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Welcome to Self Service!
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Welcome to OAKS Self Service!

• Employee Self Service is your personal 
guide to your personal information. 
– First time user
– Existing user

• Updated support page:  
http://oakspmo.ohio.gov/oaks/training/s
upportkit/ 2

http://oakspmo.ohio.gov/oaks/training/supportkit/�
http://oakspmo.ohio.gov/oaks/training/supportkit/�
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My System Profile

• Password reset (HCMJA002)
• Setup forgotten password help 

(HCMJA003)
• Adding/Editing email addresses 

(HCMJA005)
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http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA002_Password_Reset.pdf�
http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA003_Setup_Forgotten_Password_Help.pdf�
http://www.oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA005_Adding_or_Editing_Email_Addresses.pdf�
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ePay

• View your online paycheck at 
hcm.ohio.gov 

• Read a brief guide to signing in and a 
comparison to your old online 
statement: PDF 
– Revision will be out soon
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http://hcm.ohio.gov/�
http://oakspmo.ohio.gov/oaks/training/supportkit/ePay_brochure.pdf�
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eBenefits

• Agency Proof Review Process in OAKS
• eBenefits: Viewing your Benefits 

Summary
• eBenefits: Life Events: Birth and Adoption
• eBenefits: Life Events: Marital Status 

Change
• eBenefits: Adding or Changing your 

Insurance after an Event 5

http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA197_Agency_Proof_Review_Process.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA198_eBenefits_Viewing_Your_Benefits_Summary.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA198_eBenefits_Viewing_Your_Benefits_Summary.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA199_eBenefits_Life_Events_Birth_and_Adoption.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA201_Life_Events_Marital_Status_Change.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA201_Life_Events_Marital_Status_Change.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA200_eBenefits_Adding_or_Changing_Insurance_After_Even.doc�
http://oakspmo.ohio.gov/oaks/training/HCM_Job_Aids/content/HCMJA200_eBenefits_Adding_or_Changing_Insurance_After_Even.doc�
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Benefits Summary
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Time and Labor

• Time and Labor Self Service for 
Managers

• Time and Labor Self Service for 
Employees 

• Quick Steps – easy-to-follow 
instructions
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http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS201.aspx�
http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS201.aspx�
http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS202.aspx�
http://www.oakspmo.ohio.gov/oaks/training/ClassMaterials/SS201_and_SS202/homeTLSS202.aspx�
http://oakspmo.ohio.gov/oaks/training/supportkit/quick_steps.aspx�
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Other Modules

• ELM
– Used by the state to support end user 

training deployment
• Travel and Expense
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http://www.oakspmo.ohio.gov/oaks/training/ELMTraining/elmTraining.htm�
http://ohiosharedservices.ohio.gov/TravelandExpense.aspx�
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The Future of Self Service

Presenter
Presentation Notes
The State of Ohio needs a centralized method of storing employee information that also provides fast, easy access to up-to-date information about the users.  

Currently, state employees are required to submit a form to their agency human resources office when they want to make a change to their personnel information, e.g., tax withholding, address, direct deposit, etc.  With Self Service the State can provide employees the ability to maintain their own profiles—including name, address, phone number, marital status, and date of birth—and have the kind of information at hand to assist them in the day-to-day activities they may encounter in their job. Configurable options in eProfile enables us to determine—by transaction—how information entered through self-service is handled. There will be minimum business rule changes; mainly when do we (the State) want information the information to be saved - immediately or routed for review and approval. 

eProfile self-service transactions interface directly with the system. These transactions enable employees to make changes to their personal profile information by reviewing, adding, changing, deleting (where appropriate), and submit for approval. 

The self-service transactions are:
Home and mailing addresses
Phone numbers
Email addresses
Emergency contacts
Marital status change
Name change
Voluntary Deductions
Direct Deposit
W-4 Tax Data
W-2 Reissue Request
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Personal Information

Presenter
Presentation Notes
Employees can access each transaction individually or use the Personal Information page to review all personal information at once. Navigation links on the Personal Information page provide quick access to the various transactions that employees can use to make changes, if necessary. 

There are three transactions which are designed to use workflow for self-service:  name change,
marital status change and address change.  If workflow is activated, when a user performs one of the following transactions, the system automatically routes the transaction request to the appropriate person for approval.
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Personal Information
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Home/Mailing Address
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Add Address

Presenter
Presentation Notes
  Change country – for those employees who live outside of the United States
  On this date – defaults to the date the page was opened
  doesn’t allow the employee to change the mailing address to inactive
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Confirmation
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Status = ‘A’
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Phone Number(s)
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Delete
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Delete message

Presenter
Presentation Notes
  cannot delete the Preferred phone number once entered but can edit if it needs updated
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Edit or Add 
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Drop-down menu

Presenter
Presentation Notes
Will need to pare down the list of values



Human Capital Management

21

Multiple listings/One preferred
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Confirmation
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Email Addresses
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Business – Preferred
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Add
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Personal

Presenter
Presentation Notes
 currently, OAKS-generated emails are sent to the Business email regardless of which email is selected as Preferred.
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Confirmation
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Contact Information
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Emergency Contacts
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Add
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Relationship to Employee

Presenter
Presentation Notes
Need to change the list of values; include mom and dad, etc.
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Contact Information
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Same Address – Yes

Presenter
Presentation Notes
Employee could pick mailing address 
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Same Address – No
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Same Phone Number – Yes

Presenter
Presentation Notes
This selection defaults to Business so the user would have to change the drop-down to Home.
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Same Phone Number – No



Human Capital Management

37

Confirmation



Human Capital Management

38
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Presenter
Presentation Notes
Allows only one primary contact but as many contacts as necessary
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Marital Status

Presenter
Presentation Notes
We’ll come back to this…
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Name Change
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Edit/Submission

Presenter
Presentation Notes
  Name changes trigger creation of a workflow worklist item.  Then, an approval process needs to be done to process the name change.  

  Documents that would evidence a name change:
Valid drivers’ license issued by BMV
Social security card
Valid passport
Marriage certificate with proof of birth name and present name
Court documents reflecting legal divorce or legal separation with name change indicated thereon;
Death certificate (in the case of a widow)
Copy of page 1 of most recent tax return showing name. 
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Voluntary Deductions
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Add Deduction
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45
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Types of Deductions
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Flat Amount or Percentage
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Goal and Start/End Dates
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Checking vs. Savings

Presenter
Presentation Notes
The issue check option allows employees to deposit a part of their paycheck into a checking or savings account and the rest of it to be received as a physical check.  This functionality would be removed.
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Deposit Type
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Amount/Deposit Order
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Add Direct Deposit

Presenter
Presentation Notes
An update in Self-Service direct deposit updates the direct deposit table at save time.
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Add Direct Deposit
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Add Direct Deposit
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Add Direct Deposit
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Add Direct Deposit
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Top of the screen
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Bottom of the screen
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Updating W-4 Tax Data

Presenter
Presentation Notes
An update in Self-Service W-4 tax data updates the tables at save time.
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Change Allowances and Amount
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Verify Identity

Presenter
Presentation Notes
ePay password validation
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Confirmation

Presenter
Presentation Notes
There is delivered functionality to allow workflow for W-4’s. When the W-4 Exempt Employees Process is run, all employees who have filed Exempt on their W-4 forms are notified.
 
A work list item is sent to notify the Payroll Supervisor that a notification was sent to the employee.
After the W-4 Exempt Employees process is run, an email notification is sent to employees that their Exempt status will expire and that they need to file a new W-4 form with the Payroll department. 
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W-2 Reissue Request

Presenter
Presentation Notes
An employee uses the W-2 Reissue Request page to request a new W-2 be sent to their home or work location.  
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Specify Address
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Confirmation

Presenter
Presentation Notes
  Might want to specify how many days until it is mailed as a courtesy
  A workflow worklist item is created and routed to the Payroll Administrator to indicate that a request for a duplicate W-2 has been made.
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Marital Status
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Link to eBenefits

Takes 
employee to 
eBenefits
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eBenefits
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