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Access Kronos 

Log onto the SVMC Intranet 
In the Intranet, click on “Kronos” under “QUICK LINKS”: 
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Access Self Service 

Go to “Workspaces” and click on “Self Service” 

 

“Self Service” page should appear: 

 

Employee Self Service Page 

 

 

 

 

 

 

 

 

 

 

WORK AREA 

Use these sections to perform all of your HR and payroll tasks. Click the icons to see the 

menu items. 
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You can change the view of your self-service page to a bullet point view by clicking on the bullet point icon as 
shown below: 
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Employee Self Service Page (Continued) 

EMPLOYMENT 

PERSONAL PROFILE View your personal profile 

COMPANY INFORMATION 

Holidays List of Holidays for the current calendar year. 

Pay Periods List of pay periods and pay dates for the current calendar year. 

PAY 

PAY HISTORY View your earnings by check date and print a direct deposit paystub. 

DIRECT DEPOSIT Manage or edit your direct deposit accounts. 

TAX WITHHOLDINGS View or edit your W-4 elections. 

W-2 FORMS Review your most recent tax form (W-2) starting with CY 2016. 

PAYCHECK CALCULATOR Estimate how changes to your current paycheck will affect your net pay. 

BENEFITS 

CURRENT BENEFITS View your benefits 

PERSONAL INFORMATION 

PERSONAL INFORMATION View your personal information (Name changes can only be completed in 
HR department). 

CONTACT INFO View or edit your address, phone information, and email address. 

EMERGENCY CONTACTS View or edit your emergency contact information. 

BENEFIT RESOURCES – ACCESS OUR BENEFIT WEBSITES 

Insurance Premiums View current insurance premium costs 
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Change my Direct Deposit 

From the Employee Self Service page, click on “DIRECT DEPOSIT”   

 

 

Next, your current direct deposit information should appear on the next page. 

To change your direct deposit information, click on “Edit”. 
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Next, you will have an option to add a new account, delete your existing account, or update your 
existing account. 

 

Click on “Save” once you have made all your changes. 

Next, you will see that your changes are “Pending Approval”.  

 

 

NOTE: If you are adding another new account, you must update your current account first by reducing the percent 
allocation from 100% to a lower percentage.  
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If you wish to receive an amount of your check as a “live” check, your “Deposit Type” must be set to a “fixed 
amount” option. The portion of the live check must be the “balance” of your net pay. You cannot designate a 
specific dollar amount to a “live check”. 

The main account should always be set to “99” as the “Deposit Order”. 

Deposit Type Options: 
o Percent of Net Pay 

Deposit Amount Field: Place the percent allocation in this field, Example: Use “50” for 50% 
o Fixed Amount 

Deposit Amount Field: Use whole dollar value in this field, Example: Use “100.00” for $100.00 
Use “9999999.99” for the remaining balance  
 

Click “Save” to submit your changes.  

 

Change my Tax Withholdings 

From the Employee Self Service page, click on “TAX WITHHOLDINGS”. 
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Your current tax withholdings will be shown on the next page. 
To make a change to your elections, click on “Edit”: 

 

 

Make your changes directly in the open fields, then click on “Save” 

Note: It can take 1 to 2 paychecks for the change to take effect. 
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Change my Address, Phone number or email address 

From the Employee Self Service page, click on “CONTACT INFO”. 

 

 

The next screen will allow you to edit your contact information, once complete, click on “Save”: 

 

 

 

 

 

 

 

 



SVMC Kronos Employee Self Service User Guide      12 

 

Change my Emergency Contact 

From the Employee Self Service page, click on “EMERGENCY CONTACTS”. 

 

 

Next, you will have an option to edit, delete or add another contact. 

 

 

Click on “Save” after making changes. 
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View my Personal Profile 

From the Employee Self Service page, click on “PERSONAL PROFILE”: 

 

 

View my Current Benefits 

From the Employee Self Service page, click on “CURRENT BENEFITS”: 
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View/Print Earning Statement and Direct Deposit paystub 

From the Employee Self Service page, click on “PAY HISTORY”. 

 

 

*Note: Check information will be available for 3 years.  

View/Print W-2 Information 

From the Employee Self Service page, click on “W-2 FORMS”. 

 

 

 

 

 

 

 

 



SVMC Kronos Employee Self Service User Guide      15 

 

Access the benefit websites 

From the Employee Self Service page, click on the benefit website link under “BENEFIT 
RESOURCES”: 

 

 

 


