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Welcome to Employee Self Service

Welcome to the Employee Self Service User Guide. This guide is designed to provide you with
the information you need to successfully use the HR Employee Self Service features and
includes instructions on the following topics:

Personal Information

@)

Name
Addresses
Phone Numbers

Email Addresses
Marital Status
Ethnic Groups

O 0O 0 o0 o0 0 0 O

Benefits
o Benefits Summary

Personal Information Summary

Emergency Contacts

Employee Information

Payroll and Compensation

o View Paycheck

o Compensation History
o  W-4 Tax Information
o

Direct Deposit

Who Do I Call For Help?
The numbers are provided below for your reference.

Human Resources
(334) 229-4667

Payroll
(334) 229-4611

MIS Department
(334) 229-4560

The Office of Human Resources can assist with changes to personal
information or questions regarding benefits.

The Payroll Office can assist with questions and/or concerns regarding
paychecks, pay stubs, tax information or direct deposit inquiries.

The MIS Department can answer questions and/or concerns regarding
login or access to the Employee Self Service pages or browser
functionality.
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How do I access Employee Self Service?

4 Aok £2 AZU Drine

Enter User ID here ]

winz AEU Boskstors

A3L Porking informaksn

—P[ Enter Password here

)

s —P[ Click the Sign in button ]

5 hen system genetaed and it cons s ol he
e, the fret wn lethers of s

your User 1D The firs: four lettzis
xarrphe Pleme. Jeme Dos

Go to www.alasu.edu and select the Hornet’s Web link at the top to access the login screen
pictured above. Login using your ASU/PeopleSoft User ID and Password.

User ID/Password instructions:

e User ID = The Number O (zero) followed by your Employee ID (not Social Security #)
e Password = First 2 letters of your first name (CAPS), followed by the first two letters of your last
name (CAPS) and the last 4 numbers in your Employee ID (not Social Security #)
Example = Sally Smith’s employee ID # is 1234567

Her PeopleSoft User ID would be: 01234567

Her Password would be: SASM4567

Menu =]

Search: ~ 2
| G

b Iy Favarites :

[> Alabama State University

[ Launchpad

self Senicel

[» Time Reporting

[ Personal Information

[» Payroll and Compensatio

> Benefits

[> Stock Activity

[» Learning and Developme

> Performance Managemer

[» Recruiting Activities

[ Class Search / Browse
Cataleg

[» Academic Planning

> Enrollment

NOTE: If your do not know your Employee ID# contact Human Resources or MIS.

o

Once you have logged on to ASU/PeopleSoft, select “Access ASU Campus Solutions” to access
the above menu and then he Self Service link on the left hand side of the main page. You can
view your personal data such as Name, Address, Phone Number, Emergency Contact, etc. under
the Personal Information section. You can view your paycheck data and leave balances under
the Payroll and Compensation section. You can view your enrollments under the Benefits
section if you are currently benefits eligible and are enrolled in one of the following: Medical,
Dental, Vision, Life and AD and D, and Long-Term Disability.


http://www.alasu.edu/
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Personal Information

ASH oo

[ Alahama State University
[ Launchpad
= 3elf Service
[ Time Reporting
== Personal Information
— Personal Information
Summary
— Heme and Mailing
Address
— Phone Mumbhbers
— Email Addresses
— Emergency Contacts —
— Marital Status
— Mame Change
— Complete and Submit |
Form

— Ethnic Groups

M;mr
Tavgrkes | Mar Menu : feffevks » Fersoral Iferadan : 2ersorzl Infamnztor Surmary

Personal Information

4 i4

thaags ArwEE Ty oo ads - |

omesagresses |

Funod Type: Fronil Az s TR ETT58
Businss ar i s s

G
Briduza Ty Sluius Bl
—_ o e ezl
Hinw el BRI s Al
us: Typ [T Exlynsien [ ]
EB5ERS 1117
Zharge £Aer s L Thers

Lame Esktonship toLoyperes Enmery Contagt
Lashe ast Hpasa

D —

Meiill Statex: yzred Azof D109

st
Rasrrriion
Blzzk of Afczn Amar 227

Eeacar: K
Cule of Dinfie 111380
Bl iy Unitae Zaas
Farth st Az
il Secnmly B Fah T
Smeker

Data Critied ta Mad zare

Wilitary 2l lus Alive Resars
Crg el Stan Date (AR TRIE]
{hghear Cducean Lave: RS (e derme)

Caramire uTan Resaurres ceazdmer:iiary oo Cmolcyse Irfomaticn @ acared.

The Personal Information Summary section can be used to view your Personal

[Menu =l Information that is tracked in the PeopleSoft HR system. This information was
Search: Sadl

| g provided during your hire. If you have updated any of your information since

b My Favorites your hire, you will see the most current information when viewing this section.

You can access your Personal Information by
clicking on the Personal Information Summary
link under Personal Information on the
ASU/PeopleSoft menu.

You can view the following information:

% Name

«» Address

+* Email Addresses

+*» Marital Status

% Ethnic Groups

< Employee Information

You can update the following information:

X/

«* Phone Numbers
¢ Emergency Contacts

Changes in address can only be completed in the Office of Human
Resources at this time. It is critical that this information is correct.
Please notify Human Resources if any of this information is incorrect.
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Personal Information

View Your Name

ﬁs T

lavortes | Man Mzn. - GeF setace : o Pisora Irformation. o dersonal infonmaten Summaty

Personal Information

ma |=st

Irma Test

You can view your Name by clicking the Personal Information Summary link under Personal
Information on the ASU/PeopleSoft menu. This page is currently read only. To update your
name, contact the Human Resources department. You may be required to show
documentation to support this change.

View Your Addresses

i

Address Type Stztus As OF Country Address

111 Man Street
Mzantgomery, AL 35104

You can view your Addresses by clicking the Personal Information Summary link under Personal
Information on the ASU/PeopleSoft menu. This page is currently read only. To update your
addresses, contact the Human Resources department.

:H:nme Current 07/01/2009  USA

Update Your Phone Number

Phone Type Fhone Humber Extension Preferred
Business 555/585-111

 Ghange prone mbsrs
You can update your Phone Numbers information by clicking the Change phone numbers
button.

Click the “Change phone numbers” button to add an additional phone number.

Phone Numbers
Ima Test

Cnter you- phone numbers below.

Prone Type | Telephone Extension Preferred

|Busincss |555,.'5551111 | | Delele |
A30a Fhone Number |

* Required Ficd

Save |

Zecurn to Perzonal Informaticn
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Enter the Phone Type for your Telephone number. You may add more than one phone number.
Once you select the Phone Type, enter your 10-digit phone number without any formatting.

The system will automatically format the field once you tab out. If you are entering more than
one phone number, select which number you would like to store as the preferred phone. To
update the existing phone number, simply enter the new number over the old data. Click on
the “Save” button to submit the data. This will automatically update the PeopleSoft HR
Database.

Phone Numbers
Save Confirmation

W The Save was successiul.

QK

Once you save the phone number(s), you will be directed to the Save Confirmation page. Click
the “OK” button to return to the Personal Information Summary page.

Update Your Emergency Contact

Hare Relativnslip lu Emuvluyes Primnzry Conlaul

Tzstie Test Soouse

Change emegency contacts

You can update your emergency contact by clicking the on the Personal Information Summary
link under Personal Information on the ASU/PeopleSoft menu. Click on the “Change
emergency contacts” button to make changes to the current contact information. If you do
not have an existing emergency contact, click on the “Change emergency contacts” button.

Emergency Contacts

Ima Test
Tesie Test Spouse Edit Delete
Primary Contact: Testiz Test Chidngz e prividy cunld

Addan Emergency Contact

Retirnto Mersonal Information

Click on the “Edit” button to make changes to the current contact information. Click
the “Add an Emergency Contact” button to add one.
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Emergency Contacts
Emergency Contact Detail
Ima Test

“Contact Name: |

“Relationship W Employee: |Othcr v_|

Address and Telephone
[ contact has the samz address as the employee

[ Contact has the sama teleohone number as the employee

Country: Jiled Sales Chianye Counlry
Address:

Edil Address

i

Telephone: |

Other Telaphone Humbars
“Phone Tyoe Phone Numlbrer

Add a Phone Murmnzer
* Required Ficld
Save

Returr to Emargency Contacts

Enter contact name, relationship, address and phone information. If the contact’s address and
phone information is the same as yours, click the two check boxes to default the data from your

personal information. Click the “Save” button to submit the data. This will automatically update
the PeopleSoft HR database.

Emargency Contacts

Save Confirmation

“ The Save wss sumessfil

Lok

Once you save the emergency contact(s), you will be directed to the Save Confirmation page.
Click the “OK” button to return to the Information Summary page.
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View Your Email Addresses

Email Type Email Address Prefemred

Risiness anyaneg@alazi edn

You can view your Email Addresses by clicking the Personal Information Summary link under
Personal Information on the ASU/PeopleSoft menu. This page is currently read only. Work-
related emails, including Events and Employee Self Service confirmations are sent to the
employees Preferred email address. To update your email addresses, contact the Human
Resources department.

View Your Marital Status

Wartal status: Marrnec Asof.  0°/01/2009

Description
Rarc o- African Americar

You can view your Marital Status by clicking the Personal Information Summary link under
Personal Information on the ASU/PeopleSoft menu. This page is currently read only. If your
marital status has changed, then it’s a good time to reconsider your health coverage, tax
withholdings and other important information. For tax purposes, please update your W-4
information through Employee Self Service.

View Your Employee Information

Gender: Female

Date of Birth: 01/01/1852

Birtn Country: United States

Bit U Slaie: Alaparra

Locial Security Numoern: BEE-11-2222

Smoker:

Cate Entiled to Medizare:

Military Status: Active Resane
Oiriginal Start Nate: 010142009

kighest Education Level: J-Doctoratz (Acedemiz)
Contact the Human Resources department if any of your Emp oyee Information is noorract

You can view your Employee Information by clicking the Personal Information Summary link
under Personal Information on the ASU/PeopleSoft menu. This page is currently read only. The
Employee Information section contains information regarding gender, date of birth, birth
country, birth state, social security number, smoker, etc. Please contact the Human Resources
department if any of your Employee Information is incorrect.
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Payroll and Compensation

The Payroll and Compensation section can be used to view your paycheck, leave
balances, voluntary deductions, and compensation history that is tracked in the
Paycheck H H
— View Paysiips PeopleSoft HR system. It can also be used to update your direct deposit and W-4

— View Payslip CBR

— 2rd Party P=y Inquiry H 1

B tax information.

— Yiew Qvertime CHE

— Voluntary Deductions

— DirectDeposit

— Personal Bank Accoun's

— Compensafion History

— Agreement

Personalization

— Profit-Sharing

Enfitterments

— Pay U stnbLtion
Instructions

— Yiew T4T4A Sips

— T4T44 Cunsenl

— WW-4 Tax Information
V-4 Tax Information USA

— View W 2/0W 3¢ Forms

— W-2AN-2c Consent

— - Feissus Request

— W-Z Reissue Request
Use

— Year End Adjustmert Info
JPH

— “ax Al owance Declaraiol
THA

— Providen: Fund Sstup TH!

— View/Prirt Ceriificates

View Your Paycheck

View Paycheck
ma Tos

e ot dezile ole papciecks Leloe Teleol o che docas ol e sad scogoawole ibe b redes,

=L ed Caposh
Perse izl Del

2039-21-20 Alabgra Slele Jooves 012003 Ch203 §8570.°5 “l

You can view your current earnings, taxes, deductions, net pay and leave balances by clicking
on the View Paycheck link under Payroll and Compensation on the ASU/PeopleSoft menu. Click
on the date under the “Check Date” link to access the pay statement.

Pay Statement for pay period ending January 31, 2009




Alabama State University
* Employee Self Service User Guide

View Your Compensation History

wEw ['eremeck - Compensation History
— Wiew Prysl ps

ity By v Imz Tes:
i fime CIC
W O i—e CHE From: 2101302 To: 20162010
o5 - z . -
vountaty Cecucton NiorrGtioey

Jretlepost
nal Raak

EmplD:
Cowpoatr el
Zer=anal zat ar g
— 2rofit-2haring EsEh
=ntismancs 1 Payroll Stohia:
— Zay Jstibon
nsinidtinas

— Wiew TATLA Slips = =it
Annual Conprnzation

Ee—— Eaary ner Tremuenty
‘a0 13007 | 52709.047/UUSD 4,392.420707 LSD | Wunlh y
BRI | 5 B2 00| USD WauZ|UsL (Wontny
- ar1maas 46445027130 3245920007 LAN Wandhy
- 112004 | 43917.720|USD 3,256.810002|LSD |Konmny
TRy | 2 046.500|USD 220550002 LED Wonth 'y
= < OM0102003 | 3202063)USD 310070207 LAD Wonthy
T eNirnite DadaraHo - 12002 36873.000/USD 372750202 LSD Wonthy
1HA “30112090 [ 2279°987(UAD 2757730007 LAD Wanthy
'W CN1939 Dol Chy | 32022000 USD 2743580207 LSD Wunkhy
: SNl | Do Ghg 47 UE4040 USD ZoE2E UL LEL Wonthy

You can view your compensation history by clicking on the Compensation History link under
Payroll and Compensation on the AS/PeopleSoft menu. Click on the “View Another Date
Range” button to choose another timeframe.

Update Your W-4 Tax Information

) N4 Tax Information

L oy maTest
= L Scxtd SeanRr ¥, SRS
DL - :
Ny awcntes
Alanama Stzte Linversity
Launchyad |
BolrSemice
It Time Reparting {
[ Ferzooal b lonnzlion |
ard Sompensdton |
¥ew Fayrh=cx |
|

=V uw Fayslics
—Now Faysiiz CBR
A Tary May Inqu ry
- Requesl Oue i e CHE —

=¥ aw Owart mes CHE P ot e retsat o MBS o do Eawing: L
¥oluntary DEducions Tritsr Additional Amsunt, iférry, Tou mant withelc froe sach pinchach
— Nirzcd NDepesic Vedichie Martel Stk B Duares

s P N LlEMech hensnc celpst Siga etatun  uderiad bt wrhisciding & b
LRl Bf"*' LR e naamied b galy w4peraiee, o 3paeke 3 & e cion
el B sisan.

AZres Clema ascanycard

Peiscnalizzlizn TR R o §A00-TTINENH o @
— Pref-Shanng
Lnicle etz

Inshiuclions
—Mow sl 4atlios
“AT44 Conz=nt

-2 3
-2 Fgisle Tayas:l
—WilHniesue Hogqaect
Lna
= ¥za End Adjusamzn. | o
JFH
L ANCWEr GE Dec arsiizi

—Hs
— Providsn, Fund Salp TH:

= VoAb nr Do hiales
| i

)

You can update your federal tax information by clicking the W-4 Tax Information link under
Payroll and Compensation on ASU/PeopleSoft menu. Enter the total number of allowances you
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would like to claim, any additional amount you would like withheld from each paycheck (if
needed), and marital status. Click on the “Submit” button to continue.

lavontes  ManMenu - -_elf:jven.'l:e > “avral enc L‘_cmne‘;sa:m ¥ W= @ Inforration

Verify Identity

T orote ot vous privacy, VoI yoLr [de ity by Bpins your 2aZ5word 1"vod 2re notthiz user, oI ¢4 Slgn out,

User e 30LIMTTR

"azsword:

| cortnua | [ canzel |

Enter your ASU/PeopleSoft password to verify you identity and click on the “Continue” push
button to save the data. This will automatically update the PeopleSoft HR database.

ﬁs T

I'.a\'ru'fea Mzin'\lan_ + ReFTe~ice v Paymlatd Tomnpensabion » W4 Tex Tnformaton

Submit Confirmation

“ Tae fuamitwas 5 rresain

Fawzver, dactotiming your Zhanae may not b reflzeed onchc noet payohock

Once you submit the tax information, you will be directed to the Confirmation Page. Click the
“OK” push button to return to the W-4 Tax Information page.

r_'::' Lintitled Message - Windows (nkernsl fwplorer

F= EETTN™ R T v - PR SR S-S~ SR SO P T BT Tt S v 7

[ oo |ssunerdslamued.

M.
Zubject: *“ou submitbos W 4 iz the wieb on 2010 12 15

Tarora v B I U= Sjimamar Ay

Wou sl illed -4 vie the Web on 2010-12-15

Manzal ttatus 41ng e or Marnied, suzvethoold at hgher singls razz

He. o7 Allmaasees 4

Acdifinan Arount: 0

Fzempt Shrtu=: N

Enp ope: A5U

https:, e aclz. 2lesu ed_jora, s as=[zema a= Nzt =TF| % Local rtranst Fgov| ®ocw v
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After saving, you should receive an email confirming your tax changes. The email will be sent to
the “Primary” email address indicated on your Personal Information Summary page.

Update Your Direct Deposit

Direct Deposit
Ima Test

Sawvlew, =dC or uddate vour Zirect depas tinfon~adoen.

ECIL S ity Wit Accourd Bumber | Deposit Tyne Amttivet, | 2epOsit
s S Urder
ak Anna nts = .
lion Fislo ¥ Chockng 0332071607 0C05120339337 fmoutt #3000 1 =di Dclcie
ersonalzato” il 5000 Pay S almenl P in. Oplicn
— Zrefit-3haring
Snttizmens 4
'3y J atibmon

n=inictioas Sstumn o Pavial and Compenzation

IMPORTANT! Please ensure that the Routing Number and Account
Number represent only a Checking and/or Savings Account. Money

naan"

E \;3 E::J: 2543;:- Markets, bank loan numbers, or any other type of account may cause
~ -2 Re EUs Reguas: . .

JiA ] _ your direct deposit to be returned and may delay your payment. Also
iz B icusthentive ensure that Amt/Pct columns add up to 100%.

— lag owonce Lecloratio
THA

— Siovide il Fuid Seuz THY
— JIicwiPrnt Ceincatss

You can update your direct deposit distribution by clicking on the Direct Deposit link under
Payroll and Compensation on the ASU/PeopleSoft menu.

Direct Deposit

Irma Tesl

Sgviww, =du o uod=le your cired deposilinfomal un.

Arcourt K . Deposit

————  RoutncHumber Aczount Bumaer Spo: =

Tame &, Deposit Tvee AmiPa oo

{Chackng 0232001607 2005126360837 Amoan: 55007 1 Ed1 Dalste

Adaboopint Piv Slalemznl Prinl Cplio

et 10 Paymoll and Compensat on

IMPORTANT! Please ensure that the Routing Number and Account Number represent only a
Checking and/or Savings Account. Money Markets, bank loan numbers, or any other type of
account may cause your direct deposit to be returned and may delay your payment. Also
ensure that Amt/Pct columns add up to 100%. If you select more than one account, choose
Balance as one of the Deposit Type options so the total will add up to 100% of your paycheck.

To update your current account type(s), click on the “Edit” button. To add an additional
account, click on the “Add Account” button.
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Direct Deposit
Change Direct Deposit

Ira Test

) N E |
*Account Type: | Checking |

*Deposit Type: E_Lm'_' it s v_l

Amount or Pergent: 500 00
Routing Humber: ;-05320160? | Vidiv S sx s
Account Humber: ;-0005129?3%‘3?
oo T e
* Rzquired Field

Save

Retur to D rect Depost

Make the appropriate changes and click on the “Save” button to submit the data. This will
automatically update the PeopleSoft HR database. You may click the “View check example” to
make sure you entered the correct routing and account number from your check.

Check Example

#5539999995 11993 5999 995+ 95499
1 2

1 - Routing Humoer
2 - Accourt kumber

OK || Cancel

Click the “OK” button to return to the Direct Deposit page.

Direct Deposit

Save Confirmation

V The Seve wes successful.
However, due o tming, your change may not be raflected on the next payzheck
(859

Once you have saved the direct deposit distribution, you will be directed to the Save
Confirmation page. Click the “OK” button to return to the Direct Deposit page.
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Benefits

ASH .o

Menu

zaihn

My Favorites

Alabama Etats University
Launchoad

Selt Senice

[» Time Repoting

[ Peisundl Infonnzlioy

ot

[: Denefits Information

[+ Dependents and
Bensficiaries

[= Life Events

— Benefits Summary

— DependentSenef ciary
Infc

= Insarance Summary

— Benefits Enrollment

=)

oF

[»Payroll and Compenseation =

The Benefits section can be used to view your current benefits
information that is tracked in the PeopleSoft HR system. This includes
such plans as medical, dental, flexible spending accounts, vision, life,
disability, retirement and leave. This section will not include “deductions”
such as AFLAC or parking. These will be listed under Payroll and
Compensation on your paycheck stub.

View Your Benefits Summary

ASH oo

Menu

= Denefits .
» Cenefits Information
» Dependents and
Ecneficiarias
> Life Events
— DNependentiFenaficiary
Infa
— InsLrance Summary
— Eenefits Enrollment
[> Stock Actwity
[> Learning and Devzlopmrent

> Recruting Activities

[> Class Search /Browse
Calalcg

I» Aczdemic F'anning

{> Enroliment

[ Campus Firdnces

[ Campus Perscnal
Infermation

[- dcedemic Records

[ Deares
Progressizradaation

> Transfer Credit

[> Admissicns

[> Student Admission

[> Dulreach

[ Student Recruiing

[> Invalvement

[ Faculty Cenfer

[> Adviscr Center

[> Search

— Review Irarsactions

-~

[> Peformance Managemznt .

Benefits Summary
Ima Test

Tu view yow benelils a5 of @iolien dale, enlen he dale and dick Gu.,

12152010 B | Be

Blue Cross Bluz Shied

Madical LfarTex Family

Dznildl Denldl - Aler Tax Farnily

Vision Avesis Vision Plan Family

Supplemental Life Surplemental Life 520,200

Life anc AD and D Met_ife Salary

Lonc-Term Disability CuardanLIre NSUraNce  ggog orsaan

403(2) MBS - 403(b} 5500 Before Tax

Sick SickLeave — |-----

Vacation Vacation 0 -----

Famn Iy and Madical Leave Act —f\ilm”f AndMedcaibeave: |

Flex 2pending Heath - U S cicalh Hiek SpEnding 5100 Pledge
Account

Flex Spending Depzndert Care Dependeit Care -F3A 55,000 Pledge

. Teachers' Retirzment o
FERS Syetam 5% 5% of Earmnings

Tuitien Waiver Tuitian Waiver Marticipating

You can view your Benefits Summary by clicking the Benefits link under Self Service on the
ASU/PeopleSoft menu. This page is currently read only.

Note: Beneficiaries will not be listed in the ASU/PeopleSoft system. These are maintained in
the Office of Human Resources.
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Employee Data Verification Form
Login to Self Service and verify that your information is correct as listed under: Personal Information,
Paryroll and Compensation, and Benefits.

If your information is incorrect, print (See Page 18 for Steps to Print) the screen showing the
incorrect data, highlight or circle that data and write the correction as it should be listed.
Attach this form to your print-out(s) and forward these documents to the Office of Human
Resources, Room #235 in Councill Hall.

Print-Out Example

Origiresl Start Date

Highast Educabon Lavel

Is your information accurate: Yes |:| No |:|

Please Print Your Name Date

Please Sign Your Name Date
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Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Question:

Answer:

Frequently Asked Questions

When will | have access to the new Employee Online Self-Service system?
All functionality will be available Wednesday, January 12, 2011. However, you will
not be able to view your online check stubs until January 21, 2011.

How do | access the new Human Resources Online Self-Service system?

Go to: www.alasu.edu/hr and select the “Employee Self-Service User Guide” and
follow the directions provided. You will need your employee ID and password as
well.

What if | tried to do this at my desk, but | cannot complete the process?

An open lab is available on January 12" & 13" from 7:00 a.m. — 4:00 p.m. in the
Abernathy Annex, Room #311. PeopleSoft experts will be available to assist you
with the process.

How do | get my employee ID?

Because your employee ID is personal and confidential information, you must
provide picture identification to payroll or human resources personnel to obtain
this. To protect your information, we will not provide these over the phone.

For those attending the open lab, we will have employee ID numbers available to
give you at the lab. Please bring your picture ID.

How do | get my password?

Instructions for setting up your password are located on page 4 of the Employee
Self-Service Guide. Your password is unique for each employee and should be
maintained in a secure location. You can customize your password after the initial
set-up.

How do | print the verification if | choose to complete this process at my desk?
Page 19 in the Employee Self-Service User Guide will provide you with the directions
necessary to print this.

Once | print the form, what do | do with it?
Submiit the form and attachements to the Office of Human Resources, Councill
Hall Room #235.
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Can | have direct deposits to multiple accounts?
Yes. You can make deposits to multiple accounts. See Payroll and Compensation —
Direct Deposit

Will I still get a pay stub if | am currently on direct deposit?

Yes. However, employees with direct deposit will receive pay stubs from payroll
upon request. Otherwise employees may preview and download this information
online thru the Employee Self-Service system. You will have access to your pay stub
24 hours a day.

Do we need to re-enroll for Benefits or Direct Deposit?
No. It is not necessary to re-enroll to use these features

Can | setup Direct Deposit online?
Yes. See Payroll and Compensation — Direct Deposit. You will need a valid routing
and account number from your banking institution.

Is Direct Deposit mandatory?
No. You may continue to receive a paper check if you desire.

Can | request a print out of my information for my records?
Yes. You would simply login and print the information you need.

How do | make changes to my information?

Some of the areas will allow you to make changes yourself and some are currently

“read only”, which will require you to contact Human Resources to make changes.

The Employee Self-Service User Guide clearly indicates which areas you can update
and which ones Human Resources must update.

Can | access this information remotely?
Yes. You can log onto the ASU website to access your information.
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Steps for Printing

Step 1: Navigate to the page you want to print

Step 2: Select “File” & click “Print Preview”

Step 3: Select the “Landscape” page orientation option

Step 4: Select “100%"” from the “Shrink to fit” drop down list box

Step 5: Click the “Print” icon



