|
Frequently Asked Questions

What is F-Stub?

e  E-Stubis an electronic version of your payroll earn-
ings details. Information is available for monthly pay
dates and year end W-Z processing.

Is E-Stub secure?

e You payroll information is protected by multiple
layers of security and encryption. All PIN numbers
and information are encrypted and cannot be dis-
played on either the web server or the County

AS400 System.
Lian | print the E-Stub information?
o Print options are located on the detail screen. E'St“h:

How much information can | view?

e Farnings information is available for  seven (7) E|E[:tl"l]l1ll: Pﬂy Stl.lb
years from your most recent pay date. W-2 infor-
mation is available for two (2) years. Presented by Augusta County Schools

How far in advance can infarmation be viewed?

e Farnings information is available once payrall is
processed—generally two days before pay day.
[tems in gray are dated greater than today's date
and are NOT available in your bank account.

Will | still receive a paper copy?

e [Direct deposit mailers will be processed through
the March 31, 2011 payroll. Beginning in April, pay-

RO

FINANCE DEPARTMENT CONTACTS:

rolls earnings will anly be posted electronically. Debby Berrington: (540) 245-5126
What if | can 't remember my PIN? Augusta County Schools dberring@augusta.k|2.va.us
e [ontact the Finance Department either by phone or Finance Department
email to get the PIN number reset. A new one will _ Renee Moomau: (540) 245-5128
be emailed to you. You can use the re-assigned EI‘J”h” LFW'S Road Fax: 540-245-al74 rmoomau@augusta.k|2.va.us
number under the “create a new PIN or other op- Fishersville, VA 22333 Web address:
tiI:ns" section to change the PIN to whatever you augustak|Z.va.us/finance Annie Harvey: (540) 245-5273
choose.

aharvey@augusta.k|2.va.us



How to Access E-Stub

Follow these steps to log on to the system and to create your
secure PIN:

e  [lick on the E-Stub icon located under the Auickiinks
section on the front page of the school board web site.
Log in links are also located on each schools web page.

e M the BAI Municipal Software log in screen, type ACSB
(all caps) for both the User Name and the Passwaord. No
Company Number is required.

BAI MUNICIPAL SOFTWARE

UserName: ACSB Helo
Password - ACSB
Company Number Loa0n /
Leve Company urber Blank to Use Delaut CO%
Versian 20110128 121506

20082010 BAI Musicipal Software. Al rights ietervid.

o [This initial log-in User Name and Password

will not change.

o C[lick the Log On button. This gives access to the School
Boards system.

o You are now looking at the Navigation Menu for Augusta
County Schools. To view E-Stub, select “Check Process-
ing" from the Function drop down box.

Navigation Menu Log Off |
Company: 40 - AUGUSTA CO SCHOOL BOARD
User: ACSB Help
Module:  Payrall A
Function:  Check Processing e
Options Tech Code
E-PAY STUBS PR2_EPAY

o To access the Pay Stub Inquiry screen, click on E-Pay
Stubs under the Options section in the lower |eft corner.

BAI.Net PAYROLL
Pay Stub Inquiry

CO#: 40 , AUGUSTA CO SCHOOL BOARD

Return to Navigation Log Off Exit

To create e PIN o for other PIN options, click here

Enter the following information and click the "Submit” button.
Last Name |

Birth Date

mmddyyyy

PIN

PIN 15 case sensinve

Version: 2010-12-20 81044

First time users must create a PIN before continuing. Find

“To create a PIN or for other PIN options,

click here  in the upper. right-hand section, Once you

click the “here” button, the following screen appears:
BAINet PAYROLL

Personal Identification Number Maintenance
CO#: 40 , AUGUSTA CO SCHOOL BOARD

Return to Navigation Log Off Exit

Create a New PIN

Forget Your PIN? \

Change Your PIN
Change vour Email address

Return to Processing

Version: 2010-11-22 84041

Click the Create a New PIN option to enter your individual
information.

BAI.Net PAYROLL
ate New PIN

TA CO SCHOOL BOARD

Enter all the following information, then click the"Submit” button.
First Name

Last Name

Social Security #

Birth Date

Email Address
Re-Enter Email address to verify:

PIN

Eviter ai least 5 charactars This fiald i ease sensiiive
Re-Enter PIN to verifi:

Question to ask if PIN forgotten

Answer

Re-Enter Answer

Previous | Submit

e Fill out the information requested in all of the fields.
Your first and last names must match what is in the
payroll system (no_nicknames). Check your last pay
stub to verify.

o PLEASF NOTE: The PIN is case sensitive.

o The email address can be your work or home address.

e  [nce all information is complete, click on the Submit
button.

BAINet PAYROLL
Personal Identification Number Maintenance

CO#: 40 , AUGUSTA CO SCHOOL BOARD
Log Off Exit

Create a New PIN

Forget Your PIN7

Change Your PIN
Change vour Email address

Return to Processing

/ Version: 2010-11-22 84041

e [lick on Return to Processing, and enter your last name,
birth date. and newly created PIN. This will take you to

the Pay Stub Inquiry screen.

Your
Gross and
Net Pay
will
iz Appear
R Haae ' Here

vik i
Kb - vt thr v gy e ok o ¢ ik D i Tandey's D Fards ot s it mey ot b mpdiiod 1 yvn Bk Aot ot S
Fresnois

55 BY DATE RANGE

From Dute; 11755 n o Dute; 2707711 m

[ VPt Earmungs by Datie Range ]

e Youmay now select the pay date information you wish to
view or print.

e When finished, click on Log Out at the top of the screen.
You should then close your browser after logging off.



