How to Access and Navigate in Self Service

1. Access the Self Service Portal: https://mn.gov/selfservice. Enter User ID and Password; then press Enter or
select the [SIGN IN] button.
(New employees: Obtain your User ID and initial Password from your HR or Payroll office.)
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2. My Homepage displays. Select the Self Service tile.
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3. The Self Service Navigation Page displays. Navigate by selecting the desired tile on the Navigation Page. An
individual page or tiles will display depending on your selection. If needed, continue navigating until you reach
the desired page.
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4. To exit. Select the [SIGN OUT] option under the Actions List or chose the [SIGN OUT] link.
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Notes About Self Service

« Use the header bar links and buttons to navigate through multiple records. Select First to
see the first record, select Last to see the last record. Select the arrows to see the next or
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previous record.

« Select the plus or minus buttons to add or delete additional rows of information.

«  Most functions have an option for instructions near the page you access.
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« Many documents such as payroll forms and instructions are available as PDFs. 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.
. If you have a question or need assistance with Self Service, refer to Self Service - FAQ.



https://mn.gov/mmb/assets/software-req-pdf_tcm1059-129598.pdf
https://mn.gov/mmb/accounting/sema4/self-service-information/resources/ss-faq.jsp

