When can I start?

Our schools will begin training sessions in October.  Training and access to Self Service will be provided by individual departments.  Your department manager will notify you of training dates. 

Quick reference guides, FAQs, and training documentation will also be provided.

More information about Self Service is also available on our website at www.ourschool.edu.

Or you can e-mail Human Resources at self.service@hr.edu
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Your Personal Guide to Your Personal Information


Welcome to the Future!
Human Resources, Payroll, and Information Technology are pleased to bring you Self Service, your personal guide to your personal information.

Self Service will eliminate the need for e-mails and phone calls to HR or Payroll for common requests such as address changes, benefits information, or tax documents.  In addition to saving time, Self Service will reduce paperwork therefore saving money and trees!  

Self Service is a web based application available through campus computers or from your home computer.

After training you will create your own log in and password to access your personal information.

Self Service has four modules:
eProfile, eBenefits, ePay and eCompensation.

· 
Review and update personal information (eProfile)

· Name changes

· Home, mailing and e-mail address changes

· Marital status changes

· Emergency contacts
· Phone numbers
· Review and update benefits information (eBenefits)

· Benefits summary

· Health care summary

· Insurance summary
· Add/Review dependents

· Review and update payroll (ePay)
· Review paycheck data and print pay stubs

· Add, change, or discontinue direct deposit

· Review, add, change, or discontinue voluntary general deductions

· Change Federal tax withholding (W-4) information

· Request duplicate W-2 forms

· Review Compenstation History (eCompensation)

· Compensation history
Things to note….
Some Self Service transactions require documentation as proof.  

Name changes will require you to provide a copy of your Social 

Security card reflecting you name change to Human Resources.

Marital Status changes will require you to bring or fax a copy of your marriage license or divorce decree to Human Resources.

Additional campus specific procedures entered here.

