Human Resources Self Service Instructions
View/Print Paychecks and W-2/W-2¢c Forms

Go to www.umass.edu/humres and Click ori. HR Direct Button
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General Infermatien

HR Serves Employees and
Managers

The staff members in Human Resources provide
senices and consulting assistance in support of the
University's strategic goals. including information,
systems and tools that:

+ help managers and supervisors build a sense of common interest and achieve
department and University ohjectives
+ help employees build career resilience and attain professional objectives
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Secure Access Login - Use your Netid and password to logon to HR Direct.
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Click link to view your paycheck.
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[> My Favorites Select Paycheck

[> Self Service

[ Manager Self ige
[> Workforce Administra
[» Benefits

[» Compensation

[> Time and Labor

[= Payroll for Morth America

[+ Qrganizational Development
[» Campus Community . .
> Set Up HRIS Click on Self Service
[ Reporting Tools
[ UMass Custom
[ PeopleTools

=
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3. Select Self Service and Go to Payroll and Compensation
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) \ 'ﬂ, Self Service
[> My Favorites = - . o
Navigate to yvour =elf =ervice information and activities.
[» Personal Information Personal Information _@ Payroll and Compensation @r" Learning and Development
[+ Payroll and Compensation Review and update your perzonal Review your pay Add or review information about
[+ Learning and information. compenzation histor\\ Update profiles of =kills and
Development = Personal Informaticn Summa v your direct deposit and\ether competencies, interest lists,
— Manaage Delegation EHome and Mailing Address deduction or contributio training and development.
I Manager Self Senice = Phone Numbers information. =l Training Summary
[ Workforce Administration ST Bl View Paycheck
=] Direct Deposit
[ Benefits " o
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[» Compensation
[> Time and Labor

[> Payroll for Morth America Manage Delegation

[» Organizational Developrment Delegate authority for self-service

[» Campus Community transactions, and review and

[» Set Up HRMS revoke delegation requests

I Reporting Toals Select Payroll and Compensation

[ UMass Custom
[ PeopleTools
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4. Employees can view and print pay advices and their W-2 from this screen.
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Main Menu :
D) ﬁ}@ Payroll and Compensation
[> My Favorites - —— - - . T .

Review your pay and compenszation history. Update your direct deposit and other deduction or contribution information.
I Persanal Information = View Paycheck = Direct Deposit = W-4 (Federal) Tax
[+ Payroll and Compensation E Review current i Add or update your direct deposit Information
[- Learning and paychecks. information. Review or change your Federal

Development W-4 information.

— Manage Delegation

[ Manager Self Service H :

I» Workforce Administration -4 (WA State) Tax E View W-2\V-2¢ Forms View or Print PayCheCk

[ Benefits Information View electronic W-2 and W-2c

[ Compensation Review or change your forms.

[ Time and Labor Massachusetts State M-4

&> Payroll for Morth America information.

[» Organizational Development

[» Campus Community

[ Set Up HRMS

 fyeporing Teols View or Print W-2

[ PeopleTools
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5. The printouts are perfectly acceptable for tax and legal purposes.
6. Pop-up blockers must be temporarily disabled or turned off to view pay advice or W-2.





