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*NEW function being implemented 

in February 2011

Summary of Employee Self Service Features

Effective February 22, 2011, Employee Self Service is expanding to include new 
options for managing your pay, benefits, and personal information

Personal 

Information

• View or update name*

• View or update mailing 

address*

• View or update phone 

number*

• View or update 

emergency contact(s)*

• View or update email 

address 

• View marital status

Benefits

 Receive helpful 

checklists and reminders 

via email*

 Report life event changes 

(including marital status 

changes)

 Enroll in benefits

 View summary of current 

benefits

 Link to websites of benefits 

vendors

Pay

 Add up to five direct 

deposit accounts*

 View, add or change 

direct deposit 

account(s)*

 Request W-2 

reissue/reprint*

 Update W-4 tax 

information*

 View current pay rate, 

earnings and deductions

 View and print pay 

statements
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What Does This Mean For You?

All Employees

• More options to view and manage pay, benefits and personal information

• Greater accessibility to information

• Less duplicated effort, data errors and time for requests to be handled

• Reduced environmental impact

Travelers

• Travelers with more than one direct deposit account will have expenses 

reimbursed to their “balance” account 

• No change to current expense reimbursement processes
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Step         :

Go to myOhio.gov and 

select the Employee 

Self Service icon

Accessing Employee Self Service

1

1
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Accessing Employee Self Service

Step        :

Log into the system 

using your User ID 

and Password

2

2
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Accessing Employee Self Service

3

Step        :

Select Self 

Service from the 

menu on the left 

to navigate to 

Personal 

Information, 

Benefits, and 

Payroll and 

Compensation

3
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Accessing Employee Self Service

Step        :

Use the Personal 

Information, Payroll 

and Compensation, 

and Benefits menus 

to access your 

information

4

4
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Key Reminders

 Job aids and support materials can be accessed at myOhio.gov

 Contact HR Customer Service at 1.800.409.1205 for support

 An email address is not required to use Employee Self Service, 

but having one will enable you to receive system-generated 

messages (For instructions on adding your email, see the job aid 

link above)

 Please ensure you have an up-to-date phone number listed in the 

“business phone” number field.  This should be a desk phone 

number if applicable, or central Agency number.  This number will 

be published in the public directory

 Set up a forgotten password help question now, to allow you to 

reset a forgotten password on your own

http://myohio.gov/


9

Forgotten Password Help

Setting up forgotten password help is easy!

1. From the main 

navigation pane, 

select My System 

Profile

2. On the My System 

Profile page, click on 

the link Change or 

set up forgotten 

password help

3. In the Question box, 

select a question

4. In the Response 

box, enter the 

expected answer

5. Click OK
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If you require additional support you can:

 Contact HR Customer Service (1.800.409.1205)

 Access job aids and other information at myOhio.gov

Additional Support and Information

http://myohio.gov/

