Naperville 203 Document Self Service
https://staffselfserve.naperville203.org

Naperville 203 Document Self Service is protected web based site where you can view and print your current
and previous pay statements as well as your W-2s.

LOGIN

Login Screen: use your network login (as you would log on to a District computer);
Ex. Username: jsmith, Password: Jamestown
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Your network login credentials are needed to access Document Self-
Service. Example, username jsmith and password jamestown.

Username:

Password

* Credentials are case sensitive

Welcome Screen: This screen provides instructions on how to select your various delivery settings for both
your pay statement as well as your W-2.
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Welcome

Home Welcome
My Delivery Settings Welcome to Naperville 203 Document Self-Service!

Payroll Mapenille Community Unit School District 203 is giving you the opportunity to view/receive your documents via the
+ web web.
w2

Authorization Reguired Click on "My Delivery Settings” or a specific group to select your personal delivery settings at any time.

Your personal settings will be indicated with a green checkmark on the side menu.

View My Documents

My Payroll After reviewing your delivery settings, you can view any of the documents within the groups displayed on the
fily W2 side menu. Click on "View My Documents” and/or specific group. Then click on the "magnifying glass”
Logout icon next to the document you wish to view.

Document Self-Service powered by:

R W2 d
g :
‘ Federal IRS regulations require that you affirmafively opt-in to allow the District to deliver your W2 wia this
MHC SOFTWARE, INC. web site. If you do not give this permission, then your W2s will not be available to view through this site.

© 2015 MHC Software, Inc.

Thanks for using Napenille CUSD 203 Document Self-Service!

If you have already set up your delivery settings you may click here and go directly to the viewing and printing
process.


https://staffselfserve.naperville203.org/

DELIVERY SETTINGS

“My Delivery Setting” Screen: Click on the “My Delivery Settings” bar. This screen will give you access to
your delivery setting for both the Pay Vouchers (Payroll) and the W-2s
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Home
My Delivery Settings 3

Payroll
« web
w2
Authorization Required

View My Documents

Wy Payroll
My W2

Logout

Payroll Settings: The Payroll setting screen will automatically come up when you first go into the “My
Delivery Setting” screen. You will also have the tab to go to the W-2 Setting screen.
Delivery Options: You have an email delivery option and a Web Delivery Option. The only field that
you can edit is for a secondary (personal) email.
Emails: This is the email address that you will receive notice that an updated pay voucher is
available for viewing. You will receive a notice to this email bi-weekly as your pay vouchers are

posted to the Document Self-Service site.

Your district email will be prefilled in for your primary email address. You do not have

the option to change this primary email address.
You may enter a secondary (personal) email address if you also want your notification to
be emailed to a personal email account. Click on the Secondary email address box and

enter your personal email address.
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Home
My Delivery Settings

Payroll
' web
w2
Authorization Required

View My Documents

My Payroll
My W2

Logout
Document Self-Service powered by:
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MHC SOFTWARE, INC.
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Welcome

Home = My Delivery Settings

My Delivery Settings
Paer
Please choose your delivery options for your Papr

“ou will receive emails at yvour primary email address: |:|=:|'| stefrcen@Mapenille203.org

as well as your secondary email address:

Yes Ho Vieb Delivery

@ Deliver my Payroll document(s) via web access.

If you would like to receive copies of your pay stubs through Document Self-Service, select “Yes’ to opt-in for web delivery. A
green check mark in the left menu will indicate your acceptance. “ou will also receive an Email notification each time new pay

stubs are published.

[ Submit ] [ Cancel ]

Web Delivery Option: You do not have an option on posting any of your Payroll documents to the
web. This setting has been preset to be “Yes” and it is not an option you can change.

Submit: If you have added a secondary email address to this page you will need to click on the
“Submit” button in order for the system to save this information. You can change this secondary email

at any time.



W-2 Settings: The Federal IRS regulations require that you affirmatively “Opt-In” to allow the District to
deliver your W-2 via this web site. If you do not give this permission, then your W-2s will not be available to
view through this site. The system has been preset to No and your screen will indicate “Authorization

Required.”

Click on the W2 tab to access the Web Delivery option for your W2
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Home My Delivery Settings
Deli Setti
i L S payrall || wz /

Payrall
o web Please choose your delivery options for your W2 documents.
w2
\ *** You MUST be authonized to receive your Tax Documents via the web

Authorization Reguired Yes No Web Delive:

View My Documents @ Deliver my W2 document(s) via web access.

My Payroll
My W2

Logout Click HERE to get authorized

Document Self-Service powered by:

Web Delivery Option: In order to View and Print a W-2 in the future on this site you must click on the
red link “Click HERE to get authorized”
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Home My Delivery Settings
BEcRee ot payroll || w2
Payroll
Please choose your delivery options for your W2 documents.
*** You MUST be authonized to receive your Tax Documents via the web.

Yes MNo  WebDelivery
Deliver my W2 document(s) via web access.

View My Documents
My Payrall

My W2

Logout Click HERE to get authorized
s [
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Authorization: Once you click on this link the system will present an Authorization document.

Print Test: You must click on the button. You must do a Print Test prior to
being able to agree to the authorization.

My Delivery Settings - W-2s - Authorization

| 'wish to receive my W-2 electronically via the Naperville CUSD 203 Document Self-Service Web Site. | understand that | could receive
my W-2 form as a printed document at no charge. lunderstand that the W-2 form needs to be attached to my tax returns, and | need to
print my W-2. My W-2 will be delivered as a PDF and | wil use Adobe Reader (available at no charge) to print . | was able to print the

sample W-2 successfully.

lunderstand that | may revoke my consent to receive my W-2 electronically with 30 days advance notice anytime through December 1
of the current year. Otherwise, my consent wil carry forward from year to year.

It is anticipated that the electronic W-2s wil be available no later than January 31. | will be notified via email when my W-2 is available
on line. Once published to Mapervile CUSD 203 Document Self-Service, my W-2 will be available for re-print as well.

You must successfully print a test page before you agree. Print Test




Print Test Continued: The Print Test Confirmation box will pop up.

Print Test *

View a sample Tax Document in PDF
Format and print it. N\

Were you able to print it successfully?

Click on the “Tax Document in PDF Format”
A sample W-2 will come up on your screen in PDF format.
Go to the top of the screen and select File and Print.

File Edit Goto Favorites Help
9 & lynda.com software traini... [ Google £ Kronos WORKFORCE CEN... [E Google 3) ® Home Pag

@ Control number | 1 Wages, tps, other compensation | Z Tederal mcome tax winneid
001 6216.00 €90 .36

OMB NO. 1545-0008 | 3 Social security wages 4 Social secunty tax withheld
This information is being 8160.00 505.92
fumished to the 5 Medicare wages and tips 6 Medicare tax withheld

Internal Revenue Service. 8160.00 118.32

T Employers name, address and ZIP code

BIG COMPANY LEVEL #3
HEAD3 PL ADDRESS

Once it has printed, you can close the PDF file and the system will take you back to the
Authorization Screen. If you were successfully able to print the document then you will
select “Yes” in the Print Test box to proceed with the authorization process.

Print Test X

View a sample Tax Document in POF
Format and print it.

Were you able to print it successfully?

2 Yes No

To Complete the Authorization Process: The Authorization page will now display an “I
Agree” button. You must now Click the “I Agree” button and then System will take you back to

the W-2 My Delivery Settings Page.

My Delivery Settings - W-2s - Authorization

| wish to receive my W-2 electronically via the Naperville CUSD 203 Document Self-Service Web Site. | understand that | could receive

my V-2 form as a printed document at ne charge. | understand that the W-2 form needs to be attached to my tax returns, and | need to
print my W-2. My W-2 wil be delivered as a POF and | will use Adobe Reader (available at no charge) to print it. | was able to print the

sample W-2 successfully.

| understand that | may revoke my consent to receive my W-2 electronically with 30 days advance notice anytime through December 1
of the current year. Otherwise, my consent will carry forward from year to year.

It is anticipated that the electronic W-2s wil be available no later than January 31. | will be notified via email when my W-2 is
on line. Once published to Naperville CUSD 203 Document Self-Service, my W-2 will be available for re-print as well.

You must successfully print a test page before you agree. Print Test ] [ | Agree




The final step in the authorization process is to hit the “Submit” button on the W2 authorization

page.

My Delivery Settings Home = My Delivery Settin
Payroll W2

Please choose your delivery options for your W2 documents.

ou will receive emails at your primary email address: [-. s e (@Mapenville203.0rg

as well as yvour secondary email address:

Authorization Started - clicking Submit complates your authorization

Yes No Web Delivery
@ ® Deliver my W2 document(s) via web access.

Settings controlled by your system administrator dictate whether you will receive an email notification when
information is available via the web.

\[ submit | [ Cancel

You have completed the W2 authorization and your “My Delivery Setting” screen will now
show your W2 as checked in Green and Authorized. You will also receive an email to your
primary Email address (District email). You will now see that you have the option to add a
secondary email address to get you notices that future W-2s have been posted to the site. You
can fill in that address and select submit like you did for your Payroll setting.

Lo
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Home My Delivery Settings Home » I
My Delivery Settings

Payroll w2
Payrall
¥ web Please choose your delivery options for your W2 documents.
WZ “You will receive emails at your primary email address: |Lion=enssd@Napenille203 0rg

. Authorized

as well as your secondary email address:
View My Documents < Authorized <

Wy Payrall Yes No Web Delivery

Iy W2 @ & Deliver my W2 document(s) via web access.

- - Settings controlled by your system administrator dictate whether you will receive an email notification when
Logout information is available via the web.

Document Self-Service powered by:
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VIEWING/PRINTING YOUR DOCUMENTS

Viewing your Documents: In order to view your W-2, a direct deposit pay statements, or non-negotiable copy
of a live check, you can click on the “View My Documents” bar or click directly on the type of document you
want to view (My Payroll or My W2).

Home
My Delivery Settings

Payroll

+ web

w2

+" Authorized

View My Documents
My Payroll €<——ou |
My w2 <—

Logout

Document Self-Service powered by:

Viewing “My Payroll” — The system will default to display documents from the current calendar year

(2015). You can change this display by selecting the “Filter By Year” drop down button and selecting a
specific year or selecting “Show All.” The system has been loaded with all pay statements back to July
1, 2013.

My Payroll Documents Home = My Pavroll Documents

Please click the Preview icon to view your pay stub.

/ \ [ Delivery Options

Fiter By vYear: 2015 -
Document Date Document # Doc Type View
1232015 03559497 Direct Deposit ¢J
12015 03656699 Direct Deposit ¢J

To view an actual Pay statement you will need to click on the magnifying glass in the View column of
that specific “Document Date.” The Document Date should correspond with the District Pay Dates.

My Payroll Documents Home > My Payrol I
Please click the Preview icon to view your pay stub.
[ pelivery Options.

Fiter By vear:  [Show All} -

Document Date Document # Doc Type View /)
17232015 03659457 Direct Deposit pel

1/9/2015 03656699 Direct Deposit pel

1212602014 03653888 Direct Deposit pel

12112/2014 03651126 Direct Deposit pel

117282014 03648328 Direct Deposit pel

111412014 03645533 Direct Deposit pel

1053172014 03642428 Direct Deposit pel

—

101712014 03629674 Direct Deposit pel

1032014 03626943 Direct Deposit pel

91972014 03624311 Direct Deposit pel

9i5/2014 03621788 Direct Deposit pel

BI22/2014 03629358 Direct Deposit pel

80812014 03627422 Direct Deposit pel

7102014 03625778 Direct Deposit pel

827/2014 03624501 Direct Deposit pel _J




Printing the Document: The PDF of the document will show on a separate window. It will provide
instructions on what you need to do to print the document.

Online Viewing

Your document will appear in a separate
window. In order to print your document,
either right-click on the document and choose
to print or use the Adobe toolbar icon showing
a printer.

When you are done viewing and/or printing you can close this window and you will return to the
Document Self-Service Page.

Viewing “My W2” - The system will default to “Show All” in the “Filter By Year” drop down. The
system has been loaded with W-2s from Calendar year 2013 and 2014.

To view an actual W-2 you will need to click on the magnifying glass in the View column of that
specific “Tax Year.”

My W2 Documents Home = My V2 Documents

Pleaze click the Preview icon to view your W-2 andior W-2Zc. Your document will dizplay in a new window.

/ &/ 7] Delivery Options
-

Fiter By vear: [Show All]

Tax Year Doc Type View
2014 S~ w-2 el <«
2013 W-2 e

Printing the Document: The PDF of the document will show on a separate window. It will provide
instructions on what you need to do to print the document.

Online Viewing

Your document may appear fo the left of this
message or open in a separate window. In
order to print your document, either right-click
on the document and choose to print or use
the Adobe toolbar icon showing a printer. Use
the browser back button to continue

Please click the Preview icon to view your W-

2 and\or W-2c. Your document will display in
a new window

Logout: When you are done with all your viewing and printing please remember to Logout of the
system by clicking on the Logout prompt in the upper right corner of your Document Self-Service
Screen.
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% Logout cl




