Information Technology Services
Luther College

Norse Hub: Instructions for Employees

NorseHub.luther.edu provides students, faculty and staff, parents, guardians, or proxies
self-service access to manage your information. Employee Self Service features allow
employees to view their tax information, earnings statement (previously called pay advice), time
entry, leave balance, position history, stipend history, current benefits, and change banking
information.

Log in with your Norse Key username and password
Update Personal Information

Employee Self Service

Sign out to end your session
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Log in with your Norse Key username and password

¢ > C & nomsehublutheredy

Norse Hub

Sign In

User name

| norseuser
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Employee Menu

Norse Hub (Test) 8 emp1 > signout @ Help

Hello, Welcome to Norse Hub!
Choose a category to get started.

Financial Information

rEI. Tax Information @ Banking Information

Here you can change your consent for e-delivery of tax information. Here you can view and update your banking information.

Employment

e e m Employee bl Search for Courses
Here you can view your tax forms and consents, earnings statements, time cards '~ Here you can view and search the course catalog.
and leave balances. @
Daily Work
n Financial Management g Required Agreements
User Options Here you can view the financial health of your cost centers and your projects. Here you can view any Agreements required for Registration

g Registration Clearance
Here you can view any potential issues that need to be cleared for Registration.

Navigation: Click on the menu icon E in the upper left corner to expand and collapse the
navigation menu.

Getting help: Click on the ? Help’ button in the upper right corner of the screen. For more
information, you can contact the Technology Help Desk at helpdesk@luther.edu or
563-387-1000.
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Update Personal Information

Edit Personal Identity by choosing User Options, then User Profile from the menu. You can
choose your preferred pronoun and gender identity. Pronouns are displayed in class rosters,
academic advising materials and the printed student schedule. Gender Identity is maintained in
the person’s record and your own profile page. It is not visible to anyone else in NorseHub.

Identity Details

View your Personal Identity preferences.

Preferred Pronoun @

[ He/Him/His V]

Gender Identity ()

= g

Cancel

Employees can send name changes, address and phone number changes to the Human
Resources Office by calling 563-387-1134 or sending an email to hr@luther.edu.
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Employee Self Service

Financial Information v NO[‘Se Hub (Test) & marysmith (> signout @ Help

Employment Employee Employee Overview

Employment

Welcome to Colleague Employee Self-Service!

Employee
E.J Tax Information =6 Time Entry

Employee Overview Here you can view your tax forms and consent for e-delivery of tax Here you can fill out your timecards.
information.

Tax Information

X =6 Time Approval @ 5  Earnings Statements

Time Entry =] = ) 8 ‘
Here you can approve or reject timecards for the people you Here you can view your earnings statement history.
supervise

Time Approval

Earnings Statements Leave El Position History
Here you can view your leave balances. Here you can view a list of your positions.
Stipend History Q:‘d' Current Benefits

Position History Here you can view a list of your stipends. Here you can view all your current benefits.

Stipend History
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Current Benefits

You can view a summary of your current benefits and links to many benefit plans and employee
resources provided by Human Resources.

Instructions for Banking Information, Time Entry, and Paid Time Off (PTO) can be found on the
ITS Technology Help Desk website.

Press the ‘tab’ key to move between fields.
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Employee Tax Information

You can choose to receive your tax forms electronically and view the current year and previous
year forms online.

Norse Hl.lb (Test) & janedoe (> signout @ Help

Employment Employee Tax Information

s B Em)
Tax Information

[
Evs

W-2 Information 1095-C Information
®8
Select an option below to set your preferences for receiving your electronic 1095-C:
(__) Receive my 1095-C only in electronic format
—

By selecting this option, | agree to receive my official 1095-C only in electronic format. | understand that by consenting to receive my 1095-C in electronic
format, | will not receive a paper 1095-C statement. | understand that by consenting | will have access to view and print all of my prior, current and future

@ 1095-C statements until | remove my consent. If | do not provide this consent, my 1095-C form will be furnished only on paper. | understand that if | wish
to receive a paper statement, | must call or visit the Payroll office during regular business hours. A request for a paper statement will not be treated as a
withdrawal of consent to receive future statements electronically. To view the 1095-C statement online, | will need a current browser and a PDF viewer. If
I need to include the 1095-C statement with a federal, state, or local tax return, | must have access to a printer.

o Withhold my cansent

| understand that | may withdraw my consent either by returning to this form and removing my consent or by writing to the Luther College Payroll Office
at 700 College Drive, Decorah, IA 52101, (563) 387-1135, payroll@luther.edu. Payroll will confirm the date on which the withdrawal becomes effective, and
the withdrawal will not apply to statements that were furnished electronically before the withdrawal became effective. | understand that if my
employment with Luther College terminates, this consent will automatically expire and all future 1095-C statements will be furnished on paper.

Earnings Statement

You can view your monthly earnings statements online. You may select the year from the drop
down options or double-click on the pay period you wish to view. Your earnings statement
displays and you can download to a file on your workstation. If you are on a public workstation,
be sure to delete any files that you download and close your browser when you exit Norse Hub.
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Norse Hub (Test) & janedoe (> Signout (D Help

mployment Employee Earnings Statements

Please use the Leave page to view your current leave balances.

Financial Information v
Earnings Statements

Employment
Once you select a year, click a pay date to view and download the statement as a PDF.

Employee 2019 h | B oso22010

) @ 08/21/2019
Employee Overview

Tax Information
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Earnings Statements

Position History

Stipend History

I ADVICE_0524481_..pdf  ~ Shﬂwa"d :

Click on the ‘Show All' button at the bottom of your screen. Double click on the file to display the
earnings statement in your browser.

C @ Chrome | chrome://downloads W &

@ httpsi//coll-ss-testl.. @ httpsi//norsehubllu.. o 128K & Bookmarks I Luther College Nor... » Other t

Downloads Q, [search downloads

B Your browser is managed by luther.edu

Today

ADVICE_0524481_21Aug2019 (1).pdf % X
@ https://coll-ss-test.luther.edu:8174/Student/HumanResources/EarningsStatements ...

Show in folder
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Your earnings statement will appear in your browser and you can click on the printer icon in the
top right corner to print your statement if desired.

C @ Ffile | C/Users/qullick/Downloads/ADVICE_0524481_21Aug2019%20(1).pdf Y & @

@ httpsi//coll-ss-testl.. @ httpsi//norsehubllu.. & 128K s Bookmarks [ Luther College Nor... » Other bookmarl

ADVICE_0524481_21Aug2019 (1).pdf Y

ADVICE_0524481_21Aug2019 (1).pdf

O Earnings Statement
Amt. This Period Year to Date

Net Pay $450.53 $450.53
Advice # 049781

Luther College Employee: Jane Doe Federal Withholding Status: Single
700 College Drive 700 College Dr State Withholding Status: Not

Applicable
Decorah, I1A 52101 Decorah IA 52101
Federal Exemptions: 1

Period Beginning: 7/27/2019 Employee ID: 0524481 State Exemptions: 1

Period Ending: 8/9/2019 Position: Custodial Staff Add'l Federal Withholding:

Pay Date: 8/21/2019 Add'l State Withholding:

Earnings

Earnings Type Rate This Period Year To Date

Regular $7.2500 $580.00 $580.00
Total Gross Pay $580.00 $580.00

If you are on a public workstation, be sure to delete any files that you download and close your
browser when you exit Norse Hub.
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Leave Balances

Leave displays the amount of leave remaining for each of your leave types. Not all employees
will see leave plans.

Leave Balance Details X

Description Paid Time Off ~
Accrual Rate 0.1346
Accrual Limit 360.0000
Maximum Carryover

Maximum Rollover

Starting Balance

Earned

Used

Adjustments

Balance

You may view your position history if you have held multiple positions at Luther College.

You may view your stipend history if you have received stipends while employed at Luther
college.
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Sign out to end your session

Because Norse Hub contains private employee information, be sure to ‘Sign out’ when you have
finished working and close your browser. If you are working on a public computer and have
downloaded any information, please take care to delete it.

To delete a file, find the file by searching for ‘advice’, click on ‘open the file location’, then
right-click on the file name and choose ‘delete’ from the options displayed.

All  Apps Documents Settings ~ Web More ¥ Feedback

Best match

@ ADVICE_0524481_21Aug2019

(1).pdf [ PDF |

PDF File
Last modified: 10/8/2019, 5:00 PM ADV|CE_0524—481 _21 Au9201 9 (1 ).pdf
Documents PDF File
@°  Advice from Grandma.pptx >
3 ClUsers\gullick\Downloads
@ ADVICE_ 0524481 21Aug2019.pdf N Location CAUsers\gullick\Downloads
N Last modified 10/8/2019, 5:00 PM
m  ADVICE_0524482_23Aug2019.pdf >
Folders -
7 Open
Advices ? 1] Open file location %
Search the web I Copy full path
£ advice - See web results >
A advicent >
£ advice synonym >
L advice| 0524481_21Aug2019 (1).pdf

— Employment Norse Hub (Test) &, janedoe (> Signout @ Help
N——
Employment Employee Employee Overview
Employee
Welcome to Colleague Employee Self-Service!
Employee Overview
Tax Information EQ, Tax Information =6 Time Entry
Here you can view your tax forms and consent for e-delivery of tax Here you can fill out your timecards.
information.
Time Entry
Time Approval =6 Time Approval 5  Earnings Statements
Here you can approve or reject timecards for the people you " Here you can view your earnings statement history.
Earnings Statements supervise
Leave ] Position History
Here you can view your leave balances. - Here you can view a list of your positions.
Position History
Stipend History Eg Stipend History @.‘? Current Benefits
Here you can view a list of your stipends. Here you can view all your current benefits.

Current Benefits
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