
NH FIRST Phase 2

Employee Self Service Functions

Update:  March 5, 2013
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Accessing Employee Functions

click for payroll /benefits

2

Emplyee Space

Opening
Week of

March 5th



Changing the Tax Withholdings Form W4

click

click click

click

Input W4 changes & click continue

Opening
Week of

March 5th



Direct Deposit Entry

click

click

click

Opening
Week of

March 5th



Review Pay Check online

click

click

click

Select Payment Date

Click for Printable 

version

1

2

3

4

6

5
These windows display 

payroll details (scroll down)

Opening
Week of

March 5th



Printable Pay Statement

Opening
Week of

March 5th



View Current Benefits

click

click

Opening
Week of

March 5th



Add Beneficiary

click

click

Opening
Week of

March 5th



View Flexible Spending Accounts

click

Opening
Week of

March 5th



Coming Soon

• Employee Space

– View Profile

– Request a Leave of Absence

– Change Address

– Change Name

– Update Credentials

• Employee Self Service

– Add Dependents

– Enrolling in Benefits



11

Profile for an Existing Employee

credentials

An existing State Employee can use HR data to build a 

personal profile for use in expediting applications

education

Job history

Coming

Soon



Requesting a Leave of Absence

DRAFT – Subject to Change 12

click

click

fill in details & save

Coming

Soon



Changing Home Address

DRAFT – Subject to Change 13

click

click

fill in details & save

Coming

Soon



Changing Name

14

click

fill in details & click OK

HR administrator to approve

Coming

Soon



Updating Credentials

15

click

click

fill in details & save

Coming

Soon



Having a Baby – Adding a Dependent

16

click

click

fill in details & save

click

Coming

Soon



Having a Baby – Enrolling in Medical Benefits

17

click

click

select coverage & click continue

Benefits changes input be employee will 

be reviewed by HR administrator

Employee confirms current  benefits

Process is same for other benefits such as 

Dependent Care and Flexible Spending 

Accounts

Coming

Soon



Printing Employee Benefits Receipt

18

click

receipt contains enrollment updates input by employee

Coming

Soon


