.

NOTE: Once the temporary password is received and the user establishes their
permanent security record in Payline, the user can create a Personal ID to be used in
lieu of the Employee Number using the Personal Options page.

<2 Forgot Password - Viirginia  Department of Accounts - Windows Internet Explorer, provided| by DEPARTMENT OF ACCOUNTS

File Ecit “iew Favortes Tools Help L
- A 7Y . . v Y
Q Back J Iﬂ IELI ) | g Search ¢ Favortes 6‘“ - &8 ﬁ ““
Address :éj hitps: ffzecure doa virginia govipayineForgot_PIN cim?085753 v a Go

d. gUV Online Services | Commonwealth Sites | Help | Governor

Payline - Forgot Password/New Account

Please enter your Employee Number fmust be 9 digits) or Payline Personal 1D ¢must be 55 characters):

Employee Number or Payline Personal ID: 009939939

@:l https: Msecure.doa. virginia.govpaylineSharedMHelpForgot_PIN_Viewy shitml é @ Internet

Continued on next page

Office of the Comptroller 6 Commonwealth of Virginia
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Accessing Payline, continued

First Access for  If an invalid Employee Number is entered, the following message is displayed:

New Users,

Continued “There are no matching records found for Employee Number = ***xxskx - A

temporary password cannot be assigned.”

This message indicates that there are no records for the Employee Number in Payline.
Payline uses the first 9 characters of the employee’s CIPPS employee ID. Either a data
entry error was made in the Employee Number on the Log On screen or the employee
has not been paid through CIPPS using the Employee ID entered.

The employee may click on the ‘Log On’ button to return to the Log On screen and re-
enter either the Employee ID to try again or wait until the user has been paid.

Office of the Comptroller

Continued on next page

Commonwealth of Virginia
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Accessing Payline, continued

First Access for  If a valid Employee Number is entered, the employee has the option to have the

New Users, temporary password printed on their next earnings notice (if their agency has not

Continued opted out of receiving earnings notices) or sent to their agency’s Human
Resource/Payroll office via email. If the employee chooses the email option, the
employee must enter the first three letters of his last name, click Send, and then the
Human Resource/Payroll office will receive and forward the temporary password
onto the employee. The employee must wait for receipt of the temporary password
before being able to logon to Payline.

/= Forgot Password - Yirginia Department of Accounts - Microseft Internet Explorer provided by DEPARTMENT OF ACCOUNTS
a7

€= [@) v dos-crzicia 1 f F_;“rﬁ:' Ll

File Edit View Favorites Tools Help

Favoritas o %% | Free Hotmail 2 | Lpgeade .

- | %8 Earnings Notice Sta . | &3 Forgot Password .. % | () Setting up WebEx

Virginia.gov  Online Services | Agencies | Governor | Help
ﬁ)OA Virginia Department of Accounts y
Payline > Forgot Password
E Payline - Forgot Password/New Account
Ity
Print new password on my Next 8armings notice Subme.
Send new passwor d to my agency (001858) Payroll and HR
Oficars dhae
Feguin
: =] % Lacal intranat [Fa= [Fhoos =
dstant| 48 (G} - - Inbox- Microsont | 2] Payine_dmin M [[@3 Forgot Passwor... ) Cisco WebEx Eve_ | ) 1 e e

Note: If the agency has opted out of earnings notice print the option to “print new
password on my next earnings notice” will not appear.

Continued on next page

Office of the Comptroller 8 Commonwealth of Virginia
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Accessing Payline, continued

First Access for The employee will then be prompted to enter a personal Pass Phrase. This Pass

New Users, Phrase will be used in conjunction with the temporary password to enter Payline.

Continued The Pass Phrase can be a word or a phrase up to 24 characters and is not case
sensitive. The user will need to remember this pass phrase, if not, they will have to
go through the request process again.

2 Forgot Password - Viirginia, Department of Accounts - Windows Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

File  Ecit “iew Favortes Tools Help L

. N O e ] ) Y
QElack > Iﬂ IELI w) | g Search ¢ Favortes 6‘“ - &2 ii ‘4“

Address :éj hitps: fzecure doa virginia govpavineForgot_PIN cim?033701 i E Go

Payline > Forgot Password
.
_ Payline - Forgot Password/New Account

Enter a personal pass phrase {any word or phrase of your choesing up to 24 characters).

|

You will be required to provide this pass phrase when using your femporary password to access

Payline for the first time.

w

&] Dane 2 @ internet

Once the employee presses Submit, they will see one of the following notifications on
the screen dependent upon the method chosen to receive their temporary password.

Please look for your new temporary password in the message section of your earnings
notice. The message section is just below the detailed earnings and deductions and
above the removable check or earnings notice.

It will be accompanied by the message:

“PER YOUR REQUEST, YOUR CONFIDENTIAL TEMPORARY PAYLINE
PASSWORD IS:”

And will consist of 8 characters.

OR
Your new temporary password has been e-mailed to your Payroll and HR Officers:
payrollname@agency; hrname@agency

Continued on next page

Office of the Comptroller 9 Commonwealth of Virginia
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Accessing Payline, continued

Using Once the employee receives their temporary password, they can then enter Payline
Temporary and set up their permanent security record, which includes:
Pass Phrase — e Two E-Mail Addresses
New User .
e Hint

e Challenge Questions
e Option not to receive earnings notices (if agency has not opted out)
e Option not to display W-2 information.

The employee will access the Welcome to Payline Page, enter their Employee
Number and temporary password, and click on the Log On button.

<A Login - Virginia Department of Accounts - Windows Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

File Ecit “iew Favorites Tools  Help L)

E . ~ i ] . il s
QElack 7 \ﬂ \ELI | Search ‘__J_\.;’Favorrtes 6“4 = ﬂ ’ii ._\“

Address :&j hittp: ficf2icdey Ashiynipaylinetogin.cfm

\fi [gil]ia. g()\" Online Services | Commonwealth Sites | Help | Governor

@ﬁl)OA Virginia Department of Accounts Pay I ’ ne

Payline > Login

Forgot Password / .
T — Welcome to Paylinel*
. 1

Your source for persoenal earnings. benefits and leave information. !5 Howto Become a Payline
| Patticipant [FDF] [PowerPoint]

3 i Paperless Payroll Enrollment

Please enter your Employee Number or P 11D and Password:
[PDF] [PowerPoirt]
Employee Number or Personal I: (00355355 1 Introduction to Payline - Viewing
¢ Leave Information [POF)
i [PowerPairt]

Password {case-sensitive): "
& Introduction to Payline - Wiewing

i Payroll Information [PDF]
3 [PoweerPoint]
1 Payling FAQ's

1i Fayling Manuals and Forms

Ifyou are a firsttime user or have forgotten your passward
click the forgot passwordinew account button

Unused temporary Payline passwords are deleted 45 days after issuance.

Tha carritu afuanir narcanal infarmatian ic imnartant ta ne!

@ Dane & Local intranet

Continued on next page
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Accessing Payline, continued

Using The employee will then be prompted to enter their personal Pass Phrase or to request

Temporary a new temporary password if they cannot remember the Pass Phrase.
Password With

Pass Phrase —

New User,

Continued

A Forgot Password - Vlirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favorites Tools Help

. —~ n
- 1 : N ) [='F 1)
G Back ? ] x = W | - Search i-\i’ Favarites 6-“!

Address @j http: ficf 2ictdevashlyn/Payline/Login2 . cfm?FreshPage=104001

@ﬁ)OA Virginia Department of Accounts Pay ”ne -

T —
Payline > Forgot Password [ I=RIEY | Search DOA Q Entre site ® capp Only

.
_ Payline - Forgot Password/New Account
Please enter the following information:
Pass phrase: richmand|
OR
| would like a new password assigned
hd
<4 >
ﬁj Done & Local intranet

Continued on next page

Office of the Comptroller 11 Commonwealth of Virginia
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Accessing Payline, continued

Using An information box concerning the security of the personal information contained
Temporary within Payline will be displayed. After reading the information box, the employee

Password With || click Continue to proceed into Payline.
Pass Phrase —

New User,
Continued

2 Forgot Password - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File  Ecit “iew Favorites Tools  Help

2 — .
GElack A > ﬂ E O] y ! Search “E\'{_’Favurhes 6_‘4

Address g‘] http: Hef2ictdevashlynPayline/Forgot_PIN.cfm?104114

@ﬁl)OA Virginia Department of Accounts Pay I’n e v Fﬁ'

5 — ot 8
Payline > Forgot Password Contact Us | ELRUEININS @ Entive site ® caAPP Only

The security of your personal information is important to us!

Diligert efforts are made to ensure the security of Commonwealth of Virginis systems. Before you use this Web site ta
conduct business with the Commonyvealth, please ensure your personsl computer is not infected with malicious code that
collects your personal informstion. This code is referred to as & keyvlogaer. The way to protect against this is to maintsin
current Anti-Yirus and security patches.

For mare information on pratecting your personal information onling, refer to the Citizens Guide to Online Protection
Online Protection Glossary

& % Local intranet

Continued on next page
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Accessing Payline, continued

Using The employee will be presented with a screen to establish the Personal Options data
Temporary for their account.
Password With

Pass Phrase —

New User,
Continued
A Forgot Password - Vlirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS
File Edt “iew Favortes Tools Help
e Back - \_) lﬂ lg ;\] /.,_\J Search H:j‘\'( Favorites {‘3
Address ‘ej hitp:iici2icfdevashlynpaylineForgol_PIM cim?022329
e Payli 2B |
ayline N
Virginia Department of Accounts L l_ 3 ﬂ;
Paryline > Forgot Password [(ATI=AICR Il Search DOA © chtive site @ capp Only
_ Payline - Update Personal Options
Please enter new personal information. Enter new password twice for verification.
Email Address 1: || ‘
Verify Email Address 1: | ‘
Email Address 2: | ‘
Verify Email Address 2: | ‘
Password: Required  Password is case-sensitive.
N . [ |Enter your password - Passwords are case sensitive
Verify Password: [Fequired  Fassword 15 case-sensitive. B
Challenge Cuestion 1: Please Select - | | Recuirect
Challenge Question 2: Please Select v | | Required
Hint: |
Receive Printed Earnings Notices: Mo | SAeguired - Defzalt is Mo, ¥ you desie 2 printed eamings motice chamge to res.
Display W2s: Yes w| FRequired
b4
£ | &
g‘] Done \:J Local intranet
Continued on next page
Office of the Comptroller 13
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Accessing Payline, continued

Using
Temporary
Password With
Pass Phrase —
New User,
Continued

Office of the Comptroller

The Personal Options screen has the following fields available for use.

The user can enter a Business Email and/or Personal Email address. If an
email address is supplied, it will need to be entered a second time for
verification.
The user must enter a password and verify that password by retyping it.
The passwords are case sensitive and must follow the Information
Security Standards for password management. The standards require
passwords to:
1) be at least eight characters in length
2) utilize at least three of the following four:
special characters ($'@ {} & ~+7?[]),
upper case alphabetical characters (A - Z),
lower case alphabetical characters (a - z),
numerical characters (0-9),
3) not contain spaces
4) not match assigned temporary password
5) not contain ("), (<), (>),or (#)
6) not match last 24 passwords
The employee must answer their choice of any two challenge questions.
The challenge questions are used to verify the employee’s identity for
various actions within Payline. The challenge answers are not case
sensitive. (Note: After the initial set-up changes to question selection
and/or answers to questions can only be performed after answering the
previously stored challenge questions correctly on the Profile Page.)
The employee may enter a word or phrase to aid in the recall of the
password. This hint will be displayed on the Forgot Password/New
Account page.
The employee can choose whether or not to receive earnings notices if
their agency has not opted out agency-wide.
The employee can opt to disable the display of their W-2s. “No” will
disable the display and “Yes” will allow display of W-2s. Employee can
change this option later by accessing the Personal Option page.

Continued on next page

14 Commonwealth of Virginia
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Accessing Payline, continued

Using Once the user completes the necessary information on this screen, they will press the
Temporary Submit button and receive notification that their Security Record has been updated.
Password With

The employee will press the Continue to Payline button. At this point, the user has

Pass Phrase — )] access to the services that Payline offers.
New User,
Continued
A Forgot Password - Virginia Department of Accounts - Windows Internet Explorer, provided by DEPARTMENT OF ACCOUNTS E
File Edit Wiew Favorites  Tools  Help f
Q Back ~ () |£| lELI 7;] /.- ) Zearch ‘\5‘1‘\'{’ Favorites ‘7 == ﬁ ‘i‘i
| iddress | @] http: et 2icTdevashiynPayineForact_PIN cfm?110954 ) e

Search Virginia.gov m

o 7‘. R
A ‘I

b s
Contact Us | EEEUSILY @ cntire site ® cAPP Only

Payline - Forgot Password/New Account

Financial

Your Security Record has been successfully updated!

Please continue to the Payline Application:

Continue ta Payline!

@'] Dane & Local intranet

Continued on next page

Office of the Comptroller 15 Commonwealth of Virginia
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Accessing Payline, continued

Invalid User ID  If the employee enters an invalid User ID and a password, they will receive the
message “Invalid ID.” The user will need to return to the Payline Log On Screen and
enter their correct Employee or User ID. If the user does not know their correct
Employee Number, they should contact their agency’s Human Resource/Payroll
Office for help in determining their correct ID.

<2 Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help L
- AL D < i ) - 2
O Back 2 Iﬂ IELI (| Search V\/ Favorites 6’-‘{ = ﬂ ﬁ ““
address | &) Hps: tascure dom virginia govpsylinedryalid_Fmployees_Number cfm v Ga

@ﬁI)OA Virginia Department of Accounts

E
Payline > Contact Us | EEEUNINMEY © Entire site @ capp only

m Invalid Employee Number

You have entered an invalid Employee Number

For most classified employees, the employes number beging with two zeroes (i.e., 00) followed by the seven numbers
found within the ID number on the COVA Care medical benefits card (e.g., YTR123456750. In this case the employee
nurnber would be 001234567

If you are on your spouse’s insurance, without medical coverage with the Commonwealth, not covered under COWA
Care, or otherwise cannot determine your employee number, please contact your agency Human Resources or
Payroll departrment.

Return to Payline Login

< »
& Dane S @ internet

Continued on next page

Office of the Comptroller 16 Commonwealth of Virginia
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Accessing Payline, continued

Forgotten If the employee enters their User ID and an invalid password, they will receive the
Password message “Invalid Password (# of Violations).

NOTE: Passwords are now case sensitive, so please remember to type carefully
when entering all passwords.

<A Login - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help f','
. -, .
< N ) o i - B = 3
@ Back 2 Iﬂ IELI (| # Search &-\f:) Favorites €\T f=] ﬂ ﬁ ““
address | @] htps: fsscure doa virinia govipayineLogin cim?hessagesinualid 20Password 32001 % 20Violstions) v Ga

T)UA Virginia Department of Accounts Pay I ‘, ne

Payline > Login

Forgot Password / _
New Account Welcome to Paylinel*

Your source for personal earnings, benefits and leave information. U5 How to Become & Payling
\ Participant [PDF] [PowverPaint]

If you are having difficulty logging in to Payline please i Paperless Payroll Enroliment

PDF] [P Pairt]
Read this Notice [PDF] [PewerPoirt]

'+ Introduction to Payline
& Payline Features

P 1 N I 1 - P .
Please enter your Employ orP ID and Password: [PDF] [PowerPaint]

Employee Number or | ¥ Logaing Onf Forgot

What is my employes mimber?
Personal ID: : assuo
[PCF] [PoswerPoirt]
Password i ¥ Viewing Leave Infarmation
(case-sensitive). H [PDF] [PowverPoir]

* wiewing Payroll Infarmation

b [PDF] [PoswerPoint]
[fyau are a firsttime user ar hawe fargotten yaur passward v .
click the fargot passwordinew account butian. 1 (PERIID (FES

Invalid Password (1 Violations) R Perline LLemEls e (Romms

Unused temporary Papling passwords are deleted 45 days after issuance

& S @ internet

Note: After 5 (five) failed logon attempts the following message is displayed
"Account suspended due to security violations." Further, an automated email is
generated and sent to the user’s email address (from the Personal Options Page)
explaining why the Payline account is suspended.

Prior to reaching the fifth violation, the user may request another temporary password
or answer their challenge questions (allows user to change their password
immediately) by clicking the ‘Forgot Password/New Account’ button and follow the
prompts.

Continued on next page

Office of the Comptroller 17 Commonwealth of Virginia
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Accessing Payline, continued

Forgotten If the user is not able to remember their password they click on the ‘Forgot

Password, Password/New Account’ button then enter the User ID. The user will be shown their

Continued previously stored hint. If the hint does not help the user to remember their permanent
password, the employee has the choice to receive a new temporary password as
follows:

1. Answer the challenge questions to store a new password.

2. Have a temporary password emailed to a previously stored email
address.

3. Request a temporary password to be printed on next earnings notice
(if agency has not opted out from receiving earnings notices).

4. Request a temporary password to be emailed to Payroll and Human
Resources Contact.

*Not all options may be available to all employees.

counts = Microsoft Intermet Explorer provided by DEPARTMENT OF ACCOUNTS

- [a dos-cf2/cieu eiForgot_FiN. cf L [T e o~
| File Edit ‘iew Fovorites Tools Help

; Fevoritos = 4 | Free Hotmail @2 | Upgrade vour Browser ™

%3 ThankYou |". =[] - 7 %) * Poger Sofsty~ Tools+ @

Vi Ig ] ]].I a.20v Online Services | Agencies | Governor | Help

Payline

e ]

Payline - Forgot Password/New Account

Your Braviousl Iy Stored Hint is: Pazaword2

T you would like to reset your password, please select from the following options:
Answier 2 previously stored Security questons and resetmy Sty in which you weare bomn
pasvsword nows IMothers maiden name

Subema Chalenge Angwers

Send new password 1o my emall address:

Send new pagsword 1o my agency (00151) Payroll and HR

Officers o oo
Raquires antry of first 3 letters of last name 5="°|
Done [ MdLocalintranet e [Rimw = -
Bistan| @ [ - [ Inbox- Micrasaft__ | k) Payline_Admin M. |[%2 Farqot Passwer. | @) Cisco WabEx Eve.. | w (L ] 118 PM

Continued on next page
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Accessing Payline, continued

Challenge
Questions for
Password
Change

The user can enter the answers to the two previously-stored challenge questions and
reset their password immediately. Once entered, the employee will press the Submit
Challenge Answers button and after acknowledging the security message, the
employee will be taken to the Personal Options Page to change their password.

The user will receive a Security Information screen which they should read. Once
finished, they will click on the CONTINUE Button.

A Forgot Password - Virginia Department of Accounts - Windows Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

File Edt “iew Favortes Tools  Help '
. ~ a
- Y ) o' ) o s
G Back ? ) Iﬂ IELI ) | J Search ¢ Favorites 6! = i 3 ““
address | @] ttps: fsecure.doa virginia goviayineForgot_PIN cfm b a i

@ﬁI)OA Virginia Department of Accounts Pay I ’ ne

Payline > Forgot Password

N — — P
contact Us | FEAUSIIV @ entive site @ capp only B

The security of your personal infermation is impeortant to us!

Diligert efforts are made to ensure the security of Commonwesith of Yirginia systems. Before you use this Weh site to
conduct business with the Commonwealth, plesse ensure your personal computer is not infected with malicious code that
collects your personal information. This code is referred to as a keylogger. The way to protect agsinst this is to maintain
current Anti-Virug and security patches.

For mare information on protecting your personal information onling, refer to the Ctizens Guide to Online Protection
Online Protection Glossary

@Done 2 @ Internet

Continued on next page
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Accessing Payline, continued

Challenge Payline will display the UPDATE PERSONAL OPTIONS page. The user:
Questions for
Password e Can update their email address(es),
Change e Must change their password,
e Can update their hint,
[ ]

Can choose whether or not to receive earnings notices if their agency
has not opted out agency-wide,

e Can opt to disable the display of their W-2s. “No” will disable the
display and “Yes” will allow display of W-2s.

2 Forgot Password - Vlirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help f';'
2 — A S =
eﬂack M > ) lj lﬂ l\] g ) Search ‘? Favorites {3 <] - "‘-g I ﬁ ﬁ
Address g"| hitps: Hsecure doa virginia gov/paylineForget_PIN cfm?111505 v | Go

T)UA Virginia Department of Accounts Pay I mine

Payline > Forgot Password

S=ER i
TSR IP l Search DOA © Entive site @ capp only E

_ Payline - Update Personal Options

Please enter new personal information. Enter new password twice for verification.

Email Address 1: ‘John rodgers @doavirginia.gov ‘

Verify Email Address 1: ‘ ‘

Email Address 2: ‘jl’ﬂ 119@a0l.com ‘

Verify Email Address 2: ‘ |Errter your secondary email address - this email sddress
an be used to reset your password

Password: [Fassword s case-sensitive,) ‘

| Required
Verify Password: (Fassword s case-sensitive) Required
Hint: |
Receive Printed Earnings Notices: Mo - Employing agency does not produce earmings notices y
Display W2s: ‘ g W ‘ Required
b
& Done S @ internet

Continued on next page
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Accessing Payline, continued

Challenge Once the user completes updating this screen, they will click on the SUBMIT button,
Questions for  and will be informed that their Payline Record has been successfully updated.
Password

Change, The employee will press the Continue to Payline button. At this point, the user has
Continued full access to the services that Payline offers.

2 Forgot Password - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Toolz Help f'a'
. - n 3
o 1 3 ) = i z > i—ﬂ by
@ Back </ Iﬂ IELI (| # Search &-\7:) Favorites {‘I [=] “‘i
iddress | &) htps: isecure doa virginia govipayineForgot_PIN cfm?111654 v Ga

@ﬁ)OA Virginia Department of Accounts

Payline = Forgot Password

- Payline - Forgot Password/New Account

Your Security Record has been successfully updatedd:

Please continue to the Payline Application:

continue to Payline!

& Done S & internet

Continued on next page
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Accessing Payline, continued

Email to
previously
stored address

The user is also given the opportunity have the temporary password emailed to a
previously stored email address on the user’s profile.

If the email address does not match one stored on the user’s profile the message,
"Email address (the email address entered ) did not match”. The user will then be
given an opportunity to re-enter their correct email address.

The user will be required to enter a Personal Pass Phrase to be used in conjunction
with the temporary password once it is received.

/2 Forgot Password - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

—
(€ ISPA |_’e hitp-fidoa-cf2icidevAshlynipayiine/Forgat_FIN cim LI x| X IA.' ¥ Live Search Felps

JFME Edit View Favorites Tools Help

J . Favoritss ‘ =3 @ | Free Hotmail @ | Upgrade “our Browser ¥

J [ U v < 7= v Page v Safety~ Toals v ‘.9." ”

4 Thank YYou

Search Virginia.Gov

Financial ; R:pﬂmagﬁxcelkmx

8
Contact Us | [REEIGHENGY @ Entire site ® cAPP Only

Payline

Payline - Forgot Password/New Account

Your Previously Stored Hint is: Password2

If you would like to reset your password, please select from the following options:

Answer 2 previously stored security questions andresetmy  City in which you were bomn
password nowr: Mother's maiden name
Submit Challenge Ansiwers
OR
Send new password to my email address: [ Send

ust match previously entered email address)

OR —
Send new password to my agency (00151) Payroll and HR Fayroll Officer: doug page@doa virginia gov
Officers HR Offcer nancy. martin@doa virginia.gov

Requires entry of first 3 letters of last name: Send

|

Done D MLocalintranet fa R v

Bistant| @ [ ([ Inox- Microsolt .. | 1] Payiine_Admin ... [[@ Forgot Passwor. i) Cisco WebEx Eve., « i g H 19 Pu

Continued on next page
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Accessing Payline, continued

After entering the correct email address, the user will click on the "Send' button. If
the email address is accepted, the user will view the message “Your new temporary
password has be sent to *********kxkxkx*> The employee should receive their new
temporary password in a short period of time.

See ‘Using Temporary Password With Pass Phrase — New User’ section for
instructions on using the temporary password to enter Payline.

NOTE: Temporary passwords must be typed as shown. Passwords are case
sensitive.

Continued on next page
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Accessing Payline, continued

Email to The user is also given the opportunity have the temporary password emailed to the
Human Agency’s Payroll Officer by clicking on the appropriate button. The Human
Resources/

) Resources/Payroll Office will then forward the temporary password onto the user.
Payroll Office

The user will be required to enter a Personal Pass Phrase to be used in conjunction
with the temporary password once it is received.

’: Forgot Password - Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

—
(€ A |(e hitp: Hdoarcf2/cidevAshlynipayineFargat_PIN.cfm P |{ ¥ Live Search

P~
J File Edit ‘“iew Favorites Tools Help
J || Faworites J 1= @] Free Hotmall £ | Upgrads ‘Your Browser >
- - o
22| -| @ Eamings hotice Sta.. | @ Forgat Password . x | () Setting up WebEx | %8 Thank You J % v B v = ™ - Page- Safety~ Toals~ (@~
Search Virginia.Gov
Financial 2 Reporting Excellence. ’.4‘:
. |
Payline e aN
i £l
Virginia Department of Accounts - 2
i contact Us | |ESHREELY © Entire site ® CAPP Only
Log Or )
_ Payline - Forgot Password/New Account
Your Previously Stored Hintis: Password2
If you would like to reset your password, please select from the following options:
Answer 2 previously stored security questions and resetmy  City in which you were bom
password now: Mother's maiden name:
Submit Challenge Answrers
OR
Send new password to my email address: [ Send
Must mateh previously entered email address)
OR —
Send new password to my agency (00151) Payroll and HR Payrell Oficer: doug. page@doa.virginia.gov
HR Officer nancy martin@doa virginia gov
Officers ¥
Requires entry of first 3 letters of last name Send
||
Done

For DD s Lol intranet [fax[Hio0% ~

i#/start| @ (2 - | Inbox- Microscft .. | ] Payline_Admin M. [[@ Forgat Passwor... () Cisco WebEx Eve « v I BT 118 P

Once the request process is complete, the user will receive the following message:

“Your new temporary password has been e-mailed to your Payroll and HR Officers:
payrollname@agency; hrname@agency”

NOTE: Temporary passwords must be typed as shown. Passwords are case
sensitive.

See ‘Using Temporary Password With Pass Phrase — New User’ section for
instructions on using the temporary password to enter Payline.

Continued on next page
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Accessing Payline, continued

Print on
Earnings
Notice

Office of the Comptroller 25 Commonwealth of Virginia

If the agency or individual employee has not opted out of receiving earnings notices,
the user can also choose to have their temporary password printed on their next
earnings notice.

The user will be required to enter a Personal Pass Phrase to be used in conjunction
with the temporary password once it is received.

Once the request process is complete, the user will receive the following message:

“Please look for your new temporary password in the message section of your
earnings notice. The message section is just below the detailed earnings and
deductions and above the removable check or earnings notice.

It will be accompanied by the message:

“PER YOUR REQUEST, YOUR CONFIDENTIAL TEMPORARY PAYLINE
PASSWORD IS:”

And will consist of 8 characters.

NOTE: Temporary passwords must be typed as shown. Passwords are case

sensitive.

See ‘Using Temporary Password With Pass Phrase — New User’ section for
instructions on using the temporary password to enter Payline.

Continued on next page
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Accessing Payline, continued

General Logon
with a Valid
Password

2 Login - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit iew Favorites

Help

<) > lﬂ lELI _.l\J /.-\JSearch ‘g‘l’(Favnrites e}f - u,; [ - _I ﬁ '::‘i

The employee enters their Employee ID or Personal ID (both will be referred to as
User ID in future) and password and clicks on the Log On button. This links the
employee to the Broadcast Messages page for personal messages and other menu
selection items.

Address ‘Ej hitpa: fizecure doa virginia govpaylines

Welcome to Payline!!!

Your source for persenal earnings, benefits and leave information.

1 # How to Become a Payling

If you are having difficulty legging in to Payline please
Read this Notice

Please enter your Employ or P I 1D and Password:

Employee Number or 123456789 Wihat [s iy empioyes number?
Personal ID:

Password
(case-sensitive).

Ifyou are a firsttime user or have forgotten your password
click the forgot passwordinew account button,

Unused temnorary Paviine passwords are deleted 45 davs after issuance.

Participant [PDF] [PowerPaint]

b Paperless Payrall Enroliment
[PDF] [PoweerPoirt]

+ Infroduction to Payline

& Payline Features
[POF] [PowerPaoint]

& Logging On f Fargot
Password
[PCF] [PowerPoint]

¥ Wiewing Leave Infarmation
[PDF] [PowerPaoint]

¥ Wigwing Payroll Information
[PDF] [PowverPoint]
i Payline FAQ'S

Payline Manuals and Forms

S @ internet

Office of the Comptroller

26

Continued on next page

Commonwealth of Virginia



Deprartiment of Ageonunts

P 1i = 7 Administrative Manual
awglrrie

Accessing Payline, continued

Step Action
1 Enter User ID
2 Enter the User Password
3 Click on the Log On button.

If a correct User ID and password are entered, the user enters Payline and the
Broadcast Messages page is displayed.

2 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit Wiew Favortes Tool:  Help :,.’
A — n E
> ) : N ) = - w| - ﬁ 35
Q Back < *®| B () A Search ¢ Favorites ‘3 =" ] J -‘:i
: Address | &) nttps:isecure doa.virginia oovipaylineBulletin cfm?Login_Message=Login%20Successfuldhlew=0845 A Go
: P GInia.g ¥l gin_f & ol

Online Services | Commonwealth Sites | Help | Governor

Payline

ﬂ)OA Virginia Department of Accounts

Payline > Broadcast Message

Special Announcements

Broadcast Message

Personal Messages

Passwords: Longer is Stronger

Please make sure your HR Office has your current address,
PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.

You have personal messages.
There is a special announcement.

Login Successful

&] Done S @ Internet
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Broadcast Messages Page

Message Pages  The Broadcast Messages page is used to communicate messages both globally and
individually to the Payline user population. In the center of the page, a global
message intended for all Payline users is displayed. Additionally, in the bottom left
hand corner, informational messages may appear which provide feedback to the user
regarding actions which have been taken (e.g., Login Successful), and actions which
should be taken (e.g., You have personal messages).

2 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File  Ecit “iew Favortes Tools Help
- 1 A ) e o )’ . 24
G Back >} lﬂ lELI (p) | g Search ¢ Favortes @j‘. = = _I & 1 ‘_\‘i

Address ‘:éj hitps: ffsecure doa virginia govipaylineBulletin cfm?Login_Message=Login% 205uccess fuldhew=1157 » | G0

14. 20V online Services | Commonwealth Sites | Help | Governor

ﬁ)OA Virginia Department of Accounts y ' _ i
Payline > Broadcast Message Contact Us | © Entre site ® capp only m

Special Announcements

Broadcast Message

Personal Messages

Passwords: Lenger is Stronger

Please make sure your HR Office has your current address.
PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.

You have personal messages.

There is a special announcement.

Login Successful

@']Done 2 @ Internet

Continued on next page

Office of the Comptroller 28 Commonwealth of Virginia



I deprarirrnerel ;{)"z{(?‘( reiri s

Paylie!

Administrative Manual

Broadcast Messages Page, Continued

Navigation Unique buttons found on this page are described below.
BUTTON DESCRIPTION
Special If a special announcement (e.g., letter from Governor granting

Announcement

additional paid holidays at Christmas) is available for viewing, this
button will be displayed. Additionally, the informational message
“There is a Special Announcement” will appear in the bottom left
corner of the Broadcast Message page. Clicking on this button will
link the user to the Special Announcement page displaying additional
global announcements directed to all Payline users.

Personal Messages

If a personal announcement is available for viewing, this button will be
displayed. Additionally, the informational message “You have
personal messages’ will appear in the bottom left corner of the
Broadcast Message page. Clicking on this button will link the user to
the Personal Messages page displaying notices solely for the individual
Payline user logged in.

Office of the Comptroller
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Special
Announcement

Navigation

The Special Announcements page is used to communicate global messages to the
Payline user population. These announcements (e.g., letter from the Governor
granting additional paid holidays at Christmas), will be displayed in the center of the
page.

Payline users may read the announcement by clicking on the ‘Read’ prompt to the
left of the message or remove the display of an announcement by clicking on the
‘Delete’ prompt. Any announcement not read or deleted within 30 days will be
automatically deleted.

File Edit “iew Favortes Tools Help f','
. - i
- Y ) o i & - - 3
Q Back 2 Iﬂ IELI (| # Search &-\f:) Favorites €\T f=] ﬂ ﬁ “‘i
Address | 4] hitps:isecure doa virginia govipayine Specisl_Announcements.cimhiew=110858 v Ga

OA Virginia Department of Accounts Pay I’ ne

Payli Menu > Broadcast Message > Special Announcements

Special Announcements

Employee Name: DEMO USER Employee Number: 123456789

Short Description
[Read]  [Delete] Dizcount for State Employees at The Yirginia Shop

Delate Option Disabled for Demo User

~
w

&] Done S @ internet

Unique buttons found on this page are described below.

BUTTON DESCRIPTION
Broadcast Clicking on this button will link the user to the Broadcast
Messages Message page.
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Personal Messages Page

Personal The Personal Messages page is used to communicate messages intended solely for

Messages the individual Payline user logged on. These messages will be displayed in the
center of the page showing: Employee Name, Date of the message, and Message
content.

Payline users may remove a message by clicking on the ‘delete’ prompt shown to the
left of the Date. An informational message will be displayed stating the message has
been deleted. Any message not deleted by the user will automatically be deleted
within30 days.

2 Personal Messages - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File  Ecit “iew Favortes Tools Help l','
» ~ A
- ] Y ) = i 3 = = 2
Q Back o/ lﬂ lELI (| # Search &-\7:) Favorites €\f =1 ﬂ ﬁ “'i
address | 2] hitps: fsecure doa virginia gavipayinePersansl_Messages cfm?New=111251 v Go

Vl[g_lnia. g()\*’ oOnline Services | Commonwealth Sites | Help | Governor

TOA.... Payline
Virginia Department of Accounts

Payline = Main Menu > Broadcast Message > Personal Messages Contact Us | EEEUe Y @ Entire site ® capp only

Broadcast Message

Personal Messages

Employee Name: DEMO USER Employee Number: 123456789
Date Message
[Delete] 111352009 Thiz iz a test meszage

Delate Option Disabled for Dermo User

&] Done S @ internet
Navigation Unique buttons found on this page are described below.
BUTTON DESCRIPTION
Broadcast Clicking on this button will link the user to the Broadcast
Messages Message page.
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Main Menu Page

Main Menu The Main Menu page is the central navigation page for Payline. Navigation buttons
located in the left-hand margin of the page link to other Payline pages or perform
requested functions as described below.

<2 Main Menu - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help I
. -, i in
- ) ' i - 42 - ﬁ 3
e Back </ lﬂ lELI __ﬂ P Search L-\:( Favorites 6‘3 = .)_’l _I 5
Address ‘zj hitps: s ecure doa virginia govipaylineain_Menu cfm?hew=111345 v | Ga

Fi = -~ 3 . . .
V ITZ1N1a.20V  online Services | Commonwealth Sites | Help | Governor

ﬁ)OA Virginia Department of Accounts Pay line

Payline > Main Menu

;
Contact Us | Bty © cntire site ® capp only

Main Menu
Leave History

Personal Options

Taview payroll, benefits and leave information for DEMO USER (DemoUser)
Emplayee Profile Data select one of the options on the left menu.

Broadcast Message

2010 COV Payday Calendar . . .
The data found within reflects payment information as a service to paricipating State employees.

CQuestions or concerns regarding the accuracy and corpleteness of this information should be
directed to the employing agency's Payroll or Human Resource departrnents

|<

S @ internet

Continued on next page
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Main Menu Page, Continued

Navigation

Unique buttons found on this page are described below.

Button

Description

Pay History

Clicking on this button will link the employee to a listing of payroll
payment information. From this list, the employee will be able to view
a detailed break out of his earnings, deductions, and agency paid
benefits along with other personal information. Additionally, a link is
provided on this page to view and print a facsimile of the earnings
notice.

Leave History

Clicking on this button will link the employee to a listing of leave
periods end dates. From this list, the employee will be able to obtain a
complete display of their detailed leave balances for each period.

W-2 History

Clicking on this button will link the employee to a listing of W-2s that
are available. Additionally, the employee can view and/or print off the
W-2.

Personal Options

Clicking on this button will link the employee to a page containing
their personal data such as User ID, email addresses, hint, ability to opt
out of receiving earnings notices and password. Changes to the
employee’s Payline information are made on this page.

Employee Profile
Data

Clicking on this button will link the employee to a page containing the
employee’s name, address, and tax elections. Employees may request
changes through to this information on this page, however, agencies
may require further documentation.

Broadcast Clicking on this button links the employee to the Broadcast Messages

Messages page where global and individual messages for all Payline users can
be viewed.

COV Payday Clicking on this button links the employee to the Commonwealth of

Calendar Virginia’s Pay and Holiday Calendar.

Office of the Comptroller
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Personal Options Page

View Personal ~ The View Personal Options page allows Payline users to view the existing

Options information regarding their:

e Employee Number (cannot be edited)

e Personal ID

e Password (the actual password is not displayed, but an * indicates it does
exist.)

e Email Address 1

e Email Address 2

e Challenge Questionl

e Challenge Question 2

e Hint (to help in remembering current password.)

e Rec Earnings Notice (Election regarding receiving a printed earnings notice)

e Display W-2 option

e Date Password Changed - reflects last date your password was altered.(cannot
be edited.)

To edit this information simply click on the Edit Personal Options button at the top of
the page.

Z3 Personal Options - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit ‘iew Favorites Tools Help L)
Qe - © - [ B €0 ) search ' Favorites 62 = o B A
Address | @] kttps: fsecure doa virginia govipaylins Personal_Options cfm?Fresh=121426 ~ | & eo
s ] ;
View Personal Options
poe
comaes |
Employee Number: 001909927
Personal ID: jrr1118
Password: e
Email Address 1: jehn.rodgers@doa.virginia goy
Email Address 2: john rodgers@doa. virginia . gow
Challenge Question 1: Mother's maiden name
Challenge Question 2: City in wwhich you were born
Hint:
Receive Printed Earnings Notices: Ma - Employing sgeney does not produce earnings notices.
Display W2s: Yes
Date Password Changed: 03A11/2010 11:26:00 Ak
Date Last Updated: 03M1/2010 12:14:00 P
~
£ E
&] Done =) @ internet

Continued on next page
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Personal Options Page, Continued

Personal ID Enter a Personal ID of your choice between 5 and 8 characters. This Personal ID can
be used in lieu of employee number when logging in to Payline or when requesting a
forgotten password. (This field is optional.)

Step Action
1 Click on Edit.
2 Enter the 5-8 character personal ID of your choice.
3 Click on Accept.
4 Receive message “Record Updated”

2 Personal Options - Virginia Department of Accounts - Windows Intarnet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile Edt  iew Fovortes  Tools  Help S
ek - &2 %] [&] 0 SO seach Si¢Fovortes & (2 ik Il =
Address | 48] Mips. ifsecure don virgra sonal_Opticns clmvFresh=121419 - Ga

Edit Personal Options

Employes Numiben: 001909927
Personal 10: rrit1a
Password: mave dlark for no chaage)
Emall Address 10 |abrn reactigen st wirgirdn g
Werify Email Addiess 1: Leave plamk ¥ w0 change to Exall Addess 1)
Emall Address 2: [lohn rodgersgpacs virgris gov

Werity Emall Adidross 2

Challenge Ouestion 1: Mathior's raidon noerme o~

Challenge Guestion & <Ry In which you were born -

Hint:

Racabtva Printed Carmings Noticas: o - Emploving sgency doss not produce sarmings notices.

Disploy Was: Viom me| (VO I D G o SR SR BNENGE Gue HIGRE 10 SlBRGS NS SONOR]
Date Password Changed: ORA 12010 1126800 AM

-
»

] Done = ]

A Personal Options - Virginia Departmant of Accounts - Windows Intarnet Explorar provided by DEPARTMENT OF ACCOUNTS

Ehe Ec  Miew Favortes Iools Help o
Dewk - &2 %] (2] o SO seach Si¢Favortes &) (2 i B S
Address | 48] Mips eecure dos vingres gov ey inePersonal_Oplions cim - ]

View Personal Options

Eclit Per sonal Options

Record Updatad

Employes Humiber: 0 90Ea2?

Porsonal ID: r111g

Passw.

Email Address 1: John rodger sERIon wirgires 9ov
Ermvail Address 2: John rodger sERIos wirgires gov
Challenge Ouestion 1: Mamee OF oL first pet
Challenge Ouestion 2: Ty i which you wiere barm
Hint:

Recebve Prioted Earnings Motices: Mo = Emgdoying Sgency doas not produce earnings notces
Display W2s: Weas

Date Password Changed: 0311722000 11:26:00 A8

Durte Last Updated: U211 22010 122500 PM

-
»

£ o et

Continued on next page
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Personal Options Page, Continued

Password

The user must enter an unique password and verify that password by retyping it. The

passwords are case sensitive and must follow the Information Security Standards for

password management.
Passwords are case-sensitive.
Password must:

1) be at least eight characters in length
2) utilize at least three of the following four:

special characters ($!' @ {} & ~+?[]) _,

upper case alphabetical characters (A - Z),
lower case alphabetical characters (a - z),
numerical characters (0-9),

3) not contain spaces

4) not contain ('), (<), (>), or (#)

5) not match assigned temporary password

6) not match last 24 passwords

File Edd View Fevordes Tools Help
Favaries 5 | Froo Hotmall %2 | Liparade Voue Brawanr

4% Parsanal Options - Virginia Departmant ]

artment of Accounts

_ﬂ)UA Virginia Dep

Payline > Main Menu > Personal Options

ﬂ]'fxf’ Pi-

B - v Page= Sefety= Toolse @

CET s

Employes Number:
Perscnal ID:
Password:

Email Address 1:
Email Address :
Challenge Questien 1:

Challenge Question 2:

Date Last Updated:

Hin:

Recelve Printed Eamings Motices: Mo - Empioying agenty does not produce éamings
00187200000

Display Was: Yes

Date Password Changed: m

notices fof salary employees in organization coe

ol IL,_
{Done | 5 Local intrangt [Fa= [Rizsm = .
@istont] 48 (3 - |- inbos- Merosoh | 1) Pryine Admin M. [ Personal Optin... | (2 Windows Media Bt | w1 1158 AM
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Personal Options Page, Continued

Step Action
1 Click on Edit.
2 Enter the 8-18 character personal password of your choice. Must meet guidelines
stated above.
Validate the password you entered (Verify Password)
Click on Accept.
5 Receive message “Record Updated”

w

SN

/A~ Parsonal Options - Virginia Departmant of Accounts - Micronoil Internet Explorer provided by DEPARTMENT OF ACCOUNTS

[_[=]x]
| < L P ————— . PR <] eceen, lo-

Fide Edu  View Fovorites Tools Help

o Favortes | | %3 | Fran Hotmell 2 | Uorade Vo B =
&8 Parsonal Options = Yirginia Deparmeant J ' i Ed - 2 om0 v Page = Sofety= Tools v @ *
| () = b

- Payline '

contact Us | BECLCUEELEE © Cntire site % cape only

Edit Personal Options

Accept | Cancel j

Employes Number:
Personal ID:
Password:

Verify Password:

Email Addrass 1: [lera gecrge@doa virginia gov
Verify Email Address 1: [
Email Address 2: [mondayscnile@comeast net
Verify Emall Address 2:
Challenge Question 1: v which you were bom =
Challenge Question 2: [Mcthers masden name =) (Loave biank f Py j |
Hint:
Receive Printed E /ng agency doss not produce eamings notices for salary amployees In organization code
Display W2s: f
Date Password Changed: 1211 22 00 AM
<
Dane T T T T *dteealintranet Fa=

ﬂ‘JSlml @8 [ o inbox- Microseft | 5] Poyline_Admin_M|[%% Fersonal Optio. 23 Windows Media Fi.. o

Fide Edt View Favorites Tools Help
Fovorten | | %% | Fres Hotmeil %2 | Upgreie our Beowen ™

&8 Porsonal Options - Virginis Depatment. . 1

Personal Options

Ean Parsanal Options |

Record Updated
Employee Humber:
Personal ID:
Password:

Email Address 1:
Email Address 2:
Challenge Question 1:

Challenge Question 2:

Hint:

Receive Printed Earnings Notices:

Display W2s:
Date Password Changed: 05/21/2012 12 02 00 PM
Date Last Updated: 0S/21/2012 1202 00 PM
4| {3 =
=} I | =4 Local intrane W [RzEwm * 2
aistan] @ [} - inbox- Microsoft | i) Paviine_admin b |[@ Personal optie. | (3 Windows Medis Pt | i) B2 T2 02 P

Continued on next page
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Email Address
1&2

Enter your primary and/or secondary email address.

Either email address can be used to reset your password if you would like to avoid
waiting to receive forgotten passwords on an earnings notice.

Email Addresses are not case-sensitive.

2 Personal Options - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS |Z||E\rg|
."'l

File Edit “iew Favortes Tools Help

Omi- O BB G o frome @3- 2 @ JEA S

Address ‘@ hitps: fisecure doa virginia govipaylinePersonal_Options cfm?Fresh=1 21426 v | Ga
A

View Personal Options

Log Off

Employee Number: 001909927

Personal ID: jr1118

Password: ~  wees

Email Address 1: john.rodger sEdos. virginia goy

Email Address 2: jokin rodgers@doa. virginia oy

Challenge Cuestion 1: hiother's maiden name

Challenge Question 2; City in which you were barn

Hint:

Receive Printed Earnings Notices: Ma - Employing agency does not produce earnings notices.

Display W2s: ez

Date Password Changed: 0341/201011:26:00 AM

Date Last Updated: 0311/201012:14:00 PM

v

< N
& Done S & internet

Continued on next page
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Personal Options Page, Continued

Step Action

Click on Edit.

Enter the email addresses you wish to update.
Validate the email address(es) you entered.
Click on Accept.

Receive message “Record Updated”

gl fw|N

2 Personal Options - Virginia Department of Accounts - Windows Intarnet Explorer provided by DEPARTMENT OF ACCOUNTS

Ele  Edt Miew Fovortes  Tooks  Help

oock -~ D = B € S search 57 Favortes ) - B 5
Address | 48] Mips eecure dos vingres govHeyinePersonel_Oplions clmvFresh=12 418 - Go
s 3
Edit Personal Options
T
EET.
oo |
Employee Humiber: 001 S09S2T
e sonal 10: ri11a
Password: doave dlamk for no chaage)
Emall Addross 1: sk resipeme s iedenn wirgiein g
Werify Email Addiess 1: ALmave blamk i no ehange to Exall Addess 1)
Email Address 2: [ehn rodger sgion virgre. go
Verity Emall Addiess 2 st
Challenge Guestion 1: Mathior's raidon noerme o~
Challenge Ouestion & City In which you were born ~
Hin:
Raceive Printed Carnings Notices: Pio - Employing sgency does not Broduce earmings notices.
Display W2s: Vo (| (VO Wil D AR B B SR BIEAGE e SIS 10 CRERES I Stan]
Date Password Changed: ORA 12010 112600 AM

-

] Done

B & vere

2 Personal Options - Virginia Department of Accounts - Windows Intarnet Explorer provided by DEPARTMENT OF ACCOUNTS

Eie  Edt  Wiew Fovortes  Tools  Help
ek - G2 - (=] (] T SO sewcn 5l Fovortes £
Address | 8] Mips fsecure don virgree govpeyinefer sonal_Oplons cim

=B

A

~

| View Personal Options
T
EET
oo |

Record Updatad

Ernployee Murmbaer: OO BEEET

Porsonal ID: Jri1g

Passwor

Email Address 1: John rodger sERIon wirgires 9ov

Emnvail Adddy ess 2: John rodger sERIos wirgires gov

Challenge Ouestion 1: Mamee OF oL first pet

Challenge Guestion 2: Ty i which you wiere barm

Hint:

Roecehee Printed Eanings Motices: Mo = Emgdoying Sgency doas not produce aarnings notces

Display W2s: Weas

Date Password Changed: 0311722000 11:26:00 A8

Date Last Updated: U311 L2010 122500 PM

B & vere

Office of the Comptroller
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Personal Options Page, Continued

Challenge Challenge questions are used to verify your identity when resetting your challenge

Questions guestions or changing you Display W-2s option. Select two challenge questions and
enter your answers in the boxes provided. The challenge answers are not case-
sensitive.

2 Personal Options - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edt “iew Favortes Tools  Help ."'l
OO K@ G P K @25 8 UE 3
Address ‘@ hitps: fsecure doa virginia govjpayinePersonal_Options cfm?Fresh=121426 £ | Ga
Ay
View Personal Options

Employee Number; 0019093927

Personal ID: jrr1118

Password: e

Email Address 1: john.rodger sERdoa. virginia . goy

Email Address 2: john rodgers@doa. virginia goy

Challenge Question 1: hiother's maiden name

Challenge Question 2: City in which you were barn

Hint:

Receive Printed Earnings Notices: Ma - Employing agency does not produce earnings notices.

Display W2s: Yes

Date Password Changed: 0341/201011:26:00 AM

Date Last Updated: 03/11/2010 12:14:00 PM
v

< R
& Done S @ internet

Continued on next page
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Accessing Payline, continued

Step Action
1 Click on Edit.
Select the Challenge Question(s) you wish to change.
Type in answer(s) to Challenge Question(s).
Click on Accept.
Answer your previous Challenge Questions.
Click on Submit.
Receive message “Record Updated”

~N[(ojo|bhlwN

2 Personal Options - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help "‘l
) . ) e : Y 3
OBack M 2 Iﬂ IELI _"] 7 Search V\f’ Favorites 6’-‘{ 7 ﬁ ““
address | &) Hps: tasrure doa virginia govpsylinePersonal_Optians cfim?Fresh=121450 =
T "L A Virginia Department of Accounis - kL & _a RN

L = K
Payline = Main Menu > Personal Options [ TI=A IRl Search DOA © cntive site @ capp Only m

Edit Personal Options

Employee Number: 001909927
Personal ID: irri119
Password: {Lezve hlamhi for 7o change)
Email Address 1: john.rodgers@doa.virginia gov

Verify Email Address 1: (Lezue Blamhi if no change to Enail Addmss 1)
Email Address 2: john.rodgers@doa.virginia gov

Verify Email Address 2: (Lezue hlamhi i ao change to Enail Addmss 2)
Challenge Guestion 1: Mother's maiden name e (Lezve blark for 7o change)

Challenge Guestion 2: (Leave blark for 70 change)

aidden name

Hint: (City in wehich you were born
Mame of your first pet
Receive Printed Earnings Notices: Marme of your oldest child E notices

Mame of the collegeiuniversity you sttended
be questions to change this option)

Display W2s:

Date Password Changed:

Place in which you last vacstioned

A
v

& Done S & internet

Continued on next page
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Personal Options - Virg
Flle  Ecit

eaack M = | |ﬂ @ _h f_\l Search \?;:(Favnrites {‘}

iew  Favortes Tools  Help

Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Address ‘éﬁ https: ffzecure doa virginia govipaylinePersonal_Options cfm?Fresh=122247

.

Contact Us | EUs IS © entire site ® capp only E

Personal Options

Mother’s maiden name

Please answer the following challenge questions in order to process the changes you requested:

City in which you were born

[ ]

) & nternet

Eile  Esit

eElack M -2 | |ﬂ @ _7;\] /7\1 Search

Yiew  Favorites  Tools  Help

\:j:( Favorites e}

Address ‘ﬂj https: ifsecure doa virginia govipaylinePersonal_Options cfm v | Go
-~
View Personal Options

Record Updated

Employee Number: 00 908027

Personal ID: 1118

Password: FARRREEE

Email Address 1: john rodgers@doa. virginia gov

Email Address 2: john rodgers@doa. virginia.goy

Challenge Guestion 1: Mame of your first pet

Challenge Question 2: City in which you were born

Hint:

Receive Printed Earnings Motices: Mo - Employing sgency does not produce esrmings notices.

Display W2s: es

Date Password Changed: 03411/2010 11:26:00 AM

Date Last Updated: 03M1/2010 12:25:00 P
™)

| [

[

2 & Internet

Office of the Comptroller
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Accessing Payline, continued

Hint Enter a word or phrase that will help you to remember your password. This hint will
be displayed on the Forgot Password/New Account page. Hint is not case-sensitive.

Field is optional.

2 Personal Options - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edt “iew Favortes Tools  Help ."'l
A ) _ . Ty ¢
Qo - @ [ Bl 0 Poowen Jgraonies @ (3 L Jd 3
o N =
Address ‘@ https: ifsecure doa virginia govpaylinePersonal_Options cfm?Fresh=121426 “ | Go
ey
View Personal Options
Edit Personal Options
Employee Number; 0019093927
Personal ID: jrr1118
password:  mwem
Emiail Address 1: john.rodger sERdos. virginia goy
Email Address 2: johin rodgers@doa. virginia oy
Challenge Question 1: hlother's maiden name
Challenge Question 2: City in which you were horn
Hint:
Receive Printed Earnings Notices: Mo - Employing sgency does not produce estnings notices.
Display W2s: ez
Date Password Changed: 0341/201011:26:00 AM
Date Last Updated: 03/11/2010 12:14:00 PM
nd
| &

(L[S
g
w

S @ internet

Continued on next page
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Personal Options Page, Continued

Step

Action

Click on Edit.

Enter a word or phrase (up to 25 characters) for a hint.

Click on Accept.

AN

Receive message “Record Updated”

2 Personal Options - Virginia Department of Accounts - Windows Intarnet Explorer provided by DEPARTMENT OF ACCOUNTS

Eile  Edl Miew Fovortes  Tools  Help
Qoo - D (=] [B) €8 SO seercn 57 Favorkes €D o B S
Address | 8] mipe feecures goa virgrs govpemdanefer sonal_Oplons clmn?Freshei 21418 - o
-~
| Eait Personal Options
T
EET.
oo |
Employee Humiber: 001 S09S2T
e sonal 10: ri11a
Password: e ol wirie four v chrige)
Emall Addross 1: sk resipeme s iedenn wirgiein g
Werify Email Addiess 1: ALmave blamk i no ehange to Exall Addess 1)
Email Address 2: [ehn rodger sgion virgre. go
WVerity Einall Addioss 2: dmave Slavth if o chatge o Ew.
Challenge Guestion 1: Mathior's raidon noerme o~
Challenge Guestion 2 | Sy in wihich you were born -
Hin:
Raceive Printed Carnings Motices: bao - Employing sgency does not produce earmings notices.
Display Was: Vo (| (VO Wil D AR B B SR BIEAGE e SIS 10 CRERES I Stan]
Date Password Changed: 03112010 112600 AW

-

] Done

B & vere

2 Personal Options - Virginia Department of Accounts - Windows Intarnet Explorer provided by DEPARTMENT OF ACCOUNTS

Ele  Edt Miew Fovortes  Tooks  Help 7
Qoo - © - [X] [B €| O sewn fpravones b2 ol Y
Address | ] mtpsdsecure don virgrs. gov e inePersonel_Oplons cim - oo
s 1
View Personal Options
% s
Record Updatad
Employes Numiber: OO POFY27
Porsonal ID: Jri1g
Password:
Email Address 1: John rodger sERIon wirgires 9ov
Env Addvess 2: John rodger sEDIoa virgires. gov
(=] e Ouestion 1@ Name of your tirst pet
Challenge Guestion 2: Ty i which you wiere barm
Hint:
Roecehee Printed Eanings Motices: NG - Employing agency does not produce sarnings notices
Display W2s: Weas
Date Password Changed: 0311722000 11:26:00 A8
Date Last Updated: U311 L2010 122500 PM

A

B & vere

Office of the Comptroller
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Personal Options Page, Continued

Receive
Earnings
Notices

If you are a direct deposit participant, you can elect to stop/start the hard copy print of
your earnings notice. Most agencies have opted not to allow the hard copy print of
earnings notices, so this function is not available to all users.

There are no screen prints available of this option, but the steps will suffice to walk
the user through the process.

2 Personal Options - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS |Z||E\E|
."'r

File Edit “iew Favortes Tools Help

eﬂack © \_) lﬂ lg __h /_\J Search H_::‘::(Favnrites {‘3 <] - :\,' _J ﬁ 'ﬁ

Address ‘Ej hitps: fsecure doa virginia govjpayinePersonal_Options cfm?Fresh=121426 " | Ga
s | 8
View Personal Options

e
comtactes |

Employee Number: 001909927

Personal ID: jr1118

Password: ~  wees

Email Address 1: john.rodger sEdos. virginia goy

Email Address 2: jokin rodgers@doa. virginia oy

Challenge Cuestion 1: hiother's maiden name

Challenge Question 2; City in which you were barn

Hint:

Receive Printed Earnings Notices: Ma - Employing agency does not produce earnings notices.

Display W2s: ez

Date Password Changed: 0341/201011:26:00 AM

Date Last Updated: 0311/201012:14:00 PM

v

< N
& Done S & internet

Continued on next page
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Personal Options Page, Continued

Step
1 Click on Edit.
2 Select “YES’ to receive printed Earnings Notices. Select “NO’ not to receive
printed Earnings Notices.
3 Click on Accept.

4 Receive message “Record Updated”

Action

2 Personal Options - Virginia Departmaent of Accounts - Windows Intarnet Explorer provided by DEPARTMENT OF ACCOUNTS
Eile Edt  iew Fovortes  Tools  Help i

ek - £ %] [&] 8 O search 57 Favortes £ aa | B S
Address | ] mtpsdsecure don virgrs. gov e inePersonel_Oplons cim = oo

s ] e e

% s
Record Updatad
Employes Humiber : 00 S0Eazy
Porsonal ID: Fri1g
Password:
Email Address 1: Johrrodger sERSOs wirgires 9o
Ermvail Address 2: John rodger SERSOs wirgires Qo
Challenge Ouestion 1: Marmes OF your first pet
Challenge Ouestion 2: City in which you were barn
Hint:
Recebve Prioted Earnings Motices: o « Empioying agency does Not produce earnings Notices
Display W2s: Yes
Date Password Changed: 01172010 11:26:00 A0
Darte Last Updated: 011725010 12 25:00 P

>

A

£ o et

Office of the Comptroller
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Personal Options Page, Continued

Display W-2s Individual W-2s are stored in Payline (See W-2 History selection on Main Menu) and

display the user’s Social Security Number. This option will allow the user to Select
"No" to disable the display of your W2's or "Yes" to allow W2's to be displayed.

Changing this will require answering previously stored Challenge Questions.

2 Personal Options - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edt “iew Favortes Tools  Help ."'l
M - . X o
. Y e . = >, ¥ I a4
Qo= - O (¥ [B] G Psewen Fgravoies @) = Jd 3
Address ‘Ej hitps: ifzecure doa virginia govipaylinePersonal_Options cfm?Fresh=121426 £ | Ga
ey
View Personal Options
Edit Personal Options
Employee Number; 0019093927
Personal ID: jrr1118
password: e
Email Address 1: john.rodger sERdoa. virginia . goy
Email Address 2: john rodgers@doa. virginia goy
Challenge Question 1: hiother's maiden name
Challenge Question 2: City in which you were barn
Hint:
Receive Printed Earnings Notices: Ma - Employing agency does not produce earnings notices.
Display W2s: ez
Date Password Changed: 0341/201011:26:00 AM
Date Last Updated: 03/11/2010 12:14:00 PM
b4
| (=

[ES
g
3

S @ internet

Continued on next page

Office of the Comptroller a7 Commonwealth of Virginia



Deprartiment of Ageonunts

P 1i = 7 Administrative Manual
awglrrie

Personal Options Page, Continued

Step Action
1 Click on Edit.
Select “YES’ to view W-2s. Select “NO’ to disable display of W-2s.
Click on Accept.
Answer your previously stored Challenge Questions.
Click on Submit.
Receive message “Record Updated”

N[O~ jw(N

2 Parsonal Options - Virginia Departmant of Accounts - Windows Internat Explorar provided by DEPARTMENT OF ACCOUNTS [=_|
Eile Edt  iew Fovortes  Tools  Help i

ek - £ L] (=) Y =) search 517 Favortes  E) - daa | B S

] ritps dsecure don virgres. gov ey ineFer sonal_Oplions lm7Freste12 419 -~ o

Edit Personal Options

sccept | [ Cancel

Employes Numiben: 001909927
Personal 10: Fri11a
Password: e i four o g
Emall Address 10 |abrn reactigen st wirgirdn g
Verify Email Addioss 1: (Lmave Slami if w0 change to Exall Addmss 1)
Emall Address 2: |lehn radgersiaon virgria.gov
Werity Emnall Addioss 2 [T
Challenge Guestion 1: Mathior's raidon noerme o~
Challenge Guestion City In which you were born ~
Hin:
Racebve Printed Camnings Motlces: o - Employing agency does not produce earmings notices.
Display W2s: S P Ve S R g e e S e
Date Password Changed: ORA 12010 112600 AM

-
»

] Done = ]

Continued on next page
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Personal Options - Virg

File

eaack M = | |ﬂ @ _h f_\l Search \?;:(Favnrites {‘}

Edit “iew Favortes Tools  Help

Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Address ‘éﬁ https: ffzecure doa virginia govipaylinePersonal_Options cfm?Fresh=122247

.

Contact Us | EUs IS © entire site ® capp only E

Personal Options

Mother’s maiden name

Please answer the following challenge questions in order to process the changes you requested:

City in which you were born

[ ]

) & nternet

Eile

eElack M -2 | |ﬂ @ _7;\] /7\1 Search

Edit  ¥iew Favorites Iools  Help

\:j:( Favorites e}

Address ‘ﬂj https: ifsecure doa virginia govipaylinePersonal_Options cfm v | Go
-~
View Personal Options

Record Updated

Employee Number: 00 908027

Personal ID: jrri11g

Password: FARRREEE

Email Address 1: john rodgers@doa. virginia gov

Email Address 2: john rodgers@doa. virginia.goy

Challenge Guestion 1: Mame of your first pet

Challenge Question 2: City in which you were born

Hint:

Receive Printed Earnings Motices: Mo - Employing sgency does not produce esrmings notices.

Display W2s: es

Date Password Changed: 03411/2010 11:26:00 AM

Date Last Updated: 03M1/2010 12:25:00 P
™)

| [

[

2 & Internet

Office of the Comptroller
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Pay History

The Pay History page provides a listing of payroll payments displaying the payment
date, agency name and pay period date. (The complete history listing can be viewed
by using the scroll bar.) The payment indicator denotes the type of payment
represented. This may be one of three values. A blank denotes a typical payment
made in the form of a check or direct deposit. A "VC' represents the reversing or
voiding of one of those payments due to processing errors, retrievals of the payment
due to time lost from work, or perhaps a lost payment. A "NP" represents a
transaction entered into the payroll system to record a payment made outside of the
payroll system. This is considered a "non-paid"” payment as the actual payment was
made through petty cash or some other mechanism.

2 Pay History - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help (h
- y AL D JL i Y - 2
O Back ? | lﬂ lELI | A Search v\f’ Favorites é“f M ﬂ ﬁ “‘i
address | ] hitps: fsecure doa virginia govipaylinePay_History ctmzhew=115652 v Ga

Payline
@ﬁI)OA Virginia Department of Accounts v all
Payline > Main Menu = Pay History contact Us | TR INTN © Entire site @ CAPP Only
:
e | e
_ Employee Name: DEMO USER Employee Number: 123456789
m Click on Payment Date for detail pay information
(Payments are displaved in the order in which they are calcwlated in the payroll spsterm,)

. Payment

Payment Date Agency Pay Period B
Indicator
[ viewPayswn || [ 11142008 Demo Agency 1012572009 - 110912009
3z

< »
& Done S @ internet

NOTE 1: If an employee has multiple pay instruments for one payment date, all
payment information will be collated into one record.

NOTE 2: Voids (VC) and non-paid manual paysets (NP) are listed separately.

NOTE 3: See Attachment A for a crosswalk of standard deduction and earnings
descriptions from CIPPS to Payline.

Continued on next page
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Pay History Screen, Continued

Navigation Unique buttons found on this page are described below.
Button Description
Pay History Detail | Clicking on this button links the employee to a page where they may
Inquiry perform a query of specific payment information for a range of check
dates.

View Pay Stub Clicking on this links the employee to a facsimile of the pay stub
which can be viewed and printed. The leave displayed will reflect
the prior leave balance as is currently reflected on paper earnings
notices. See example which follows:

Payment Date Clicking on this button links the employee to the corresponding
Payment information page.

Continued on next page
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Payliire!

Pay History Screen, Continued

View Pay Stub  Clicking on this button will display the employee’s payment information in a
printable format.
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Financial Institutions should accept a printed pay stub from Payline as it contains
both:

1. the statement "Offical Pay Record" and
2. the State Seal of Virginia (Use of the State Seal must be granted by the Secretary
of Administration.)
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Pay History Detail Inquiry

Pay History
Detail Inquiry

The Pay History Detail Inquiry page provides the Payline user the ability to inquire about
all pay types, deductions (employee and employer paid), healthcare/retirement plans,
federal/state tax elections, and direct deposit information for a specific time period. The
information presented is determined by clicking on the radio buttons corresponding to the
type of information to be displayed and entering the specified beginning and ending check
dates for the inquiry. By checking “All Details” box, all available information will be
displayed. Alternatively, selection of one or more specific radio buttons can limit the
information displayed. If the results do not display the information the user is looking for the
user may need to enter a new range of dates and submit the inquiry again.

Printing: If the ALL DETAILS option is chosen or if numerous radio buttons are
selected, the user will not be able to print all the information shown. Limiting your
selections will allow for printing of the requested information.

£ Pay History Delail Inquiry - Virginia Department of Accounts - Microsolt Internet Explorer provided by DEPARTMENT OF ACCOUNTS

ar\-ﬂ i idoa-ef2/cidava . e v . " q-,x:' rc oo

—
File Edt ‘iew Favortes Tools Help
Favortes | . %2 | Froe Hotmeil %2 | oo oo b o' T
. 3 »
&2 Fay History Datail Inguiry - Yirginia Dep., 0 =B -l im = Page~ Sefety= Tools v g~

Online Services | Agencies | Governor | Help

Payline

Pay History Detall Inquiry

Employee Name: DEMO USER Employee Number: 123456789

Ditail Type
7 4106t

Check Date Range

Begrong Oote [EEIRE Enamg Cate. [1Z312013 Subrmi Request |
< I_'{J
| )| ol | * i Local imtranot ax [Ri00% ¥ 2
@istart| @ ([ - [ kbox- Microsoll . | 1] Payine_Admin M. [ 48 Pay History Det... (2 e DigtelMedia. ol 11134 AM

Continued on next page
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Pay History Detail Inquiry, Continued

Navigation Unique buttons found on this page are described below.

Button Description
Submit Request Clicking on this button submits the user request and display the results.

Pay History Clicking on this button returns the employee to the listing of payments
by payment date, agency and pay period. Detail of each payment can
be displayed by clicking on the payment date.

Steps to Step Action
Perform 1 Select the type of Pay History Detail Inquiry desired by checking the
Request associated selection box.

o All Details - displays all detailed information available for the
employee for the check date range provided; or

o Select specific detailed information to be displayed for the check
date range provided.

2 Date Range - complete the beginning and ending check dates for the range
to show the requested Pay History Detail Inquiry transaction(s).

3 Click on the Submit Request button.

4 Review the Pay History Detail Inquiry Results Screen.

Note: To select deductions use Ctrl-Click (or Cmd-Click on Mac) to select multiple
items for employee and employer deductions.

Continued on next page
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Pay History Detail Inquiry, Continued

An example of a pay history query requesting specific detailed information is
displayed below.

Pay History

£ Pay History Detail - DEMO USER (EE# - 123456789) - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Detail Inquiry (€ 1SPhs I’é hitp:#/doa-ci2/cfoevAshlynipayline/Pay_History_Detail_Select cfm?Fresh=113411 F_Ll 2 % I{-" Live Search v
Results | File Edit View Favorites Tools Help
J . Favorites J = @] Fres Hotmail @ | Upgrada Your Browser ¥
@2 Pay History Detail - DEMOD USER (EE# | | ‘ Ky~ Y v ) oo v Page~ Sefey- Took - (Ghv »
<< Return to Pay History Detail Inquiry __ Downioad XLS | Dovenlead CSV. Dowrnload TXT | L‘

Pay History Detail

Employee Name: DEMO USER Employee Number: 123456739 Selection Dates:  01/01/2009 - 12/31/2012
Employee Paid Employer Paid . . Healt
ngoncy | Chask - Tt Current Pay D s e Direct Deposit Federal Tax Elections State Tax Elections | Local Tax Elections e
Date | Period |Earnings
a Toke | unt| Amount| BEROSIt | AcCount savys | Allowance |, - A9 status | Allowance |, Add | Allawance |, A9 plan
Reguia 21585 0012 [Single 0 0.00 |singie ] oo o 0.00 |Dual
- Pay (Employ
11/02i2009 plus On

-
4| | 3

FE T T e A

1
i#/start| @ (2} i~ i~ Inbox- Microsoft . | ] Payline_Admin M... |[@ Pay History Det | (-) Raxio DigitalMedia « v QU BE 1142 AM

Once the results are displayed, the employee can:

1. Print the results as shown on the screen.
Download the results in an .XLS format.
Download the results in a CSV format.
Download the results in a . TXT format.
Return to the Pay History Detail Inquiry page.

ok~ own

By clicking on the appropriate button or underscored text.
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Payment Information

Payment The Payment Information page displays a detailed breakout of earnings, deductions
Information and net pay as well as a summary of agency paid contributions to benefits and taxes
corresponding to the payment selected on the Pay History page.
/£ Poyment Information - Virginia Department of Accounts - Microsoll Internet Explorer provided by DEPARTMENT OF ACCOUNTS
@_.—‘_' |’& tp fdon-ef2ict le'r x[-" 2 + R
File Edit View Favortes Tools Help
o Favorites | . %2 | Froe Hotmeil 2 | Uparedo vour Siowear T
[ % ~ B - o v Page~ Safetyr Tooks~ @
Payline
contact Us | [ECICULELE & koties w0
Payment Information
4 — E—
P el |7 %4 Local miranst Fa=[*iomm = 2
istan| @ [ o Inbox- Miosoft | 1] Payiine_Admin W |[48 Payment inform.___ () Bioxio Digtaledia_| [ (gl 2 1051 AM.
Within the Earnings box a detailed breakdown of Total Earnings is displayed. The
detail provided includes:
e Earnings type
e Current and YTD hours
e Current and YTD amounts
Within the Employee Paid Payroll Deductions box a detailed breakdown of employee
deductions is displayed. The detail provided includes:
e Deduction type
e Current amount
e YTD amount.
Continued on next page
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Payment Information, Continued

Navigation

Within the Employer Paid Contributions box a summary total of the employer paid
benefits is displayed. The detail of this can be found using the “Agency Paid
Contributions Detail” button found in the left-hand side of the page.

Unique buttons found on this page are described below.

Button

Description

Agency Paid
Contributions
Detail

Clicking on this button links the employee to a presentation of agency
paid contributions to benefits and taxes corresponding to this
Payment Information page.

Presentation of
Taxable Wages

Clicking on this button links the employee to a presentation of how
federal, state and FICA taxable wages were determined as it
corresponds to this Payment Information.

Direct Clicking on this button links the employee to a presentation of how

Deposit/Add’| direct deposit monies are distributed, federal and state tax filing

Profile status, and health care and retirement elections corresponding to this
Payment Information page

Pay History Clicking on this button returns the employee to their listing of

payments by payment date, agency and pay period.

Reported Leave

If leave balances are available for viewing for this payment, this

Balances button will be displayed. Clicking on this button will display all leave
balances reported with this Payment Information.
TYPE A description of each earnings and deduction can be displayed by

placing the mouse pointer on the earnings or deduction name and
clicking the left-mouse button.

Office of the Comptroller

Continued on next page
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Agency Paid Contributions Detail

Agency Paid The Agency Paid Contributions Detail page displays a detailed presentation of
Contributions  current and year-to-date agency paid contributions to benefits and taxes for the
Detail payment date selected.

& 1 Agency Paid Contributions - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS g@gl
"'r

File  Ecit “iew Favortes Tools Help

A ~ n 7
- ) 3 ) 7 i £ - - ﬁ S
@ Back o/ lﬂ lELI (| # Search &-\7:) Favorites {‘I =1 ﬂ “‘i

iddress | @] htps: fsscure doa virinia govipayinsitgsncy_Contributions. cfm?hew=120431 v Go

TOA.... Payline
Virginia Department of Accounts

: =" |
Payline = Main Menu > Pay History > Payment Information > Agency Paid Contributions Contact Us | EEEUe Y @ Entire site ® capp only

Return to Payment Information

T

Agency Paid Contributions Detail

Employee Name: DEMO USER Employee Number: 123456789
Payment Date: 11/14/2009 Pay Period: 10/25/2008 - 11/09/2009
Ciieck an Contribution Type for detail Infarmation
Type Current Amount YTD Amount
Retires Hith Cred 3132 61554
Retirement 31440 564516
Group Life Ins 33.08 54568
Agy Pd Heatthcare 337 a0 6,336.00
Loncgrm Dishility: s21 996 45
Dt Comp § Match 2000 400.00
OASDI 17712 3,552.82
< > .
g’]DUne S @ internet
Navigation Unique buttons found on this page are described below.
Button Description
Return to Payment | Clicking on this button returns the employee to the Payment
Information Information page previously viewed.
Type A description of each agency paid benefit can be displayed by placing
the mouse pointer on the benefit name and clicking one time with the
left mouse button.
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Presentation of Taxable Wages

Presentation of  The Presentation of Taxable Wages page displays how federal, state and FICA
Taxable Wages  taxable wages were calculated for the payment selected on the Pay History page. The
year-to-date values shown are as of the time that payment was calculated. Total
Earnings are reduced by those non-taxable earnings and pre-tax deductions to which
some taxes are not applied.
NOTE: The information presented displays the employee’s actual YTD
accumulations and a “standard” employee profile.

2 Taxable Wages - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help "l'
@ Back - > Iﬂ IELI _;\J /- ) Search ‘:1\'/ Favorites é-‘\f - & ﬂ - ﬁ '::“
fddress | @] htps: isscure doa virginia govipayine Taxsbls_Wanes cim?hew=120801 v Go
Return to Payment Information A
Presentation of Taxable Wages
Employee Name: DEMO USER Employee Number: 123456789
Payment Date: 11/14/2009 Pay Period: 10/25/2009 - 11/09/2009
This presentation is based on your actual ¥YTD amounts amd a “standard” employee
profile of non-exempt for federal, social security and state wages.
Zlick on Earnings Tipe for aetall Informalion
Federal/State Wages FICA Wages
Current Year to Date Current Year to Date
Total Earnings 292735 58,546 6O Total Earnings 282735 55,546 60
Less: Less:
Pretax Hith Care 49.50 936.00 Pretax Hith Care 49.50 936.00
Pretax OGS Parkng 21.00 399.00 Pretax DGS Parkng 21.00 399.00
Deferred Comp 40.00 800.00
FICA Wage {Taxable) 2,856.83 57,211.60
Federal/State Wage (Taxable} 2,816.83 56,411.60
< » :
& Dane S @ internet
Navigation Unique buttons found on this page are described below.
Button Description
Return to Payment | Clicking on this button returns the employee to the Payment
Information Information page previously viewed.
Type A description of each pre-tax item can be displayed by placing the
mouse pointer on the benefit name and clicking one time with the left
mouse button.
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Direct Deposit Detail and Additional Profile Data

Direct Deposit

Detail and

Add’l Profile

Data

Navigation

/2 Direct Deposit/Addl Profile -

The Direct Deposit Detail and Additional Profile Data page displays additional
personal information related to the payment selected from the Pay History page.

e Direct Deposit Bank Information — the amount, the deposit bank (ABA routing
#) and account number where the deposit has been made.

e Health Care and Retirement Elections — the name of the provider and the
membership type elected by the employee for health care and the retirement plan
the employee is enrolled in.

e Employee Tax Elections — the employee’s federal, state and local tax
withholding elections submitted on Form W-4 and VA-4.

Virginia Department of Accounts - Microsoft Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Fr .

am' o dosee iy \_Dey L= BRI D

v . Direct © Contact Us
: :
m Direct Deposit Detail and Additional Profile Data
o ] Cosbgeetons irvsame Employes Numbor: 123455708
Direct Deposit Bank Information Employee Tax Elections
Current ¥To Deposit Dank Accountfio | | Federal Tax Stanus Single
Amaunt Armount Federal Tax Allowance

File Edit “iew Fesorites Tools  Holp

- Fanoritos & &2 | Fres Hotmail &%

- r_'_j = | | = v Page = Salely~ Tools = @@~

+| &# Direct Deposivia_. x | 48 Broadcast Message

a.Gov

Onling Sarvices | Agencies | Govarnor | Halp

aaaaaaaa

Crtirs Sits

Federal Tax Add Amt.

Health Care and Retirement Dlections

Health Care:

Locality State

4| | 2]
| | I [ [sd Local intranst T ]
& Stmll a3 - Inbox - Micresoll ... |If_'lj Payling_Admmn_M... || %% Direct Deposit! |l B0 11:53 AM

Unique buttons found on this page are described below.

Button Description
Return to Payment | Clicking on this button returns the employee to the Payment
Information Information page previously viewed.
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Reported Leave
Balances

If leave balances are available for viewing for this payment, this button will be displayed.
Clicking on this button will display all leave balances reported with this Payment
Information.

Not all CIPPS Payroll Agencies participated in CIPPS Leave. Leave inquiries for
those agencies should be directed to Human Resources/Payroll.

2 Leave Balances - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS
File Edit “iew Favortes Toolz Help -",'

Qme - O BEG o frrone @ 3% w-LEA S

Address ‘@ hitps: isecure doa virginia govibaylinedeave_Palances cfm?Mew=120736 v | Go
-
e v Employee Name: DEMO USER Employee Number: 123455785
Recognition Leave Detail
Leave History Leave Balances as of: 107242009 Current Annual Leave Accrual Rate: 4.0 hours per pay period
Maximum annual leave balances carryover: 240 hours as of January 9, 2007 Estimated Annual Hours Loss: 71.0
Leave Type Balance as of Accrued Accrued Used Used Period Ending
11012006 Current Year-to-date Current Year-To-Date Balance
Annual 192.0 40 320 0o -8.0 2320
Family Personal 32.0 0o oo 20
Sick 64.0 oo oo 0o 0o 640
Overtime oo oo oo oo oo oo
Compensatory 92 oo 2rn 0o B2 300
Recognition 15.5 oo oo 10 1.0 145
Disability Credit 0o 0o oo oo
On Call 0.0 ] ] 00 0.0 ]
Bonus 100 oo i} 20 20 an
Military Bank 0o oo oo 0o 0o oo
Yearto.Date Accumulations (these do not reflect remaining halances)
Sick Family 0.0 | School AssistanceVoluntary Service 0.0 | Other 0o
Education 0.0 | CivilWork Related 0.0 |LWOP Period on|
Military 0.0 [Worker Compensation 0.0 LWOPYTD 11}
Pre-Layoff 0.0 | Short-Term Disability 0.0 (BMOD ¥TD oo
B Ralznees raflact the ronst recant ieave activie reonsecd and keved aa of 1445372003 'S )
& S & internet
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Leave History

Leave History ~ The Leave History page provides a listing of Leave as of Dates and agency names for
which detailed information can be viewed. (The complete history listing can be
viewed by using the scroll bar.) Payline users may view any ‘as of period’ by moving
the mouse pointer over the desired period and click the left mouse button. This will
link the user to the Reported Leave Balances page.

2 Leave History - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

© File Edit Wisw Favortes Took  Help f,'
B - A

E - 1 0y ) = r = - 3

@ Back </ \ﬂ IEL‘ (0 / Search V_\.;‘ Favarites T =] ﬂ ﬁ .“i

 Address | & Htps: isecure doa virginia govipaylinedeave _History cim?hlew=120740 v B ao

Vl[g_lllla.g()v Online Services | Commaonwealth Sites | Help | Governor

TMOA.... Payline
Virginia Department of Accounts

Payline > Main Menu > Leave History Contact Us | ELEELIMLY @ Entire site ® capp only

:
s ey
_ Employee Name: DEMO USER Employee Number: 123456789
m Ciick an Leave da of Date for Lesve Balances by Categony.
Leave as.on

Agency

Date

1072452009 Demo Agency

@LI S @ Internet
Navigation Unique buttons found on this page are described below.
Button Description

Leave History Clicking on this button links the employee to a page where they may

Detail Inquiry request a detailed listing of leave transactions which have been
processed.

Leave As Of Date | Clicking on this button links the employee to the chosen leave period
information shown by category.
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Leave Balances The Leave Balances page lists leave balances by type. From this list the employee is
able to view leave balances for all decremented leave types (e.g. annual, sick, etc) and
year-to-date usage of accumulated leave types (e.g. military, disability, worker’s
compensation, etc.). The annual leave accrual rate and maximum year-end leave

balances carryover limit based on years of service is also displayed.

Disclaimer: Balances reflect the most recent leave activity reported and keyed at the
close of the last leave period. The close of the leave period is the day before pay day.

2 Leave Balances - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit wiew Favortes Toolz Help

eﬂack - \_) lﬂ lg __:] /,_\J Search H_:t(Favnrites e} <] ~ :f

Ll 3

Address ‘zj hitps: isecure doa virginia govibayineleave_Plalances cfm?Frash=121141 v | Go
%
m Leave Balances as of: 10/24/2002 Current Annual Leave Accrual Rate: 4.0 hours per pay period
_ annual leave carryover: 240 hours as of January 3, 2007 Estimated Annual Hours Loss: 71.0
m T Balance as of Accrued Accrued Used Used Period Ending
1/10/2006 currennt Year-to-date Current Year-To-Date Balance
Annual 1920 40 320 0o 8.0 2320
Family Personal 320 0o 0.0 320
Sick B40 oo oo oo 0o B40
Overtime 0o oo oo oo 0o oo
Compensatory 92 oo 270 0o 6.2 300
Recognition 155 oo oo 10 10 145
Disability Credit 0o i) 0.0 an
On Call 0o oo oo oo 0o oo
Bonus 100 oo oo 20 20 80
Military Bank 0o oo oo oo 0o oo
Year-to-Date Accumulations (these do not reflect remaining halances)
Sick Family 0.0 | School Assistance Voluntary Service 0.0 | Other 11}
Education 0.0 CivilWork Related 0.0 [LWOP Period oo
Military 0.0 Worker Compensation 0.0 |LWOPYTD 0o
Pre-Lavoff 0.0 Short-Term Disability 0.0 | BMOD YTD on
Balances refiect the most recent leave activily reported and keved as of T/ 32009 |
s
< | &
& Done S & internet

Office of the Comptroller
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Leave Balances, cContinued

Navigation Unique buttons found on this page are described below.
Button Description
Leave Detail Clicking on this button links the employee to a detailed listing of
transactions keyed during the leave reporting period.
Bonus, Clicking on this button links the employee to a detailed listing of

Compensatory, and | Bonus, Compensatory and Recognition Leave balances and notates
Recognition Leave | leave which will be expiring.

Detail

Leave History Clicking on this button links the employee to a listing of leave periods
end dates.

TYPE A description of each leave type can be displayed by placing the
mouse pointer on the leave type/name and clicking the left-mouse
button.
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Bonus, Compensatory, and Recognition Leave Detail

Bonus, The Bonus, Compensatory, Recognition Leave Detail page provides the user the
Compensatory, ability to view details pertaining to these leave types. The page displays the leave
and o type, the date earned, and if the leave is expiring soon. These transactions support the
Recognition

; current hours information found on the Leave Balance page.
Leave Detail

-2 Bonus, Compensatory and Recognition Leave Detail - Virginia Department of Accounts - Windows Internet Explorer provided by DEPA

File Edit “iew Favortes Toolz Help ;','
. Al D S i ) - et
O Back ? | lﬂ lELI | A Search ./\/ Favorites 6’-“ M ﬂ ﬁ ‘4“
address | @] Hps: Hascure dos virginia govpsylined_smve_CRE cfmphew=1 21218 v | B e

as of 10/24/2009

Log OFF Employee Name: DEMO USER Employee Number: 1234567582

>

Bonus Leave:

Agency Begin Date End Date Available Howrs | Message
00000 051 662008 05431 /2008 60 | LEAVEWILL BE EXFIRING SO0N
00000 03012009 03M5/2009 20
Total Available Hours for Bonus Leave: 3.0

Compensatory Leave:

Rgency Begin Date End Date Available Hours | Message
00000 047012008 0441572005 40 | LEAWEWILL BE EXPIRING SO0
o000 050142008 05M 52008 40 | LEAWEWILL BE EXPIRING SO0
oo0oo 1112008 111572008 B0
00000 11/1652008 1103072005 10
00000 1200142008 121572005 150
Taotal Available Hours for Compensatory Leave: 30.0

Recognition Leave:

Agency Begin Date End Date Available Hours | Message ¥
< >

@Dune S @ Internet

NOTE: Changes are forthcoming to change wording from a specific number of days to “expiring
soon”.

Navigation Unique buttons found on this page are described below.
Button Description
Reported Leave Clicking on this button links the employee back to the Leave Balance
Balances page where they can view the selected ‘as of’ leave period balances.
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Leave Detail The Leave Detail page provides the Payline user the ability to inquire about all detail
leave transactions that were entered during a specific ‘as of’ leave period. The period
selected is displayed in the heading of the page. These detail transactions support the
current hours information found on the Leave Balance page.

2 Leave Detail - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

© File Edit Wiew Favortes Toolk  Help [
: . \ A ) e A . 35

O Back </ \ﬂ IEL‘ NI, Search v\/ Favarites 6_“( M ﬂ ﬁ .“i

 Address | ] tps:dsecure doa virginia govpalinedeave_Detai cfmehlew=121724 v B ao

TMOA.... Payline
Virginia Department of Accounts

Payline = Main Me eave History > Leave Balances > Leave Detail

Reported Leave Balances

Leave Detail

Employee Name: DEMO USER Employee Number: 123456789

Transactions keyed during period ending: 10/24/2009

Leave Accruals reported as "earned” on the 15th of the month are for the pay period ending the 9th; leave accruals reported as "earned”
as of the end of the month are for the pay period ending the 24th.

Leave Date Date
Transaction Description Hours
Type From To
AE Annusl Leave Earned 4.0 0373172009 0373172009
BL Bonus Leave Lost 20 0373172009 03/31/2009
RL Recognition Leave Lost 10 03/31/2008 03/31/2008
< > .
& Done 5 @ Internet
Navigation Unique buttons found on this page are described below.
Button Description
Reported Leave Clicking on this button links the employee back to the Leave Balance
Balances page where they can view the selected ‘as of’ leave period balances.

Office of the Comptroller 66 Commonwealth of Virginia



Deprartiment of Ageonunts

P 1i V4 Administrative Manual
aylire!

Leave History Detail Inquiry

Leave History  The Leave Detail Inquiry page provides the Payline user the ability to inquire about
Detail Inquiry  all leave types that were entered during a specific time period or specific leave types
that were entered during a specified time period.

These selections are determined by checking the appropriate selection boxes provided
and entering the specified leave beginning and end period dates.

When “All Leave Types’ is selected, all the leave types will be selected.

When “All Activity Types’ is selected, all leave activity types will be selected.

2 Leave Detail Inquiry - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Tools Help ",'
. — n in
- ) S i - A2 | - ﬁ by
@ Back 2 | lﬂ lg __l\] e Search L_\:( Favorites 6:‘3 =) .)_’l _I 5
Address ‘ej hitps: secure doa virginia govipayineLeave_Detail_inguiry cim?Hew=121835 v | Ga

Leave History =

Leave History Detail Inquiry

EE Name: DEMO USER EE Number: 123456789 Agency:
Leave Type

Al Leave Types

OR
D Annual D Sick D Overtime D Recognition
D Compensatary D Farmily/Personal D All Others

Activity type:
Al Activity Types

OR
Taken Earned Lost Other
L] O O O

Date Range —

Bieginning Date: Ending Date: a3 12010

Submit Reguest hd

<
€] Done S @ internet

Continued on next page
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Leave History Detail Inquiry, Continued

Navigation

Steps to
Perform
Request

Unique buttons found on this page are described below.

Button Description

Submit Request Clicking on this button links the employee to the Leave Detail Request

page where the user can view the information requested on the Leave
Detail Inquiry page.

Leave History Clicking on this button returns the employee to the Leave History
page.
Step Action
1 Use the drop down box to select a specific agency.
2 Select the type of Leave desired.
o All Leave Types within a date range - shows all transactions that were
keyed during the dates specified.
OR
e A specific leave type within a date range - shows the specified transaction
type during the dates specified.
3 Select the type of Activity desired.
o All Leave Types within a date range - shows all activity transactions,
within leave type, that were keyed during the dates specified.
OR
e A specific leave activity transaction type within a date range - shows the
specified transaction type during the dates specified.
4 Date Range - complete the beginning and ending dates for the period to show all
or specified leave transaction(s). See note below.
5 Click on the Submit Request button.
6 Review the Leave Inquiry Results Screen.

Displays the results of the employee's Leave History Inquiry. The screen lists in
descending date order the agency number, leave type used, the number of hours
keyed, and the dates the leave was taken/earned.

NOTE: The ‘Date From’ value is used to determine which transactions to reflect.

Office of the Comptroller
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Leave History Detail Inquiry, Continued

Navigation

a Inquiry Results - Viirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

i File Edit Wiew Favorites Tools  Help u
A A ) L ) @

0 Back ~ 2 lﬂ lELI DRy ! Search p £y Favarites €{ M ﬁ .:i

i Address @ hittps: fizecure.dos virginia.govipaylineLeave_Detail_Incuiry cfm?Fresh=121837 A . Ga

nquiry Results

P ——

_ [ Dowrioad s ][ Downlad Csv | [ Download TXT ]

Employee Name: DEMO USER Employee Number: 123456789 Agency: Dermo Agency

Leave Accruals reported as "earned” on the 15th of the month are for the pay period ending the 9th; leave accruals
reported as "earned” as of the end of the month are for the pay period ending the 24th.

Leave . o Date Date
Agency Transaction Description Hours
Type From To
00000 RL Recognition Leave Lost 1.0 03/3142009 03/31/2009
00000 BL Bonus Leave Last 20 03/3142009 03/31/2009
o0ooa AE Annual Leave Earned 4.0 037312009 03/31/2009
v
< b4
@1 Done 2 Internet

Once the results are displayed, the employee can:

e Print the results as shown on the screen.
e Download the results in an .XLS format.
e Download the results in a CSV. format.
e Download the results in a .TXT format.

By clicking on the appropriate button.

Continued on next page
Unique buttons found on this page are described below.

Button Description
Leave History Clicking on this button returns the employee to the Leave History
Detail Inquiry Detail Inquiry page.
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Administrative Logons

Accessing the Masking, Reporting and Employee Number Look-Up functions are now be separated
Administrative  from the user’s normal Payline account. The administrative logon will have the
Logon Function  following differences for users:

e Account will be accessed by using 99, INSTEAD OF 00, in front of the
employee number (i.e. for employee number 008888888 the
administrative log on ID will be 998888888).

e Passwords must be changed every ninety days and cannot match the 24
prior passwords.

e Passwords can be only changed once in a 24-hour period.

e Users will now be able to view who has requested temporary passwords,
but not the actual passwords.

e Users can only use the employee number or personal id to mask an
employee’s Payline record (but Emp # lookup can still be done by SSN).

2 Main Menu - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

© File Edt Wew Favortes Tools  Help

: OBEEK - @ |£| |EL| _;‘J /_7Saar.:n ‘i’\’{Favumes &2 cim - i 3

| Address | ] http:fer2icTdes Ashlyripaylinettain_Menu cfm?New=112714

ADMINISTRATIVE ACCOUNT

TDOA... Payline
Virginia Department of Accounts

Payline = Main Menu

Main Menu

Personal Options

Broadcast Message
COV Payday Calendar

Tao view payroll, benefits and leave information for JOHN R RODGERS (jmask])
select one of the options an the left menu

The data found within reflects payment information a5 a sewvice to paricipating State employees.

Employee Humber Lookup

- Gluestions or concerns regarding the accuracy and completeness of this information should be
Temporary Security Records directed to the employing agency's Payroll or Human Resource deparments.

Bl F ;

& Local intranst

Note: Access to the administrative user’s personal data is blocked while using the
Administrative Logon ID. To view personal data, the 00 (zero, zero) Logon ID must
be used.

Continued on next page
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Administrative Logons, Continued

Security Access to the mask function will generally be the same as the user currently has in
CIPPS Leave and/or Payroll. The security form is located at this link:
http://www.doa.virginia.gov/Payroll/Forms/PaylineSecurityForm.doc.

Exceptions to parallel access must be justified on the security request form.

Masking The mask function is the process where agency personnel can access an employee's
Payline information to view and query the information as if they are the employee.

Employee The employee number look-up is the process where authorized agency personnel can
Number Look-  enter either an employee’s Social Security Number or Employee’s Name, and query
uP the Employee’s ID Number.

Reporting Agency personnel, who have masking, can use the statistical reporting to obtain
Feature statistical reporting of both Payline participation and earnings notice elimination.
Temporary Agency personnel who have masking, can use the Temporary Security Record feature
Security to view which employees have requested a temporary password.

Records

Continued on next page
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Mask Function

Masking The mask function is the process where agency personnel can access an employee's
Payline information to view and query the information as if they are the employee.

2 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Toolz Help f','
. ~ n in
- 1 y e 4 >, A 7 - 2
@ Back 2 | lﬂ lg __ﬂ s Search L_\:( Favorites e} =) .)_’l _I ﬁ 5
Address ‘ej hitps: fsecure doa virginia govipayine Bulletin cfm?Login_Message=Login%20Successfuldhew=1405 v | Go

.g()\-’ oOnline Services | Commonwealth Sites | Help | Governor

.
ADMINISTRATIVE ACCOUNT FinanciaSy

Payline

ﬂ)OA Virginia Department of Accounts

Paryl = Broadcast Message

Contact Us | EEGUSMY © entire site ® capp only

Broadcast Message

| Announcements

Passwords: Longer is Stronger

Please make sure your HR Office has your current address,

PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.
Employee Number Lookup

Temporary Security Records

Reporting

There is a special announcement.

iew Special Announcement

Login Successful

& - n
=] h-]
= o

k3

g‘] hitps: Szecure.doa.virginia.govipaylineiSpecial_Announcements .cfm é i Internet

Step Action
1 Click on the Set Mask button.

Continued on next page
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Mask Function, Continued

< Security Masking - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

: FHle Edit Mew Favorites Tools  Help

@Elack ML > | lﬂ @ _;\l /.-\’Search ‘?:n\?Favontes {‘3 A~ i [ - _I ﬂ i“i

: Address |@'| hitps: fizecure. doa virginia.govipaylineMasking cim?hew=020306

Online Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT

ﬁ)OA Virginia Department of Accounts Pay hne : ._" '-
ginia Jep

Payline > Main Menu > Security Masking contact Us | ELusitld © entice site ® capp only E

Security Masking

Please enter your Employee Number ¢must be 4 diits) or Payline Personal 1D (must be 53 charactersh

Employee Number or Payline Personal ID: I:I

Employee Number Lookup

Temporary Security Records

Reporting

A~

@ Done 2 4 internet

Step Action
1 Enter Employee Number or the Personal ID.
2 Click on Set Mask

Continued on next page
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Mask Function, Continued

The following message " Masking (Employee ID)" will be displayed:

2 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS E”E‘E|
: File Edit View Favortes  Tools  Help H
e Back = () |ﬂ @ .l\J /.7\1 Search ‘\:1:/ Favorites {‘2 - ..7 [# ~ J ﬁ ':;‘i

: address ‘2:' hitps: fizecure doa.virginia.govipaylingBulletin.cfm?Login_f inci% 201 234567 il 020522 v| Go

d. g()\" Online Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT

Payline

ﬂ)OA Virginia Department of Accounts

Payline > Broadcast Message

contact Us | EEGUNYLEY @ entire site ® capp only E

Broadcast Message

Special Announcements

Personal Messages

Passwords: Longer is Stronger

Please make sure your HR Office has your current address.

PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.
Log Off

Employee Number Lookup

Temporary Security Records

You have personal messages.
There is a special announcement.

Masking 123456789
Masking 123456789
(Demolker)

~
v

&] Done S @ nternet

When finished masking the employee’s record, click on the Remove Mask button to
mask another employee or to return to the Main Menu.:

A reminder that the user is masking the specific employee number is provided in the
left hand column of each page.

And now the employee’s information can be displayed as if the user is the employee.

Masking does not provide access to the employee's Personal Option Page where the
individual password information is maintained.
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Statistical Reporting

Reporting
Feature

Earnings
Notice Status
by Agency

Payline has been enhanced for those line agency personnel who have been granted
masking access to obtain statistical reporting of both Payline participation and
earnings notice elimination. After logging into Payline, a button in the left-hand side
entitled 'Reporting' is displayed

2 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS EHEWZ_(\
;:

Fie Edit Wiew Favorites Tools  Help A

E a — A E
GBack ] \i“l lEL‘ _I\J 7/ ) Search ‘::_:(Favnrrtes ‘3 ~ &9 i] - —J ii ‘Ei

| Address |g‘| hitps:iisecure doa virginia gnvipaylineBulletin cfm?L ogin_Message=Login%205uccessfuldhew=1405 v | Go

\‘ llg_llllii.g()\’ Online Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT

ﬂ)OA Virginia Department of Accounts Pay ”ne 7 v "'

L =1
Payline = Broadcast Message Contact Us | ELEEUSIMLY @ Entire site @ capp only

Special Announcements

Broadcast Message

Passwords: Longer is Stronger

Please make sure your HR Office has your current address,

Log Off
i PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.

Employee Humber Lookup

Temporary Security Records

There is a special announcement.

Wiewr Special Announcement

Login Successful

Reporting
Set Mask
<

éj hittps: fzecure doa virginia .govipayine/Special_Announcements.ctin é 0 Internet

Step Action
1 Click on the Reporting button.

The Earnings Notice Status by Agency pages provide statistical information for those
agencies for which masking access has been established. The inquiry is completed as
follows:

Continued on next page
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Statistical Reporting, Continued

A Earnings Notice Status by Agency - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUN

© File  Ecit View Favortes Tools  Help ;','
P o AN o) < " 3 = o o

G Back <) lﬂ @ W) ) searsh 5 Favorites €( = [ “‘i

Address g] hitps: fisecure doa.virginia.govihaylineMeporting_DD_Ststus cfm?Fresh=021719 R Go

Log Off

Empl R —— Ifyou have several agencies or a large period selected, this page can take several mimutes to foad.
TRoRe e e Please do NOT click the refresh button.

Payment Dates: From: To:

Pay Type: All v

Please Check Agencies to include in repert:
s

[Joa0

[J100 101 103 107 109 Q110 Qi 2 [us e s gne gn7 o gnme 2 122 12 s
[127 [J128 [129 [132 [185 []136 []140 141 [143 [146 []148 151 [152 [154 156 []157 156 160
161 []168 [165 [J1668 [170 [171 [172 [O173 [174 [Q175 []180 181 [182 [185 [)184 []185 186 [1&7
[]188 []180 [J191 []192 []195 []194 []199

[J200 [J202 [203 [J212 [)213 []214 [J215 207 [J218 [219 []222 []223 []226 [)232 []233 []234 []236 ]2

[l241 (242 [|245 [T|260 (262 [T|263 []275 )26 [T |78 |9 [|I/0 ()22 []2/3 [/ []285 [)2\E 267 v
>

~

&] Done 2 Internet

Step Action
1 Enter Payment Dates to include in report:

Enter the range of check dates for which statistical information is desired.
(The request must use the actual check date and not the pay period dates or
processing date.)

2 Select the Pay Type from the dropdown of the employees to be
reported. The options are::

e 'ALL' for all employees within agencies, or

e 'WAGE' to request wage data only, or

e 'SALARIED' to request salaried data.

3 Check Agencies to include in report (Only the agencies for which
security is granted will be displayed.):

Click on the specific agency for which the statistical information is desired.
Data for multiple agencies may be requested at one time.

Continued on next page
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Statistical Reporting, Continued

Earnings Notice Status by Agency (continued)

4 Click on Accept:

Please note the message at the top of the page. "If you have several
agencies or a large period selected, this page can take several minutes to
load. Please do NOT click the refresh button."

Results Page The following statistical information will be provided on the results page:

Agency

#Checks

#DDs

Total #Pmts

Payline Participants

Payline Participants w/DD

Payline Participants w/DD Opt-Out
DD Notices Printed

DD Notices Eliminated

© Fle Edt View Favortes Tools  Help o
i < ) Al @ S i ﬂ 2

; Q Back > Iﬂ Iil-l (| Bearch ) Favorites ‘;( == _J -‘i

i Address |§'] hittps: fizecure.dos virginia.govipaylineReporting_DD_Status cfm?Fresh=022311 V‘ Go

T)UA Virginia Department of Accounts Pay I l ne

Payline > Main Menu > Earnings Notice Status by Agency

- .
N
|4

b == B
DU OEY © entice site @ capp only E

Earnings Notice Status by Agency

Contact Us |

Payment Dates 03/01/2010 - 03/01/2010
ALL EMPLOYEES

Employee Number Lookup Payline Payline
Total Payline . Participants DD Notices DD Notices
Temporary Security Records Agency #Checks | #D0Ds #Pmts | Participants DAL wiDD Printed Eliminated
[— wibD Opt-out
Set Mask
100 Salary 1 15 18 74 73 s0 0 115
100Wage 0 18 16 5 5 o 0 16
1 131 132 79 78 50 0 131
101 Salary 2 239 24 L] 0 51 178 51
101 Wage 0 186 186 13 13 10 176 10
2 425 | 427 83 83 71 354 71
103 Salary 2 33 383 353 352 257 0 381 -
. [y = P P e P, po - P L
&] Done 2 @ internct

Continued on next page
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Statistical Reporting, Continued

Results Page, The results page is displayed and the detailed information can be viewed by clicking

Continued on the underscored agency number for which detailed data is desired. The Earnings
Notice Status by Employee page provides detailed employee information representing
the check dates for which the inquiry was performed for all agencies selected. To
select a particular agency, please select the underlined agency number desired.

After the criteria of the population to be displayed is selected, the following
information is displayed:

e Agency

e Employee Number

e Personal ID

e Name

e Payline DD Selection
e ORG Code

e Pay Type

e Payment Status

Continued on next page
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Statistical Reporting, Continued

Results Page,
Continued

The results presented can vary depending on the combination of values chosen from
the various drop down boxes across the top (e.g., Payment Status, Payline
Participation, etc.). The Payment Status is defaulted to 'DD Notice Printed' that
represents a listing of those employees who have not opted out of receiving printed
earnings notices for direct deposit. The Payline Participation is defaulted to “Payline
Participant”. Selecting another agency or other values in the drop down boxes can
modify the results presented. (Only those agencies for which masking access has
been granted will display in the Agency drop down list.)

M Earnings Notice Status - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS g@lg‘
File Edt iew Favortes Tools  Help T
A ™ e , A &
G Back = o/ \ﬂ Igl 0 | F ' Search :_’_\{_’ Favarites 6:‘( M= ﬁ .4“
Address @ hittps: fsecure doa virginia govipaylineReporting_DD_Status_By_Employvee.cfm?Fresh=023131 ~| gd Go

\i’l[glﬂia. gUV Online Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT Z {
Pavli ' |
[ o
ayline 1
— a
contact Us | BLUUEMYY @ Entice site CAPP Only
o
Earnings Notice Status by Employee
Agency: Payline Participation: ORG Code Pay Type Payment Status:
00000 Payline Participant v v DD Notice Printed %
Employee Listing for Demo Agency {#00000)
Agency allows printed DD notices for all employees
Records 1- 1071 Dewnload 1Records
otmene Pamen Payine 00 Fament
Agency Employee Number  |Personal ID Name ORG Code Pay Type
Date Selection Status
00000 |[1144/2009 123456789 00 Demollser Demo User Yes 99999999999 Salary DD Prirted
hd
< >
&) Done D 4 Internet

NOTE:

1. Use the scroll bar to view the entire record.

2. The data is displayed in ascending order of the encrypted Social Security Number
(not alphabetical or unencrypted employee number order).

3. Users can highlight the data and copy the information into a spreadsheet for
resorting if desired.

Continued on next page
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Statistical Reporting, Continued

t . . -
Payment Status All - Lists all employees who received payments within the range of check

Options
P dates requested.
e DD Notice Printed - Displays those individuals who participate in direct
deposit and have NOT opted out of receiving a printed earnings notice.
e DD Notice Eliminated - Displays those individuals who participate in direct
deposit and have OPTED OUT of receiving a printed earnings notice.
e Check Printed - Displays those individuals who do not participate in direct
deposit.
Paylin_e _ e All - Displays all employees within the group identified by the Payment Status
Participation option and check range entered on the inquiry screen.
Options
e Payline Participant - Displays only those who have a Payline permanent security
record.
e No Payline Security Record - Displays only those who have not established a
Payline permanent security record.
ORG Code e Blank = - Displays all employees identified by the Payment Status option and
Options check range entered on the inquiry screen.

e Enter the 11 digit ORG Code - Displays all records for the specific ORG
code chosen.
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Employee Number Lookup

Employee Payline has been enhanced for those line agency personnel who have been granted
Number employee number look-up access to obtain an employee number by entering either the
Lookup employee’s name or Social Security Number. After logging into Payline, a button in
Feature the left-hand side entitled 'Employee Number Lookup’ is displayed

3 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edt Wiew Favortes Tools  Help

: GElack T 4 lﬂ \g _;\J /.-\JSearch ‘g‘l’(Favurhes @3 © ‘.f ﬂ o _J ﬂ ‘fi

| Address |g‘| hitps: fisecure dos virginia govipaylineBulletin cim?Login_Message=Login%205uccess fuldhew=1405 v | Go

r g(“" Online Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT

Payline

ﬁ)OA Virginia Department of Accounts

Payline > Broadcast Message

Special Announcements

Broadcast Message

Passwords: Longer is Stronger

Please make sure your HR Office has your current address,
PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.

Employee Number Lookup

Temporary Security Records

There is a special announcement.
“iewy Special Announcemernt

Login Successful

ﬂj hittps: ffsecure doa.virginia govipaylinefSpecial _Announcements cfm é . Internet

Step Action
1 Click on the Employee Number Lookup button.

Continued on next page
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Employee Number Lookup, Continued

<A Employee Number Lookup - Virginia Department of Accounts - Windows Internet Explorer provided by
mp Oyee 3 Empl, Number Look Virginia D f Al Wind | Expl ided by DEPARTMENT OF ACCOUNTS 1)
© Fle Edt View Favortes Tools  Help i
Number ; T = .
Lookup 0 Back ~ _/ lﬂ lELI _l\] 7 ! Search ‘:;,_\}.’ Favarites 4 M= ﬂ &2 ﬁ .:i
i Address g‘] hittps: fizecure.dos virginia.govipayline/Employee_Mumber _Lookup.cfm?Mew=023157 A . Go
Feature, Sa—
Continued \h[glllla. gOV online Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT

Payline

@ﬁ) A Virginia Department of Accounts

> Menu = Employee Number Lookup

Employee Number Lookup

Faor most classified employees, the emplovee number heging with two Zeroes {.e., 00 followed by the seven numbers found
within the 1D number an the COVA Care medical henefits card fe.g., YT{1234567XU). Inthis case the emplovee number would be
LG 001234567

Temporary Security Records

Enter employee's social security number, name or partion of the name in the boxes provided below o display the Employee

P— Mumber. You may also limit vour search by selecting a specific agency
Set Mask
Agency Number: v
SSH: Leave SEN enpty b seamh by naie
Eirst Name: Enter any poion of First Name
Last Name: Erter amy porion of Last Nawe

2 Internet

(S

Step Action
1 Enter either the Employee’s Social Security Number or the Employee’s

First and Last Name (can be a partial name)

2 Click on the Submit Button.

Listed below the request fields will be the results of inquiry displaying:
e Agency Number
e Employee Number
e Employee Name

Continued on next page
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Employee Number Lookup, Continued

Department of Accounts - Windows Internet Explorer pro

File Edit “iew Favortes Tools  Help

eElack A > |ﬂ @ _;j /._\’ Search \;‘:?Favontes {‘} [-':v :; _J ﬂ ﬁ

ed by DEPARTME

: Address |€| https fizecure doa virginia.gov/payiineEmplayes_Mumber _Lookup cfin?Fresh=023222

' OA- Virginia Department of Accounts Pay I ’ ne

Payline > Main Menu > Employee Number Lookup

Log Off

Temp: Security Records
Reporting
Set Mask

Employee Number Lookup

Enter employee's social security number, name or portion of the name in the boxes provided below to display the Employee

Number. You may also limityour search by selecting a specific agency.

Agency Number:

Al hd

SSH: Leaus SEN empty to seamn by rane
First Name: Enter amy porion of First Namne
Last Name: Enter any porion of Last Name

There was 1 record found for DEMO USER

Agency Number

Employee Number

Employee Name

000an

123456783

Dema Lzer

| £

@ Dane:

2 @ nternet

Office of the Comptroller
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Temporary Security Records

Temporary Payline has been enhanced for those line agency personnel who have been granted
Security masking access to view which employees have requested a temporary password
Records through Payline.

Agency personnel can:

e Select a particular agency to view (if have security to multiple agencies).
e View by agency or particular employee ID.

e View by type of notification.

e View by check-date.

2 Broadcast Message - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

File Edit “iew Favortes Toolz Help f','
A - 0 7
- 1 N ) (='F i —|o - o pL
@ Back </ lﬂ lg (| # Search L-\{ Favorites Q‘E = ﬁl _I ﬁ “i
Address ‘zj hitps: fsecure doa virginia govipayine Bulletin cfm?Login_Message=Login%20Successfuldhew=1405 v | Go

7111 I-Il I . . =
Vi ginia. g()\' oOnline Services | Commonwealth Sites | Help | Governor

ADMINISTRATIVE ACCOUNT

Payline

ﬁ)OA Virginia Department of Accounts

Payline > Broadcast Message

. AN
Contact Us | By © cntire site @ capp only

Special Announcements

Broadcast Message

Passwords: Longer is Stronger

Please make sure your HR Office has your current address.
PLEASE UPDATE YOUR EMAIL ADDRESS USING THE PERSONAL OPTIONS PAGE.

Employee Number Lookup
Temporary Security Records

Reporting

There is a special announcement.
Yiew Special Announcement

Login Successful

@ hitps: dizecure.doa.virginia.govipaylineiSpecial_Announcements .cfm é i Internet

Step Action
1 Click on the Temporary Security Records button.

Continued on next page
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Temporary Security Records, Continued

iew Temporary Security Records - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCO

File Edit “iew Favorites Tools Help 'l
A = n =
- ) = i - = - = f 2
e Back \_) lﬂ lg __ﬂ P Search é—\( Favorites {3 f=] I)_fl ﬁ ‘i
Address ‘Ej hitps: fsecure doa virginia gov fpeyineiew _Temp_Pins cfm?hew=032905 £v3 | Go

ADMINISTRATIVE ACCOUNT

ﬁ)OA Virginia Department of Accounts Pay line

Payline > Main Men ew Temporary Security Records Contact Us |

View Temporary Security Records

Agency: Employee Heotification Sent to Check
Humber: Type: Mainframe: Date:

Al vl [ === view Records |

Records 1 - 20 of 1,449

Agency Employee Motification Type Date Requested Sentto Date from Check Date
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Temporary Security Records, Continued

Step Action
1 If applicable, choose the agency you wish to view. All employees who
have requested a temporary password will be listed when entering this
function. OR Enter the Employee ID of the employee whose record you
wish to view.
2 To narrow the selection, you can sort the information by the following
categories:
e Enter a specific Employee ID to view that one record.
e Choose a specific Notification Type,
o All
o Earnings Notice
o Email
e Choose a specific Check Date.
3 The record displayed will show the:
e Agency Number
e Employee Number
¢ Notification Type
e Date the Temporary Password was requested
e Sent to Mainframe (DOA function)
e Date from Mainframe (DOA function)
e Check Date
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Attachment A

CIPPS Payline Earnings

Nomenclature Nomenclature Earnings Description
ANNUAL Annual Lve Payout Annual Leave Payout
ANNUAL Annual Lve Payout Annual Leave Balance Invol. Sep. Pay
BONUS Bonus Bonus Payment
CO.CAR Company Car Company Car
COMP LV Comp Leave Payout |Compensatory Lve Balance Invol. Sep. Pay
COMP LV Comp Leave Payout  |Compensatory Leave Payout
DEC-PAY1 Deceased Pay Deceased Pay 1
DEC-PAY?2 Deceased Pay Deceased Pay 2
HLTINCTV Health Incntv — WW  [Health Incentive Awards (Weight Watchers, etc.)
IMPLIFE Imputed Life Imputed Life
INV SEP Invol Separation Involuntary Separation
LV SHARE Leave Share Leave Share
LWOP-PAY LWOP Pay Leave Without Pay Earnings
M&R NTAX Mov/Reloc NonTax  [Moving/Relocation-Non-Taxable Earnings
M&R TXBL Mov/Reloc Taxable Moving/Relocation-Taxable Earnings
MIL SUPP Military Supplement  [Military Supplement
NC AWRDS NC Awards Value of Non-cash Awards
NONTAXBL NonTaxable Income  [Non-Taxable Income
OTIME 1 Overtime 1 Overtime 1 Earnings
OTIME 2 Overtime 2 Overtime 2 Earnings
Pl1 BONUS Perf Inc Bonus Pay Plan Bonus Payment
REGULAR Regular Pay Regular Earnings
RPTMEALS Reportable Meals Reportable Meals
SEVR PAY Severance Pay Severance Pay
SHIFT Shift Pay Shift Differential Earnings
SHIFT 2 Second Shift Pay Shift 2 Differential Earnings
SHIFT 3 Third Shift Pay Shift 3 Differential Earnings
SICK LV Sick Leave Payout Sick Leave Balance Invol Sep. Pay
SICK LV Sick Leave Payout Sick Leave Payout
TAXABLE Taxable Income Taxable Income
TEMP PAY Temporary Pay Temporary Pay
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Attachment A, Continued

Earnings Descriptions Temporary Security Records (continued)

CIPPS Payline Earnings
Nomenclature Nomenclature Earnings Description
VSDP BEN Disablity Benefit VVSDP Benefit Earnings
WC SUPP Workers Comp Supp  [Worker's Compensation State Supplemental Earnings
WCSDPBEN Workers Comp Supp [VSDP Worker's Compensation Benefit Earnings
WRK COMP Workers Comp Worker's Compensation
CIPPS Payline Deduction
Nomenclature Nomenclature Deduction Description
AGY HLTH Agy Pd Healthcare Agency Paid Health Care Withholding
AN MATCH Annuity Cash Mat Annuity Cash Match
BUYBACK VRS Ret Buyback VRS Retirement Buy Back Withholding (Post-Tax)
CvC cvc Combined VA Campaign
DC MATCH Def Comp Cash Mat  |Deferred Compensation Cash Match
DCSE-SUP DSS Child Support Division of Child Support Withholding
DDCHKING Direct Deposit Direct Deposit to a Checking Account - Net Amount
DDCHKNG1 Direct Deposit Direct Deposit to a Checking Account - Fixed Amount
DDCHKNG?2 Direct Deposit Direct Deposit to a Checking Account - Fixed Amount
DDSAVING Direct Deposit Direct Deposit to a Savings Account - Net Amount
DDSAVNG1 Direct Deposit Direct Deposit to a Savings Account - Fixed Amount
DDSAVNG?2 Direct Deposit Direct Deposit to a Savings Account - Fixed Amount
DEC-NET Deceased Pay Net Remits 100% of net pay for deceased employee to the
Estate or Beneficiary
DEF COMP Deferred Com Deferred Compensation Withholding
DEP CARE Depedent Care Dependent Care Withholding (Flex Account)
DUE AGY Due Agency Funds due to the agency
EEBOND1 Series EE Bond Series EE-BOND Withholdingl
EEBOND?2 Series EE Bond Series EE-BOND Withholdingl
EEBOND3 Series EE Bond Series EE-BOND Withholdingl
EEBOND4 Series EE Bond Series EE-BOND Withholdingl
EMP HLTH Health Care Prem Employee Health Premium (Post-Tax Health Care
Withholding)
EMPASOC1 Association Employee Association Withholding
EMPASOC?2 Association Employee Association Withholding
EMP ORP Mmbr Pol Appt ORP  |[Employee -paid portion of ORP
EMP RET Member Retirement  |Employee-paid portion of VRS
EMP TIAA TIAA/CREF Rtirmnt  [Employee-paid portion to TIAA/CREF
FED TAX Federal Inc Tax Federal Income Tax Withholding
FID INVS Fidelity Inv Ret Employer-Paid Retirement - Fidelity Investments
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Attachment A, Continued

Deduction DescriptionsTemporary Security Records (continued)

CIPPS Payline Deduction
Nomenclature Nomenclature Deduction Description
GARN FEE Garnishment Fee Garnishment Fee
GARNISH1 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH2 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH3 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH4 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH5 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GARNISH6 Garnishment Garnishment, Tax Levy, Lien Withholding(s)
GRPINSR Group Life Ins Group Insurance Withholding
HI HI Tax Hospitalization Tax (Part of Social Security)
I-BOND1 Series | Bond Series I-BOND Withholding
I-BOND?2 Series | Bond Series I-BOND Withholding
LT DISAB Long Term Disability [Long Term Disability Withholding
MED REIM Medical Reimbsmnt  |Medical Reimbursement Withholding (Flex Account)
OASDI OASDI Tax Old Age Survivor Disability Insurance Tax (Part of
Social Security)
OPT LIFE Optional Grp Life Optional Group Life Insurance Withholding
ORPAPPTE Pol Appointee Ret Employer-Paid Optional Retirement
PARKING Parking DGS Parking Withholding (Post-Tax)
PETTYCSH Petty Cash Petty Cash Withholding
POOL VEH Pool Vehicle Pool Vehicle Withholding
POST TAX Misc Insurance Miscellaneous Insurance Withholding (Post-Tax)
PRE TAX Pretax Annuity Annuity Withholding (Pre- Federal and State Tax)
PREBUYBK Pretax Buyback VRS Retirement Buy Back Withholding (Pre-Tax)
PRETXPRK Pretax DGS Parkng DGS Parking Withholding (Pre-Tax)
PRETXPRK Pretax Parking Non-DGS Pre-Tax Parking Withholding
PRETXTRN Pretax Transport Non-DGS Pre-Tax Transportation Withholding
PRM CONV Pretax HIth Care Premium Conversion (Pre-Tax Health Care
Withholding)
RET CRDT Retiree Hith Cred Retiree Health Care Credit - VRS
RETIRMNT Retirement Employer-paid Retirement -VRS
SUPPORT?2 Child Support Child Support Withholding
TIAACREF TIAA/CREF Rtirmnt  [Employer-paid Retirement -TIAACREF
TPA ADM TPA Admin Fee Third Party Administrator Withholding
VA TAX State Inc Tax State Income Tax Withholding
VEST Vest Virginia Educational Savings Trust
VPEP Va Prepaid Educ VA Pre-Paid Education Program
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