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The below questions are organized into 4 categories: 

 General 

 Profile 

 Payroll 

 Benefits 
 

General 
1. What Agency HR role will be copied on confirmation emails to employees? 

Agency HR with the Benefits Specialist security role will receive notifications.  
 

2. If you have 10 people at your agency who have access to the Benefits Specialist security role, will 
they all receive the email confirmations and checklists? 

Yes, the confirmations and checklists are tied to security roles. Whoever has the Benefits 
Specialist security role will receive the confirmations.  

 
3. If Agency HR changes an employee’s information, will the employee receive a notification of the 

change via email? 
Yes, the employee will receive the email confirmation. However, the email will not specify 
who made the change. 

 
4. Should we continue to use the term eBenefits, ePay, or eProfile? 

We understand that many people are accustomed to saying eBenefits, ePay and eProfile, 
and therefore accept that many people will continue to use those terms.  However, it is 
important to know that the modules within the system are officially called Personal 
Information, Benefits, and Payroll and Compensation.  What is most important is that you 
make every effort to refer to the PeopleSoft HCM system for employees as Employee Self 
Service. 

 
5. What is the website employees will use to access Employee Self Service? 

http://myohio.gov  
 
Profile 

6. When changing a mailing address, what does the “effective date” on the screen default to? 
It will default to the current date.  

 
7. If an agency changes the employee’s address, will the employee get a confirmation email?  Will 

HR get a confirmation email as well? 
Yes, an employee will receive an email confirmation for address changes as long as they 
have an email in HCM. Agency HR (Benefits Specialist) will also receive an email 
confirmation of the change.  

 
8. When someone adds a mailing address and already has a home address (recorded in the 

system), which address will prevail in system-generated mailings?   
Mail will be sent to the mailing address if the field is filled in; if the mailing address field is 
blank, all mailings go to the address designated in the home field. 

 
9. A change of address may require a change in school district tax but the employee may not be 

aware of this.  How is this to be handled? 
After changing their address, employees will receive an email confirming the change and 
reminding them to take additional actions. One of those actions is to complete “Address 
Change/ Determination of Municipal Tax Liability” form and return to their Agency. 

 
10. How does HR staff access Emergency Contact information for employees? 

Agencies already have access to this information by navigating to Main Menu > Workforce 

Administration > Personal Information > Emergency Contact.  Agencies can also run the 

Emergency Contacts Report to view a department-wide listing of contact information.  The 

report gives details such as Employee Name, Department, Emergency Contact, Primary, 

Telephone, and Relationship. 

http://myohio.gov/
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11. Do personal contacts get published to a public website? 
Phone numbers that are in the “business” field will be posted on public web sites. Note that 
employees can edit their “business” phone but cannot delete that field.  

 
12. Is an employee’s emergency contact information a public record?  If so, is there a way to flag it as 

exempt (e.g. a police officer’s emergency contact)? 
Emergency contact information is not currently made public. 

 
13. What do I do for an employee who does not have a business/desk phone number? 

In those situations, you may wish to put in a main number for the central/office location 
where the employee works. Keep in mind that this information will be made public.  

 
14. When you do a name change it defaults to today’s date.  But you can change it.  So what date 

becomes the effective date? 
The effective date is the date reported in Employee Self Service by the employee. The name 
change becomes effective when they submit their proof documentation.  
 

15. Will we still need to complete a Personnel Action form to complete the name change? 
We hope to eventually phase out PAs for name changes, but for now keep using the PA. 

 
16. What effective date will we use on Personnel Action forms for name change? 

Please enter the date the name change should take effect.  
 
 

Payroll 
17. What is the timing for direct deposit changes to take effect 

If the change is made by Thursday when payroll closes, it will go into effect on the next 
paycheck.  

 
18. If you want to split paycheck 50/50 between two accounts, is the only way to do it to make one 

account 999 and the other 50%? 
Yes. 

 
19. If I want to put $50 in another (direct deposit) account, would that be the balance account or the 

percent? 
No, it would not be either one. The employee can specify a fixed dollar amount (e.g., $50) 
be designated to an additional account each pay period. 

 
20. Will travel reimbursements be paid to the balance account? 

Yes. 
 

21. After 2/22/11 is a credit union account setup as a deduction or a direct deposit? 
It should continue to be setup as a deduction. 

 
22. If you make a federal tax change in the middle of a pay period, will the paycheck be calculated on 

the whole pay period or the half? 
It will be calculated for the whole pay period.  

 
23. Will agencies be able to request W-2 reprints for those that do not use Self Service or may not 

have access to a computer? 
Yes, paper submissions will still be accepted for now. 

 
Questions about Self Service – Benefits 

24. Can employees waive their marital status? 
It is strongly recommended but not required that employees provide a marital status.  
Employees with an “unknown” status may not understand the term and wonder if their health 
care coverage has been changed or is incorrect. Should they have questions about this, 
please let employees know this is not the case. 
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25. What is the purpose of the marital status project?  Why is it necessary to make sure that 
employees want to remain “Unknown”? 

Employees with an “unknown” status may not understand the term and wonder if their health 
care coverage has been changed or is incorrect. Should they have questions about this, 
please let employees know this is not the case. 


