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Click a link below to jump to a topic:

Getting Started

Payroll

Personal Information

Careers

Company Directory

Logdging in using Okta

Okta extra verification setup

Two-step (two-factor) authentication

Accessing PeopleManager from Okta

View vour paystub

Change vour federal taxes (W-4)

Enter (or change) direct deposit

Change your address

Change your phone number

Change your email

Change your emergency contact

Apply for job opportunities

Access the company directory

Add to your dashboard

Questions?
Contact the Associate Service Center at 877-936-2272 or AskHR@delawarenorth.com.
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Employee Self-Service

PeopleManager Employee Self Service allows associates to view their pay stubs
at any time - 24 hours a day, seven days a week, 365 days a year.

Logging in Using Okta

! Verizon & 10:39 AM

AA & delawarenorth.okta.com

1. Navigate to delawarenorth.okta.com using any web

J\Delaware
e browser or by downloading the Okta Mobile app on your
smartphone.
signin 2. You will be prompted to log into Okta.
i If you have a Delaware North email address and have

completed your Okta registration:

Sign into Okta using the same credentials used to access your
computer and your Delaware North email account.

If you do not have a Delaware North email address and
have not set up your Okta account:

1. Sign into Okta using the credentials included below:

Username: Your 6-digit Employee ID number
Password: First two letters of last name (first

letter capitalized, second lowercase), followed by the
first three numbers of your Employee ID and ending
with l@#. (Ex: Sm123!@#)

2. You will be prompted to create a new password and create
security questions.

3. You will also be asked to provide extra verification detail,
such as your phone number and email. Providing this
information will increase your account security.

. . J Delaware
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Okta Extra Verification

! Verizon & 10:39 AM

AA @ delawarenorth.okta.com e

If you did not provide extra verification detail
in your initial setup, you can log in and edit.

Extra Verification

! Verizon & 10:39 AM

AA & delawarenorth.okta.com

Okta Verify <o Q LaunchApp = & A~ X~

1. From the home page, select your name in the
upper-right corner and select Settings from the

Applicat

Security Key or Biometric

Authenticator

drop-down menu.

X Confluence

SMS Authentication

2. Select Edit Profile.

tangoe

Voice Call Authentication

3. You will be asked to verify your password.
aws

Display Language

4. You can then select the additional verification

factor you would like to set up.

Language English tauchpoint

Your default lan|
automatically sq
browser. To chal
anguage pleasd

0]

5. You can also download the Okta Verify app on
your smartphone to receive a push notification.

1] Office 365

6. Once the app is downloaded, you will be
prompted to add an account by scanning the
barcode provided in Setup.

- Two-Step (Two-Factor)

AA & delawarenorth.okta.com 4]

Authentication

J', Delaware
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1. After you set up your account, the next time you log in, you
may need to use two-step (two-factor) authentication to
_ B log into your account using the extra verification details you
B provided.

ntication to add an additional layer of
vhen signing in to your Okta account

s S 2. The options you are given will be based on what factors
oA you have enabled. Choose your preferred method of
authentication to proceed with login.

Setup

Powered by Okta Privacy Policy

Delaware
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Please note, at this time PeopleManager is not mobile compatible and
must be accessed on a laptop or desktop computer.

Sy
PEOPLE »

Favorites ~ Main Menu

My Quick Self Service Links 2o~ Home | Addto Favorites | Sign out
== Personal Information Summary Favorites  Main Menu > Self Service > Payroll and Compensation > View Paycheck
B==] Review a summary of your personal information.

View Paycheck
Jane Smith

=] View jobs and manage your applications.

My_Pay Review your available paychecks below. Select the check date of the paycheck you would like to review.
= View Paycheck

15 W-4 Tax Information [+ Select Paycheck |

CheckDate Vi Company Pay Bogin Date  Pay End Date

02/28/2020 Management Services, Inc 02162020 02/29/2020
02142020 View Paycheck  Management Services, Inc 020172020 02/15/2020
01/31/2020 Management Services, Inc 01/16/2020  01/31/2020
011572020 Vi check Management Services, Inc 01/01/2020 01152020
12/31/2019 | View Paycheck  Management Services, Inc 1211622019 12/31/2019
12132019 Vi heck  Management Services, Inc 12012019 12152019
1112072019 View Paycheck  Management Services, Inc 1111672019 1173072019
11152019 View Paycheck  Management Services, Inc 10172019 11152019

103172019 View Paycheck  Management Services, Inc 101162019 10/31/2019

1. Once logged into PeopleManager, click on View Paycheck.

2. Your list of available pay stubs is displayed on the screen. Click the View Paycheck button on the
line of the check you wish
to view.

3. Your pay stub will open as a PDF file in another window. It can be printed, if needed.

4. The eight most recent paychecks will be displayed. If you do not see the paycheck that you
would like to view, click View All to see a full list of your paychecks.

Important: Your internet browser’s pop-up blocker must be disabled in order to view a paycheck.
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1. Once logged into PeopleManager, click on W=4 Tax Information.

2. Enter your desired changes to your W-4 Tax Information and click Submit.

PEOPLE D

Favorites  Main Menu

Home | Addto Favortes | Sign out

Favorites = Main Menu > Self Service > Payroll and Compensation > W-4 Tax Information

My Quick Self Service Links S o~

== Personal Information Summary.
=] Review a summary of your personal information

w 7 Help [& Personalize Page

W-4 Withholding Certificate

Jane Smith Soclal Security Number: ~ 111-11-1111

M: o
1| View jobs and manage your appiications. Management Services, Inc

My Pay Complete Form W-4 5o that your empioyer can withhold (he covvecl federal income tax from your pay.
T Youbarchocs Your withholding is subject o review by the IRS www,rs,g
ax Information

I

Does your name match the name on your social security card? If not, to ensure you get credit for your
eamings, contact SSA at 800-772-1213 of Go 10 www.5S3 Gov.

123 Main Stroot

Ilow Orleans, LA 70114

(®single or Married filing separately
Married filing Jointly (or Quallfying widow(er))
Head of Household(Check ony i you aro unmarried ard pay mors than hlf e st o
ping up a home for yourself and a qualfying individual)

Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempt from withholding
or you have concers about your privacy, see instructions for Form W-4 on the IRS website.

1. From the Main Menu box (pagelet), click the Payroll and Compensation link.
2. Click the Direct Deposit link.

3. To add an account for Direct Deposit, click the Add Account button.
Note: There is no limit to the number accounts that can be set up.
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PEOPLE D

Favorites  Main Menu

Home | AdditoFavortes | Signout
My Quick Self Service Links o~ Favorites | Main Meny > Self Service > Payroll and Compensation > W-4 Tax Information
=== Personal Information Summary.

87 Review a summary of your personal information.

7 New Window

? Help & Personalize Page
W-4 Withholding Certificate

Jane Smith Soclal Security Number: ~ 111-11-1111

=] View jobs and manage your appiications. Management Services, Inc

Complete Form W-4 50 that your employer can withhold o et federal income tax from your pay.
Your withholding is subject o review by the IRS wwwrs,g

y Pay
75 View Paycheck
5 W-4 Tax Information

[ Step 1: Personal informat

Does your name match the name on your social security card? If not, to ensure you get credit for your
eamings, contact SSA at 800-772-1213 of Go 10 www.5S3 Gov.

123 Main Stroot

Ilow Orleans, LA 70114

S

(®single or Married filing separately
Married filing Jointly (or Quallfying widow(er))
Head of Household(Check only if you are unmarried and pay more than half the cost of
keeping up a home for yourself and a qualifing individual).

Complete Steps 2 through 4 ONLY if they apply to you. To see if you are exempt from withholding
or you have concers about your privacy, see instructions for Form W-4 on the IRS website.

Check Example

a. Routing Number: It is important
to ensure that the routing

0L54

number represents a checking
and/or savings account only;
must be 9 digits long.

DATE:

: f—

DOLLARS (3 -

b. Account Number: It is

important to ensure that the MENO:
11012345678900 | | 0ooo:H | 10154

account number represents
a checking and/or savings
account only.

¢. Account Type: Use the pull down to select Checking, Savings, or Issue Check.

d. Deposit Type: Use the pull down to select Amount, Balance or Percent; this allows you to
determine the amount or percent of money to be direct deposited into the specific account.

e. Amount or Percent: If you selected Amount or Percent in the Deposit Type field, enter a
number to indicate the amount or percent that gets deposited into this account. The total
Amt/Pct for all account allocations must add up to 100%. If you select more than one
account, you must designate the last account as a “balance” account.

f. Deposit Order: Enter 1, 2, etc. to indicate the order in which you want the funds to be
deposited into the account (i.e., 1=first account deposited, 2=second account deposited, etc.).

4. \When done, click the Submit button.

5. The message shown here will display if the account was successfully set up. Click the OK button
to continue, or click the Sign Out button in the upper right corner of the screen to log out of
PeopleManager.

/ Delaware
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Change Direct Deposit

Associates can complete direct deposit changes through the Employee Self-Service
within PeopleManager. PeopleManager is now available through Okta Single Sign-On.
The PeopleManager tile can be selected from the Okta dashboard.

1. Once logged into PeopleManager, click on Direct Deposit.
Your list of current direct deposit accounts on file (if any) will be displayed.

2a. To edit an existing account, select Edit. 2b. To add a new account, select Add Account.
3a. Enter your desired changes 3b. Enter new account information
and select Submit. and select Submit.

To delete an existing account, select Delete.

Favorites  Main Menu

My Quick Self Service Links =y o~ Home | Addto Favorites | Sign out

= Personal Information Summary. Favorites | Main Menu > Self Service > Payroll and Compensation > View Paycheck
== Review a summary of your personal information.

Bl
=] View jobs and manage your applications.

T Wy pay

) New Window 2 Help

Direct Deposit
Jane Smith

2 v
= W Tax Information

ing Number  AccountNumber  Deposit Type

021000021 12345678910 Percent

091000019 0123456769

Balance

Pay_Statement Print Oplion

Add Account

If putting multiple accounts on file, make sure that you Direct Deposit

correctly identify the deposit order. CRSEAREERRl

Example: 1 = First Account Processed.
Routing Number: View check example
Also ensure that you enter an amount or percent.

Account Number:

To have the remaining balance deposited, select Balance “Account Type: )
- *Deposit Type: 3%
and leave the Amount or Percent section empty. ;"’ :“‘; -
mount or Percent:
*Deposit Order: (Example: 1 = First Account Processed)

Please note, only one change can be made every
24 hours. To enroll in the Money Network Paycard —

Solution, please contact the HR Help Desk Return to Direct Deposit
at 877-936-2272.

Submit

. . J Delaware
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Favorites  Main Menu

My Quick Self Service Links & o~ Home | Addto Favortes | Sign out

== Personal Information Summary Favorites | Main Menu > Self Service > Personal Information > Personal Information Summary

Review a summary of your personal information.

—_— Personal Information Summary

"] View jobs and manage your appiications.

Jane Smith

My Pay
1 View Paycheck
5 W-4 Tax Information

Name

Jane Smith

Home/Mailing Addresses

Address Typo Status. As Of Country Addross.

123 Main Streot
Home Current 10/02/2018 USA AptA
Now Orloans, LA 70114

123 Main Stroot
Mailing Current 10/22/2018 USA AptA

Phone Numbers.

P!
Now Orloans, LA 70114

Phone Type

1. Once logged into PeopleManager, click on Personal Information Summary.

2. Click Change Home/Mailing Addresses and select Edit.

3. To add a new address type (e.g., a mailing address), select an option from the Address Type
dropdown and click Add. Enter your new address in the fields and click Save.

Do not include any special characters (e.g., #, .). Home Address requires a physical location of
residence. PO. Boxes cannot be added as your Home Address.

PEOPLE P

Favorites  Main Menu > Self Service > Personal Information > Personal Information Summary

Personal Information Home | Addto Favorites | Sign out

Home and Mailing Address Favorites  Main Menu > Self Service > Personal Information > Personal Information Summary

To change a current address, click the Eit icon. To add a new address type (e.9. a mailing address), select the new Address T} &) New Window 2 Help [ Personalize Page

dropdown and click the Add button.

Edit Home Address

Do not include any special characters (e.g. # , . )

Change As Of: (0810572020 [}  (example: 01/31/2000)

Home Address requires a physical location (residence), PO Boxes cannot be added as your Home Address

Country: United States Change Country

Address 1:

Address 2:

AddressType  Status AsOf Country Addross Edit

Address 3:
123 Main Stroot City:
He Current 1000272018 USA AptA ) —
il S Now Orloans, LA 70114 @] Postal

County:

=

123 Main Streot
tA

Mailing Current 102212018 USA Ap!
Now Orloans, LA 70114

Retun to Personal Information

S Delaware
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1. Once logged into PeopleManager, click on Personal Information Summary.
2. Select Change Phone Numbers.
3. Enter your new phone number in the Telephone box and click Save.

4. To add a new phone number, select Add Phone Number. Select a phone type (e.g., mobile),
enter your phone number and click Save.

Favorites  Main Menu > Self Service > Personal Information > Personal Information Summary e ———

Phone Numbers

Home | AddtoFavorites | Sign out
Favorites = Main Menu > Self Service > Personal Information > Personal Information Summary

Phone Type Phone Number Proforred

w 7 Help [& Personalize Page

Main 333-123-4567

Emergency Contacts

Personal Information
Phone Numbers

Name Relationship to Employee Primary Contact
Smith, Karen Mother
'Add Phone Number
Change emergency contacts

Save
Email Addresses

esove “ ~ Required Fild

Email Type Email Address Proforred Retum to Personal Information
Business Jsmith@delawarenorth.com i

Other jane.smith@gmail.com

Change email addresses

Marital Status

S Delaware
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1. Once logged into PeopleManager, click on Personal Information Summary.
2. Click Change Emergency Contact and select Edit.

3. To add another emergency contact, click Add Emergency Contact and continue to follow the
next step.

4. Enter your new emergency contact in the fields and click Save.

Favorites | Main Menu > Self Service > Personal Information > Personal Information Summary

Home | AddtoFavortes | Signout

Emergency Contacts
Favo'nzes Mam_Menu > Sel’Sfrer > Personal Igformabon > Personal Information Summary

G)NewWindow 7 Help [/ Personalize Page

Name Relationship to Employee Primary Contact

Personal Information
Emergency Contacts

Smith, Karen Mother

Email Addresses

Contact Name Relationship to Employee

Email Type Email Address Proforred

Smith, Karon Mother
Business JISmith@delawarenorth.com
Add Emergency Contact
Change email addresses Save

Marital Status ‘

Marital Status:  oynoun Asof: 09052018

Ethnic Groups |

Description

Not Specified

S Delaware
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1. Once logged into PeopleManager, click on Personal Information Summary.
2. Select Change Email Addresses.
3. Enter your new email in the Email Address box and click Save.

4., To add another email, select Add Email Address, enter your new email and click Save.

D
PEOPLE A

Favorites = Main Menu > Self Service > Personal Information > Personal Information Summary
Email Addresses

Favorites = Main Menu > Self Service > Personal Information > Personal Information Summary

Email Type Email Address Preforred

0 NewWindow 7 Help [5 Personalize Page
Business JSmith@delawarenorth.com Personal Information
Other jano.smith@gmail.com Email Addresses

Jane Smith

Marital Status
Email Address Proferred Deleto
Marital Status:

Unknown Asof: 09/052018 Business JSmith@delawarenorth.com

Ethnic Groups
Description

Not Specified

S Delaware
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Favorites  Main Menu
Personalize Content | Layou
My Quick Self Service Links
== Personal Information Summary.

Review a summary of your personal information.

= Car
| == View jobs and manage your applications.

1. Once logged into PeopleManager, click on Careers.
2. Enter keywords to search for jobs or select the Job Title you wish to apply for.

3. Select Apply Now.

4. Continue to upload your resume and complete all required fields, then click Submit.

Favorites  Main Menu > Self Service > Recruiting Activities >  Careers

Careers Home My_Saved Searches

Job

rch My Saved Jobs

My Career Tools Favorites = Main Menu >  Self Service Recruiting Activities Careers

Careers Home
Welcome JANE

Job Description

Job Title: Cocktail Server, Orange City Racing and Card Club

Keywords:

JoB 10 539298

Last Three Months

Posted: Location: FL-OrangeCity(Racing&CardCiub)

Regular/Temporary: Regular

Advanced Search Se

My_Profiie

Email to Friend.

SaveJob  Apply Now. Retum to Previous Page

You do not have any notifications. First [<JPrevious Next [*]Last The Opportunity

Delaware North Gaming is searching for an energetic, attentive Cocktail Server to join our team at
Orange City Racing and Card Club in Orange City, Florida. As a Cocktail Server, you wil help create a
great guest experience by providing excelient service and care in every interaction. You should be a

skiled multitasker with a passion for customer satisfaction and knowledge of wines, beer, and cocktalls.

Job Title Location

Select

R

08/05/2020 FL-OrangeCit

Responsibllities

Greets guests on gaming floor and beverage outiets.
Communicates drink specials, answers questions about available beverages and takes beverage
orders.
Serves alcohol beverages responsibly, requests identification, adhere to all unit and company
alcohol service policies and procedures.
« Enters orders into point-of-sale system so that Bartenders can prepare orders.

Picks up drinks orders when ready and delivers orders to guests.
Observes and follows-up with guests to respond if they require additional service.

08/05/2020 FL-Orlando (Epcot)
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PEOPLE A

Home | AddtoFavorites | Signout
FEVEvI-'\tEE Mam_Menn

Search Menu: .
Personalize Content | Layout Help

My Quick ¢
- Persi (1 ADP SmartCompliance
Elreee o melemery
[T Company Directory
MyE (3 Seff Senvice

3 Manager Self Service
Ew 2 SetUp HRMS

(3 Enterprise Components

3 Reporting Tools

(3 Data Models

[E) Change My Password

[E] My system Profile

1. Once logged into PeopleManager, navigate to the Company Directory.
2. You can search the directory by Name, Job Title, Department or Email in the search bar.
3. Click on Advanced Search to bring up additional search options.

4. Click on the associate who you would like to view from the populated search results.

4. To view an associate’s contact information, click on Profile. To view an associate’s org chart,
click on Org Chart. To view your profile or org chart, click on My Profile.

Favorites

Main Menu > Company Directory

Org Chart Viewer

Favorites  Main Menu > Company Directory > Jeremy Jacobs > Jeremy Jacobs > James Houser > ScottSocha > Derek Zwickey > Eliot Hermanson > David Hayes > Adrienne

Org Chart Viewer Preferences

Search by Name, Job Title, Department, or Emai ) Advanced Search
Ty PromTe:

Search by Name, Job Title, Department, or Emai ®) Advanced Search
My Profile

&, Org Chart

Adrienne Shayne
- Actions

Job Title Coordinator ll-Support
Location Gideon Putnam

Address
Building GPH
Work Phone 51/226-4707

Email Ashayne

Department KR Corp Business Partner
Reports To David Hayes

Direct Reports (0)
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1. From the main menu select Content.

2. Once the Personalize Home Page window pops up, check Company Directory and save.

3. You can use the Layout next to the Personalized Content to place the directory where you
would like it positioned on your dashboard.

Home | AddtoFavorites | Signout

Favorites  Main Menu

PersonalizefContent | Layout
My Quick Self Service Links 2 o~

== Personal Information Summary.

1] Roview a summary of your porsonal information

e Car

17| View jobs and manage your appications.

My Pay
% View Paycheck
) W-4 Tax Information
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\f\ North.



Connect with Associates with the
People Manager Company Directory

1. Once logged into PeopleManager, fom the Main Menu drop down, select Company Directory.

2. Enter your search parameters in the search field:
Name or partial name, Job Title, Department or Email.

3. Select the associate you wish to view from the returned search results.

- Click the associate’s Name (link) to open their record to view more information
such as location, address and HR details such as the department.

- Click the Email username (link) to send an email to the associate.

4. When viewing your own record, you can view and update your personal information by clicking
on the Actions link below your name.

5. View or update your personal information using the Actions link on the Org Chart page as well.

Associates are not authorized to take any action on another associate’s record and will see the
message No Actions Available if the Actions link is selected for any record but their own.

6. View the associate’s organization and reporting structure by clicking on the Org Chart tab.

7. View the contact information of any associate in the Org Chart by clicking
on the associate’s name (link).

Favgrites | MainMenu > Company Directory

Search Results

Favorites  Main Menu > Company Directory > Jeremyvlatabs > Jeremy‘Ja:nbs > James Houser > S(nqun(hz > Devek;w\(key > EImlHeLmanswv > Dav\deaves > Adrienne]
Search results for: "hr” "
[SearchResuls ~~ Fad]ViewAl Fret B 458 0f8 4 Org Chart Viewer Preferonces

Job Title Department  Telephone Ext  Email

"Company Ditectory
HR Corp [Searciiby Name:
Adrienne Shayne Coordinator IFSupport  Business  518/226-4707 AShayne Seatch by Natne: Jotelitle. Departie it of Enial @ Advanced Search

Pariner My Org Chart
HR Comp AT . - Org Chart
Agnieszka Czelny Mgr I-HR Business  321/449-4324 ACzelny L
Fariies, Chart | List
HR Com
Alicia Bartels Coordinator I-HR Business ABartels 1
Partner
HR Corp
Aline Hartzoge Coordinator I-HR Business AHartzoge
Pariner
Amber Kuras Analyst I-HR Technology | HR Systems | 716/858-5887 AKuras
HR Cop
Amela Vautour Director [1HREP Business | 617/624-1624 Avautour
Pariner

David Hayes

HR Comp
Amy Johnson Mar II-HR Business  512/530-2909 AJOHNSON4
Partner
HR Com
Ana Galicia Mar II-HR Business LGalicia
Partner
Texas BB -
Andrew Hrabal Supv I-Commissary. Commissary-
Warehse
LR Con

Questions?
Contact the Associate Service Center at 877-936-2272 or
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