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Getting Started with Employee Self-Service (ESS)

A. Logging into the Self-Service Portal

1. To access the Self-Service Portal, type the following URL into the address field on the
web browser and use the Enter key.

http://portal.passhe.edu/

(NOTE: Adding the Self-Service Portal link to the browser’s Favorites folder makes access
easier in the future.)

2. The Self-Service Portal will ask for a Username and Password. After entering the
Username and Password, click Enter Portal.

(NOTE: Employees are assigned a Username and Password the day their employment
begins.)

LSERVICE

wPORTAL

www.PASSHE.edu Account Self-Service

PASSHE

Enter Your Account Information

Enter username Username:

and password.
Password:

R
Click to enter.

Forgetten / Expired Password?

0

& Pennsylvania State System of Higher Education, 2986 North Second Street, Harrisburg, PA 17110
The home of PASSHE Employee Self-Service, Manager Self-Service & eTime.
If you need assistance, contact your university help desk.
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3. Atter clicking the Enter Portal button, the following screen will appear. The actual tabs
appearing at the top of the page will depend on specific user-access roles.

Waicoms Web Test Pennsylvania State System of Higher Education Legott.

EEvS st Bl PRCHANDIES: Available tabs depend on

specific user access roles.

Information | Hstory, |

Welcome Web Test to the Self-Service Portal!

My Portal Applications

This page will previde you with informatson about each of the applhcations available for yeu to access in the Self-Service Portal. For
each you will see a cor “tab® across the top navigation bar. To access an application, simply click cn the tab

in the navigation bar. Any related announcements, information, or help can be found within each specfic area of the portal. . PASSHE

Employes Self-Service Ponnsytvania St System
of Highar Ecucaton

Employee Self-Service is a web-based service that provides employees with information related to their employment
with the Pennsylvania State System of Higher Education (PASSHE). The ability to directly view your human rescurce and

payrell data in the PASSHE Human Resoures/Payroll Systerm preavides an excellant apportunity for you to ansure that the PASSHE Account Status
information is correct and kept up to date. One of the major advantages of the ESS system is having real-time data at your
fingertips 24/7. ]

Password expires in: 45 days, 20 hrs, 29 mins

Financial Aid Office Password Last Set: 05/28/2011 10:04 AM EDT

The tosls provided under the Fimanical Aid Office area of the sef-service partal will allow emalayess on the campus ta Passwond Expiress 12/27/2011 10:04 AN €ST
administer the web-enabled financal ad teals far the Financier system. Tasls i this area include the Student Self- W' Yiou have st up your account Ror Seif-Seevice!
Service Configuration Taol and the S5 Admin tocl,

Accoyrt Salf-Sarvice Portal
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B. Overview of Self-Service Portal Navigation

1. Thefirst level navigation tabs will only display the applications to which the Username in effect
has access and may vary. When a first level navigation tab is clicked, the second level navigation
links will refresh to show what options are available for use under the selected first level navigation
tab.

2. Use the first level navigation tabs and second level navigation links to navigate through the Self-
Service Portal and to return to previous screens. Do NOT use the “Back” button on your
browser. To go back to a previous Self-Service screen, select the “Back” link in the upper right-
hand corner of the Self-Service Portal screen as shown.

o RO Toe Pennsylvania State System of Higher Education Legon

semitentseipio st | G

Gverview Back bution for ESS session Back =]

Welcome Web Test to Employee Self-Service!

Areas of Employee Self-Service System Status

Personal Information "ﬂ System Online

Display your pérsonal data, addresses, and bank infarmation, Hene you can also manage your ethresity infarmation,
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C. Navigating Employee Self-Service (ESS)

1. Click on the Employee Self-Service (ESS) tab on the first level navigation tab listing.

Welcome Web st Pennsylvania State System of Higher Education Logol
- . —

m' Employee Sef-Service | Financial Ald Office

Intormation | Hstory, .

Welcome Web Test to the Self-Service Portall

My Portal Applications

This page wil provide you with information about each of the apphications avalable for you To 3ccess in the Sell-Service Portal, For each
Bppkcanion, you wil see 3 corresponding “tab” across the top navigation bar, To access an applcabion, simply cick on the tab in the

navigation bar. Any related announcements, information, or help can be found within each specfic area of the portal. ‘PASSHE

Employee Self-Service Fwring Syt
of Highe: =

Employee Sell-Service = & web-based service that provides employees with information related to their employment with the
Pennsylvania State System of Higher Education (PASSHE). The abiity to dectly vsew your human resource and gayrol data in the
PASSHE Human Resource/Payrol System provides an excelent apportunity for you o énsure that the sfarmation is correct and PASSHE Account Status

kept up to date, One of the major advantages of the ESS system is having real-tme data at your fingertips 24/7, ]

2. The window will display a listing of the five ESS actions available. Navigation to the desired ESS
action can be accomplished by using either the second level navigation links under ESS or by the
optional navigation links depicted in the screenshot below.

Seconi evel mavigion ris e €55 |

| History, Back

Wel Web Test to Employee Self-Service!
Areas of Employee Self-Service System Status
| Personal Infarmation Optional navigation links (-ﬂ System Online

Display your personal data,. addréssesgind bank information, Here you can aise manage your ethnidty infermation,

{ Benefits
. Calendar of Upcoming Events
Desplay your be' e parsdpatiod mformation and access the onine benefits endollment System,

(" Leave & Time October 2011

within ¥ “diction of Egiployee Self-Service you may view your keve balances and a complete record of all absences you have Thre afé Ko Events in OCtober 2011,
submy? Jate, I fou have been given access 1o the Employee Leave REGUEST SYSTEM, you May S0cess it here as well,
- Nowvember 2011

11/04 PASSHE Pay Date
11/18 PASSHE Pay Date
( My First Days ) 11/24  Office dosed for Thanksgaing
11/25 Office dosed for Thanksgning

Access onlr’ _upees of your printed pay statments and manage infc about your W-+4

For New Employees Only -- The My First Days appheation of E55 wil allow new emgloyees to the Pennsyhvania State System of
Higher Education to perform all the inial tasks of bulding your MR personnel file. Here you can complete activities such as; setting
up direct deposit, enroling in your medical benefits and retirement plan{s). complating your W-4 form, etc. All new employees should
run this appcation within 30 days of your date of hire.
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