
Quick Guide: Employee Self Service 

What can you do in MyHR? 

 Update Personal Information – address, contact information, and 
more

 View past Paystubs from 2018 - prior 

Begin by logging in to your MyHR account.  At the home screen, you will see a link 

for Savers Employee Self Service.  When you select this link, many options will 

appear.  This guide focuses on the three functions listed above. 
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Personal Information 

Click “My Personal Information.” Locate the section containing the information 

you need to change or update, and click the “Update” button on the right side of 

that section.  For our example, we have chosen the Basic Details section. 

On the next screen, you will be given the option to “Correct or complete the 

current details,” or to “Enter new information because of a real change.”  Choose 

whichever applies, and click the “Next” button. 
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Enter the correct information in the corresponding field.  In our example below, 

James Jones is adding a Preferred Name and electing his Tobacco Use status (for 

benefits).  When you have finished, click “Next.” 

On the next screen, My Personal Information: Extra Information, just click “Next.” 
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On the next screen, My Personal Information: Review, the “Current” and 

“Proposed” columns show what is currently in the system, and what changes you 

have proposed.  Note that a small blue bubble appears next to the items you have 

changed.  If the changes are correct, click “Submit.”  If not, use the “Back” button 

at the top right, not the back button on your browser, to return to the previous 

screen.   

After clicking “Submit,” you will see a confirmation screen stating your changes 

have been applied. 
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Paystubs 

From the main Employee Self Service screen, select “Payslip.” Your most current 

payslip will be shown.  You can view previous paystubs by choosing a pay period 

from the drop down menu and clicking “Go.”  To view the entire paystub, use the 

scrollbar on the right side.  To print, hover anywhere on the paystub and a menu 

bar will appear allowing you to print or save your payslip. 




