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LOGGING IN TO ORACLE

Oracle Employee Self Service (ESS) is accessible via the Company Intranet or via the Landry’s
Employee Portal from anywhere with an internet access.

1. Intranet, select Applications > Oracle ERP.

B w B OB O » M

Home Email Applications Forms 'ocations Cafeteria

s Laa-l

Select Applications.

| Company News & Events

Halloween Party Photos

he Halloween Party Photos can now be viewed online!

Landry's Employee Portal
Ecess the Landry's Employee Portal for special employee offers and important news! (updated 11 /8)

= BB 3
Email Applications Forms Locations Cafeteria

Current User: Laura Jasso

| Landry's Apps { ; ;Aloha Enterprise @ Oracle ERP
Reports \

External Links
Select Oracle ERP.

To log in via the Landry’s Employee Portal from anywhere with an internet access, enter
http://employees.ldry.com on the address field, and then select Oracle Employee Self Service.
(Note: you may also access the instructions via the Employee Portal.)

3 Landry's Restaurants - Employee Portal - Microsoft Inter Enter

File Edit View Favorites Tools  Help o
e ch W) 2 b s s Dttpi/lemployees.idry.com.
Address | T comy| ~ Go Links >> | &y ~
@ 00 Welcome to Landry's I
Employee Portal
andry:s The promotions and information provided here are for employess of
A e ) Select to
Select Oracle access ESS
MI_E' O le ESS < 5 g
Employee Self- o " covee | imaasdon < instructions.
Serve.
@; iPay
_iPayStatements | Quiex Re'egf:&'i 3

.%.@ BlueCross BlucShicld MetlLife ﬁ CONEXIS
Medical Dental Flex Account

Serint "y, | 11% Discount

DAL | Employee Purchase Program

& Memos_lLette...
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http://employees.ldry.com/

Step 2. Alogin prompt will appear. Enter your Username and Password.

Username: Your Username is your first initial and last name. In the event that more than one
individual has the same combination of first initial and last name, you will use a combination of the
first two letters of your first name plus your last name (i.e., John Smith’s username would be
JOSmith).

Claim Jumper Managers: Your Username will be preceded by CJ. For example, Dan Smith
would be CIDSmith.

Bubba Gump Managers: Your Username will be preceded by BG. For example, Dan Smith
would be BGDSmith.

Password: The first time you log in to Oracle you will use a preset password, which is your last
name and the last 4 digits of your Social Security Number (i.e., smith1234). Note: If you have
previously used Oracle, you will continue to use your existing password.

If you have any difficulty accessing Oracle ERP, please contact the Technology Support Center at
1-800-493-1010.

Username = first initial Usemame
+last name, unless || Swird |eesesses| <

JCRAB Initial password = last

name + last four digits

otherwise notified

of Social Security

Login | Number

The first time you log in to Oracle, you will be prompted to change your password. You will use
this new password for all subsequent logins. The system will prompt you to change your
password every 90 days. (You may change your password at any time by following the
instructions on Page 6.) If you forget your password, contact the Technology Support Center to
have your password reset.

ORACLE' ) B
E-BusnessSuite .~ —

Change Password

Change Password
*Indicates Required Field

*Current Password ||

*Mlew Password

Change your
Password.

*Re-enter New Password

& TIP Password must be at least 5 chiracters long

Note: Always ensure that you have logged out at the end of your session, as anyone with access
to the computer will be able to view and change your personal information if you do not log out.
However, ESS will automatically log off after 10 minutes of inactivity.

Step 3. Click the Landry’s Employee Self Service, Standard link on the left side of the
window. Certain individuals may have multiple links depending on areas of
responsibility.

ORAC|L & E-Business Suite

Logowt Preferences Help

Logged In As JCRAD

MNMavigator Favorites
Edit Mawigator ) Edit Faworites |
Landry's Employes Self- select a responsibility “ou have not selected any favarites.
Service, Standard Flease use the "Edit Favorites"” button to

set up your favorites.

Logout | Preferences | Help
Copyright (c) 2005, Oracle. Al rights reserved. Brivacy Statement
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Step 4. After you click the link, a list of all the functions available to you through that
responsibility will be displayed in the center of the window. You may now click on any
of these items to access the desired function.

1042 4

‘-‘andry.’s E-Business Suite

RESTAURAMTE, INE,

Logout Preferences Help

Logged In As JDOE
Navigator Favorites

Edlit Mavigator ) Edit Faworites |

2 ERELEY S T OGN L andry's Employee Self-Service You have not selected any favorites. Please use
Standard Actions Saved For Later the "Edit Favarites” button to set up your favarites

. . P | Infarmati
Available functions are lerfeuﬁ?: HEHmERen
listed in the center of Matifications
the window. Payslip

The available functions include:

e Actions Saved for Later — changes you have saved, but not submitted are stored here.

o Personal Information — to change your marital status, address, phone numbers, emergency
contacts, and change/update/remove beneficiaries.

o Benefits — to add or update your dependents or beneficiaries, and enroll in benefits.

¢ Notifications — Oracle’s internal email system.

e Payslip - View and print current and past pay statements.

While navigating through ESS, you will see that there are several helpful symbols that you can
click on to provide information or assistance:

Click on E to obtain additional details regarding a field or the information you must enter.

Click on to pull up a calendar to select correct dates.

Click on "i?to search for information.
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CHANGE PASSWORD

ESS will automatically prompt you to change your password every 90 days. However, there may
be occasions when you want or need to change your password outside that timeframe for security

purposes.

Step 1.

Select Preferences, located in the upper right hand corner or bottom center of the

Oracle home page.

A 4

RESTAURAMTE, INC,

‘,;andly’s E-Business Suite

Select Preferences.

/ Logout

Preferences Help

Navigator

Logoed In As JCRAB
Favdrites

[ Landry's Employee Self-
Service, Standard

Pleaze select a responsibility .

Edit Mavigator )

Edit Favorites )

Y¥fu have not selected any favorites.
lease use the "Edit Favorites” button to

set up your favorites.

Logout | Preferences | Help

Copyright (o) 2005, Oracle. Al rights reserved. Privacy Statement

Step 2. Scroll down the page to Change Password. Enter your current password in the Old
Password field.
Step 3. Enter your new password in the New Password field.
Step 4. Confirm the new password by entering it in the Repeat Password field.
Step 5. Select Apply to complete the change.
Change Password
known As  |Joe Crab
Enter your current | . (L ieeee
password here. Enter your new
Password |eeseese €+ password here.
Hepeat Password essssss
Start Page
Responsibility ~
Page -
Motifications
Email Style | HTML mail A
Motifications will be sent in your current default langusge, American Endlish.
Cancel ) (Resetto Default ) (_Agply )

You will receive a confirmation message indicating that your changes were saved successfully.
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VIEWING PAY STATEMENTS

Step 1.  Select the Payslip link on the ESS home page.

1044 4

‘Jandry& E-Business Suite

RESTAURANTE, MG,

Logout Preferences Help

Logged In As JDOE

Navigator Favorites
[ Edit MNavigator ) | Edit Favorites |

O BN ST TR | AT | andry's Employee Self-Service You have not selected any favorites. Please use
Standard [El Actions Saved For Later the "Edit Favorites” button to set up your favorites
D Personal Information
5l Benefits

Motifications
5l Payslip >

To view a previous Pay Statement, select a date from the pull down menu next to Choose a Payslip,
and then select Go: To print your Pay Statement, select Print Payslip:

oD
bandv:s. Landry's Employee Self-Service

RESTAURAMTE, BHT,
Home Logout Prefersnces

Payslip

Employee Mumber 99942

28-MAN-2008 - 99942 - Check 1 Vl (Go )

nose a Payslip

mpeloyer name Landry's Seafood House-Arlington, Inc.

jal Security
Employer Address 2201 Boardwalk Avenue

# OO XK -0001
s

Employ 101 Clark Street #401
e ey Atlantic City
HJ MNJ
- 08499 08401
[ Print Payslip |
Pay Period ayfd Salary
- Payment Date Pay Begin Date Pay End Date Pay Rate Annual Salary
Bi-Week 28-May-2008 06-May-2008 19-May-2008 13.50 28.080.00
Summary
I Grcssl PrefTaxl Taxesl Dedu(‘.’ti{)nsl Net Payl
Current 1.059.08 0.00 216 82 9.00 833 26
YTD 14,3465 14 0.00 3.180.41 99.00 11.066.73
Hours and Earnings
Description Current Hours Current Amount ¥TD Hours ¥TD Amount Rate
Cvertime 99.18 2,008 45
Wacation 39 31 530 69
Regular T8.45 1.052.08 874.59 11.807.00 13.50
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MAINTAIN PERSONAL INFORMATION

There are several information types that you may review or change under this section:

Basic Details

Phone Numbers

Home Address

Emergency Contacts

Update or Remove Dependents and Beneficiaries (You will not add Beneficiaries in this
section.)

EDIT PERSONAL INFORMATION:

Step 1. Click the Personal Information link on the ESS home page.
108+2 4
E-Business Suite
—— Logout Preferences Help
Logged In As JDOE
Navigator Favorites

( Edit Favorites )

You have not selected any favorites. Please use
the "Edit Favarites” button to set up your favorites

[ Edit Navigatar )
[l andry's Employee Self-Service, I’__a|ndry's Employee Self-Service
Standard ERRP LN T =V 3
q&rsonal Information )
GETENL

& Matifications
= Payslip

This is a portion of the window that appears when you select Personal Information.

Personal Information
Back )
Employee Mams Joe Crakb Employse Mumbsr 49733
Basic Details
Jpodate )
Full Mams Crab. Joe
Marital Status  Married
Date of Barth O1-Jan-1380
Social Security Mumber S555-12-3920
=Employss Mumber 49733
COrgasnizstion Emall Address joerabd@E@iding . com
Fhome Muumbers
Update )
Home  S15-5955-1234
Home Address
Upodate )
Sddress Lins 1 1310 West Loop Souwuih
Address Lins 2
State T
Texas
Znp Codse TT02ZT
County Harris
Harris
Tvp= Frimary Home Country Address
Emergency Contacts
Enmter or update nformation abouwut people you want human resources o contsct n the event of an emeargency. Yow can
diesignate more than one person &s an Emergency Cont=ct, but cnly cne Frimary Sontact
Select Emergency Contact: Update ) Rermowe )| &ddd )
Select NMame Relationship Prnmary Contact Home HNumber Work Mumber Mobile Pager
= Crab, Jal Parsnt e 281-555-5555
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Step 2. To edit the information in a particular section, select the Update, Remove, or Add button
located within the area you need to change. (Add may appear if you have no information
currently entered in that particular section.) In the following example, the employee changes
his marital status. The employee would select the Update button in the Basic Details section.
Basic Details: Choose Option

Cancel | | MNext |
Employee Name Joe Crab Employee Mumber 49723
Sslect the type ofchange you want to make. S
) Correct or com plete the current details.
™) Enter new information becauss of 3 real change to the current deta’s (e.g. because of 3 change m manial status)
Cancel | | MNext |

Step 3. Be selecting the second option, you are indicating that the change is the result of a life event,
such as marriage, birth of a child, or relocation.

Step 4. Click the Next button and review your Basic Details. You may make changes to your
nickname, marital status, and Tobacco Use flag. In the below example, the employee
changes his marital status to Married with an effective date of July 28, 2006.

Step 5.  After making any changes, click the Next button to submit the changes.

Basic Details: Update Information
Cancel ] [ Sawe For Later ) | Back ) [ Mext )
Employee Mame Joe Crab Employee Mumber 49733
L
Name
= Effective Date  |28-Jul-2006
First Mame Joe
Middle Marme
Last Mame Crab
Suffix 5
Mickname
Other Marital status has been
Employes Mumber 49733 ChanQEd, with an
Social Security Number  555-12-3920 effective date of July 28,
Date of Birth  01-Jan-1980 2006. Date must be in
Gender Male the following format:
= Marital Status | Married v DD-MMM-YYYY
Tobacco Use v
Organization Email Address  jorab@ldry. com
Step 6. The blue change icon @ indicates the changes that you made. If you are satisfied with your

changes, you may click the Printable Page button to print a copy for your records, and click
the Submit button to submit the changes.

The Confirmation window will display, indicating your changes were submitted successfully.

Note: Making changes to your marital status or dependents on the Personal Information screens

will not change vyour marital status or number of dependents for income tax withholding

purposes. You must complete and submit a new federal and/or state W-4 to the Salaried Payroll
Department at 713-850-0489 to make changes to your federal or state income tax withholding.

Page 9 of 23
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CHANGE YOUR TELEPHONE NUMBER(S):

Step 1. Select the Update or Add button located within the Phone Numbers section. (Add may
appear if you have no telephone numbers currently entered in that particular section.) To
change an existing telephone number, select the Update button located in the Phone
Numbers section.

Phone Numbers

Select Update. |update )

Mobile 5135351234

Step 2. To delete an existing phone number, select the delete icon L] .

ORACL & Landry's Employee Self-Service

Home Logout Preferences

Phone NMumbers: Enter and Maintain
Cancel ) Sawe For Later ) Mext )

Employees Mame Joe Crah Employee Murmber 49733
Phone number format should be xxc-xxx-xooon
Type Number Delete Select the trash can icon
Iabile v ||515-555-1234 i) V\ to delete an existing
jEcelEmnothe ditowiy N telephone number.
For Later | MNext )
Horme | Logout | Preferences
Copyright () 2005, Oracle. &0 rights reserwed. Privacy Statement

Step 3. To add an additional telephone number, select the Add Another Row button.

ORACL & Landry's Employee Self-Service

Home Logout Preferences

Phone Numbers: Enter and Maintain

Cancel ) Sawe For Later ) Mext )

TO add Employees Mame Joe Crah Employee Murmber 49733
additional phone -n-u-rh-b-,:_;r- fDrm31Shuuhjbexxx_xxx_xxxx ..................................................................................
numbers, Type Humber
select Add ~|[515-555-1234 Select the Type of phone
Another " Zeld Another Row number you are entering.
ROW. ancel ) Save For Later ) Mext )
Horme | Logout | Preferences
Copyright () 2005, Oracle. &0 rights reserwed. Privacy Statement

Step 4. Select telephone number Type from the drop down box (i.e. Home, Mobile). Enter the
telephone number in the following format: XXX-XXX-XXXX.

Step 5. After you have made all your additions, changes, or deletions, click the Next button.

Step 6. Review your changes and select print, and/or submit.

CHANGE YOUR HOME ADDRESS:

Step 1. Select the Update button located within the Home Address section. The Update option
allows you to edit an existing address.

Upodgte |
Address Lins 1 15310 West Loop South
Address Line 2
State TH

Eexas
Zip Cod TTO2T
C:H.?n'.? Harris Select Update.

Harris
Typs Frimary Home Country Address

Home Address

Page 10 of 23
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Step 2. Indicate the type of change you are making. Select the first option if you are correcting the
address on file. Select the second option if you have moved and select Next.

Main Address: Choose Option

Employes Mame Joe Crab

Select the type of change you want to make: Correct if details of the address are incorrect, or enter 3 new address.

O Carrect or amend this address.
& Enter a new address if you have moved.

Copyright (2) 2005, Cracle. &l rights reserved.

ORACLE Landry's Employee Self-Service

Home | Logout | Preferences

Hotne Logout Preferences

Cancel ) [ Mext )
Ermployee Murnber 49733

Cancel | [ Mext )

Privacy Statemernt

Step 3. You may use the calendar icon to enter the Effective Date, or simply type in the correct
date. The Effective Date is the date that the address change will become effective in
Oracle. This date is very important in that it may have tax implications. Effective date must
be in the following format: DD-MMM-YYYY.

s |ndicates required field

Note: If your address

line, move down to
Address Line 2.

Main Address: Enter New Address

Employes Mame Joe Crahb

= Effective Date

Type

Country

) = Address Line 1
does not fit on one Address Ling 2

= City
State

= Fip Code
County

Cancel ) Sawve For Later ) Back ) Mext )
Employee MNumber 49733

Enter the date your change takes effect. Select your country and enter your address.

04-Aug-2006 =

Primary Home Country Address g5

United States =
1510 West Loop South

Houston
T
FrO2¥

Harrlsl

7 Select Primary Home
) Country Address.

Cancel | Sawe For Later ) Back | Mext |

Step 4. Enter the change type; you will need to select Primary Home Country Address.

Step 5. Enter the new address information in the applicable fields and select Next.

Step 6. Review your changes and select print, and/or submit.

EMERGENCY CONTACTS:

UPDATE, REMOVE, or ADD YOUR EMERGENCY CONTACTS:

Step 1. To update an existing contact’s information, click the Select circle next to the correct
individual’'s name, then click the Update button. Enter the information regarding your

contact.

Emergency Contacts

Select Emergency Contact:

O Crab, Jill Parent

Update | [ Remowe | | | Add )

Enter or update information about people you want human resources to contact in the event of an emergency. You can
designate more than one person as an Emergency Contact, but only ane Primary Contact.

Yes

} Doe, John Friend / Other Mo

.

Select M\ame  Relationship Primar]rEﬁ'ﬁtmﬂumé’ﬂumhgﬂfurk Number Mohile Pager

T13-EE5-1234 e it

281 5556555 .,

........
ey, "

Select the correct
individual’s Select circle.

Select one of these options:
Update, Remove, or Add.

Page 11 of 23
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Step 2. To delete an existing contact, click the Select circle next to the correct individual's name
then click on the Remove button.
Remove Contact

Cancel ) [ Sawve For Later | | Mext )

Employee Mame Joe Crab Employee Mumber 49733
Qrganization Email Address  jcrabi@ldry.com Business Group Landrys Business Group

Use this page to remove this contact. Enter an End Date to specify when to remove the contact.
* |ndicates reguired field

Mame Doe, John

Check if you would ontact Type Emergency

also like to remove

as a beneficiary. emove Friend ther relationship also Enter effective date of
= End Date [73.4u4.2005 * the change.
(example; 23-Aug-20067
End Relationship Reason £

Cancel ) [ Sawve Faor Later ) [ Mext )

Step 3. Enter the End Date as the effective date that you would like the contact removed. End date
must be in the following format: DD-MMM-YYYY.

Step 4. To also remove the contact as a beneficiary, check the box for Remove Friend/Other
relationship (or whatever applicable relationship type you choose). Click Next.

Step 5.  If you are satisfied with your changes, you may click the Printable Page button to print a copy
for your records, and click the Submit button.

ADD A NEW EMERGENCY CONTACT:

Step 1. To add a nhew emergency contact, click on the Add button. A list of your contacts will appear.
Click Continue.

Emergency Contact: Create
Cancel ] | Sawe For Later ) | Mext |
Employee Mame Joe Crah Employee Murmber 49733

lJse this page to provide emergency contact information. In the event of an emergency, HR tries to reach your Primary Contact first.
= |ndicates reguired field

General Information

Flease Mote:

e If you are completing your new hire enrollment, the effective date of all of your dependentsibeneficiaries must equal your date
of hire.

e [f you are changing your current enrollment due to a family status change, you must use the same effective date for each
dependent ar heneficiary you add during one status change.

Effective Dat . ,
* Efisctve ate Designate the contact’s
[example: 23-A0g-2008) R 8
. — - relationship to you from the
Eff?_cmt'ﬁ Pt mﬁ_y ngttbe Relationship o | choices in the drop down
earlier than your hire date. « First Name EL
hliddle Name

* Last Name

Check here to make this Suffix =
your primary contact.

e 25

T rimary Contacti®

Step 2. Enter the Effective Date this person is to become an emergency contact. This date cannot be
earlier than your hire date. Effective date must be in the following format: DD-MMM-YYYY.

Step 3. Designate the relationship of the contact to you from the drop down box in the Relationship
field.

Step 4. Enter the First and Last Name of your contact.

Page 12 of 23
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Step 5. If you would like to designate this person as your primary contact (the person Human
Resources will attempt to contact first), ensure that you have checked the Primary Contact
box.

Note: You may have only one primary contact. If you want this person to be your primary
contact, but you have already identified another person as your primary contact, you must
first change that person to a secondary contact. Do this by going back to the overview
page, selecting that person to update, and unchecking the Primary Contact box.

Step 6. Enter a telephone number for your contact. You may enter more than one number and
designate the type of number.

Step 7. When your entries are complete, select Next. Review your changes and print/submit.

DEPENDENTS AND BENEFICIARIES:

NOTE: Although this section is titled “Dependents And Beneficiaries”, you will only
change/update or remove Beneficiaries in this section. Information on adding Beneficiaries and
Dependents is maintained in the Benefits section on the home page.

UPDATE OR REMOVE YOUR BENEFICIARIES:

Step 1. To update the information of an existing beneficiary, click the Select circle next to the
individual’s name, and click on the Update button. Enter the information regarding your
beneficiary.

Dependents And Beneficiaries

Add or update information about your beneficiaries or dependents.
Mote: People you enter here become dependents or hEﬁeﬂC\alleE wv,t.aﬁ.ec you complete Benefits Enrollment Select Upda‘te
Select Dependent And Beneficiary: (Update ) Rwove | T,

Select Name Relationship ¥ttt eeennana [l lt0es
@ Crah, Sister Friend / Othar

Step 2. To remove an existing beneficiary, click the Select circle next to the correct individual's
name, and click on the Remove button.

Remove Contact

Cancel ] | Save For Later ) | Mext

Employee Mame Joe Crab Emplayee Mumber 49733
Organization Email Address  jcrab@ldry. com Business Group Landrys Business Group

Use this page to remave this contact. Enter an End Date to specify when to remove the contact.
# Indicates required field
Mame Crah, Sister

Enter the date that plationship  Friend / Other Check Remove Emergency
your change [JRemave Emergency relationshin also relationship also if you would
should become h&Date gl F < like to remove this individual as an
effective. 23-Aug-2008 emergency contact.
[example: 23-Aug-2008
End Relationship Reasaon w

Cancel ) | Sawe For Later | | Mext )

Step 3. To also remove the beneficiary as an emergency contact, you must check the box for
Remove Emergency relationship also.

Step 4. Enter the End Date as the effective date that you would like the beneficiary removed.

Step 5.  Click on the Next button and review your changes. Select print and/or submit.
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BENEFITS
Add Dependents/Beneficiaries - View - Enroll - Update

You will use the Benefits section to manage your benefits enroliments. You may view your benefits at any
time. However, you may only enroll or make changes to your benefits selections during open enroliment or
when you have a qualifying life event, such as marriage, divorce, or the birth of a child. (There may be
other circumstances which may be considered a qualifying life event. Contact the Benefits Department at
800-394-3839 [option 5, then 4] if you have any questions.) Remember to update your personal
information under the Personal Information section, including marital status, before clicking on the Benefits
section.

Please note that you may not enroll in or make changes for 401(k) or Deferred Compensation through
ESS. You must enroll and make changes directly through the vendor.

ADDING DEPENDENTS AND BENEFICIARIES:

Note: You will need to add your Dependents and Beneficiaries prior to enrolling in Benefits.
Eligible Dependents under the Company’s Benefit Plans include: legal spouse and/or children
under the age of 25 (age 26 effective 1/1/2011).

Step 1. Select the Benefits link on the ESS home page.

Logged In As HEMPLOYEE
Mavigator Favorites
Edit Mavigator | Edit Favorites |
[WlLandry's Employee Self. Landry's Employee Self-Service fou hawve not SE|ECT_Ed any‘_fa\-'ﬂrites.
Service, Standard =l Actjions Saved For Later Please use the "Edit Favorites” button to
=l Personal Intd ((alal set up your favarites.
<= Benefits
otificati

Step 2.  Your current dependents and beneficiaries are displayed. Select Add Another Person to add a
dependent/beneficiary.

A 4
‘;andlj"’s Landry's Employee Self-Service

RESTAURANTS, I4G.

Home  Logouwt Prefersnces

Dependents and Beneficiaries
Marne Jane Doe Cancel ) | Mext )

The information below reflects data currently on file in the Benefits Department. Please be sure to add all of your dependent/beneficiary information on
this page. You will have the opportunity to add a person on the screens to fellow however doing this will take you back to the beginning of the enrollment
process and all changes will be lost.

» Toadd a dependent or beneficiary select the Add Another Person button
e Toupdate the information on an individual below select the pencil icon

If this information is correct, select the Next button to begin the enrollment process.

Apd Anather Person )
Name Relationshr
John Doe Parent

Social Security Number Birth Date Update
o 02-Feh-1954

@TIP Press update icon to validate address and other informa

Click Add Another Person if
you would like to add a

Home | Logout | Breterences dependent/beneficiary

Copyright (o) 2008, Oracle. Al rights reserved

Step 3. Enter the Effective Date (DD-MMM-YYYY) this person is to become a dependent/beneficiary.
This date cannot be earlier than your hire date. NOTE: If you are a New Hire, you MUST put
your hire date as the effective date for all dependents/beneficiaries.
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Add Dependents and Beneficiaries

Marme Cancel ) [ Agply )
* Indicates required field
Mame and Relationship
Please Mote:
& |f you are completing your new hire enrollment, the effective date of all of your dependents/beneficiaries must equal your date
of hire.

& |f you are changing your current enrallment due to a family status change, you must use the same effective date for each
dependent or beneficiary you add during ane status change.

W Select the
(example: 16-Sep-2006) applicable

Enter Relationship | child T A relatlonshlp.

EffefCtive = First Name —~~
Date in (DD- )
MMM-YYYY) Middle Marne -

format. % Last Name Enter First and Last

Name of the
Suffix dependent/beneficiary.
(example: Jr.)

Address Information
[ Shared Residence

If wou check the box shove you don't need to fill in the address helow

Step 4. Select the Relationship of the dependent/beneficiary to you from the drop down menu.
Step 5. Enter the First and Last Name of your dependent/beneficiary.
Step 6. Enter the address and telephone number (check the Shared Residence box to use your address).

Step 7. Scroll down to select Gender from the drop down menu in Miscellaneous Information.

- If ywou check the box above you don't need to fill in the address below
Address Type v
Address Style | United States v
* Address Line 1 Enter your
Address Line 2 dependent/beneficiary’s
Address Line 3 Address and Telephone
* City e number, or check the box
State next to Shared Residence to
Select the * Zip Code use your information.
appropriate County
Gender. * Country  |United States @
Telephone . .
P Enter Social Security

elephone? 4/ number, if one has been
. assigned.

Gender v Social Security r
Student Stat (example: 123-45-6759)
udent Status v Date of Bith ‘\@— Enter Date of
ertal St Birth (DD-MMM-
arital Status
b YYYY).
Is this Person Disabled? v

Step 8. Enter the Social Security Number.
Step 9. Enter the appropriate Date of Birth in DD-MMM-YYYY format.

Step 10. You may optionally enter whether the dependent/beneficiary is disabled from the drop down
menu for Is this Person Disabled?

Step 11. Click on the Apply button when your entries are complete.
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REVIEW CURRENT BENEFITS:

Step 1. Select the Benefits link from the ESS home page.

984 ¢

“aﬂd‘l?.’s E-Business Suite

RESTAURAMTE, IH T,

Logout Preferences Help

Logged In As JDOE
Navigator Favorites
Edit Mawvigator | Ediit Favorites |

[ Landry's Employee Self-Service You have not selected any favorites. Please use
Standard [E] Actions Saved For Later the "Edit Faverites” butten to set up your favorites
A PETsonal Tmommation
=] MoTfcations
= Payslip

Step 2. There are two benefits pages to choose from (Benefits Enroliment and Current Benefits), and
the tabs in the top right of the window control tell you which page you are on. Ensure that you

are on the Current Benefits tab.

Benefit Enrolliments

Mame Celine Dion Program  Landry's Benefit Update Banefits
Event Mame MWEW HIRE Program
Enrallment Period 04-AUG-2006 - 03-0CT-
2006

Mote: Select the Update Benefits button to enrall or update your current benefits. Current Benefits should be

selected to review benefits.

Benefit Selections

Coverage Start Pre Tax After Tax
Plan Option Date Coverage Cost Cost
Basic Life and AD&D - Basic Life $50,000 & AD&D 01-Oct-2006 50,000.00 0.00 0.00
Dental - Dental Insurance (Pre Tax) Employes + 01-C1ct-2006 26.14 0.00
Farmily
Dependent Care Flexible Spending - Dependent Care 01-0ct-2005 1,000.00 166.67 0.aa
Spending Account
Health Care Flexible Spending - Health Care 01-0ct-2006 1,000.00 166.67 0.aa
Spending Account
Long Term Disability - LTD 01-0ct-2006 3.,380.00 0.00 .00
Health - Health Insurance (Pre Tax) Employes + 01-0ct-2006 200.07 0.00
Family
“oluntary Life - “oluntary Life Mon-Tobacco 01-0ct-2006 330,000.00 0.aa 13.10
“oluntary Spouse Life - Yoluntary Spouse Life 01-01ct-2006 330,000.00 0.aa 23.45
“oluntary Dependent Life - Waive Yoluntary 01-0ct-2006 0.aa 0.aa

Step 3. To view your benefits history, you may click on the pull down menu at the top of the window,
select the appropriate time period, and click the Go button. Scroll down the page to view your
Covered Dependents and Beneficiaries.
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UPDATE OR ENROLL IN BENEFITS:

e To update your benefits due to a change in marital status, follow the steps listed under the
“Maintain Personal Information” section prior to enrolling/updating your benefits.

¢ You must enroll during the enroliment period in order to participate in Landry’s Benefits Program.

Step 1. Select the Benefits link on the ESS home page.

Step 2.  Your current dependents and beneficiaries are displayed. If the information is accurate, select Next.

Dependents and Beneficiaries
Marme Celine Dion Cancel |

The information below reflects data currently on file in the Benefits Department. If this information is correct, sele
"Next" button to begin the enrollment process.

« To update the information an an individual below click the pencil icon.
Add Another Person | Select Next to proceed to

the next enrollment screen.

Name Relationship  Social Security Number Birth Date Update
Frank Dian Spouse 222-33-4447 19-Aug-1970 f
Hemingway Dion Child 999-88-7777 12-Dec-2004 f
@TIP Press update icon to validate address and ather information.

Step 3. Select Benefits Enrollment and click on Update Benefits to proceed to the enroliment selection

screen.
Benefit Enroliments
Mame Celine Dion FPrograrm  Landry's Benefit Update Benefits )
Event Name NEW HIRE Program
Enroliment Period 04-AUG-06 - 03-0CT06 \
Mote: Select "Update Benefits” button to update your current benefits.
Benefit Selections Select Update
Coverage Start Pre Tax Af] EEEIES (2
Plan Option Date Coverage Cost proceed to your
Basic Life and AD&D - Basic Life $50,000 & AD&D 01-Oct-2006 50,000.00 0.00 enrollment
Dental - Waive Dental Insurance 01-0ct-2006 0.00 selection screen.
Dependent Care Flexible Spending - Waive 01-Oct-2006 0.00
Dependent Care Spending Account
Health Care Flexible Spending - Waive Health Care 01-0ct-2006 0.00 0.00 0.00
Spending Account
Long Term Disability - LTD 01-Oct-2006 338000 0.00 0.00 0.00
Health - ¥Waive Health Insurance 01-Dct-2006 0.00 0.00 0.00
“oluntary Life - YWaive “oluntary Life 01-0ct-2006 0.00 0.00 0.00
“Yoluntary Spouse Life - Waive Woluntary Spouse Life 01-0ct-2006 0.00 0.00 0.00
“oluntary Dependent Life - YWaive Woaluntary 01-Oct-2006 0.00 0.00 0.0a
Dependent Life
Total 0.00 0.00 0.00
@ TP The beneficiary and primary care provider information from any previous enrollment carries forward once you make your
elections. You will see the information in subsequent pages.
@T1Ip The values displayed above are based on the default elections.

If you have made a life event change in the system, the Event Name is listed. If this life event allows you
to change your benefits, the Enroliment Period will also be listed.

Step 4. Make your benefits selections by clicking on the Select checkbox next to the desired option (in
some sections, you will need to enter a coverage amount). If you do not want a specific benefit,
then you will need to check the WAIVE coverage box. Scroll down the page to view all benefits
selections.

NOTE:

e You must check the Select box for Basic Life and AD&D and LTD if you are enrolling in
Health Coverage.
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e If you are a New Hire and you are electing Voluntary Life Insurance (Self, Spouse,
and/or Dependent) and the amount exceeds the guarantee amount, you must submit a
Statement of Health form. This form is located on the Intranet at: http://intranet.ldry.com
under Forms>Benefits.

Step 5. Select Next when you have completed your selections.

]
ORACLE' Landry's Employee Self-Service Home Logout Prefereng Click Next when you
have completed your
Ty T I
O O selections.
@ ‘ Update Enrollments  Cover Dependents  Update Beneficiaries  Caonfirmation Statement
M wuun Update Benefits: Update Enroliments /
Mame Celine Dion Program  Landry's Benefit Fecalculate ) | Back | | Mext
Event Narme NEW HIRE Program ™
Enroliment Period  04-AUGH6 -03-0CT) Click on the
06
Uplate Bl - oo checkbox to .
Currency = US Dollar select your 3
hake your selection below. .
iy | Basic Life and AD&D desired '
Make yourq oot oIS AN benefits.
Health Basic Life insurance is an employer paid benefit that is available to all employees whpAarticifraremrmereammmsorame
Plan Plan Select Coverage
Health | Basic Life $50,000 & AD&D 50,000.00
Waive H| Dental
Dental Plan Option Select Cost
Plan Dental Insurance (Pre Tax)
Dental |
Employee Only O 10.74
Waive Dental Insurance [T
Basic Life and AD&D
Basic Life insurance is an employer paid benefit that is available to all employees who participate in the Health Insurance

Step 6. The Cover Dependents window will display. Check the box next to all dependents you want to
cover. If the box is NOT checked, that individual will be excluded from coverage in the
applicable benefit program.

NOTE: Any dependent(s) that is not eligible under the benefit program guidelines (i.e., children
25 years of age and older; [age 26 effective 1/1/2011]) will not be listed as a dependent

u

nder the Dependent Selection.

Step 7. Click the Next button when you have completed your dependent selections.

Ty

S
Update Enrollments  Cower Dependents  Update Beneficiaries  Confirmation Statement

Update Benefits: Cover Dependents
Marne Celine Dion Pragrarn  Landry's Benefit Back | | Mext )
Event Name MNEW HIRE Program
Enrallment Period 04 AUG06 - 03-0CT 06

Dependent Selection

Children 25 years of age and older are not eligible for coverage under Landry's benefit program.
@ TIP Missing Persons may not be family members or are ineligible

Dental : Dental Insurance (Pre Tax) Employee + Family

Benefits Enroliment Current Benefits

Check the box
next to all

Dependent Relationship  Social Security Number Eligible Ineligibility Reason Cover
Frank Dian Spouse 272-33-4447 ‘es P
A B
Hemingway Dion  Child 999-88-7777 Yes
Heaith : Health Insurance {Pre Tax) Employee + Family
Dependent Relationship  Social Security Number Eligible Ineligibility Reason Cover
Frank Dion Spouse 222-33-4447 ‘fes
Hemingway Dion  Child 999-88-7777 Yes

dependents you
want to cover.

Step 8. Designate beneficiaries from those listed on the page by entering a percentage for each
beneficiary. The total for each plan must equal 100%.
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http://intranet.ldry.com/

NOTE: You may click on the Recalculate button at any point to determine your current

percental

e designations.

Update Enrallments  Cover Dependents  Update Beneficiaries  Confirmation Statement

Update Benefits: Add Beneficiaries

Marne Celine Dion

Prograrn  Landry’s Benefit
Event Name NEW HIRE

Program
Enrollment Period 04-AUG06 - 03-OCT-06

Back ) [ Mext !

\

Beneficiary Selection

Please elect beneficiaries below. You as the employes are automatically the beneficiary for the “oluntary Dependent and
Yoluntary Spouse Life that you have selected.

Basic Life and AD&D : Basic Life $50,000 & AD&D

Family Members and Others

You can click

100%.

Recalculate to view
your current total
designations. Your
entries must total

B

Click on the Next
button when your
percentage
entries are
complete.

Step 9.

Enter the percentage you
would like to designate to
each beneficiary.

Beneficiary Relationship Social Security Number Primary % Clear |
Celine Dion Self 111-22-3339 I 0
Frank Dion Spouse 222-33-4447 I 50
Hemingway Dion  Child 999-88-7777 I a0
» Recalculate )
Primary %
\ 100

When you are satisfied with your designations, click on the Next button.

Step 10. Click the Printable Page button to print a copy of your benefits selections for your records.

The confirmation statement shows all the selections that you have made, as well as the cost
(pre-tax and after tax) per pay period. Scroll down to view dependent coverage and beneficiary
designations. Review the confirmation statement carefully. If any of your selections are
incorrect, or you would like to make additional changes, select the Back button.

Print the
confirmation
statement for
your records.

%8 4 ¢

‘Jandl?.'s Landry's Employee Self-Service

Home Logout Preferences

/

Finish )

Mame

Program  Landry's
Event Mame Open

Benefit

Program
Enrollment Period 07 -DEC-2006 -

18-DEC-2006

If you have changed your | fit enr t due to one of the life events noted below, please fax or mail the required
certificate to the Benefits Department.

« Martiage: Martiage Certificate
e Divorce: Divorce Decree

Back | ( Printable Page | [ Publish XML )

e Add Child: Birth Certificate / Hospital Records or Adoption Decree

RESTAURAMTE, INC,
Benefits Enrollment Current Benefits
Click the Finish
Undate Enraliments  Cover Dependents  Update Beneficiarias  Confin Statement button if your
: ntri r
El Confirmation entries are
. . . _ : complete.
| acknowledge that | have reviewed and understand the benefit options available to me and the elections selected. | autharize
rny employer to take the payroll deductions for those benefits. Please print this page for your documents.
Co nﬁ},}.h'a't'l'o‘ r‘.l‘ sféf éi'h'e' [ A R R P

Step 11. Select the Finish button to complete the enroliment/update process. Please note that by clicking

on the Finish button, you are authorizing the applicable bi-weekly amount for the selected
benefits to be deducted from your paycheck.

NOTE: If you do not click on the Finish button, your elections will NOT be saved!!!

If you experience any difficulty with your benefits enrollment, or you have any questions
pertaining to benefits, contact the Benefits Department at 1-800-394-3839 (option 5, then 4).
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Time Off Requests — Vacation/Sick/PTO
Salaried Managers

You may submit a time off request for vacation, sick leave, or personal time off by accessing Oracle’s
Employee Self Service (ESS). When submitting a request for time off via ESS, there is no need to
complete a PAR form. It will be your responsibility to submit a Time Off Request immediately upon your
return from any unplanned absence.

After you submit a request via ESS, the system will route your request to your supervisor for approval. If
you do not have an individual work email address, you may log into Oracle to view the status of your
request, or, your General Manager will notify you of an approved or declined request.

Note: Managers in Training (MIT’s) taking time off will need to continue sending PAR Forms to the
Salaried Payroll Department. Once they have completed the MIT Program they should begin submitting
their time off requests through Oracle ESS.

Step 1. From the Intranet, select Applications then Oracle ERP. Once you are logged in to Oracle,
select the responsibility Landry's Time off Request, Standard.

Step 2. Click on the Time off Request link. Under this function you will be able to create a Time off
Request, view pending and approved requests, absence history, and accrual balances.

00O

RESTAURANTS,

Logout Preferences Help

Logged In As LI JLOBSTER
Navigator Favorites
Edlit Mawigator | Edlit Favorites |

O Landry's Employee Self- | Landry's Time off Request
i : H Actions Saved For Later

Lancll'v"s Time off Reques

<7'd‘31anclarcl Time off Request
P \

Step 1. Step 2.

Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement

Step 3. To review available time off balances, click on Show Accrual Balances.

»Show Accrual Balances )}
lew urre anned Absence |v| Go)

Create a Time off Request )
Time off Type Time off Category Start Date End Date Status of REC]I.IESI‘ Update Confirm Dates
No results found.

Bark |

Step 4. Your accrual balances are now displayed in the area immediately below the Show Accrual
Balances link (now displayed as Hide Accrual Balances).
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Step 5.

Step 6.

< Corp SalPTO 1 Corp Sal Sick3 Corp Sal Vac 12
T —— /

Note: The balances shown are as of the current date. If you have a request that has
been approved for a future date, this will not be reflected in the balance. The balance
does not decrease until the requested time off has passed.

You can view approved future absences or pending time off requests (absences requested but
not yet approved) by selecting “Current and Planned Absences”, or review past requests by
selecting “Absence History”. Click the Go button when you have made your selection.

To create an absence request, select the Create a Time off Request button.

¥ Hice Accrual Balances

& alances are as of: February, 11T 2009
- Your accrual balances are
displayed here.

View | Current and Planned Absence v |20

Step 6.

Create a Time off Request )
] Time off Category Start Date End Date Status of Request Update Confirm Dates

Step 9.

No results found.

Back )

Select the appropriate Time off Type from the pull down menu. Salaried exempt employees
must select from the Salaried options.

You may use the calendar icon to enter a Time off Start Date and Time off End Date, or simply
type this information into the applicable field.

Correct Entry Example: John is requesting one full day off. He will enter a Time off Start
Date of 03-20-2009 and a Time off End Date of 03-20-2009.

Enter the total amount of time that you are requesting off from work.

9.1. Exempt (salaried) employees will enter the total number of paid days off they are
requesting in the Time off Days field. Do not include regularly scheduled days off. Enter .5
for half days.

Step 10. You may optionally enter any comments for your manager’s review in the Comments box.

Step 11. When you have completed your entries, click on the Next button.

Step 8

Step 9.1

Create a Time off Request
Cancel ) (| Sawve For Later ) (| Mext )
Employee Name john Lobster Employee Number 21161

......... . .. Step7
= |ndicates required field

xTime off Type |\Vacation Salaried v
Time off Start Date |03-20-2009 E|Time off Start Time

(Exarmple: 01-27- HH: MM (12:00-

2003) 11:59)
:lTime off End Date |03-23-2002 E|Time off End Time
HH:Rhd (12:00-
11:59)

» Time off Days |2 Time off Hours

Comments (ZUDD Characters) You may write any comments for your supervisor's consideration, such as, "This vacation request is
rescheduled from June.”

Step 10 /

(Optional)
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Note: Oracle ESS does not recognize regularly scheduled days off work. Therefore, if you submit a time
off request that is shorter in length than the actual calendar days of the request, you will receive a warning
message.

Example: John requested vacation for Friday, 03/20/09 through Monday, 03/23/09. This represents 4
calendar days. However, John is normally scheduled off on Saturday and Sunday, and therefore is only
requesting 2 vacation days. John will receive an error message since his request of 2 days is shorter in
duration than the actual number of calendar days that he will be off work, which is 4 days.

Step 12. If you receive a warning message, check your entries to ensure they are correct. Once you have
ensured that your entries are correct, click on the Next button.

Step 13. Review the information in the Time off Details section. Under the Approvers field, the person
listed should be the General Manager (GM’s should see the name of their RVP).

Next |—

Time off Request: Review
John Lobster

Employee Name John Lobster

Cance| ) | Sawe For Later )

Cancel ) [ Printable Page ) ( Sawe For Later | (Back ) ( Subrmit |

Employee Number 21161

Review your changes and, if needed, attach supporting documents.
@ Indicates Changed Items.

Time off Details
Proposed \
Time off Status Confirmed
Time off Category VVacation
Time off Type \Vacation Salaried
Time off Reason

Start Date 03-20-2009
End Date 03-23-2009 >
Days 2

Hours

Comments and You may write comments for youe Supervisor's
Supporting consideration, such as, "This vacation recuest is rescheduled

Review the
details of your
request for
accuracy.

Supervisor Information from June.” /

IS/ Sie: Additional Information

T —
TP rs

Details Line NG

#¥Show 1

Approver Status Delete

Liebelt, Julia

Approver Type Order No
HR People 1

Category
Approver

Step 14. If you are satisfied with your changes, you may click the Printable Page button to print a copy of
this page for your records and click the Submit button to submit the request.

Step 15. The confirmation window will display, indicating the request was submitted successfully. Click
on the Home button to return to your Oracle home page.

Change or Cancel a Time Off Request:
All changes or cancellations to time off requests that have been approved by your supervisor must be
submitted to the Payroll Department on a revised PAR signed by your supervisor.

Notifications:

The Notifications screen is Oracle’s internal email system, where you will be notified of any approvals,
rejections, or requests for information of a time off request. These notifications will also be sent to your
Landry’s email account. For those that do not have an individual Landry’s e-mail account, your General
Manager will notify you of any requests for additional information, or of a denied or approved time off
request.
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Step 1.  Click on the Notifications link. (Refer to Step 2 on page 1).
Step 2.  Any activity regarding a time off request will appear as a notification on the Worklist page.
Step 3.  To review a notification, click on the appropriate subject line of the notification.
Step 4. The reason for rejection is displayed in the notification. If you do not wish to take further action,
simply click on the OK button.
Step 5. You may request additional information from the current approver/rejecter by clicking the
Request Information button.
Step 6. To request additional information from the approver/rejecter, select Workflow Participant and
choose your supervisor’s name from the drop down menu.
Step 7.  Enter your question or comments in the Information Requested field and click Submit
Request Information: Jasso, Laura rejected your Leave Of Absence changes for Crab, Joe
* Indicates required field — Cancel ) | Submit )
/ ep
* REQUESt More @ WWarkflow Participant | Jasso, Laura %
Information From O Any User | All Employees and Users ﬁ?
tmation Reguested ) gy planning to travel out of town, but it is no problem to cut the trip short a few days.
Step 7 Howeever, rrlay | leave 2 hours early on Friday (3412

Respond to a Request for Information:

Your supervisor may also send your time off request back to you seeking additional information:

Step 1.

Open the notification by clicking on the appropriate subject line.
The information request appears in the Response section.
Enter the requested information in the Answer field.

When you have completed your entries, click on the Submit button at the top of the screen.
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