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Employee Self Service

User Guide

Logging Into Employee Self Service
1. Access Internet Explorer.

2. Click on myDSU (upper right-hand corner)
3. Click on Login to DSU Online Services
4. Log into DSU Online Services using your 900 number and password. Your initial password is your birthday in the form of MMDDYY for those who have not accessed DSU Online Services.
5. Click on Employee Services.
Benefits and Deductions
The following functions enable employees to view their benefit data.
Retirement Plans 
The Retirement Plans page displays data for each benefit plan. The employer and employee contribution information is specified for each benefit plan. 

The following links are displayed for retirement plan functions:

· History – Displays the history of the deduction.
· Contributions or Deductions – Displays the employee contributions for the time frame specified.
· Add a New Benefit or Deduction – This function is not allowed.

STEPS

1. From the Benefits and Deductions menu, select Retirement Plans.

2. View the information.

3. Select the History or the Contributions or Deductions option.
4. View the information.
5. Click Vendor Web Site link to view the vendor website.
Health Benefits 

The Health Benefits page displays data for each benefit plan. Each table specifies employer and employee contribution information for the plan. 

The following links are displayed for health benefits functions:

· History – Displays the history of the deduction.
· Contributions or Deductions – Displays the employee and employee contributions for the time frame specified.
· Add a New Benefit – This function is not allowed.

STEPS

1. From the Benefits and Deductions menu, select Health Benefits.

2. View the information.

3. Select the History or the Contributions or Deductions option.
4. View the information.
5. Click Vendor Web Site link to view the vendor website.
Flexible Spending Accounts 

The Flexible Spending Accounts page displays data for each flexible spending account. The amounts to be deducted each pay period are included. 

The following links are displayed for flexible spending account functions:
· History – Displays the history of the deduction.

· Contributions or Deductions – Displays the employee and employee contributions for the time frame specified.
· Add a New Spending Account – This function is not allowed.

STEPS

1. From the Benefits and Deductions menu, select Flexible Spending Accounts.

2. View the information.

3. Select the History or the Contributions or Deductions option.
4. View the information.
5. Click Vendor Web Site link to view the vendor website.
Miscellaneous 

The Miscellaneous page displays data concerning miscellaneous benefits or deductions (such as taxes, savings bonds, credit union, and voluntary contributions (i.e. United Way, Foundation) contributions). 

The following links are displayed for miscellaneous functions:

· History – Displays the history of the deduction.
· Contributions or Deductions – Displays the employee and employee contributions for the time frame specified.
· Add a New Benefit or Deduction – This function is not allowed.

STEPS

1. From the Benefits and Deductions menu, select Miscellaneous.

2. View the information.

3. Select the History or the Contributions or Deductions option.
4. View the information.
5. Click Vendor Web Site link to view the vendor website.
Benefit Statement
The online employee benefit statement merges all related benefits information into a single online benefit statement.
1. From the Benefits and Deductions menu, select Benefits Statement.

2. Press the Select option to view your benefits statement.

3. Press the Select option after entering the date criteria.

4. View the benefit statement.

Note: Use the vertical scroll bar to view all of the statement information.
Pay Information 
The Pay Information function enables employees to view their payroll data. 

Direct Deposit Allocation
The Direct Deposit Allocation page displays a list showing how your direct deposit pay is distributed. 

The following is listed for each:

· Bank or credit union into which the money is deposited

· Amount or percentage deposited per pay into that bank or credit union

· Type of account into which the money is placed
STEPS

1. Select Direct Deposit Allocation from the Pay Information menu.

2. View your direct deposit information.

Note: A message will display if you do not have any direct deposits.
Earnings History
The Earnings History option allows you to view your earnings data.

STEPS

1. From the Pay Information menu, select Earnings History.

2. Enter the date information and select the Display option.

3. View your earnings history.

4. Click the type of pay to view the detail of your earnings.
Pay Stub
The Pay Stub page allows you to view your general pay information for a particular year and see detailed data for a particular pay period.

STEPS

1. From the Pay Information menu, select Pay Stub.

2. Select the year from the drop down menu.

3. Click Display.

4. View your pay information.

5. Click a particular pay stub date to view the detail.
Deductions History
The Deductions History page allows you to view deduction information for a range you specify.
STEPS

1. From the Pay Information menu, select Deductions History.

2. Enter the date range. 

3. Click Display.

4. View your deductions information.

5. Click a Deduction Type to view the detail.
Tax Forms
The Tax Forms page gives you access to view your W4 Exemptions or Allowances and your year-end tax statements.
W4 Tax Exemptions or Allowances
The W4 Tax Exemptions page displays your W-4 Information as of today’s date.
STEPS

1. From the Tax Forms menu, select W4 Tax Exemptions.

2. View your tax information.

3. Select the History or the Contributions or Deductions option.
4. View the information.
5. Click Vendor Web Site link to view the vendor website.
Electronic W-2 Consent

Select the check box to consent to receive your W-2 electronically, or uncheck to revoke consent.
W-2 Wage and Tax Statement
The W-2 Year End Earnings Statement page allows you to access your W2 Statement (for US employees) for a specified year. The status and date at the top of the page lets you know if this is an Original issue W-2 or a Reissued W-2 along with the date it was created. You can use your browser and the Print button to print the W-2.

STEPS

1. Select W2 Wage and Tax Statement from the Tax Forms menu.

2. Select the Tax Year for which you wish to review the W-2 statement.

3. Select your Employer or Institution from the corresponding pull-down list.

4. Click the Display button.

5. Select the Print button.

6. Select the Print option from the File menu of your web browser.
W-2c Corrected Wage and Tax Statement
If your information provided by your institution to the government has been changed after it was submitted to the IRS, you can print a corrected W-2c Wage and Tax Statement. The Status field on the W-2 states it is reissued and the As of Date field displays the reissue date.

STEPS

1. Select W-2c Corrected Wage and Tax Statement from the Tax Forms menu.

2. Select the Tax Year for which you wish to review the W-2 statement.

3. Select your Employer or Institution from the corresponding pull-down list.

4. Click the Display button.

5. Select the Print button.

6. Select the Print option from the File menu of your web browser.
Jobs Summary
The Jobs Summary option allows you to access information on all of the jobs that you have held at your institution.
STEPS

1. Select Jobs Summary from the Employee Services menu.

2. View your job summary information.

3. Click the job title to view the details of that job.
