~ Employee Self Service (ESS) ~ 

Human Resources is excited to announce the launch of Employee Self Service (ESS) through Firefly for Chadron State College.  With ESS, you will be able to access valuable HR/Payroll information at anytime and anywhere you have an internet connection, as Firefly is a web-based portal.

Highlights: 
Access real time leave balances

Submit requests for time off



Review paystubs



View W-4 and W-2 information ***2010 W-2s are available now***



Review and/or Update contact and banking information

**All employees should begin using the leave request function now; except those individuals employed in the Physical Facilities Departments who will need to continue submitting leave requests as normal; pending further activation**

Step 1 – Obtaining your NUID & Password

To access ESS through Firefly, you will need your NUID as it is your username.  If you do not know your NUID and/or to set-up your Firefly password, you will need to log into TrueYou, the Identity Management System for the Nebraska State College System and University of Nebraska.  Please go to: 


https://trueyou.nebraska.edu/idm/user/selfservice.jsp 

In TrueYou, first indicate if you know your NUID* or not.  If yes, you will be asked to enter your NUID and Social Security Number (this is a secure site).  


*Your NUID is on your Staff/Faculty ID, below the barcode, the 8 digit number after the 25.  

                 CSC ID ~ 25 _ _ _ _ _ _ _ _ 0717  

If you do not know your NUID, mark no, and you will complete some basic information and your NUID will be shown in the next window.  

You will then be walked through a variety of questions to establish (and confirm) your new password.  Password guidelines are provided on the “Change Password” screen.  The next step is a set of authentication questions of which you will need to answer four.  If in the future, you need to reset your password, you will be asked these questions to verify your identity. 

Step 2 – Logging on to FireFly

In a web browser, enter: firefly.nebraska.edu   (do not enter www)
User ID: NUID – 8 digit number

Password: created above

Click “login”

The Firefly homepage should appear – and in the upper left side of the screen, there should be one or more tabs, with one being labeled “Employee Self Service” – click on this tab – and the following should appear.
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Please note that any changes you make will affect current information in SAP (payroll/financials).

For additional, detailed information about each area – please review the attached document or visit the Human Resources Website www.csc.edu/hr/information.csc 

Employee Self Service Options

Time
Leave Information – provides current balances; please note includes current month’s accrual

Leave Requests – where you can request to use time  

As of January 14, 2011 - CSC employees should begin using this function for requests in place of the half page “Request to be Absent from Work for Personal Reasons” form; except those individuals employed in Physical Facilities who will continue their normal procedures.
All employees (except those using the time clock) will continue to submit individual monthly Work/Leave Reports, which should match leave requested via Self Service.  Work/Leave reports will also be the method for reporting any compensatory time earned. 
Leave Requests are for Personal Leave only; not travel.  Please continue to utilize the “Work Related Request to be Absent from Campus Form” for work related absence/travel.
Leave Request Supplemental Information:

Type of Leave: Vacation, Sick, Funeral, & Compensatory Time Used are the only active leave types for CSC & the NSCS
Duration = number of hours absent – the system does not include a lunch period in an 8 hour work day due to variations across campus, therefore time less than 8 hours requested will need to take this into consideration.

Start Time/End Time: need to use military time, and is required for an absence less than 8 hours.  i.e. 0730 to 0930 = 2 hours

	Regular Time
	Military Time
	Regular Time
	Military Time

	Midnight
	0000
	Noon
	1200

	1:00 a.m.
	0100
	1:00 p.m.
	1300

	2:00 a.m.
	0200
	2:00 p.m.
	1400

	3:00 a.m.
	0300
	3:00 p.m.
	1500

	4:00 a.m.
	0400
	4:00 p.m.
	1600

	5:00 a.m.
	0500
	5:00 p.m.
	1700

	6:00 a.m.
	0600
	6:00 p.m.
	1800

	7:00 a.m.
	0700
	7:00 p.m.
	1900

	8:00 a.m.
	0800
	8:00 p.m.
	2000

	9:00 a.m.
	0900
	9:00 p.m.
	2100

	10:00 a.m.
	1000
	10:00 p.m.
	2200

	11:00 a.m.
	1100
	11:00 p.m.
	2300


Source: (www.spacearchive.info/military.htm)
Note for Approver:  Include a message for your supervisor, if you need to explain an absence or what time you will be leaving i.e. working through lunch; leaving at 2:00, taking 1.5 hrs vacation.

If your employment FTE is less than 1.00, you may need to make two (or more) requests to equal total hours requested.  This is due to the FTE calculations within the system.

If you need to cancel a leave request, you would use the “delete” function.

When a request is made, an email is generated and sent to the supervisor; supervisor can then approve or deny the request from that email, and a response is sent back to the employee.  Information of changes and deletions are also relayed via email.

Payment

Paycheck Inquiry – review paystubs from 7/1/09 through current

Bank Information – view current account(s) that direct deposit is going to; set-up additional or new accounts

Tax Withholding W-4 – view current W-4 status; create a new W-4

Employee 2010 W-2 – review and print your W-2 from tax year 2010 

Benefits
Participation overview – view current benefit elections and details

Personal Information
Address & Emergency Contact – view/modify addresses; provide an emergency contact

 *Please review and update this now and anytime information changes!

Family Members/Dependents – view family members and dependents

Education – view information in system (very few records currently have this data)

Qualifications – N/A

Please contact Human Resources with any questions you may have about Employee Self Service.  

