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Introduction – About Employee Self Service 
 

Through Employee Self Service, the employees of an institution can access their personal 

information.  Employees modify retirement, health and benefit, and beneficiary information 

on the web. Employees view pay, job, and tax information on the web. 

 

The Human Resources Office enables all forms to allow for viewing on the web, and is 

responsible for setting up the rules that enable employees to access their records. Human 

Resources updates Banner data and forms based on information updated by employees on the 

web. 

 

Accessing Employee Self Service 
 

• You may use any internet computer on or off campus to access FlashLine. 

Special locations for Kent Residence Services staff: Johnson, Centennial, Tri-Towers, 

Beall, McSweeney, Dunbar. 

Special locations for Kent Campus Facilities Planning & Operations staff: Taylor, 

Moulton, Smith, MACC, KSC. 

Ask your supervisor about computer locations and assistance. 

• 

• 

• 
 

 

Help 
 

• Look for the correct tab and channel. 

Access to tabs and tools is permission-based. 

Contact the Help Desk (672-HELP) whenever a tab, channel, or tool is missing from 

your FlashLine view.  If your status changes (student to employee, or employee 

registering for classes, for example; your new access status may not be reflected 

immediately in FlashLine.) 

• 
• 

 

 

Note: actual screen text may vary slightly from the screens depicted here.  
 

 

For assistance with Employee Self Service, 

contact the Help Desk: 330 672-HELP, 

support.kent.edu 
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Log In to FlashLine. 
 

 
 

 
 

 

Step Action 

1. Open a web browser, go to www.kent.edu (FlashLine login link is available on 

most Kent State University pages 

2. Locate the FlashLine Login link, the FlashLine Login page will open 

3. Enter your FlashLine ID and password, and click:  Login 

4. For help with your FlashLine ID and password, contact the Help Desk 672-HELP. 

 

http://www.kent.edu/
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My HR Tab 
 

 
 

 

 

Step Action 

1. Click the My HR tab to view information channels for Kent State employees. 

2. Look for the Employment Details channel (or window.) 

3.  Click any item in the menu. 

4.  The Employment Details channel will expand for full-screen viewing. 

 
Note: you may also click the Maximize button  in any channel to expand the 

5.  
view. 
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Employee Self Service Menu 
 

Note:  Your tabs/menus may differ from screen shots in this document 

 

 
 

 

 

 
 

 

Step Action 

1. Click any of the menu items to view your personal information. 

2. Click the Personal Information tab to view and change your personal contact 

information. 

3.  Click the Back button (double arrow) to leave the expanded channel view, and 

return to the My HR tab. 
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Personal Information Tab 
 

 
 

 

Step Action 

1 Click the Personal Information tab to view your contact information. 

 Note: some of the menu options pictured above may not be available to all users. 

2  Click a menu item to view your current information in that category. 

3 Click Update Information to change an item of information. 

4 Click Save to save the changes. 

5 Click the Employee tab to return to the Employee menu. 

6 Note: Details of the options available on the Personal Information tab will be 

added to this manual after January 1, 2007. 
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Leave Report  
 

Read this important information before you use Leave Report: 

 

1.  Banner Leave Reporting is set up for Unclassified staff and Faculty only.   Classified, 

Hourly Unclassified, and Student employees should use Kronos, accessed through the 

Kronos channel on the Action Items tab in FlashLine. 

 

2.  You may only submit leave ONCE  per pay period, preferably at or near the end of the 

period.  You may enter hours and save them, but do not click SUBMIT FOR APPROVAL 

until your report is complete. 

 

3.  In the event that you submit an error, or your leave time changed, contact your approving 

supervisor. If the supervisor has not yet approved the period, they can either correct the 

hours, or return the form to you for correction.  If leave has been submitted and approved, 

contact HR to make further changes. 

 

4. Leave Report is only used for reporting leave that has been taken.  Your internal 

department procedures to request and grant leave still apply.   

 

 

 

 

 

Step Action 

1 Select Leave Reporting from the Employee menu. 

2 Click the dot next to your Title and Department, if you have a dual appointment. 

3 Select a Leave Report Period from the pulldown menu. 

4 Click the Leave Report button to proceed to the next screen. 
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Leave Report Entry (continued) 

 

 
 

Step Action 

1 Note: the Hours field and Save button will not appear until you have clicked an 

Enter Hours link under a day column. 

 
The first week of a pay period appears. Click the Next button  to view the 2 
second week of the period. 

3 Find the day for which you wish to report leave. Click the Enter Hours button in 

the row corresponding to the type of leave you wish to record, Vacation, Sick, or 

Personal leave. 

4 Type the number of leave hours for that day in the Hours field.  

5 Click the Save button. 

6 Click Copy to copy the same hours to other days in the period. 

7 To print a Leave Report screen, select File – Print from your web browser 

menubar, or print as you normally would print any web page. 

8 You may exit at this point with your hours saved but not submitted to an approver. 

8 Click Submit for Approval to pass the report to your supervisor. 
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Benefits and Deductions Menu 
 

 
 

 

 

Step Action 

1 Click Benefits and Deductions in the Employee menu. 

2 Click any item on the Benefits and Deducations menu to view your personal 

information. 

3 Contact Human Resources if you have questions about your Benefit and Deductions 

options. 

4 Note:  Open Enrollment for medical benefits is available during designated enrollment 

periods 

5 Note:  screens may display explanatory information   and important supporting 

information  as seen in the example below. Read these flagged notices carefully. 
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Retirement Plans 
 

 
 

 

Steps Action 

1 Select Benefits and Deductions from the Employee menu. 

2 Select Retirement Plans from the Benefits and Deductions menu. 

3 Scroll down the screen to view your retirement plan information. 

4 Click History under a plan to view the plan history. 

5 Click Contributions or Deducations to view this information regarding the plan. 

6 Click Add a New Benefit or Deduction to initiate addition of another retirement 

plan. 

7 To print Retirement Plan information, select File – Print from your web browser 

menubar, or print as you normally would print any web page. 
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Health Benefits 
 

 
 

 

Steps Action 

1 Select Benefits and Deductions from the Employee menu. 

2 Select Health Benefits from the Benefits and Deductions menu. 

3 Scroll down the screen to view your health benefits information. 

4 Click History under a plan to view the plan history. 

5 Click Contributions or Deducations to view this information regarding the plan. 

6 Click Add a New Benefit to initiate the addition of another health plan. 

7 To print Health Benefits information, select File – Print from your web browser 

menubar, or print as you normally would print any web page. 
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Flexible Spending Accounts 
 

 
 

 

Steps Action 

1 Select Benefits and Deductions from the Employee menu. 

2 Select Flexible Spending Accounts from the Benefits and Deductions menu. 

3 Click History to view the Flexible Spending account history. 

4  Click Update to update the Flexible Spending account information. 

5 Click Details to view the Flexible Spending account balance. 

6 Click Add a New Spending Account to initiate setup of another account. 

7 To print Flexible Spending account information, select File – Print from your web 

browser menubar, or print as you normally would print any web page. 
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Miscellaneous Benefits and Deductions 
 

 
 

 

Step Action 

1 Select Benefits and Deductions from the Employee menu. 

2 Select Miscellaneous from the Benefits and Deductions menu. 

3 Click History to view your history of a benefit or deduction. 

4 Click Contributions or Deductions to view this information regarding the benefit 

or deduction. 

5 Click Add a New Benefit or Deduction to initiate creation of a new benefit or 

deduction. 

6 To print the Miscellaneous benefits and deductions report, select File – Print from 

your web browser menubar, or print as you normally would print any web page. 
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Open Enrollment 
 

Open Enrollment is only available during the designated Open Enrollment period. 

 

 

 
 

 

 

Step Action 

1 Select Leave Reporting from the Employee menu. 

2 Click the dot next to your Title and Department, if you have a dual appointment. 

3 Select a Leave Report Period from the pulldown menu. 

4 Click the Leave Report button to proceed to the next screen. 
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Beneficiaries and Dependents 
 

 
 

 

 

Step Action 

1 Select Benefits and Deductions from the Employee menu. 

2 Select Beneficiaries and Dependents from the Benefits and Deductions menu. 

3 Scroll through the list of your beneficiaries and dependents to view all. 

4 Click a name to change information for that beneficiary or dependent. 

5 Click Add A New Person to initiate creation of a new beneficiary or dependent 

record. 

6 To print Beneficiary information, select File – Print from your web browser 

menubar, or print as you normally would print any web page. 
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Benefit Statement 
 

 
 

--------------------------------------------------------------------------------------------------------------- 

 

 
 

Step Action 

1 Select Benefits and Deductions from the Employee menu. 

2 Select Benefit Statement from the Benefits and Deductions menu. 

3 Use the As of date drop down menu to select the date range for which you want to 

see details. 

4 Click the Select button to view the benefit statement. 

5 Note:  The summary screen displayed above is only the top of a much longer screen 

which displays detail for all of the menu items listed: Annuity, Life Insurance, 

Dental Insurance, Benefits and Deducations, Primary Retirement, and State Taxes. 

6 To print your benefit statement, select File – Print from your browser menubar, or 

print as you normally would print any web page. 
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Pay Information Menu 
 

 
 

Step Action 

1 From the Employee menu, select Pay Information. 

2 Select a menu item to view your information in that area. 

 Note: availability of some menu options may vary. 
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Direct Deposit Allocation 
 

 
 

 

Step Action 

1 Select Direct Deposit from the Employee menu. 

2 Until notified otherwise, you must initiate direct deposit changes and new direct 

deposit accounts by using the paper form required by Payroll. This information is 

not updatable in FlashLine. 

3 To print Direct Deposit information select File – Print from your web browser 

menubar, or print as you normally would print any web page. 
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Earnings History 
 

 
 

 

Step Action 

1. From the Pay Information menu, select Earnings History. 

2. Enter the date information and select the Display option. 

3. View your earnings history. 

4.  Click the type of pay to view the detail of your earnings. 

5. To print Earnings History information select File – Print from your web browser 

menubar, or print as you normally would print any web page. 
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Pay Stub 
 

 
 

 
 

 

Step Action 

1. From the Pay Information menu, select Pay Stub. 

1. Choose a year within which to view a Pay Stub. 

2. Click the Display button. The Pay Stubs list will appear. 

3. Select the Pay Stub period to view. Click on the period date. 

4. The Pay Stub detail for that period will appear. 
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Pay Stub Summary (continued from previous page) 

 

 
 

 

Step Action 

1. Scroll to view the complete Pay Stub Summary for the period you selected. 

2. To print the Pay Stub Summary, select File – Print from your browser menubar, or 

print as you normally would print any web page. 
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Deductions History 
 

 
 

Step Action 

1. From the Pay Information menu, select Deductions History. 

2. Deductions from a specific date range will be displayed. 

3. Click New Date Range to change the date range. 

2. To print the Deductions Summary, select File – Print from your browser menubar, 

or print as you normally would print any web page. 
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Tax Forms 

General format of the Tax Forms pages 

The Tax Forms page gives you access to your year-end tax statements.  The following links 

are displayed: 

 

 W4 Tax Exemptions or Allowances 

Electronic W-2 Consent 

W-2 Wage and Tax Statement 

W-2c Corrected Wage and Tax Statement 

T4 Statement of Remuneration Paid 

 

 

 

 
 

 
 

 

 

 

Step Action 

1 From the Employee menu, select Tax Forms. 

2 Select a menu item to view your tax information. 
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W4 Tax Exemptions 
 

The W4 Tax Exemptions page displays your W-4 Information (for US employees) as of the 

current date. 

 

 

 

Step Action 

1 From the Tax Forms menu, select W4 Tax Exemptions. 

2 View your tax information. 
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Electronic W-2 Consent 
 

Employees can confirm or revoke consent to receive their W-2 Wage and Tax Statement 

online through Employee Self-Service.  Access this page by selecting the Electronic W-2 

Consent menu item from the Tax Forms Menu.  Indicate your consent and select the Submit 

button. 

 

 
 

 

Step Action 

1 Select Electronic W-2 Consent from the Tax Forms menu. 

2 Click the Consent to receive W-2 electronically checkbox. 

 

Note:  By giving your consent to receive this document electronically, you may not 

receive a paper copy from your institution. 

3 Click the Submit button. 
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W-2 Wage and Tax Statement 
 

The W-2 Year End Earnings Statement page allows you to access your W2 Statement (for 

US employees) for a specified year.  The status and date at the top of the page lets you know 

if this is an Original issue W-2 or a Reissued W-2 along with the date it was created.  You 

can use your browser and the Print button to print the W-2.   

 

  
 

 

Step Action 

1 Select W2 Wage and Tax Statement from the Tax Forms menu. 

2 Select the Tax Year for which you wish to review the W-2 statement. 

3 Select your Employer or Institution from the corresponding pull-down list. 

4 Click the Display button. 

5 Select the Print button. 

6 Select the Print option from the File menu of your web browser. 
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W-2c Corrected Wage and Tax Statement 
 

If your information provided by your institution to the government has been changed after it 

was submitted to the IRS, you can print a corrected W-2c Wage and Tax Statement.  The 

Status field on the W-2 states it is reissued and the As of Date field displays the reissue date.  

 

 

 

 
 

Step Action 

1 Select W-2c Corrected Wage and Tax Statement from the Tax Forms menu. 

2 Select the Tax Year for which you wish to review the W-2 statement. 

3 Select your Employer or Institution from the corresponding pull-down list. 

4 Click the Display button. 

5 Select the Print button. 

6 Select the Print option from the File menu of your web browser. 
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T4 Statement of Remuneration Paid 
 

The T4 Earnings Statement page allows you to access your T4 Statement (for Canadian 

employees) for a specified year. 

 

 

 
  
 

 

Step Action 

1 Select T4 Statement of Remuneration Paid from the Tax Forms menu. 

2 View your tax information. 
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Jobs Summary 
 

 
 

 

Step Action 

1 From the Employee menu, select Jobs Summary. 

2 Note: only your job or jobs since July 1, 2006 appear here. 

3 Click a title to view details of that position. 

4 To print a Job Summary, select File – Print from your web browser menubar, or 

print as you normally would print any web page. 
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Leave Balances 
 

 
 

 

Step Action 

1 From the Employee menu, select Leave Balance. 

2 Scroll down to view your leave balance information 

3 Click the type of leave links to view leave by job information 

4 To print the Leave Balance report, select File – Print from your web browser 

menubar, or print as you normally would print any web page. 
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Copyright Notice 
 
©2011 This information is provided by the Division of Information Services, Kent State University and is proprietary and confidential.  
These materials are made available for the exclusive use of Kent State University employees, and shall not be duplicated, published or 
disclosed for other purposes without written permission.  
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