
Navigating the Employee 
Self Service Menu



New Homepage

The new homepage will display tiles that act as shortcuts to specific functions.

You can also navigate to functions by clicking 
on  the “NavBar” in the top right of your screen. 
It is the icon that looks like a compass. Once 
you click on the NavBar, next click on the 
“Menu” button to see your menu options. Your 
options will vary depending on your job role.



New Homepage

We’ll start by exploring the tiles on the new 
homepage:

Enter Time – View and update timesheet

Employee Information – a summary of 
your pay plan, grade, step, next step date, 
hourly rate, and workgroup

Leave Balances – view leave balances

Pay – View and download paychecks

VTHR News – View updates about VTHR

Other Self Service Pages – View and 
update Deferred Comp, Personal Details, 
Direct Deposit, and Tax settings



Enter Time
Click the “Enter Time” tile to view and 
update your timesheet. 

NavBar: Menu > Self Service > Time 
Reporting > Report Time > Timesheet

To see your view by Calendar Period, Day or 
Week, select from the “View By” options

There are two ways to view your 
time sheet from another pay 
period:

1. Toggle to the previous pay 
period or the next pay 
period using the links 
indicated, or 

2. Adjust the date using the 
calendar function.

To view your paychecks, click on the 
“View Pay Advice” link toward the bottom 
left of the screen. There is also a tile on 
the homepage labeled “Pay” that will 
direct you to the same screen.

To view your HR Advice, click on the “View 
HRAdvice” link toward the bottom left of 
the screen. There is also a tile on the 
homepage labeled “HR Advice” that will 
direct you to the same screen.



Employee Information

This is a quick snapshot of your current pay plan, pay grade, step, and hourly rate, your next step date, and your workgroup.



View Paychecks

When you click on the “Pay” tile, a 
listing of your most recent paychecks 
will populate. 

To view a specific paycheck, click 
anywhere on the line that contains 
the paycheck you wish to view. Your 
pay advice will open as a PDF file in a 
separate window.

To view a paycheck from a 
different pay period, click 
on the filter icon in the top 
left, and then adjust the 
“From” and “To” dates by 
clicking on the calendar 
icon.

NavBar: Menu > Self Service > Payroll 
and Compensation > Pay 



Leave Balances
Clicking on the “Leave Balances” tile will show you a summary of your leave accruals.



Other Self Service Pages

Other Self Service Pages brings you to 
another subset of tiles where you can update 
the following:
• Deferred Compensation
• HR Advice
• Personal Details such as Address, Email, 

Phone Number, Emergency Contacts, 
Ethnic Groups, Disability and Veteran 
statuses

• Benefits Summary
• Direct Deposit
• Federal and State Tax Information



Deferred 
Compensation

If you choose to participate in the Deferred 
Compensation Plan (457(b) Plan), you can 
create and update your deductions from 
this page.

NavBar: Menu > Self Service > 
Benefits > Deferred Compensation 
Enroll



HR Advice

The HR Advice details your General and 
Employee Information, Hours Not 
Worked/Not Paid, and your Leave 
Balances.

NavBar: Menu > Self Service > Payroll 
and Compensation > View HR Advice



Personal Details
The “Personal Details” tile opens to another submenu where you can update various 
details regarding your information. 

NavBar: Menu > Self Service > 
Personal Details



Once you click on any of the tiles in the subset of “Personal Details,” it is easier to navigate to other sections by selecting from 
the menu along the left side of the page than to back up to the previous page to select a different tile.

Personal Details



Direct Deposit

To add a new account, 
click on the “plus” button 
and complete the details 
in the form.

NavBar: Menu > Self Service > Payroll and Compensation > Direct Deposit

To update or remove an 
existing account, click 
anywhere on the line 
containing the account that 
needs to be updated to 
open the account details, 
make edits and save, or 
remove and save.



W-4 Federal Tax Information 
and
 W-4 VT Tax Information
Add or update your Federal Tax Information by 
completing or editing the W-4 Federal 
Withholding Certificate.
Add or update your Vermont State Tax 
Information by completing or editing the W-4 VT 
Tax Information Certificate

NavBar: Menu > Self Service > Payroll and 
Compensation > W-4 Tax Information, and 
Menu > Self Service > Payroll and 
Compensation > W-4 VT Tax Information 



More Self Service 
Options from the 
NavBar
While the tiles on the homepage cover 
many Self Service options, there are some 
functions that can only be accessed via 
the NavBar in the top right of your screen. 
The icon looks like a compass.

Once you click on the NavBar, next click on 
the “Menu” button to see your menu 
options.



Menu > Self Service > Time Reporting > View Time
We covered “Report Time” earlier under the “Enter Time” tile, but the NavBar also includes a “View Time” option. 



Menu > Self Service > Payroll and Compensation
The NavBar contains two Payroll 
and Compensation options that are 
not found in the tiles: 

Compensation History shows updates to your compensation over the years.

View W-2/W-2c Forms allows you to view and print current and past W-2/W-2c forms.



Menu > Self Service > Benefits
Most benefits transactions and summaries are available only through 
the NavBar. 



Menu > Self Service > Benefits



Menu > Self Service > Benefits



Menu > Self Service > Benefits Benefits Summary shows all your benefits selections



Menu > Self Service > Benefits
If you choose not to enroll in a State of Vermont Health Care plan, you must 
complete and submit a “Declaration of Health Care Coverage” form.



Menu > Self Service > 
Benefits



Self Service > Benefits



Menu > Self Service > 
Benefits

Deferred Compensation Enroll just brings you 
to the same screen you get when you click on 
the “Deferred Compensation” tile under “Other 
Self Service Pages.”



Menu > Self Service > Change My Password

If you need to change your password, these 
are the criteria to set a new password:
• Must be at least 8 characters long
• Must contain at least one number
• Can not match a previous password
• Should contain at least one special 

character
• Examples ! @ # $ % ^ &

• Should contain at least one capital 
letter

• Example of a valid password
• iLove$pring1



Menu > Self Service > My System 
Profile
Under My System Profile, 
you can
• Change your password 

here also; 
• Set up Questions and 

Answers so the system 
can authenticate you 
and email you a link to 
set a new password if 
you forget your current 
password;

• Update your Email 
Address(es) and set 
your Primary Email 
Account



Favorites
Since not all menu 
options are available as 
tiles, an easy way to 
navigate to the pages 
you use most often is to 
designate those pages 
as “favorites.”  

You can get to your 
“Favorites” in two 
places: 
You can click on the 
NavBar and then select 
the “Favorites” option, or 
you can click on the 
heart on the left side of 
the screen, and that will 
also list your “favorites.” 



Adding Favorites
Let’s say you want to add the 
timesheet entry page to your 
favorites.

1. Navigate to the 
Timesheet page.

2.  Click on the three 
vertically stacked dots in 
the top right corner of 
the screen and select 
“Add to Favorites.”

3. A pop-up box will 
appear, with the option 
to update the label.

4. Click on “Add.”

5. A confirmation the page 
was added to your 
“Favorites” will appear. 
Click “OK.”

6. The page will appear in 
your “Favorites.”

1. 

2. 

3. 4. 

5. 

6. 



Recently Visited
To see pages you have 
recently visited, click on the 
NavBar and click on the 
“Recently Visited” option, or 
click on the clock icon on the 
left side of the screen.
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