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Access Channel for Employees (ACE) User Manual
A. Overview

Access Channel for Employees (ACE) is a secured online application designed to provide
current state employees and state contract workers fast and easy access to their Direct Deposit
Pay Stubs, W-2s, Leave Balances/Time Taken for those employees who earn and take leave,.
To access electronic W-2s, employees must elect to receive these electronically.

ACE secures the state employee’s or contract worker's information by the use of a User ID and
password, and encryption of the same information. ACE also allows the user to maintain their
personal profile information.

Advantages for using ACE to access your W-2 include the following:

The electronic W-2 is available prior to a paper copy.

The user can print multiple copies.

The user can save the information on their personal computer.
The user can access multiple tax year W-2 information.

Advantages for using ACE to access your direct deposit pay stubs include the following:

e The user can print multiple copies.
e The user can save the information on their personal computer.
e The user can access the last 12 months or the last 12 payments whichever comes first.

Please note, only current state employees or contract workers are eligible to access ACE.
Within one month of terminating with the state agency, a contract worker’s or state employee’s
access to ACE will be removed.

B. ACE User ID and Password Instructions

1. To access ACE, access the State of Mississippi's Official web portal at www.ms.gov and
then click on the ‘ACE under POPULAR MS.GOV SEARCHES.
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POPULAR MS.GOV SEARCHES
© ACE
Mississippi State Taxes
Find a Job
Secretary of State
State Flags
Mississippi Maps
Renew Driver's License

2. The ACE Login screen will appear.

If you

:;\_I Department of Finance and Administration
4 [E3: Access Channel for Employees

ATNANAR 2 AT ATV

¥ Need to Enow More ?

your p 1, please select the "Change/Reset Password" button below, and follow the instructions to reset your password.

UserID
Password

» Change/Reset Passwor

Copyright © 2002-2015 Department of Finance and Administration

If the user is a new employee with the State of Mississippi or a new contract worker,
their User ID will be provided to them via a sealed envelope within 4 to 6 weeks of being
hired. The sealed mailer is sent to the user’s home address as provided in the
Statewide Payroll and Human Resources System (SPAHRS).

Otherwise, you may contact the MMRS Call Center at (601) 359-1343 and select option
1 (Security — passwords, user ID, etc.) Sub-Option 4. If the automated voicemail system
answers, leave your name, contact number and a message regarding your problem, i.e.,
I need my User ID and Password for ACE. The password will be assigned for the first
time login.

Once the user successfully logs into ACE for the first time, they will automatically be
prompted to change their password. They will receive an error message, similar to the
example below, that the user’s password has expired. The user will need to enter their
old password again in the ‘Input old password’ box. This is the password that was just
used to get to this point.
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User jd999999's password has expired

» Inpuioldp d I
+ Imput newp d I
¢ Confirm newp d I

Then the user will have to create a new password based on the following criteria:

e Must be at least six characters in length
e Must contain at least one number and one letter

The user will enter their choice for a new password in the ‘Input new password’ box.
Once the user has created a new password and retyped it in the ‘Confirm new password’
box, the user will then need to click the ‘Submit’ button.

Should the new password not meet the above-mentioned criteria, the user will receive
an error message stating that there is an ‘Error — the new password did not meet the
needed criteria’ and will require the user to complete the three steps again of entering
the old password, the new password and confirming the new password.

4. All users are required to provide the answer to a security question so that if they ever
forget their password, they can have the system prompt them for an answer to the
guestion and it will allow them to enter into the system and change their password.

The security questions that can be selected are as follows:

What is your favorite color?

What is your favorite hobby?

What is your favorite sport?

What is your father’'s middle name?
What is your mother's maiden name?
What is your pet's name?

What was your first car?
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Pleasze complete the fields below and select Submit when you are done. Providing this information will allow
you to reset your Password in the future.

Becuity Question: |Plaase Select One =]

What is your favarite color?
What is your favarite hobhy?

Confitm Answer:  [YWhat is your fawvorite spont?
YWhat is your father's middle name?
YWhat is your mother's maiden name?
YWhat is your pet's name?
What was vour first car?

Your Answer

5. The user will want to select a question that they are most likely to always know what the
correct answer should be. The user will then enter their answer in the ‘“Your answer’
box. They will also need to enter the answer in the ‘Confirm answer’ box and click the
‘Submit’ button. The ‘Your answer’ response and the ‘Confirm answer’ response must

exactly match; otherwise, the user will be required to reenter the responses for both
boxes.

Please complete the fields below and select Submit when vou are done. Prowding this
mformation will allow wou to reset yvour Password in the future.

Security Question: |What is waur father's middle name? LI

Tour Answer: |

Confirm Answer: |

6. Once the user has successfully responded to the security question, they will be
prompted with the question and the logged response. The user may then click on the
‘Continue’ button and will be redirected to the ACE ‘Welcome’ page or the user may click
on ‘Exit’ button and will be redirected to the State of Mississippi Portal Online Services
page.
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Your Security Profile has heen updated. If you forget your Password at any time, you will need your
Securily Answer in order o reset it.

Security Question:  Whai is your father's middle name?

Tour Answet: russell

Copyright E2002-2004 Department of Finance and Administration. Privacy Policy.

7. After completing the security question, in the future if the user forgets their password,
they can prompt the security question by completing the next steps. Once the user is at
the ACE login menu, they can select the ‘Change/Reset Password’ button.

SUESSISSLFF] Bopasement of

|@ Department of Finance and Administration
\""—{/J IX¥3: Access Channel for Employees

FINANCE & ATMINETRATHN

+ UserID I—
+ Password I—

| = ChangeReset Password ]

Copyright © 2003 Department of Fimance and Admimstration

8. The following screen will then appear. The user will then enter their User ID in the box
and select the ‘Submit’ button.
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Ifyou have fargotten your Password, you must create another one. Ifyou knowy your Passwaord, wou can
also continue thraugh this process ta change your current Passward. Ta hegin this process, please anter
yvour User D and then select Submit.

Uzer ID: ||

Forgot your User 1D

Copyright @2002-2004 Department of Finance and Administration. Privacy Policy.

9. If the user has also forgotten their User ID, they can select the reminder at the bottom of
the screen ‘Forgot your User ID?’ and the following page will appear reminding the user
of the User ID format. Selecting the ‘Exit’ button will take the user back to the State of
Mississippi portal, www.ms.gov and selecting the ‘Back’ button will take the user back to
the previous screen, where they can continue to login to the ACE system.

osfing

ACE Users: If you know your PID, you are ahle to create your User ID using the following format: the first letter of
your first name followed by the first letter of your last name and then adding the last six digits of your PID. Please
select the Back button to try entering your User ID again.

If you hiave forgotten your User ID, and cannot recreate it from the directions above, please contact your
PayrolliPersonnel Office for support.

Thank you.

- Exit | | = Back

Copyright @2002-2004 Department of Finance and Administration. Privacy Policy.

10. Upon a successful entry of the User ID, the user will then be asked to complete the
security question for which they previously provided a response. The user will enter
their previously provided answer in the “Your Answer’ box and then select the ‘Submit’
button.
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In arder to reset your password, you must enter the Answer that yvou previously provided to the question
belaw inyour Security Profile. Select Submit when you are done,

Security Question: What is your father's middle name?

Your Answer: IrUSSE”

Yaour ansywer is not case-sensitive.

Copyright ©2002-2004 Department of Finance and Administration. Privacy Policy.

11. If the response provided by the user does not match the previously provided response,
the user will receive the following warning.

In arderto reset your password, you must enter the Angwer thatvou previously provided to the question
helow in your Security Profile. Select Submit when you are done.

WARNING: The Answer you provided does not match the one you previously entered in
your Security Profile. Please check your entry and try again.

Secutity Question:  What is your Tather's middle name?

Four Atiswer Ithn

“our answer is not case-sensitive.

Copyright €2002-2004 Department of Finance and Administration. Privacy Policy.

12. Once successfully logged in, the user will create a new password based on the following
criteria: password must be at least six characters in length, must contain at least one
number and one letter, and must be lowercase. They will enter their choice for a new
password in the ‘New password’ box. Once the user has created a new password and
retyped the ‘New Password’ exactly the same in the ‘Confirm New Password’ box, the
user will then need to click the ‘Submit’ button.
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Should the new password not meet the above-mentioned criteria, the user will receive
an error message stating that there is an ‘Error — the new password did not meet the
needed criteria,” which will require the user to complete the two steps again of entering
the new password and confirming the new password.

Flease entar a new Passward and select Submit. Password format rules: Minimum of 6 characters; Must
contain at least one alphanumeric and one numeric character; Mo character may he repeated three times
in a row. Please make a note of your new Passwaord for your records.

Hew Pagsword: I
“our Password iz case-sensitive

Confirm Mew Password: I

| = Cancel I | = Submit

Copyright @ 2003 Ilississippi Department of Information Technology Services

13. Once the user has successfully created a new password, the screen below will appear
and the user will select the ‘Continue’ button to return to the MS.gov site. Once the user
has reset their password, they will need to wait approximately five minutes so that the
system can activate the new password.

R s

Your Password change has been submitted and may take up to 5 minutes hefore the information is updated in
our system. Select Continue to access the Online Services page of Mississippi.gov.

Copyright ©2002-2004 Department of Finance and Administration. Privacy Policy.

C. User Access to W-2s Instructions:

From the ACE Welcome page, the user has the option to select one of the Employee
Applications to enter and view data, i.e., W-2s, Direct Deposit Pay Stubs, Leave
Balance/Time Taken, or Personal Profile.
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MISSISSEPP Depastinenl of

, Department of Finance and Administration
' IX¥3: Access Channel for Employees

HINARCE G ADMINETRATHIN

Welcome
Please select an application.
’ACE Wain Menu ..
Employee Applications

ME.qov Secured Senvices

Freguently Asked | View Your W-2s Online |

Questions

Update My Access Profile

| View Direct Deposit Pay Stubfs) |

Depattment of Finance and
Administration Web Site

Exit ACE | \iew LeaveEalances Time Taken |

| View Personal Profile |

An ACE user who has not registered to view their W-2 via ACE will view the following screen
with the Register to View Your W-2s Online option visible.

7 Department of Finance and Administration
I3 : Access Channel for Employees

TNANCE G AN ETRATH I

Welcome
Please select an application.

Employee Applications
MS. gov Secured Services

Fraquantly Asked [§‘| Register o View Your W-2s Online |
freguenty Asked
Cuestions

’ACE Main Menu

Update My Access Profile

| view Direct Deposit Pay Stub(s) |

Depariment of Finance and
Administration YWeb Site

Exit ACE | View LeaveBalancesTime Taken |

| View Personal Profile |

At this point, if the user chooses to register to view their W-2s via ACE, they will need to
complete the following steps:

1. Select the ‘Register to View Your W-2s Online’ button from the ‘Welcome’ screen. The
user will then be presented with the following screen and must follow Steps 1 — 3 listed
on the screen to complete the process of registering.
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MESSISSEFP] Bepastment of

FINANCE S ANMINETRATH NN

’.ACE Main Menu

MS.gov Secured Services

Freguently Asked
Questions

Update My Access Prafile

Department of Finance and
Adrninistration Web Site

Exit ACE

» Department of Finance and Administration

EXE3: Access Channel for Employees

Employee Verification and Legal Disclaimer

To view your W-2s online, you must:

1. Rewview the employee information below and verify that it is
correct.

2. Readthe Terms of Use.

3. Certify that the information is correct and that you accept the
Terms of Use by clicking on the box indicated in Step 3.

Select Register to proceed or Cancel to exit the application.

Step 1: Review and Yerify

Last Mame: DOE
First Marme: JOHM
Personal Identification Mumber (PID): 000000399999

Verify that the name and PID lisfad

above are the same as those listed on
vour ACE Usear Access information
mallar.

If this inforrmation is incorrect, please select Report Error to
register an errar with our systern administrator.

Only select Report Error if your information is incorrect.

Step 2: Read

The Internal Revenue Code allows Form W-2 (W-2) to be
furnished in an electronic format as long as the State of
Mississippi (State) meets certain reguirements. By meeting
these requirements, the State is considered to have furnished
vour WW-2 to you, the recipient, in a timely manner.

The requirerments and how the State will meet thern are
described in this document known as the Terms of Use (TOLU).

Step 3: Certify

[ | certify my profile information is correct and accept the
Terms of Use.

= Cancel | | * Register

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

2. Select the ‘Register’ button.

3. The user will then be presented with the following screen confirming the registration

process is complete.
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MESSISSIPT] Depastiment of

% Department of Finance and Administration
83 : Access Channel for Employees

FINANCE & AN TRATH N

Registration Confirmation
|’ACE Wain Meny Thank you JOHN DOE

MS.iov Secured Services You have successfully registered to access your YW-2(s) anline.

Freguently Asked
Cuestions Ta view the latest VW2 on record in POF format, please select
Update My Access Profile View W-2. Adobe Acrobat Reader Wersion 5.0 or above is
required to view a PDF docurnent.

Department of Finance and
Administration Weh Site

Exit ACE

View W-2

v" DFA presents your W-2 in Check Acrobal® Reader®
POF farmat. To view a POF,
you rmust have Adobe Acrobat Reader installed. Pleasze
select the Check Adobe Acrobat Reader button to
determing if you have Adobe Acrobat Reader installed on
your computer.

v If you have Adobe Acrobat Reader installed on your
computer a test file will autormatically open.

v If you do not have Adobe Acrobat (AP -
Reader, you will instead see a window Adobe rﬁm'

with Save and Open options. Select Cancel to close that
window and then select the Get Acrobat Reader button on
this page to download Adobe Acrobat Reader. The software
is free.

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

4. At that point, the user needs to select the ‘Check Acrobat® Reader®’ to determine if the
user’'s machine has Adobe Acrobat Reader installed on their machine.

5. If Adobe Acrobat Reader is not installed and the user needs to download Adobe Acrobat
Reader, the user will follow the instructions on the screen and download Adobe Acrobat
Reader on their machine.

6. If the user cannot successfully load the Adobe Acrobat Reader to their machine, they will
not be able to view their W-2.

7. The user then may select the ‘View W-2’ button and from there they will see the
following screen which will list the years that W-2s are available for them to view.
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8.

MESSISSEPP Depastment of

. Department of Finance and Administration
EX83: Access Channel for Employees

FINANCE & ADMINESTRATHIN

Welcome
’ACE Wain Meny Select frorm the View W-2 linkis) provided to display the WW-2 in PDF
- farmat.
MS.uov Secured Services ) ) o )
You can also receive an email notification when a W-2 arrives.
Freguently Asked
AL ESE Once you have accessed your W2, you can: w
Update My Access Profile L . . = Back = =
e Print it by selecting the Printer button on J o
Department of Finance and the Adobe Acrobat® Reader® toolbar or |J B & | |
Administration 'YWeb Site selecting File=Print.
. . . + 4
Exit ACE o Save it locally by selecting the Disk Save Print
button on the Adobe Acrobat® Reader®
toolbar.

Employee Details

First Mame: JOHMN
Last Mame: DOE
Fersonal Identification Mumber (PID): 000000959933

Only the W-2= for available year(s) are displayed.

W-2 Details

Tax Year Yiew WW-2 PDFs
2002
201

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

In addition, the user may elect to ‘receive an email notification’ when the W-2 file is
loaded for the year.

By selecting this option, the user will be directed to the Personal Profile page. The
Personal Profile application provides the user with the ability to choose to receive an
email notification when a W-2 and/or an electronic pay stub has arrived at ACE for that
user.
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Personal Profile
%ou are currently signed in as JOHN DOE
’-w Your Personal Identification Mumber (FID) is 000000999999

MS.gov Secured Services Flease enter the following information for our records. This infarmation will remain

Erequently Asked
Questions Agency Name: IFINANCE ARD ADRIMNISTRATION LI

Update My Access Profile

BSSISSEF T Depastment of

> Department of Finance and Administration
&3 : Access Channel for Employees

]
FINANCE & ADMINESTRATION

confidential and secure.

Department of Finance and
Administration YWeb Site

Exit ACE

Work Phone: IED1 —|999 —|9999
Work FAX: I - I - I
Work Cell: I - I - I

Work Pager: I——I——l—

E-mail
Address:

Ijohndoe@dfa.state.ms.us

Confirm E-

mail Address: |thndDe@dfa.State.ms.us

If you provided your email address above, please select an answer for the
statements below. ff vou do not subscribe to aeither electronic senice, please
select Mo far both statements.

1. Send me an email when my next direct deposit pay stub arrives at ACE.

= Yes
Mo

2. Bend me an email when my next electronic YW-2 arrives at ACE.

= Yes

© Mo
If you are employed by an additional state agency, please complete the following
infarrmation
Agency Name: [SELECT AGENCY MNAME =]

Work Phone: [ -[ |-[ |
Work FAX: - —1-1
Work Cell: - 1-I
work Pager: [ | -[ |-[ |

= Cancel | | = Save

Copyright 22003 Department of Finance and Administration. Privacy Policy .

10.

11.

12.

13.

The user should complete the following information: select the agency name from the
drop down box, enter the user’'s email address and confirm the user’s email address.
Then complete questions 1 and 2 for receiving mail notifications for electronic W-2s or
electronic pay stubs.

The user may also complete any of the other information as they want. Users are
encouraged to complete the entire personal profile page. When entering the phone
number, the user must complete the area code and the number and cannot use any
alpha characters; otherwise, they will receive an error message.

Once the user is through, they will then need to select the ‘Save’ button, which will
redirect them back to the W-2 page.
To view a W-2, the user will select the ‘View W-2’ button by the tax year.

Page 15 of 31



1101-

ACE User Manual

V5 05/27/2016

MESSISSEPP Depastment of

FINANCE & ADMINESTRATHIN

’ACE Main Menu

M3.qov Secured Services

Freguently Asked
Questions

Update My Access Profile

Department of Finance and
Administration Wehb Site

Exit ACE

Department of Finance and Administration
EX83: Access Channel for Employees

Welcome

Select frorm the View W-2 linkis) provided to display the WW-2 in PDF
format.

You can also receive an email notification when a W-2 arrives.

Once you have accessed your W2, you can: w

e Print it by selecting the Printer button on J T A
the Adobe Acrobat® Reader® toolbar or |J B & | |
selecting File>Print. PO

o Save it locally by selecting the Disk Save Print

button on the Adobe Acrobat® Reader®
toolbar,

Employee Details
First Mame: JOHMN

Last Mame: DOE
Fersonal Identification Mumber (PID): 000000959933

Only the W-2= for available year(s) are displayed.

W-2 Details

Tax Year Yiew WW-2 PDFs
2002
2001 iew W-2

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

14.

As the page is loading, the user will see the following message.

Page 16 of 31



1101- ACE User Manual V5 05/27/2016

ownloading PDF | Access Channel for Employees | Department of Finance and Administration - Microsoft Internet Explorer

BESSISSEPET Dopast

. Department of Finance and Administration
I#3: Access Channel for Employees

FINANCE £ ADGUINETRATHON

Downloading...

S

When using a dial-up Internet connection, it may take several minutes before the PDF is generated.

Note: ¥our W-2 PDF is generated in a new browser window.
When finished viewing your W-2, choose File->=Close to return to the ACE Application.
To exit this page, choose File -=Close to return to the ACE Application.

15. The user will then be presented with a separate page displaying the W-2 form for that
the tax year.

16. The user can select the ‘X’ in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.

3 https:/ /www.ms.gov/dfa/ace/DisplayW2?action=2004 - Microsoft Internet Explorer =& 5"
opy B To Be Flled WIth Employee's OMB N Copy 2 To Be Flled WIth Employee's State, OME Ho.
agsral Tax Return | 2002 ‘Esae City, or Local Income Tax Return | 2002 ‘Eson
Camtrol number 1 'Wages, tips, other comg. 2 Federal inoome G vithheld a Control rumber 1 Wdages, tips. other comp. 2 Federl income tax vathheld
2000.00 20.00 2000.00 20.00
3 Goial seouriy v 4 Godal sacurity tax withheld 3 Gooial secul H 4 Socil securty tax vithheld
Ermployer 1D numbar PEED_OG m b Ermpizryer IO numbar mmzﬂ_o(] &
c40B97726 5 Medicare wages and tips & Medicane tax withheld c408297726 5 Medicare wages and tips. & Medicans tax withheld
E = name, address, and Z1P code © Employer's name, addeess, and ZIF code
STATE OF MIZSEZIZSZIPPI STATE OF MISSIESIPFI

BQ BOX 1060

JACKSON, MS 329215

Ms DEPT. COF FINANCE AND ADMIN

PO BOX 1060
JACKSON., M5 39216

MS DEPT. COF FIMANCE AND ADMIN

Empioyos’s socal soourty rumbar 999-82-3777

d Employee’s social securiy numbar

999-88-8777

s name, address, and ZIF code
JOHN DOE
111 MAIN STEEET
JACKSON M5 39201

o Employos's name, address. and 2IP code
JCHN  DOE

111 MAIN STEEET
JACKSON MS 359201

Local vages, tps, ok 1% Local ingome ax

30 Locaity name

Social security Bps & Allocaked bips & Achance EIC payment 7 Socal security tps & Alocaied fps & Adanoe EXG payment

1 Dopandent care berefits. 11 Nonquaiified plans 10 Dependent care banokts 11 Monquakfied plare.

2 13 St Emp. Rat plan drd-party sick pay i 13 Stat Ermp. Rt plan Jc-party sick pay
Fa) 14 Cher 12h 14 Other

= 3 50.00 e G 50.00

2d 12d

12 | 640857726 2000.00 200.00 MS | 640897726 2000.00 200.00
Srate  Employer's Strie 10 # 16 State wages, tps, oo 17 Siate income x 15 Stote  Employer's State iD# 16 State wages, tios, eic 17 Stadn incoma @x

18 Local wages, tips, oic 19 Local income ta

20 Localty rame

b W2 Wage and Tax Statement
is infomnation iz being fumished to the inlermal Revenue Serdos

Dept cof the Treasury « IRS

Fonm W-2 Wage and Tax Statement

Degt. of the Treazury -« IR
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D. User Access to Pay Stub Instructions:

An ACE user who has registered to view their W-2s via ACE will be presented with the
following screen.

MESSIRSEFT Depasement off

y Department of Finance and Administration
/ EX#3: Access Channel for Employees

FINANCE GADMINISTRATION

Welcome
Please select an application.
’ACE Wain Menu _
Employee Applications

M3 gov Secured Services

Erequently Asked | View Your W-2s Online |

Questions

Lpdate by Access Profile

| View Direct Deposit Pay Stubfs) |

Departrment of Finance and
Administration Web Site

ExitACE | View Leave Ralances Time Taken |

| View Personal Profile |

1. While the user may select the ‘View Direct Deposit Pay Stub(s)’ button, the user must be
on direct deposit via the payroll system for the system to create electronic pay stubs.
Once an employee is set up for direct deposit through the payroll system, direct deposit
pay stubs will automatically be provided electronically.

2. Once the user selects the ‘View Direct Deposit Pay Stub(s)’ button, the following screen
will be shown.
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SEESSISSEPP] Depastment of

FINANCE & AIMINESTRATHIN

bACE Main Menu

MS . qov Secured Services

Frequently Asked
Questions

Update My Access Profile

Depanment af Finance and

Department of Finance and Administration
I3 : Access Channel for Employees

Employee Confirmation

Yfou are currently signed in as JOHN DOE
Your Personal Identification Number (PID) is 000000999999

Administration Weh Site
Exit ACE

Verify that the name and FID listed above

are the same as those lisied ar yaur ACE

User Access Iyfarmation mailer.

If this information is incorrect, please select Report Error to
register an errar with our systern administrator.

Only select Report Error if your information is incorrect.

Tao view your Pay Stubs on recard in PDF format, please select
View Pay Stub. Adobe Acrobat® Reader® Yersion 5.0 or above
is reguired to view a POF docurent.

For ACE terms of use information, read DFA's Terms of Use

(TOU) document.

v DFA presents your Pay Check Acrobal® Reader®
Stub in PDF format. To view
a PDF, you must have Adobe Acrobat Reader installed.
Flease select the Check Adobe Acrobat Reader button to
determine if you have Adobe Acrobat Reader installed on
your computer.

v If you have Adobe Acrobat Reader installed on your
computer a test file will automatically open.

v" If you do not have Adobe Acrobat AP g
Reader, you will instead see a window Adobe rﬁm'

with Save and Open options. Select Cancel to close that
window and then select the Get Acrobat Reader button on
this page to download Adobe Acrobat Reader. The software
is free.

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

Page 19 of 31



1101- ACE User Manual V5 05/27/2016

3. At that point, the user needs to select the ‘Check Acrobat® Reader®’ to determine if the
user’'s machine has Adobe Acrobat Reader installed on their machine.

4. |If Adobe Acrobat Reader is not installed and the user needs to download Adobe Acrobat
Reader, the user will follow the instructions on the screen and download Adobe Acrobat
Reader on their machine.

5. If the user cannot successfully load the Adobe Acrobat Reader to their machine, they will
not be able to view their direct deposit pay stubs.

6. The user then may select the ‘View Pay Stub’ button, and from there they will see the
following screen which will list the pay dates that pay stubs are available for them to
view.

7. The user will be able to access the last 12 payments since they elected to receive pay
stubs via ACE.

8. In addition, the user may elect to ‘receive an email notification’ when a Pay Stub or W2
is ready to view.
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MESSESSIPP Depastment of

FINANCE & AIMINESTRATHIN

’ACE Main Menu

MS.gov Secured Serices

Ereguently Asked
Questions

Update My Access Prafile

Department of Finance and

Administration Weh Site
Exit ACE

> Department of Finance and Administration

Y83 : Access Channel for Employees

Employee EFT Records
Select View Pay Stub to display the pay stub in PDF format.

Yfou can also receive an emnail notification when a pay stub arrives.

COnce you have accessed your pay stub, you m

can:
| ¢Back ~ =
s Print it by selecting the Printer button on | Ex
B
the Adobe Acrobat® Reader® toolbar or ‘ ? ? | @
selecting File=Print.
s Save it locally by selecting the Disk

button on the Adobe Acrobat® Reader®
toolbar.

Employee Details:

Save Print

First Mame: JOHN
Last Mame: DOE
Fersonal ldentification Mumber (PID): 000000999993
& Pay Stub history is provided for & maximum of 12 months or 12
payments izsued, which ever comes first.
» Pay Stub informstion may be available to wiew prior to the actual Pay
Date.
Funds will not ba available in your bank account before the
Pay Date.
Pay Stub Details:
Pay Date Erequency
2003-04-14 T View Pay Stub
2003-03-31 Tl View Pay Stub
2003-02-25 ] View Pay Stub
2003-01-31 Tl View Pay Stub

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.
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MESSISSEPI Depastment of

» Department of Finance and Administration
X3 : Access Channel for Employees

FINANGCE & AT NISTRATION

Personal Profile
‘ou are currently signed in as JOHN DOE
}w Wour Personal ldentification Mumber (PID) is 000000999999

ME.oov Secured Services Please enter the following information for our records. This information will remain
confidential and secure.

Freguently Asked
Questions Agency Hame: |FINANCE AMND ADRMIMNISTRATION LI

Update My Access Profile
Work Phone: IEU‘I - |999 - |9999
Department of Finance and
Administration YWeb Site Work EAX: l_ R I— R I—
Exit ACE
Work Cell: I - I - I
Work Pager: I - I - I

E;::?:ﬁ Ithndoe@dfa.state.ms.us

Confirm E-

mail Address: Ithndoe@dfa.state.ms.us

If you provided your ernail address above, please select an answer for the
statements below. If youw do not subscrbe to either electronic senice, please
select Mo for both statements.

1. Send me an ermail when my next direct deposit pay stub arrives at ACE.

= Yes
Mo

2. Send me an email when my next electranic W-2 arrives at ACE.

= Yes
Mo

If you are employed by an additional state agency, please complete the following
infarmation

Agency Name: |SELECT AGEMNCY NAME =l

Work Phone: | |-[ -] |
Work FAX: - -
Work Cell: - 1-
Work Pager: | |-[  -[ |

= Cancel | | = Save

Copyright 82003 Department of Finance and Administration. Privacy Policy .

9. By selecting this option, the user will be taken to the Personal Profile page. The
Personal Profile application provides the user with the ability to receive an email
notification when a W-2 and/or electronic pay stub has arrived at ACE for that user.

10. Enter the following information:

o The Agency Name from the drop down box
The user’s E-mail Address and re-enter the e-mail address to confirm

o Complete questions 1 and 2 in relation to whether or not they want to receive email
notifications for electronic W-2s and/or electronic pay stubs

11. The user may also complete any of the other information as they wish.
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12. Click the ‘Save’ button. The user will be redirected to the Employee EFT Records page.

13. By selecting the ‘View Pay Stub’ button by the pay date, the user will then be presented
with a separate page depicting the pay stub form for that pay date. Please be aware of
the information contained in the Employee Details box below which states that the

“Funds will not be available in your bank account before the Pay Date.”

MESSISSEPF] epastment of

ok

FINARCE £ ADMINISTRATHON

|>ACE Main Menu

MS.qov Secured Senvices

Frequently Asked
Questions

Update My Access Profile

Department of Finance and
Administration Web Site

Exit ACE

. Department of Finance and Administration

I¥3: Access Channel for Employees

Employee EFT Records
Select View Pay Stub to display the pay stub in PDF format.

fou can also receive an email notification when a pay stub arrives.

Once you have accessed your pay stub, you w

can:
| wBack - =
o Print it by selecting the Printer button on | o By
the Adobe Acrobat® Reader® toolbar or J ? | =
selecting File=Print.
o Save it locally by selecting the Disk

button on the Adobe Acrobat® Reader®
toolbar.

Employee Details:

First Mame: JOHM
Last Mame: DOE
Personal dentification Murnber (PID): 000000222599

» Pay Stub history iz provided for & maximum of 12 months or 12
payments issued, which ever comes first.

Save Print

» Pay Stub information may be available to viewe prior to the actual Pay

Date.
Funds will not be avaiiabie in your bank account before the
Pay Date.
Pay Stub Details:
Fay Date Freguency

Copyright & 2002-2004 Department of Finance and Administration. Privacy Policy.
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14. As the page is loading, the user will see the following message.

MESSISSEFPT Dopastment ol

L

FINANCE & ATINESTRATION

b4

@ Department of Finance and Administration
IEX¥3: Access Channel for Employees

Downloading...

When using a dial-up Internet connection, it may take several minutes before the PDF is generated.

Note: Your Pay Stub (EFT) PDF is generated in a new browser window.,
Yhen finished viewing your Pay Stub, choose File->Close to return to the ACE Application.
To exit this page, choose File -=Close to return to the ACE Application.

15. The user will then be presented with a separate page depicting the pay stub for that pay
date. The Pay Date is the day the funds will be available for the employee in their bank

account.

 https:/,'wew.ms.gov,/ dfa/ace/DisplayW2?action=2004 - Microsoft Internet Explorer

=18 x|

FID: 000000955385 Pay Date: 033173003 Frequency: M

EEN: %30-83-BT77

PAY PERIOD Monthly PEREONAL

Period Beqinning D3/01/200%  Federal Marital Status 2

Pariocd End Data D3/31/2003 Federal Tax Exempt 1
Pav Dats D3,/31/2003 Federal Add'l Tax 0.aa
pav Eata 18,710.02  Stata Marital sStatus g
Etate Hire Data 09/D8/159% Btate Tax Exempt 5000. 04
PIN Entry Date D&/15/15%4  State Rdd']1 Tax 0.dd
EARNINGS CURRENT ¥-T-D
RESULAR SCHEDULE TIME WOREED 475,83 T427.43
TOTAL GROES DAY 475,83 T427.49
PRE-TAY DECCUTICHE CURRENT ¥-T-D
PRE-TAY OOMPDENT DENTAL INSURANCE 4B.00  144.04
TOTAL FRE-TAY DEDUCTIONS 48.00  1l44.04

EFT Humber: 3214865006
ETATE OF MISEISEIPPI

AGENCY: D201
M DEPARTHENT CF CCREECTICHE

TAXES CURRENT ¥-T-D
S0CTAL EECURITY-0AEDI 153.00  455.0D
FEDERAL INCOME TAL 47,40 T4z.20
MEDICARE 35,78 107.34
ETATE INCOME TRX £%.00  207.00
PUBLIC EMPL. RETIREMENT 179.50 538,50
TOTAL TRXES 684,48 2054.04
AFTER-TAX DEDUCTIONS CURRENT Y-T-D
TOTAL AFTER-TAX DEDUCTIONS 0.0 0.ao

TOTAL DECUCTICHE 732.6B 21%5.0d
HET PRY 1743.15  5123.45
LEAVE BALANCES

Feb Fen Feb Feb

EEG.  ERRNED USED  ENDING

BAL EAL
PERSONAL 537,00 16.00 Q.00 953,00
MECICAL ES5. 00 &.00 0.00 561.04
FLIA COMP TIME 40.23 a.o0 Q.00 40,23
FLOATING HOLIDAY 176,00 a.o0 0.00 175,00
AGENCY CONMP TIME 15.52 .00 Q.00 35,52

EIECTRCHIC FIMC TRANSFER TRANEACTIONS
Amount E\E‘Pmittd inte 42002005 1743.15
Funds available on 03/31/2003

16. The user can select the ‘X’ in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.
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E. User Access to Leave Balance/Time Taken Instructions:

An ACE user who has registered to view their W-2s via ACE will be presented with the
following screen.

SESSISSEFM Depastment of . . . . .
( - Department of Finance and Administration
' ' IX#d: Access Channel for Employees

HIRANCE SANMINETRATHIN

Welcome
Please select an application.
’ACE Wain Menu .
Employee Applications

ME . gov Secured Sarvices

Erequently Asked | View Your W-2s Orline |

Questions

Update My Access Profile

| View Direct Deposit Pay Stubfs) |

Departrment of Finance and
Adrninistration Web Site

ExitACE | View LeaveRBalance/ Time Taken |

| View Personal Profile |
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1. Click on View Leave Balance/Time Taken. The following screen will be shown:

MESSISSEPP] Depastment of

% Department of Finance and Administration
83 : Access Channel for Employees

FINANCE & AN TRATH N

— Emplayee Confirmation
: You are currently signed in as JOHN DOE
P ACE bain bienu Your Personal Identification Nurnber (P10} is 000000999999

ME.goy Secured Services
Ferifi that the name and FID listed abave are the

Frequently Asked same as those listed on pour ACE User Access
Questions Information mailer.

Update by Access Profile

If this infarmation is incorrect, please select Report Error to
Department of Finance and register an error with our system administrator.
Administration Weh Site

Exit ACE

Only select Report Errar if your information is incorrect.

To view your Leave Balance or Time Taken information on record
in PDF forrmat, please select View Leave Balance/Time
Taken. Adobe Acrobat® Reader® Yersion 5.0 or above is
required to view a PDF docurnent.

| View LeaveEalances Time Taken

For ACE terms of use information, read DFA's Terms of Use
(TOUY document.

v" DFA presents your Leave Check Acrobat® Reader®
Balance and Time Taken
infarmation in POF farmat. To view a PDF, you rust have
Adobe Acrobat Reader installed. Please select the Check
Adobe Acrobat Reader button to determine if you have
Adobe Acrobat Reader installed on your computer.

v If you have Adobe Acrobat Reader installed on your
computer a test file will automatically open.

v" If you do not have Adobe Acrobat A" y
Reader, you will instead see a window hdnbe 'm'

with Sawve and Open options. Select Cancel to close that
window and then select the Get Acrobat Reader button on
this page to download Adobe Acrobat Reader. The software
is free.

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

2. Atthat point, the user needs to select the ‘Check Acrobat® Reader®’ to determine if the
user’'s machine has Adobe Acrobat Reader installed on their machine.

3. If Adobe Acrobat Reader is not installed and the user needs to download Adobe Acrobat
Reader, the user will follow the instructions on the screen and download Adobe Acrobat
Reader on their machine.
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4.

5.

If the user cannot successfully load the Adobe Acrobat Reader to their machine, they will
not be able to view their leave balances.

The user then may select the ‘View Leave Balance/Time Taken’ button, and from there
they will see the following screen that will allow them to access their Leave Balance or
Time Taken Details.

MESSISSEPP] Depastment of .

oy

Department of Finance and Administration
[X83: Access Channel for Employees

FINANCE & AIMINISTRATHIN

Employee Leave Balance/Time Taken Records
’ACE Wain Menu Select \p_"lew Leawve Balance to display the leave balance
E— infarmation in POF format.

MS.qov Secured Semvices Select View Time Taken to display the time taken information in
POF farmat.

Frequently Asked
Questions Once you have accessed your leave balance/f
time taken infarmation, you can:

Lipdate My Access Profile J &GBack - =
Department of Finance and « Print it by selecting the Printer button on “ = | ]
Administration Web Site the Adobe Acrobat® Reader® toolbar or = -
Exit ACE selecting File=Print. Satc F?rint

+ Save it locally by selecting the Disk
button on the Adobe Acrobat® Reader®
toolbar.

Employee Details:

First Mame: JOHM
Last Mame: DOE
Fersonal ldentification Mumber (PID): 000000999993
# | eave Balance/Time Taken information is provided for & maximum of
4 previous months.
& Leave BalanceTime Taken information was last loaded on
O702/2004.

Leave Balance Details
View LeaveRalance

Time Taken Details

hanth YWiew Time Taken information

07-2004 Wiew TimeTaken

03-2004 Wiew TimeTaken

Copyright @ 2002-2004 Department of Finance and Administration. Privacy Policy.

6. By selecting the ‘View Leave Balance’ button, the user will then be presented with a

separate page depicting the leave balance information.
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7. The user will be able to access the last 4 months of leave balance information as
available in SPAHRS. The last date Leave Balance information has been loaded to ACE
will be provided on the Employee Leave Balance/Time Taken Records page in the
Employee Details box.

8. As the page is loading, the user will see the following message:

MESSRIZRIFTT Depasement of

Department of Finance and Administration
I¥3: Access Channel for Employees

FINANCE S ANGEINRTRATHON

Downloading...

&L

When using a diakup Internet connection, it may take several minutes before the POF 1s generated.

Mote: Your Leave Balance POF is generated in a new browser window.
When finished viewing your Leawve Balance, choose File->Close to return to the ACE Application.
To exit this page, choose File -»Close to return to the ACE Application.

9. The user will then be presented with a separate page depicting the Employee Leave
Balance Report.

/23 https:/ /www.ms.gov/dfa/ace/DisplayW2?action=2004 - Microsoft Internet Explorer == =]

Employee Leave Balance Keport
FID : 0000009925999 Mame : JOHN DOE
Agency Mumber : 0161 Agency Mame : FINAMCE AND ADMIMISTRATION

Beginning Hours Hours Ending

Balance Eamed Used Balance

May 2004
Personal 510.00 14.00 0.00 524.00
Medical 47.00 T.00 0.00 354.00
Floating Holiday 12.50 0.00 0.00 12.50
Agency Comp Time 121.25 14.75 0.00 136.00
April 2004
Personal 496.00 14.00 0.00 510.00
Medical 240.00 T.00 0.00 347.00
Floating Holiday 4.50 8.00 0.00 12,50
Agency Comp Time 104.75 16.50 0.00 121.28
March 2004
Parsonal 482.00 14.00 0.00 496.00
Medical 333.00 T.00 0.00 340.00
Floating Holiday 5.00 0.00 3.50 4.50
Agency Comp Timea 103.00 6.25 450 104.75
February 2004
Personal 458.00 14.00 0.00 482.00
Medical 326.00 T.00 0.00 333.00
Floating Holiday 0.00 B8.00 0.00 B8.00
Agency Comp Time Q& .50 B.50 0.00 103.00
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10. The user can select the ‘X' in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.

11. By selecting the ‘View Time Taken’ button by the month timeframe, the user will then be
presented with a separate page depicting the time taken form for that month.

12. Time Taken is provided in ACE for a maximum of four months. The user will be able to
access 4 months of time taken information as available in SPAHRS. The last date Time
Taken information was loaded to ACE will be provided on the Employee Leave
Balance/Time Taken Records page in the Employee Details box.

13. As the page is loading, the user will see the following message.

MEFRISSEFP] Dopasement of

> Department of Finance and Administration
Y83 : Access Channel for Employees

HINANCE SANMINETRATHIN

Downloading...

&

When using a dialup Internet connection, it may take several minutes before the PDF is generated.

Note: Your Time Taken PDF is generated in a new browser window.
When finished viewing your Time Taken, choose File-=Close to return to the ACE Application.
Tao exit this page, choose File ->Claze to return to the ACE Application.

14. The user will then be presented with a separate page depicting the Employee Time
Taken Report.

15. The user can select the ‘X' in the top right hand corner of the Adobe Acrobat screen to
close this page once it is no longer needed.

; https://www.ms.gov/dfajace/DisplayW2?action=2004 - Microsoft Internet Explorer - |E| |1|
T T

Employee Time Taken Report

PID . 000000999999 Mamea : JOHN DOE

Agency Number: 0161 Agency Mamea : FINANCE AND ADMINISTRATION
Date Agency Comp Time
O7/302004 4.00
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16. If the user has more than seven types of time taken, the time taken categories across
the top of the report will be abbreviated and a legend providing the full description of the
time taken will appear at the bottom.

F. User Printing Instructions:
The W-2s, pay stubs, leave balances, and time taken reports are presented to the user as
an Adobe Portable Document Format (PDF). Adobe PDF files are compact and can be
shared, viewed, navigated, and printed exactly as intended by anyone with the Adobe

Acrobat Reader software. Users may save off their W-2s, pay stubs, leave balances, or
time taken to their own computer using the following steps:

1. Select the ‘Save’ buttonE.

2. The user will then be prompted to ‘Save a copy’.

Save a Copy... EE
Save in; I {3 Personal j gl
|_14dobe
3 My eBooks
] by Pictures

File narme: action=2002-03-31 &heqg=t&agency=0301.
Save as type: Iﬁdnbe FDF Files [*.pdf] j Cancel |

3. At this time, the user can rename the file to be more descriptive, i.e., Pay Stub March
2003.

4. Once the ‘Save’ button is selected, the user has completed the process of saving the
document to their computer.

G. Exit ACE Instructions

Once the user determines that they no longer need additional information from ACE, it is
very important that they select the ‘Exit ACE’ option from the side bar menu. Otherwise, if a
user does not fully exit ACE, they may leave their personal information open and accessible
by others who may use the computer after them.
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’ACE Wi Meny

MS.0qov Secured Services

Frequently Asked
Gestions

Lpdate Wy Access Profile

Department of Finance and
Administration Web Site

Exit ACE
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