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Employee Self-Service
Personal Information  

Payroll and Compensation 
Welcome to the Employee Self-Service training.  This training is intended to prepare you to use the Employee Self Service System.  These self-paced modular lessons are designed to provide initial training and will also serve as a resource for review. 

You can click the START COURSE link to begin.

START COURSE
Employee Self Service
Lesson Summary

In this lesson, we will review the following:

Managing your Personal Information- These options allow you to view, add, update, and/or delete personal information, such as:

· Your Home/mailing addresses,

· Phone numbers, and 

· Emergency contacts.   

Review Payroll and Compensation- Provides options to view or print your paychecks online, including;

Viewing a Paycheck as a Web page or PDF file.

Click the link to view the lesson or use the navigation above.

Personal Information 

To navigate to your Personal Information

Log in to Employee Self-Service with your user ID (your employee ID) and password.

Click on the SELF SERVICE link located in the menu box on the left.

Click on PERSONAL INFORMATION link.  

Once within your Personal Information, options for managing personal information are presented.  Click the Personal Information you wish to edit, view, or update, including home or mailing address, phone number, or emergency contact.

Home and Mailing Address
The Home and Mailing Address option allows you to review and make updates to your home and mailing addresses.  

The Home Address is printed on an employee’s pay advice and year-end form W-2.  The Home address is also used when the annual W-2 mailings are sent out. 

Please Note: Home Address cannot be outside of the United States.  Additionally, please avoid using a PO Box as the Home Address. 

Click the HOME AND MAILING ADDRESS link.

A table presents the current information on file.  

You can add a new home or mailing address if there is only one address present, Home OR Mailing. The menu will provide an option of either Home OR mailing, depending on which is not present. 

To add a new address, use the Address Type dropdown menu to indicate the type of address.

Click the ADD button.

You will arrive on the Add Home/Mailing Address page. 

The areas available for entry are the following:   

Country (which should be defaulted to the United States), Address Lines 1, 2 and 3, City, 
State, Zip Code, County, and then enter the Date Change Will Take Effect. Please use the current date.

Note, that you will not be able to delete an existing Home or Mailing address. You will only be able to add if one is not present, or update and edit if needed.

Please be sure to verify this information is accurate.

Once complete, click the Save button once you have completed editing this information.

Click the OK button to confirm.

Edit Home and Mailing Addresses:

If both a Home and Mailing Address are present, you will only have the ability to edit the existing addresses.

To edit an existing Home or Mailing Address, select the EDIT button in the far right column.

The Edit Home/Mailing Address page displays.  Use the form to add or update the existing information that is present.

Once complete, select Save.

Phone Numbers

The Phone Numbers option allows you to add, edit, and delete phone numbers.  Also, if you have multiple numbers you can designate your preferred number for contact.

Click on the PHONE NUMBERS link.

You will have the option to ADD a new phone number, or EDIT or DELETE an existing Phone Number that is present. 

To add a new Phone Number, select the ADD A PHONE NUMBER button.  A new row will be added.

Use the dropdown menu to select one of the available phone types.

In the Telephone field, enter the phone number into the field. Enter a valid value for example, a 10-digit phone number, including area code. Enter an extension if applicable.

To indicate which number is the preferred method of contact, select the checkbox for that number in the Preferred column.  Please Note: You can only have one preferred number.  

Please be sure to verify this information is accurate.

Click the SAVE button.

Click the OK button to confirm.

To EDIT an existing phone number:

Place your cursor in the Telephone or Extension field and overwrite the current number.

Please be sure to verify this information is accurate.

Click the SAVE button.

Click the OK button to confirm.

To Delete a Phone Number:

Please Note: You cannot delete a preferred phone number.  If the phone number you are deleting is listed as PREFERRED, you must first select a new preferred phone number.  The previous preferred phone number will then become unchecked, allowing for deletion.

Click the DELETE button next to the phone number you wish to delete.  

On the delete confirmation page, click the YES-DELETE button in order to confirm the delete request. Select the NO-DO NOT DELETE button to cancel the delete request. 

Please select YES-DELETE.

Click the SAVE button.

Click the OK button to confirm.

Emergency Contacts


The Emergency Contacts option allows you to review, add, edit, and delete information for one or more persons who will serve as your emergency contact.  If you have multiple emergency contacts, you can designate one as a primary emergency contact.

Click on the EMERGENCY CONTACTS link. A table presents information for current contacts, including their name and relationship to you.

To ADD a new Emergency Contact:

Click the ADD AN EMERGENCY CONTACT button.

Enter the desired information into the CONTACT NAME field. Such as First Name and Last Name of contact.

Use the RELATIONSHIP TO EMPLOYEE Dropdown menu to indicate how the contact is related to you.

If the emergency contact has the same address as you, select the Contact has the same address as the employee checkbox. 

The ADDRESS TYPE dropdown menu will appear.  

Select the address type that is the same as you.  Please note that the selection cannot be left blank. 

If the emergency contact has the same telephone as you, select the Contact has the same telephone number as the employee checkbox.  

The PHONE TYPE dropdown menu will appear.   

Select the phone type that is the same as you. Note the selection cannot be left blank.

If the emergency contact has a different address than you:

Begin with selecting the CHANGE COUNTRY link if the country is different from the United States.  Choose a country from the list, only if it’s different. 

Select the EDIT ADDRESS link to enter in the emergency contact’s address. You will arrive on the Edit Address page. Add the applicable information for your emergency contact. 

Click the OK button.

If the emergency contact has a phone number different than you:

Place your cursor in the TELEPHONE field by scrolling down. 

In the Telephone field, enter the phone number into the field. Enter a valid value.

If the emergency contact has additional phone numbers:

Select the ADD A PHONE NUMBER button, a new row will be added.

 Use the Phone Type DROP DOWN menu to indicate the phone type. In the Telephone field, enter the additional phone number. Enter a valid value, including area code. 

Please be sure to verify this information is accurate. 

Once complete, click the SAVE button. 

Click the OK button to confirm.

To Edit an Emergency Contact:

Click the EMERGENCY CONTACTS link.

Click the EDIT button next to the emergency contact you wish to update. Update the desired information you wish to edit. Once complete, click the SAVE button. Click the OK button to confirm.

To View an Emergency Contact:

Click the name link in the Emergency Contacts table. 

The Emergency Contact Detail page is displayed. You will be able to view the Contact Name, Relationship to the Employee, Address, and Telephone numbers of the emergency contact selected. 

To go back to the Emergency Contacts page, scroll down and click the RETURN TO EMERGENCY CONTACTS link at the bottom of the page

Change the Primary Contact:

If there is only one emergency contact, they will default to the Primary Contact.  If you have multiple contacts, you can indicate which is the primary contact. 

Click the CHANGE THE PRIMARY CONTACT button. 

Use the Primary Contact dropdown menu to select a new primary contact. 

Once complete, click the SAVE button. 

Click the OK button to confirm.

To Delete an Emergency Contact:

If the emergency contact that you are deleting is listed as the PRIMARY CONTACT, you must first add a new emergency contact or select from existing emergency contact. Once you have selected a new primary contact, you can successfully delete the previous primary contact.

Select the DELETE button next to the emergency contact you wish to delete. Select the YES-DELETE button in order to confirm the delete request or the NO-DO NOT DELETE button to cancel the delete request. 

Please select the YES-DELETE button. 
View Paychecks
To navigate to the Payroll and Compensation options

Log in to Employee Self-Service with your user ID (employee ID) and password.

Click on the SELF SERVICE link located in the menu box on the left.

Click on the PAYROLL AND COMPENSATION link.  

Click the VIEW PAYCHECK link.  

A table listing historical paychecks is displayed.  

The table will display the following information:

Check Date:  The date on which the payment was completed, presented in a YYYY-MM-DD format.  The date is a link which, when selected, will display your paycheck.

Company: The Commonwealth of Massachusetts.

Pay Begin Date: The date on which the two-week pay period began, in a MM-DD-YYYY format.

Pay End Date: The date on which the two-week pay period ended, in a MM-DD-YYYY format.

Net Pay: The take home pay received after all tax withholdings and deductions have occurred.

Paycheck Number: The unique identifying number provided on all paychecks.

PDF File:  Indicates if a PDF file is available for view, download, or print via a check box marker 

Important Information: 

. 

If the Check Box is filled, your paycheck is viewable only by PDF. Ensure that your Pop-Up Blocker is turned off within your Internet Preferences.

If the Check Box is empty, the paycheck is only available to view as a web page (HTML).

Click a date link to view a particular paycheck.  Both the PDF and Web page will display the following information:

Header information includes your Net Pay, the pay-period, and the date your pay was issued.

General Information includes your name and home address, as well your Employee ID, Department, location of employment, job title, and pay-rate.

Tax Data identifies your Federal and State tax information.

Paycheck Summary provides details of current paid gross and tax amounts

Earnings presents current earnings paid, as well as year to date earnings.

Taxes presents details of current Federal and State, as well as Year to Date taxes paid. 

Before and After Tax Deductions show details of current before-tax and after-tax deductions as well as all Year to Date paid. 

Employer Paid Benefits summarizes current and year to date amounts paid by the state on your behalf, such as Transit passes

Net Pay Distribution shows your current direct deposit distribution. Please note: your bank account number is not shown. You will simply see the Account Type listed as either Checking or Savings. 

Your Leave Balances are now available to view on your Self-Service timesheet.  

MassHR Employee Service Center
For Agencies, the MassHR Employee Service Center, or ESC, is the first point of contact available to assist you with the following:

Employee Self Service Password Resets

Personal Information inquires, as well as

Payroll compensation history assistance and questions

Options to contact the MassHR Employee Service Center include the following:

Phone number: 617-979-8500 

Toll Free: 1-855-4HR-SPPT (1-855-447-7778) 

TTY (Teletypewriter): 617-248-0546

Email: MassHREmployeeServiceCenter@State.MA.US

Fax: 617-248-0686

If you work for an Agency that does not use the MassHR Employee Service Center, please contact your Agency Human Resources or Payroll Department for assistance.

Evaluation
To complete your training click on the evaluation link below :

Evaluation (Opens in new window)

After completing the evaluation, close the survey window, and go to the next page.

Congratulations!

You've completed this learning session.  Feel free to take this course again to review and access new and updated courses .

Upon exiting this course, you will be prompted to enter your name, your agency's name, and to answer a quick question.

Shortcut Keys
Adaptive technology users: 

To avoid key conflict with the online course built in short cut keys , use your software’s Pass Key Through function to allow the next key that is pressed to be applied to the application. For example, when using JAWS, hold the insert key and press the number 3 on the number row. Consult your adaptive technology manual for more information on this functionality and to discover which key stroke has been assigned to this function specific to your adaptive software.

Mouse Users:  
Navigation buttons for this course are in the upper right area of the window. Use the “Previous” and “Back” buttons to move between pages in the course. Additional buttons include "Home" (go to start of course) and "Exit" (close the course).

Use the mouse or keyboard to operate the menu. The menu allows you to move between the course modules, and to follow links to accessibility information, a full course transcript, and a resources page.

Audio-Visual Controls (located at bottom of window or bottom of displayed video):

Use the audio-visual controls to play, pause, rewind, or fast-forward the video or audio. Set your computer sound level as desired. We recommend you use headphones in support of privacy.
Keyboard Users:  
The Tab and Enter keys will operate all course navigation features. Additional keyboard shortcuts are available.

Keyboard Shortcuts

Tab - Navigate among links and buttons.

Enter - Select (activate) a link.

Home - Display the first page in the course.

M - Mute the all the flash audio provided with this course.

Ctrl-P - (Windows) Print the current page.

Page Up- Previous page.

Page Dn (Down) - Next page.

U - Un-mute the audio in case the mute button has been activated.

Right Arrow - Next.

Left Arrow - Previous.

Control+W - Closes active browser

Alt+f4 - closes Word document

Ctrl-Alt-P - Play video

Ctrl-Alt-S - Stop video

Ctrl-Alt-Z - Pause video
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