Business

ASCENDER

ELEVATING TECHNOLOGY SOLUTIONS

ASCENDER GUIDES

setupworkjournaltoptions

2026/04/04 16:24 i setupworkjournaltoptions



Business

2026/04/04 16:24 ii setupworkjournaltoptions



Business

Table of Contents

2026/04/04 16:24 iii setupworkjournaltoptions



Business

2026/04/04 16:24 iv setupworkjournaltoptions



Business

Payroll > Tables > District EP Options > EmployeePortal Options

Set up the following EP options to allow employees to view the WorkJournal menu in EmployeePortal.

EMPLOYEEPORTAL OPTIONS LEAVE CAMPUSES

[ Ratrieve ] [ Print ]

Use: (@) Employes Number (7)) Sodal Security Number

Meszages
Enable

() EmployesPortal System (This is a Worklournal message for all employees.
ErmployeePortal System o Calendar Year To Date

Calendar Year to Date

() Current Pay Infarmation
Current Pay Information

o Deductions

Deductions

Eamings O Eamings

Leave Balances (O Leave Balances

W-2 Information o W-2 Information

Self-Service Demographic o Self-Service Dernographic h.
SEtf:envice Feyenll () Self-Service Payroll

W-2 Electronic Consent
1095 Infarmation

1095 Electronic Consent t :
(O 1095 Electronic Consent

Leave Request
et o Leave Reguest

o W-2 Electronic Consent

o 1095 Information

el Reinnby

WorkJournal

sement Reguest

o Travel Reimbursement Request

O Under Enable, select WorkJournal to enable the WorkJournal request feature in EmployeePortal.

O Under Messages, select WorkJournal to enable employees to view a preset message on the
WorkJournal page in EmployeePortal.

e Type the applicable message in the text box.

e The message is displayed in red at the top of the WorkJournal page in EmployeePortal after the
record is saved.

O Click Save.
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