
Orientation to Payroll

New Employee Welcome



Location:

• Midway Campus

• 1700 University Avenue West

• 6th Floor

• St. Paul, MN 55104

Main Payroll #: 651-232-1160

Office Hours: Monday-Friday

8:00 – 4:30

HealthEast Payroll Department

Manager: 

• Connie Klein, #21168

Payroll Specialist:

• Debbie Scott, #21165

Lawson Payroll System Specialist:

• Kim Vanguilder, #21166

Payroll Representatives:

• Kristi Kemp, #21128

• T.J. Finch, #21164

• Bow Xiong, #21167



B2 Cycle (Non Profit)

Entities:

• HealthEast/Shared Services (HE)

• HealthEast Companies, Inc./ Physician 

Services (PS)

• Research Institute (RI)

• HealthEast Medical Transportation (HT)

• Home Care (HC)

• Professional Services (SP)

B1 Cycle (Acute)

Entities:

• Bethesda Hospital (BH)

• St. John’s Hospital (JN)

• St. Joseph’s Hospital (SJ)

• Hospice (HOS)

• Woodwinds Hospital (WW)

HealthEast Organizations 



Payroll Information

HealthEast pays bi-weekly (26 times a year) alternating bi-weekly

Pay periods are two weeks and start with the day shift on Monday and 

end at the end of the night shift on Sunday

Friday is payday!

A payday schedule can be found in MyHR:

MyHR > Pay Information > [Year] Payroll Schedule



Payroll Information

• All checks are mailed to your home address

• Make sure your address is always current

• Address changes can be made via MyHR or contact 

Benefits for assistance @ 651-232-1300 (option 4)

• If you do not receive your check in the mail or if you lose your 

check, replacement checks will not be issued until two weeks after 

the original check was issued. 

• You will not receive a paper copy of your direct deposit unless you 

fill out the “Direct Deposit Opt Out Form,” found under Payroll 

Forms in MyHR. 

➢MyHR > Pay Information > Direct Deposit Opt Out Form



Recording time

• If your schedule is in MyTime, it automatically flags late starts and early 

departures. 

• Remember: You should be ready to begin your work shift at your 

appointed start time. Your leader will cover this in more depth in your 

department. 

• The system automatically rounds your time to the nearest quarter hour. 

➢2:53 = 3:00

➢3:07 = 3:00

➢3:08 = 3:15



Employee’s Responsibility in MyTime

• Review your timecard. This can be done at any point in the pay period.

• Approve (by clicking “Approve”) your timecard at end of the pay period.

• If corrections to your timecard are needed, use the Time Stamp 

Adjustment Form.  Check with your manager and/or preceptor if you 

have questions regarding filling out the TSAF.

• There are MyTime education modules on the Infonet.  
➢Infonet > Education > MyEducation > Catalog > Search for “MyTime” 

➢There are four modules: Badge Terminal, Expectations for All Employees, 

Expectations for Managers and Approvers, and Salaried Employees 

▪ Additional MyTime Information can be found on the Infonet under:
➢Infonet > Employee Tools > MyTime Resources



Your Badge ID

• After swiping your badge at the Badge 

Terminal, you will get a message that says 

whether or not your punch was recorded.  

The badge terminal records and reports your 

Badge ID, not your Employee ID.

• The Badge ID is a 6 digit number found on 

your HealthEast Employee ID Badge.

• If your punches are not registering, contact 

Payroll to verify we have the correct badge 

number in our system. 
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Logging in to Mytime

Click on the MyTime link on the Infonet



Logging in to MyTime

Enter your 

HealthEast 

username 

and 

password



Logging into MyTime – Hourly Employees







Hourly Timecard Example



EXEMPT Timecard Example



Click on the MyHR link on the Infonet



Logging in to myHR

Enter your 

HealthEast

username 

and 

password





Payroll Information on MyHR



Tax Withholding



Tax Withholding - Federal



Tax Withholding - State



Direct Deposit



Direct Deposit

1

2 3

1. Click magnifying 

glass 

2. Type in routing 

number

3. Click on <Filter>

Fill in:

✓ Description

✓ Effective Date

✓ Choose Account Type

✓ Routing Number

✓ Account Number

✓ Choose Flat Amount 

or Percent of Net 

(default must be 

100%)



Printable Pay Stub

Printable Pay Stub



Questions?

New Employee Welcome


