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Human Resources Self Service (HRSS) Users

 HRSS Overview
− HRSS has the ability to grant employees access to company 

information and the employee’s  personal company data, such as:
o Announcements
o Pay Summary
o Company Calendar
o Personal Information
o Pay History
o Benefits



Human Resources Self Service (HRSS)

 HRSS Overview (continued)
− In addition, an employee may be granted ability to change and update 

their data either directly or by email notification to the appropriate 
parties.



Human Resources Self Service (HRSS)
HRSS User Setup

 The user will need to be given the link to access the HRSS site.
 Once in the site the user will need to register to gain access the HRSS 

information. During the registration process the employee will need to provide 
the following information:
− First Name – This does not need to match the eCMS first name.
− Last Name – This does not need to match the eCMS last name.
− Social Security Number – Must match exactly what is entered for the employee master 

in eCMS.
− Birth Date – Must match exactly what is entered for the employee master in eCMS.
− User Name – This does not need to match the eCMS user name.
− Email – This does not need to match the email address in eCMS but may be dictated by 

the Company’s service security.
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HRSS User Setup

Once you have 
registered 
successfully, you will 
receive the following 
message
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HRSS User Setup

Click to redirect to 
the logon page.
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HRSS User Setup

You will be taken to the 
login screen, where the 
User Name and Password 
will be filled in. Click on 
the Login button.
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HRSS User Setup

You will be asked to 
enter and confirm a 
new password. Enter 
and select OK.
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HRSS User Setup

You will now be brought to a 
login screen, enter your new 
password and click on Login.



Human Resources Self Service (HRSS)
HRSS Home Page

 On the users Home Page and employee may be able to view:
− Announcements and access to available documents.
− Pay Summary

o Last Paycheck
o Year-To-Date Gross
o 401K

− Leave & Holiday Calendar
o This calendar will show not only the company holidays but also can show 

employees vacation, sick, comp and unpaid time if tracked.
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HRSS Personal Info Page

 The Personal Info tab will allow the employee to see selected 
information that is contained in their HR and PR Masters. The 
following information is available:
− Demographics

o Contact Information
o Key Dates
o Payroll Information

− Emergency Contacts
− Skills
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HRSS Pay History Page

 The Pay History will allow the user to access the following Pay 
History:
− Paychecks
− W2s
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Human Resources Self Service (HRSS)
HRSS Benefits Page

 The Benefits will allow a user to view the following HR and PR 
Information included on the last Paycheck issued to the 
employee:
− Benefits
− Deductions
− Insured Dependants
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HRSS Update Info Page

 The Update Info tab allows the employee to update their 
information directly or through an email request to an 
appropriate party to update. The following information is 
available for update:
− Profile
− Demographics
− Emergency Contact
− Direct Deposit
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