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HR Self Service Guide: 

Employee  
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 To log onto HR Self Service please visit:
 www4.cfmws.com/HRSelfservice

Employee HR Self Service Tip Guide: 
Home Page  
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This is your employee home page tab. 

You can see if there are any updates 
or message for you under “your mes-
sages”.  

You are also able to access the Tool-
kit, this is where all the most updated 
information is kept about our pro-
grams and services.  

You also have access to the HR Poli-
cies. Note that you will need a Em-
ployee Zone username and password 
to access this.  

Remember to always log off! 

https://www4.cfmws.com/HRSelfservice/sharedLogon/logon.aspx?ReturnUrl=%2fhrselfservice
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Personal tab is the main hub 
where you can access your 
personal information, benefit 
information, and payroll in-
formation.  

The Employee Personal Information section is a place where an employee can: 

Update their address. If there is a name change please contact your HR Represen-
tative as they will require documentation.  

You can verify your contact information, family member information. If something is 
incorrect, contact your local HR Representative to make that change.  

You can also update your emergency contact information at anytime. 
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The Benefits section allows you to view your benefits enrollment and costs for this 
current year.   

Note that there might be slight differences between per deduction amounts and an-
nual costs because of rounding. The annual costs are also based on a full year of 
contributions.  
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HR Self Service Training Tips: 
Accessing Paystub 

1 Go under the “Personal” tab 

2 
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Will list banking 

information.  

This is where you can view your pay history. 

This chart lists the last 10 pay periods, how-
ever if you want to view further back, you 
just have to click previous, and it will take 
you to the next block of 10 entries. 

You can also search by payment date. So if 
you wanted to search previous years, this 
would be a more effective way.   

This is where you can go to verify your 
banking information. If your banking infor-
mation is incorrect or you would like to 
change it, please bring a direct deposit 
slip or void cheque to your local HR office, 
and they will update your file.  

You also have the option to get a percent-
age or dollar amount directed into different 
bank accounts. This link will provide you 
with more details.  




