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Using the Self Service Module                                                                                   Quick Guide

Welcome to the Oracle/PeopleSoft Self Service Module

The Oracle/PeopleSoft Self Service Module is based on PeopleSoft’s pure Internet architecture, which provides powerful new functionality for internet based access.
The online flexibility of the Self Service Module enables you to choose from a variety of individual components to access your own personal information within a secure environment.  This document will provide you with a brief introduction to the information that is available to you.  

Navigating within the Self Service Module
Once you have successfully signed in, the system will display the Self Service Home page.   The Self Service Module is similar to browsing the web.  By making use of icons and hyperlinks, you will be able to explore all components of the Self Service Module.  

Displayed continuously throughout the Self Service Module are three links on the top right of the web page. 

Home:
Clicking on the ‘Home’ icon will return you to the Self Service Home Page.

Help:
Clicking on the ‘Help’ icon will display help information (if available) for that page.
Sign Out:
Clicking on the ‘Sign Out’ icon will sign you out of the Self Service Module.

The following functions are available to you from the Self Service Home page:

 ePay – View Paycheck
Oracle/PeopleSoft ePay provides convenient online access to your payroll information.  All employees of COMFORCE and its subsidiaries are given the opportunity to take advantage of the Self Service Module - ePay.  Follow the simple steps below to access and view your paychecks via ePay.
View Paycheck – From the Self Service homepage click the icon View Paycheck, your current paycheck will be displayed.  

Viewing Previous Paychecks
Click on ‘View a Different Payment’ at the top of the page to see previous paychecks.  

Choose the date of the paycheck you would like to view (blue hyperlink).
Printing the Paycheck
Click the printer icon to print your paycheck.  You may need to adjust the print margins of Internet Explorer.  To do so, Choose File > Page Setup.  Change the Left, Right, Top and Bottom margins to .5, choose OK.  Once changed, these settings will remain for future sessions.
e-Benefits
The ‘e-Benefit’ module allows employee’s to review their benefit elections (i.e. Medical, Dental, Vision, Life, Disability, 401k and Flexible Spending accounts).  The following icons are available to you from the Self Service Home page: Benefits Summary, Health Plans, Savings Plans, Insurance Plans, Flexible Spending Accounts and Dependent Beneficiaries.

By choosing one of these icons, the system will bring you to that components summary page.  From the summary pages, you will be able to navigate within that component to retrieve additional detail.  Due to the numerous links within eBenefits, a separate user guide is attached.

Signing Out of ePay
When you are finished, Click on ‘Sign Out’ at the top of the page and close Internet Explorer.

Helpful Hint:

Press F11 to view a Full Screen of Internet Explorer.  Press F11 again to return the original view.
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