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Logging in to Employee Self-Service and Understanding the Pages

View Paycheck

‘v DE Employee Self Service

Personal Information

. | &

Click Payroll and Compensation tile.

Payroll and Compensation Time Reporting

«©

€ DE Empioyes Self Sarvics DE Payroll and Compensation

5 View W-2iW-2c Forms View Paychack

Click Print Paycheck.

i) W-2/W.-2: Consent

550000 123456789

Click View Paycheck next to the Check
Date you want to view.

50000 123455789
S50000  1ZMLETEY
$50000 12M56739
$50000 12M456783
$50000 123456789

oo | Note: The page displays the previous eight

$50000  1234557B9

paychecks.

To view the previous paychecks, click View All.
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Logging in to Employee Self-Service and Understanding the Pages

Sample Paycheck and Printing

< DE Employee Self Service

DEgPayroll and Compensation

Click to Print

T View W-2/W-2¢ Forms Company: State of Delaware 1011372017
- Address: 820 Silver Lake Blvd., Suite 100 091712017
Dover, DE 19904 Pay End Date:  09/30/2017
7] W-2/W-2¢ Consent General
Name: Employee ID:
Pay Rate: 51,721.34 Biweekly
] Print Paycheck Return to Paychecks Department:
Location:
Job Title:
Tax Data
Fed Marital Status: Single arital Status:  Single
Fed Allowances: Wances:
PFed:dd;PSercent: 0.000 Fed Employee cent 0.000 DE Addl Amount:  50.00
aycheck Summary
Gross Earnings Fed Ta: Personal & hss T e Net Pay
Current 1,721.35 1) Job ) 53 Net Pay 1,222.79
YTD 27,932.74 25| Information |56 — — 20,774.12
Earnings Taxes
Description Hours Amount Am:Jn[: Description Amount Am;;rn[:
RegularPay 73.50 1,686.02 25,502.44 | Fed Withholdng 156.30  2,246.25
Sick Leave 1.50 34.43 190.85 Fed MED/EE 2389 391.24
Annual L 086.84 Fed OASDIEE 10215 1,672.90
oliday Employees with Multiple Jobs 914.99  DE Withholdng 56.40 801.05
HD Earnings from individual jobs are 247.62
summarized from all jobs by
earnings type (Regular,
Total: Overtime, etc.) and listed here. 27,932.74 Total: 33874  5,111.44

Before-Tax Deductions After Tax Deductions Employer Paid Benefits

Description Amount Am:l-lrn[i Description Amount Amﬂn[i Description Amount Am;;rn[i

RegNewHire 36.07  1,096.64

Medical 52.59 622.21

Dental 17.93 266.96 Medical 34434 6,481.75

StateVis 323 61.37

Total: 159.82  2,047.18 Total: 0.00

Net Pay Distribution

Payment Type, Account Type Amount

Direct Deposi Advice Distribution Checking 122278
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Logging in to Employee Self-Service and Understanding the Pages

View Benefits Summary

B

¥ DE Employee Self Service

Personal Information

pos

Payroll and Compensation

| Benefits Summary

5 Benefits Enrollment

5] Benefits Notices Consent

| Highmark Delaware

5] Spousal Coordination of Benef

] Securian GUL

Time Reporting

«©

Benefits Summary

< DE Employee Self Service DE Benefits

To view your benefits as of another date, enter the date and select Go.

10162017 |5
Benefits Summary
Type of Benefit
Medical

Dental

Vision

Blood Bank

Sick

Vacation

Pension Plan 1- U.S

Go

Plan Description

Highmark DE COMP PPO
Delta Dental PPQ Plus Premier

State Vision

Merit Sick 37.5 Hr
Merit Vac 37.5 Hr

State Employees 2012

Coverage or Participation

Employee Only
Employee Only

Employee Only

Waived

Click Benefits tile.

A summary of benefits is displayed. If you
want to view your benefits as of another
date, enter the date and click Go.

Note: Benefits Enrollment is used during Open
Enroliment.
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Logging in to Employee Self-Service and Understanding the Pages

View Timesheet (Time & Labor Organizations only)

B

¥ DE Employee Self Service

Personal Information Benefits

pos

Payroll and Compensation

i)

Time Reporting

DE Time Reporting

........

: 7

Click Time Reporting tile.

Click Timesheet.

The current week for time entry appears.

You can view the previous and next week two
ways.

1. Click Previous Week or Next Week link

2. Enter the week date you want to view and Click
Refresh.

Note: Previous pay periods are no longer available for
data entry.
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Logging in to Employee Self-Service and Understanding the Pages

View Leave Balances (Time & Labor Organizations only)

¥ DE Employee Self Service

Personal Information

+§ &

Click Time Reporting tile.

Payroll and Compensation Time Reporting

< DE Employee Self Service DE Time Reporting

i:::“mj;" T Self-Service View Leave is the first page to
e S appear. If not, click Self-Service View Leave.
T i i Balances are as of the last pay period end date.
= e You can view leave balances for previous pay
"mw“m“‘* * wm ""“ = period end dates by selecting a new date and

Bk Laave 155 TSO000

clicking Refresh Date.

n i Retun lo Search | |5 roaty

To view details for a particular leave balance,
Click Details.

4 DE Employss Seif Servics DE Time Reporting

T Self-Service View Leave

VIEWEEAVERETAL Click Return to return to the View Leave
- Timeshest hame Emngt I
= User Pretsences it B Balances page.
Personatoe | Fna | view A | ) I_-_G Fest A 180114 b Lt

Total Hours Takn Year {0 Date:
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Logging in to Employee Self-Service and Understanding the Pages

View Race/Ethnicity Designation

=

[~

¥ DE Employee Self Service

Personal Information

pos

U

Payroll and Compensation

Time Reporting

«©

i Email Addresses
i Emergency Contacts

€ DE Employss Seif Servics DE Personal Informat

Home and Mailing Address

Ethnicity/Race

i1 Phone Numbers.

INSTRUCTIONS
PLEASE READ ALL INSTRUCTIONS CAREFULLY BEFORE COMPLETING THIS FORM

Anti-Discrimination Notice. i 3 an unkawlul employment prcbee for an employer 1o farl or refuse
to hure o dischasge any mdidual, o olherarse bo drscrmmate agamst any mdrdual wilh respecl
ta that individuals terme and condtions of amployment. bacause of such ndividual's race, color,
religicn, sex, or national angn. This employer is subject 1o cenan nondiscimination and afmative
wcbon pang ard reporting reg whwth require the emploper o mle employees to
oluntarily satf-idontify thoir 5 of this inf in valuntary and refusal to
provide it will not subject you o any adverss treatment The information obtained will be kept

7 Ethnicity/Race 4]_.) confidential and may only be used in accordance with the provisions of applicable federal laws.

exicutivie ardors, and regulations, inchuding hose which roqure the infarmation to be summarzed
and reported to tha Federal Govemnment for civl rights enforcement purposes

I you choose nol ko selldentdy your racefetimicty @ s bme, the federal government requres
this employer ta determina this infarmatian by visual sunvoy andior other avadable infarmatian

For civil rights manitering and enforcement purposes only, all racelethnicity information will be
collected and reported i the seven calegones wenlified below. The defirbons for each calegary
have been established by the federal govemment, If you choose o volntanly selfdenbly, you may
make only ana selection prasanted balow

VITATION TO SELF-IDENTIFY

LEASE ANSWER THE FOLLOWING QUESTION

‘hat is your racelethnicity? Please select one option below that describes the racelethnicity
category with which you primarily identify

Click Personal Information tile.

Click Ethnicity/Race.

VITATION TO SELFIDENTIFY

LEASE ANSWER THE FOLLOWING QUESTION

Mt s your racelethnicly? Ploase seloct one option below that describes the racelethrcdy
category with which you prmarily identify

Ethnicity:
Afe you Hispansc of Lating ¥
Dves e
Race (Won Hespanic or Latno);
American Indsan Alaska Nasive
O Asian
) Blackiatrican American
Nalive Hawaiian Oth Fac Island
Crhite

Two or More Races

326 CAEGIEE

Complete Ethnicity by clicking Yes or No.
Complete Race (Non Hispanic or Latino) by
clicking the appropriate choice.

Click Save.
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Logging in to Employee Self-Service and Understanding the Pages

Consent to Opt Out of Receiving W-2 in the U.S. Mail

g

* DE Employee Self Service

Personal Information

poy

Payroll and Compensation

oD

b

Time Reporting

«©

€ DE Employes Salf Sarvice
i View W-2W-2c Forms
71 W-2W-2c Consent

T Print Paycheck

Your Current Satus Consent fetenna

DE Payroll and Compensation

.L'}Cllxk bere bo withdraw your consent to receive electronic W-2 and W-2c forms.

Submt

Click Payroll and Compensation tile.

To stop receiving your W-2 through the U.S.
Mail, you may opt out of the program. All W-2s
may be located on the Employee Self-Service
website.

To opt Out — click to W-2/W-2c Consent.
Check off the box that states: Check here to
indicate your consent to receive electronic

W-2 and W-2c forms.

Click Submit.
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Logging in to Employee Self-Service and Understanding the Pages

View and Print W-2 Form

* DE Employee Self Service

i

Time Reporting

«©

Payroll and Compensation

“®e

b

Click Payroll and Compensation tile.

< DE Empioyes Self Service DE Payroll and Compensation

5 View W-2/W-2c Forms
& View W-2/W-2c Forms
T W-2W-2c Consent

] Print Paycheck

uuuuuuuuuuu

Click View W-2/W-2c Forms.

Click Year End Form to view the W-2.

Click View a Different Tax Year to view

previous years’ W-2s.
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Logging in to Employee Self-Service and Understanding the Pages

Add or Change Home and Mailing Addresses

B

¥ DE Employee Self Service

Personal Information

Payroll and Compensation

i

Time Reporting

«©

7 Home and Malling Address.
& Phone Nuln'be;{sb

T Ermail Addresses

F= Emergency Contacts

T Desabeity

i Ethnicity/Race

Home and Mailing Address

Addresses

Address Typs  Status Courty

Home

“susaress Type (IR | g

Cick Here for Help with Adcress Types

< DE Employee Self Service DE Personal Information

Click Personal Information tile.

Home and Mailing Address is the first page to

appear. If not, click Home and Mailing
Address.

Select Address Type and then Add.

Use the Address Data Entry Standards document

for formatting addresses.
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Logging in to Employee Self-Service and Understanding the Pages

Add/Change Phone Number

B

¥ DE Employee Self Service

Personal Information

poy

b

Payroll and Compensation

Time Reporting

«©

1 Home and Mailing Address
71 Phone Humbers. ‘b

571 Email Addresses

] Emergency Contacts

7| Disabiity

7] Ethnicity/Race

Phone Mumbers

€ DE Employee Self Service DE Personal Information

Click Personal Information tile.

Click Phone Numbers.

Select Add Phone Number.

Add contact phone number. If adding more than
one phone number, select the Preferred phone

number.

Click Save.
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Logging in to Employee Self-Service and Understanding the Pages

Add/Change Emergency Contacts

i

¥ DE Employee Self Service

Personal Information

Payroll and Compensation

T
[Fod

Time Reporting

«©

T Phone Numbers

7] Email Addresses

7| Emergency Contacts
T Disabsity

i} Ethnicity/Race

¢ DE Empiloyes Seif Service DE Personal Information

T] Home and Mailng Address

Emergency Contacts

Emorgoncy Contacts

Contact Marme Fstaticraten to Frplayes

& 2 a

Add Emenpency Contatt

Save

Click Personal Information tile.

Click Emergency Contacts.

Select Add Emergency Contact.

Enter required information. Select Primary
Contact for one person if adding more than one
contact.

Click Save.

Add/Change Disability

i

~ DE Employee Self Service

Personal Information

Payroll and Compensation

Time Reporting

«©

€ DE Emsloyes el Jervice

i Home and Makeg Address

i Prone Numoers

DE Personal Information

Doty
Persen 0

The complebon of 45 miormaton & voluntary. I you hoosa o provide e 1bguosted INYo/mAton. | wil B kep! confiderbal anvd il b used
10 P GRNGral SmPRYTGN SIaESICS 0N T S1ales NUTDa of GMEIcySss W10 Nave Volsntanly 6l d5ciosed 05 3 PErson Wil 3 Cisabity
el o vy Ty SR inchvidal

Dlerescn wek o tinsssay 0o
Hes

A5 3 Statn of DOWre GTplyes Wit 0 quaifiod dsabity, poase Ba BSvS0s (3t 1 ¥ou Nave QUESHONS 10gandng o 1asomabi
BCE GO AON PrOCESS 4 YUU e you 1001 1 SCCORIMOSalion you mus] coslact your supsnvisor, ADA Coordinetor or HR Menage:

Click Personal Information tile.

Select Disability.

Follow instructions on the page.

After completion, Click Save.
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