Employee Portal Navigation and Information Review

Employee Portal Navigation and Information Verification
The instructions below are designed to guide the employee through the Trion portal.

To access the login page, click here: Employee Portal (trionworks.com).

To create your username and password, select Register and follow the prompts. After you have registered and
created credentials, login to gain access to the Employee Portal. Inside the portal you can view personal information
and make changes if necessary.

. Dashboard - After logging in you will default to the Dashboard page.
a) From the Dashboard you have quick access to pay stubs, benefits and any messages from your

employer.
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Employee Portal Overview

1. Personal — Under the Personal tab you can view your Employment Summary, Personal Info, Contact Info,

Address, Emergency Contact and Veteran Status.

# HomeFPags
a) Employee Summary —is view only and provides a summary of your
employment information.
b) Personal Info — View only information specific to you.
c) Contact Info — Email and phone number. o Personal w
d) Address - If you have moved or your address is not listed correctly, you can
select the Address tab and select Change Address. Here you can complete Emploment Sumemar
and save a different address for each option: Personal info
i Resident )
i.  Mailing Sone R
iii. W-2 Addrezs
e) Emergency Contact
f) Veteran Status Emergency Contacts
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Employee Portal Overview

1. Benefits — If you have benefits through Trion, you'll access your Benefit information here.

V. Pay — Here, you will be able to view Pay History, see your YTD information by selecting Payroll Inquiry
and add or remove a Direct Deposit account.

# HomeFags
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a. Pay History — check stubs

.-. Parzonzl >
b. Payroll Inquiry
i.  Earnings W fenelics ’
ii.. Taxes Withheld 4 Pay * w
iii. Deductions
. . Psy History
iv. Pay History
Payroll Inguiry ==
c. Direct Deposit — Employees may have up to 8 direct Direct Deposit
deposit accounts. & sickTime

i To add an account, select Add Account.
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Employee Portal Overview

VL.

VII.

VIII.

Sick Time — If an employee qualifies for Sick Time, all information will be found here or under the Paid
Time Off tab in Menu options.

Documents — The Documents tab will store employee forms, uploaded by the employer or employee.

Events — Will inform an employee of any upcoming events, such as Open Enrollment.

Taxes — Employee tax selections can be viewed, updated or printed from this tab.

a) Tax Withholding — View and/or Update R
M Taxes -
b) W-2 - View/Print -
c) 1095-c— View/Print w2
1055-C

&t Onboarding

d) To update Tax Withholding information, Select Update Forms.

Tax Withholding [l Update Forms
Federal Tax MA State Tax - Resident
Allowance Status
2 Head of Household
Filing Status Number Of Exemptions Claimed
Married (pre 2020) 2

i Next, select Start under Employee Withholding Resource Center.

Employee Withholding Resource Center

The assistant can guide you to the correct forms. You can also
choose which forms you would like to fill out if you're certain

od



Employee Portal Overview

Next, select options to update Federal and/or State withholdings. Then select,
Continue.

Please select which sections you would like fo complete:

Note: Qpting out of jurisdictions, to which you may be liable, may result
in not enough taxes from being withheld or your employer to withhold
at a higher rate.

Federal

® | wish to complete forms for this jurisdiction. Please help determine which
withholding forms apply o me

| wish to MOT complete forms for this jurisdiction at this fime

-~
( Massachusetts Resident

® | wish to complete forms for this jurisdiction. Please help determine which
withholding forms apply fo me

LC I wish to NOT complete forms for this jurisdiction at this time

o il

Complete the Federal Survey by selecting the appropriate option.
Example: Select, | want to continue in English. Then select, Next.

Federal — Survey

© Check my progress

Select the correct choice: Foreign Earned Income Exclusion, Nonresident Alien, Continue in English, or Continue in Spanigh

) Foreign Earned Income Exclusion - | expect to qualify for the foreign earned income exclugion under either the bona fide residence or physical

presence test for calendar year or other tax year
Survey »

iv.

' Monresident Alien - | am exempt from withholding on P for independent (or eligible dependent) p | services of a Monresident

Alien Individual, see instrucfions for Form 5233

) Quiero continuar en Espafiol

| want o continue in English

Instructions for Form 8233:
oo EERAP

Next you will be directed to Start the form(s) selected in the previous step. Select,
Start to begin your form.

Federal — Summary

@ Chack my progress

Based on answers you provided, we have determined the following
Federal withholding form{s) may apply to you.

Locality Mame Title Status

m FEDERAL W-4  Employee's Withholding Certificate Mot completed

£ Back



Employee Portal Overview

V. Follow the prompts and complete all required fields.

Tax Withihol

Federal — Employse's Withholding Certificate — W-4

@ Check my progress Would you like to complete step 4 (Other Adjustments) for other income, deductions, and extra withholding? This step is optional.

\ O Yes

Reguired Fields

vi. Scroll to review form selections. Print form if desired. If information appears to be
correct select, Submit Form.
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Employee Portal Overview

IX. Logout / Account Settings — Located in the upper right corner of your screen, select the icon with your
first initial.
a) Select Account Settings to reset your password.
b) Log Out - to end session.
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