
HR Self Service
Below is a guide to HR Self Service page where you can view and update your personal information.  You can access HR Self Service 
through Quick Links found on Human Resources web page. You will need your netID and password to log in. 

For smaller laptop screens, you may need to adjust the text size to 100% for optimal viewing experience.
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Each tile on the HR Self Service landing page takes you to the corresponding area within the system. Here is a brief 
description for each:

Update your personal
details, including home and
mailing addresses, personal
telephone numbers,
emergency contact 
information, personal email 
addresses, and veteran and 
disability statuses.

Read about important information for HR and Payroll
processing.

Update payroll information,
including your W-4, direct
deposit and paperless 
elections; and view and print
your pay statements and
elect to receive your W-2
forms electronically.

Enter time and absence to
track vacation, sick and
personal leave.

View your Merit/ Increase 
Statement.

Add/Update absence 
delegations.

Review your current 
benefits elections, enroll in 
benefits if you are a new 
employee, update your 
benefits when you have a 
qualifying life event, change 
your 403b election, and 
modify your benefits during 
the Annual Open 
Enrollment Period.

Add/Update Employee 
Resource Groups(ERG) 
selection. 

Effective June 1, 2022, ODoF
appointees are able to view 
their appointment and salary 
increase letters in HR Self 
Service under the DOF 
Appointment/Salary Letters 
tile. They are notified by email 
when a letter is available. 
Once generated, ODoF
appointees can print the 
letter, which will be archived 
within Self Service for future 
viewing.

Request leave.




