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Summary of Employee Self Service Features

Below is a summary of Employee Self Service 

functions available to employees:

Personal 

Information

� View or update name*

� View or update mailing 

address*

Benefits

� Receive helpful 

checklists and reminders 

via email*

� Report life event changes 

(including marital status 

Payroll and

Compensation

� Add up to five direct 

deposit accounts*

� View, add or change 
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*NEW function being implemented 

in February 2011

address*

� View or update phone 

number*

� View or update 

emergency contact(s)*

� View or update email 

address 

� View marital status

(including marital status 

changes)

� Enroll in benefits

� View summary of current 

benefits

� Link to websites of benefits 

vendors

� View, add or change 

direct deposit 

account(s)*

� Request W-2 

reissue/reprint*

� Update W-4 tax 

information*

� View current pay rate, 

earnings and deductions

� View and print pay 

statements



� Drives employees’ ownership of their personal information

� Convenient and easy to use

� Accessible from any computer with an internet connection and 

internet browser

Benefits of Employee Self Service
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� Streamlines HR processes

� Reduces duplicated effort, data errors and time for requests to 

be handled



February Summer

myOhio.gov myOhio.gov Portal

Employee Self Service and myOhio
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• First State of Ohio 

employee Portal

• Central site for statewide 

employee news, forms, 

policies, FAQs and more

• Single sign-on for 

Employee Self Service

Links to Employee Self 

Service log in



Sign In Page Enhancements
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Agency HR: What’s Changing : What’s Not?

What’s Changing What’s NOT Changing

W-2 Reissue Requests

� Reduced paper request for W-2 reissues

Employee Checklists

� New checklists for name and address 

changes

Name Changes

� Continue to submit Personnel Action forms and 

collect documentation for name changes

Life Events

� Continue to collect documentation for marital status 

Below provides a summary of changes for Agency HR '

Some of these may or may not apply to your specific role
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changes

Reports/Queries

� More available queries (see next slide)

W-4 Changes

� Paper forms no longer required for W-4 

exemptions of 9 or below

� Continue to collect documentation for marital status 

changes and birth/adoption

HR Checklists

� Continue to manage the daily checklist

Reports/Queries

� Continue to run existing queries

Security Roles

� Maintain existing security roles and access

Processing Schedules

� No change to HR and payroll processing schedules 



Agency HR: Query List

In addition to your existing queries, the below queries will be available to 

you at implementation

� Direct Deposit Change for an Employee without an Email

• If an employee does not have an email address, the employee will NOT receive an 

email confirmation of a direct deposit change

• This query helps you follow-up with an employee to verify the change was not 

submitted in error 
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� Direct Deposit Allocation above Net Pay 

• Specifies if an employee has an allocation amount greater than their net pay

� W-4 Exemptions of 10 or More

• As a paper form is required when exemptions are 10 or more, this helps you follow-

up with the employee to collect this paperwork

� Worklist items > 30 days old

� Employee Self Service Life Events



Employee Self Service Email Confirmations

Event
Employee Email:

to “Primary” email account

Agency Email: 

to “Benefits Specialist” role(s)

Payroll and Compensation

Direct deposit update Yes (to Primary and Business email account) No

W-4 update Yes No

W-2 Reissue request No No*

Personal Information

Mailing address update Yes Yes, Cc’d on employee email

Name change Yes Yes, worklist notification
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Name change Yes Yes, worklist notification

Email update Yes (to all emails, including to email that was 

deleted, if any)

No

Phone update No No

Emergency Contact update No No

Benefits

Life Event: Marital Status Yes Yes, Cc’d on employee email

Life Event: Birth/Adoption Yes Yes, Cc’d on employee email

Note: employees will receive an email if Agencies make the following changes on their behalf: 

• Address Change

• Direct Deposit

*Email sent to DAS OH_PYCNTR_W2_REPRINT role



Below are other key reminders regarding Employee Self Service

� Phone Numbers

• Employees’ “Business” phone number cannot be deleted and will be published in the 

public directory

o Employees are encouraged to enter their work number in this fieldCIf they do not 

have a work number, they should enter a central Agency number

Other Key Reminders
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� Password Help Questions

• To help limit calls for password resets, please encourage employees to set up a 

forgotten password help question

• The Forgotten Password feature enables the system to verify a user's authenticity 

when requesting a new passwordCIf the user enters the appropriate response, then 

the system automatically emails a new password

• Link to job aid: 

http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA003_Set

up_Forgotten_Password_Help.pdf
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Item
Sent to 

Agency HR*

Sent by

Agency HR
Purpose

Launch Email Week of Feb 14 February 22 Email that announces launch and highlights how to 

access Employee Self Service

Poster Week of Feb 14 Week of Feb 22 

and ongoing

Highlights how to access Employee Self Service

Communications for Agencies to Distribute

Your help is needed to distribute communications at your agencies. 

Below are items that will be provided to you by HRD for distribution.
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and ongoing

Pocket-Size 

Information Cards

Week of Feb 14 Week of Feb 22 

and ongoing

Small cutout that highlights how to access 

Employee Self Service

Employee Self 

Service Brochure

Week of Feb 14 Week of Feb 22 

and ongoing

Brochure that summarizes Employee Self Service 

features; Can be used for new hires

“Meeting in a Box” Week of Feb 14 Week of Feb 22 Materials to be provided to agencies who wish to 

host Employee Self Service Overview sessions for 

employees;Will include similar PowerPoint slides 

that are in this User Group meeting

Job Aids Posted online 

Feb 22

N/A

(posted online)

“How To” Job Aids will be available for employees 

through myOhio.gov

*Note that we are still finalizing if we will be able to 

print and mail these or send them to you electronically



Employees who require additional support can contact HR Customer Service 

at the number belowCWe have updated the call prompts to include Employee 

Self Service

� HR Customer Service (1-800-409-1205)

• Option 1: Password reset

• Option 2: Ohio Hiring Management System

• Option 3: Disability

Employee Support: HR Customer Service
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• Option 3: Disability

• Option 4: Employee Self Service

• Option 5: [used for special events such as open enrollment]

• Option 0: All other calls
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Prior to sending them to you, we wanted to preview some 

of the communications just discussed

� Employee Self Service Poster

� Pocket-Size Information Cards

� Brochure

Communications Preview
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Brochure

� Job Aids



We will be asking you to 

hang this poster at your 

agencies the week of 

February 22 and keep it 

displayed through the month 

of March

Poster Preview
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We will be asking you to 

distribute this information 

card at your agencies 

starting the week of 

February 22 . . . Until you run 

out of cards

Pocket-Size Information Cards Preview
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We will be asking you to distribute 

this brochure to new hires and, as 

needed, current employees

Brochure
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Employees will be able to 

access a job aid for each 

new Employee Self Service 

function via myOhio.gov

Job Aid Preview
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