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I. Introduction to Employee Self-Service (ESS) and My First Days 
 

General Information 
 
Employee Self-Service (ESS) is a web-based service within the Self-Service Portal that 
provides employees with the ability to view and update information related to their 
employment with the Pennsylvania State System of Higher Education (PASSHE). 
 
ESS contains the application, My First Days.  My First Days allows employees to add 
and update personal information such as Dependent(s), W-4 Tax Withholding 
Information, Education, Ethnicity, Direct Deposit and Emergency contact. It also allows 
employees to enroll into benefit plans such as Medical, Retirement, Flexible Spending 
Account(s) and Basic Group Life. 
 
Employees should contact their Human Resources Office immediately with any 
questions regarding the information appearing on ESS. 

 

II. Overview of Self-Service Portal Navigation 
 

1. The first 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 selected, the 
second level navigation links will refresh to show what options are available for use 
under the selected first level navigation tab. 
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1. To access My First Days, select Employee Self-Service (ESS) from the first level 

navigation tab. 
 

 

 
2. The window will display a listing of the ESS applications available.  Navigation to the 

desired ESS application can be accomplished either by using the second level 
navigation links under ESS or by the optional navigation links depicted in the screenshot 
below.  Select the My First Days link from either of the provided navigational options. 
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3. On the first page of My First Days, select Begin the My First Days Application. 
 

 

III. Navigating ESS and My First Days: Section 1 – Payroll and 
Personal Information 

 
1. To begin the Payroll and Personal Information process within My First Days, select 

Begin Section 1. 
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2. Instructions for completing the section will be displayed. 
Select Continue to Section 1 to begin. 
 

  
 
1. Bank Account Information will be the first page displayed under Payroll and Personal 

Information.  If direct deposit is desired, the following must be provided: 
 

a) Bank ABA Routing Number 
b) Account Number 
c) Account Type (Checking or Savings) 
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2. To proceed with setting up direct deposit, select Create/Change Bank Information. 
 

 
 
NOTE: If entering/modifying bank account information is not desired, select Continue 
to Next Step to bypass as shown below.  However, it is STRONGLY recommended 
that all employees utilize direct deposit.  The benefits of utilizing direct deposit are 
speed, accuracy, and privacy.  Paper checks should ONLY be requested as a last 
resort. 

 
3. Once bank account details have been completely entered, select Save Account and 

Continue. 
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NOTE: If a bank account currently exists in the system, select Create/Change Bank 
Information. 
 

 
 
The following pop-up screen will appear showing the last three digits of the account 
number on file. 
 

 
 
Highlight the masked entry entirely within the Account Number field. 
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Enter the corresponding account number completely and select OK.  This will unlock the 
bank account on file for changes. 
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4. The W-4 Withholding Information page is next in the entry process.  To proceed with 

setting up W-4 Withholding Information, select Update W-4 Withholding.   
 
NOTE: Employees who need to claim an Exempt status must contact their payroll 
office. 
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Form W-4 Field Descriptions and Instructions 
 
The fields within the W-4 Information section directly correspond to the steps on the IRS 
Form W-4 2020 or later.  It is recommended that employees refer directly to the Form 
W-4 and instructions to determine the values for the following fields on the screen. 
 
Step 1c – Filing Status: choose the appropriate filing status for the Form W-4 from the 
drop-down menu. 
 
Check this box if you have checked the box in Step 2c on the Form W-4: according 
to the Form W-4, use this checkbox “if there are only two jobs total…Do the same on 
Form W-4 for the other job. This option is accurate for jobs with similar pay; otherwise, 
more tax than necessary may be withheld.” 
 
Step 3 - Total Amount for Dependents: the value entered here is calculated during 
Step 3: Claim Dependents and is the total from line 3 of the Form W-4.  If you are not 
claiming credits for dependents, leave the default value of 0.00. 
 
Step 4a - Other Income (Not From Jobs): the value entered here is calculated during 
Step 4 (optional): Other Adjustments and is the value from line 4(a) of the W-4 form.  If 
you are not entering other income, leave the default value of 0.00. 
 
Step 4b - Additional Deductions from Deductions Worksheet: the value entered 
here is calculated during Step 4 (optional): Other Adjustments and is the value from line 
4(b) of the Form W-4.  If you are not entering deductions, leave the default value of 
0.00. 
 
Step 4c - Extra Withholding Each Pay Period: the value entered here is calculated 
during Step 4 (optional): Other Adjustments and is the value from line 4(c) of the Form 
W-4.  If you are not entering an additional amount, leave the default value of 0.00. 
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5. When entering dollar amounts in Step 3, Step 4a, Step 4b, or Step 4c, it is critical not 

to use any special characters such as commas or dollar signs.  For example if 
entering $6,000.00, it should be entered into the field as 6000 or 6000.00.  The 
following table should be used as a guideline for entering dollar values within these four 
fields: 
 

Dollar value to be entered: Enter on the screen as: 

0.00 0 or 0.00 

10.00 10 or 10.00 

100.00 100 or 100.00 

1,000.00 1000 or 1000.00 

10,000.00 10000 or 10000.00 

100,000.00 100000 or 100000.00 

 
NOTE: If an invalid character is entered, an error message will be displayed as 
illustrated. employees must correct the error as instructed above in step 5. 
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6. When finished entering changes, select the checkbox, “Under penalties of perjury, I 

declare that I have examined this certificate and to the best of my knowledge and belief, 
it is true, correct, and complete.” 
 

 
 

7. The Save and Continue to Next Step button will now be activated.  Select Save and 
Continue to Next Step. 
 

 
 
NOTE: To cancel changes, select the Cancel button, which will reset the form to the 
original entries prior to making changes. 
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8. The Update W-2 Election page is next in the entry process, which allows for choosing 

to receive W-2 forms electronically or on paper.  Simply choose the button depending 
on preference of receiving the W-2 form electronically or via paper. 
 

 
 
NOTE 1: If the button I wish to receive My W-2 Form Electronically is selected, the 
following disclosure notice will appear.  Place a checkmark in the box indicating you 
have read the notice and agree to receive the W-2 in electronic format.  Next, select; 
Conitnue with Electronic Enrollment. 
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The following confirmation message will appear.  Select Continue to Next Step. 
 

 
 
NOTE: 2: If the button I wish to receive My W-2 in Paper Form is selected, the 
following confirmation message will appear.  Select Continue to Next Step. 
 

 
 
NOTE 3: If no election is made on this screen, the default option is to receive the W-2 in 
paper form. 
 

9. The Emergency Contact Information page is next in the entry process.  To proceed 
with setting up an emergency contact, select Add an Emergency Contact.  (NOTE: To 
skip this step, select Skip This Step). 
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10. If adding an emergency contact, completing all fields designated with a red asterisk (*) 

is required.  Once data entry is complete, select Save Changes. 
 

 
 

11. A confirmation message will appear stating that the contact information has been saved 
successfully.  Select Continue to the Next Step. 

 

 
 

12. The Educational Background page is next in the entry process.  To proceed with 
setting up Educational Background, select Add New Educational Institution.  (NOTE: 
If no changes/additions are desired, select Continue to Next Step). 
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13. The following Educational Information screen will appear.  Complete all of the 

required information as indicated by the red asterisk (*) and then select on Save 
Educational Institution.  To cancel data entry, select Cancel Changes. 

. 

 
 

14. If saved successfully, the following message will appear within the Educational 
Background page.  Repeat this process if adding more educational background is 
desired.  If finished, select Continue to Next Step. 
 

 

NOTE: If there is a pre-existing Educational Background entry on record, a screen 
similar to the one below will display.  There will be a Stored Educational Institutions 
section with a list of previously entered educational background information. 
 

  



Employee Self-Service (ESS) Screens - My First Days – Payroll and Personal Information  Page 16 of 20 

Pennsylvania’s State System of Higher Education – Updated February 2020 

 

 
 
NOTE (cont.): To see details of Stored Educational Institutions, select the desired 
row.  The screen will expand as shown below.  To make changes, select Edit 
Educational Institution and make the desired change(s). 
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NOTE (cont.): Once edits are complete, select Save Educational Institution. 
 

 
 
NOTE (cont.): If the degree has already been verified on an employee’s personnel 
education record, the Edit Educational Institution button becomes deactivated. A 
message will appear indicating any desired changes must be made by the HR 
department. 
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15. The Ethnicity/Race Information page is next in the entry process.  To proceed with 

setting up ethnicity/race information, select Change Ethnicity/Race.  (NOTE: If no 
changes/additions are desired, select Continue and Finish Section 1 to skip 
Ethnicity/Race Information.  Users will be taken back to the My First Days overview 
screen). 
 

 
 
 

16. Complete the information as appropriate and select Save Changes to Ethnicity/Race 
to continue.  (NOTE: If changes are not desired, click Cancel). 
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17. The following screen will appear as confirmation that the Ethnicity/Race Information 

has been updated.  Click Continue and Finish Section 1.  
 

 
 

NOTE: If Ethnicity/Race data already exists on file, the following screen will appear 
instead to indicate the data on file has not been confirmed by the employee. 
 

 
 
If changes are needed, select the button; Change Ethnicity/Race and follow step 15 
above. 
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If changes are not needed, select the button; Confirm Ethnicity/Race. The following 
confirmation message will appear.  Select the button; Continue to Next Step. 
 

 
 

18. Employees will be taken to the My First Days start page, and the following message 
will appear confirming their entries have been saved.   
 
A confirmation email of the employee’s changes will be sent to the email address 
displayed.  It is important that this email confirmation be retained for employee records. 
 

 
 

19. Access to Section 1 will be active for 30 days from the first date of employment.  After 
30 days, access will be closed.  
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