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Oracle Self Service HR/Payroll User Guide

For ASRC and subsidiaries employees

For AES and Subsidiaries new Oracle users:
Your Oracle username is first letter of first name then last name (ex. John D Smith = jsmith) If first try fail also try username first initial, middle initial then last name (ex. John D Smith = jdsmith); initial password is last six digit of your social security number (without dashes). If you cannot access your account contact the Helpdesk (call 907-339-6900 or email helpdesk@asc.asrc.com).

1. Go to Internet site http://apps.asrc.com and click on Self Service Oracle Applications link. It will bring you to the login page for Oracle Self Service Applications.

2. Login to Oracle application using the username and password provided by the Oracle system admin (or use the format as shown above). 

3. After logging into Oracle successfully click on the link with  “Your Company” name followed by EMPLOYEE SELF SERVICE (ex: AES EMPLOYEE SELF SERVICE)
4. This will bring you the following self-service links on the right side. 

[image: image3.png]\SCAAT2/OracleMyPage.home

=181

rosoft Internet Explorer

Gtk v = - @ [0 Q| Qoearch [Gravortes @vedn (3 | By- S = [

Adress [(€] htp:/jcastemxs22.corio.com:B007/ps ASCART2(OradeMyPage. home =] @oo |unis 7
Weicome 1 OPS "Mamun, Abdullah” [ 96 -' ORA
Marmung?
ASC EMPLOYEE SELF SERVICE

ACI OTL MANAGER TIME ENTRY

AME Application Administrator
PASC EMPLOYEE SELF SERVICE
ASC SELF SERVICE TIME & EXPENSE

Stop Paper Statements

DEEREEEE

ASCG OTL MANAGER TIME ENTRY Payslip

CGNM OTL MANAGER TIME ENTRY

LYNX OTL MANAGER TIME ENTRY iy

Preferences My Information

WHP OTL MANAGER TIME ENTRY T
Benefits

€] 5oF Sorvie Benefits Evolment-Employes [ | B tocel eranet




Stop Paper Statements:

1. Click on Stop Paper Statements then Add another Row under self service preference for person. Click on the ‘Search’ icon then hit GO and select ‘Payslip’ from the list. Pick ‘No’ from the drop down for Paper and hit apply then next and hit submit. This change will stop generating paper payslip for you.
2. Hit ‘Home’ to go back to the previous menu or ‘Logout’ to close your Oracle session. Exit from the Internet browser completely after you log out from Oracle when using a public computer.

View pay slip: 

**IMPORTANT - DO NOT USE BROWSER BACK BUTTON AT THE TOP LEFT CORNER. USE BACK OR HOME BUTTON IN THE APPLICATION PAGE (Usually lower right corner)

1. Click on Payslip and it will bring you to the most recent pay slip. You can go to the drop down menu ‘Choose a Payslip’ on the left side of the page and pick any payslip and hit GO to navigate to old payslips. Print pay slip using the Print icon on the top right side of the Internet browser.

2. Hit ‘Home’ to go back to the previous menu or ‘Logout’ to close your Oracle session. Exit from the Internet browser completely after you log out from Oracle when using a public computer.

View W2

1. Click on Employee W2 link and it will bring you to the most recent year W2. You can go to the drop down menu and ‘Select Organization/Year’ and hit GO to navigate to previous year W2’s. Print W2’s or Save it as a .pdf in your hard drive. You will need an adobe acrobat reader to view W2’s. If W2 do not open you can download a free copy of adobe from http://www.adobe.com

2. Hit ‘Home’ to go back to the previous menu or ‘Logout’ to close your Oracle session. Exit from the internet browser completely after you log out from Oracle when using a public computer. Delete any saved W2 files from a public computer.

Update Tax Info:

1. Click on Tax Form to update W4 form. System will notify Payroll if your tax record updates conflicts with IRS regulations for IRS reporting.

2. Hit ‘Home’ to go back to the previous menu or ‘Logout’ to close your Oracle session. Exit from the Internet browser completely after you log out from Oracle when using a public computer.

My Information

1. Click on My Information to review your human resources information. This is for information purposes only and you will not be able to make any changes.

2. Hit ‘Home’ to go back to the previous menu or ‘Logout’ to close your Oracle session. Exit from the Internet browser completely after you log out from Oracle when using a public computer.

Personal Information 

1. Click on ‘Personal Information’ to update address, email address, telephone number, name change, emergency contacts, add and remove dependents and beneficiaries. Only address change will initiate a workflow to have payroll approve the changes before it updates the system. All other transactions will update your HR record immediately.

2. Hit ‘Home’ to go back to the previous menu or ‘Logout’ to close your Oracle session. Exit from the Internet browser completely after you log out from Oracle when using a public computer.

Personal Actions


You can review and start your existing transactions accessing personal actions.

Notifications:

All self-service transactions will give you a confirmation for the transactions. It will indicate whether the transactions saved to the database or require approval you’re your manager/payroll. To track the status of the approval or transaction, navigate to the link WORKLIST NOTIFICATIONS>Notifications after login or going to the main menu. You will also be notified via email (if you have a good email address in HR) regarding any transactions.

Access notification page: Navigate WORKLIST NOTIFICATIONS>Notifications
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Click Notifications to access each notification
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Select one or more notifications from the list and Open or Reassign thern using the appropriate buttons. You may also click on the notfication subject to open a particular

notification,

View [Qpen Notifications ] Go

24-Jun-2005

™ SYSADMIN  HR  Personal Information - Main Address has been forwarded to Richard, Victoria M
24-Jun-2005

™ SYSADMIN  HR  Personal Information - hMain Address for Mamun, Abdullah NMN has been approved

Bouting Rules
@TIP: Use Routing Rules to redirect or auta-respond to natifications

Horne | Status Monitor | Notifications | Home | Notifications | Home | Logout | Preferences | Help
Copyriht 2000-2004 Oracle Corporation. Al rights reserved.

Privacy Statement
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Notifications Details:

Click on each notifications to see details and take actions.
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If you have any questions or issues please contact ASRC Service Center Helpdesk via email helpdesk@asc.asrc.com or by phone at 907-339-6900
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