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Logging in to Employee Self-Service and Understanding the Pages

View Paycheck

The Employee Self-Service Main Page opens

&
Top Manw o 2EE
S8 OF Laawe Accrusd Corpanents | | .
S Setven |
e e 2 Vs Beportng o
Meau 2§ L3 Permma! Irizremtoe R

4 Wy Sesem disfe

)
o Ve Fapthacs

Highlights

Click Main Menu.

Click Self Service.

Click Payroll and Compensation.
Click View Paycheck.

Page may take a few seconds to display. Wait for screen to
load.

The View Paycheck page opens

Fogtes Mo ey Sef Sanvee !Ngm w-lm!u

View Paycheck

Tiadew wut st aite SRctec 3edow Suac B (V0 A of Bw Se et wa winkd B B reven

Click the Check Date you want to view.

Note:
The page displays the previous eight paychecks.

v el B e Caatems fram | xom a9 B | M L™
[s . . . .
= TR e o To view the previous 50 paychecks, click View All
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Auain Fote ol Devanre 08 SN0 SL23 MM
AT T T o Deanaie wnoeam) (73U AR N LR ot LAl
AU Thts ol Dewwwre o a0y LI W N
Jdana Sots ot Dawamrs LAUM P L8] DIOA2013 S1241 20 dama)l
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Logging in to Employee Self-Service and Understanding the Pages

Sample Paycheck and Printing

will appear.

the page.

e A printable view of your paycheck
e Click Print Page button at the top of

e Print option window opens.

View Paycheck int opt.
Click to Print >kt fon il e Click Print.

Het Pay: $1.948 37
Company Employee
St of Dallrd Personal & Py Begin Date: 0701772011
orngiongd Pay End Date:  07/20/2011
820 Saver Lake Biva, Sulle 100 Job
Dover, DE 19904 Check Date: ogh2ron
Information
Rewew the detads of yous pamd Gs, seleq  Vigw 3 Differant Paucheck m
Genamal
| Hame: Busaness Unit STDSU
| Employes ID: Pay Growp: State of Delaware
Address: Daepartment:
Location:
Job Title:
Pay Rate: $2686.00 Bonoery

Fed Marital Statua: Married DE Marits Status: Martied. joint cetum

feod Allowances: 0 DE Allowances: 0

Fed Addl Percent  0.000 DE Addl Percent 0000

Fed Addl Amoont:  §0.00 DE Addl Amount: $0.00
Poriod Groes Earnings Fod Yar Grose Statw Tax Gross Votal Yasen Totsl Deductions
Current 268600 252500 252400 86183 17570

Descrphon Tours Amoatrt w Amoumt
[ReguizPay 7500 258600 Fed Withhoidng 300 48
Employees with Multiple Jobs [FedNEDEE 388
Earnings from individual jobs are Feu DASDVEE 11158
summarlzed from all jobs by OF vamhaldng S
earnings type (Regular,
Overtime, etc.) and listed here.
Totat 7500 2666,00 Totat %5193
[ Betore Tax Owdvcooms ]
Dewscription Amount  Description Amoqnt w Amount
RegPenCa 8058, WMINLIFE 10.85|
Medcal 87 1155, LiwaySECC 188
Dentad BT 1581, ‘ Medical 8T 25728
|
EaateVis 300 |
1
DC457(5) 50.00; |
| |
|
* Taxabia
|
Totat 161,00 Totak L)
| |
Nat Pay Distribunion
Pagrowne Type [ — Account Yypw am}
104837

Duzd Oepost | Advice Distribution > ~heching
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Logging in to Employee Self-Service and Understanding the Pages

View Benefits Summary

The Employee Self-Service Main Page opens

Favgnes \ﬂ.ﬁw
Patsenatiy Fowsh Mavs @ ]
e M » (HETHE
3 DE Lesvr Accreal Comgonanty ‘o
) b Sevace
Tha s 3 Time Ragortng .
Monuiog i o o hum Dralie B Persond Woeration
Ean N ISSFSES 4 [ Tyl and Compermaten
Mghlights 1 Fensity =
o ) Berelits Sureary
Usod poges new | ] Berety Erechrecs
apomar uscher the Eavorten _———

Click Main Menu.

Click Self Service.

Click Benefits.

Click Benefits Summary.

Page may take a few seconds to display. Wait for screen to
load.

Note: Benefits Enrollment is used during Open Enrollment

The Benefits Summary page opens
Benefits Summary

To wéw your banehis a8 of ancther dabe. eriler he Sale and sefed Go
{05202043 5§ Go

Hennfes Summary

Typw Wl Bamatil e D ssrstabn Coversge o Parieipatemn
Hedcy Elue Cross Blwe Cars® 07 Employes Orny
D=otal Oela Dectal PPO Pius Precmugr  Employes Only
Vizien State Vision Emploree Orsy
Bood Bank Slood Bank of Dedmana
Defareg Comp 457 Catoh-up Waed
|Detared Compensation 457 State of DE Def Comp 457 $50 Bafors Tar
Sick Metil Sick 375 e———
Vacaion Non-Mertt Vac 375 Hr

Flet Spencing Health - U S Wartiod

Fles Spenang Depeanderd Caro Waned

PansionPlan 1. USE State Empicyees

A summary of benefits is displayed. If you want to
view your benefits as of another date, enter the
date and click Go.
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Logging in to Employee Self-Service and Understanding the Pages

View Timesheet (Time & Labor Organizations only)

The Employee Self-Service Main Page opens

Click Main Menu.
Click Self Service.

Fovyten  Man eral ) ) )
Pasnsne 00 Memet = Click Time Reporting.
[Yap s . S0 i i
T —— Click Report Time.
The meru Ra— . .
ki N Click Timsheet.
e Page may take a few seconds to display. Wait for screen to
load.
The Timesheet page opens The current pay period for time entry appears.
—— You can view previous and next pay periods two
_ — .| Ways.
ki s 1. Click Previous Period or Next Period link
_ )
LRt e B S B S T i B R e 2. Enter the pay period date you want to
* view and Click Refresh.
Note: Previous pay periods are no longer available for data

entry.

View Leave Balances (Time & Labor Organizations only)

The Employee Self-Service Main Page opens

Fimptes  Man Moy

Paraotatse Sewsh Meves g
o
Top Mans R (T T
L OF Laawe Aczrud Qpvprae
=g e dnomd
The mams ) of Seryie View Lea
Menato ¢

2 Wy Syrtem Profie

Click Main Menu.

Click DE Leave Accrual Components.
Click LA Inquiries.

Click Self-Service View Leave.

Page may take a few seconds to display. Wait for screen to
load.

The View Leave Balances page opens

VIEW LEAVE BALANCES
Rame Empt 1©
Job Toe Empl Recordt
Mantiey Accrual Rate Ansual 13250000 Anvmal Leave Nax Carry Over: 318000
Honthy Accrual Rate Sick S 500000 Lok Laave Max Carry Ower: 93992 DDO
Soevice Date: J2u12am Last Pay Penod End Date: 050472011
Clem BALANCES ARE 45 oF PS040 & | RebeshDale
tieats ey
Bours Hpery

Carmi fruurs Sarmed  Afivsted Lapen Sy
CVurgmm Arateiie Laken Yom- o Ders

1'!'5.1_!::: Tnsrio-lelr  YeAIC o, nute tolate e
Sex Leaw 2001 750000 47 500000 090 20025 {500 2201 750000 . Dl
Ay Laawe 208 000000 6 250000 02000 164 25 0000 354250000 . Detalis
iy 0000000, 3400000 0.000 000 4000 0000000 . Getails
Eapration o X N . i ML

D Retars m Searen 2 Hetly

Balances are as of the last pay period end date.

You can view leave balances for previous pay
period end dates by selecting a new date and
clicking Refresh Date.

To view details for a particular leave balance,
Click Details.
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Logging in to Employee Self-Service and Understanding the Pages

The View Leave Detail page opens

VIEW LEAVE DETAIL
L Emp O
oo The Emgd Recors
| Rean
fime Bepeebitn
P trstse Sepurt 8 Besumn taenm Inkm e
'D\(II’JOU STAM Ter Rmres ¥ 200000
OV SERYN Shx Samee ¥ 50000
{orvane BEAN S Eame 1508000
[ i) ey 20 Earae § 50000
DANRZoN nr Tach Lamen Taten T 200020
|00 SERM Sk Earee 1200000
Yot Moars Taken Yoor to-Dale! 2308

Click Return to return to the View Leave
Balances page.

View Race/Ethnicity Designation (if applicable)

The Employee Self-Service Main Page opens

3 DE teave Accrud Componants (3 | I
s sefsenica |

The menu o T Repartng 2
Menutoc i Petsonal Informatun
€E 2w P
L0 My System Profie 21 Payrol and Compensatun (4] DEL Ete Groups
Highlights & Benafes 3

]

Click Main Menu.
Click Self Service.
Click Personal Information.

Click DEL Ethnic Groups.

Page may take a few seconds to display. Wait for screen to
load.

The Ethnicity page opens
Ethnicity

The smplayer i3 satyect to canan g Ae[EnQ INE APOTG Feg for the of
ol tgts laws and reguiitian. In Orded 10 Comgy wilh Thasa las 15 @oploysr RS SNy eds 10 vihantanty
sefoanify thew race or ethnicty Sunmission of thes ifosration o velurtary and refaey 19 provds f will not
Sabyect you 33 sty adverse lsatmeet. The wfecmation cotaned wil Be kst Corfidantial an? may aely be used
accordance with the p of faws, 7 y ] thasa thst saguiee
the infermation L0 e surenared dnd tpotel 1o the ledesl for el nghts wok Y
regered. daty wil ot identdy vy specec ndvdusl

§) Are pow Mnpanic or Latea? Gstas
O e
O Na

V) Vet b= your raceT Sebectoae of marn. Dol

AU 80 M AbEba Nathe
Amen
| Back or Almcan feariven
T Narve Harwaan Faolic isiae
loae

Thes jrage 13 for use by OF Scheel Dotret and Osl Tech amplsywas only

) Save

Complete number one by clicking Yes or No.

Complete number two by clicking the appropriate
choice.

Click Save.
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Logging in to Employee Self-Service and Understanding the Pages

Consent to Opt Out of Receiving W-2 in the U. S. Mail

Foogtes | Wan Meny o S Sence o Farodand Conpensation - W2/ Comsest

Employee Name

Chack belom % changs rour Gatvany mod of W2 and V¢ oemy

St 0 CICY, oY S0 T rec b TCICns -2 29¢ Wit e Mgt Empieyes SelfSenvc. o o et &°
concent, 3 peper Foamwll be pivsed and maded b pou By Jaruan 11 each peat Yoo comasel wil be sl for ok
SURSR0ueed rears Uress Wilaam Sy 0 & pou SITanle ereplrment

NOtE 1100 250 w0k 55 55 SO0 D31 worker, you wil eCee & Daser V-2 b Doge paymients 280ess of
youl consard Shus

Your Cuereet Stans 1o consent received

Edack here o indcate your coesent 1 recene sectoek 1 2204 W 2 bms)

St

To stop receiving your W-2 through the U.S. Mail,
you may opt out of the program. All W-2s may be
located on the Employee Self-Service website.

To opt Out — Navigate to: Favorites > Main Menu
> Self-Service > Payroll and Compensation > W-
2/W-2c Consent.

Check off the box that states: Check here to

indicate your consent to receive electronic W-2
and W-2c forms.

Click Submit.

View and Print W-2 Form

Fuvortes  Man Mess » Payredfor o Amena U5, Aol Pracesseg 0 Qrwite W2 00 > View WW-2¢ Foms

W-2W-2¢ Forms

Emgloyee Name

Ravien your avidadie V-2 200 WRJC Ioams Selow Seiect 2@ yoar o0 S0 Dl youw wiouid e 3 e

i et To Yo
Seloct Yaut £ad foim Loy | B 12002
- :oinmg Tafem® hocalody  Yewrfosfom 09 Frd i
Tex ) Ittacices
Coroumy
M o8 W2 WISIY  YewEniFem Fiol o

M | (" 022003 Yex EndFan Fing biwdens

2 Retre 0 Seary

Navigate to: Favorites > Main Menu > Payroll for
North America > U.S. Annual Processing > Create
W-2 Data > View W-2/W-2c Forms
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Logging in to Employee Self-Service and Understanding the Pages

Add or Change Home and Mailing Addresses

Freates ManNerw ) Sef Senice ) Parsooad formation 2 Home and Raing Aderess

Home and Mailing Address
Enmamoloment

e lpe  Sahia At Courtry  Address Eat
123 Main Syest

egma Comssl (G001 USL  Dower.OE 101 !
K

“Address Type: ¥ oo

*Bacaons Felg

Navigate to: Favorites > Main Menu > Self
Service > Personal Information > Home and
Mailing Address

Select Type and then Add

Use the Address Data Entry Standards document
for formatting addresses

Add/Change Phone Number

Favsetes MM)WW>WWM4%MNM

Phone Numbers

Enfer your phone rembers below
PoneType  Telephone Extension Prederred Delete
“ 0

Home (Liskd) 2028551212

sdPhvoe umber

Sae

* Raqueat Feld

Navigate to: Favorites > Main Menu > Self
Service > Personal Information > Phone Numbers

Select Add Phone Number

Add contact phone number. If adding more than

one phone number, select the Preferred phone
number.

Click Save
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Logging in to Employee Self-Service and Understanding the Pages

Add/Change Emergency Contacts

fargtas Mon Neru > Sof Sanice Pl fematon » Emamgey Catacts

Emergency Contacts

eressssteissnnnissnnnnn

Contet Nanve Relstisngaip to Employes Pimary Comtrt 6 Deiete

paiEmpomid Spoese 9 [ ]
mm

S

Navigate to: Favorites > Main Menu > Self
Service > Personal Information > Emergency
Contacts

Select Add Emergency Contact

Enter required information. Select Primary
Contact for one person if adding more than one
contact.

Click Save

Add/Change Ethnicity

ETHNICITY

The employee s Subvact o certan govermmental recordhsenng and reporing requiraments ke e
administabon of oM tights laws and requiabons h ceder b comply wih hese Bus he employer
nvies employees fo volumtanly sefkidentty ther race of ehmoty. Submission of bis inormation is
wihuntary and rebisal 1 provise £ wil et subject you to any adwrse beatment The nformation cotzined
il be kep! conddznbal and may only be used in accordance wth the peosions of apphcable laws,
emcubve orders, and requistons, nduding those tiat requite Be miemabon b be summanzed and
reparied 1o e edecai overmment for ciul igh's enfeccement When raporiad, dat will not idealdyany
spaciic ndidzal and wil be reporied a5 sggregate data

The mfrmabon you submil wil popaiate your Pessona Data pags @d caly e Efnicly you designate
& pemary wil 2 esed for EEO Suabsheal purpeses

Descriphon Primary Delele
Hapinic & ]
e 7 i |
Efinic Cahgmes

Add an ERne Glosp

a0

Navigate to: Favorites > Main Menu > Self
Service > Personal Information > Emergency
Contacts

Select Add an Ethnic Group
+ Employees can add or delete Ethnicity
*  One must be marked as “Primary”
After completion, Click Save
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Logging in to Employee Self-Service and Understanding the Pages

Add/Change Disability

fostn Nojuny ). $5spes | v Womtns 3 ity

Erphoyes Vers val

The compiion of s isktmabon s vokindary. 1 you hoose bo pioaide e requested ricenion i wil be kiapl cocbdzréal
rd wilbe used 1) (pdate general snployment sisisics on he skes number of employses who hase vontariy el
Sockorsnd 45 2 paeys it desably and wil ol sty ary Speciic incrvdanl

T
i ] Lo o ) D

B
T
Ulveteriowers Ooatdey (ke 3 i ofh 3 Sty

AS 3 Skt of Dedamar exrpioyon witha qusthad dsatelly phaase be adesed tal { yoo hove queshos igarda be

TSSO A0CORTOGIN0N PrOCsS of you biaee You nagulre 32 Bccommddebon you must cortact your speniser ADA
Cocesnae o HR Marage

2

Navigate to: Favorites > Main Menu > Self
Service > Personal Information > Disability

Follow instructions on the page
After completion, Click Save
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