Georgia State University Employee Self Service Quick Reference Guide

Welcome to Employee Self Service!

Employee Self Service (ESS) allows you to manage your personal information without the need for emails and phone calls to Human
Resources or Payroll. It will also replace Easy View as how you will access your “pay stub”.

This quick reference guide will provide an overview to the most commonly used functions. To find more detailed information on
Employee Self Service please visit the Georgia State Payroll Website. http://www.gsu.edu/hr/adp.html

Logon to Employee Self Service
1. After registering type https://portal.adp.com in your internet browser.
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= First Time Users Register Here
= Meed Help Getting Started?

= Update My Security Profile
= Change vour Password

= Make This Site Your Home Page
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Tasks change when a different Tab is selected
Home Tab

When you log in to Employee Self Service the first page will be the Home Tab as seen above. Georgia State Payroll and Benefits will
use this tab to provide you with important information about upcoming events.

Time Tab

The Time Tab provides easy access to Etime for employees to enter information about their hours worked and Vacation and Sick time.
For more information about Etime please see the payroll website at http://www.gsu.edu/hr/adp.html
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Welcome to Time and Attendance, where you can record and review
your work,sick, vacation and personal time using eTIME. ¥ou can also
see your time off balances.

Time and Attendance
Managers/Approvers: Click Here to access
eTIME

All other employees: Click Here to access eTIME.

Myself Tab

In the Myself Tab employees will be able to update Address, Emergency Contact and Phone Numbers online that use to require HR.
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Myself Home Time Myself Money Benefits Career

Emergency Contacts
The following emergency contacts are stored in your personnel record. To change or remove any of the information belows,
click the appropriate underlined contact name, which will take you to the Emergency Contact update portiet. To add a new
contact, click Add Mew

Phone Humbers.

Name Relationship Primary Phone Secondary Phone Primary Contact

StarkJack Brother (404) 354 7288 v
C Click here to edit or delete an Emergency Contact. )
L T
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Money Tab

In the Money Tab employees can view their Paycheck and Annual Statement, and update Direct Deposit, Tax Withholding, and
Voluntary Deduction.
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Welcome

Direct Deposit Pay Statements

[Tax Withholding

Woluntary Deductions A “our request cannot be processed at this time. There is a temporary
Pay Statements senvice interruption with iPay. Please try again later. If this problem
tannual Sﬁmeﬂts persists, contact your system administrator (-300).

Benefit Tab

The Benefits Tab will take you into the new Benefit system (BOSS) that will allow you to view your current benefits online and make
changes during open enrollment and with a Family Status Change.
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Welcome to the Benefits page where you can access
your Benefits information.

Benefits
Click the link below

* Mw Benefits

Home Page of the New Benefit System (BOSS)
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INSTRUCTIONS

CHRISTINA STARK

Please choose from the

options listed to the right Main Menu

To enter a Family Status
Change, click on the Family Ststus Chanae
. Family Status Change 2009 Benefit Summary
ERly Siphes Chenoedor S Make benefit chan it of bt
and complete the Hges.as. 2 cesull of 2 I} View a summary of your 2009 benefits.
e qualified change in family status
i T e e € Update Dependent Information
Home page, click on the Update basic data about your dependents.
Cancel button.
€ Update Beneficiary Information
Add beneficiaries or update your beneficiary
designations.

Change Transportation Spending Account
€ Contribution

Make changes to your contributions to TSA
Parking and TSA Commuter.

Log Off

Welcome Christina Stark
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Benefits Home Recommended Links

Click a link to access frequently used
benefits information.

Welcome to the Benefits page where you can access

your Benefits information. (Add customized links here)




