City r)j :

SACRAMENTO

Department of Human Resources

ECAPS SELF SERVICE CHECKLIST

You must log into eCaps and complete/review the following upon hire/re-hire. Go to
https://ecaps.cityofsacramento.org (can be from any computer) to log into the system. The following items are
under Employee Self Service. For assistance with your login or password contact IT at 808-7111. PD and Fire
employees should call the PSIT Service Desk at 808-0444.

User ID:

F L employeeID # (w/out leading zeroes)

Password (default):

eCaps USERID + last 4 SSN + S
TO DO:

|:|1. Add Emergency Contact Information
|:|2. Add/Review Phone Number on file for contact by telephone.

|:|3. Add preferred Email Address for email communication sent out via eCaps.

|:|4. Complete W-4 Tax Information — failure to complete your W-4 Tax information in eCaps will
cause your tax withholdings to default to Single with 0 withholdings. Your W-4 information is used to
withhold the proper amount of income tax from your paycheck. For more information, go to
https://www.irs.gov/pub/irs-pdf/fw4.pdf.

1. To complete the TO DO list,
sign into eCaps. Click the

Personal Details tile.

@ Addresses @
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2% Ethnic Groups
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& Additional Information

a1 My System Profile



https://ecaps.cityofsacramento.org/
https://www.irs.gov/pub/irs-pdf/fw4.pdf
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Employse Instruction
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Address Type Home

o C necessary areas, then

Address 1

o click SAVE.

5. To confirm your W-4

o withholdings go back to
the home screen and click
the Payroll tile.
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Step 4: Other Adjustments
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