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Getting Started

This guide will demonstrate a few of the more commonly used tools available through 
MyAthens Self Service. Following are examples of how to use these tools. Please explore the 
system to discover the best techniques that fit your needs. 

To access MyAthens Self Service, you must first visit the Athens State University Portal. You 
may do this from our website, www.athens.edu, or by downloading the MyAthens app from a 
mobile device. Click on the MENU search (magnifying glass). 

Then select MYATHENS PORTAL, as demonstrated below. 

http://www.athens.edu/
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Once in the Athens State University Portal, you will have a tool for MyAthens Self Service 
with links to MyAthens Employee.   
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Navigating the Employee Dashboard 

The Employee Dashboard provides an overall view of your employment record at Athens State 
University.  

My Profile will give you access to view, add, and update personal information, such as 
addresses, phone numbers, email addresses, and emergency contacts. 
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My Team will allow you to view the leave balances and employee profiles of all employees 
who report to you. 

The leave balances summary will be displayed at the top of the screen. This will be your leave 
balance as of the last pay cycle or leave report approval. The leave balances will be updated 
once payroll or leave forms are processed. You may click Full Leave Balance Information to 
view your leave balance history. 
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Under Pay Information, you can view your paystubs and deduction history. You may also view, 
add, and update direct deposit information for paychecks and expense reimbursements. 

Under Earnings, you can view your earnings details broken down by date range or position. 
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Under Taxes, you can view and update your W-4 Employee’s Withholding Allowance Certificate, 
consent or revoke receiving your tax documents electronically, and view your W-2 and 1095-C 
tax documents. 

Under Job Summary, you can view your job position information history for select years. 
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Under Employee Summary, you can view your employment status, hire dates, and adjusted 
service date for leave accrual. 

Under My Activities, depending on your role, you can access time entry, leave entry, time 
approval, and leave approval. 
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How to Update Personal Information 

By clicking on My Profile, you can access the biographical data that you submitted to Athens 
State University upon employment with the University. 

A quick view of your personal details, email, phone number, address, and emergency contact 
are available. Feel free to edit your contact information, such as your personal email address, 
mailing/permanent address, phone numbers, and emergency contact information, by clicking 
More Personal Information or a pencil icon. 
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You may edit your email address, phone number, mailing and/or permanent address, 
emergency contact, and ethnicity. Make your edits by clicking on the pencil and entering the 
updated information.  

If editing your phone number, be sure to list your area code in the first box and the remaining 
seven (7) numbers in the second box, as shown in the example below. Click Update to save 
your edits. 

You may update your mailing or permanent address by clicking on the editing pencil. 
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A box similar to the below example should appear. 

To change your address, you must first expire your previously listed address. Click in the box 
labeled “Valid Until”. List yesterday’s date in the format of MM/DD/YYYY. Click “Update” to 
save your changes. 

Now you may “Add New”. 
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Select your Type of Address – either Mailing or Permanent. 
Enter today’s date in the box labeled Valid From. 
Enter the correct street address in Address Line 1. 
Enter City, State/Province, County, Zip/Postal Code and Country. 
Click “Add” to Save. 

Note: Please enter an accurate address. Our system attempts to verify all addresses for 
accuracy before allowing an update to be saved to the record by the employee. If you have 
difficulty adding/updating your address, please complete the Address Change form located 
in the Human Resources section of the MyAthens portal and return it to Human Resources. 

Return to your My Profile landing page by clicking Previous in the upper left-hand corner. 
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How to Update Direct Deposit Information 
 
 
Under Pay Information, click Direct Deposit Information. 
 

 
 
There are two types of direct deposit: payroll and accounts payable. Both direct deposit types 
will need to be populated.  
 
Select Add New under Proposed Pay Distribution to add a Payroll direct deposit account. 
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You can then choose from existing account information options or create a new direct 
deposit account. 

If creating a new direct deposit account, enter your Bank Routing Number, Account Number, 
Account Type, Priority, and the allocated Amount. You will then Authorize Athens State to 
initiate direct credits or debits and Save New Deposit. If you receive an error while entering the 
information, please contact the Payroll Office. 
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If creating from an existing account, enter the Amount and Priority. 

Multiple payroll direct deposit accounts can be used. Priority 1 will deposit first, priority 2 will 
deposit second, and so on. The lowest priority account must have the amount of Use 
Remaining Amount. 
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Select Add New under Accounts Payable Deposit to add an Accounts Payable direct 
deposit account. Please note that only one bank account is allowed for accounts payable 
deposit. 

You can then choose from existing account information options or create a new account. 

Enter your Bank Routing Number, Account Number, and Account Type if adding a new direct deposit 
account. You will then Authorize Athens State to initiate direct credits or debits and Save New 
Deposit. If you receive an error while entering the information, please contact the Payroll 
Office. 
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Select the Bank Account from the drop-down list if creating from an existing direct deposit 
account. You will then Authorize Athens State to initiate direct credits or debits and Save New 
Deposit. 

Accounts can be deleted by clicking the Checkbox beside the Account and then Delete. 

If you make any changes on the direct deposit dashboard, such as changing the amount or 
percentage of an existing account, remember to Authorize Athens State to initiate direct 
credits or debits and Save Changes at the bottom of the screen. 
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How to Update Federal Tax Withholdings 

Under Taxes, click W-4 Employee’s Withholding Allowance Certificate. 
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Your current W-4 Employee’s Withholding Allowance Certificate will appear. On the bottom of 
the page, you will click Update. 
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Review Form W-4 for required information before completing a new form W-4. A link to the 
paper form and instructions are at the page's top. 
 

 
 
Follow the instructions on the form to enter your changes. Make sure that all boxes are 
completed. Once completed, click Certify Changes. 
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Read the certification message carefully, and click OK. 
 

 
 

The following message will then appear. You may click the W-4 Employee’s Withholding 
Allowance Certificate link to view your updated form. 
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How to Consent or Revoke Electronic Tax Statements 

Athens State University is required by federal law to provide each employee with a Form W-2 
(Wage and Tax Statement) that states the employee’s compensation and tax withholding 
amounts for the calendar year on or before January 31st of the following year. University 
employees may access their W-2 statement electronically through MyAthens Self Service 
(preferred) or receive a paper copy mailed to the home address on file. Federal regulations 
require that employees consent to receive the W-2 electronically. Below are the required IRS 
Disclosure Statement and instructions to consent to access your W-2 electronically instead of 
receiving a paper copy. 

Disclosure Statement 

• Consent Generally: If an employee does not consent to receive an electronic version of
the W-2 form, they will continue to be furnished a paper W-2 form. (The “default”
position is for employees to receive paper W-2 forms via U.S. mail.)

• Scope and Duration of Consent: An employee’s consent to receive a W-2 form in
electronic format is effective only for all future tax years until consent is withdrawn.
University Payroll will notify employees each year when the W-2 Forms are available for
access online.

• Procedure for Obtaining Paper W-2s After Consent Given: After giving consent, an
employee may still request a paper Form W-2 by contacting the Payroll Office in writing
(either by email to Payroll@athens.edu or by U.S. mail to Athens State University,
Payroll Office, 300 North Beaty Street, Athens, AL 35611.) The request for a paper Form
W-2 will not terminate consent to receive W-2 Forms electronically in the future.

• Withdrawal of Consent: An employee may withdraw their consent at any time.
Consent withdrawn by employees is effective for those W-2s not yet issued only and
does not apply to previously issued Forms W-2. To withdraw your consent, you may
change your selection in Athens State Online (by unchecking the consent box and
submitting it) to receive a paper copy or send a request to Payroll@athens.edu.

• Terminated Employees: If your employment with Athens State University is
terminated, a paper copy of your W-2 form will be mailed to your last home address on
file.

• Updating Information: It is an employee’s responsibility to notify the University Payroll
Office or Human Resources Office of any changes to contact information, such as name
or address changes. The University Payroll Office is responsible for notifying employees
of changes to the University's contact information.

mailto:Payroll@athens.edu
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Under Taxes, click Electronic Regulatory Consent to consent or revoke your consent. 

Under My Choice, Check the checkbox to consent or Uncheck the checkbox to revoke your 
consent. Then click Submit.  

IMPORTANT NOTE: You cannot access your tax forms if you revoke your consent. 
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Once you have consented to receive your W-2 Wage and Statement electronically, you can view 
your W-2 online. Under Taxes, click on W-2 Wage and Tax Statement. 

You will then select the Tax Year and click Display. 



  MyAthens Self Service Employee Information Guide 

Page | 26 

Once you have consented to receive your 1095-C electronically, you can view your 1095-C 
online. Under Taxes, click on 1095-C Employer Provided Health Insurance Offer and 
Coverage Statement. 

You will then select the Tax Year and click Display. 
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How to Enter Time 

Under My Activities, click Enter Time. 

Click on the position for which you are entering hours (you may have more than one option) 
to start your timesheet. You can view the timesheet based on the Pay Period or Month by 
clicking the drop-down. The pay period view is the default. 
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The Arrows on the ends will allow you to scroll through the various days within the pay period. 
To enter hours: 

1. Select the day you want to record time by clicking the Calendar Entry.
2. Select the Earn Code from the drop-down and enter the Hours.
3. Click Save after every entry.

IMPORTANT NOTE: Hours are to be rounded to the nearest quarter hours. For example: 
• 15 minutes = 0.25
• 30 minutes = 0.50
• 45 minutes = 0.75
• 60 minutes = 1.00
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Click the Pencil icon to edit your hours. Click the Copy icon to copy the hours to another day. 
Click the Delete icon to delete your hours. You can add more hours for the day with a different 
earn code by clicking Add Earn Code. You can also Restart Time by clicking the button on the 
top of your timesheet. This will erase all hours entered on your timesheet. 

You may receive a Timesheet Message. Timesheet messages will appear at the top of the 
screen. You will need to correct the indicated errors before submitting your timesheet. 
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When you are ready to submit your timesheet, click the Preview button. DO NOT submit your 
timesheet before entering time for the entire pay period. 
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Review the Timesheet Detail Summary to verify that all time entered is correct. Enter any 
Comments you wish your timesheet approver to see, such as unusual situations. Once 
reviewed, Certify that the timesheet is accurate and Submit. You can print this page for your 
records by clicking the Printer icon. 
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Once the timesheet is submitted, you may recall your timesheet to make additional edits. This 
can only be done when the status is Pending and before the Timesheet Submit By Date. Once 
you have made your corrections, resubmit your timesheet to your approver. 
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How to Approve Time 

Remember: It is the Supervisor’s responsibility to check their direct report’s timesheet for 
accuracy, and to approve that time by the respective deadline dates.  

Under My Activities, click Approve Time. 

Select the Pay Period from the drop-down. You will then see a list of your employees broken 
down into status categories. You can filter the categories by selecting the Status drop-down. 
You can only approve timesheets that are in pending status. Click the employee’s Pending 
timesheet. 
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Review the Timesheet Detail Summary. If there are any errors, click the Return for Correction 
button to return the timesheet to the employee. If there are no errors, click Approve. 
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How to Enter Leave 

Under My Activities, click Enter Leave Report. 

Click on the position for which you are entering hours (you may have more than one option) 
to start your leave report. You can view the leave report based on the Leave Report Period or 
Month by clicking the drop-down. The leave report period view is the default. 
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The Arrows on the ends will allow you to scroll through the various days within the pay period. 
To enter hours: 

1. Select the day you want to record time by clicking the Calendar Entry.
2. Select the Earn Code from the drop-down and enter the Hours.
3. Click Save after every entry.

IMPORTANT NOTE: Hours are to be rounded to the nearest quarter hours. For example: 
• 15 minutes = 0.25
• 30 minutes = 0.50
• 45 minutes = 0.75
• 60 minutes = 1.00

Click the Pencil icon to edit your hours. Click the Copy icon to copy the hours to another day. 
Click the Delete icon to delete your hours. You can add more hours for the day with a different 
earn code by clicking Add Earn Code. You can also Restart Leave Report by clicking the button 
on the top of your leave report. This will erase all hours entered on your leave report. 
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You may receive a Leave Report Message. Leave report messages will appear at the top of the 
screen. You will need to correct the indicated errors before submitting your leave report. 

When you are ready to submit your leave report, click the Preview button. DO NOT submit your 
leave report before entering time for the entire leave report period. 
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Review the Leave Report Detail Summary to verify that all time entered is correct. Enter any 
Comments you wish your timesheet approver to see, such as unusual situations. Once 
reviewed, Certify that the timesheet is accurate and Submit. You can print this page for your 
records by clicking the Printer icon. 

Once the leave report is submitted, you may recall your leave report to make additional 
edits. This can only be done when the status is Pending and before the Leave Report Submit 
By Date. Once you have made your corrections, resubmit your leave report to your approver. 
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How to Approve Leave 

Remember: It is the Supervisor’s responsibility to check their direct report’s leave report for 
accuracy, and to approve that time by the respective deadline dates.  

Under My Activities, click Approve Leave Report. 

Select the Leave Period from the drop-down. You will then see a list of your employees broken 
down into status categories. You can filter the categories by selecting the Status drop-down. 
You can only approve leave reports that are in pending status. Click the employee’s Pending 
leave report. 
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Review the Leave Report Detail Summary. If there are any errors, click the Return for 
Correction button to return the leave report to the employee. If there are no errors, click 
Approve. Once approved, the leave report cannot be returned or recalled. Please get in touch 
with the Human Resources office in regards to issues after the leave report is returned. 
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How to Set-up Time Entry Approver Proxy 

You can designate a proxy to approve your employee’s leave reports or timesheets. Select 
Approve Time or Approve Leave Report on the Employee Dashboard to do this. 

Select Proxy Super User on the top of the Approvals page. 
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Select Time & Leave Approvals from the drop-down list. Click Add a new proxy and begin 
typing the name of the Employee who you want to act as your proxy. If the name does not 
appear, contact the Payroll Office. 
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To delete a proxy, click the Checkbox beside the employee’s name and Delete Proxies. 
 

 
 

Select Approve Time or Approve Leave Report on the Employee Dashboard to act as a proxy. 

 

 
 
Select Proxy Super User on the top of the Approvals page. 
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Select the employee who you will be acting for from the Act as Proxy for drop-down. Then 
select Navigate to Time & Leave Approvals Application. 
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