
EMPLOYEE SELF-SERVICE INSTRUCTIONS 
 
URL:  myhr.brazosport.edu 
 

 
 
Enter your Username and Password (the same username and password you use to log in to your computer each day).  Click “Log in.” 
  



After logging in, the following page will appear: 
 

 
 
Make your selection from the left-hand menus (Payroll and Employee Profile).  A brief description of each option follows. 
 
  



Payroll Summary: 

 
 
This screen shows you a calendar year-to-date summary of all of your paychecks.  It includes each pay type, benefit type, deduction type, and 
retirement type included in your checks since January 1 of the current year. 



Payroll Checks: 

 
 
This screen gives you a list of each paycheck you have received.  You can view and/or print a copy of your paycheck vouchers. 
 a.  Click the blue arrow in the “Download” column next to the check you wish to view or print to open the .pdf document on your 
computer.  Once it is open, you will be able to print it or save it to your computer. 
 b.  Change the “Calendar Year” using the drop-down in the top right-hand corner to see paychecks from prior years.   
  



Entitlement Balances (only applicable for full-time employees): 

 
 
This screen displays: 
 
1. Your Sick Leave balance based on forms received/recorded by HR.  You will notice an entry in September for your annual sick leave allotment.  
In addition, you may have an entry dated 9/1 representing your carryover balance from the prior year. 

Note:  You will find your Paid Personal Leave (PPL) balance within your Sick Leave Details.  If you have used any PPL this fiscal year, there 
will be a note that begins with “PPL” (in the “comments” column).  You will be able to see how many hours you have used by adding up the hours 
from the “hours” column.  PPL is deducted from your Sick Leave balance.  
 
2.  Your Vacation balance based on forms received/recorded by HR.  (Hours not yet taken, but scheduled for a future date, may be reflected in 
this balance if you submitted a form to HR for vacation scheduled in advance.) 
 Note:  You will see three entries for 75% of your vacation entitlement for the fiscal year in September of each year.  In June, you will see 
an entry for the remaining 25% of your vacation leave.   In addition, if you had carryover vacation from the prior year, it will also show as a 
separate accrual with a date of 9/1. Please note that vacation leave is earned pursuant to Policy DED (Local). 
 
Click on the blue plus sign under the “Transactions” column to see the exact dates and hours you have used and/or scheduled.  



 
Example of detailed Sick Leave screen 
 
Carryover from Prior Year 
 

Current year entitlement 
 

PPL taken 



W-2s: 

 
 
Click on the blue arrow in the “download” column to view, print, or save a copy of your W-2. 
  



Address: 

 
You are now able to update your own address for Human Resources and Payroll.  Simply enter your new address, then click “save.”  If you make 
an error, you can re-type your address and click “save” again. 



Direct Deposit: 

 
This is your primary (balance of pay) direct deposit account.  You can edit the account number, routing number, account type, and which email 
address is used for emailing your payroll pay advice by updating the information in the applicable boxes.  Once you make your changes, click 
“save.” 
  



Deductions: 

 
 
If you have more than one direct deposit account, your additional accounts will display as deductions.  These are the only deductions that will be 
displayed here.  You can edit your account information and deposit amounts by clicking on the blue pencil in the “Edit” column. 



 
To edit your account information, simply change the information in the applicable boxes (such as bank account number, transit routing number, 
account type, and percent/amount), then click “save.” 
 
To stop a direct deposit, remove the check mark by clicking in the box following “Direct Deposit,” then click “Save.” 
 
To add a new direct deposit account or to change from a percent of pay to flat amount/flat amount to percent of pay, you will need to complete 
a new direct deposit form.  The form can be found in the “forms” folder on the employee drive. 

If you currently have an election of a percentage of your check 
going to a secondary account, the percentage will show here.  If 
you currently have an election of a flat amount, the flat amount 
will be displayed here instead of a percentage. To change from 

percentage to flat amount OR from flat amount to a percentage, 
you will need to complete a new direct deposit form (available in 

the “forms” folder on the employee drive). 



Emergency Contact: 

 
After clicking the “Emergency Contact” link, a list of your existing emergency contacts will appear. 
 
1.  To view/change the details of an emergency contact, click on the blue pencil in the “edit” column. You can edit your existing emergency 
contact information by making changes in the applicable boxes, then clicking “Save.”  
 
2.  To add an additional emergency contact, click on the blue plus sign next to the word “Add.”  Fill in the contact information and click “Save.” 
 



 
 
Enter the applicable information and click “Save” to update your emergency contacts. 


