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An Overview of Employee Self-Service (ESS)-Quick Reference Guide

The Employee Self-Service (ESS) tab in the BUworks portal allows employees to display, add and maintain information about
themselves, their families and/or dependents. It also gives them information about their enrollment in benefits plans, provides them
with the ability to view pay related data such as salary statements, update bank related information and make W-2/W-4 elections.
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Learn the System

BUworks Onling Hedp can show you tha way

0 help you

Welcome to QPO - QA Portal
A personalized view of University resourcas designed 1
managa your dailly work

1. Log on to BUworks Central https://ppo.buw.bu.edu
2. Click on the Employee Self Service (ESS) tab

- Homepage | Listof Services | Search

......

Review your time balances and plan your time off. Weekly
employees can record working time.

Quick Links
Time Cff Request

i@ [Benefits and P
o8,
100 :’“1)

Display the plans in which you are currently enrclled and
enrcll in new benefit plans.

Display your salary statement and your direct deposit
information.

Quick Links

BU Total Rewsrds and myFiTage
Salary Statement

W-2 Election

W-2 Display

-] |Perseonal Information

© Manage your addresses, emergency contact, perscnal
data, information about family members and dependents
and your race and ethnicity data.

Work Environment
==

e Display the University property assigned to you.

% I Travel and Expense Reimbursements I

Review the University's Travel Policy, spply for a Travel
Credit Card, and manage Travel and Expense
Reimbursements vis Concur.

g

Acoess non-Blhworks self-service functions, such as
enrcliment for FitRec, Parking Permits and Temier
Convenience Plan.

3. There are six options available via the ESS tab:

- Time Services

- Benefits and Pay

- Personal Information

- Work Environment

- Travel and Expense Reimbursements
- Campus Services
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https://ppo.buw.bu.edu/

An Overview of Employee Self-Service (ESS)-Quick Reference Guide

Employee Services

- Homepage | List of Services | Search

Work Environment
Ty =

Review your time balances and plan Dizplay the University property assigned
your time off. Weekly employees can to you.
record working time.

Quick Links o Travel and Expense
Time Off Reguest G.,_) \ Reimbursements

4. The Time Services section allows weekly paid employees
to record time by filling out timesheets and exempt
employees to request for absences. Depending on whether
the employee is weekly paid or monthly paid the Time
Services section will show or hide the Record Working
Time entry.

For instructions, visit the Time Related Instructions tab on
the HCM Help Resources webpage.

- Service Map

Benefits Enrollment Overview

[]m Benefits Participation Overview

View a list of plans in which you are currently enrolled.

I(}ther Benefits Services I
uition Remission
Apply for the tution remission benefit for yourself, your spouse, or your unmarried dependent
children.

BU Benefits Center — Retirement Plan Enroliment

Enroll or change your contributions in the BU Retirement Savings Program

Flexible Spending Account Balances

The link above will redirect you to the website for the P&A& Group.

BU Total Rewards and myFiTage

View the total value of your combined benefits and pay and check in on your retirement readiness

@8

ﬁ) Salary Statement

“fou can view your most recent salary statement here.

Direct Deposit

Enter, change, or delete your bank information.

W-4 Tax Withholding

*fou can create, change, and display the information included on the W-4 form here.

W-2 Election

*fou can make the election for paper or online W-2 delivery here.

W-2 Display

You can view your most recent W-2 here.

5. The Benefits and Pay section allows employees to
information about current enroliment in benefits plans.

For instructions on viewing the salary statement click here

For instructions on adding/changing/deleting bank related
information related click here
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http://www.bu.edu/tech/support/buworks/help/hcm/
http://www.bu.edu/tech/files/2015/11/View-Salary-Statement.pdf
http://www.bu.edu/tech/files/2016/01/direct_deposit_instructions.pdf
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Employee Services Area

Back

* Service Map

Personal Information I
Personal Profile

Display and update your personal data, home address, emergency contact, family member/dependents
and direct deposit information.

Office Address

Display and update your office address.

BU Alert Information

Display and update your BU Alert contact information.

Visa, Citizenship, Race, Ethnicity and Veteran Status

Display your visa and citizenship information and update your race. ethnicity and veteran status.
Self Identification of Disability and Veteran Status

Review the definition, your rights and update your status.

6. The Personal Information section allows employees to
display/change personal profile and information related to
family members & dependents.

It also allows employees to display/edit office address, BU
alert information, Visa/Citizenship/Race/Ethnicity/Veteran
Status Information. For instructions, click here

Employee Services

- Homepage | ListofServices | Search

Time Services - Work Environment
x|l

Review your time balances and plan your time off. Weekly employees
can record working time.

Display the University property assigned to you

Quick Links
Time Off Request

. )I Travel and Expense Reimbursements I

N Review the University's Travel Policy, apply for a Travel Credit Card, and

manage Travel and Expense Reimbursements via Concur.

7. The Work Environment section displays university
property assigned to you (e.g. Computer)

8. The Travel and Expense Reimbursements section allows
employees to review the University’s travel policy and to
manage travel and expense reimbursements
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http://www.bu.edu/tech/files/2018/09/updating-personal-information-ESS.pdf
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9. The Campus Services section allows employees to access
Emeloves Sendces non-BUworks self service functions such as enrollment in
FitRec, apply for Parking Permits, Transportation related
benefits as well as the Terrier Convenience Plan

- Homepage | Listof Services | Search

ime Services Work Enviranmen! t
Q=

Review your time balances and plan your fime off. Weekly employses Display the University property assigned to you
r working fime.

Quick Links. /) Travel and Expense Reimbursements
Time Off Request SH

Review the University's Travel Policy, apply for a Travel Credit Card, and
manage Travel and Expense Reimbursements via Concur.

yl“)_ Benefits and Pay

|:|'§I]
100
=2 Display the plans in which you are currently enrolied and enrollin new (it | Campus Services

benefit plans. ﬁi‘ )
Displs i state it and direct d it infc i °
ISPy your salary statement and your direct deposit infermation Access non-BUworks self-servics functions, such as enrollment for

FitRec , Parking Permits and Terrier Convenience Plan.

Quick Links.

10. Under Campus Services, employees can apply/manage
MBTA pass and Campus parking, Bicycle Commuter
reimbursement benefits as well enroll in Terrier

~ Service Map Convenience plan or enroll as a member/manage
membership to the Fitness Recreation Center, FitRec.

Employee Services Area

Back

'?‘;K; Charles River Parking and Transportation Services
ﬂ%’é Apphy/Manage MBTA Pass and MBTA Parking Benefits
= Apply for Campus Parking Permit
Apply for Bicycle Commuter Reimbursement
Parking and Transpoertatien Infermation
Medical Campus Parking and Transportation Services
Apphy/Manage MBTA Pass and MBTA Parking Benefits
Apply for Campus Parking Permit
Apply for Bicycle Commuter Reimbursement
Parking and Transpoertatien Infermation
Terrier Convenience Plan
Enroll
Change Spending Limit
View Your Statement
Terms and Conditions
Terrier Convenience Plan FACs
Fitness and Recreation Center
Membership Enroliment
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