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Conventions Used in this Manual 

The following formatting conventions are used throughout this manual. 

Convention Example 
Text entry is printed in monotype (Courier) font. Type FPAREQN in the Direct Access field. 
Field names are in bold face. Type 299771111 in the ID field. 
Button names are in bold face. Click the Execute Query button. 
Specific block names (but not “Key Block”) are 
in bold face. 

In the Addresses block, click inside the Zip 
Code field. 

Form names are in all capital letters. Navigate to the FPAREQN form. 
Keyboard keys are in all capital letters. Press ENTER. 
Menu navigation is listed as  
Menu > Menu Option. 

To count the query hits, choose Query > Count 
Hits. 
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Accessing Web Self Services 

1. To access Web Self Service (WSS), log on to MyFSU and then click the 
MyBANNER tab. 

2. Select Banner Self Service to log on with your MyFSU username and 
password. 

 
Screen 1: Banner Web Services login 

Once you have entered the WSS site, there are two (2) choices: Personal 
Information or Employee 

 
Screen 2: HR Web Self Services (WSS) Main Menu 
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Personal Information 

If you choose Personal Information you can view addresses and phone 
numbers. 

 
Screen 3: HR WSS Personal Information > View Addresses and Phones 

You will be able to see all the addresses you have listed within the Banner HR 
system, including your home and FSU mailing addresses. 

 
Screen 4: View Addresses and Phones detail 
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Employee Information 

To view employee-related information, click the Employee tab. The following 
options are available to view: 

• Benefits and Deductions 
• Pay Information 
• Tax Forms 
• Job Summary 
• Leave Balances 
• Campus Directory 

 
Screen 5: HR WSS Employee Main Menu 

Benefits and Deductions  
If you choose Benefits and Deductions, the following choices are available: 

• Retirement Plans 
• Health Plans 
• Flexible Spending Accounts 
• Miscellaneous 
• Beneficiaries and Dependents 

 
Screen 6: Benefits and Deductions menu 
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Retirement Plans 
From the Benefits and Deductions menu, select Retirement Plans to see your 
current retirement plan and the contributions by Employee and Employer. 

 
Screen 7: Benefits and Deductions > Retirement Plans 

Health Benefits 
From the Benefits and Deductions menu, you can choose Health Benefits. Your 
health benefits will include any medical, dental, and vision benefits including 
Employer and Employee contributions. 

 
Screen 8: Benefits and Deductions > Health Benefits 
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Flexible Spending Accounts 
From the Benefits and Deductions menu, you can select Flexible Spending 
Accounts. 

 
Screen 9: Benefit and Deductions > Flexible Spending Accounts 

Miscellaneous 
From the Benefits and Deductions menu, select Miscellaneous to view 
miscellaneous deductions such as taxes. 

 
Screen 10: Benefit and Deductions > Miscellaneous 

Internet Native Banner 7.0 • Human Resources Module 



 Human Resources: Web Self Services  •  Employee Information  •  7 

Beneficiaries and Dependents 
From the Benefits and Deductions menu, click Beneficiaries and Dependents 
to view current beneficiaries and dependents currently covered on your health 
benefits. 

 
Screen 11: Benefits and Deductions > Beneficiaries and Dependents 

Pay Information 
If you choose Pay Information, you can select from the following choices: 

• Direct Deposit—view current direct deposit allocations 
• Earnings History— select a date range and view your earnings history 
• Pay Stub— select a year and view your pay stub information 
• Deductions History—select a date range and view your deduction history 

information 

 

NOTE: Employees will not see any history from prior to April 1, 2006 as this 
information is kept in the HRS system. 
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Tax Forms 
If you choose Tax Forms you can select W4 Tax Exemptions and allowances. 
This option shows your current W-4 tax exemptions. 

 
Screen 12: Tax Forms > W4 Tax Exemptions or Allowances 

Job Summary 
Choose Job Summary to view your job history information. 

 
Screen 14: Job Summary detail 

 

NOTE: Employees will not see any history from prior to April 1, 2006 as this 
information is kept in the HRS system. 

Leave Balances 
Select Leave Balances to view your current leave balances. 

 
Screen 15: Leave Balances detail 
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Document Change Log 

Date Description of Change 
March 3, 2006 Document created. 
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