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Welcome to Employee Self Service 
 

Welcome to the Employee Self Service User Guide. This guide is designed to provide you with the 
information you need to successfully use the HR Employee Self Service features and includes 
instructions on the following topics: 
 
Personal Information 

o Personal Information Summary 

o Home and Mailing Address 

o Phone Numbers 

o Email Addresses 

o Emergency Contacts 

o Marital Status 

o Name Change 
      o Ethnic Groups 

 
Payroll and Compensation 

o View Paycheck 

o Voluntary Deductions 

o Direct Deposit 

o Compensation History 

o W-4 Tax Information 

o W2 Reissue Request 
 
Benefits 

o Benefits Summary 
 
Learning and Development 

o Training Summary 

o Request Training Enrollment 

o Professional Training 

o Education 
 

 

Who Do I Call For Help? 
 

If  you have a question regarding your data in the Employee Self Service pages, please contact the 

appropriate area within the Human Resources department. If  you have a question regarding your 

login or access to the Employee Self Service pages or browser functionality, please contact the 

CS&T Help Desk. The numbers are provided below for your reference. 

 
Human Resources 
(407) 823-2771 
 
CS&T Help Desk 
(407) 823-5117 
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How do I access Employee Self Service?    
 

 
 

Go to   located at http://my.ucf.edu and login using your myUCF PID and password. 

 

 
 

Once you have logged on to myUCF, you will notice the Employee Self Service links on the left 

hand side of the main page. You can view your personal data such as Name, Address, Phone 

Number, Emergency Contact, etc. under the Personal Information section. You can view your 

paycheck data under the Payroll and Compensation section. You can view your enrollments 

under the Benefits section if you are currently benefits eligible and are enrolled in one of the 

following: Medical, Dental, Tax Sheltered Annuities, Vision, Life and AD and D, and Long-Term 

Disability. You can also view your training summary, education information and register for UCF 

training courses under the Learning and Development section. Refer to each individual section 

for detailed instructions. 
 

Note:  During the SA/HR PeopleSoft implementation in February, 2001, a default conversion date 

of 01/01/1900 was used for many effective dated fields in order to convert UCF employee data 

from the legacy system. Historical data is only available from February, 2001, forward. 

 


