
Department Self Service 
 

Personal/Job Data – Dept 
 
These pages allow you to look up personal and job information for employees in your 
area.  You can view all employee classifications—full-time staff and administration, 
faculty, students, etc.—depending on the access that has been requested for you. 
 
First, for the employee you wish to view their information.  Note that EmplID is the 
Student ID.  Name is a full name search in the following format:  Last Name,First Name 
 

 
 
There are two pages/tabs; the first page/tab contains basic job and personal information. 



 
 
The second page/tab contains address and phone information for the employee. 

 



Job History – Dept (Last 3 Yrs) 
 
These pages allow you to look job history for employees in your area.  You can view all 
employee classifications—full-time staff and administration, faculty, students, etc.—
depending on the access that has been requested for you. 
 
First, for the employee you wish to view their information.  Note that EmplID is the 
Student ID.  Name is a full name search in the following format:  Last Name,First Name 
 

 
 
There are two pages/tabs; the first page/tab contains the job history and indicates whether 
it is history, current or future.  Note that it is sorted by empl record number (for example, 
if an employee had two jobs on campus, it would show the history of the first and then 
the history of the second). 



 
 
The second page/tab contains additional pay history for contract employees. 



 
 
 



Employee Reports 
 
This report provides you with a list of employees in your department.  Select whether you 
want a list of all employees or student employees.  Select which department you want to 
run it for (if you leave ALL in the department field it will run for all departments you 
have access to).  Click Load Employee Data and the information will populate in the grid.  
For help with sorting or downloading to excel, click on the links provided. 
 

 
 
 

BYU Payroll Report By Account 
 
This report provides you with information about who was paid what amount on what 
accounts in a specified pay period.  First, you will be asked to indicate a Run Control ID.  
Click Search. 
 

 
 
If the results indicate “No Matching Entries Found” then click on the Add a New Value.  
Enter your Net ID and click Add.  NOTE:  The next time you come in to the report, you 
can hit Enter on your keyboard and do NOT need to add a new value. 



 
 
The next page will allow you to select the information you want to receive.  Leave BYU 
as the company.  Select a Description (or payperiod): 
Bi-Weekly 2005-01-14 
Monthly 2005-01-31 
Entire Month 2005-01 
Accruals 2005-01-15 Payroll Accrual 
Reversals 2005-01-15 Payroll Accrual Reversals 
 
You may enter the Speedtype, Account, and Subclass or choose to leave it blank and run 
it for all accounts you have access to.  Select or unselect pay groups you wish to run it for 
(see the following link for descriptions of the pay groups: 
http://star.byu.edu/paygroups.php).  Select how you would like the report to be sorted.  
After entering all the parameters, click Run. 
 

 
 



On the Process Scheduler Request page just click OK.  There is no need to select or 
unselect anything else. 
 

 
 
Once you click OK, the system will run the report and email the information to you in an 
attached Excel file. 
 

 
 



Admin Sick/Vacation Entry 
 
Use this screen to enter the sick and vacation days taken by Administrative personnel for 
the month specified.  Once you have entered the hours click Save.  If the heading says: 
“Payroll Currently in Progress”—Payroll is currently running and entry is blocked.  Any 
adjustments that need to be made after Payroll has run should be called in to Evelyn 
Young in Compensation at 422-4092. 
 

 
 
Click on blue summary to view individual employee history.  The first page will show the 
sick hour history. 
 

 
 
Use the arrows on the first blue bar to view the next plan type (vacation hours). 
 



 
 

Staff Sick/Vacation Summary 
 
Use this page to view sick and vacation hours for Full-Time Staff employees.  This is a 
display page only.  Use the Kronos system for entries for Full-Time Staff.  Just like the 
administrative page, you can click on blue summary to view individual employee history. 
 

 


