Quick Reference Guide

Login
1. Open Internet Explorer (IE) by double clicking on the shortcut.

2. Type the URL (http:/www.wcupa.edu/hr/ess) into the IE address bar
and press the “Enter” key.

LOG IN
Change Password

3. Click login.

4. Enter your username (full email address) and password in the
account information area and press “Enter Portal.”

ENTER YOUR ACCOUNT INFORMATION

Note: Login to the ESS

Username: |kwood@wcupa.edu | portal using your full
email address (see
Password: sesseses| | example at left) and the

same password that you
use for network login and
email. These passwords
are synchronized.

Logon Problems?
Account Self-Service Portal
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Online Pay Statement

1. Select the Employee Self-Service tab in the upper left corner:

Home Employee Self-Service
Information

2. Select the Payroll link:

Employee Self-Service

Personal Information Benefits
Personal Information Benefils
Display your personal data, addresses, and bank information. Here you can Display your benefits participation information and access the online benefits
‘also manage your ethnicity information enroliment system
Leave & Time
Leave & Time =

Display your leave balances as of today and a listing of leave used by day. Access your pay statements, as well as manage your withhelding information.

3. Select the Online Pay Statement link:

Home Employee Self-Service
Owerview | Personal Informatien | Benefits | Leave &Time | Payroll | Help Documents

Payroll Overview
I |
Detailed Navigation |j Online Pay Statement

Online Pay Statement

D= an onling yeceder™of current and past pay statements.

= Payroll Overview
= Online Pay Statement

= W-4 Information .
W-4 Information

W-4 Information
Display or update your W-4 tax information stored in the HR system.
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4. Your current online pay statement will appear:

o —— -
o o —
- - -
- . -
- - -
Dixon University Center —— . —
2986 North Second St S - -
Harrisburg. PA 17110-1201 ~
This pay was provided from PASSHE's Payroll system on 11/22/2010. ‘
Earnings Pre-Tax - Taxes - Post Tax = Net Pay
Current R R - L Eadid
YTD - - R - --
CATEGORY Hours CurentAmount ~ YTD Amount CATEGORY Current Amount  YTD Amount
REG SALARY 26.08 - - - LAl L 1 i
ANNUAL LEAVE SRl | .
SICK LEAVE - P— - t R
SICK FAMILY LEAVE -
HOLIDAY LEAVE -
Total Earnings e -

5. To print your statement, select File -> Print:

¥ Create Adobe PDF

221 Collaborate

Attach to Email...
Close

Properties...
Digital Editions

Print Setup...

E Print... >

Or click the Printer icon:
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Other Options

Previous pay statements are available to view and print:

Home Employee Self-Service
Owverview | Personal Information | Benefits | Leave & Time | Payroll | Help Documents

Online Pay Statement
[«
Detailed Navigation
Online Pay Statement
= Payroll Overview
= Online Pay Statement
= W-4 Information

You are currently enrolled in the paperless pay statement program.

Show List of Available Pay Statements

* Previous Salary Statement | | Next Salary Statement [i]

Online Pay Statement

Detailed Navigation = .

Online Pay Statement
 Payroll Overview
+ Online Pay Statement
= W-4 Information

You are currently enrolled in the paperless pay statement program.

Hide List of Available Pay Statements!

Qverview

Pay Date Gross Pay Net Pay
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__ | 1mioszom . - "
J 102212010 e - -
| 1082010 . - -
__| oarzaron0 e - -

[EIET=] row[ AJortz0 [+] =] =]

|| Previous Salary Statement | | Hext Salary Statement [B]

Be sure to sign out when you are finished. Click the “log off” link in the upper
right corner:

Lo g o ff
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