HOW TO ACCESS BOWDOIN COLLEGE EMPLOYEE SELF-SERVICE — HRforYOU

The College’s online employee self-service program called HRforYOU can be used for lots of reasons: to

see your paystub, to change your telephone number or address, and benefits-eligible employees may
use it to review their benefits and beneficiaries. Here’s how to navigate to HRforYOU and get logged in:

1.

5.

Turn on your computer and wait for the desktop program icons to appear on the monitor.
Examine which icons are on the desktop. Select (doubleclick) on an internet browser icon (e.g.,
Internet Explorer, Mozilla Firefox, or Safari on a Mac computer). HrforYOU will not work with
the Chrome browser.

Internet Explorer icon Firefox icon

When the browser opens up, locate the URL line near the top of the display.

Place your mouse cursor in the URL box and type the following:

http://www.bowdoin.edu

Entering this line will take you to the Bowdoin College home page. Most computers on campus
already have the Bowdoin homepage displayed when the computer is booted up or when you
select a browser.

When the Bowdoin homepage is displayed, click on the STAFF gateway (top left of the display).
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6. When the STAFF gateway homepage is displayed, look under the RESOURCES section for
HUMAN RESOURCES. Click on HUMAN RESOURCES to navigate to the Human Resources
homepage.
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8. About halfway down the left menu on the HR homepage, left click on the link HRforYOU. You
will now see the HRforYOU log in page.

a.

Your login for HRforYOU was originally set to be different from your Bowdoin email and
password — perhaps you have changed them to be the same so you will have less to
remember!

For most employees, the username is the employee’s first initial followed by the middle
initial and the full last name with no spaces. It does not matter if you use capital or
lower case letters.

When you type in your password, you will not see the letters or numbers you are typing.
You will only see bullets (eeeeeeeee) for each character you type.

If you cannot remember your password, type in your username and then click on, “Need
a password reminder?” The password reminder will be displayed in blue letters above
your username, “The password reminder you supplied is ...such and such...”

If you cannot remember your username, click on “Forget your password?” An
automatic email message will be sent to Human Resources and you will receive two
emails: one with your username and a second email with your password.

During business hours, you can call x7070 (798-7070) to have your username or
password reset.

When you know your username and password for HRforYOU, enter it on this screen and
then click on the blue LOGIN box to the right of your password.
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HOW TO ACCESS YOUR PAY STUBS aka EARNINGS STATEMENTS

9. Once you enter your username and password to log in, this screen is displayed.
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WELCOME TO HRforOU at Bowdoin College! Please call x7070 (from off campus, 798-7070) if you need assistance in using HRforvOU
employee self-service. Thank you!
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10. To look at your paystub, left mouse click on EARNINGS STATEMENTS under the Payroll section.
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11. Two columns of numbers are displayed: check numbers in the left column and pay dates in the

right column. Left mouse click on the underlined check number corresponding to the check stub

you wish to view.
A16205
A16046
A15883
A15725
A15565

12. The specific pay stub (earnings statement) will be displayed for you. Click on the Printable Copy
button at the bottom left of the pay stub to print a copy. Most employees only print copies
when necessary since you can always return to this site to see your paystubs over time.

This is detail about your earnings statement. To access a check calculation worksheet, click Calculate this Check

Calculate this Check

. BOWDOIN COLLEGE

CURRENT Y-T-D CURRENT

DESCRIPTION HOURS/UNITS EARNINGS HOURS/UNITS EARNINGS DESCRIPTION AMOUNT
REGULAR 2550 348.08 00 00 | 50 SEC TAX

REGULAR 350 kr. g 00 00 | MEDICARE TAX

REGW 7.00 a7.50 00 00 | FED INC TAX

WVACATION 200 730 00 00 | PRISTATE TAX

TOTAL HE 5300 78365

&

00 | TOTAL TAXES

AFTER-TAX [TEMS

MEDICAL-ANTHEM -107 08 -1,284.96 | LOAN-COMPUTER
DENTAL INSURANCE-DELTA 989 -116.28 | SUPP UIFE CH
SUPP LIFE EE 187 -23.64 | SUPP LFE 5P
TOTAL PRE-TAX -118.74 -1,424.88

TOTAL 7,703.72 | TOTAL PER DED

CURRENT -11874 65491 10554 2334
Y-1D 9,128.60 -1,424.88 7,703.72 1,216.75 340.08

The amount direct deposited to your bank account shows in the bottom right corner of the paystub!

nxr

984
4168
13.00

10554

CHECK NO : A12400
CHECHK DATE BG/2006
PERIOD ENDING :  6/1/2003
PAY FREQUENGY : BIWEEKLY

D NUMBE! I | STATUS EXEMPT TAX, ADJUSTMENTS:
BASE RATE™TT) FED: MARRED 0 FED: ST
S8 STH: [ DI/ UC:

52 LOCAL:

SEC:

Y-T-D
AMOUNT

477.63 | TIAA EMPLOYER
111.70 | 5icK ACCRUED
481.42 | yAC ACCRUED
146.00 | gaaL
VEAL
1,21875 | yTaKn

79 6148 |C 702114976
55 660 | CHECK AMOUNT
1] 7200

531.03
6,146.39 | TOTAL CURRENT NET PAY

STATE AND LOCAL CODES
PRI ME LOC1: LOC3:

U
268
33

96.68

190.52
850

531.08

8/15/2003
8172003
TM8/2003
TI272003
6/20/2003
6672003



