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[CLIENT GUIDE TO EMPLOYEE 
SELF-SERVICE ACCESS V1] 

Employee Self-Service allows your employees to set up an account where they will have the access to 
view and print their own pay stubs and W-2s/1099s. 
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How to set up your employees with Self-Service access 
You can add an employee to Self-Service access at time of hire or at any time during their tenure with 
you. Your Specialist can also add Self-Service to your account at no extra cost. 

New Employee: Set Up Self-Service Access 
Quick Hire or New Hire Wizard 

• Navigate to Employee Management à Quick Hire or New Hire Wizard 
• The Enable Self-Service Access box will be checked if Employee Self-Service is active on your 

account, as seen below. 
• Enter your employee’s work or personal email address in the Work Email Address field. 
• Once you have completed all new hire information and select Save, a system generated 

email will automatically be sent to your employee to prompt them to activate their access. 
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Existing Employee: Set Up Self-Service Access  
• Navigate to Employee Management à Employee Maintenance à General 
• On the bottom right, you will find the Work Email Address field and the Enable Self-Service 

Access check box.   
 

  
 

• Enter your employee’s work or personal email address in the Work Email Address field. 
• Next, check the Enable Self-Service Access box 
• Select Save at the top left of the screen, underneath the employee’s name as seen below. 
• A system generated email will automatically be sent to your employee to prompt them to 

activate their access as seen on Page 2.  
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Troubleshooting Self-Service Access 
Employees may come to you regarding their Self-Service access if they have been locked out of their 
account and/or they do not remember their password as well as answers to security questions in order 
to reset their password.  Here are the steps to resolve those situations:  

Employee is locked out of their account 
• Navigate to Employee Management à Employee Maintenance à General 
• If the employee is locked out, the Self-Service Account Locked box will be checked.    
• Uncheck the Self-Service Account Locked box, then click Save on the upper left.   
• This unlocks the employee’s account and allows 4 additional attempts to log in. 

 

Employee needs password and/or security questions /answers reset 
• Navigate to Employee Management à Employee Maintenance à General 
• Step 1: Uncheck the Enable Self-Service Access box.   
• Click Save, located at the top left to disable their access. 
• Step 2: Re-check the Enable Self-Service Access box. 
• Click Save again to enable their Self-Service Access.   
•  This will send the employee a new welcome email, prompting the employee to establish a new 

password and security questions/answers, as seen on Page 2. 
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Enhanced Employee Self-Service Overview 
What is Enhanced Employee Self-Service? 

Enhanced Employee Self-Service allows employees to view and submit update requests for their 
information, limited to: 

• Name and Address 
• Tax Information (status and exemptions) 
• Direct Deposit Information 

 
What do you need to know about Enhanced Employee Self-Service? 

• The enhanced features are all-encompassing.  If you opt in, all employees will be able to submit 
requests to update all 4 types of information: Name, Address, Tax Info and Direct Deposits.  

• Payroll Contact would need to complete the Enhanced Employee Self-Service Authorization 
Form, where they will designate Approvers. 

• Approvers do not have to be a contact on the account or an online client user.  They only have 
to be registered for Self-Service as that is where they will log in to review employee requests. 

• “Approvers” are then set up on the account.  The Approvers can review and approve/deny their 
assigned employees’ requests per their company’s employee information policy. 

• Please see the Employee and Approver Self-Service guides for more details about their tasks. 
 
What happens when an employee submits an Update Request? 

Once the enhanced features are set up on the account, we recommend that employees are each 
assigned two Approvers.  Once the Approvers are assigned, the process for submitting and reviewing 
updates are as follows: 

 

Approver: Receives notification of request and logs 
into Self-Service to review the request.

Employee submits Update Request via Employee Self-Service

Request is Rejected:  
The employee receives an email that 
their request was rejected, and their 
profile in Heartland is not changed.

Request is Approved:  
The employee receives an approval 

email, and their profile in Heartland is 
updated instantly. 
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Approvers: Important Details 
 

• Complete the Enhanced Employee Self-Service Authorization Form to designate Approvers. 
• Approvers do not have to be a contact on the account or an online client user.  They only have 

to be registered for Self-Service as that is where they will log in to review employee requests. 
• Each employee can be assigned two Approvers, which is recommended.  When an employee 

submits an Update Request, their Approvers are notified by email to log in and review. 
• There are two “types” of Approvers: Manager Approver and Supervisor Approver.  However, the 

Approvers do not have to be managers or supervisors.  They are simply titles for access. 
 

Examples of Approvers as it may apply to your business: 

1. Managers and Supervisors: The Operations Manager could be assigned to all Ops 
employees and Sales Manager to Sales employees.  The second Approver for each 
employee could be their direct supervisor.  Each employee would have 2 specific 
Approvers. 

2. HR Contact and Payroll Contact: The HR contact could be assigned to all employees 
as the “Manager Approver”, and the Payroll contact could be assigned to all 
employees as the "Supervisor Approver".  They would both be able to 
review/accept/reject all employee updates in that case. 

 
• The Approvers can review and approve/deny their employees’ requests per their company’s 

employee information policy.  
§ We recommend to review company policies with Approvers so that they are aware of 

any documentation or forms needed to be able to review, accept or deny update 
requests. 

§ Our instructions to Approvers: Company policies vary when verifying changes to 
employee information.  Please follow your company’s policy when reviewing, approving 
and rejecting update requests.  This can include, but is not limited to: 

o Name Change Verification: Social Security or ID Card, Driver or Marriage 
License 

o Address Change: Driver License, updated W-4 form 
o Tax Change: W-4 form, State/Local withholding form 
o Direct Deposit: Direct Deposit Authorization Form, Bank Documentation  
o Other company forms required for employee information updates 
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Approver Access & the Enhanced Employee Self-Service Authorization Form 
 
Approvers will have access to the “Pending Transactions Dashboard” where they can view information 
submitted via an employee update request.  You can approve additional access on the authorization 
form as seen below. 
 
Additional Optional Access: You have the ability to add the following access to your Approver types.  If 
you choose to do so, the access will apply to all Approvers of that type.  
 

• Edit Updates Feature: This allows the Approver the ability to edit the information submitted by 
the employee prior to approving.  This will help ensure accurate changes and also give the ability 
for the Approver to prenote direct deposit accounts. 
 

• Employee Data Access Feature: This allows the Approver to view the employee’s profile 
information, including Name/Address, Tax Status/Exemptions, Salary/Pay Rate, Check History 
and W2’s.  The Approver will be able to view this information on all employees assigned to 
them, not just the employees who are submitting a request. 

 
Approver Types: Your account will be set up with two types of Approvers, “Manager Approver” and 
“Supervisor Approver”.  They do not have to be contacts or have online access to the payroll account.  
Please see additional details on the prior page under “Approvers: Important Details” as well as the form. 
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Information needed to set up Enhanced Employee Self-Service 
 

1. Enhanced Employee Self-Service Authorization Form  
• Complete to authorize Approvers. You will need to complete multiple forms if more Approvers 

are needed than are listed on the form. See previous page for more details. 
 

2. Employees and their assigned Approvers 
• Online Update Option: If you have online access to your payroll account, you will be able to 

update your employees once the setup is complete to assign each employee two Approvers.  
See the section “Assign Employee’s Self-Service Approvers Online”. 

• Specialist Update Option: If you would like your payroll specialist to update your employees with 
their two Approvers, we can produce an active employee listing called the “Approver Report” in 
Excel so you can update the two columns.   

§ Complete your custom “Approver Report” as shown below.  Initially, fill in the Manager 
and Supervisor names for set up.  Please do not alter any other data on this Report. 

§ Once the Enhanced Features are active, we can schedule this report to generate 
automatically for each pay period. That way, you have a current record of the 
employees' Approvers as well as the ability to identify any employees that may need to 
be updated. 

 

 

Self-Service Approver Changes 
• When the employee submits an update, an email notification is sent to their Approvers and the 

request will show on the Approver’s Pending Transactions Dashboard. 
• If an employee has outstanding update requests and their Approver has changed, the newly 

assigned Approver will now see the requests on their dashboard, even if the change was 
submitted previously. 

• Terminated Approvers: Please do the following when an Approver is terminated. 
1. Disable their Self-Service Access: Employee Management à Employee Maintenance à 

General à uncheck Enable Self-Service Access box, or ask your Specialist to disable their 
access 

2. Reassign any employees who were assigned under the Terminated Approver to a new 
Approver. 
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Assign Employee’s Self-Service Approvers Online 
Employee Management à Employee Maintenance à Jobs 

 

1. “Manager Approver Type”: Update these employees first. 
2. “Supervisor Approver Type”: Update these second, and choose their “Manager Approver”.  
3. Employees: Edit & choose their “Manager and Supervisor Approvers”. (Can add “job” if applicable) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 

Step 1 

Step 3 

Step 2 
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Enhanced Employee Self-Service Process Details 
Once the enhanced features have been added to your account, the process is as follows: 

1. Employee logs into Heartland Employee Self-Service and submits an update request for one of 
the following: Name, Address, Tax or Direct Deposit.  

2. Automated emails are generated once the employee submits: 
• Employee email subject: “Your Employee Update Request has been received” 
• Approver email subject: “Approver: Request Received, Review Needed” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The Approver logs into https://www.heartlandcheckview.com to review.  This is strictly a 
desktop site, so they will have to access using a desktop or a laptop. 

4. Approver reviews Update Request per your employee information company guidelines and can 
choose to Approve or Reject the employee’s update request.   

• Our instructions to Approvers: Company policies vary when verifying changes to 
employee information.  Please follow your company’s policy when reviewing, approving 
and rejecting update requests.  This can include, but is not limited to: 

§ Name Change Verification: Social Security or ID Card, Driver or Marriage License 
§ Address Change: Driver License, updated W-4 form 
§ Tax Change: W-4 form, State/Local withholding form 
§ Direct Deposit: Direct Deposit Authorization Form, Bank Documentation  
§ Other company forms required for employee information updates 

5. The employee receives an automated email confirming that their update request has been 
processed.  The “Approved” email asks for the employee to verify their paystub for accuracy and 
the “Rejected” email asks them to verify their information and resubmit.  
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Client	Verification	of	Employee	Changes	
The enhanced features of Employee Self-Service are a convenient option for your employees to request 
changes.  We recommend that you review all employee changes to ensure the data is accurate and 
follows your employee data change company policy. We recommend reviewing your company’s policy 
on employee information with both your Approvers and employees. 
 
Since the responsibility will fall under the employer to verify employee changes, we are providing 
helpful tips to ensure employee changes are handled effectively and accurately. 
 

Direct Deposit Verification 

• Prenote Status: We strongly suggest to use the status “Prenote” for all new direct deposits as 
well as changes to existing accounts.  The Prenote status sends a test file to the bank before you 
send your money there, to help ensure a successful direct deposit.   
 

• Heartland cannot be held responsible for inaccurate banking information.  Should this occur, we 
may not be able to successfully pull the funds back if sent to the wrong account in error.  
Therefore, we do not recommend setting up new direct deposit accounts with the “Active” 
status as the banking information is not tested before a live deposit is attempted. 
 

• We have safeguards in place to help in your verification of direct deposit changes.  The primary 
payroll contact will receive an email when direct deposit information is updated to alert them of 
the change.  This includes update requests submitted via Employee Self-Service. 
 

• We also have an “Employee Direct Deposit Change Notification” Report.  This report is 
generated whenever there are changes between the last payroll processing and the current 
time.  Online clients can pull this report themselves or if you have a different processing 
method, you may request that your specialist email the report to you prior to processing. The 
date/time, Employee Name, change information and the user are all recorded.  

§ Employee submitted the update request: the user column will show the employee’s 
email address. 

§ Approver edited the direct deposit information prior to approval: the user column will 
show the Approver’s email address. 

§ Client User or a Heartland user updated the information: the user column will show 
that individual’s username. 

 

Direct Deposit Verification 

Direct Deposit Verification 
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Address and Tax Information Verification 

It is important to verify address changes and tax information changes to ensure employees are being 
taxed properly.  Here are the instructions from the Approver guide: 

 

 

 

 

States with Local Taxes: We want to ensure that the correct taxes are being withheld from the 
employee’s check, so please reach out to your specialist for zip code changes in states with Local Taxes, 
and we’re happy to verify the employee’s profile.  It’s best to be proactive when it comes to verifying 
taxation, to avoid incorrect withholding that could require corrections and possibly amended returns. 

 

New States: If an employee is added or updated with an address in a state that is not set up on your 
account, please let your specialist know right away.  We will work with you to gather the information 
needed to set the new state up on your account.   

To keep an eye out for this situation, review your Exceptions Report prior to processing payroll.  If there 
is a state listed with the description “This jurisdiction is not authorized and therefore the tax will not be 
withheld”, that indicates that we need further information to set up the new state on your account.  
Please see the example below: 

 

 

 

If you have questions about any employee changes, please reach out to your specialist. 

 

 

 

Zip Code changes in states with Local Taxes & employees in new states:  

Have your Company’s Payroll Contact reach out to their specialist to verify the 
employee’s tax location. One zip code may encompass multiple local jurisdictions 

and new states to the company will have to be set up on the account. 
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Employee	Self-Service	Resources	
Please reach out to your specialist if you would like any of these resources.  We’d be happy to email 
them to you! 

Employee Guide to Self-Service 
This guide was created to walk employees through the following tasks on the desktop and mobile sites: 

• Activating their Self-Service Access 
• Logging into Employee Self-Service 
• Troubleshooting (Ex: If employee is locked out) 
• Employee Navigation 
• Retrieving Paystubs and W-2s 
• Enhanced Features: Employee Update Requests 

§ Name/Address, Tax Information, Direct Deposits 

Please distribute this guide to your employees and reference it to assist with answering employees’ 
questions regarding Self-Service.   

Approver Guide to Self-Service 
This guide was created to walk Approvers through the following tasks on the desktop site: 

• Enhanced Features: Employee Update Requests 
§ Name/Address 
§ Tax Information 
§ Direct Deposits 

Please distribute this guide to your Approvers to assist them with the task of reviewing and 
approving/rejecting Employee Update Requests. 

Approver Report 
We can create a custom report that acts as an employee listing with their Approvers.  During the setup, 
you can fill in the Manager and Supervisor Approvers if you would like your specialist to update the 
employees’ profiles with their assigned Approvers.   

We can schedule this report to generate automatically each pay period. That way, you have a current 
record of the employees’ Approvers as well as the ability to identify any employees that may need to be 
updated. 

 
 


