
GOVS SUITE EMPLOYEE SELF-SERVICE 
TRAINING
Office of Human Resources



WELCOME!
This training will help you feel confident and prepared to use the 
new system effectively.



What Will Be Covered

• Signing in

• Updating personal info

• Viewing employment info

• Viewing your activity center

• Viewing your compensation

• Viewing your representatives

• Viewing payroll information

• Viewing your benefits



LOGGING IN
How to get into Govs Suite



Getting Into Govs Suite



UPDATING PERSONAL INFO
Updating demographic information



Updating Personal Info

This includes actions such as:
• Changing Photo in the system
• Updating Address
• Updating Phone Information
• Updating Marital Status
• Updating Disability Info
• Updating Veteran Status
• Updating Personal Email Address
• Adding a new Contact Relationship



Changing Photo



Select Personal Information



Select Personal Details



In the Photo Section, Click the Pencil



Drag and Drop a Photo



Crop Your Photo and Select Save



Your Photo is Now Uploaded!



Updating Address



Click Personal Information



Click Contact Info



Click the Plus Sign to Add a New Address, Click the Pencil to Update Your Address



Click Save 



It Will Now Display Your New Address



Updating Phone Information



Click Personal Information



Click Contact Info



Click the Plus Symbol



Enter Your Phone Details, Then Click Save



It Will Now Display Your New Phone Number



Updating Marital Status



Click Personal Information



Click Personal Details



Click The Pencil Icon



In The Marital Status Box, Select A Status



Click Save



After Saving, You Should See A Message That Says Pending Approval



Updating Disability Info



Click Personal Information



Click Personal Details



Scroll down to Disability Info and Click the Plus Symbol



After Saving, You Should See A Message That Says Pending Approval



Select the checkbox 
that applies



Click Save



Your changes will save and be submitted for approval



Updating Veteran Status



Click Personal Information



Click Personal Details



Click The Pencil Icon



Select Veteran Status From The Dropdown



Click Save



Your changes will now 
show as pending 
approval



Updating Personal Email Address



Click Personal Information



Click Contact Info



Click the Plus Symbol



Click Email Type Drop Down



Click save



You will now see your new email saved



Adding a New Contact Relationship



Click Personal Information



Click Family and Emergency Contacts



Click the Plus Symbol



Click the Continue Button



Enter In Contact Details and Click Submit



You will now see your new contact saved



VIEWING EMPLOYMENT INFO
How to view information about your 

position.



Viewing Employment Info



Click Personal Information



Select Employment Info



You will now see 
employment info



VIEWING YOUR ACTIVITY CENTER
How to view My Activity Center



My Activity Center



Click My Activity Center



This is your one-stop shop for your personal/employee info



VIEWING YOUR COMPENSATION
How to view compensation details



Viewing Compensation



Click Personal Information



Click My Compensation



You Will Now See Compensation Info



VIEWING YOUR REPRESENTATIVES
How to view your representatives in

areas such as HR.



Viewing Representatives



Click on Connections



Search for your own 
name



You will now see all of 
your representatives



VIEWING YOUR PAYSLIP
How to view your payslip in Govs Suite



Viewing Payslip



Click Pay



Click My Payslips



UPDATING YOUR DIRECT DEPOSIT
How to update your direct deposit in Govs Suite



Updating Direct Deposit



Click Pay



Select Payment Methods



Click on Add



Enter Bank Details then Click Create



UPDATING YOUR TAX FORM
How to update your tax withholding status



Updating tax forms



Click Pay



Click Tax Witholding



Click The Pencil Icon



Click the Filing Status 
drop down to make 
changes



Scroll to the bottom 
and check "I agree" 
then click Submit



VIEWING YOUR BENEFITS
How to see your enrollment details



For your awareness...
For your Benefits, Oracle will fulfill the same role as OneStop – but with an enhanced experience!

All APSU Benefits Enrollments and Updates will occur via the Edison self-service portal.

• Open Enrollment will require online enrollment in the Edison Portal.

• Mid-year changes will use the physical forms provided by the state (i.e., Enrollment Change 
Application, FSA/HSA).

o Please continue to connect with Nicole King for any Qualifying Life Events you experience!

You will be able to view current and future benefits once they have been received from Edison.

The site is still under construction, so some of the options you see in our example might change or 
go away after go-live. 



Viewing Your Benefits



Click Benefits



You will now see your current benefits enrollment



QUESTIONS?
Thank you for your time, please let us know any questions you have about the 
new system!
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