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Self-Service: Mobile Site Enhanced Features 
Enhanced Employee Self-Service allows employees to submit Update Requests for Name, Address, Tax 
and Direct Deposit information.  (Optional features, availability is based on company preference.) 

• Information Needed to Submit an Update Request: Your company policy may require specific 
information to verify and approve your update request. 

o Please see the payroll administrator at your company if you have questions regarding 
your company’s policies. 

• Update Request Verification Process: Your request will be submitted to your assigned approver 
at your company for verification before the change to your information becomes active. 

o You will receive a confirmation email when your update request has been received. 
• Review and Confirmation: Your approver will review per your company’s guidelines, and accept 

or reject the information. 
o You will receive a confirmation email once your approver reviews your request. 

*Optional Service- if your pencil icons are grayed out, submit update requests through your payroll administrator. 

 

Employee Update Request Received email: 

 

 

 

 

 

 

Employee Update Approved email: 

 

 

 

 

 

Employee Update Rejected email:   

See your approver or company payroll administrator for requirements and resubmit. 
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Direct Deposits 
If your company allows Enhanced Employee Self-Service features, your icons (pencil, trash can and plus) 
will be red.  Click on the icon and edit your information to submit an update request.  You will receive an 
email when your update request is received, and a second email once your approver verifies your 
information. 

If the pencil icons are grayed out, please submit any update requests directly to the payroll administrator 
at your company.  
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Edit Direct Deposit Accounts 
If your company allows Enhanced Employee Self-Service features, your icons (pencil, trash can and plus) 
will be red.  Click on the icon and edit your information to submit an update request.  You will receive an 
email when your update request is received, and a second email once your approver verifies your 
information. 

If the pencil icons are grayed out, please submit any update requests directly to the payroll administrator 
at your company. 
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Add Direct Deposit Accounts 
If your company allows Enhanced Employee Self-Service features, your icons (pencil, trash can and plus) 
will be red.  Click on the icon and edit your information to submit an update request.  You will receive an 
email when your update request is received, and a second email once your approver verifies your 
information. 

If the pencil icons are grayed out, please submit any update requests directly to the payroll administrator 
at your company. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Heartland	Payroll	Solutions:	Employee	Guide	to	Self-Service:	Rev.	4/16/19		 Page	19	
 

My Profile 
If your company allows Enhanced Employee Self-Service features, your icons (pencil & trash can) will be 
red.  Click on the icon and edit your information to submit an update request.  You will receive an email 
when your update request is received, and a second email once your approver verifies your information. 

If the pencil icons are grayed out, please submit any update requests directly to the payroll administrator 
at your company. 
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Personal Information: Name and Address 
If your company allows Enhanced Employee Self-Service features, your icons (pencil & trash can) will be 
red.  Click on the icon and edit your information to submit an update request.  You will receive an email 
when your update request is received, and a second email once your approver verifies your information. 

If the pencil and trash can icons are grayed out, please submit any update requests directly to the payroll 
administrator at your company. 
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Tax 
If your company allows Enhanced Employee Self-Service features, your icons (pencil & trash can) will be 
red.  Click on the icon and edit your information to submit an update request.  You will receive an email 
when your update request is received, and a second email once your approver verifies your information. 

If the pencil and trash can icons are grayed out, please submit any update requests directly to the payroll 
administrator at your company. 
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Paychecks 
• This page contains a listing of all checks recorded for you in the Heartland system.  
• To view and/or print, first select the check date from the list. 
• Select the View Pay Stub button to download or print the stub. 
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W-2 Forms 
• Select the correct year and click View PDF. 
• You can then either download or print the document.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
Need assistance with Self-Service?     
 

• You can reset your password on the login screen as needed.   
• If you are unable to reset your password or get locked out of your account, please contact your 

employer’s payroll department.   
• The Payroll Specialists at Heartland are not able to speak with employees directly.   

 

 

 


