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I.  Changing Your Address 
• Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page. 
• Click on “My Personal Information” to see an overview of your personal data. 

 
• Click on the “Update” button to the right of the “Address” section in the Overview screen to change your 

your address. 

 
• The Detail screen opens.  Select either the “Correct or amend this address” or the “Enter a new address if  

you have moved” option.  Click on “Continue” when finished. 

 
• In the Entry screen correct or enter your address information. Click on “Continue” when finished. 

 
• In the Review screen review your changes and click “Submit” when ready to save your changes. 

 
• The Complete screen confirms that your updates have been submitted.  Click on “Done” to return to the  
 Personal Information screen. 

IV.  Viewing Your Statement of Earnings 
• Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page. 
• Click on “My Paystub” to see an overview of your personal data. 

 
 

 

 
• The controls at the bottom of the screen allow you to select a date for the Paystub you want to 

review. 
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 II.  Changing Your W-4 (Deductions) 
• Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page. 
• Click on “My Tax Withholding Information” to access your Federal and State Withholding information. 

 
• To change your Federal withholding information click on the “Update” button to the right of the “Federal 

W4 Withholding Form” section in the Online Tax Forms screen. 

• Fill in all the appropriate fields on the W4 screen and click on the “Next” button. 

 
• Review your information and click “Submit” when ready to save your changes. 

 
 

• The next screen confirms that your updates have been sent to the Payroll Department.  Click on “Return  
to Overview” to change your State withholding information, if it needs to be different than your Federal. 

• Click on “New York Withholding Form (PDF) to view and print the State withholding form.  Complete 
and return to your Payroll department. 

 

III.  Changing Your Direct Deposit Information 
• Click on “RIT Employee Self-Service” responsibility on the “Main Menu” tab in your home page. 
• Click on “My Banking Information” to access your Payment Method and Bank information. 

 
• To add a Payment method click on the “Add” button in the Employee Details screen. 

 
• Fill in all the appropriate fields on the Add/Edit screen for your Payment Method and Bank Details and  

click the “OK” button. 

             
• In the Summary screen click on the “Next” button to go to the Review screen. 

 
• Review your changes in the Review screen.  Click on the “Submit” button when you are ready to save 

your changes. 

 
• The Confirmation screen confirms that your changes have been submitted for processing.  Click on the 

“Return to HR Menu” button to return to the RIT Employee Self-Service menu. 


