ESS Online Pay Statement Insturcutions

Select the ESS option from the Millersville Login Page
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If you receive a not authorized error message you will need to change your password.

To change your password

From the ESS Log in screen

Click on Forgotten/Expired Password button
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www.PASSHE.edu Account Self-Service

Enter Your Account Information

Username:

Password.

Enter Portal

Forgotten / Expired Password?

€ Local intranet | Protected Mode: Off fa v ®|00% -




Select Millersville University

o e e [ ==

QC) O bt S P—— oo
x @ Comvert v [ Select
i Favortes | 45 & & Gt

£ PASSHE Account Sef-Service

ACCOUNT
“SERVICE

«PORTAL

Active Directory Account Self-Service Portal

Please select your university allliation.
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Under the Sign In box:

Enter your FULL email address
Current Password
Click Login
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Done

Enter the old password, new password, and confirm the new password ~ Click OK
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When the password has been changed you will receive a Successfully Changed message
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To View Online Paystubs

Log in to ESS

Once you are logged in select Employee Self Service from the 3™ tab listed below

LSERVICE

H PORTAL R

ogon: Fri, 0210/20

Account Alerts  Employee Sel

ervice  Business hteligence

Information

Welcome ISR o the Self-Service Portal!

My Portal Applications

This page will provide you with information about each of the applications available for you to access in the Self-Service Portal. For each application, you will see a corresponding
"tab" across the top navigation bar. To access an application, simply dlick on the tab in the navigation bar. Any related announcements, infarmation, or help can be found within
cach specific area of the portal.

Account Alerts

The Account Alerts page provides options for receiving notifications when designated portal applications are accessed. Employess may receive alerts via Text
Message, Personal Email, and Employes Work Email (State System). Please be aware that if you elect to receive Text Messages standard wireless carrier charges
may apply.

Employee Self-Service

Employee Self-Service is a web-based service that provides employees with information related to their employment with the Pennsylvania State System of
Higher Education (PASSHE). The ability to directly view your human resource and payroll data in the PASSHE Human Resource/Payroll System provides an
excellent oppartunity for you to ensure that the information is correct and kept up to date. One of the major advantages of the ESS system is having real-time data
at your fingertips 24/7.

Business Intelligence

The Business Intelligence area of the portal has been provided for employess as a central location for all reports created by the Business Intelligence team at
PASSHE. The BI area will continue to grow as the BI team adds more reports in areas such as Accounting, Finance, Budgeting, Human Capital Management, and
Purchasing.



Select Payroll

Areas of Employee Self-Service

Personal Information

Display your personal data, addresses, and bank information. Here you can alsoc manage your
ethnicity information.

Benefits

Display your benefits participation information and access the online benefits enrollment
system.

Leave & Time

Within thiz section of Employee Self-Service you may view your leave balances and a
complete record of all absences you have submitted to date. If vou have been given access to
the Employee Leave Request system, you may access it here as well.

Payroll

Access online copies of your printed pay statements, manage your W-4 withholding,
view/change yvour W-2 election, and view your online W-2 form, if vou have elected to receive
online.

Select Online Pay Statement

Employee Self-Service >> Payroll
This page will provide you with information about each available Employee Self-Service (ESS) application for

have chosen. & link to this sub-sections overview page will be shown to the left of the ESS application that vo

Available Applications

Online Pay Statement

Display an online version of current and past pay statements.

W-4 Information

Display or update your W-4 tax information stored in the HCM system.

Direct Deposit / Bank Information

Display/Maintain your bank account infermation.

Display W-2 Form

Display your W-2 form.

Update W-2 Election

Update your W-2 election. Choose to receive an electronic or paper W-2 form.

The current pay statement will appear



To View Previous pay statements

Click on the Previous Statement button

To Print pay statements

Place cursor over the top of the pay statement until a gray box will appears with the option to print



