To: RMU Employees

In an effort to make it more convenient for you to access and make changes to your individual
Payroll, Benefits, and Human Resources information, we are implementing an Employee Self
Service (ESS) tool.

Using any computer with internet access, you now have the capability, online, to:

View/print monthly pay statements

View/print annual W-2 forms

Review current benefit elections

Check your retirement plan contribution percentages
Change your address

Change or add direct deposit accounts

Request a change in your tax withholding (W-4)
Update your dependent information

Add emergency contacts

Your RMU Registration Passcode is RMU-ESS

Your User ID will be your first initial last name @ rmu. Ex: jdoe@rmu
Your User ID is not case sensitive.

When you first log-in, we encourage you to add your emergency contact information.

In addition to improving efficiency and convenience, the ESS tool contributes to RMU’s
sustainability efforts by reducing the amount of paper needed and associated costs. Paper pay
advices will no longer be available after the July 29. 2011 pay date.
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