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Employee Self Service Overview 

 
Users log in to Employee Self Service by opening Internet Explorer or Mozilla Firefox 
and typing the following URL: http://eserve.hr.tufts.edu/ into the browser window's 
address bar.   

 

 
 
 

This page precedes the Employee Self Service log in page. HR will post messages 
to the user community regarding system down times and availability on this page.  This 
page also provides links to user documentation.  You can log in to Employee Self Service 
by clicking on the “Employee Self Service Login” link. 

 
 
 
 
 
 
 
 
 
 
 

http://eserve.hr.tufts.edu/
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The Log In Page 
Type your User ID and your Password.  Now, Click on the Sign In button and the 
Employee Self Service system will validate your User ID and password.  
Note that the password is case sensitive. 
 
 

 
 
 
 
Employee Self Service Menu 
The Human Resources Self Service Menu is the main menu for Employee Self Service.  
You can view your Time Off Information, Personal Information, Payroll and 
Compensation, and Benefits information by selecting a link below. 
 

 
Personal Information Menu 
This page contains links to all of your personal information, including your e-mail 
address, mailing address and emergency contacts. 
You may select any of these links to view current information and make necessary 
changes. 
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Home/Mailing Addresses 
From the Personal Information menu, select Home/Mailing Addresses. This is the 
address the University uses to send you important material such as benefits information 
and W2 forms.  From this page, you can change your Home and Mailing Address.  Enter 
the new or corrected information and select the Save button. 
 
 
Phone Numbers 

 

Add, change or delete your personal phone information.  Your work phone number is 
maintained in the Tufts directory at http://whitepages.tufts.edu/.  Select "Edit Work 
Phone" and follow the directions to edit your work phone.  
 
 
E-mail Address 
Here you can view your email address. To change this information, you will need to 
contact your FSP (IT Support person). There is a link to the UIT web page where you can 
search for the FSP for your department. To do this, select the link ‘Lookup FSP\IT 
Support Persons. 

 
 
Emergency Contacts 
From here you will be able to add and edit information listed for your Emergency 
Contacts. 
 
 
Ethnic Groups 
Report your race/ethnic group to meet federal government reporting requirements. 
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Benefits  
From the Human Resources Self Service Menu, select the Benefits link. 

 
 

 
 
 

 
Benefits Menu Page 
Select links to view a summary of your benefits, life insurance, heath benefits, savings 
plans, flexible spending account information and dependents.   
 

 
 
Benefits Information 
From the Benefits Information page, review health, insurance, savings, and other 
benefits information. 
 
 
Dependents and Beneficiaries 
Review dependents and beneficiaries covered under your benefit plans and edit 
dependent/beneficiary personal information. 
 



Employee Self Service - Navigation 

Copyright 2009 Trustees of Tufts College 
All rights Reserved 6 

 
 
Benefits Summary 
From the Benefits Summary page, view a listing of the benefits plans that you are 
enrolled in. Each link below will provide you with greater detail. 
 
 

 
 
 

Dependent/Beneficiary Information 
Review and/or update dependent and beneficiary information from this page. 
 
 
Insurance Summary 
Select Insurance Summary to review your life and AD&D insurance. 
 
You may also add/change your insurance beneficiary information by selecting the edit button in 
the insurance plan detail.  You may edit allocations here as well. 
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Payroll and Compensation 
To review your pay and compensation history, update direct deposit and other 
deductions, select Payroll and Compensation from the Self Service Menu.  

 
 

 
 
 
 
Payroll and Compensation Menu 
From the Payroll and Compensation menu you can view information regarding your 
current and past paychecks, direct deposits, and you can change your federal and state 
tax withholdings. 
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View Paycheck 
The View Paycheck page will display recent paychecks. To view a particular paycheck, 
select the check date desired.  This will display detail for the full paycheck you selected. 
 
 
 Notice of Deposit 
This page allows you to set up an email reminder to be notified when your paycheck is 
ready to view. 
 
 
Voluntary Deductions 
This page allows you to add or update your voluntary deductions made through the 
Tufts Community Appeal. 
 
 
Direct Deposit 
The Direct Deposit link will display information associated with your direct deposit 
account, including transit and account number. 

 
 

Compensation History 
Select this link to review your compensation history for base salary changes. 
 
 
W-4 Tax Information 
Federal and State tax withholding information can be changed on this page. Enter the 
number of allowance you are claiming in the space provided. This page provides a link 
to the federal worksheet. 
 
You will be required to reenter your password to make tax withholding changes. 
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Time Off Information 
The Time Off information page contains a summary of your current Time Off balances and the 
amount of Time Off you have taken.  Please see Time Off Information Tip Sheet. 
 
 

 
 
 
 
Password Maintenance 
To manage your password, select Change My Password from the Human Resources Self 
Service Menu. 
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Change My Password Menu Page 
From the General Profile Information menu, you may change your password or security 
question. 
 

 
 

Changing Your Password 
From this page you can change your password at any time. The password rule set  
provides you with password requirements. 
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