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How to Use Employee Self Service 

Main Page 

 

Find Resource Documents 

View Paycheck Image 

View Paycheck Amounts 
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Pay/Tax Information 

 

 

 

 

Get more check Information 

Click arrow to change years 

Get Check Detail 

View Paycheck Image 
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Click arrow to change years 

View Image 

View Year-to-Date Pay Information 

View W-2 Information 

View 1095-C Information 

Click arrow to change years 

View Image 
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W-4 contains the information that is currently set for 

your withholding amounts from your paycheck. 

You can view the current settings and submit a 

change request on this page. 

Click here if you want to change to your 

W-4 (The Marital Status, Exemptions, or 

Additional Amount to your tax 

withholdings for Federal and/or State). 

1. Make changes to the category you 

want. 

2. Review changes and submit request. 

3. You will receive an email that your 

request has been submitted. 

4. The Payroll Division will review the 

request and approve it if it is 

acceptable by Federal or State 

guidelines. 

5. You will receive an email when it is 

approved. 

If you have questions, please contact the 

Payroll Division. 
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Paycheck Simulator gives you the ability to change 

different settings about your pay and see how it 

would change you paycheck details.  

*This is an estimate only* 

You can change hours, rates, tax withholdings, and 

other deduction withholdings. You can then calculate 

your paycheck details with these new settings. 

*This do not make any actual changes to your pay 

settings.  It is just for simulation purposes. 
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Personal Information 

 

 

 

Change Your Email Address 

1. To change your email address, first click Edit. 

 

 
 

  

View information about 

your employment. 
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2. Chang the email to one that you want to use. 

  

 
 

3. Click Save when you are done to save the information. 
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Update or Add a Telephone Number 

1. To update or add a telephone number click on the Contacts tab, then click Edit. 

 

2. Change or Add the phone number and type (HOME PHONE or CELL PHONE) 

 
3. Click Save when you are done to save the information. 
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Time Off 

 

 

 

 

 

 

Log Out of Employee Self Service 

1. Click on your name in the top right corner and then click Log Out 

 

View details about the various 

Time Off categories. 


