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Virginia Department of Accounts Introduction To Payline

Payline is a web-based system that provides
participating State employees with online viewing of
their earnings, benefits, and leave information.

This presentation describes how to navigate Payline to
view Payroll History information.

Employees may access Payline using the internet at
https://payline.doa.virginia.gov.

Note: WWW does not precede the web address.
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Virginia Department of Accounts Introduction To Payline

Information available for viewing:

e Current payment information at least 4 working days
before the payment date.

« Current and year-to-date earnings including regular pay,
overtime, shift pay, and special payments.

e Current and year-to-date deductions withheld for both
employee and employer.

 Federal and State taxable wages as well as individual tax
elections and associated withholdings.
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Information available for viewing -cont:

» Direct Deposit information and associated deposit
amounts.

 Leave information on pay day eliminating the pay period
lag for access to leave balances (available only for
agencies using the CIPPS leave system).

* Historical payment and leave information on the system
for arolling 24 month period.

« W-2 information for 5 years.
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Screen Setup

« DOA Logo at top of each screen.
 Navigational Buttons on left side of screen.

 Help features throughout Payline:

— Help button on left hand side describes functions of the
screen.

— Underscored text activates pop up boxes with additional
iInformation. (Pop-Up blocker must be disabled for this
application.)
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Log into Payline

 Follow the log on procedures described in the Power
Point presentation “Logging On/Forgot Password”.

 You will be brought to Broadcast page to begin
navigation in Payline. The Broadcast page gives you
general information and if there are personal or
special messages. The page allows you to navigate
to the Main Menu page to begin viewing your payroll,
benefit and leave information.
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Virginia Department of Accounts Introduction To Payline

Broadcast Message Page

Click on the “You have personal messages” and/or “There is a special
announcement” to read any messages or click on Main Menu button to
access your payroll, benefits and leave information.

=N Broadcast Messages - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiews Fawvarites Tools Help

aﬂack A —> | |£| @ _7-.j /:3 Search ‘:jlﬁ/ Favorites £} 2 - :’5 = - 4.1 ﬁ 3

#= ] http: ffcFzfqafPavline/Bulletin. cFm?Login_Message=Login“s-Z05SuccessFul&iew=1150

Address

N7 - .
‘U 117‘%1 14. g()\-‘ Online Services | Commonwealth Sites | Help | Governor

D OA Payline F - R
Virginia Department of Accounts - | B

Contact Us | [Easlieiitlely © Entire site @ capp only E

Paryline = Broadcast Messages

Special AnNNouncements Eroadcast Messages

Personal Messages
Main Menu welcome to Payline

Help Anonymously Report Fraud. Waste., and Abuse in your Agency
Contact Us 1-800-TZ3-16815.

Log OFF

DOL Launches Online Back Wage Employvee Locator
The Departrment of Labor's WYWage and Hour Division has launched a new Web-baseaed back wage employvees locator. It guides emplovees
through an online series of gquestions tao determine if they are owed back wages as a result of a v-H investigation. Employees should be

ready to enter information about their past or present employment, such as the name and location of their emplover.

Access the backwage emplovee locator at httpb s Jitweweww. dol-esa. gowemplocs. s

Login Successful E
Wou have personal messages. .y
There is a special announcenent. E

[ES

®.J Local inkranet
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Main Menu

The Main Menu is the primary navigation page for Payline. Navigation buttons located in
the left-hand margin of the page link to other Payline pages or perform requested
functions. To access your Payroll Information, click on the Pay History button.

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

© Fle Edl View Favortes Tools  Help
Qe - () |ﬂ @ ) }'T‘J Search ‘-_i:_(Favorites & 2 ; ] - = W, 3

| Address |g“| hittp: ot 2/etdew & shlynipayline Main_henu cimhew=023053

et T, . ) ) i
\' ll_glllld . g()\-‘ Online Services | Commonwealth Sites | Help | Governor

contact Us | [EEEUSNA @ Entire site @ caApp Only

Main Menu

To view payroll, benefits and leave information for DEMO USER {demo123)

Employee Profile Data select one of the options on the left menu

COV Payday Calendar
The data found within reflects payment information as a service to participating State employees.
FAQ's

Questions or concerns regarding the accuracy and completeness of this information should be
directed to the employing agency's Payroll or Hurman Resource departments

-

| B8
. Local intranet
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Pay History

 This screen provides a listing of payments showing
the payment date, agency name and pay period date.
(The complete history listing can be viewed by using
the scroll bar.) A rolling 24 months of payments are
stored.

« The payment indicator denotes the type of payment
shown. This can be:

— Blank —regular pay made in the form of a check of direct deposit
— VC —reversal or voiding of a previous payment

— NP — payments made outside of the payroll system (i.e., Petty cash
payment.)
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Virginia Department of Accounts Introduction To Payline

View Pay Stub

To view or print a facsimile of the pay stub, click on “View Pay
Stub”.

= Pay History - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiew Faworites Tools Help
6 Back - =] » ,‘,: < -lﬁ /-__j Search ‘ij:( Faworites QE <2 - ; AT - J i 3 '5 H
-

2] heep:ficf2fgafPavlinefPay_History . cFmeeve=101440

Address

73 - r s 3 - - -
\r" ll__g 11114 . g()\ Online Services | Commonwveealth Sites | Help | Governor

@ﬁI)OA Virginia Department of Accounts P ay Iline - J_

Payline rMain Menua Pay History contact Us | [EEISLEIRRI Y © fntre site @ capp only E

Pay History Deta

Pay History

Employee Name: DEMD USER Employee NMumber: 123456758

Sic ks on Parmment Date for detadl pay inforrmation.
(Farrments are displawyed in the aorder in which theyy sre calcuwlated in the payroll spystenr)

Payment

Payment Date Agency Pay Period _
Indicator

Wiew Pay Stub ool O4 42006 CEmoO AQency O3/25/2006 - 04092006

LT

£¢

.:-_-g Local inktransk
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Virginia Department of Accounts Introduction To Payline

View Pay Stub — cont.

LA 5
2 IE Save a Copy | fa_‘ §) Search | & '5‘ | Ib Select  ay @Q - | __:_‘ | = (O] [B1% | & &%~ b g I c'ﬁag:if;u“jfﬁoﬂimsa[rggF
»
@
@
=
-9 COMMONWEALTH OF VIRGINIA i OFFICIAL PAY RECORD
e DEMO AGENCY
Leavs as of: 02/24/2005 Empiloyes
DEWO USER
Leava Balance accrued Acorusd Used Uaad Period
Type as of Currant YT current ¥YTD Ending Apdrazs
1102008 Balance
Ennual 1520 E 0 E 2321 1234 ANY ROAD
Sick E20 0.0 54 RICHMOND VA 23231
Qwartime 0.0 ] a.0 [eX
Comp 2.2 ] .0 2 30 Soc Sac Number
On Call 0.0 -0 D &
FE 32.0 0.0 3z
Pay Pariod Date Paymant Date
D3/25/2006 - DADHI006  04/14/2005
Eamings Deguctlons
[ _Uniie_ | Descrpbion | Current | ¥TD | Dascription ‘Current
1 SE.E7 | Regular Fay 232723 | 5E.54560 | [Pretax Hiln Care 49.50
Sretax DES Parkng 1.00
3 Defered comp A0.00
Fageral Inc Tax 7341 1€
= =i Tax 090
OASDI 355282
State Inc Tax Z755.04
currant ¥TD currant 7O
Gross Pay 232733 5B.548.80 Deductions 83430 1£.558.92 Nat Pay 2,052.43
currant ¥TD

205243 41,887.68 DEPOSITED BANK S83521588 ACT =**="4557

Anconmymously Report Fraud, Waste, and Abuse In your Agency 1-800-T23-1€15.

| Comments \l\ Aftachments

3

10of 1

@
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View Pay Stub — cont.

 Financial Institutions should accept a printed
pay stub from Payline as it contains both:

— The statement “ Official Pay Record” and

— The State Seal of Virginia (Permission to
use the State Seal has been granted by the
Secretary of the Commonwealth)
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Pay History Detalil Inquiry
 The Pay History Detail Inquiry page provides the
ability to query the database and produce a printable
report about:
— Pay types
— Deductions (employee and employer paid)
— Healthcare/Retirement plans
— Federal/State Tax Elections
— Direct Deposit
— Other information

4/14/2010 13
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Virginia Department of Accounts Introduction To Payline

Pay History Detail Inquiry — cont.

s | Pay History Detail Inquiry - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

B
File: Edit Wi Faworites Tools Help .';lr -
@ Back - \_/] \ﬂ @ f -lj /-__\J Search “51‘\_( Favorites EE <] - ___,; lj_)‘-l - _J ﬂ 3

Detail_Seleck. cFm?Mew=025753

T

- GD Links ”I

= Pay History Detail Inquiry

Pay History Detail Inquiry

Employee Name: DEMO USER Employee Number: 1234567585

Detail Type:

Select All O ves & Mo
Earnings O ves @ No Current Pay Oves @no
et Pay O ves & Mo Employee Paid Deductions Oves @ Mo

Employer Paid Deductions O ves & Mo Direct Deposit Oves @ Mo
Federal Tax Elections Oves @ Mo State Tax Elections Oves @no

Local Tax Elections Health Care Elections

Retirernent Elections Fed/sSt Taxahle Wages

FlCaA Taxable Wages

Check Date Range:

‘_‘-_-g Local inkranet
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Pay History Detall Inquiry — cont.

 Click on the radio buttons corresponding to the type
of desired information and enter the specified
beginning and ending check dates for the inquiry.

o Selection of one or more specific radio buttons can
limit the information displayed.

o After clicking on the desired buttons and completing
the check date range, click on ‘Submit Request’ and
the results will be displayed.

4/14/2010 15
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Virginia Department of Accounts Introduction To Payline

Pay History Detail Inquiry — cont.

n

@Elac:k - P |ﬂ @ _;‘j /:'Searc:h "f/"\? Favorites ﬁ} i

Address is@j https: fzecure. doa virginia .gowvipaylinePay_History_Detail cfm?Fresh=103536 vl 0 Links **
== Return to Pay History Detail Inguiny [ Download =1 5 ] [ Download C5Y ] [ Download T> ] =
Pay History Detail
Employee Mame: DEMO LISER Employee MNumber: SSN: 57589 Selection Dates: 01/01/2006 -
1234567883 03/01/2008
cﬁ‘:t';k PeP?i?nd Ea-lr—:::}::;s Current Pay Het Pay Employee Paid Deductions Employer Paid Deductions Direct Deposit
Pay Type Hours Amount Deduction Amount | Deduction Amount | Amount Dgla’::ﬁ“ Acco
04142006 | 03252006 | 2 927 .33 | Regular Pay 8667 2.927.33 |2,092.43 Pretax Hith Care 49 50 | Retiree Hith Cred 31.32 2092 43 5589521585 00000C
- FPretax DGS Parkng 21.00 | Retirerment 314.40
04.09/2006 Deferred Comp A0.00 | Group Life Ins 33.08
Federal Inc Tax 366.12 | Agy Pd Healthcare 337 .50
HI Tax A1 .42 | Longtrm Disbility 5211
0AS0I 17712 | Def Comp § Match 20.00
State Inc Tax 139.74 | 0ASDI 17712
et
< I >
& Done = & Internet
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Pay History Detail Inquiry — cont.

« Theinformation displayed is downloadable in three
formats for your convenience:

—  XLS — Excel Spreadsheets
— CSV - Comma Delimited Text file
—  TXT — Flat Text file
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Pay History Detail Inquiry — cont.

By clicking the ‘Select All’ radio button, all listed
iInformation will be displayed. You will need to use
the scroll bar at the bottom of the page to view all

the results.

 If the results do not display the information you are
looking for then you may need to enter a new range

of dates and submit the inquiry again.

18
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Pay History Detail Inquiry — cont.

 Printing: If the ‘Select All’ option is chosen or if
numerous radio buttons are selected, the print will

flow over numerous pages. Limiting your selections
will allow for printing the requested information.

19
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Payment Information
On the Pay History Page

— Click on the underscored Payment Date (not View Pay
Stub).

— This will display:

» Detailed breakout of earnings

Deductions

 Net Pay

Summary of agency paid contributions

Taxes

— Descriptions of earnings and /or taxes can be accessed by
clicking on the underscored words.

— Navigation to additional payment information is accessed
through link buttons on the left.

20
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Virginia Department of Accounts Introduction To Payline

Payment Information — cont.

=M Pay History - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wieww Favorites Tools Help

D ocv - BHNE)

|

Online Services | Commaonwvsealth Sites | Help | Governor

Virginia. gow

FTDOA. ... Payline 1 A
Virginia Department of Accounts = FEE B

e Main Menu Pay History contact Us | EEIutUBlIo LY © Entice site @ capp Only

Pay History

Employee Name: DERMD USER Employee Number: 123456758

sk an Pawrmaent Date for daetsil pay inforrmation.
(Farrrents are displayed in the order in which they sre calcuwlated in the payroll spesten)

B Payment
Payment Date Agency Pay Period _
Indicator

Wiew Pay Stukb oo 041920068 Cemo Agency OZ/25/20068 - 04029020068

e

114

% Lacal intranet
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Virginta Department of ACEEER Introduction To Pa

Payment Information — cont.

=N Payment Information - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

Tools

File Edit

@Back - ‘__/] |ﬂ \ELI _‘h /-__\J Search \3:1:._/ Faworites €‘3 <] - _’; _I ﬁ 3

Address @ http: ficFz2fgafPayvline/Payment_Information. cFm?Fresh=0313354

Wisww Faworites Help

T

- Payline
Virginia Department of Accounts

Payline = Main Menu = Pay History = Payment Information Contact Us |

:
Payment Information

EE NHame: DEMMD LISER EE Mumber: 1234557585 Agency: Demo Agency

Payment Date: 041420065 Pay Period: 03/25/2006 - 0450220065 Met Pay: 2,092 .45

Ciiick on Earnings or Deduction Type For detall information

m Earnings Employee Paid Payroll Deductions
Current Current YTD ¥YTD Current YTD
N e
contactus | s _omount | | pretestih care 4950 .
_ Eegular Paw S5 .67 2927.32 173240 58,5946 .60 Pretax DSS Parkng 21 .00 s99. 00
Log OFF
Deferred Comp <0.00 S00.00
Total Federal Inc Tax 365.12 T.341 .16
Earnings 2.927.33 58,546.60 Ul Tax 4142 830 90
oASDI 177.12 3.552.82
Agency Paid Contributions !
Current vTD State Inc Tax 139.74 2.799.04 -
Total Deductions 834 .90 16,658.92
Total Agency Paid
Contributions 965.53 12,091.98
b
|

‘_‘-_-g Local intranet

4/14/2010 22




Financial Accountability. Reporting Excellence.

TOA

Virginia Department of Accounts Introduction To Payline

Agency Paid Contributions Detall

« The Agency Paid Contributions Detail page displays
a detailed presentation of the current and year-to-
date agency paid contributions to benefits and taxes
for the payment date selected.
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Virginia Department of Accounts Introduction To Payline

Agency Paid Contributions Detail — cont.

=8 Agency Paid Contributions - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts
File

Edit Wiew Fawvorites Tools Help

eBack - s |ﬂ |§I _‘h /-__\J Search “‘;/'-':._/ Fawvorites E‘E < - :’5 _J ﬁ :’i

Address |42] htep:ffcfzigaPavlinefagency _Contributions. cFr?Rew=031335

Virginia Department of Accounts

Pay History = Payment Information =

Payline = N7

Agency Paid Contributions [T TT=RIFN N Search DOA © Entire site @ ca

Return to Payment Information

Agency Paid Contributions Detail

EE Name: DEMO LISER EE Number: 1234557808 Agency: Demo Agency
Payment Date: 041420065 Pay Period: 03/25/2006 - 0450952006
Chich on Contribution Type for detail information
Type Current Amount ¥TD Amount
REetiree Hith Cred 31.32 515.84
Eetirement 314.40 5.645.16
Sroup Lifte Ins 33.08 545 .68
Aoy Pd Healtheare 337.50 5,336.00
Longtrmn Disbility 52.11 996 .45
Def Comp § Match 20.00 400.00
oA S0 17712 3.,552.82
Total Agency Paid Contributions 965.53 18.091 .98

£

%.J Lacal intranet
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Presentation of Taxable Wages

« The displays how the federal, state and FICA taxable
wages were calculated based on a standard non-
exempt employee profile.

« The year-to-date values shown are as of the time the
payment was calculated.

 Total Earnings are reduced by those non-taxable
earnings and pre-tax deductions to which some
taxes are not applied.
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Presentation of Taxable Wages — cont.

it It Bl et S e Es

Virginia Department of Accou:

- » = n -
@ Back - => » n: _.‘_| P ! Search ::'\_'.J Favorites ﬁj i =

Address :@j http=: secure doa virginia .gowvipayline/Taxable _WYWages cfmTHew=110113

(‘ﬂ)OA Virginia Department of Accounts Pay lin e A e T=“ ¥ - ¥

Pavyline = Main Menu Pay History = Payment Information > Taxable Wages T I=dICN I Search DOA © cntire site @ capp Only

Return to Payme =
Presentation of Taxable Wages

EE Name: DEWOD LUSER EE Number: 1234567589 Agency: DEMO AQENCY
Payment Date: 04/14/2006 Pay Period: 03/25/2006 - 04/09/2006

This presentation is based on your actual Y TD amounts and a "standard™ employee
profile of non-exempt for federal. social security and state wages.

Click on Earnings Type for detall information.

Federal/State Wages | FICA Wages
current Year to Date | Current Yeaar to Date
Total Earnings 2,927 .33 58,546 .50 Total Earnings 2,927.33 58 545 .60
Less: Less:
Pretax Hith Care 49 .50 935.00 Pretax Hith Care 49 .50 935.00
Pretax DG5S Parkng 21.00 3959.00 Pretax DG5S Parkng 21.00 3959.00
Deferred Comp A0.00 g00.00
A
< 3l
F=1| 2 & Internet
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Direct Deposit Detail and Add’l Profile Data

 This page displays additional personal information
related to the payment selected from the Pay History

page.

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

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

— Employee Tax Elections —the employee’s federal, state and
local tax withholding elections submitted on the Forms W4
and VA4,

4/14/2010 27
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Direct Deposit Detail and Add’l Profile Data —
cont.

=R Direct DepositfAddL Profile - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wi Faworites Tools Help ff

ek - D - [x] [F] @ S search g ravortes €5 - L) a3

Address @_bl hktp: S fcF2igafP avline/Direct _Deposit, cFmrlew=033505

o Payline
Virginia Department of Accounts

Pay History > Payment Information = Direct Deposit/addl Profile

e i

Search DOA - JESSETNIEETSN ey

Direct Deposit Detail and Additional Profile Data

» )

P Onl

Contact Us |

Return to Payment Information

EE Hame: DERMD LISER EE Mumber: 1234355755 Agency: Demo Agency
Payment Date: 0414520056 Pay Period: 03/25/2005 - 045092006
Direct Deposit Bank Information Employee Tax Elections
current YTD Deposit Bank Account No Federal Tax Status Single
Amount Amount Federal Tax Allowance ooooo
2.092.43 41 ,887.68 S89521586 A567T Federal Tax Add Amt. o.00
State Tax Status Single
Health Care and Retirement Elactions
Health Care: Retirement: State Tax Allowance noooo
CovaCare Basic ~irginia Retirement Plan (wRS) State Tax Add. Amt. 0.0o
Dual (Employes plus Onel Local Tax Allowance oooon
Local Tax Add. Amt. o.ao

£

‘-‘—_g Local inkransk
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This concludes the Viewing Payroll Information
presentation.

Be sure to review the Introduction to Payline:
Viewing Leave Information module for the
navigation process to view leave information
for those agencies that use the CIPPS Leave
Accounting System.
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