Accessing Employee
Self-Service




Employee Self-Service Assistance
Website

Access the Employee Self-Service Assistance website:

http://employeeselfservice.omb.delaware.gov/default.shtml

State Services - '

& Information

Office of Management and Budget >> PHRST Employee Self Service

Employee Self Service Assistance

Announcements
Contact Employee Self-Service is a secure online website for State Employees to update and view personal information
such as Home and Mailing Address, Phone Numbers, W-2 form, Emergency Contacts, Email Address, Ethnicity and

Disability.

Services ©

Information ©
Employees can also view Pay and Benefits information, make Benefit changes during the annual Open Enroliment

and, for Time & Labor Organizations, view Leave Balances and/or enter their own time into Time & Labor.



http://employeeselfservice.omb.delaware.gov/default.shtml

er Registration

Returning User

* | know my User ID and Password

New User Registration

+ To create new User account {you have not accessed Employee Self-Service since June 2013)

+ Please Note: You cannot duplicate Challenge Questions or Answers. All questions/answers must be unigue.

Manage My Single Sign-On (SS0)

« Change Password, Change Challenge Questions, UPDATE YOUR STATE EMAIL ADDRESS

* Please Note: You cannot duplicate Challenge Questions or Answers. All questions/answers must be unigue.




lick Here for Active State of De
)loyee Service

Active State of Delaware Employee Servicef Chick Here

Fublic 3ervices Click Here




ployee ID as your User ID
your HR Department for assistanc
mployee ID
ur default password using criteria belo

Sign In With Your Account

User Id is your six-digit Employee I number,

* User Id: 999999 . . .
This has been assigned by your Human Resources Office

* Password: DE$01721111 Default Password is = DESmmyy####

DE = DE
5=%
mm = your two digit birth month
vy = the last two digits of the year you were born
#### = the last four digits of your Social Security Number




& password Management

ord Manageme

= 0ld Password |

* New Password |

* Re-Type New Password |

Register challenge questions for your account.

Questions and answers must all be unique.

* Required field

Enter Initial Default Password (Password = DESmmyy####)

~Enter New Password Click on the Password Policy
information icon and create a strong password in
accordance with the Policy

Re-Type New Password

* Questionl |

* Question? |

[x] *rsver | Click down arrow for Question 1, select a

* Question3 |

[x] *Ansves | question, tab to Answer 1 and type your answer.
Answers should be one-word answers and unique.

Repeat for Questions 2 & 3 and Answers 2 & 3
Click Submit button located at top right of the
page




Page displays
on Employee Self Service to enter Sel
vice

Home Home x

bo
= Inbox State of Delaware Single Sign-On (DE-SSO)
A My Profile

’ Manage My Tnformation Welcome to the State of Delaware Single Sign-On system for self registration and account maintenance.
%ﬂ My Access Here you can maintain your DE-SSO account and request specific application access by subscribing to a particular agency's online services located in the catalog.

> Requests
. A Employee Self-Service
| Addministration




ser ID anc

ered the DE-SSO in the past, please

Returning User

= | know my User ID and Password

New User Registration

= To create new User account (you have not accessed Employee Self-Service since June 2013)

* Please Note: You cannot duplicate Challenge Questions or Answers. All questions/answers must be unigue.

Manage My Single Sign-On (SS0)

» Change Password, Change Challenge Questions, UPDATE YOUR STATE EMAIL ADDRESS

* Please Note: You cannot duplicate Challenge Questions or Answers. All questions/answers must be unigue.




ployee ID as your User ID
Password

sult your HR Department for assistance
r Employee ID

Sign In With Your Account

* Jear [d: 99959499
* Password: DE$02821111

MNew User Reqistration
Forgot User Id?
Forgot Password?

Contact Us




Page displays

Home Home

bo
=5 Inbox State of Delaware Single Sign-On (DE-SSO)
./ My Profile

‘ Manage My Information Welcome to the State of Delaware Single Sign-On system for self registration and account maintenance.

Q: My Access Here you can maintain your DE-SSO account and request specific application access by subscribing to a particular agency's online services located in the catalog.

> Requests
.~ Administration




Returning User

* | know my User ID and Password

New User Registration

+ To create new User account {you have not accessed Employee Self-Service since June 2013)

+ Please Note: You cannot duplicate Challenge Questions or Answers. All questions/answers must be unigue.

Manage My Single Sign-On (SS0)

« Change Password, Change Challenge Questions, UPDATE YOUR STATE EMAIL ADDRESS

* Please Note: You cannot duplicate Challenge Questions or Answers. All questions/answers must be unigue.

@ oSTAR




i Inbox Enter Old Password (if you cannot remember Old
Password, use Forgot Password)

Enter New Password Click on the Password Policy
information icon and create a strong password in
accordance with the Policy

Re-Type New Password. Then select Apply

. My Profile
|_‘ Manage My Information
%g My Access

/ Change Password

* Indicates Required Fieldd ~ Apply

* Old Password
* New Password

* Confirm New Password

A message will display after successf

v Password has been changed
successfully

@ oSTAR




allenge Qu

I-Iume
2 tnbosx Step1

' My Profile
|_‘ Manage My Information
&: My Access

Click down arrow for Question 1, select a question, tab to
Answer 1 and type your answer. Answers should be one-
word answers and unique.

Repeat for Questions 2 & 3 and Answers 2 & 3

Click Apply button located at top right of the page

/ Challenge Questions

Your secret questions and answers are already set. However, you can use the below form to set them new.

Questions and answers must all be unique.




Sign In With Your Account

* User [d:

* Password:

Mew User Reqgistration

Forgot User Id?

Contact Us




Forgot Password?

* Insert your Employee ID number at the User Login
prompt and select NEXT

* Consult you HR Department for assistance
locating your Employee ID.

Forgot Password

Cancel Back || Next

™
Identify Yourself

* Required field
Please identify yourself

* User Login 999899

State of Delaware

Employee State Time & Attendance Reporting



he Challenge Questions then se
st select 3 unique questions

Identify Yourself Answer Challenge Questions Select A New Password | Cancel = Back

< Please answer your challenge questions

Answer the challenge questions below with the answers you set during registration
* Required field

In what city or town did you meet your spouse?

» [ 1]
In what city or town was your first job?

S |
Where were you when you first heard about 9/11?




pe New Password, select NEXT

Forgot Password

—

Identify Yourself  Answer Challenge Questions Select A New Password

./ Please enter new password * Required field

*Enternewpassword [ ]
* Re-enter new password [——————— ] !




orgot Passwor

password has been reset, select BACK TO

Forgot Password

Password has been changed. [Back to Login:




mployee

ss Employee Self-Service, select Emplo
- Click Here

Home || Home X
] Inbox

/ My Profile
‘ Manage My Information
&' My Access Here you can maintain your DE-5S0 account and request specific application access by subscribing to a particular agency's online services located in the catalog.

State of Delaware Single Sign-On (DE-SSO)
Welcome to the State of Delaware Single Sign-On system for self registration and account maintenance.

> Requests

4 Employee Self-Service -|Click Here

@ eSTAR




PHRST-PD 9.1

Favorites = Main Menu
Personalize Content | Layout

Top Menu Features Description

Our menu has changed!

The menu is now located across the top of the page. Click
on Main Menu to get started.

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left.

Breadcrumbs visually
& display your navigation path
] e STA R and give you access to the



Accessing Time & Labor Leave
Balances

* Time & Labor Employees may click on the blue arrow under the
Main Menu to open Time & Labor functionality.

* To view Sick/Annual Leave Balances, click on DE Leave Accrual
Component > LA Inquiries > Self-Service View Leave

Favorites | |Main Menu |

__ search Menu:
Personalize

re
b

|DE Leave Accrual Compone | —
Sef Servie

Seff-Service View Leave

State of Delaware

Employee State Time & Attendance Reporting



ime & Labor

Labor Employees may click on the blue arro
ain Menu to open the Time & Labor Timesheet
tionality.
update the Timesheet, click on Self-Service > Time Re
Report Time > Timesheet

PHRST-PD 8.1

Favorites
v H

Personalize ~carch Menu: ®

-
=
(1 DE Leave Accrual Components b

L |seff service |

(1 {Time Reporting | -

{3 Personal Information ]

1 Payrol and Compensation D User Preferences D
1 Benefits 3

X
@ eSTAR




Accessing Personal Information

 To access the Personal Information functionality, click on:
Main Menu > Self-Service > Personal Information

* You have the option to update, edit or delete your Home and Mailing
Address, Phone Numbers, Email Addresses and Emergency Contacts.

 Each option has an ‘Add’ button to add new functionality

Favorites @ Main Menu

Personalize sealEE

4»

DE Leave Accrual Components
Self Service
_1 Time Reporting
_1 Personal Information
Payrol and Compensation Home and Maiing Address
1 Payroll 2 0 satio =
Benefits Phone Numbers
Email Addresses
Emergency Contacts

State of Delaware

Employee State Time & Attendance Reporting



sona
Cont’'d

ain Menu > Self-Service > Personal Informatiot
e the option to update, edit or delete Ethnicity anc
hnicity functionality allows for the selection of your Et
p(s)

Disability functionality allows for the identification of bei
son with a disability and/or a Veteran with a disability

PHRST-PD 91

Favorites | [Ma
- i

Personalize >°°

©]

-
-
(] DE Leave Accrual Components ’
[ |seff service

(3 Time Reporting »
= |Persond Information I‘
3 Payrol and Compensation ] Home and Maiing Address

1 Benefits D Phone Numbers
D Email Addresses

D Emergency Contacts

(-] [ Ethnicty
[-]| Disabiity




Payroll and

ality is available to view the last 3 years o
-2/W-2c Forms and Consent to receive you
rather then through the U.S. Mail

Menu > Self-Service > Payroll and Compensatio

PHRST-PD 81

Favorites
b i

. Earcih enu:
Personalize

s
(1 DE Leave Accrual Components 4
[ |seff service |
i (3 Time Reporting 3
(3_Personal Information 3
(| Payrol and Compensation |
(1 Benefits ' | ] View Paycheck

D View W-2/\W-2c Forms
D W-2/W-2c Consent



ent in eBenefits, and Consent to receive
s online rather then through the U.S. Mail.
Menu > Self-Service > Benefits

PHRST-PD 8.1

A L

Personalize

©

1 DE Leave Accrual Componenfs
) fprseve |

1 Time Reporting
(1 Personal Information ]

(1 _Payrol and Compensation 3
] _l Be
E D Benefits Summary

D Benefits Enrolment
D Benefits Notices Consent

@ eSTAR



Employee Self-Service Assistance
Website

- More information about Self-Service functionality,
Clearing Cache, W-2s and forms may be found on the
Employee Self- Service Assistance website.

State of Delaware

- J;(
M eSTAR

Employee State Time & Attendance Reporting




