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How to Add Emergency Contacts

1. Click the following link or enter the address into a Web browser.

e https://ess.wi.gov/

2. Login to STAR using your IAM account.

3. To access your emergency contact information, go to Main Menu > Self Service > Personal

Information > Emergency Contacts.
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4. Click Add Emergency Contact to enter your emergency contact information.

Emergency Contacts

Emergency Contacts

Cunlacl Hame Relalivirship luo Empluyee Primmanry Conlacl Edil Deleie

@Emergenq{_tomb
—— — N

5. Enter the name of the contact.

Emergency Contacts

Emergency Contact Detall

Address and Telephone

*Contact Name >

*Relationship to Employee | Other - EMERGENCY CONTACT ONL' W

[]Contact has the same address as the employee

[ ] Contact has the same telephone number as the employee

Address
Country United States Change Country
Address Edit Address
Phone
Telephone
Other Telephone Numbers
Phone Numbers
*Phone Type Phone Humber Extension Delete

Add Phone Mumber

Save
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6. Click the Relationship to Employee drop-down box and make a selection.

Child

Dependent of Minor Dependent
Domestic PT Child NonTax Dep
Domestic Partner - Mon Tax Dep
Domestic Partner - Tax Dep

Domestic Partner Child Tax Dep
Employee

Address and Telephone ExSpouse

Family-EMERGENCY CONTACT ORMLY
*Contact Name | Friend-EMERGEMNCY COMTACT OMNLY
Legal Ward

EEILLE RGN T Other - EMERGENCY CONTACT ONLY |
Parent of Minor Dependent
Spouse

Stepchild hy

N mployee

Emergency Contacts

Emergency Contact Detail

[ I Contact has the same telephone number as the employee

7. Check the following check boxes if they apply.

Address and Telephone

*Contact Name

*Relationship to Employee ([SGEEES ISEES o gee TR N W

é [JContact has the same address as the employee

é [Jcontact has the same telephone number as the employee

8. If the emergency contact doesn’t have the same address as the employee, click Edit Address.

Emergency Contacts

Emergency Contact Detail

Address and Telephone

*Contact Hame

*Relationship to Employeel Other - EMERGENCY CONTACT ONL' %

[Jcontact has the same address as the employee

[Jcontact has the same telephone number as the employee

Address

Country United States Change Country
Address EdilAddress

Phone

Telephone

Cther Telephone Numbers
Phone Numbers

*Phone Type Phone Number Extension Delete

Add Phone Number

Save

9. Enter address information and click OK.

December 2015 Page 3



DHS Office of Organizational and Employee Development How to Verify Personal Information in STAR

Edit Address

Country United States : Change Country

Address 1 Test Address
Address 2
Address 3
City Madison State Wi @, Wisconsin

Postal |53711

unty

OK Cancel
P—

10. If the emergency contact doesn’t have the same phone number as the employee, click Add Phone
Number.

Phone

Telephone

Other Telephone Numbers

Phone Mumbers

*Phone Type Phone Humber Extension Delete

,
< Add Phone Mumber
o —

11. Select a phone type, enter the phone number information, and click Save.

Other Telephone NMumbers

Phone Mumbers

*Phone Type Phone Humber Extension Delete
i

Add Phone Mumber

( Save >

How to Edit an Emergency Contact

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/

2. Login to STAR using your IAM account.
3. To access your emergency contact information, go to Main Menu > Self Service > Personal
Information > Emergency Contacts.
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a. If you already have an emergency contact defined, the following screen will appear.

Emergency Contacts
Contact Name Relationship to Employee Primary Contact Edit Delete

7 & i}

Other - EMERGENCY CONTACT
George OMLY

Add Emergency Contact

Save

4. Click the Pencil icon under the Edit column.

Emergency Contacts
Contact Hame Relationship to Employee Primary Contact Edit Delete

Eeord gtr:l E\rr - EMERGEMCY CONTACT = ﬁ

Add Emergency Contact

Save

5. Change your emergency contact information as necessary, and then click Save. See the screenshots in
the How to Add Emergency Contacts section if you have questions on how to change this information.

Address and Telephone

*Contact Name [Emergency Contact Example

*Relationship to Employee | Other - EMERGEMCY CONTACT ONL' v

[Jcontact has the same address as the employee

[Jcontact has the same telephone number as the employee

Address

Country United States Change Country

Address TestAddress SELHE GG

Madison, WI 53711

Phaone

Telephone
Other Telephone Mumbers
Phone Numbers
*Phone Type Phone Number Extension Delete
B

Add Phone Mumber

Save
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How to Verify Direct Deposit Information

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/
2. Login to STAR using your IAM account.

3. To access your direct deposit information, go to Main Menu > Self Service > Payroll and Compensation
> Direct Deposit.

Main Menu ~
Search Menu:
®
1 State of Wisconsin (STAR) ’
|_1 Company Directory al Wisconsin Benefits
(3  Org Chart Viewer re | [Azih. Banafite Summary
M Salf Semvice ¥ of current, past or future benefit en
3 Manager Self Semvice = Time Reporting ’
L1 Waorkforce Administratic — FPersonalinformation '
B Beneiis L1 Payroll and Compensa View Paycheck
1 Benefits
3 Time and Labor B Performance Mansgen| [£] Paycheck Modsler
3  wWaorkforce Developmen \j Review Transactions
J  Organizational Develop \j W-4 Tax Infarmation
[ Workforce Monitoring 4 |j View W-2/W-2c Forms
03 setupHCM ’ B w-2w-2c Consent
1 Enterprise Components 4
3 worklist ’
3 Tree Manager 4
| =3 Reporting Tools 4
3  PeopleTools 4
|j My Personalizations
|_1 My System Profile
E  myDictionary
|_1 My Feeds

4. If your direct deposit information is incorrect, click Edit.
Note: You can add multiple accounts by clicking Add Account.

Review, add or update your direct deposit information.

Direct Deposit Detail
Account . ) Amount or Deposit
Type Routing Number Account Number Deposit Type Percent Order

- - Balance of
Checking z 4 Net Pay 999 Delete

Pay Statement Print Option

Add Account
TeSe—————
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6. Make any necessary adjustments to your direct deposit information and click Submit.
Direct Deposit

Change Direct Deposit

Your Bank Information

Routing Number Yiew check example

Distribution Instructions

Account Number |

*Account Type | Checking V|
*DepositT}rpelElalance of Met Pay V|

Amount or Percent

*Deposil Oider (988

‘ Submit ’

TS

(Example: 1 = First Account Processed)

7. See the sample check below to find your bank routing number and your bank account number.

NAME

0123
ADDRESS
CITY, STATE ZIF 01-2345/6780

DATE
FAY $
— DOLLARS

BANK NAME
ADDRESS
CITY, STATE AP

| wO0M23ILSETAY OL2ILSB7BA0L23™ DL23
—] | 1 : —t | f =
Bank Routing Bank Account Check
Number Number Number

Note: Review the Deposit Order field if you have multiple accounts. We recommend that you always
have one account with a deposit type of Balance of Net Pay and a deposit order of 999 to ensure that
the system deposits any remaining compensation to your designated account.

How to Verify Marital Status

1. Click the following link or enter the address into a Web browser.
e https://ess.wi.gov/
Log in to STAR using your IAM account.

2.

3. To access your marital status, go to Main Menu > Self Service > Personal Information > Marital
Status.
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Main Menu -
Search Menu:
@ ¥
3 state of Wisconsin (STAR) r
|j Company Directory ™ Wisconsin Benefits
3 org Chart Viewer re [k Ranefits Summary
9 SelfSenice y of current, past or future benefit enroliments.
3 Manager Self Service & Time Reporting :
3 workforce Administratic =1 Persenalinformation Ij Personal Information Summary
3  Payroll and Compensa:
O Benefits £ Benefis [E]  Home and Mailing Address
3 Time and Labor B Performance Managen| [E]  Phone Numbers
3 workforce Developmen Ij Review Transactions |j Email Addresses
3  oOrganizational Develop |j Emergency Contacts
1 workforce Monitoring 4 &C_ MVarital Status )
3 setUpHCM 4
O Enterprise Components *
0 worklist *
3 Tree Manager r
3 Reporting Tools r
3  PeopleToals »
|j My Personalizations
|j My System Profile
B wyDpictionary
|j My Feeds

4. To update your marital status, click Change Marital Status.

Marital Status

Marital Status Single As of 03/D8/2015

Qange Marital StatuD

5. Select the | want to change my marital status event.

Life Events

Select Your Event

There are some events that involve you as the Employee or your family
members.

Review the choices and select the appropriate Event. Then enter the date of
your event.

Employee
() 1 want to change my marital status I

) | want to change my HSA Contribution Amount

()1 want to change my Transit/Parking benefits

6. The Change Status Date window will appear. In the Date Change Will Take Effect field, enter the date
in the MM/DD/YYYY format or use the Calendar icon to select a date.
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Change Status Date

Help

Change Status Date

Status Change Date
*Date Change Will Take Effect El
OK Cancel
7. Click OK.

Change Status Date

Help

Change Status Date

Status Change Date

*Date Change Will Take Effect E:J

oK Cancel

8. The screenshot below will appear.

VWelcome to the Marriage Event

A marital status change is a good time to reconsider your
health care coverage, tax withholdings, and other important
information.

This guide will take you through all the steps necessary to
ensure that your personal profile, benefits, and payroll
infarmation are updated to reflect this event in your life.

OMLY use this self-senice functionality for *“Change Marital
Status™ if you had a marital status change in the last 30 days.

PLEASE NOTE: If you have NOT had a marital status change
in the past 30 days and your marital status is incorrect (or it
says “Unknown™), contact your Agency HR Specialist. Do not

proceed with using self-service functionality.

9. Select the correct marital status from the Change Marital Status To drop-down box.
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IMarriage Event

Marital Status Change

Fill in the following information and select the Submit button. This form must be completed
within 31 days of your marmiage date (or 31 days of your divorce date) or you will not be
eligible to change your benefit elections for this family status change event

*Date Change Will Take Effect  11/30/2015 [+

Current Marital Status _llarjed

*Change Marital Status To: Divorced )

* Required Field

Submit

10. The Submit Confirmation window will appear. Click OK to view the confirmation results.

Request Marntal Status Change
Submit Confirmation

&

The Submit was successful.

Marriage Event

Marital Status Change

The following information has been submitted.

*Date Change Will Take Effect 11/30/2015

Current Marital Status Married

Change Marital Status To Divorced

11. Click the Return to Personal Information link to update other personal information.
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