WELCOME TO
SELF-SERVICE

Presented by: Brittnee Steckler — NDSU
Cheryl Widman — UND


Presenter
Presentation Notes
 Brittnee does welcome and introductions


Self-service

* Personal Information
* Payroll and Compensation

 Benetfits
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Presentation Notes
No Live


Personal Information

Student Employees do not have access to Personal Information


Presenter
Presentation Notes
No Live


Personal Information Summary
HE Self Service>Personal Information>Personal Information Summary
Name - View only
Addresses - Access to update/change Home & Mailing address
Phone Numbets — Access to update/change all
Emergency Contacts — Access to add/ update as needed
Email Addresses — Access to update Other

Marital Status — Personal Information see Benefits>1.ife Event
Changes

Ethnic GfOU.pS — Access to add/update


Presenter
Presentation Notes
Explain briefly each . . . THEN



Bring up DEV environment.  Use Brittnee’s.



Change address



Show next 3 slides



Example of Address notifications on next slides.


Employee/Administrator
Notifcations
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Explain briefly


Administrator Actions

Home and Mailing Address Home and Mailing Address

Diane Nelson .
Administratar action is required for this transaction. Select one of the options under Administrator Diane Nelson

Adtions and click Save. A
1OMS NG Clet A The following information has been saved.

Address Type:  HOME
Country: United States

Address: 911 Cottonwood Street #101 Address Type:  HOME
Grand Forks, ND 58201

Grand Forks Country: United States

Address: 911 Cottonwaod Street #101
Gsrand Forks, MD 58201

Grand Forks

Current Transaction Status:  Administrator Action Required

® Selectthis option to approve the fransaction and automatically update
the database.

O Selectthis option to approve the fransaction. You will be required to
manually update the database.

O Selectthis option to deny the transaction.

Current Transaction Status:  Success

Save
J Goto Persanal Data

GotoPersonal Data
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Presentation Notes
Explain briefly


Employees Notifications


Presenter
Presentation Notes
Explain Briefly



Go back to Personal Information Summary – PHONE NUMBERS



Next slide – Personal Data Privacy


Personal Information Summary

HE Self Service>Personal Information>Data Privacy

* Your date may be shared.

* Your data may not be shared.
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Presentation Notes
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GO LIVE and make change



SHOW HOW IT CHANGES PERSONAL DATA



Next slide – Payroll & Compensation


Payroll and Compensation

ND HE Self Service>Payroll and Compensation

Main Menu = ND HE Self Service =

..l:::l ' Payroll and Compensation

Review your pay and compenzation higtory. Update yvour direct deposit and other deduction or contribution information.

compenzation history for base, variable, and stock

\W-4 information.
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Cheryl up



Explain briefly



Will not do live data on View Paycheck or Compensation History


Payroll and Compensation

View PﬂYChGCk — Review current and prior paychecks

Direct Deposit - Add or update direct deposit information.
Compensation History - Review compensation history.
Voluntary Deductions - view only

W-4 Tax Information - Update - No administrator approval

W—Z Information — view and/or request



View Paycheck

View Paycheck Before-Tax Deductions After Tax Deductions
Employee Name Description Amount AmoYJnE: Description Amount AmJJn[: Description Amount AmcEﬁ
Company: et Pay: $2894.77 UND Fix 1480 2060 AthTick 6838 13676 DakPPO 32904 656.08
University of North Dakota Pay Begin Date: 01/01/2009 TIAA 4030 100.00 200.00 Schal Fund 3.00 6.00 StAs 0.71 142
Address: PayEndDate: 011152009 Medical 6250 12500 SiouxClub 7500 150.00 Basic 0.14 0.28
264 Centennial Drive CheckDate:  01/30/2008 HE TIA 12% 7950 15900 UW-UND 3.00 6.00 UND Basic 0.28 056
P.O.7127 Supp Life 16.56 3312 Disab Waiv 239 478
Grand Forks, ND 582027127 UND AD Fm 480 950 LTD 15 212
Review the details of your paycheck. To view other checks, select View a Different Paycheck DEP Life 5 0.26 0.52 INCOME ' .
P Life 8.95 1650 HETIA12% 39750 795.00
Employee Name Business Unit: unDO1 UND EE 270 740
Employee ID: 7029999 Pay Group: UMD - Salaried Sup
Address: 1234 Centennial Drive Department: 3250 - Department Name UND 9.25 18.50
Grand Forks, ND 58201 Location: Starcher Hall Spouse
Job Titte: Director of Happy Days Total: 25680 51360 " Taxable
Pay Rate: $95,400.00 Annual Total 1422z 14844
Total: 192.20 3e4.40

Tax Data

ND Marital Status: Married

Fed Marital Status: Married

Net Pay Distribution

Payment Type Paycheck Number  Account Type Account Humber Amount
Direct Deposit 43340 Savings *4350 786.00
Direct Deposit 433491 Checking HEEEEE30 1,008.77

ND Allowances: 2

2
0.000
§0.00

Fed Allowances:

Fed Addl Percent:

ND Addl Percent:

Fed Addl Amount: ND Addl Amount:

Total: 2,694.77

Paycheck Summary

Gross Earnings Fed Taxable Gross Total Taxes Total Deductions Net Pay
Current 3,975.00 3,718.20 831.23 449.00 2,694.77
YTD 7,950.00 7,436.40 1,662.48 898.00 5,389.52

PTO Hours VAC (Current¥TD) Sick (CurrentYTD)

Description Hours Rate Amount AmJJn[: Description Amount 01/01 Start Balance: 60.02 31492
) +Eamed: 2.09 2.09 4.05 4.05
Regular 3,608.07 558793 FedWithholdng 455.07 910.14
. ’ - Taken: 450 450
Holiday 8.00 45865385 366.93 73385 Fed MEDIEE 56.51 113.03
Anl Leave 450 45865385 206.29 1,628.22 Fed OASDIEE 24165 483.31 Personal:
Regular -4.50 45865385 -206.29 0.00 ND Withhaldng 78.00 156.00 Dependent:
+ Adjustments:
End Balance: 63.61 38.97

831.23

3,975.00 1,662.48

Use before 12/31: 35.50
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Ability to Review current and prior paychecks



Looks like pay advises



Click on View a Different Paycheck



Next slide – View Different Paycheck


View a Different Paycheck

View Paycheck

our available pay Tw date of the pay

Paycheck Selection

of Morth Dakota
of Maorth D a
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth D a
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth D a
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth D a
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth Dakota
of Morth D a
of Morth Dakota
of Morth Dakota
University of Morth Dakota
LIni y of Maorth Dakota
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Goes back to PPE 12/31/2004 when we converted to PSoft.



Next slide – Direct Deposit


Direct Deposit

Search:

)

I My Favorites Direct DEpOSit
[» Recruiting

Workforce Administration Cheryl Widman
[ Benefits
[ Payroll for Morth America
[ Workforce Development Review, add or update your direct deposit information.

[ Organizational Development Direct Deposit Detail
[ Workforce Monitoring A t D it
I Set Up HRMS ACCOUM  pouting Number ~ Account Number Deposit Type ~ AmtPct ——o0slt
b Worklist Type Order

[ Tree Manager Savings 091310864 =ETE93 Amuount 5150 Edit | Delete |

[» Reporing Tools
I PeopleTools Checking 091310864 ** 3466 Balance 9949 Edit

[ MD HE Applications
— ND HE Self Service Add Account
[> Personal Informatian Cannot delete
= Payroll and Compensation
i Paycheck 2! Bal,ance
Deposit Type
— Compensation History
— Voluntary Deductions
— WW-4 Tax Information
— W-2 Information
[> Benefits
— Change My Password
— My Personalizations
— My Systemn Profile
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Presentation Notes
GO LIVE – Use Diane’s self service.



Ability to Add or update



Edit, delete and add an Account



Next slide - Compensation History – No Live


Compensation History

Search:

®)

[ My Favarites
[ Recruiting
Worlfarce Administration
[ Benefits
[ Payroll for Morth America
[ Warkforce Development . .
e e From: 07/01/2005 To: 02/24/2009
[ Workforce Monitoring Employee Job Information
[ Set Up HRMS
Worklist EmpIID: 7029595949
[* Tree Manager
[ Reporting Tools
[ PeopleTools Job Title: Lead Cook
img EE .gpeﬁlgzi?ges Payroll Status: Active
[+ Personal Information

= Payroll and Compensation | RN I

— View Pay .
Date of Change Action Reason Compensation per
Freguency

— Compensation History 10/16/2008  Data Chg Correction-Standard Hrs 37 566.000000 Annual

e rr——— 07/01/2008  DataChg Correction-Standard Hrs 33,09.000000 Annual
W2 Information 07/01/2008  PayRtChg Equity Increase 37 586.000000 Annual

> Benefits 07/01/2008  PayRtChg Merit 36,504.000000 Annual
— Change My Password 07/01/2007  PayRtChg Equity Increase 35,504.000000 Annual
::j:jgfﬁrf;ﬂ'ﬁfé'lz”s 07/01/2007  PayRtChg Merit 34,160.000000 Annual
O7i01/2006 Fay Rt Chg Equity Increase 33,604.000000 Annual

07/01/2006  PayRtChg Merit 32,050.000000 Annual

07/01/2005 Fay Rt Chg Equity Increase 32 550.000000 Annual

07/01/2005 Fay Rt Chg Werit 32,000.000000 Annual

Compensation History

Employee Mame

YWiew Another Date Range

Department: Food Semvices
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Review only capabilities



Next slide - Voluntary Deductions


Voluntary Deductions

Search:

)

[ My Favorites Voluntary Deductions
[» Recruiting

[ Workforce Administration Employee Mame
[ Benefits

[ Payroll for Morth America
[ Warkforce Development
[ Organizational Development Voluntary Deductions

[+ Workforce Monitoring Deduction Type Start Date Stop Date Status Deduction  Goal Amount  Goal Balance

e Fighting Sioux Club  08/16/2008 Current 575.00 1200.00 750.00
[ Tree Manager

> Reporting Tools Parking Permits - 45450004
[» PeopleTools unpb

[ MO HE Applications Staff Senate

=~ MO HE Self Service Scholarship Fund

[ Persanal Information UND Athletic Tickets 08/16/2008 Current 1094.00 £83.80

7 Payolland ComPENsaton | United Way- UND  12/2412008 Current 72.00 6.00

— Direct Deposit
— Compensation History _
Return to MD HE Self Sernvice
— W-4 Tax Information
— W-2 Information
[» Benefits
— Change My Password
— My Personalizations
— My Systemn Profile

niversity of Morth Dakota

Current 0.00

12M6/2004 Current 0.00
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View only capabilities



Next slide - W-4 Tax Information


W-4 Tax Information

D HE Sel ice E
onal Inform : If married, but legall
sele ngle' status.

| claim exemption from withholding for and | certify that | meet
BOTH of the following conditions for exemption:
rihadari 4| i hheld

ithheld

11
‘Exempt’ here if you meet both conditions.

State W-4 Tax Data

Additional Amount:

Under pe
1d
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SHOW LIVE!!



Change Additional Amt to $50



Next slide - Employee Notification


W-4 Tax Change Notification


Presenter
Presentation Notes
These changes are made in PeopleSoft right away.  No Administrator approvals.



GO back to live and change Allowances to 25



Next slide – Error Message if Allowances over 10


W-4 Tax Information Cont.

== ldA HHOTTHAUUT

4 VAT

Vidman IRS W-4 Form
of Morth Dakota

ederal W-4 Tax Data

Enter total number of Allowances you are claiming: 2

Enter Additional Amount, if any, you want withheld from each paycheck:

Indicate Marital Status: ingle

] Check here and select Single status if married but withholding at single rate.
Note: If married, but legally separated, or spouse is a nonresident alien,
select 'Single' status.
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Next slide – W-2 Tax Information


W-2 Tax Information

W-2 Information

Employee Name

W-2 Information

To view your W-2 information on-line, enter the year, select the company and
press “View W-2 Info".

Select Calendar Year | 2008 % | |f year i= not listed, W-2 information iz currently not available.

Select Campus | University of Morth Dakota v

View W-2 Info |

W-2 Reissue Request
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Explain briefly



Ability or view/or request



Next Slide - View W-2 Information


W-2 Tax Information


Presenter
Presentation Notes
NO LIVE



Explain briefly



Soc Sec # is star’d out



Next slide – W-2 reissue request


W-2 Reissue Request

Submit for approval. Your HR/Payroll office may have a $5 reissue fee.

= W-2 Reissue Request

Complete the following information to request a reissue of your W-2 form.
Home Address

information iz currently not available.

b

Deliver W-2 to: | Mailing Addre


Presenter
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Explain $5.00  - Currently NDSU and ??? have this fee



GO LIVE!!



Click on to expand W-2 Request



Show error message when mailing address is inactive



Next screen - notifications


W-2 Reissue Request Notifications
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Next screen - Benefits


Benefits


Presenter
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Explain briefly



All are view only



Student employees do have access 



Next slide - Benefits Summary


Benefits Summary

Benefits summary

Employee Mame

your benefit of another date, enter the date and clic

G0

Plan Description Coverage or Participation
: 5 Family

Employee Supplemental
Life
UMD AD&ED Family
Dependent Life - 55,000
Spouse Supplemental Life !
UMD Basic Life Insurance
UMD Life |
Life ADD - Other UND Life Insurance $10,000
_—— SUpp
) Spouse Life
nce
ong Term Disab

Life Insurance - Other

0% of Salary

G0% of Salary
3100 Before Tax

Dependent Sick Leave

HE UMD FSAMed Spend o, -nn

pnending Health - LS. At 500 Pledge

Defined Contribution Plan HE TIAA-CREF 12% 2% of Earnings
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Click on hyperlink and directs you to plan documents.



Next slide - Leave Balances


Leave Balances

Employee Name

Personal Sick Leave Dependent Sick Leave *

YTD Hrs YTD Hrs YTD Hrs
01/01 Start Balance: 0.02  01/01 Start Balance: 314.92 Taken: 4.00
+ Earned: 8.09 + Eamned: 4.05 Available Balance: 36.00
- Taken: 4.50 - Personal Taken: _
+ Adjustrments: - Dependent Taken: 400
End Balance: 63.61 + Adjustments:
Use before 12/31: 35.50 End Balance: 314.97

A maximum of 40 hrs of available Perzonal Sick Leave may be used as Dependent Sick Leave.
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NO Live Data!



Explain briefly



Next slide - Flexible Spending Accounts




Flexible Spending Accounts

Flexible spending Accounts
Diane Nelson SELFAC

Your Flexible Spending Account(s) i

Select Plan Year

Bar.
dered, regardless

view past benefits information, enter the year and click the Go button.

2008] vy Go

Select Account

Forthis Plan Year you are enrolled in the Flexible Spending Accau sted below.
Please click on the one you wish to review

Annual Contributions Claims FSAClaims  Claims Paid

Spending Acco .
Spednqhocomt e YD Submitted

1500.00 125.00 0.00

Goto: Benefits Summary
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Explain briefly difference in two screen shots



GO LIVE – Diane’s



Next slide – Life Events


IS EVENL lalyc imsuucuons

Cheryl Widman

%4 Maritial Status Change

ng inform ES HR dept.
ap -

d of your

Date Change Will Take Effect:
Current Marital Status: Married
Change Marital Status To: b

lh Add/'Remove Dependent

ng infor
youanp
ange date or you v
Date Change Will Take Effect
Add Dependen

Remove Dependen

B pail Packet To

Where should the packet be sent? hd

Other Information to Review

Return to Flexible Spending
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Marital Status Changes Personal Information only.



Prompts HR/Payroll offices to send packet of information if change is applicable.



Next Screen – What’s Next


What’s Next

* Campuses notified by HRMS Team and clean-
up email addresses

* NDSU & UND will be last to go live.
* All live by May 15%



HAVE A GREAT DAY!!



	WELCOME TO�SELF-SERVICE
	Self-service	
	Personal Information
	Personal Information Summary�HE Self Service>Personal Information>Personal Information Summary
	Employee/Administrator Notifcations
	Administrator Actions
	Employees Notifications
	Personal Information Summary�HE Self Service>Personal Information>Data Privacy
	Payroll and Compensation�ND HE Self Service>Payroll and Compensation
	Payroll and Compensation
	View Paycheck
	View a Different Paycheck
	Direct Deposit
	Compensation History�Available back to July 1, 2005
	Voluntary Deductions
	W-4 Tax Information
	W-4 Tax Change Notification
	W-4 Tax Information Cont.
	W-2 Tax Information
	W-2 Tax Information
	W-2 Reissue Request� Submit for approval.  Your HR/Payroll office may have a $5 reissue fee. 
	W-2 Reissue Request Notifications
	Benefits
	Benefits Summary
	Leave Balances
	Flexible Spending Accounts
	Life Events
	What’s Next
	HAVE A GREAT DAY!!

