MATRIX.

Ceridian Self-Service Training Guide

Ceridian Self-Service is an online tool used to automate the paperwork processes
associated with viewing, adding, and changing employee information. Ceridian Self-
Service is an integrated part of your Payroll system, accessible for employees and
managers via the Internet. Both the Payroll system and Ceridian Self-Service reside in a
secure, hosted environment with appropriate access privileges.

Employees can use Ceridian Self-Service to access personal data online, such as:
= Reviewing personal information (name, address, phone number, and cell phone)
= Reviewing benefits enrollment data
= Viewing pay stubs (you will not receive a paper check or paystub)
= Reviewing and updating W-4 changes

Login Page

You will have access to the Self Service System (SSS) a few days prior to your first
paycheck.

https://sourceselfservice2.ceridian.com/matrixresources

Your 9 digit Social Security Number will be your user name and the password will be the
last four digits of your SSN. (The last four digits of your SSN is the default to login for
the first time). The first time you login you will be asked to change your password.
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MATRIX.

Password Reminder Link
If you forget your password you can click on the Password Reminder link and your

reminder phrase will appear on the login page.
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Forget Your Password Link

If you forget your password you can click on the Forget Your Password link and a randomly
generated password will be sent to your e-mail address. (Your e-mail address will have to
be set up in Self Service System (SSS) for this to occur. Please enter your e-mail address
under the “e-mail address” link. If you do not have an e-mail address set up in Self-
Service, you may e-mail selfservice@matrixresources.com to have your account reactivat-
ed. A new password will be issued to you within 24 hours.
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Change Your Password (First time Login)

The change password screen is divided into three sections: Enter Your Old Password (last
four digits of your SSN). Enter a new password that must between 6 and 20 characters in
length and must be a combination of letters and numbers. The Password Reminder phrase
is to help you remember your password, such as “my pet” for the password of “Fidol”.
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Once you have filled out your Old Password, Change of Password, and Password
Reminder you will be asked to click “OK” to save your changes.
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Main Page
Ceridian Self-Service provides three categories: Personal Information, Payroll & Tax
Information, and Benefits.
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Personal Information

My Profile

If you click on My Profile, your information will be displayed in the following sections:
Personal Information, Employment Information, Job Information, and Compensation

Information.

Once you’re done reviewing your personal information you may click on Cancel to bring
you back to the Main Page.
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MATRIX.

Password

If you click on the Password link you display the Change Password page that you first
received when you first logged in to SSS. You can change your password and
reminder phrase by choosing this link.
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Personal E-mail Address

The Self Service System (SSS) uses the e-mail address to auto-generate and send new
passwords when you forget your password. When you click the “Forget Your
Password” button on the Login page, a new password will be sent to the e-mail

address on file within 24 hours. Please be sure to enter and update your e-mail address
in this link.
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MATRIX.

Payroll and Tax Information

Your Paychecks
Once you click on Your Paychecks you will be provided a history of your checks. By
clicking the link under the Check Number you will display your check detail.
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You can choose to click on Cancel to take you back to the SSS main page or you can
choose to click on a Printable Copy to print a copy of your paycheck.
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TeamMATRIX.

Calculate Your Check

For those employees who wish to figure the net pay of their check, the Check Calculation
Worksheet provides the necessary fields and a calculator function.

As long as you enter the correct information in the Earnings, Jurisdiction, Exemption, Tax
Status, and Deduction tabs, you can click Calculate to get an estimate of your new net pay.
This does not affect or change the gross amount of your paycheck!
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TeamMATRIX.

Federal Tax Form (W-4)

The W-4 certificate determines the amount of your federal tax payment. If you are adding
a member to the family, getting married, or getting divorced, the Withholding Allowance
Certificate page is used to change federal W-4 information. You may also download state
tax forms from this screen. State tax forms can be faxed to MATRIX at 770-698-6836.
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MATRIX.

401(k) Elections and Changes

Employees may elect or change their 401(Kk) contributions at any time by clicking on
“401(K) Elections” under “Benefits.” Participants may elect to have 2-50% of their check
contributed into a traditional or Roth 401(k). Any combination of the two methods may be
used, up to a total IRS maximum of $15,000 (in 2006). Participants may elect to con-
tribute a percent of their pay, or a flat dollar amount. Beneficiaries must be designated or
changed using this link, as well.

Ceridian Self-Service

401(k) investment allocations may be selected or changed at any time by visiting the Great
West Web site at www.gwrs.com. From the SSS site you will need your PIN to enter the
Great West Site. Call Great West at 800-338-4015 to obtain your PIN. Participants may
click on “Retirement Contribution,” and the Great West link will appear. If a new 401(k)
participant does not designate investment choices for their contributions, their funds will
be deposited in the Guaranteed Portfolio Fund.
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TeamMATRIX.

Orientation Guide

Benefits Summary

The Benefits Summary page displays a list of your current benefits. Details such as the
level of coverage, cost, and limits are displayed for each benefit you have. Enter a spe-
cific date to view information as of that point-in-time. Click on the plan name to view
more information about the plan on the Plan Information page.

You can click on the link to print a printable copy of your current Benefits Statement.
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Current Benefits Statement

The current Benefits Statement displays your current benefit elections or elections as
of today. Details of the statement include the plan effective date, plan costs, dependents,
beneficiaries, and 401(k) details. Use the browser’s print function to print the Benefits
Statement. To view a statement as of another date, go to the Benefits Summary page, enter
the appropriate date, and click Display to create a printable Benefits Statement.
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