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Home Page 
Welcome to the new Employee Self Service home page! 

Here, you can perform the following actions: 

 View and update your benefits information 

 Enroll in benefits during Open Enrollment 

 View the Org Chart 

 View and update your personal information 

 View your paychecks and configure your direct deposit 

 View and update tax forms 

 Quickly access the internal career site 

 Quickly access Kronos for PTO 
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Benefit Details 

Benefits Summary 

Navigation: Benefit Details > Benefits Summary 

On this screen, you can view your benefits as of a certain date. 
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Retirement Contributions for 403(b) 

Navigation: Benefit Details > Benefits Summary > Retirement Savings 

On the Benefits Summary, scroll down and click on Retirement Savings. 
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To edit your Retirement Savings contribution, click Edit. 

 

 

Enter either a Flat Amount or a Percent and click Save. 
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Retirement Contributions for 457 

Navigation: Benefit Details > Benefits Summary > Section 457 

On the Benefits Summary, scroll down and click on Section 457. 
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To edit your Section 457 contribution, click Edit. 

 

 

Enter either a Flat Amount or a Percent and click Save. 
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Life Events 

Navigation: Benefit Details > Life Events 

On this screen, you can initiate qualifying life events, including birth, adoption, marriage, divorce, and 

gain/loss of coverage. 

 

 

  



9 
 

Dependent/Beneficiary Info 

Navigation: Benefit Details > Dependent/Beneficiary Info 

On this screen, you can update your dependents and/or beneficiaries. 
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Benefits Enrollment 

Navigation: Benefit Details > Benefits Enrollment 

On this screen, you can enroll in benefits as required by open enrollment or qualifying life events. 
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Open Enrollment 
Navigation: Open Enrollment 

During Open Enrollment, all you have to do to get started with electing benefits is click Open 

Enrollment. Then follow the steps on each page and click next. 
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Company Directory 
Navigation: Company Directory 

To view your location in the org chart, click Company Directory. You can also search for other employees 

as well. 
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Personal Details 

Addresses 

Navigation: Personal Details > Addresses 

On this screen, you can update your home or mailing address. 
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Contact Details 

Navigation: Personal Details > Contact Details 

On this screen, you can update your contact information, including multiple phone numbers and email 

addresses. 
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Marital Status 

Navigation: Personal Details > Marital Status 

On this screen, you can view your marital status. To update your marital status, contact the Benefits 

department. 
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Name 

Navigation: Personal Details > Name 

On this screen, you can view your name. To update your name, contact the Benefits department. 
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Ethnic Groups 

Navigation: Personal Details > Ethnic Groups 

On this screen, you can view and update the ethnic group or groups you belong to. 
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Emergency Contacts 

Navigation: Personal Details > Emergency Contacts 

On this screen, you can update your emergency contacts. You can have more than one. 
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Additional Information 

Navigation: Personal Details > Additional Information 

On this screen, you view additional information about yourself such as your gender, date of birth, birth 

country, birth state, social security number, smoker status, start date, and highest education level. 
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Disability 

Navigation: Personal Details > Disability 

On this screen, you can indicate whether or not you have a disability. 
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Veteran Status 

Navigation: Personal Details > Veteran Status 

On this page, you can indicate whether or not you are a veteran. 

 

  



22 
 

Form I-9 

Navigation: Personal Details > Form I-9 

On this page, you can view your I-9 form. 
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Pay & Deductions 

Direct Deposit 

Navigation: Pay & Deductions > Direct Deposit 

On this page, you can edit your direct deposit information. You can have multiple bank accounts and can 

allocate funds between them by dollar amount, percentage, or remaining balance. 
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Make a Contribution 

Navigation: Pay & Deductions > Make a Contribution 

On this screen, you can make a contribution through voluntary paycheck deductions. 
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Pay 

Navigation: Pay & Deductions > Pay 

On this screen, you can view your paychecks. 
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Taxes 

W-2/W-2c Consent 

Navigation: Taxes > W-2/W-2c Consent 

On this screen, you can elect or withdraw your consent to receive your W-2 electronically.  
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W-2 Reissue Request 

Navigation: Taxes > W-2 Reissue Request 

On this screen, you can request a reissued W-2 form. 
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W-4 Tax Information 

Navigation: Taxes > W-4 Tax Information 

On this screen, you can update your W-4 tax information, which includes additional withholding and the 

number of allowances you are claiming. 
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EHS State Tax Information 

Navigation: Taxes > EHS State Tax Information 

On this screen, you can enter your state tax information. This is only required if you are not a resident of 

Tennessee. 

 

 
  



30 
 

View W-2/W-2c Forms 

Navigation: Taxes > View W-2/W-2c Forms 

On this screen, you can view prior and current W-2 forms. 
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Careers Site 
Navigation: Careers Site 

On this screen, you can apply for internal career postings. 
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Kronos 
Navigation: Kronos 

On this screen, you can quickly access Kronos to enter PTO. 

 

 

 

 

 

 

 

 

 

 

 


