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View and Edit Personal Details 
NOTE: If an employee has a name/gender/marital status/ or education level change that info can be 

updated here 

 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 
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2. Select Personal Details” tile 

 

3. You will be able to view Name, Demographic Info, National Identifiers (SSN), Date of Birth, and 

Disability info 

NOTE: You will be able to edit/update all sections except National Identifiers (SSN) and 

Date of Birth. Select pencil icon on far right to edit a section. Select the arrow (^) on far-

right side to open and collapse sections.  
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View and Update Contact Info 
 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

 

2. Select “Contact Info” tile 
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3. View or update your home/mobile phone number, email address, and home address  

NOTE: To add a new communication method or address without deleting information 

select “Add”. To edit or delete information that is already in the system select the pencil 

icon. The date you enter as the start date should be the date this change is effective 

from. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 
 

Add Family and Emergency Contacts 
 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

 

2. Select “Family and Emergency Contacts” tile 
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3. Select the “Add” button in the upper right-hand corner and then select “Create a New Contact” 

 

4. Enter required basic info for contact then scroll down to enter communication info and address 

for your contact. Once done, select “Submit” in upper right-hand corner  

NOTE: TIN (SSN) and DOB will only need entered for contacts that will be listed as your 

dependents. Please check box to indicate if that person is your emergency contact 
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View and Upload Documents 
 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

 

2. Select “Document Records” tile 
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3. Any existing documents will show here. You can also add a document by selecting the “Add” 

button in the upper right-hand corner 

NOTE: To find documents easier select “show filters” and filter as needed 

 

4. Select “Document Type” from the drop-down menu then drop file or click to add. Once file is 

added select “submit” in upper right-hand corner 

NOTE: You may upload multiple attachments. Context value box will not have drop 

down values, please disregard. 
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5. To view more details regarding a specific document, select the eyeglasses icon on the far-right 

side 
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View and Update Identification Info  
 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

 

2. Select “Identification Info” tile 
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3. Selection “Add” in the appropriate section to update Citizenship, Passport, Visa/Permit, and 

Driver’s License info  

NOTE: You can upload attachments and documents within each of these sections. If you 

do update info in one of these sections, be sure to select “submit” to save your info. 
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View Employment Info 
 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

 

2. Select “Employment Info” tile 
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3. View your employment info, managers, seniority dates, and employment history here 

NOTE: Select arrow (^) to expand/collapse section info. If you’d like to submit your 

resignation you can also do so on this page by selection “Actions” and then selecting 

“Resignation”. 
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4. After selecting “resignation” complete the “When and Why” section then “continue” 

 

5. Then please upload a copy of your resignation letter/email in the “comments and attachments” 

section. Once completed, select the “submit” button  
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View Compensation 
 

1. Select “Me” on the homepage bar, then select “Personal Information” tile 

2. Select “My Compensation” tile to view your compensation information 
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Document Delivery Preferences (W2/Payslip)  
 

1. Select “Me” on the homepage bar, then select “Pay” tile 

 

2. Select “Document Delivery Preferences” tile 
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3. Click on the pencil icon to update your delivery method 

NOTE: You will have to update each individually.  
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View Payslips 
 

1. Select “Me” on the homepage bar, then select “Pay” tile 

 

2. Select “My Payslips” tile to view payslips 
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Payment Methods (Direct Deposit)  
 

1. Select “Me” on the homepage bar, then select “Pay” tile 

 

2. Select “Payment Methods” tile  
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3. You will be able to view and edit your current bank accounts and payment methods as well as 

add new ones 

 

4. If you select edit, you will be able to update the account number, account type, routing, and 

status. To change the status to “inactive” uncheck the active box and save. 

NOTE: The routing number should populate, but if it does not you can search for it in the 

drop down as well.  
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5. After you enter your bank account information, you will need to set-up your payment method. 

In this section you will be confirming the payment type is direct deposit and what 

percentage/amount you’d like to go into each account.  

 NOTE: If you only have one bank account enter the percentage amount as 100% and save 
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View or Edit Tax Withholdings 
 

1. Select “Me” on the homepage bar, then select “Pay” tile 

 

2. Select “Tax Withholding” tile  
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3. You will be able to view and verify your tax withholdings on this page. If you would like to edit 

your withholdings or filing status select the pencil icon. Once done, make sure to select “save”. 

NOTE: To withhold extra money from your federal taxes you will be able to enter that 

amount after selecting the pencil icon next to the Federal section.  
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4. To view previous regional (state/local) taxes, select the drop-down box next to view and select 

“inactive” 
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View Current Timecard (Non-Exempt/Hourly ONLY) 
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Current Timecard” tile 
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3. You should be able to view your timecard on this page.  

To enter time, select your “Assignment Number” from the drop down (this is the number 

assigned to your position), then select your “Payroll Time Type” from the drop down to select 

“Regular Pay” for normal hours worked. In this drop down you will also be able to select “On Call 

OT” etc. if this applies to you. Then enter the total quantity of hours worked for that payroll type 

in the corresponding days. Please “save” before leaving the page. 

NOTE: You can view total hours worked for that date at the bottom of the grid and total hours 

per “Payroll Time Type” on the far-right side. You may also print by selecting the “actions” 

button in the upper right-hand corner.  

Do NOT hit “SUBMIT” on the timecard until the end of the two-week pay period or else you 

will get a warning and an error message. 

 

 

4. To double check that you submitted your timecard for approval look next to your name for a 

blue “submitted” box. 

NOTE: You can also double check the timecard period below your name 
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View Existing and Previous Timecards (Non-Exempt/Hourly ONLY) 
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Existing Timecard” tile 
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3. On this page you can view all previous and existing timecards. To edit an existing timecard, you 

can either select the “Period Start Date” or select the three dots (...) and select “edit”. You can 

also print by selecting the three dots (…) and selecting “Print”. 

NOTE: To clear the time period filter select the “X” button or select “clear”. You’ll then 

be able to filter by any time period you’d like or view all.   
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Add Absence 
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Add Absence” tile 
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3. Select the absence type from the drop-down menu 

 

4. Enter start and end date (duration/hours will auto-populate), select reason within details if 

prompted (only for certain absence types), and enter any comments. Once done select “submit” 

in the upper right-hand corner.  

NOTE: If you save and close, your absence will not be submitted, and the hours will not 

be deducted from your balance. “Context Segment” in additional information section 

will always be blank. 
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Check Absence Balance 
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Absence Balance” tile 
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3. You will be able to view your balances on this page as of current date 

NOTE: You can also add an absence from this page by selecting the action button in the 

upper right-hand corner and following the same steps in the “Add Absence” section 

 

4. If you select a plan name on this page you will be redirected to view each absence you’ve 

recorded for that specific plan. To see the dates of the absences you’ve recorded for this plan 

look under the “details” section. 

  NOTE: You can also change the balance-as-of date 
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View Existing Absences 
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Existing Absences” tile 
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3. You will be able to view absences you have submitted for each plan on this page, as well as 

change or withdraw absences request. To edit an absence, you have already submitted select 

the pencil icon on the far-right side of the absence.  

NOTE: You can also add an absence from this page by selecting “Add” in the upper right-

hand corner and following the same steps as listed in the “Add Absence” section. You 

may also view absences on this page from over six month ago or for the future by 

selecting the drop-down button next to “Last 6 months” and select how far back you 

would like to view.  

 

4. To delete an absence you have entered, select the pencil icon as shown above, then select 

“delete” in the upper right-hand corner.  

NOTE: If you are editing the absence, make edits as needed then click “submit”. 
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View Schedule and Absences on Calendar 
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Calendar” tile 
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3. Calendar will automatically show the current week schedule. To change the view to the entire 

month, select the calendar icon on the upper left-hand side.  

NOTE: If you select “Show Filters” on the upper right-hand side you will be able to select 

view only work shifts or absences. The default is set to view all.  
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View Team Schedule  
 

1. Select “Me” on the homepage bar, then select “Time and Absences” tile 

 

2. Select “Team Schedule” tile 
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3. Team Schedule will automatically show the current week schedule. To change the view to 

another week, select the arrows (< >) next to the “Today” box.   

NOTE: If you select “Show Filters” on the upper left-hand side next to the search box 

you will be able to filter. The default view is set to public holidays, published schedule, 

and absences. 

 

 

 

 

 

 

 

 

 

 

 

 


