~ Tech Employee Self Service
for New Employees

Introduction

The PDS Employee Self Service Portal (ESS) is an interactive web based tool allowing
you to view and mange critical information about you, your benefits, and your
compensation.

The Portal allows you to:

Review your Paycheck

Review your current Health and Insurance Benefits

Review and Update your Paycheck Direct Deposit Designation
Update your Tax Withholding Allowances (\W4)

Define and Update your Emergency Contacts

Define and Update your Contact Information

Elect Your Benefits as a New Employee

Change Your Benefits based on Life Events (Birth, Marriage, Etc.)
Elect your Benefits during Annual Enrollment

Depending on your job function and duties additional features may also be available to
you.

This document assists New Employees in establishing understanding and setting up their
Compensation and Benefit Services.

New Employee Enroliment is used by employees during their first 90 days of
employment to establish their benefit elections.  After 90 days, new employees may no
longer be eligible for benefits until the next open enrollment period unless approval is
granted by our insurance carrier. However, the compensation and other services in the
Portal are always available to all employees.

Please note, the examples shown may not reflect the benefits available to you.
Depending on your employee plan you may have more or fewer options to select from.
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Establishing an Account

An account is established for you automatically by you being employed by PDS Tech,
Inc.  When your employment record is established an email is sent to the address
established during your application process. The email contains your unique User Name
and logon procedures. If you have not, or, do not receive this email by your tenth day of
employment, you may contact your PDS representative (recruiter) and request it by
telephone.

Your default password is the Month (2 digits) and Year (4 digits) of your birthday,
followed by the first two letters of your last name. For example, if you are John Doe and
were born in January of 1975, your password would be 011975Do. Note, the FIRST
LETTER of your LASTNAME must be capitalized.

We strongly suggest you change your password after logging in to enhance your personal
security. Your password must be at least 8 characters in length and contain a
combination of upper and lowercase letters, numbers and special characters
('@#$%"&™).

The email you received will contain a link to the PDS Employee Self Service Portal. The
Portal address is http://ess.pdstech.com. Although a link is provided, for your security,
we suggest always typing this link address in your browser rather than clicking through
the link in an email.

Logging On

Logging onto the Portal is as simple as providing your User Name and Password.
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After logging in you will be presented with a welcome screen

The screen is divided into two sections. The bookmark menu allows you to select the
service of interest to you in the portal ttom panel is where information is entered,
changed or displayed. Clickingon any of the menu options will either take you to a
specific topic, or, bring up a sub menu oftopics or/actions.
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New Employee Services
The first item you should choose from the Menu is the New Employee link in the left side
navigation. We recommend you follow the suggested order on this menu:

Change your password if you have not done so already.

Establish Emergency Contact Information

Review and/or Establish your Payroll Direct Deposit Designation
Review and/or Establish your W4 Tax withholding

Define your Spouse and Children (Dependents) if any

Select your Benefit Plan Elections for your available benefits
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Direct Deposit

Tax With holding
Dependents
Berefics Enraliment
Bentfichry Firse. 1o enhance your security, please change your password o semething other then the defaul provided.

Banefic Plan Descriptans

Emgployess.

Please select from the available options on the right in the order they appear.

Mext, if you berve pot provided ws with Emergency Contacts, Direct Dieposit, or Tax Withholding (W) information you showld review these selections first.

Afterwards, you should contime and tell us sbout any of your dependents (spouse, children, etc ) Yo must tell us about your dependents before you erroll in benefits in
order for them te be covered on any of the plans. Be sige to have the social security munber and date of birth for sach dependent as vou will be prompted to enter this data
for enroliment purposas.

Your Benefits generally become effective on the day after your 90th day of employmens You heve il that date to enmoll in benefits. After your 90th day you will need to
walt for an open earoliment pertod to eovoll of modify vour benefit sebections

A full deseription of el the beacfic plans any be found on MyPRS

If you have any questoas, please feel free to contact your hiring recndter or the PDS Benefits Department ar 800 2704737
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Each of these functions are discussed on the following pages.
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Change Password
The change password function allows you to change the password you use to logon to the
Portal.

/= https:/less.pdstech.com/ - Change Password - Windows Internet Ex... |:||E E|

Tech

User name

Current password || |

New password | |
Verify password | |

hange | Close |

Version: 9.0.0,5.255 2008-05-0% 0:00:00 {200805)

To change your password, enter your current password and your new password twice.
Your new password must be at least 8 characters in length and contain a combination of
upper/lowercase letters, numbers, and special characters (@#!$%&*).
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Emergency Contacts
The Emergency Contact screen is where you tell us who to contact in the event you have

an emergency. If you do not have any emergency contacts defined you should add at
least one contact so we can help you in the event of an emergency.
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Direct Deposit

You may define up to 10 accounts to deposit your paycheck. One account is always
defined as your default account. The default account is where the NET of your
paycheck, after all other direct deposit directives are satisfied. If you only have one
direct deposit designation your entire paycheck will go to the default account you define.
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Add Account

To Add an account click on the button. After giving us permission to act on your
behalf for direct deposit transactions you will be presented with a screen for adding
accounts.
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Add Account 7
Bank | Q) 06/08/2009

Description % Account Type ¢ Checking ¢ Savings %

Flat Amount I or
Percent of Net |

Deposit
AMOUNT
* *
-Update -Cancel
Routing Number Account Number - -

% Required
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Add Account (Continued)
The following steps outline how to add an account for direct deposit:

1.

Routing Number

o o

Click on the search 3 box to find your bank and its corresponding routing
number.

Type in the name of your bank and click on the button. A list of banks
matching the name you entered will be displayed. If you cannot find your bank
try using just the first few characters of the banks name and searching again.
Note: Many banks have changed names recently. For example. Chase
Manhattan is now JPM Chase, or perhaps JPMorgan Chase.

Bank

|Eank of American

124301025

Bank Of A ar
124303004 Bank Of American
Bank Of Am

324370450

Compare the list of banks and routing numbers to the routing number of the
account you are trying to set-up. The routing number of the bank you select must
match the routing number of your account.

In the Description field, enter a meaningful description for the account. The
description allows you to name the account for easy recall in the future.
“Checking”, “College”, “Investment”, “Xmas” are examples of what you could
use in the description.

Define either a flat amount, or a percentage of your check to be deposited.

Enter the account number of your account

Click E to save this account.

Effective Date: Changes made on this screen may or may not be reflected on your next
paycheck, depending on your payroll cutoff. That is, if you update a direct deposit
account the day before payday, it is unlikely that your change will appear on your
paycheck until the following payroll cycle.

Close Account

To close an account simply click the

Close Account

button next to the account you wish

to close and confirm your intentions.

Tax Withholding
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Tax withholding allows you to review and update your Federal W4 Tax withholding.
The Federal Withholding form is available for completion online by clicking on the
Federal Withholding link.

The State Tax forms are available for downloading by clicking the State Forms link.

/= Lavson portal - - Windows Internel Explarer
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f Tax Withholding
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Description Resident Status  Mantal Stabus Exemptions  Additional Amount
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{Atn: Fayroll W4 Processing
PO Box 619820
\Dalss, TX 75261-3320
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Federal Withholding Form
Complete the Federal withholding form by following the instructions given in the link for

W-4 Instructions. When you have completed your changes click on the [(contnue]

button. You may also click on the if you want to see what effect your elections
will have on the Net Pay of your paycheck.
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To save your new elections you must click the button to confirm your choices.

Under penzlties of pefury, I declare that I have examined this certificate
and to the best of my knowledge and belief, it is true, correct, and
complete.

s If you select "Update”, you are authorizing these changes.
« If you "Cancel", vour changes wil not be processed.

[Llpu:late ] [Cancel]
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Dependents

You must tell us about any Spouse or Children you plan to establish benefits for during
your enrollment.  You should do this before attempting to enroll in benefits. Be sure to
have the social security number and date of birth available as you will be required to
provide this information for enrollment purposes.

To define a dependent (spouse or child) click on the Dependents Link in the left-hand
navigation panel. If you have any dependents defined they will be listed. Add a new

button.

dependent, by clicking on the

/= Lawson portal - - Windows Internel Explarer

G - [l et ntsoch combamsenfoontaliees H SR i e [ s |2
B= it Mew Fovorker [ook  Heb
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Welcome | Tlagout]
|
. ';EA Dependents

Ta add a new dependent, dick on the 'Add” button.
Add

B i Rirm
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After completing all the required fields click on the button. Please take care to
not to add any dependent more than once. Please contact the PDS Benefits department if
you require any dependents be removed.

portal Windows Internet Explorer

{3 - [E] Mmsiess mbtech comansanierta e im SR 7)) [oe e Pk
Ble Edt M= Favonbss  Jook  Hel
P re— -0 G
welcome M g

S “1 Dependents
Fareat Meny & = 5
Change Password Cuirant Dependents

Emergency Contacts. To add 3 new dependent. click on the "aAdd’ button.
Dirert Deposit
Tax With hoiding
Sprme Lask Name  [Spausa *
Benefits Earoliment | —
Hame Suffec | w

Bereficiary

| otrzzr DT
Beriefit lan Descriptions Birth Date  [o1/22/1060 BF MO *

If Adopted, Date | [ Meajoofroy
f&douued.m“ﬁ:;:'—mmm:m

social Humber | [555-12-1234 w
Type | | Spouse i *

mww:-sbénsé ™+

Mdrus Homs %

Goren | Forols 81+

Student | Np v

Disabled | g v

Smokes || g ¥

Updake

# Reqared

1
& reernet *mw - I

Your update will be confirmed with a pop-up box and the list of defined dependents will
be updated.
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< Dependents

Current Dependents

To add a new dependent, click on the 'Add’ button.

To change or view additional detail for the dependents
listed below, click on a name.

Name Social Number
My Spouse 333-12-1234

Add

Continue adding dependents until everyone in your family who will be enrolled in
benefits is defined.

Benefits Enroliment

Benefits Enrollment allows new employees to establish their benefit elections during the
first 90 days of employment. The enrollment process prompts you through each of the
benefits available to you. Certain benefits require the selection of options (Spouse, Child
Coverage) or for you to elect a specific amount of coverage (x time salary, dollar amount
or percentage of salary). After selecting each option, you will be given a summary of
your selection and the option to confirm your selection.

Some benefits are paid for by PDS and are mandatory. For these benefits you will only
be presented with a single option. You must select this option.

All non-mandatory benefits will give you the option of “Waive” which allows you to
elect not to have the coverage. If you choose to “Waive” a coverage it may limit your
ability to select coverage in the future.

Your cost for the benefits you elect are shown as well as showing whether the benefit is
taxable.

At the end of enrollment you may elect to save your selections or to print your elections
and return at a later time. Note, your elections once saved cannot be modified. If must
change your elections prior to your 90" day of employment you must contact the PDS
Benefits department.

The following screens walk through a typical benefits enrollment process for a new
employee.
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Enrollment Introduction
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Eligible Benefits
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Medical Plan Selection

Bt Electiods - PMELICAL
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Typical Medical Options
The available options for medical plans are:

Employee Employee Only

EE + Spouse Employee and Spouse Only
EE + Child  Employee and One Child Only
Family Spouse and 1 or more Children
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Medical — Selection of Dependents
You are required to select the dependents you wish covered under many of the plans.
Only dependents eligible for the coverage option you elected can be selected.
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Medical Health Savings Account (HSA) Election
Note: This benefit is only applicable to the HSA Medical Plan.

If you are eligible for Medical Benefits you will always be presented with the option to
select a Health Savings Account. If you have elected an HSA Type Medical Plan (as
shown in the previous example) you may elect to establish a Health Saving Account to
pay for Medical costs not covered by the medical plan or up to the medical plans
deductable.

Note: If you have selected traditional Medical Plan Coverage, HMO, or PPO you must
select the Waive HSA enrollment on this screen. Other options will indicate you are not
eligible and prevent you from choosing this saving plan.

Skt the plan m which you maukd toe e ennal F v oo
G W G, i AT T Vv L,

Tntrue | B | [Eecon|
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Health Savings Account Amount

Type in the amount you wish to have deducted on an annual basis for your health savings
account. Note, the minimum and maximum allowed amounts are indicated as annual, the
amount you enter will be your deduction per payroll (1/52" of the annual amount).
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Dental Care Elections
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Dental Coverage Options
The following options are available for dental care:

Employee Employee Only
Employee and 1 Dep Employee and 1 Dependent (spouse or 1 child)
Employee and 2+ Deps Employee Family Coverage (2 or more dependents)
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Dental Coverage Dependent Selection
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Vision Care Elections
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Vision Care Options
The following options are available for Vision care:
Employee Employee Only
Employee and 1 Dep Employee and 1 Dependent (spouse or 1 child)
Employee and 2+ Deps Employee Family Coverage (2 or more dependents)
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Vision Care Dependent Selection

I Yau have sebected Vomn Senace P,
= Thas plans mayy cawer 3 mouse and your depanpants.
mmmmmmm Thi plan cowers up ta 1 Dependart,
[
Safiart dapessdants 1o inckeda for plan Cowirage.
Bl Fusn Dietovigtions et dnocherid
Bentles Ermimnere oy Wamnoe [
S Famois Amous [
anathertne
Dngin A [
b johreon T
A By ©
(Comimee |
B @ bt e -

Vision Care Confirmation

‘% New Hire Enoliment

Yau iane secTad Yo Seaca I,
Costs 3% pes Py Do d.

mmmmmmm Yaur creersge Wil bagn (920! 209,

#an Caverage Cost.
Benefi Plan Dietiviglions ‘Wron Sance Pl EEand 1D 13 Pedx
Benefies Envcibmiere

it Cowerad Dagendints As 0T 00, 20, 7008

My Epnuse

Trawous | [Bactons

|
& Inieree i v |
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Employee Paid Supplemental Life Election

ere

Employee Paid Supplemental Life Coverages

Select the number of times salary you wish. Coverage is limited by our insurance carrier
to a maximum amount. Any coverage election greater than the EOI Limit will require
an certificate of Evidence of Insurability (EOI) be completed and put on file with our
insurance carrier.

If you elect an option which requires an EOI your benefits will be limited until the EOI is
received.
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Employee Paid Supplemental Life Confirmation

Eovrage 5
138,000.00 530 Aftarbm

(Esntns ] [Farse | (B

@ Mieret Hiow - |

Employee Paid Spouse Life Insurance Elections

F New Hire Ervoliment
Covarage
T L Sekect the plan m mhich you mould ke o erval [F you o
A45TA Supolenarsil Ll Spouss OO 22000 ~ Ot WA coverge, pleses select the Wane Dotian.
““““““ Mrwe Siouse Spol Lin narzsr2Ma e
Bl Fusn Dietovigtions
Benefis Erecimiens
Benanciary

@ e Wi <
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Employee Paid Spouse Life Insurance Coverages

Enter the amount of insurance in whole dollars you would like to have for your spouse.
Amounts over the EOI limits will require a certificate of Evidence of Insurability. The
current limits can be reviewed by clicking on the EOI May Be Required link.

Yau Pl salectid AT Sup e Gl LR Sodissr
Yo contrhiucion WA ba afertas,
Wald Incrommints Englogess Cost

10,000.00 028

Miskinea Maineam
10,000.00 000000

@ e W -
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F New Hire Ervoliment

Dapandost Sedoct
one an Tha plen does not cover dependent, Yo have seleched Sama Surgemantal e oo
s po your spause

Sabect: depeidints ta e for plan coverage.

Benefi P Diesiviglions
Benefies Envcibmiere
Benanciary

& BN 00 0 covi degendonts.
Dnekd Agan  Tha pln does ot caver dependents,
Jbrrlchrsen  The pRn 0005 nat caver degendents.
A Boy Tha pln does not caver dependents.

|
& Inieree i v |

Employee Paid Spouse Life Insurance Confirmation

‘% New Hire Envoliment

assse it Elartboss, - SIDOSE LIFE SUPPL

You hrivk sekeTad Ao § el Liv 30wk,
LIt 3 per Pay Penod.
aur caversge wil bagn bO/20 200,

mmmmmmm

= e Coverage Cost
Benlr Pun Deseriptions Aatma Supplesment LFe Spouse I0.009.00 083 ftertan
Bentlks Emciimen:
e = Cowerad Dagendints As 0T 00, 20, 7008
My Sacuse

Trawous | [Bactons

|
& Inieree i v |
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Employee Paid Child Life Insurance Elections

‘% New Hire Enoliment

assae it Elartboss, - CHILE) LIFE SUDL

Plam L o Sdect.
Besgins. Sebect the gl whch pou moud e oo ol [Fyou o
rp—re il s i RS ® Nk WAk covange, plene seiact the Wate Doban
NNNNNNN Nigws Chio Spopl Lfe si2a s
Bl Fusn Dietovigtions
Cortrue | | Ext | | Bactors

Benefies Envcibmiere
Benanciary

|
& Inieree i v |

Employee Paid Child Life Insurance Coverage

‘% New Hire Enoliment

assae it Elartboss, - CHILE) LIFE SUDL

au hated Wcted ASCTS Supo e gl Ly Cid.
¥ausr CONTUEOn sl ba aMarcas,
"""""" “alil Incroments Engloyes Cost

500,00 0,14

Misinm Ml

500000 1000000

Benefi P Diesiviglions
Benefies Envcibmiere
Benanciary

Enbar thel arvaunt of nimnce yau wit. fL0000 00 MG B Baouied

(o] (] (5]

|
& Inieree i v |
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‘% Mew Hire Encoliment
Dapandost Seuct

FrECn Lo e san - ¥ Frve seieched A Supnkmangl (e i
f’l':i":::‘m Wy Spous T BN Gus ot caved ol spoia, | | T deemrerAn
g ks o Sakict: dupandants ta isdude for plan coverage.
Bl Pt Evigtions P e ¥
Benefis Erecimiens i ot =
Benanciary Farmois Amous =

Anagther Dne =

On ekl Again w~

John Johreon =

A By -

Comtrue
B : @ trinrat Wor -

F New Hire Ervoliment
Emergency Comiacs Yoo Nidve selCTad (ora 3 ik e fal Lo S,
Coracr Depasic LIt 3 per Pay Penod.
0y

Tt i cnviage WAl bage DR20/200%,
Cependers Plan Cowaa Cost
Bl Fusn Eiesavigtions Hairra Bupplesmen s Dl 10,090.00 028 Aferia
Benefis Erecimiens
e Cowerar Dosgendents s OF 00, 20, 2000

Oire San Anather Kid

Yat Anccrar K5 ¥ary Mo

Famous Amous Arather Gne.

Qrakd Agan Jahn Jabnsan

A By

ot | [Frevess | [Bechons
B : @ trinrat Mo -
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F New Hire Ervoliment
Covarage et
Bogins Sedact the plan n which you mould ke to ennok, [Fyou do

O 22000 " NeE sank coverge, plewe selact the Watve Dpbon

151 022009

mmmmmmm

Benefi P Diesiviglions
Benefies Envcibmiere
Benanciary

|
& Inieree i v |

Employee Paid Supplemental AD&D Coverages
Evidence of Insurability rules for this insurance are similar to those for Employee Paid
Supplemental Life.

% New Hire Envoliment

asmae it Elartiosss - LMD SUPE ABAD

,,,,,,, Your contriucion sl ba 2ftercax,

Hultipke Coverage Cost  Select

Bl Pisn Ditaviptinns 1 100000 ENameed 136

Benefies Envcibmiere
Benanciary

[Carte | (Erevous] (Ext]

|
& Inieree i v |
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Employee Paid Supplemental AD&D Confirmation

‘% New Hire Envoliment

asmae it Elartiosss - LMD SUPE ABAD

au v SaCT0 A6CTa 5 bk el SO,
LIt 3 per Pay Penod.
i cnviage WAl bage DR20/200%,

Plan o [
Aaima Bupplermen il ADAE 138,090.00 128 et
[Contrue | [Freveus | [ Sectons
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Employee Paid Long Term Disability Coverages

F New Hire Ervoliment

Conoragn oy -

Flam Boging Select the nlir n which you woukd Boe £ e ¥ you donoe
65 ATD Corsraany (/292000 @& mant coverpe, pleass selact the Wawe doton,
mmmmmmm Wiawe gL TD Laoled ] 2]

[Cortrue] (B [Boctors

Benefi P Diesiviglions
Benefies Envcibmiere
Benanciary

|
& Inieree i v |

Employee Paid Long Term Disability Elections
Evidence of Insurability rules for this insurance are similar to those for Employee Paid
Supplemental Life.

el faa T ot
Selars the mubi of sy vou
Your contrisen wE b aner T,
Muiiple. Comeage Comt  Salect
10 im000 Gl W S
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mployee Paid Long Term Disability Confirmation

You hrive sehetad fecra LTD Contracin
psts 3% per Pay Pendd.
Yau creersge Wl bagn 09720/ 209,

ran Cavarage Cast.
Aatra LTD Cankractors 104,100,008 WA e
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‘% New Hire Enoliment

asmae it Elartboss - LEAL
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mmmmmmm s L eyl Py Envvplimare | (9422005 e
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Cortrue | | Ext | | Bactors

Benefies Envcibmiere
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‘% New Hire Enoliment
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‘% New Hire Enoliment

asmae it Elartboss - LEAL

iu v secTad Healn (7445l Ladil
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Yaur caverage vl bagn D3/20/ 20,
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Benefit Elections Summary
After making your benefit selections a summary screen will be presented indicating all
the benefit elections, coverages and costs.  If you are satisfied with your selections you

should click the U292t | hutton to save your elections. Please be aware, you cannot
make any changes to your elections after you have saved them.

If you wish to make changes to your elections, click the m button.

If you wish to complete your enrollment at a later date, click the button. You will
be able to print the elections you selected for future reference, however, you will have to
re-enter your elections on your next visit for them to be effective.

- —* Mew Hire Enrollment
Banalit Elections As OF #17/01 /2000

Aatna ER Pad AD&D Staff S50.000.00  O0/20/2000
Aatna Supplemantal ADAD 126,000.00  ©0/20/200% 1.26 | aftertax
ware of LTD OE/ZH 2005

Hyatt Pra-Paid Legal OR/ZH 00 280 | ARertax

Taw with noiding

Depsndan

Benefis Flan Descriptions
lirment

lan Covered Depandants

ABtna HEA Madical Fan ¥y Spouze

Atz OMO Dental Plan My Spouse

VEon Sarvica Plan Hy Spouse

AuTna Spousa Lfe Corroany Paid My Spouse

Adtna Suppkmental Lfa Spouse My Spousa

Agtna Child Lfa Corpany Pad Dna San
One San Ancther K
‘&t ARGThar Kd  Mary Monros

A8tn3 Supplementsl L Chin Famous Amous  Anather One
Onekd Agan John Johraon
& Bay

Pay Poriod Sumimary Cost
tal pra-tax contrBubons 140.33
Totai after-tax contrbubions 1131

Do & remrnat wooow - I
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