Accessing Your Pay stub Online

County employees are paid every two weeks by electronic transfer to the
financial institution of their choice. Pay check stubs are retained by the
County electronically on a secure server for a period of three years. For
employees new to direct deposit, you will receive a paper copy for 2 pay
periods at which point paper copies will no longer be distributed.

Employees may access and print out their pay stubs online through the
Orange County Employee Pay Stub Portal. You can access the Portal
through the County of Orange Intranet (which can be accessed from the
Sheriff’s Intranet) or at https://empinfo.ocgov.com.

It is very important when signing onto the Portal for the first time that
you write down your employee ID number immediately before
entering your new password!

Contact the Sheriff Help Desk at 714-834-4444 or Helpdesk @ocsd.org to
have your email address updated or to reset your password.

Contact your timekeeper if you forget your employee ID number. For
security reasons, your timekeeper will contact Payroll for the information.
The Sheriff Help Desk does not have this information.

If you do not have access to a computer at work or home, please contact
your timekeeper in writing to request a printout of your pay stub.
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In our continuing effort to meet the needs of County Personnel, we are pleased to launch the new Orange
County Employee Portal website. You will now be able to view your employee data online from a single
website. Below we will outline how to view your Pay Checks Online and activate your account. Access the
OC.EMPLOYEE.PORTAL by opening Internet Explorer & and entering https://empinfo.ocgov.com/ in the
Address bar.

| Address | hetps:fjempino.ocgor.com

OC Employee Portal Login

1. First Time Users
If visiting the portal for the first time, you will need to activate your account in the system. To activate
your account, click on the “First Time User” button at the bottom of the screen.

OC.EMPLOYEE. PORTAL

OCuanct Counrr Aupnon-C

T R e—
> passwords [ ]

© required fieids
Forgot Password?

.«— First Time Users
Click here

2. First Time User Form
Enter the following information:

Your First Name and Last Name (as it currently appears on your Pay Stub)
Last Four Digits of your Social Security Number

The Year you were born (e.g. 1975)

Your Zip Code (must match your zip code on file)

Click “Submit” after completing the “First Time User Form” to validate your data. If any of the
information did not validate the system will return a message “The supplied credentiais couid not be
verified. Please contact your local HR. Verify your information, fix any errors and click on the
“Submit” button to revalidate your data.
@ OC.EMPLOYEE.PORTAL
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FIRST TIME USER
‘You have logged on portal hefore, Please loginvialogin screen

o  Name (First, Last): ’ fare 53

B » astadignsofssn: ]
©® . Bimvear
@ » T Code:
* required fields
Having problems foggma in, pleas tact your iocal HR # login Tails

Click Submit—» [z ]
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3. INITIAL LOGIN PASSWORD CONFIRMATION
The Initial Login Password Confirmation page displays your name and your Employee ID. There are
three required fields on this page, create a New Password, confirm your Password, set a Security
Question and create a Security Answer. Please provide an email address, this email will be used for
password maintenance.

e OC,EMPLOYEE.PORTA

Onance Counrr Aupmmoz-Cowmeouss . Dane Suwosmon

oo Ponaidome  Esnere adiPiogan Goss  Emal Password  Logsut Process BERIS iR

PASSWORD
»  Employee ID: 000002 I<— Your Employee ID
»  Employee Name: Mary S Kay
%  Current Password: | |
»  New Password; ] me misst be beeen 7 and 25 characters

fong, and contain at least 3 of oflowing 4 classes,
* UPPERCASE lellers, iowercase lellers, numeric (0o
»  Confirm New Password: L1 o andepeciatcharactors such as (BIL. & 24"

@R% e+

#»  Security Question: [What s your tevarte calor? v

¥ Security Answer: I Hoeiny o hcass W
F il keop. existing securiy question and

" ; answer ifyou only change password and leave securiy
required fiekds answer blank.
Click Submit when compieted'—""m
For 3acuriy 1883053, your current and securly anawer are not ol

Piease reset your securlly answer if you forgot

a. Employee ID
Your Employee ID is your Login ID. Please make note of your Employee ID.

b. Create a New Password
Passwords must be between 7 and 25 characters and must have at least 3 of the following
characteristics:
i) Upper Case Letters
i) Lower Case Letters

il Numbers

iv) Special Characters (i.e. (}.." & "2V ~I@#3%N&**()_-+=).)
C. Confirm New Password

Enter your new password.
d. Email Address

Provide an email address. This email address will be used for password maintenance.

e. Security Question
The Security Question will be used to assist you when you forget your password. Use the pull-
down menu to select a Security Question.

f. Security Answer
Enter an Answer to the Security Question.

Your six (6) digit Employee ID will be your Login ID. This ID coupled with your new password
will give you access to the Orange County Employee Portal. Click on the "Submit” button.
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4. RESET YOUR EMAIL ADDRESS
You can now reset your email address from the OC.EMPLOYEE.PORTAL welcome page
and send a test email to verify the correct email address entered.

o OC.EMPLOYEE.PORTAL
Onanat Counrr A C - Dano

_ Portat Home  Benefts 457 Program  OC Jobs  Bengl nler  Emal Password  Logoul Process RETESTES g ~

o VIEW YOUR PAY CHECKS ONLINE

Weicome, Mary S Kay

Welcome to the Counly of Orange Employee On-line Portal. Select from the pull down menu the process you
choose to visit.

If you are a first time user, please refer to your new employee package for login process.
You may click on Email or Password links on the top to update your information.

ORANGE COUNTY'S INTERNAL AUDIT DEPARTMENT FRAUD HOTLINE

» Hfyou suspectiraud, waste or abuse of County resources call the OC Intemal Audit Department Fraud Hotline at (714) B34-3608.

= e tske calls or emails 24/7, Qur site is hitp/iwww.ocgov.com/audit

= You can call or email us anonymously and you are given p under Calfomnia Law.

e OC.EMPLOYEE.PORTAL
Ouasise Counr Al C . Davio

m Panal Home  Benefls 457 Program  OCJobs  Benefis Cenler  Emad Password  Logoul Process [RITSLET >

EMAIL
»  Employee ID: 000002
¥  Employee Name: Mary S Kay
»  Email: * [ocportai@ocgov.com 1 [ Test Eman
»  Confirm Emall: * oc| Ccgov.com

* required fields

To send a test messape 1o your email address, please click on "Test Email” bution. Please check your email afier some lime. If
you do nol recieve email from PayStubPortal, please iog back fo confirm that your email address is comect.

Email Address

Provide an email address in the yellow field. This email address will be used for password

maintenance.

Confirm Email
Enter your Email address to confirm address.

Test Email
Click on the Test Email button to send a test email.
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OC.EMPLOYEE.PORTAL Home Page

Once you have successfully accessed your account you will brought to the portal’s home page. From
this home page you will be able to view your recent pay history through the PayStub Application as

well as gain access to valuable information regarding Employee Benefits and other County programs.
Lastly, you may administer your User Account by choosing The “Change Password” menu option.
@ OCEMPLOYEE.RORTAL ) '

el Forid Harm  Gwinets 457 Progpon. 00 3o Dovofts Cunte Tl Pagssod Lomnd Pacoss

[Click to Select =]
Click to Select

Wekome 1o e Courty of Orange Employee Odine Fortal Sefect from She pul down MENy the BrOcess you ub Application
<hoo2e 1D wisi. . .
M yeus ore b firsd brnz wazt pleadc refor ln your now ermployee pachage for login process
You sy chok on Emal of Passwoid lnks on the 16p 10 updale yWas Fformation.

ORANGE COUNTY'S INTERNAL AUDIT DEPARTMENT FRAUD HOTLINE

= Vi ovaped voud. weshe o obune of Gourdy Inlemal dudi lca
= W ok colts o Tmat 247, Dur DHO 15 B e w atgey. comidud

= Youvon ol evamel vz smenrmousl end sew sre given Wisticbiower protecion under DoMatnio Las.

PayStub Application To access the PayStub Application, from the Home Page, select "“PayStub
Application” from the drop-down list on the top right hand corner.

a. The PayStub Application page can be divided into four parts

© Header Information- The Header section contains your Employee ID and Employee
Name as well as current Withholding Status and Leave Balances

@ PayStub History- This section contains your latest Pay stub history and is displayed in a
Summarized format. The Check date link allows you to view the Pay Check Stub in detail
for each date selected.

© County Wide Announcements — “Handouts” which were distributed to all County
employees with their physical Pay Stub are now viewable in the County Announcement
Section.

© Agency Specific Announcements — “Handouts” which were distributed to Agency
employees with their physical Pay Stub are now viewable in the Agency Announcements
Section.
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e OC.EMPLOYEE.PORTAL
Onance Counr

Avomon-Contaotus . Davis Sutiosreom
— Partal Home Eenefits O Joba 457 Program Logout

WELCOME, JANE Employee ID: 099339
o Employes Name:  JANEADOE Federal Tax Withhelding Status:  00M

Leave Balances: 58.00 COMP TIME 'l State Tax Withhelding Status: oom

PAY.STUB.APPLICATION

1

Clik Date ChicRdve Type  Di ay HetPay Aat YTD Total Grass  YTD Taxable Gross
0872372005 | 0O0000B2344310  REGULAR Issued $2,513.28 $1,365.82 §1,147.46 $51,536.52 $38,615.06
e 09/0872005 | 00000082343599  REGULAR Issued $2,284 80 $1,294.99 $983.81 $4902324 $36,895.14
08/26/2005 | 000000B2342300 REGULAR Issuad $2,284.80 $1,204.89 $889.81 $46,738 44 $35,408.70
071262005 | 00000082320494  REGULAR  Issued $3427.20 $1,647.34 $1,779.86 $42,16884 $32,427.82
07A%5/2005 | ©O0DDOB2338107  REGULAR Issued $2,513.28 $1,366.82 114746 $35900.68 $27,053.22

Click on the date link to access a detail view of each pay stub

* Attn alt County Employees. {ROMD}

b. Pay Stub Detail
Click on a Check Date link from the Pay Stub History to view the Pay Stub Detail.

C. To Go Back to the Pay Stub Application
Click on the “Back” button to select another Check Date link.
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@ OC.EMPLOYEE.PORTAL
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m Pattal Home BayStub Home Berefits OC Jobs 457 Program Logout

Employee Name: MARY 8 KAY |

Employee ID: 000002 Employee SSN:  00-X¢9511 i COUNIY OF ORANGE

Fed. Tax Status: 028 State Tax Status: 028 | PavroiL CERTIFICATE

A 031 Org: 440 Payloc: 031008 | Disiic: Sinition

I S P T e Aupntos-Conmoust

Payment Advice/Check#: 23050000002313 Type: REGULAR |

Issue Date: 111182005 ‘

Pay Period{#): 23

PP Begin - Ending Date:  10/28/2006-11/10/2005 [« | mack |

Current Pay Period Year-lo-Date

Total Gross Pay(Pay Elements): §$1,671.14 ¥TD Gross: $32,493.31

Total Deductions: §520.45 YTD Taxable Gross: $27,303.60

Net Pay: $1,150.68

Pay Elements: Rate Hours(Hrs:Min) Amount T l _‘E

¥ OVERTIME PAY $15.8800 22:38 $353.68 i

»» BLINGUAL PAY $0.4000 10239 $41.08

»» REGULAR §15.8800 7%.00 $1,254.52

* OT EARNED $15.8800 27.37 $0.00

* AL UNPLANNED $15.8800 1:00 $15.88

Deductions: Amount Year to Date

¥» 457 DC PLAN $20.00 $460.00

7> FEDERAL TAX $161.47 $2,730.34

> HLTH-BEFRTAX $96.11 $1,88053

¥r HLTH1%-BFTAX $1270 $29210

¥» MEDICARE-EE $22.80 $438.20

¥ OCEA $10.34 $23782

*» CREDIT UNION $0.00 $1,050.00

*» RET-CL PCKUP $32.26 $321.10

*» RET-2-GEMN-EE $110.29 $2,13588

¥ STTAXWHELD $30.48 $566.87

»+ UNITED WAY $5.00 $115.00

[E&mhllrsaﬂe Expenses:

Leave Category Currem B aslce(Hrs Mm] ai‘ssdaiﬂlﬂl’ i B i i

% ANNUAL LEAVE 35501 ““”“‘mmmuésmwm T T your peymt

?» COMP TIME 3:00 Consulting, or other professional advice or services. Payrol informetion posted on this

»> FLSA COMP 7700 website is the best representalion of the records of Orange County et the time of the update:
ot this website and ie not & gt or that funds ctually on depostt and
eveilahie in your personal account(s). You should consult with your mummm
wexity the avalabiity of funds in your You iidd alen not use the i on!
this webslle as & basis for income tax reporting as such information may be subject to
edustmerts from time to time. This websie end the information conteined herein are
provided “as is" and there ere no express or impiied representations or warranties
yegarding this document or the information. mcumntm lsunuloyws and it
subcontractors have best etforts in this webste
hawever the Counly does not warrant thet the websie or informetion will be error free or
will mest any particular criteris of performance or quallty. Your use of this website and

| information is at your own risk. The County will not be liable for any special, indired!,
incidental, consequerdial or punive damages or any ciher demages whetsoever relsting to
the use of this websile or information.
i 1
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d. Print Stub Detail
Before you print your Pay Check Stub you will need to access the Pay Check Stub Print view.
Click on the “Print Page® button located on the top right corner under the orange menu bar.
You will now see the print view format of the Pay Check Stub. To print go to File Menu and
select Print. Click on the “Back” button to go back to the Pay Stub detail.

County oF ORANGE = inet ol i
PavroiL CERTIFICATE Fed Tax Status: 028
Davio Sunostrom Q mﬂ ?::1‘ i gfus- 440 PayLoc: 031009
Avpos-Contsoust Payment Advice/Check # 23050000002313 Type: REGULAR
Issue Date: 1171872005
Pay Perio 23
« _Back | ﬁm 2 En:(iz; Date: 10/28/2005-11/10/2005
Current Pay Period Year-to-Date
Total Gross Pay(Pay Elements): $1.671.14 YTD Gross: $32,493.31
Total Deductions: $520.45 YTD Taxable Gross: $27,303.60
Net Pay: $1,150.69
Pay Elements: Rate Hours(Hrs:Min) Amount Year to Date
OVERTIME PAY $15.8800 22:39 $359.68
BLINGUAL PAY $0.4000 102:39 $41.06
REGULAR $15.8800 79:00 $1,254.52
OT EARNED $15.8800 27:37 $0.00
AL UNPLANNED $15.8800 1:00 $15.88
Deductions:
457 DC PLAN $20.00 $460.00
FEDERAL TAX §181.47 $2,730.34
HLTH-BEFRTAX $86.11 $1,980.53
HLTH1 %-BFTAX $12.70 $282.10
MEDICARE-EE $22.80 $438.20
OCEA $10.34 $237.82
CREDIT UNION $0.00 $1,050.00
RET-CL PCKUP $32.26 $321.10
RET-2-GEN-EE $110.29 $2,135.98
STTAX WHELD $39.48 $566.87
UNITED WAY $5.00 $115.00
[Reimbursable Expenses: |
Leave Category Curr. Bal(Hrs:Min)
ANNUAL LEAVE 355:01
COMP TIME 3:00
FLSA COMP 77:00
Log Out

For security, always logout before you “X” out of the OC Employee Portal website.

To Logout, click on the “Logout’ link from the orange menu bar. This link will take you back to the OC
Employee Portal Login. You have now logged out and can now “X" out of the OC Employee Portal
website.



