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VJJUST LAUNCHED!

Emiployee tystems Access

Desktop Icons & Systems Access Go - Live
12.19.21

PHME DCéILTOP Tuns

Login to essential applications from your PHMG desktop!

o

Pir Welpnail belf bervice Password beset Lawson Gelf bervice APT Timvie and httendance
Login with your PHMG ID # Enroll to reset your password View Paychecks, W-2s, PTO Clock In & Out for lunch,
and set up a new password and unlock your account balances, and contact information each shift, and request PTO

<
P Welpnail
Select the desktop icon or access it from anywhere via the link: https://webmail.palomarhealth.org/

This step will only be used once to set up your Active Directory Account Password. The first time you
login, you will be prompted to set up a new password. Your username and password will be used to login
to Self Service Password Reset, APl Time and Attendance and Lawson Self Service.

Tnitial Login
Do This =~
Login using your PHMG ID and default password
1) User name: 71111 (your PHMG ID) 8% Outlook
2) Password: #Palomar + the last four digits of your 0:]
Social Security Number (SSN).
_U%Q;PVOTiF: If the last four digits of your SSN are 1234 ©
¥ then your default password is #Palomar1234 @ signin

3) Enter a new 12 digit alpha-numeric password
Password Requirements Create a New Password
v Atleast 12 digits total
v At least one number (123456...) ﬂi Outlook
v At least one upper case letter (ABCDEF...) ai change password

Your password hes expired and you nesd ta changs it before
you sign in to Outiook

v At least one special character (#, !, etc...)
4)  Confirm your new password and click (3 submit
5) Your password has been reset!

@ submit
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2,
r Self Service Password Reset

prrre ou Can Do 14!

helf bervice Password beset
Select the desktop icon or access it from anywhere via the link: https://password.palomarhealth.org/

This do-it-yourself tool, is ideal to use if you get locked out of your account, need to change your password or
forget your username. After you enroll, you will be able to access all of these functions without having to call
the IT Helpdesk. It will quickly become your go-to tool for resetting your password. Yes!

Login using your PHMG ID & Password
1.) Click on Enroll.
2.) Answer a security question
3.) Create a custom security question

Welcome! Here you can easily change your
password.

Enroll =~
s

®

Forgot my password or Unlock my
account

Change password

Forgot my username
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Lawsin self Gervice

Lawson is a system managed by Human Resources. It is considered the source of truth and the “one-stop-shop” for HR
related information for PHMG employees. Login to update your personal information (i.e. address, phone, etc),
emergency contacts, view your paystubs, W-2s and Tax Information.

btort Here—=N m
o Bookmarks :::" g\ i '
Login using your PHMG ID & Password - A3 Main Meys O‘F Topwé

1 ) C|ICk on Bookmarks o Employee Self-Service » Benefit Menu 4
2.) Hover over Employee Self-Service. User Guides ¥ Retirement Menu v PTO Balance Information
Lavvoul °PTO-PSL Balances::w‘k @ p Click on PTO-PSL to view your
@’PVO_HF This is the main Common Tasks Donate to the Foundation Paid Time Off (PTO) accru?l
that il ; Code of Conduct balances and PTO usage history.
menu that you will use to > Usemame Lookup
view all of your data based on Fookup usemame ACA Offer
the topic that you select! Credentials »
Employment »
New Hire b
©Org Chart
F'ay » . ................................
— ] Personal Information »

Savings Plan Modeling

Personal waormation Paystubs, W-2s, 'Fax Information and More
Hover over Personal Information Hover over Pay
e Address & Phone Change e Print pay stubs
e Emergency e Update Direct Deposit
e W-2information
Disabilty Status e Tax withholding etc...
. Address & Phone Change =+ Palomar Health Online W2s 3"
'{JZ—PVO‘UF Review your Emergency 'L il Pay Checks :fk l
personal information and Ethnicity ® Alternate Pay Rates
make sure that it is accurate! Miarital Stats Direct Deposit User Guide
Military Status Direct Deposit ::"‘
Nickname Pay Rate History
Parsonal Profie Payment Modeling '~

”I
. AV

Tax Withholding —"k
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Mpdmmg yow W-4 Wiﬂ'lholding

Login to Lawson using your PHMG ID & Password
1.) Click on Bookmarks > Employee Self Service > Pay > Tax Withholding
2.) Select a form to make adjustments

btate Wi*rhholding

Tax Withholding

Deductions

=2 Federal Income Tax

Z S California State Income Tax.

Note: Not all fields are applicable to all states, please review your states W-4 requirements.

California State Income Tax
Required fields are indicated.

Residency ‘

d

Status * v ‘
Exemptions
Additional Amount
Multiple: Jobs

Dependents

Other Income

Deductions

I

[ oo |
Federal Wiﬂ’lholdmg

IMPORTANT: Effective 1/1/20, the IRS made significant changes to the design of Form W-4. Form W-4 no longer uses the concept of
withholding allowances, which was previously tied to the amount of the personal exemption. Employees who have furnished Form
W-4 in any year prior to 2020 are not required to furnish a new form merely because of the design, and their withholding will
continue to compute based on the information from the most recently furnished W-4. All new employees first paid after 2019 or
employees who furnished Form W-4 in any year prior to 2020, but wish to adjust their withholding, must use the redesigned form.

W-4 Form
Employee's Withholding Certificate I EEI
T 2022
e ey et » Complete Form W4 so that your employer can withhoid the correct federal income tax from your pay.
Internal Revenue Service Give Form W-4 to your employer.
» Your withholding is subject to review by the IRS.
(a) First name and midde initial Last name (b) Social security number
Address » Does your name match the name on your social security
card? If not, to ensure you get credit for your eamings, contact

step1: S5A at 800-772-1213 or go to www.ssa.gov.

S Gity or town, state, and ZIP code:
‘ersonal
Information -
(¢) () single or Maried filing separately

() Married filing jointly (or Qualifying widow(er))

() Head of Household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual )
Combplete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step. who can claim sxemption from withholding, when to use the estimator at www irs govM4App, and privacy.
Complete this step if you (1) hold more than one job at a time, or (2) are maried fiing jointly and your spouse also works. The correct amount of withholding depends on income eamed from all of these jobs:

Do only one of the following

Step 2:
a) Use the estimator at www.irs gow/W4App for mest accurate withholding for this step (and Steps 3-4); or
oMultipI! Jobs @ FELLET g X pS 34);

‘or Spouse (b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step d(c) below for roughly accurate withholding; or
Works
(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld

TIP: To be accurate, submit a 2022 Form W-4 for all other jobs. If you (or your spouse) have seli-employment income, including as an independent contractor, use the estimator.
Complete Steps 3 through 4(b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your witnholding wil be most accurate if you complete Steps 3-4(b) on the Form W-4 for the highest paying job.)

If your income will be $200,000 or less (540,000 or less if manied filling jointly):

Muitiply the number of qualifying children under age 17 by $2,000. - ks
Step 3: iply a ying 0f ¥
1aim
Dependents

Muitiply the number of other dependents by $500. . ..........covuuveennienn. ..PSD

Add the amounts above and enter the total here.

stens (a) Other income (not from jobs). Fyou want tax witheld for other income you expect tis year that wor't have withholding, enterthe amount of other income here. This may include interest, dividends, and refirement income.
ep
o‘&ﬂ?“": (b) Deductions. If you expect to claim deductions other than the standard deduction and want to reduce your witiholding, use the Deductions Worksheet on page 2 and enter the fesult here.
Adjustments
(c) Extra withholding. Enter any addifional tax you want withheld each pay periad.

Steps:  Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is rue, correct, and complefe.

sign

e Employee's signature (This form is not valid unless you sign it) Date

Employers  EMPloyer's name and address First date of employment
only

For Privacy Act and Paperwork Reduction Act Nofice, see page 3.

Medical Group

4(a) §|
4n) s

4c) §|

il

Employer identification number (EIN)
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APT Tiwvie and Attendance

The API Time & Attendance application is used to electronically clock in and out for each shift and lunch breaks.
You will submit PTO requests, view your PTO/PSL balances, enter special pay codes, change your cost center
and/or job class as it relates to your position.

Follow this process to Clock In and Clock Out for each shift and lunch, if you are in your normal Cost Center,
Job Code and a Special Pay Code is not required. This is a simple way to clock in and out without the fuss!

Do This ¥ Login using your PHMG ID & Password
e Click Quick Badge Only

e Click Sign In
PALOMAR Welcome
HEALTH
Please sign in to your account

. User Name
Time and Attendance [ 7]
20162
Tahke control of your employes catz with AF| Healtheares Password
Time and Attendancs Solution. Review your time cards, r 31
track hours worked, v ation ana sickiime 2nac request
time off, all from anywhere with an Internet connection. Domain

PPH.LOCAL ~

ClEALTHCARE dQ.ick Badge Only
2015

1Pl Healthcare Corporation

Congratulations! You are now Clocked In or Clocked Out for your shift or lunch.
e Click OK

_
() Clocking - Google Chrome [E=EEER

@ apiweb.palomarhealth.org/APIHC/TASS/WebPortal/APIH...

_i- ' Thank you, Super Star, a clocking was
recorded for you today @ Anytime PDT

Revised 1.14.22|6
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Do This =\,
Login using your PHMG ID & Password

e Click Sign In

PALOMAR
HEALTI Welcome

Pleaze sign in to your sccount

User Name

Time and Attendance [ 3|
20182
Take control of your employee cata with AP| Healthearss Password
Time and Attendancs Solution. Review your time cards, I al ]
track hours worked, view vacation and sick time ang request
time off, all from anyw with an Internet connection. Domain
Doma
PPH.LOCAL ~
OAPI
EALTHCARE [ Quick Badge Only

© 2015 APl Hesalthcare Corporation

Access additional clocking options by selecting Quick Badge from the top tool bar.

Home Quick Badge Employee Reports Actions Preferences Help

e Select each field and review the Options Menu on the right of your screen to select the
appropriate Cost Center (i.e. working in a different Facility), Job Class and /or *Special Code.
*Special Codes have categories that let you know how to use them. Select the appropriate
option that corresponds to a Clock In, Clock Out or Both.

e Click Save when finished.

APIHEALTHCARE | Time and Attendance

a part of -symplir

Logout

Home QuickBadge Employee Reports Actions Preferences Help

Informational Messages
Date: 12/03/2021 Time: 04:52:56 PST
Notice: The above Date and Time are used when creating your Quick Badge entry. B Facility:7

Field Look Up Values

Description Category

Cost Center Special Code 3 PHMG No  Either

Special Code
CLP PHMG Low Out
Job Class Special Code 4 Census Fill

w/CPTOM
PHMG Low Out

'

Special Code 1 Special Code 5 Census Fill
o W/COMEA
FC PHMG Float Both

Special Code 2 Code

PHMG
Preceptor

TR PHMG Both

TRAINING

Both

—>( == ]

PALOMAR
HEALTH
Medical Group
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Em“cring a Tiwve Edit Kle@v\eef

Employees can request an adjustment (add, edit or delete a clocking) to their current pay period timecard. Employees
should make sure to review their timecard before the end of the pay period to check the status of their request.
e Select Employee from the toolbar
e Select Add Clocking
e Enter the Date and Time (etc...), of your missed punch
e Click Save when finished.

APIHEALTHCARE | Time and Attendance

a part of “sympir

Home Quil 1 Employee Reports Actions Preferences Help

) W Date* Quick Code Prompt Time
v Employee Navigator 3
]

Employee:

Name: Time™ Facility Prompt Hours
Pay Period:

Jo1/; - 14/ v
08/01/2021 - 08/14/2021 Transaction Order Cost Center Rate
-

Special Code 17 Unit Device Number

Employee Favorites -

~ 5
m p | Add Clocking Special Code 2* Position
i

Monthly View Tcs -

Special Code 3* Job Class

Employee Actions

Employee Sign Off Special Code 4™ Lunch Length (Hours)

Employee Sections Special Code 5* Override Code

:

Requested Reason

Enter M\Alﬁple Tivvie Edit %4\469% at a Tivwvie

Your Home screen has a My Calendar - Month View section. You can select
multiple dates to enter your time edits on by selecting the + on each day.

W My Calendar - Month View

September October November December 2021 January February March
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday
28 29 30 o1 0z 03 04
EREG 200 4 (C—— EREGE00 4 [l REG 800 4 EIREG 800 4 EIREG8.00 4=
05 06 07 08 09 10 11
5] REG 8.00 FEIREG 8.00 & [ REG 28.00 4 [EIREG 8.00 4 FEIREG 8.00 o
12 13 14 15 16 17 18
[ REG 8.00 [ REG8.00 o [ REG 8.00 4= [ REG 8.00 [ REG 8.00 s
19 20 21 22 23 24 25
26 27 28 29 30 31 o1
Revised 1.14.22|8
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Taking PT@?

Do This =\,
Login using your PHMG ID & Password

e Click Sign In

Medical Group

PALOMAR
HEALTH Welcome

Flease sign in to your sccount

User Name

Time and Attendance [ 3
20162
Take control of your employes data with AF| Healthears's Password
Time and Attendance Solution. Beview your tme cards, I 2 I
track hours work tion and sick tme and request
time off, all from any with an Internet connection. Domain

oma

PPH.LOCAL ~
%HCARE O Quick Badge Only

© 2015 API Healthcare Corporation

Access additional options by selecting Employee from the top tool bar.

Home Quick Badge Employee Reports Actions Preferences Help

e C(lick Add Calendar

e Select each field and review the Options Menu (on the right of your screen) to select the
appropriate Date, Pay Code, *Cost Center and/or *Job Class.
*The Cost Center and Job Class will be defaulted to your normal Cost Center and Job Class.
Only enter information in these fields if necessary.

e Click Save when finished.

APIHEALTHCARE | Time and Attendance

a part of ‘Sympir

Logout

Home Quicl 4 Employee Reports Actions Preferences Help

e
v Employee Navigator m DA ocost EEIE] Field Look Up Values

3
Employee: B B Facility:7

Name: Pay Code™ Job Class
Pay Period:

08/01/2021 - 08/14/2021 v -
Time
©

oHou rs/Units

Requested Reason

Description
PHMG
BEREAVEMENT
PHMG Floating
Holiday

PHMG JURY DUTY
PHMG SCHEDULED
PTO
PHMG PTO SICK
LEAVE
PHMG PTC
Unscheduled Kin
Care
PHMG PTO
unscheduled
PHMG RN TRIAGE

Employee Favorites

Add Calendar | Add Clocking
Monthly View TCS

Employee Actions

Employee Sign Off

Employee Sections

EERETT

= Bereavement leave, will be entered as a
Request and your Time Keeper will

approve or deny it.

-ProTip... Your PTO, Jury Duty and
P

Revised 1.14.22|9
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Peviewing the ftatus of the Tive Edit bequest

Your Home screen will display all of your Time Edit Requests. Hover over the icons in the Status
column to check the status of your requests.

Home Quick Badge Employee Reports Actions Preferences Help

> MyAnnouncements (1)

> MyUnread Messages

o “ MyTransaction Requests (6)

| Type Status PayCodes Start Date StartTime End Date End Time Reason
O B@ oke—>Approved 08/03/2021  08:00 08/03/2021  08:00
(&) O BD [@Be P»Pending 08/03/2021 17:00 08/03/2021 17:00 Missed Clock Out
(&) O R@  @e—»Denied 08/05/2021  08:00 08/05/2021  08:00
(&) O B @ rios 08/06/2021  00:00 08/06/2021  08:00
(=) O BB @ oS 08/11/2021  00:00 08/11/2021  08:00
(&) O BB @ ros 08/13/2021  00:00 08/13/2021  08:00 personal

Fun a Feport 1o Feview the Gtatus of your Tive Edit

Access Reports from the Actions menu. Select Transaction Requests and define your search
criteria to review the status of your specific requests.

Home Quick Badge Employee | Actions Preferences Help

W Approval
Transaction
Requests
Vv Employee

'%“ Change PIN G—’ Messages

“ General

':-‘-aAnnouncements

Enteryour Transaction Request search criteria:
Status* Date Range Begin™

Needs Review v oll,’UY,’ZOEL

Approval

General

v Actions

i Approved
Denied
Canceled
Requested

'Pending Review
Needs Review

oi\asswﬁcatmn Date Range End
W

_ Calendar
Clocking

Revised 1.14.22|10
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Ewiployee Timie Card Gign O£

Once you have completed your last shift for the pay period, remember to review your timecard for
accuracy. Complete a timecard Edit Request and enter all PTO requests before the deadline.

e Select Employee from the toolbar
e Select Employee Sign Off

Home Quid™ Employee Reports Actions Preferences Help

- v i i
v Employee Navigator v Transactions (List)

=] Transactions Source DateA Time Hours code CostCenter Job Class
Employee: =]

Name: E - Mon 08/02/2021 07:30 8.00 REG 231100 5319 >
Pay Period: .
=] - Tue 08/03/2021 07:30 8.00 REG 231100 5319 >
E - Wed 08/04/2021 07:30 8.00 REG 231100 5319 >
=] - Thu 08/05/2021 07:30 8.00 REG 231100 5319 >
- - B - Fri 08/06/2021 07:30 8.00 REG 231100 5319 >
Transaction Listitems
“ Calendars ¥ Clockings =] - Mon 08/09/2021 08:00 8.00 HOL 231100 5319 >
¥ Adjustments. B A Tue 08/10/2021 07:30 800 REG 231100 5319 >
# Retro Calculator Adjustments
E - Wed 08/11/2021 07:30 8.00 REG 231100 5319 >
¥ Pay Period Only
¥ Show Requests =] @ Thu 08/12/2021 07:30 800 REG 231100 5319 >
E - Fri08/13/2021 07:30 8.00 REG 231100 5319 > -
Transaction List Actions
Exceptions v PpayDistributions (Daily Hours) AH:20.00 Total: 80.00
PostedA  Description Type Created ' CostCenter 231100 Job Class 5319
% 08/09/2021  Holiday Benefit was automatically generated Calculation  11/22/2021 16:27
Employee Favorites v
i Benefit Balances :‘l :v :h : :a ot
- e T
Category: FHO Beginning Balance: 0.00000 Ending Balance: 0.00000
REGT 800 8.00 8.00 800 800 40.00
Monthly View — Category: NME Beginning Balance: 0.00000 Ending Balance: 0.00000
Cat : PTO Beginning Bal: :0.00000 EndingBal : 0.00000
CLCAD S e Total Worked 200 800 800 800 800 40,00
Employee Actions v
2
Supervisors % = Accumulates toward worked hours
Employee Sections v Employee General Information
gatorDistbutces > PayDistributions (Actual Hours) AH:80.00 Total: 80.00

m Auto Labor Distributions > PayDistributions (Transactions)

Labor Distributions

Approved Time Card

Sign Off Your Timecard If you Approve your timecard, the
Approve or Reject your timecard thumbs up icon will display next to
- - your name.
I.:' Time and Attendance - Profile 1 - Microsoft Edge [ =[S g

v Employee Navigator

~ Employee: =

My timecard accurately reflects hours worked.

Un-Approve Your Time Card
If changes are necessary after you
i have already approved your timecard,

- select Employee Un-Sign Off to modify
i it before re-approving.
2 Employee Actions

Employee Un-Sign Off

Revised 1.14.22|11
PALOMAR

HEALTH
Medical Group




