How to Access and Navigate in Self Service

1. On the internet, go to www.state.mn.us/employee. The State of Minnesota Self Service
sign-in page displays.

Self Service

State of Minnesotz

Favorites : Main Menu

SWIFT>

Sign In

User D |

Password

Sign in |

Enterprise Menu
[ State of MN Self Service
— Forgot Your Password?
— Problems Signing On?

— Privacy Statement

: . Sign In |
2. Type your User ID and Password; then press Enter or click the Sign In * i ‘button.
(New employees: Obtain your User ID and initial Password from your HR or Payroll office.)

3. The Enterprise Menu page (Home) displays. Select State of MN Self Service.

Self Service

Home | Sign out

Favorites = Main Menu

My Pape
Enterprise Menu c 4 Welcome to Self Service s o
[ State of MN Self Service | To enter the State of Minnesota Self

Service, click the State of MN Self Service
link under Enterprise Menu.
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http://www.state.mn.us/employee

4. The State of MN Self Service page displays. To access your benefits, human resources and payroll
information, navigate using the navigation page or the Main Menu.

Self Service SWIFT>

Home | Prind | Sign oul

Favorites | Main Menu > State of MN Seif Service Main Menu
Kty Pape
Mg Mary >
i/ state of MN Self Service NavigationPage |
Simte of Minnesota
‘*}':, Htpplint 24 Erdier me worked and leave taken %@muﬁmwm
= InglnacSions I Bensiits Enng
X R, S e 7 MuPersonat information
: Wieww Leave Informnabon & Update and view all other payroll seff senvice such V9% Upcale home sddness, phone numbers, email
] B \)aﬂmmmmmy contact infomatn. iew

naume png mantal st
1= Sk Fy o

ANNOUNCEMENTS == Eirst Report of Injuny
- Check for infoomation amployess nead to know, 4 Links for supendsors of workers' compensation
coordnalors fo nepon work refaded injuries o

= Poteongtionn = Eroloves Cotachs

= My profile '--‘_'),' Learning
cnumwpmwstct ey mnd maminbain kesmning rec onds. snd objed tives,
oplions io improve compatibily with 5¢nsen reading Eubrm:-ummhmmw:m
softwang = preh Costmbon

The navigation page and the Main Menu contain the same options; the difference is in navigation.

e When using the navigation page, navigate by clicking links.
e When using the Main Menu, navigate by clicking folders and pages.
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To Navigate Using the Navigation Page

Navigate by clicking the desired link on the navigation page. An individual page
or additional links will display depending on your selection. If needed, continue

navigating until you reach the desired page.

Favorites | Main Menu >
w B w
My Papge
hgin Menu =

[/ state of MN Self Service

State of MN Self Service

\iew paystub information.

IEIh'iewPa -%——@

u a ion
IEI Instructions

My Leave Activi
Wiew Leave Information

=] My Leave Activity
=] Ingtnuclions

Shim

2. Announcements
@" Check for information employees nesd to know.

My profile
Change My Pazsword and Password Hint. Set

options to improve compatibility with screen reading
software.

iﬂtecl‘l.lhnmdﬂEnphyeeSel’fSemice information and activiies.

Time Entry
Enter time worked and leave taken.

Other Pagmu/@

Update and view all other payroll seif service such
as tax data, W-2 forms and direct deposit.

1 W4 and MWR

1 W2 Informafion

[ Direct Deposit
& More...

First Report of Injury

Links for supervisors or workers' compensation
coordinators to report work related injuries or
incidents

=] First Report of Injury

= Injury Reporting Checklist

Learnin

“iew and maintain leaming records and objectives,
and browse and search the leaming catalog.

=] Search Catalog

[=| Browse Catslog

= rming

4 More....

(1)

to view paystubs displays.

In this example, the View Paystub link was selected and the page

Employee Paycheck History

Push Button To Select

Feview your available paychecks below. Select the check date of the paycheck you woulg

Paycheck Izsue Date Paycheck Pay Begin Date Pay End Date
05152015 View Paycheck 0412212015 05052015
05/01/2015 View Paycheck 04/08/2015 04/21/2015
04172015 View Paycheck 0325/2015 04/07/2015
04/03/2015 View Paycheck 031172015 03242015
037202015 View Paycheck 0225/2015 03102015
03/06/2015 View Paycheck 021172015 02242015
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(2) In this example, the Other Payroll link was selected and its contents (additional links)
display. Next, the Charitable Deductions link was selected and the page displays.

Linin bleny > Sinte of M Seff Servic >

@ﬁs Other Payroll

Updale and view all oiher payroll seil service such as i datn, W-2 Sams and direct deposit. Voluntary Deductions
| W-4 and MWR I

Stabe of Mnnesota

Rinvitra, 3dd of updals your wolurtan: Seducbions: informaion

TrpiToA Dachct i
ﬂmm..ﬁr 2 Voluntary Deductons
i R T T Deduction Type StartDate  Stop Dale  Status
= Deterred Comp Cony/Mich Eayroll Forms
ﬁ@uwwmmhw W4, request for duplicate or comeched W-2, dinect
L depodit shd sxpense repors. Add Deduction

Dresignations A rnowiedgements
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To Navigate Using the Main Menu
An alternative way to navigate is to use the Main Menu where “floating drop-down menu navigation”is available.

(1) Start by clicking on State of MN Self Service. If you click on a folder in that drop down menu, the
yellow highlighted menu item cascades to the right displaying additional options represented by
folders and pages.

(2) In this example, the Other Payroll folder was selected, producing the cascading menu containing
the Direct Deposit folder.

Favorites = Main Menu > State of MNdef Semz&_\@
My Page
T m— 3 My Paystub b
3 Benefits 9
State of MN Se (1 My Leave Activity b
=1 Other Payroll
% My Paystub 3 My Personal Information = (3 W-4and MWR @ »
ﬁ._.-'* -:!‘l‘fq;,'fé‘a"';'ﬂt’,m"' 3 First Report of Injury 3 W-2 Information '
= i ~— N " 1 Direct Deposit
7 Instruchons 0 Need Assistance? - | Direct Deposit
" (3 Leamning 1 Savings Plans =
%ﬁﬁ%ﬂﬁm | Time Entry (3 Charitable Deductions | Instructions
e AL =l L )
= Mng Leave Activity ' Announcements 3 Leave Donations r IF
1 My profile 1 Deferred Comp Conv/Mtch »
=l
3 Payroll Forms b
=| Business Expenses

(3) At any point, you can select a folder and its contents display on the navigation page. In this
example, the Direct Deposit folder was selected which includes links to the Direct Deposit
page and Instructions. To access the Direct Deposit page, click the Direct Deposit link.

Favorites | Main Menu >  State of MN Saif Service

My Page
Main Menu > State of MN Self Service = Other Payroll =

Direct Deposit
Input your direct deposits.
= Direct Deposit = Instructions
Add or update your direct deposit infonmation. E Direct Deposit Instrections.

4) Or, you can use the casading menu to navigate all the way to a particular page. In this
example, we navigated all the way to the Direct Deposit page using the cascading menu.

Direct Deposit

Review, add or update your direct deposit information.
Direct Deposit Detai

?;sjunt Routing Number Account Number Deposit Type Amt/Pct gfgg?it

Savings 269706301 192837 Amount 240000 1 Edit Delete

Checking 091000112 182119954326  Percent 100.00% 2 Edit Delete

Checking 081000112 1821189954326 pajance 999 Edit Delete
Add Account
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To Exit a Self Service Page

e To go to a different Self Service page, click the Home link in the upper-right corner of the page and
select State of MN Self Service. Navigate to the desired Self Service page.

e To exit Self Service, click the Sign out link in the upper-right corner of the page.

When You Are Finished Viewing or Updating Information in Self Service

Be sure to sign out by clicking the Sign out link in the upper-right corner of the page. If you do not sign out
and you are using a public computer, the next person may be able to click the back button on the browser and view
your information. It is important to also close all PDF files that opened in separate windows. If you don't close
the PDF files, they remain open and available to the next person using the same computer.

Close the browser window only after you sign out. When the browser window is closed without signing out, the Self
Service session continues to be connected for several more minutes before it is terminated. These unnecessary
connections reduce available resources for other users.

Buttons and Links Used in Self Service

Button or Link Function
- L) 49 94 nFRT L Use the header bar links and buttons to navigate through multiple records. Click First
First 13-24 of 62 Last X . .
to see the first record. Click Last to see the last record. Click the arrows to see the
next or previous record.
View All Click the View All link to display additional rows of information.
+] [=] Click the plus or minus buttons to add or delete additional rows of information.

W
=

Click the calendar button to view monthly calendars and select a date.

Click the drop-down arrow to display a list of available choices.

LOE [

Click the magnifying glass to view the values allowed in a field and to select the one

you want.
=l Save Click the Save button to save the information you have entered.
Save
& Click the pencil to edit a record.

] Click the trash can to delete a record.
i

Click the checkbox associated with the pen to acknowledge agreement, and attach
your electronic signature.

Notes About Self Service

e When navigating in Self Service, make selections from the navigation page or the Main Menu; do not use
the back and forward buttons on your browser.

My Leawe Activi
nstructions

e Most functions have a link for instructions near the page you access.

e Many documents such as payroll forms and instructions are available as portable document format (PDF)
files. To view or print PDF files in Self Service, you need to have the required version of Adobe Acrobat
Reader; see Self Service Software and Hardware Requirements. If required by your agency, check with
your technical staff before installing the software on your office computer.

e If you have a question or need assistance with Self Service, refer to Self Service - FAQ.
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http://mn.gov/mmb/assets/software-req-pdf_tcm1059-129598.pdf
http://mn.gov/mmb/accounting/sema4/self-service-information/resources/ss-faq.jsp
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