
Accessing the Human Resources/Payroll Website 
 
To enter the BYU HRS / Payroll page, you need to navigate to the BYU home page and 
log in to Route Y. 
 

BYU Home Page 
 
http://www.byu.edu 
 

 
 



Route Y Interchange 
 
Under the “Work” heading, select the “Human Resources/Payroll” link. 

 
 
 



PeopleSoft 8.8 Disclaimer 
 
By clicking on the Human Resources/ Payroll link you will be directed to the Terms & 
Conditions page.  The information that you may access through the system is private and 
confidential. You may only use that information as part of the normal process to fulfill 
your job responsibilities.  Safeguard your password to prevent others from gaining access 
to private information for department personnel or your own personal data. 
 

 
 
Please read the Terms & Conditions and select whether you accept or not.  This Terms & 
Conditions page will come up every 14 days.  If you chose not to accept you will be 
directed back to the BYU Homepage.  If you accept, you will be directed to the system. 
 
 



PeopleSoft 8.8 Home Page 
 
The Menu options listed on the left side of the page correspond to the security access that 
has been assigned to you by your Security Access Coordinator.  Some security groups do 
not have all the options, or may have more options than shown on this page. 
 

 



Individual Self-Service 
 
To view individual self-service information click on “Employee Self Service.”  From 
here click on the “Employee Home” link.  This will bring up all the Self Service pages 
that you can access. 
 

 
 
 
 
 



Payroll Self-Service 
To view Payroll Information click on the “Payroll & Compensation Home” link.  From 
this page Paycheck, Direct Deposit and W4 information can be viewed and updated. 
 
 

 
 



Payroll Self-Service 

View Paycheck 
The Self-Service view paycheck option allows you to view all of the same items above as 
you have with the previous system with the EXCEPTION of Vacation and Sick.  The 
reason for this is because it is now real-time.  That is, when you take or earn leave, it will 
be updated that payroll.  Thus, you will have an accurate view of your leave time.  You 
can view this by clicking on the link at the bottom of the page label “Leave Accrual”  
 
 

 



Direct Deposit 
Creating your Direct Deposit will virtually be the same as you have done previously. 
Entering your first bank: 

• Account Type: Choose either Checking or Savings 
• Deposit Type: Will always default to % of Net Pay 
• Amount/Percent:  This field will always be 100%  
• Institution:  Here you will search for your bank with the appropriate 

routing number 
• Deposit Order:  This field will always default to 300.  
• Now click Save! 

 

 
Now that you’ve saved your information, on this page you will be able to edit and/or add 
a Second bank. 

• You are only allowed to enter 2 banks 
• Note you will NOT be able to delete your first bank. 
• To add a Second bank; Click on “Add Account” 

 



Entering your Second and final bank: 
• Account Type: Choose either Checking or Savings 
• Deposit Type: Will always default to “Amount” 
• Amount/Percent:  Enter the Dollar Amount to be taken out of your check 

and deposited into this account 
• Institution:  Here you will search for your bank with the appropriate 

routing number 
• Deposit Order:  This field will always default to 100 
• Now click Save! 

 
 
Once you have saved bank information: 

• You can view this information to edit 
• You may delete your SECOND BANK ONLY 

 

 
 



 

W-4 Tax Information 
 

• First enter total number of allowances you are claiming 
• Next, indicate if you wish to have an additional amount withheld 
• Then you will need to select either the single or married 
• You will need to file your Form W4 in the Payroll Office, D-55 ASB, under the 

following circumstances: 
- If you wish to be “exempt” from tax withholding 
- If you wish to file more than 10 allowances 
- If you are a non-resident alien employee 

 

 
 
 



 

Employee Sick-Vacation Self Service View 
 
To view your Sick & Vacation click on the “Sick & Vacation Balances” link.  This page 
contains individual sick and vacation information for full time employees. 
 
 

 
 
 
 
Column Information: 
LEAVE PLANS (First Blue Bar): 1 = sick; 2 = vac (use arrows to scroll and select) 
LEAVE ACCRUAL BALANCES (Second Blue Bar): history (use arrows to scroll) 
 
Accrual Date: End date of last pay period  
Carry Over: Number of hours carried over from previous year 
YTD Earned: Year-to-Date hours earned 
YTD Adjusted: Year-to-Date hours adjusted 
Hours Accrued: Number of hours accrued each pay period 
Hours Taken Current: Number of hours taken each pay period 
Hours Adjust Current: Number of hours adjusted each pay period 
Leave Hours Balance: Balance each pay period 



Benefits Information 
 
To view Benefits Information click on the “DMBA Benefits” link.  These are view-only 
pages.  Questions or changes may be addressed to the BYU Benefits Office at 422-4716. 

Personal Information 
The first page/tab that is displayed contains your personal information.  This page lists 
your family members and identifies those who are no longer eligible for DMBA benefits.   
 
 

 
 

Insurance Information 
To view “Insurance Info” click on the second tab.  This page provides a quick view of 
your insurance coverage.   
 

 



 

Financial Information 
To view “Financial Info” click on the third tab.  This page provides a quick look at your 
financial plans.   
 

 
 
 

Miscellaneous Benefit Information 
To view “Misc. Benefit Info” click on the fourth tab.  This page provides a quick look at 
your additional BYU Benefits. 
 

 
 



 

Benefit Summary 
To view “Benefit Summary” click on the fifth tab.  This page provides a quick summary 
of your benefits. 
 

 
 


