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My Employee Self-Service

Welcome to Paycom! We're the provider your company has chosen to handle all your payroll and HR
needs. Think of this as your personal HR station, where you can do everything from filling out
company paperwork to viewing your pay stubs. We're here 1o teach you how to use Employee Self-
Service. You're taking this training through Paycom University. That's our training certification
program that you can access any time, any place. You can take courses on each feature or product
your company uses. For now, let’s get started with some of the basics that you'll need to know. In
this course, we’ll cover how you can:

* navigate Employee Self-Service (Page 3);

s use the Notifications Center and Company Messages (Page b);
» find your pay stubs (Page 6);

* access your Year-End Tax Forms (Page 7);

» update your address and contact information (Page 8);

» change your username (Page 9);

* access Paycom University (Page 10); and

 download the Paycom app to your phone (Page 12).
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Navigating Employee Self-Service

After logging in to Employee Self-Service, you'll arrive at the home screen. This is the central location
where you can find all of your personal information. Keep in mind that your screen may look a little
different, depending on the way your company has set things up for you.

Here, you'll naotice there are tiles in the middle of the screen labeled with different subcategories, like
Requesting Time Off and Viewing Pay Stubs. You can click on the tiles to access those features. See
the sidebar on the left-hand side of the screen? That's your Main Menu, and it mirrors the
information found in the middle of the screen.
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If you click on one of the tiles, it expands and you can choose from the options available.
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Likewise, if you click an option from the Main Menu on the left, it also expands to show additional
options. Understanding the Main Menu is key, because we'll use it to navigate during this training. It
you're logged in using a computer, it will always be on the left-hand side, so you access anything you

need, regardless of what screen you're on.
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Using the Noftifications Center and Company Messages

At times, your employer may need you to perform certain actions within Employee Self-Service, like
complete a checklist. When this happens, you'll receive a message in your Notifications Center.
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After selecting the drop-down, you can click on a notification to be taken to the area within Employee
Self-Service to complete the task.

Notifications

New Hire Checklist
1 of 14 Tasks Complete [ 7% Complete)

Paycom Learning
103 courses to be completed

Company Messages ' @
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Communication is key. So if your employer needs 1o make an announcement, you'll receive a
notification in Company Messages. This could be something like reminding you to submit your
timecard. You'll also see the message at the top of your screen.
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Finding Your Pay Stubs

Thinking about making a large financial commitment, like purchasing a home or applying for a loan?
If so, yvou'll need to provide a copy of your most recent pay stub with your application. There’s no
need to contact your HR department for this! You can find everything you need within Employee Self-
Service. Simply select “View Pay Stubs”™ from My Payroll, and you can access all of your pay stubs.
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Finding Your Year-End Tax Forms

You may also be able to view your tax forms for the year. This is especially helpful because when it's
time to do your taxes, you won't have to wait for a hard copy of your tax forms to arrive through the
mail. Instead, you can conveniently access everything you need by selecting “Year-End Tax Forms”™
within the My Payroll tab. By doing so, you can take a glance at your current and previous forms.

Man Menu

Time Mananement

Thors- 08 Raquacss

My Infuimabos

My Payrol

Wiew Pay Slubs

"ay Hates

Tas Saoup

Scheduled Eamings amd Deduchivns

Tast Sampla Paycheck

Direct Deposit

Year-End Tax Forms.

My Expansas

Documanis and Tasks

FRANK ADAMS

Espculive Suks Hoposn b
. iod aries Gy Cemonbne com
ans) 4456

£

Year-End Tax Forms

—
Wz 109
Repartrg Yaar Fraployar FEIN
=] 2

s 2S0ANT4LG

2 e i L

NS 2S0ANT4RG

FH4 FSNANTAG

M3 FS0ANT4AS

Waw hava slactad to mecalva bolh elecironk: coplas and papar coples. of your Famn W2 To changa your praferanca, click hars

Emplayer | egal Nama

Fa¥COM PAFROLL LLT
PAYCOM PAYROLL LLC
PAa¥COM PAFROLL LLT
PAYCOM PAYROLL LLT

PAYCOM PAYROLL LLD

N2z Posied

oRTRmY

Lol Lodi} B

P2 ME

DTE IS

DRFEDA

i

) | ) D

Hedp and Settngs £}




Updating Your Address and Contact Information

Did you recently move or get a new phone number? You can easily notify your HR department
through the Address and Contact Information section within My Information. Here, you can also
confirm that your employer has the correct birth date, email address and emergency contact
information on file.
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Changing Your Username

If your username is hard to remember, you can change it if your employer allows. To do so, select
“Change Password or Username” from the My Information section.
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Keep in mind your new username must be a valid email address that you can access so you can
confirm the changes. You can also change your password from this screen.
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Accessing Paycom University

MNow let’s talk about Paycom University. The course you're taking right now is a Paycom University
course. If you have additional questions and want to learn more about all that you can do in
Employee Seli-Service, you can find more courses through the Learning tab of My Leaming. Then,

select the “Paycom University Courses” tab.
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You'll see a list of available courses. Keep in mind that what you see depends on your access level.

Simply click the “Start” button to launch the course.
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You can also access Paycom University courses through the Paycom University Paths tab. Here, you'll
see Paycom University paths. Paths are made up of multiple courses designed to teach you about a
process or subject. For example, it you're new to your organization and need to know how to use
Employee Self-Service, you might take the "Welcome to Paycom for Employees™ path, which covers
how to navigate Employee Self-Service, view tax information and pay stubs, enroll in benefits and
mare.

Select “Start” to begin a path. Keep in mind that you’ll have to complete the courses in the order
shown.
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Downloading Paycom on Your Phone

Mothing makes accessing your Employee Self-Service easier than using Paycom’s maobile application.
This is helpful because you could do things like submit your timecard or an expense request, or even
use it to show your income 1o someone when you're applying for a loan - all from the palm of your
hand.

Simply search in the Apple App Store or Google Play Store for “Paycom Payroll.” Then, you're able to
log in to the app by entering your username, password and the last four digits of your social security
number. If you want to use your fingerprint to login, make sure to select the box for “Store
credentials using fingerprint” and click “Login.”
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MNow, you can easily access your Employee Self-Service any time, any place. You can access
everything from clocking in or out, reviewing your benefit plans and even completing learning
courses right from the palm of your hand!
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In Conclusion

With the skills you learned today, you should now be able to navigate your way around Employee
Self-Service and access the information you need. Complete the video and quiz so you can earn your

certification!
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