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Presenter
Presentation Notes
 Brittnee does welcome and introductions



SelfSelf--serviceservice

••
 

Personal InformationPersonal Information
••

 
Payroll and CompensationPayroll and Compensation

••
 

BenefitsBenefits
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No Live



Personal Information

Student Employees do not have access to Personal InformationStudent Employees do not have access to Personal Information
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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 Numbers –
 

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>Life Event 
Changes

•
 

Ethnic Groups –
 

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

Presenter
Presentation Notes
Explain briefly



Administrator Actions

Presenter
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 date may be shared.
••

 
Your data may not be shared.Your data may not be shared.
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Presentation Notes
Explain briefly



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

Student Employees have access to View Paycheck, Student Employees have access to View Paycheck, 
Direct Deposit, WDirect Deposit, W--4 Tax Information and W4 Tax Information and W--2 Information2 Information

Presenter
Presentation Notes
Cheryl up



Explain briefly



Will not do live data on View Paycheck or Compensation History



Payroll and Compensation

•
 

View Paycheck –
 

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-2 Information
 

–

 

view and/or request



View PaycheckView Paycheck
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NO Live



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 

available back to 
PPE 12/31/2004

Presenter
Presentation Notes
Goes back to PPE 12/31/2004 when we converted to PSoft.



Next slide – Direct Deposit



Direct DepositDirect Deposit

Cannot delete 
a Balance 

Deposit Type

Presenter
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 HistoryCompensation History
 Available back to July 1, 2005Available back to July 1, 2005
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Explain briefly



Review only capabilities



Next slide - Voluntary Deductions



Voluntary Deductions

Presenter
Presentation Notes
GO LIVE!!



View only capabilities



Next slide - W-4 Tax Information



W-4 Tax Information

Presenter
Presentation Notes
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.

Presenter
Presentation Notes
Explain Briefly



Next slide – W-2 Tax Information



WW--2 Tax Information2 Tax Information
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Presentation Notes
NO LIVE!!



Explain briefly



Ability or view/or request



Next Slide - View W-2 Information



WW--2 Tax Information2 Tax Information

Presenter
Presentation Notes
NO LIVE



Explain briefly



Soc Sec # is star’d out



Next slide – W-2 reissue request



WW--2 Reissue Request2 Reissue Request
 Submit for approval.  Your HR/Payroll office may have a $5 reissSubmit for approval.  Your HR/Payroll office may have a $5 reissue fee.ue fee.

Click Here 
to open

Presenter
Presentation Notes
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



WW--2 Reissue Request Notifications2 Reissue Request Notifications
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Explain briefly



Next screen - Benefits



BenefitsBenefits
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Explain briefly



All are view only



Student employees do have access 



Next slide - Benefits Summary



Benefits SummaryBenefits Summary

Presenter
Presentation Notes
Explain briefly



Click on hyperlink and directs you to plan documents.



Next slide - Leave Balances



Leave Balances

Presenter
Presentation Notes
NO Live Data!



Explain briefly



Next slide - Flexible Spending Accounts





Flexible Spending AccountsFlexible Spending Accounts

Presenter
Presentation Notes
Explain briefly difference in two screen shots



GO LIVE – Diane’s



Next slide – Life Events



Life EventsLife Events

Presenter
Presentation Notes
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 15th



HAVE A GREAT DAY!!
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