Accessing Employee
Self-Service




Employee Self-Service Assistance
Website

Access the Employee Self-Service Assistance website:

http://employeeselfservice.omb.delaware.gov/default.shtml
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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 Enrollment
and, for Time & Labor Organizations, view Leave Balances and/or enter their own time into Time & Labor.
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http://employeeselfservice.omb.delaware.gov/default.shtml

Returning User

* | know my User ID and Password

New User Registration

« To create new User account (you have not accessed Employee Self-5ervice 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.




Active State of Delaware Employee Servicef Chick Here

Fublic 3ervices Click Here




oyee ID as your User IC
our HR Department for assist

ployee ID
default password using criteria b

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

= 0ld Password |

* New Password |

* Re-Type New Password |

Reaister challenge questions for your account.

Questions and answers must all be unigue.

* 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

* Question] |

* Question? |

*Ansver | Click down arrow for Question 1, select a

* Question3 |

[x] *Ansver | 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




Home
[#] Inbox
A My Profile
@ Manage My Information
. My Access
> Requests

| Addministration

Home x

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

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.

Employee Self-Service




the DE-SSO in the past, plec

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.




t your HR Department for assistan
mployee ID

Sign In With Your Account

* User Id: 89999499

* Password: DES$02821111

MNew User Reqgistration
Forgot User Id?
Forgot Password?

Contact Us




Home
[# Inbox
My Profile
@ Manage My Information
. My Access
> Requests

.~ Administration

Home x

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

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.




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.




I-Iume

i Inbox Enter Old Password (if you cannot remember Old
A Profile Password, use Forgot Password)
Enter New Password Click on the Password Policy
information icon and create a strong password in

%; My Access

accordance with the Policy
Re-Type New Password. Then select Apply

* Indicates Required Fiel Cancel

/ Change Password

* Old Password
* New Password

* Confirm New Password

A message will display after suc

v Password has been changed
successfully




Home
E Inbox Click down arrow for Question 1, select a question, tab to
Answer 1 and type your answer. Answers should be one-

A Profile word answers and unique.
@ Manage My Information Repeat for Questions 2 & 3 and Answers 2 & 3

&a My Access 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




ng your Employee ID.

Forgot Password

Identify Yourself Answer Challenge Questions Select A New Password

* Required field
< Please identify yourself

* User Login 999998




Challenge Questions then
select 3 unique questions

—r

Identify Yourself Answer Challenge Questions Select A New Password

< 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?




ssword - Click on the Passwa
icon and create a strong passworc
olicy
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 [——————— ] !
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ployee Self-Service, select Em
lick 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.

: Employee Self-Service -

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




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
and give you access to the



Balances

bor Employees may click on the blue &
enu to open Time & Labor functionality.

Sick/Annual Leave Balances, click on DE Lez
oonent > LA Inquiries > Self-Service View Leav

. D Self-Service View Leave
j " i

A
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or Employees may click on the blue a

Menu to open the Time & Labor Timeshe

date the Timesheet, click on Self-Service > Time
ort Time > Timesheet
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Personal Information functionality, clic
) > Self-Service > Personal Information

he option to update, edit or delete your Home
, Phone Numbers, Email Addresses and Emerge

otion has an ‘Add’ button to add new functionality
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(3 Time Reporting 3

(1 Personal Information
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E] Home and Maiing Address
| ] Phone Numbers

D Email Addresses

E] Emergency Contacts




lenu > Self-Service > Personal Informze
e option to update, edit or delete Ethnicity

ity functionality allows for the selection of yolt

ability functionality allows for the identification of
with a disability and/or a Veteran with a disability
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(] DE Leave Accrual Components ’

(3 Time Reporting »
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[ Benefits |:] Phone Numbers
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E] Emergency Contacts
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E] Home and Mailng Address



/ is available to view the last 3 year
/W-2c Forms and Consent to receive yc

her then through the U.S. Mail
enu > Self-Service > Payroll and Compensa
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Favorites  [Ma
- i
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-
-

(1 DE Leave Accrual Components 4
o |
(3 Time Reporting 3
(1_Personal Information »
| Payroll and Compensation
i (1 Bene ' | ] View Paycheck

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



PHRST-PD 8.1
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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



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
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Employee Sta endance Reporting
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