


Administrative Notes: 

Please mute yourself.
Please allow for entire presentation to be presented.
Please put questions in Chat for later discussions.
Zoom Session will be recorded.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE (ESS)

BRIEFING BY PRINCESS LIPSCOMB, INFORMATION TECHNOLOGY, ERP TEAM MANAGER

PRINCESS.LIPSCOMB@HAMPTONU.EDU 757-727-5960

PHASE I DELIVERABLES – 2 OCTOBER 2023 – READ ONLY ACCESS TO SELECTED AREAS

PHASE II – 2 NOVEMBER 2023

PHASE III – 2 DECEMBER 2023

PHASE IV – BEFORE END OF 2023

**NOTE:  AS FEATURES ARE APPROVED FOR DELIVERY, AN ANNOUNCEMENT WILL BE BROADCAST/TECHTALK 
SCHEDULED

mailto:Princess.lipscomb@hamptonu.edu


HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE  (ESS) PHASE I
HAMPTON UNIVERSITY ACTIVE EMPLOYEES (NO TEMP AGENCY EMPLOYEES)

LOG HTTPS://EMPLOYEESELFSERVICE.HAMPTONU.EDU:8443/EMPLOYEESELFSERVICE/SSB/HRDASHBOARD#/HRDASHBOARD
[YOU WILL LOG IN AND FOLLOW ALONG SEEING YOUR  OWN INFORMATION]

AREAS’ VIEWING ABILITY

LEAVE

EARNINGS

PAY

BENEFITS – MUST CONTACT BENEFITS COORDINATOR (NOT VIEWABLE AT THIS PHASE I LEVEL)

TAXES

JOB SUMMARY

EMPLOYEE SUMMARY

https://employeeselfservice.hamptonu.edu:8443/EmployeeSelfService/ssb/hrDashboard#/hrDashboard


Initial Screen before logging in Logging into Employee Self Service

If you cannot log in, contact HelpDesk – helpdesk@hamptonu.edu Subject: ESS login

MUST BE ON HU Network to Log In:  Desktop, Laptop, Phone (Pirate2 - wireless)

mailto:helpdesk@hamptonu.edu


EMPLOYEE SELF SERVICE DASHBOARD





HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE I

 AREAS’ VIEWING ABILITY

NOTE:   Amounts may not reflect any leave taken but not applied in the system by HR as of yet.

LEAVE BALANCE INFORMATION



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – LEAVE BALANCE INFORMATION

NOTE: Amounts may not reflect any leave taken but not applied in the system by HR as of yet.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – PAY INFORMATION

 PAY STUBS

NOTE:  Paystubs available from start of employment to current date (data brought into Banner)



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE I
AREAS’ VIEWING ABILITY – PAY STUB INFORMATION

NOTE:  Paystubs available from start of employment to current date – SAMPLE of What is on Screen.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE I
AREAS’ VIEWING ABILITY – Click on Pay Date to see DETAILS and PRINT

NOTE:  Paystubs viewing Details and Printing available for each stub.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – PAY INFORMATION

 DEDUCTION HISTORY – ALL LISTINGS

NOTE:  Deduction History available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Date Range or Position

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Date Range  (View Only)

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Date Range – HOLIDAY PAY

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Date Range – SICK TIME

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Date Range –VACATION PAY

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Position

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE IAREAS’ VIEWING ABILITY – EARNINGS

EARNINGS – By Position

Ability to Download all listed into an Excel spreadsheet to view

NOTE:  Earnings available from start of employment to current date.



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE PHASE I
AREAS’ VIEWING ABILITY – TAXES

NOTE:  Taxes available from start of employment to current date.



AREAS’ VIEWING ABILITY – TAXES Section

W4 Information



AREAS’ VIEWING ABILITY – TAXES Section

Electronic Regulatory Consent



AREAS’ VIEWING ABILITY – TAXES Section

Electronic Regulatory Consent



AREAS’ VIEWING ABILITY – TAXES Section

1095-C Employer-Provided Health Insurance Offer and Coverage Statement



AREAS’ VIEWING ABILITY – TAXES Section

W-2 Wage and Tax Statement



AREAS’ VIEWING ABILITY – TAXES Section

W-2c Corrected Wage and Tax Statement



AREAS’ VIEWING ABILITY – JOB Summary

Job Information: Current and Previous



AREAS’ VIEWING ABILITY – JOB Summary

Job Information



AREAS’ VIEWING ABILITY – JOB Summary

Previous Jobs’ Information



AREAS’ VIEWING ABILITY – EMPLOYEE Summary



CONTACTS

HR Office – HROffice@HAMPTONU.EDU

Finance Payroll Office – PAYROLLOFFICE@HAMPTONU.EDU

Access to Banner Employee Self Service (ESS)  – princess.lipscomb@hamptonu.edu or  
helpdesk@HAMPTONU.EDU Subject: ESS  provide HUID

[user account might be locked due to multiple tries, PIN reset,  user help]

***Regular Banner Access is not required to get into Employee Self Service – only need to be active Hampton University employee***

mailto:HROffice@HAMPTONU.EDU
mailto:PAYROLLOFFICE@HAMPTONU.EDU
mailto:%E2%80%93princess.lipscomb@hamptonu.edu
mailto:helpdesk@HAMPTONU.EDU


QUESTIONS??



HAMPTON UNIVERSITY - EMPLOYEE SELF SERVICE (ESS)

NEXT DELIVERY -- PHASE II – 2 NOVEMBER 2023

PHASE III – 2 DECEMBER 2023

PHASE IV – BEFORE END OF 2023

**NOTE:  AS FEATURES ARE APPROVED FOR DELIVERY, AN ANNOUNCEMENT WILL BE BROADCAST ON FEATURES AND 
SCHEDULED TECHTALK
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