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	HR Direct Employee Self Service:
Frequently Asked Questions



What’s new in HR Direct Employee Self Service?
You will have access to the following new features in HR Direct ESS:

· Direct Deposit Information (Enroll, View, and Update)

· Address Information (View and Update)

· W4 and M4 Information (View and Update)

· W-2 and W-2c Information (View and Print)

· Personal Email Information (View and Update)

· Personal Phone Information (View and Update)

For more information on these features, please read the HR Direct Milestone 1 Newsletter.
How do I enroll in Direct Deposit?
When you log in to the HR Direct application, navigate to the Direct Deposit page.  
Double check any account numbers you enter.  The process will only confirm if it is a valid bank routing number and bank account, not the name on the account.  Also, confirm with your bank that your account has been set up to receive direct deposit.

Please watch the Enrolling in Direct Deposit screencast or print a step-by-step job aid at www.massachusetts.edu/hrdirect.  
Can I update my Direct Deposit information?

Yes, you can make the following updates to your Direct Deposit information:
· Add an Account:  You can add a new Direct Deposit account.  If you have multiple accounts, verify that your Amount or Percentage field on the existing accounts and new account are correct.
· Edit an Account:  You can update the Routing Number, Account Number, Account Type, Deposit Type, and the Amount or Percentage of an account.  Remember to always double check any changes you make to an account.
· Delete an Account:  You can remove an account from the list of accounts on your Direct Deposit page.  Just verify that your Amount or Percentage field on the existing accounts adds up.  Please note that you cannot delete your balance account.  
Student Employees:  If I modify my mailing/home address in HR Direct, do I need to update my address in the Student Administration Application as well?  
Yes, there is no automated synchronization process between the applications at this time.  You should continue to update your address in both applications. 
Can I update my business phone or e-mail?

No, your business phone and e-mail address are read-only.  You can add/edit your personal phone number(s) or e-mail address(es).
What if I have questions on a new ESS feature?

The following training materials will be available through the HR Direct Campus website:  Job Aids and Screencasts.  Please visit the HR Direct Campus website at www.massachusetts.edu/hrdirect.  You can also contact the UMSO Help Desk by Email: helpdesk@umassp.edu or phone 774-455-7777.  
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