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Overview

People Central is a system that contains profile information about you and
People the position you hold at the company. It also is where your pay related
Central information such as paystubs and tax deduction information is located. In

addition, you can find information about other people who work at the
organization.

What will I do in People Central?

Team Member Can:

¢ View and update personal profile information
e View organizational charts

o Access personal payroll related information such as paystubs and W2 details

© 2018 Walgreen Co. All rights reserved. 2
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Home Page

The home page consists of a collection of tiles that show you information and allow you to
navigate to other areas of the system.

(i, People Central & e N [ @ Kl hedkwd
To-Do

Finish Your Profile

2018 and prioe year Balance Rewards PTO Quick Links. People Central Links
paystub and W2s

Home Icon: Select this icon to return to the home page.

Home Drop Down Menu: (Home, Company Info, My Personal
Profile, Admin-Center, Reporting) Use this drop down as a quick
way to navigate to each area of system.

Search for Actions or People: Enter specific names to search and
pull up profile information on other people in the organization. Or,
enter action key words, such as address or payroll.

Q Search for actions or people

[? Notifications: Informs you of transaction statuses and important
dates.
@ To Dos: Alerts you to pending actions you need to take in the
system.

Profile Picture and Person ID: Upload a profile picture that other
. Amber Foster (1234667)  team members see in the Org Chart section.

Your Person ID also appears in this corner of the banner, but is only
visible to you when you are logged in.

Org Chart Org Chart: Displays information about the hierarchy of all
people and departments within the organization. Use the
Org Chart screens to drill down or up within the

=, 7 organization.
Direct Reports
(7 total)
2018 and prior year i
ot o Was 2018 and prior year paystub and W2s

Provides links to:
) e Walgreens Pay Stub (Historical)
& e Walgreens W2 (Historical)

© 2018 Walgreen Co. All rights reserved. 3
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PTO PTO: Displays your Paid Time Off (PTO) accrual rate and
any Vacation or Sick balances. This information updates
weekly.

174

Balance Rewards Balance Rewards: Allows you to enter your Balance
Rewards card number to apply your employee discount to
the card.

Quick Links Quick Links: Provides links to W4, 19, myHR, LTMP,
Kronos, Applicant Tracking System (ATS), and Your Total
Rewards

© 2018 Walgreen Co. All rights reserved. 4
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My Profile: Editing Your Personal Information

The My Profile section contains all personal and job related information the
company has for you. It's important that you verify the information that
Walgreens has on file about you is correct.

There are seven categories of data on the My Profile screen. These
categories appear as tabs at the top of the screen.

e Personal Information

e Employment Information
e Leave of Absence

e Payment Information

Note:

If information captured in the
My Profile section is
incorrect, and you cannot edit

e PTO it yourself, please send a

e Payroll re(lq(uest@to I .
askHR@walgreens.com for

° WOLF Check further review and response.

e Badge

e Profile

My Profile Icons

As you navigate through My Profile, small icons and links appear on the screen or next to certain
fields.

i

/ @ * Show more Show less Show
222334444
Hide
The pencil icon Theclock icon  Primary values Select the Select the The default
indicates fields indicates that are indicated Show more Show less display setting
you can edit. there may be with a gold star.  button to display button to hide for confidential
historical data For example, if  additional additional information is
Select the available. you have three  information that  information. hidden.
pencil icon to emergency may be hidden
edit information.  Select the clock contacts listed,  on the screen. Select Show to
icon to view you can display
historical data. ~designate one additional
2im el {pllimelyy information that
contact.

© 2018 Walgreen Co. All rights reserved.
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Personal Information

National ID Information
National ID Information

This information shows your Social Security number Sl United States

. o . Social S i s
if you are a U.S. citizen. National ID appears for e e Show
global team members. Is Primary Yes

Address Information

This section displays your home address. Select the

o . L. . Addresses 7 O
pencil icon to edit this information.

Home (No PO Box) 444 W. Arrow Dr.

Anytown
No P.O. Boxes are allowed as your home address. For e
tax purposes, the company must have an address on Unitedbtates
file with a physical location.
Note: If you live in a state where some rural locations
only have P.O. Box format for the physical location
address, these will be allowed.
Personal Information
Personal Information ~7 ©
This section displays two types of B e
i n fO m atiO n Salutation - Nationality
' First Name Amber H. Gender Female
. Last Name Foster Marital Status Married
Personal Information: Your name and i : :
i X iddle Manager Native Preferred  English
marital status are among the key fields Name/lnitials Language
in this section. Display Name - Suffix =
Maiden Name
Country Specific Information: This
section displays your Race/Ethnicity Country Specific Information
and official name. E= United States
Race/Ethnicity White
Select the pencil icon to edit these STployRes ik koser
| given in
sections. Form CC-305
Submission date
of Form CC-305
Veteran Status Yes
Disability Status ~ Not willing to answer
from Form CC-
305
© 2018 Walgreen Co. All rights reserved. 6
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Person Identification

This is your unique company Person ID
number. In the past, this was called
Employee ID. Your Date of Birth also Bemonlp
appears here.

Person Identification ~

1234567 Date of Birth Dec, 16, 1956

Use the pencil icon to update Date of
Birth.

Contact Information
The information in this section is used to SEac: HopnRtion s &
send you important Company_re|ated Personal afoster_123@bmail.com
emails.

Home Phone = 202-555-0121
Select the pencil icon to update your
contact information. You can add
multiple emails and phone numbers.

Emergen n
ergency Contacts Primary Emergency Contact ~

These are people who will be contacted STy | GuinFostar
in case of an emergency, such as o Olier
illness or accidents. b oy
Email
Details [0
© 2018 Walgreen Co. All rights reserved. 7
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Employment Information

Organization Information

This section is further
categorized into two separate
sections:

Position Information: Details
specific to the position you
currently hold at the company.

Organizational Information:
Details about where your
position fits within the
company structure.

Job Information

This section outlines details
specific to your job and
position such as:
e Job Code
e Job Title
e Timein Job
e Standard Weekly
Hours
e Full Time/Part Time
Status

Job Relationships

This section shows dotted line
manager relationships, if you
have one. For example, some
positions have a primary
manager and secondary
manager. The secondary
manager will show as a dotted
line relationship.

© 2018 Walgreen Co. All rights reserved.

Position Information ©
Effective as of: Jul 1, 2017
Position Store Manager

Position Entry
Date

Jul 01, 2017

Organizational Information

Matthew A. Becker
Manager
Company (Legal

Entity)
Company Group  Walgreens

Walgreen Company (5001)

Job Information ©
Effective as of: Mar 2, 2018

Employee Status Active

Position Type Store (Custom Position 3)
Country United States

Job Code Store Manager (20000028)
Job Title Store Manager

Business Card Title Store Manager

Job Entry Date Mar 01, 2018

Time in Job 0 Years 4 Months 9 Days
Person Classification Employee

Person Type Salaried-Exempt
Contingent Worker =

Type

Standard Weekly Hours 40

Working Days Per 5.0

Week

Full Time/Part Time Full Time

FTE 1

Time In Position

Show more

0 Years 10 Months 6 Days

Division Retail Pharmacy USA (100)
Business Unit y and Retail Op
(654)
Department Eastern Operations District
Management (1099)
Work Schedule 5 Days 40 Hours
Certified Pharmacist No
RX License Registration
Date
Floater Indicator
Union Non Union
Working from Home? No
Is Cross Border Worker No
Acquired Person No
Indicator
Acquired Company
Acquisition Date
Retention Agreement
Date
Ring Fence Date
TSA Flag -
Performance Rating 51
Performance Rating Aug 31, 2017
Effective Date
Show less

Job Relationships

No data
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Employment Details

This section contains date
information that helps identify
key dates with the
organization.

If you separate, and later Employment Details
return to the company these Original Hire Date Feb 08, 2008 Adjusted Service Feb 08, 2008
Date
R Hire D Feb 08, 2008
dates are updated based on ecent Hire Date ¢ s e b

company rules and guidelines
in place at the time of your
return.

Note: While not all, most
programs will look at a Team
Member's Adjusted Service
Date to determine benefit
eligibility.

Compensation

Information i 2
Compensation Information 7 ©

Effective as of: Aug 1, 2018

This section shows your Py Chuargs s
Payroll Area and Pay Payroll Area Walgreens Group 45 (45)
frequency. Payroll Area Descr  Bi-weekly

Select the clock icon to view
compensation history data.

Pay Component Non-Recurring

This section shows any payments provided to you that are

considered non-recurring such as: Non-Recurring Pay
» Sign-on bonus

* Intern housing

* Paid family leave
* Transfer incentive

No data

Note: Data only shows in this section if you have one of the
above pay components. Otherwise, the section is blank.

© 2018 Walgreen Co. All rights reserved. 9
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Leave of Absence

This section shows the leave and return dates if you are out

on leave. Upcoming Time Off

There are no upcoming absences.

Payment Information

This section is where you enter your direct

deposit and bank related information. This Payment Information ~ @

information is critical to keep up to date to avoid Effective as of: Jul 01, 2017

any negative impacts on pay dates. IMPORTANT: The Employer only allows one form of
payroll funding.

It also displays the authorization disclaimer you Pay Type War Payment Wethod

Payroll paper check option is only
available for employees working in New
Hampshire, New York or Georgia.

need to sign before enrolling in direct deposit.

To enroll in or change your direct deposit Payment Method Direct Deposit (05) [E]
settings, select the pencil icon and complete the Bank Country .
available fields. Bank
Account Owner
Routing Number ARAREAL
Show
Confirm Routing N
Show
Account Number T
Show
Confirm Account SIS
Number Show
Currency US Dollar (USD) 5
© 2018 Walgreen Co. All rights reserved. 10
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Payroll

This section contains Payments & Deductions, Taxes, and Online W2 information.

Payroll -

Online W2

Payroll Payments & Deductions
W2 Election

Payment Summary
Taxes

W4 Information

w2
Residence Tax Area

Work Tax Area

Unemployment State

Show less

e Payment Summary (link to your paystub)
e Online W2 (access to your W2 elections and electronic consent), and W4 information.

WOLF Check

Note: * Use the > in the banner to scroll to the right and view the WOLF CHECK tab.

This section is View-only and displays the Board of

Pharmacy license credentials that have been

recorded in the Walgreens Online Licensing Function Valid Licenses
(WOLF) system for pharmacists, pharmacy Wolf Check o data
technicians, and pharmacy interns. Any required

changes must be updated in WOLF, before the

license details can be viewed in People Central.

Badge

Note: For stores only.

© 2018 Walgreen Co. All rights reserved. 11
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Profile

This section contains Person Profile @

information that other people in Person Id 1234567

the organization can view, with First Name Amber

the exception of your Person Last Name Foster

ID. Display Name -
Work Cell Phone =

Person Profile: Add your Business Phone -

phone and email information in Business Email -

the Contact Information Hire Date Mar 01, 2018

section. Position Title Store Manager
Job Code Store Manager (20000028)
Company (Legal Entity) Walgreen Co. (5001)
Business Unit Pharmacy and Retail Operations (654)
Department District Management (163)
Sub-Department Region 28 (1122)
Company Group Walgreens
Payroll Company Walgreens Payroll
Group
Operation 1
Region 1
Area 99
District 99
Location
Mailstop

© 2018 Walgreen Co. All rights reserved. 12
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Using the Org Charts

The organizational charts show the internal structure at Walgreens. Team
member hames and positions are displayed in a way that shows the
hierarchy and position of different people, jobs, and departments that make
up the organization.

The Org Chart portal is available to all team members. There are three different views in the Org
Chart portal:

* Org Chart
¢ Position Chart
+ Directory
Walgreens Boots Alliance 7  Home ) Search for actions or people a4 @ Anne Adams (1234567)

Quick Links Org Chart Payroll Stub and W2 Historical Portlet
History

PTO Portlet Balance Rewards

© 2018 Walgreen Co. All rights reserved. 13
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Org Chart View

The Org Chart View shows the structure of actual people in the organization. It illustrates people
reporting to people. In this view, you will find information about people in positions at the very top of
the organization (CEO) down to people in all individual contributor positions, including the stores.

. Up One Level )

Amber
Foster

Store Manager
(C3_11_028 MGR
$-10405)

n

{Dennis Bianchard' X

Assistant Store Manager €3_15_032_ASM

_S5-10105
" Store (10105)
Dennis Xia He Ken Amr Qais
Blanchard Manager: Amber Foster Lei Lea Certified Senior
" Certified Senior
ﬁ::;zre‘: Store Pharmacy Customer Service ?:f,::‘iign
S Technici Associate
(C3_15_032_AsM Direct Team org (G315 0do_purcs | (C3.15 055 csa_ | (315040 PHT
_5-10105) Reports Size Chart "510105) 5-10105) 5-10105)

\~ Take Action

Position Chart View
The Position Chart View shows the hierarchy of positions within the organization.

e ltillustrates positions reporting to positions.
¢ In this view, you will find information about positions at the very top of the organization
(CEO) down to all individual contributor positions.

C3_15_055-DH_S-10105
Designated Hitter SO
Walgreen Pharmacy Ser... o
Retail Pharmacy USA (100)
Pharmacy and Retail Op...
-*-x Ambs
Gisella
Espino
1/1FTE
£ Pestions Beion
1/1FTE
€3_15_055-DH_S-10105 10105 C3_15_046_SFL_S-10105
Vatyeen Framacy S o oy
Retal Prarmacy USA (100)  Ratal Phamacy USA (100)
Pramcy and Rt Op . Snamacy and Retl Op... p P
+ + +
e L = A =
ﬂ‘-—c Fete)
1/99FTE 1/1FTE 2/89FTE 2/99FTE 1/99FTE
© 2018 Walgreen Co. All rights reserved. 14
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Directory

The Directory provides access to contact and location information for all team members in the
organization. It displays several fields with search criteria to find a person within the organization.

Enter information you know about a person and select the Search button.

Input keywords.. (2] ~ Fewer options...
First Name Middle Name
Last Name Display Names
Employee | Select... v Business Unit = Select... v
Department | Select. . v Location | Select... v
Include Inactive Employees  No v Person ID
Start Date ~ Select... v
‘ Search |

Accessing Paystubs

Pay Overview

As a manager, you know a critical aspect of payroll is its impact on the morale of the team
members. All team members want to feel assured that they will be paid accurately on a consistent
and timely basis. Some team members may have more complicated deductions than others. It is
important to understand the payroll section so you can help answer questions team members may
have about their pay.

Payroll information is categorized into the following sections:

e Historical Pay Stub: Pay stubs for 2018 and prior years
e W2 History: W2s for 2018 and prior years

© 2018 Walgreen Co. All rights reserved. 15
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e My Profile: Payroll Information: Payment and deduction information for 2019 and beyond,
including pay stubs

Navigating to 2018 and earlier Pay stubs and 2019 and earlier W2s

e To Access 2018 and earlier paystubs and W2s, click on the "2018 and Prior Year paystub
and W2" tile.
A pop-up box with links to each site appears as seen in this image.

e Select the link to navigate to each system.

W2 - Click this link to access your past years W2 documents

2018 and prior Paystubs — Click this link to access your paystubs from 2018

r----------‘

| 2018 and prior year PTO Balance Rewards Quick Links Quick Links
paystub and W2s

& 14 I'st &

b----------J

Accessing 2019 and newer Paystubs from My Profile

© 2018 Walgreen Co. All rights reserved. 16
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({§)People Central & toms - Qs
My Team
Manage My Team Team Summary Org Chart Reports

| 8§

2 & 112 2.\ 8 0

Reports Metric Available Direct Reports Favorites
(2 total) (2 total)
My Specialty
Admin Favorites Admin Center Payroll
e s
* ol E&

2018 and prior year PTO Balance Rewards Quick Links Quick Links
paystub and W2s

&° L 4 st [3 &

. My Profile

‘lllllllll

Payroll
. Online W2
Payroll Payments & Deductions
W2 Election

Payment Summary

Taxes Nz

W4 Information

Residence Tax Area

Work Tax Area

Unemployment State

Show less

To access payroll information from My Profile:

e Click on the My Profile tile on the People Central Home page.
e Next, select Payroll from the green menu bar

Navigating to the Payroll section

© 2018 Walgreen Co. All rights reserved. 17
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Online W2
W2 Election

Payroll Payments & Deductions
Payment Summary

Taxes W2

W4 Information
Residence Tax Area
Work Tax Area

Unemployment State

Show less

e Payment Summary: Pay stubs (2019 and beyond)

e W2 Information: 2019 and beyond W2 withholding amounts and related details

e Residence Tax Area: The states to which the team member pays tax

e Work Tax Areas: A team member who works in more than one locality during a tax year,
may be subject to taxes in those localities. The Work Tax Area records the amount of time a
team member spends in each locality other than their Residence Tax Area

e Unemployment State: The state to which the team member pays unemployment tax

Viewing and Understanding your Paystub

© 2018 Walgreen Co. All rights reserved. 18
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This section outlines your pay and Paid Time Off for the pay period and Year to Date. It also
includes your overtime (if hourly), any bonuses, or commissions for this pay per

Earnings N

sectionshowing W4 sgchon
regular and showing
overtime wages allowances and
(aka Gross withholdings by
wages) tax authority

Misc. Earnings

section shows = | — Taxes section
goupterm life ] e . - - showing all
i TXEE Socal Securly Fedenal 3] 3] i
insurance, silock revradiive b . withheld taxes
option exercise e e e u
Tolihi: wman ma
Pre-Tax Deductions R | s | Post-Tax Deductions
Medcal ol ] 2500 | (Totuh:
Tetah: pt L

Amount Deposited or on
Paper Check
Taxable Wages = C v
shows Eamiﬂgs o REWNvGSRTH Faenl 13914 136034 H
minus Pre-Tax r-podrnlliffe S el or
Deductions Mimmigh - |_' Balance and Accruals sections will show for
ey " everyone, but Total Hours and PTO / Vac /
— - Sick Balances will only show for California
— - fesidents

Chack can be cashed at following Bank: NORTHERN TRUST, WA, 6710 HIGHWAY 111, RANCHO MIRAGE, CA 82110

Navigating to Past Paystubs

© 2018 Walgreen Co. All rights reserved. 19
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Online W2

Payroll © Payments & Deductions
W2 Election
Payment Summary l
I:'axes w2

W4 Information

Residence Tax Area
Work Tax Area

Unemployment State

To access your Paystubs

1. Select the Payroll tab from the green menu bar
2. Under Payments & Deductions section, select Payment Summary

get_payslip_by_offset

How to navigate to past Paystub

e Once you select Payment Summary, your current Paystub will populate.

e Navigate using the left and right arrows to access older (left arrow) or newer (right arrow)
pay stubs.

{5} Payments & Deductions

> Taxes

Online W2

Navigate to W2 and W4 sections from within the Paystub system
o Select the Menu icon in the upper left corner on the Payment Summary screen to access

your menu options.
¢ Next click on the option you wish to view from the menu drop-down.

© 2018 Walgreen Co. All rights reserved. 20



