Human Resources Service Center (HRSC)

Log on to Lawson
Employee Space at
chsbuffalo.org/
associates
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Easy, fast, secure
access to your
HR Information.

Send a message
or scan to an
HR Speclalist at:

myhr@chsbuffalo.org

™ ) call 1-844-202-3016
to speak with an
HR Specialist

HRSC Teams
Data Analytics: handles reporting
Talent Acquisition: handles onboarding and new hires
Total Rewards: handles benefits and time accrual (PTO)



Lawson Employee Space

o Things to remember when logging into Employee Space to enroll
in benefits

o When logging in from home:

o  You can only use a computer — phones and tablets are not compatible with the Lawson software
o Internet Explorer and Mozilla Firefox are the only two supported browsers. You will not be able to
complete your enrollment using Google Chrome, Safari, etc.

o When logging in from work:

o Ifyoudon’t regularly access a computer in your job, there are computer labs at each site that you
can use to access your Employee Space to enroll in your benefits.



L.ogging on to Employee Space
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Accessing your New Hire Enroliment Event

Tax Changes: Click Here

Changes made to the TR Bode skl
have a significant impackon yaurpsyrheck

Pyt Vsrevat ookt m flenattsUte Dpartnt bop Cenres :l Todont Mamspement

urront Cpponannos PayToll Deducsons for Chanbes

w3 )\ l'z'ljtilfi ;




All dependent verification
documents must be
uploaded here or emailed
directly to this email
myhr@-chsbuffalo.org in
order for dependents to
be covered on CH plans

Dependent verification
documents include, but
are not limited to,
marriage certificates,
birth certificates, etc.

Enrolling
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which are referred

to as Identification Numbers in Employee Space
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Review and Submit

Errors, Warnings, And Messages

Benefits Cost Summary - Pay Period

Employes

Employes

Be sure to go back through and
address any missing information
and/or warnings. Messages are
for your reference.

Once you have reviewed your
elections, and have addressed
any errors or warnings, select the
submit button at the top of the
page. Once you submitted,
please keep the confirmation
printout as your reference.
MYHR will send you a
confirmation statement. If you
elected Medical/Rx coverage you
will also receive a Summary of
Benefits & Coverage (SBC)
document.



Review and Submit
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*IMPORTANT™

You have 31 days from your date of hire
to enroll in benefits. If applicable, you
must submit all dependent verifications
l.e. birth and marriage certificates if you
would like them covered on CH plans. If
you do not submit documentation by the
31st you will be enrolled in single
coverage. The next chance to enroll in
coverage will be at the annual open
enrollment period or a mid year
gualifying event |.e. marriage, birth or
adoption.




PTO

All new associates who are eligible for
PTO will be able to use their time by the
end of their probationary period (90
days). PTO is based on hours worked
and should be used for vacations,
personal time, holidays, sick time, etc.

Although you are accruing PTO on
hours worked from your very first day,
your balance will not be accessible in

Employee Space until your probationary
period IS over. 1o



Direct Deposit and Tax Forms in Employee
Space

o Tax Forms
o You can access both Federal (W-4) and New York State tax
withholding forms through your Employee Space

o Creating and Updating Direct Deposit
o Type in your account number and access your routing number from a
drop down menu of banking institutions
o If your bank is not listed in the menu, contact the Payroll department
to get your bank added
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Catholic Health Retirement Plans
There are two retirement plans:

403(b)
-Choose the percent of your pay to set aside pre taxed dollars toward your retirement
-Change or stop the percentage at any time
-Choose where fo invest the funds, there are many investment options available
-Always 100% vested in the 403(b) plan-this means whatever is in your account will be
yours to keep
-The 403(b) plan is record kept at Fidelity Investments-refer to the postcard sent to your
home address for information on how to enroll in the plan (online or by phone)

CHS Pension Plan
-100% paid for by Catholic Health-you don't put any of your own money into the
pension plan
-You become eligible for the pension after working for 1 year
-Pension crediit is eamed by working 975 hours per year
-100% vested after 5 years (5 years of working at least 975hours)
-Pension crediit is a percentage of your pay plus interest
-Pension statements are sent out annually once you start accruing a benefit
-For More information on your pension refer to the Summary Plan Description (SPD)
document
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New Hire Benefit Enrollment
Check List

Log into Lawson’s Employee Space and submit benefit elections within
31 days from your start date

If applicable, submit dependent verification(s), either while enrolling in
your new hire event or to myhr@chsbuffalo.org, within 31 days from
your start date. Please submit:

O Marriage Certificate
O Children’s Birth Certificate(s)
O Social Security Numbers for all dependents

Email myhr@-chsbuffalo.org with your beneficiary designations for your
company sponsored life insurance
0 What we require from you:
O The name & address of your beneficiary(ies)
O If they are primary or contingent
O What percentage you want to designate
le: Mary Sample, Spouse, 100% Primary
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THANK YOU

FOR

YOUR

ATTENTION
ANY QUESTIONS?




