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EMPLOYEE SELF SERVICE

The Employee Self Service feature allows you to view your paystubs and personal information. Here’s how to access this new feature:
To Log in for the first time:

1. Go to the Union City Employee HR Website (go to: unioncity.flexhr.com --    
                  Login: unioncity   Password:  employee)

2. Click on the MY PAY button

3. Click on the Self Serve tab at the top of the page

4. In the User Name field, enter your user name – as first and last name (Susan Fletcher would be susanfletcher)
5. In the Password field, enter your password.  This will be an exclamation point !, the first letter of your first name and the first letter of your last name, then the last four digits of your social security number (Susan Fletcher would be:  !sf4567)
6. Click the sign on button
7. Now you will see choices for viewing your pay stubs, etc.
8. Click on Services and change your password to one of your choosing.
 If you have forgotten your password:

Call FlexHR and they will reset your password for you.  770-814-4225
Using Self Service:

Now that you are logged in, click on:

· Pay Stubs to view and print current and previous period pay statements.  All of your pay stub history with this payroll system will be available to you in the future.
· W-2/1099 to view and print W-2 and/or 1099 forms for previous year.

· Employee Info to view address, hire, withholding and pay rate information

· Services to change your password

You will need Adobe Acrobat Reader to view paystubs and W-2s/1099s.  To download Adobe Acrobat Reader, go to http://www.adobe.com and click on the Get Acrobat Reader icon.

If you would like our assistance

please contact us at FlexHR
770-814-4225 or 
E-mail
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