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Access to e3
Login Letters
Employees are issued a login letter to e3 as well as 
an ePunch letter (if applicable) by their company’s 
Human Resources department. The ePunch letter 
will also contain login information for the ePunch 
mobile app, available for Apple and Android devices. 
Employees using a wall-mounted touch screen to 
punch will not need to type in the URL listed on 
the letter. Employees clocking in from their PC will 
need to type in the URL on the letter to punch.  
If employees lose either of their login letters, 
they will need to contact their Human Resources 
department. 

Example e3 Login Letter

 

Example ePunch Letter

First Login
New User Wizard

To log in, go to the e3 website and enter in your 
credentials provided on your e3 Login Letter.
Employees will be taken through the below steps of 
the New User Wizard when logging into e3 for
the first time.

Step 1: Change Password
Upon first login to e3, employees will be prompted 
to create

Step 2: Confirm Your SSN
Click “Correct” if SSN is correct. If incorrect, a 
message will be sent your HR Department.
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Step 3: Personal Email
Employees can click on the link “Use corporate 
emails as my personal“ for all notifications, or
to add a Personal Email, click “Change My Personal 
Email“.

Step 4: Personal Preferences
To edit any preferences on this page, click the “Edit” 
link. Select the setting, and then click
“Update”, or “Cancel” to revert to the original 
setting.

Step 5: Preferred Name
Employees can choose to have their name display 
differently in e3, other than their legal
name, by inputting a preferred name. Click “Save” or 
choose to update this later on in the
My e3 tab.

Federal and State Withholding Certificates
Employees must complete their W-4 upon first login 
before they can navigate in e3. If they select
“Cancel”, the system will log out. This information 
can be changed later on in the “My e3” page, as
shown further in this guide.

Direct Deposit Setup
The next screen will prompt the employee to 
complete a direct deposit form. The employee can 
do this later from their “My e3” page. Note: Your 
company may not require uploading a blank voided
check.



Acknowledgments 
Acknowledgements will display on the home page 
at each log in. Electronic Acknowledgments reduce 
an agency’s    carbon footprint, and decrease costs 
associated with maintaining a paper employment 
file. Each time an employee logs into e3, they will be 
prompted with any pending acknowledgments.

Acknowledgments can be information to read such 
as a HIPAA statement or a new job description.
Click “View” next to each item, or, click “Review on 
Next Login” to proceed to e3. When selecting to
review later, these acknowledgements will continue 
to show on each login until acknowledged.

Before acknowledging, employees can print a copy 
for their records or employees can click “Do this 
later”. Once an employee has read and understood 
the acknowledgements, check the box next to the 
statement, and then click the button “I acknowledge”.

Some acknowledgments require employees 
to download a document first before they can 
acknowledge. Employees must click on the 
“Download” button before e3 will allow them to 
acknowledge receipt of the document.

Once the employee has downloaded the document, 
check the box next to the statement, and then 
click the button “I acknowledge”. Click “Print” to 
obtain a copy. Check the box first before clicking 
“I acknowledge”. Click “Download” to store in the 
computer’s downloads folder. 
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My e3
Clicking My e3 in the main menu bar at the top of 
the page will take the employee to their selfservice
portal.

QuickLinks
This section contains shortcuts which are set up to 
take employees to their pay stub, timesheet,
leave requests, and more.

Verify Your SSN
It is important that the correct Social Security 
number is on file as it is recorded for W-2 and health
insurance information. A graphic will appear on the 
home page if you need to verify your Social
Security number on file by clicking the graphic on the 
home page.

External Links
The External Links section is for links to external 
company sites.

Other Sections
These are custom to your organization.

Open Enrollment
The benefits enrollment will only appear during open 
enrollment, or when a new hire first becomes
eligible.

Home Page 
The Home Page is designed to increase 

communication with an agency’s workforce, 

as well as to provide helpful links to benefit 

carriers, timesheets, and more.
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My e3
My Account
The My e3 page is designed to empower employees 
to manage their personal information, as well as 
to provide information regarding pay, attendance, 
benefits, W-2s, manage dependents, and requesting 
leave requests. In addition, termed employees will 
continue to have access to this page for purposes of 
updating their address, access historical pay stubs, 
and W-2s.

On the Account page, employees can modify their 
personal e-mail address, as well as edit notification 
preferences. They will also be able to change their 
address on file, update their emergency contact 
information. If the organization allows, employees 
can also use this page to update their e3 username 
and password.

Change My Address
To It is important that employee’s address is always 
correct in e3. This is the address that is utilized by
Human Resources for payroll, benefits, & W-2 
information.
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Manage My Contact Information
Contact information is stored within e3 for 
managers and administrators to access in case 
of emergency, as well as to reach employees. e3 
also serves as the company directory. The phone 
number and contact types are set up by your 
organizations.

To add a contact or phone number click on the “+” 
button. Next, select the type of contact or phone 
number it is from the drop down.

If employees need to edit a contact or phone 
number, click on the pencil icon next to the entry, 
and to delete a contact, click on the “X”. If the delete 
option is not there, this is indicating that your 
organization is requiring a phone number to be on 
file for that contact type. Typically, this is set up for 
the primary phone number.

Change My Password

To change the e3 password, scroll down to the 
password section of the My e3 Account page. If 
employees want the display to show the characters 
that employees are typing, click the box next to 
“Show Characters”. Click “Update” when finished.

Password Troubleshooting
If an employee forgets their password when trying to 
log into e3, they can select the “Forgot
Password? Click Here” link. It will then ask to enter 
their username and the reset link will be sent to
the employee’s personal email and/or corporate 
email address. If the employee does not
remember their username, they will need to contact 
their human resources department.
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Note: 
When a password is entered in incorrectly 
the below error message will come up. If the 
employee keeps entering in the incorrect 
password, the account may get locked. If the 
employee thinks their account is locked, they 
will need to contact their human resources 
department to see if the account is locked 
and unlock it.



Attendance Calendar
The attendance calendar is a quick way to review 
leave balances, submitted leave requests, FMLA
Hours, and an overall calendar view for time taken 
and worked. The attendance calendar defaults
to the “Last 12 months” under the date range. Use 
the drop-down menu to select a different year.

Clicking the “Request Leave” button will initiate the 
leave request wizard from this page.

Note: The “FMLA Hours” tab will only display if 
employees have submitted and been approved for 
an FMLA leave of absence. Clicking this link will give 
employees the detailed information regarding their
FMLA hours.

The attendance calendar color codes the time-off 
reason. In addition, there are various tags called
concurrent tags that provide additional information 
regarding the time-off:

For example, if employees have an injury on the job, 
employees will see a yellow helmet. This would
indicate an employee was sick due to a workers’ 
compensation incident.

Leave Balances
Employees have access to leave balances by clicking 
the Attendance or Leave Requests icons
from the My e3 page. Select “Balances” and click 
on the gray tabs to see the different types of leave 
balances and its accrual history.

09 community.datis.com    877.386.1355    e3support@datis.com      e3 Guide for Employees



Leave Requests

Submitting Leave Requests
Employees can request time off by selecting the 
“Request Leave” button. It will then walk the
employee through the leave request wizard set up by 
your organization. Employees can still view
the amount of leave available, and all pending and 
approved future requests on this page while they 
complete the wizard.

Step 1: Reason
Select the reason for the request. Add any comments 
and click “Next”.

Step 2: Dates
From this view, select whether it is one day or 
multiple days. Type the dates for the request or
select them on the calendar. The calendar is to view 
pending leave requests, approved leave
requests, company holidays, and scheduled 
company closures.

Note: Staff trainings are only viewable if utilizing the 
Learning Management module.

Step 3: Pay
The next screen will ask for the total number of 
hours that are being requested for each leave type 
and how the employee would like to pay for the 
request.

Note: The options available to pay for different leave 
reasons are set up by your organization.
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Step 4: Summary
The last screen will allow employees to review their 
leave request and upload any documents needed. 
When finished, click “Submit”.

Reviewing Leave Requests
Use the filter options to see Current or Future 
requests and Historical leave requests by selecting 
“All” in the dropdown.

 “Current or Future” view

“All” view

Cancelling Leave Requests
When a leave request can be cancelled by the 
employee:

• When the request is submitted and pending the 
manager for approval, the employee can still cancel 
the request by clicking the “X”.

• When the request has been approved and the 
requested day has not occurred yet, the employee 
can still cancel the request by clicking the “X”.

o i.e. Today is January 17th, and the 		
approved request is for February 21st

When the request is cancelled the employee will 
place a reason for the cancellation and the request
will say “Delete Pending”. This means it is going back 
through workflow to the supervisor for approval.
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When a leave request cannot be cancelled by the 
employee:

• If the request says “Pending workflow”. The request 
will need to complete processing until it
can be deleted, as long as the day has not occurred 
yet.

• If the request has been approved but the day has 
already occurred.

o i.e. Today is January 17th, and the approved 
request is for January 14th

Note: If the leave cannot be cancelled and needs to 
be adjusted, the manager can make the
adjustments on the employee’s timesheet.

Manage My Direct Deposit
Employees can manage their bank account and direct 
deposit information from this page.

• To add a new direct deposit bank entry, click “Add 
New Account”. Complete the form and
click “Save”. Most agencies “prenote”, which means 
that the first check for the new direct
deposit account added will be sent to the employee 
via mail. A $0.00 transaction hits the
bank account to ensure that the bank account and 
routing information provided is correct.

• To edit an account number, routing number, or 
amount/percent for a bank entry, click on
the pencil icon. Simply edit the information and click 
on the “Save” button when finished.

• To delete the account, click on the “X”.

• Click on the black arrows to change the priority of 
the bank entries.

o For example, let’s say an employee has a 
savings account that should have $300 of
their check go into it first, and the remainder 
to go into their checking account. However, the 
employee goes on leave and only has a $200 
paycheck, it will only deposit in the savings 
account since it is the first bank account listed. 
There is not enough to satisfy the $300 request, 
therefore, no funds be deposited into the 
checking account since it is the second bank 
account listed.
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Check Splitting Options
If employees are adding multiple accounts, they can 
choose to split the funds with specific dollar amounts 
or a percentage split.

Dollar Split
Employees can choose to designate a specific dollar 
amount to one or more account and have the 
remainder of their check go to a specific account.

Percentage Split
The different accounts must add up to 100%. See 
example below there are three accounts but all add 
up to 100% to ensure the entire check amount will be 
covered.

W-4 and Taxes
Employees can view and edit their W-4 withholding 
status see a description of other taxes paid by the 
employee and employer, and check on state and 
federal tax withholdings.

To change filing status and number of allowances, 
click on the orange “Fill out a new W4” button to fill 
out a new W-4. Once employees have completed the 
form, click “Submit”.
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Compensation
The compensation page will display the employee’s 
current compensation, along with any special
pay rates associated with their current assignment. 
The Historical Pay Rates provides a detailed list
of the effective date and pay rate associated with 
that time frame. The graph provides a visual
display of historical compensation.

Timesheets
Employees can access submitted and unsubmitted 
timesheets. Also, submission and
approval statuses and dates for each timesheet 
period are viewable for current and
prior weeks. Employees can also access their 
timesheet for the current period from
the “My Timesheet” QuickLink located on the right-
hand side of the homepage.
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Clicking on any of the timesheets in the list will open-
up the Timesheet Detail page. Here, you will
see a summary of the Worked and Non-Worked 
hours, as well as Submission Status and Leave
Balances displayed at the top of the page. Just below, 
you will see the “FROM [DATE] to [DATE]”
indicating the pay period for which the information 
and timesheet is displaying. You can toggle
through previous and future timesheets by using the 
orange arrows on either side of the date bar.

When viewing and submitting your timesheets, 
there are a few different views to choose from:
• Day View
• Week View
• Calendar View
• Clock Punches

Day View
The Day View of the timesheet will display total 
number of worked and non-worked time over the 
timesheet period, as well as pay types, shifts, the 
total number of hours, and the amount. To view the 
details of the day, click on the document icon next to 
each of the days you need to view.

Week View
The Week View shows the in and out times, the 
shifts, job, and cost centers. To view further details 
of the day, click on the document icon next to each 
of the days you need to view. The details will show 
notes, who can approve the transaction, labor 
distribution, editability, and any historical changes.
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Calendar View
The Calendar View option will show a consolidated 
and stacked two-week view, which is helpful for 
viewing timesheets over more than a one-week 
period. It also highlights the day in blue if it was a 
holiday. If the employee has editing capabilities, they 
can edit time on this view by simply clicking into the 
cells next to Worked or Non-Worked Time and the 
Total cell will calculate automatically or click on the “+ 
more” link to view and edit that day.

Effort Report View
If you are an employee that must complete an Effort 
Report you will be able to review and complete it 
under the Effort Report view. The Effort Report 
shows hours worked versus hours allocated. e3 
will not allow employees requiring effort reports 
to submit their timesheet until the effort report is 
“balanced”, meaning they have allocated all of their 
worked time. If there is a correction flag for “Effort 
Report Out of Balance”, it means that some of the 
days are not filled in. The effort report will have red 
dots next to the days not in balance, as shown below.

Editing Timesheets
Keep in mind that in any of the views, adding time or 
editing time may be disabled if your timesheet has 
already been submitted. If the Submission Status bar 
at the top of the page is green, it is indicating that 
your timesheet has already been submitted. You may 
be able to change your submitted timesheet before 
payroll is run by contacting your supervisor and 
asking them to “unsubmit” your timesheet to allow 
for editing and resubmission.
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Note: 
The ability for an employee to add or 
edit time directly on their timesheet is 
determined by the organization. Those that 
have the ability to add time will see the “Add 
Time” button on their timesheets. To edit the 
time, click on the document icon next to each 
of the days you need to edit. For those that 
cannot add or edit time to the timesheet, 
if the timesheet has not been submitted 
yet, you may contact your supervisor and 
ask them to edit any time entry necessary. 
Any entry edited by anyone other than the 
employee will highlight the time entry in 
blue. The employee can click on that time to 
view who made the change:



Timesheet Corrections
Before a timesheet can be submitted and approved, 
make sure to address any corrections being noted in 
the status bar. See example below.

Clock Punches View
If you are an employee that uses ePunch to clock 
in and out each day, you will find a record of your 
punches under the Clock Punches view for review 
and editing before submission. The punches from 
the Clock Punch View will provide the date, the time, 
the direction (in, out, transfer), the sources of the 
punch (IP address), and any notes regarding the 
punch.

NOTE: Some organizations set up IP Filters to restrict 
employees to clocking in from specified locations.

Using ePunch
If you are designated to use ePunch, you will be 
issued a specific login letter to use for clocking 
in and out. Depending on your organization’s 
configurations, you may clock in using a mounted 
touch screen or shared computer, your personal 
computer, or your mobile device. Key in the User ID 
and PIN that appears on the ePunch Login Letter, 
then select Punch In, Punch Out, or Transfer.

Note on using the Transfer button: In order to 
transfer, the employee must be first punched in. 
If the employee tries clicking transfer when they 
are currently punched out, they will get an error 
message that says they need to be punched in. 
Once the employee is punched in and ready to 
transfer, they can click the “Transfer” button and 
choose where to transfer to. That will punch the 
employee out of the last punch and automatically 
punch them in to the new location. To end the time 
at that location, they need to punch out. Or if the 
employee is punched in and ended up punching 
out before they transferred, then they will need to 
punch back in to transfer.

Note: The transfer options shown below are 
customized by your organization.
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Pay Stubs
Click on the check number to view more detailed 
information regarding how the net pay was
calculated. Utilize the drop-down menu to filter pay 
information from a previous year. To print a
copy, click the “Print” button in the top right. Clicking 
the Excel icon next to the date range drop
down menu will download the pay information into 
an Excel document.

W-2’s
Employees who have elected to receive electronic 
W-2s will be notified via e-mail that they are available. 
They can be found on this page along with historical 
W-2s. To view or download the W-2, click on the blue 
buttons. The document will automatically download 
to the “Downloads” folder on the computer.

Benefits
Employees will enroll in benefits using the Enrollment 
Wizard when they are finalized as a new hire and 
each year during open enrollment. Once employees 
are eligible, the open enrollment icon will appear on 
the home screen. Benefit elections end each plan 
year and begin again after open enrollment. This 
page simply provides a summary of the elections 
that employees have made.

The employee amount is being deducted per pay 
period out of an employee’s paycheck. The plan 
election will tell employees which carrier that 
particular benefit is through. Employees can add 
or modify beneficiaries at any time by clicking the 
avatar icon, as well as access plan documents and 
plan websites outside of the open enrollment period 
by clicking the document icon. Employees can also 
view elected annual goal amounts for HSA and FSA 
plans. For Evidence of Insurability, the e3 system 
will highlight benefit costs in orange that are due 
to change if the requested coverage amount is 
approved.
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Family/Dependents
Employees can edit, add, and delete dependents 
from this page.

• To edit the information, click on the dependent 
name, edit the information on the right, and
click “Save”.
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• To add a dependent, click the “Add a Dependent” 
button. Select a reason for the addition
from the drop down. Depending on the reason, 
supporting documentation may be
required. For example, the birth of a child requires a 
birth certificate. Click “Choose File” to
upload a copy of the supporting document. If the 
address is the same as the employee,
check the box next to words “Use employee 
address?”. Click “Save”.

• To remove a dependent that is no longer a 
qualifying dependent, click on the dependent and 
submit the request for change in benefits. This will go 
through a workflow for your benefits administrator 
to review.

Company Property
If company property has been issued through e3, it 
will be available to view by clicking on Company
Property in My e3. Click on the company property 
type to view more details. When the company 
has assigned new company property type to an 
employee it will come up as an acknowledgement
for employee to acknowledge receipt of the company 
property.
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Performance
This page is designed to view individual employee’s 
appraisal information.

• Evaluations in a red box are not completed by the 
reviewer and considered past the
indicated scheduled date, meaning the due date.

• Evaluations in an orange box are upcoming 
appraisals to be completed.

• Employees can view their historical appraisals from 
this page by clicking on the ones that say
“Complete” or show the completed star ratings.

• Evaluations with the “waiting employee 
acknowledgment” message means the evaluation as
been completed by the reviewed and released to the 
employee to acknowledge receipt of
completed evaluation. The acknowledgement will 
show on the employee’s home page or
they can click on the message to acknowledge.

Credentials
Employees can view their credentials, as well as 
monitor when they are expiring.

Skills
The skills page allows employees to view their skills 
in their employee file, such as other languages or 
computer proficiencies.
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Documents
All employee documents that have been 
electronically signed or acknowledged can be viewed 
by clicking the Documents icon on the left of the My 
e3 Screen.

Learning
Learning Management is a course management tool 
utilized to ensure compliance around coursework 
needed to stay in compliance. In this view, employees 
can view their team’s overall compliance, and 
view courses needed to be completed by their 
team members. This module is turned on if your 
organization have elected to use it.
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The 
Organizational
Chart
The Organizational Chart provides detailed 
information regarding the organizational structure, 
as well as employee photos and shared contact 
information. Keep in mind that organizational chart 
access is determine by your organization.

Employees can access the organization chart from 
the home page by clicking on the chart icon on 
the far right of the main menu bar. It will show 
the employee’s information. To see other team 
members, click on the orange arrow above the 
employee’s box to begin navigation.

To view an employee’s position information and 
shared contact information, click on the name of the 
employee or click on the position and select “View 
more about __”. To view general position details, 
click on the position and select “Position Details”. In 
position details, the employee can view assignment 
history and the position’s job description.

From the organizational chart, employees can also 
change the view by selecting one of four view boxes 
on the right-hand side of the page under “Select a 
View”.

Position Details View
Shows the FTE status and number of reports
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Credentials View
Displays career levels and credentials if used by your 
organization.

Coding View
Displays organization levels such as location, funding 
source, cost center, and more.

e3 Employee Statement
Employees will receive a statement via email twice a 
month with information regarding credentials,
appraisals, and pending leave requests.

This is a feature that must be turned on by your 
organization.
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Thank You
We are happy to welcome you as a new e3 user 
and hope that you thoroughly enjoy how the e3 
experience has been designed to:

• Empower you with the tools you need 
• Engage your entire team
• Evolve your organization

Now you’re ready to start leveraging e3 to meet 
your needs! If you have questions, you can 
reach out to your e3 Administrator. You can 
also find helpful guides, videos, tutorials, FAQs, 
and more, available on our community site:                  
community.datis.com. 
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About DATIS
DATIS, a National Council Strategic Partner, provides 
a completely unified HR and Payroll software 
solution that empowers Health and Human Services 
organizations to better achieve their mission. DATIS 
connects employees, aligns departments, and 
transforms organizations by uniting all aspects of 
workforce management within a single platform 
that includes Payroll, Timekeeping, Recruiting, 
Benefits, Talent Management, Analytics, and more. 
Our end-to-end solution enables organizations to 
increase visibility, maximize resources, and make  
an impact.  


