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Logging In From Home

e Go To www.mclaneco.com

e Click McLane Teammates

e Click the Login to eServe link

e This link will take you to the Self Service
Login Page



Logging In from the eServe Kiosk

e When you walk up to the eServe Kiosk the
Self Service Login Page will appear.

Logging In from Your Desk

e There will be a link to eServe from
www.mclaneco.com

e Click McLane Teammates

e Click the Login to eServe link

e This link will take you to the Self Service
Login Page

Your Password- Protect Your Password

¢ When logging in you
are going to be s

k f r r N Password:
asked for your AN
an assworada.

e Your SSN is your Social Se- SSN
curity Number.



Your Security Question & Password

Your password is

SSN:
your Month, Day passwors:| |
and Year of Birth. e

For example if you

were born January 1, 1969

your password would be
0101609.

After you have logged in for the first
time, you will be asked to pick and an-
swer a security question. You will also
be asked to change your password.

Your password needs to be at least 6
characters—Iletters and/or numbers.

Menu

B |

Once you have
changed your
password you will
click Ok .

[+ My Favorites

[- Self Service

[ McLane Appm\
- Chanoo hivBa arid

~ 1 Click Self Service
- B

- Training Docurnentation

This will take you
to the Self Service !
Menu.

Click Self Service



To Change Your Name

e Click Personal
Information
Summary

’ 5, Self Service

Mavigate to your self service information and activities

IEE Personal Information

Review and update your personal information

- N

Personal Information Summar

e Click Change
Name

e Click Change

Personal Information
Summary

Personal Information

Change name |'

Change Name

Name

Current Name

New Nare

Name:

“Date Name Change Will Take Effect:

Name Format:

*Required Field T

Submit

Return 1o Personal Information

[painarzo7

English Change Name

Change Name




To Change Your Name

Delete the part of
your name that is
changing

Type in the new
name

Click OK

Verify that you
made the correct
change

Click Submit
Click Ok

Click Return to
Personal Informa-

tion to exit this
screen

Prefi: [ H

fisthame:  [irante tiddehame: 2
Last Narme: Mertar

Suffee: |

% Displayhame:  Amatcafanian

FormalName:  Amanca Mariam

Name: Meriam Amznida R

Click OK

New Name

060472007 [

Chanige Name

Date Name Change Wil Take Effect:
Name Format:  English

Name: Amanda Brown

*Required Field

Submit

Return to Perzonal Information

Click Submit

I aidet 1o comglete your change, you wil need o provide & co
aflicial gvermmant mmed ientcation Sacumen t youl local WH Team.
Change requesis s maich wxacty s dvesified in the official gaversmen

-mﬁ idersfication documest The requested

el pioohasbean oo i eiied {51l O
New Name
Date Name Change Will Take Effect: 061202007

pame | Return to Personal Information

pame:

Return to Personal Information




To Change Your Address

Click Personal

Information Sum- | G} Self Service

mary

Click Change
Home Address

Mavigate to your self service information and activities

Personal Information

Review and update your personal information

B -

Personal Information Surmmeary.

Personal Information
Summary

Personal Information

Armands Merriam

Change Home

Address
Click Adiress Twpe Satus 500 Comy Avess
Chan ge Harme Curent DT USk b Change

Retum to Personal Information /

/
Change




To Change Your Address

Delete the part

Of your ad_ Changs Hema Addres
dress that is B
changing
= [T T w0
Type in the s
[r— -
new address
Click Save = | RSAVE
Verify that you
made the cor- T T
rect Change Home Curent 09700 UsA ggm‘ﬁg?ﬁa
Retum to Personal Information
Click Return to ®_
Personal Infor-
mation to exit Return to Personal Information

this screen




To Change Your Phone Number

Click Personal

Self Service

Information Sum- & o .
Mavigate to your self service information and activities
mary [ perponatitormation - vmaion
=l personal Information SUMmMmary.
-
Click Change Personal Information
Summal

Phone Number Y

raneirers |
To change a i i o
phone number

(harge phone by

delete the old e —
phone number Change Phone
and type in the Number
change

Phone Type T ebepbons Extemsion Prefised

Home [Emre = Calete
Click Save T

I N Type Over Number

. to Change

Click Ok

Click Return to
Personal Informa-
tion to exit this
screen

Save

10



To

Add Your Phone Number

Click Personal In-
formation Sum-
mary

Click Change
Phone Number

To add a phone
number click add a
phone number

Select the phone
type from the drop
down list

Enter the Phone
Number in the
blank box

Click Save
Click Ok

Click Return to
Personal Informa-
tion to exit this
screen

N .i) Self Service

Navigate to your self servics information and sctivities

I Personal Information
== Review and update your personal information

Personal Information Summary

<
Personal Informa-
tion Summary

Change Phone
Number

11



To Delete a Phone Number

Click Personal
Information Sum-
mary

Self Service

i

Mavigate to your self service information and activities

B

Personal Information
Review and update your personal information

Elpersonal Information Summeary. '\

Click Change
Phone Number

Personal Information
Summary

To delete a
phone number

click delete

Change Phone

It will ask if you
are sure you want
to delete

Click—Yes Delete
if you are sure you
want to delete

Click Return to
Personal Informa-
tion to exit this
screen

Number

At 3 Fane Humier

Phone Numbers

Note: You can not delete your
phone number without having
an alternate.

[Ys -l Jg - Dot Dt |
Yes Delete

12



To Update Your Emergency Contacts

Click Personal
Information Sum-

Wy Self Service

mary Mavigste to your self service information and activiies
Personal Information
H Revigw and update yvour personal information.

C I IC k C h an g e Elperzonal Information Summary: -

Emergency Con- Personal Information

tact Summary

Click Edit next
mergency Contacts

to the contact Narmg Relationship to Teammate Primary Contact
CindySparks Mother (]

you Wou Id I i ke Tray Smith Spouse 1

to change AFETEAE

9 R | 94— Change Emer-

Delete the infor- gency Contact
mation you —

Emergency Contacts

would like to
change : =
Iz G prute E 1o
in- e
Add tht_e new in ey o
formation o o G
. Fetum ig Py AL NSmaen Edit
Click save
Click Ok ST .
Click Returnto [~ " ﬂ\
Personal Infor- [l Type Over Info
mation to exit R =

this screen

13



To Delete Your Emergency Contacts

Click Personal
Information Sum-
mary

Click Change
Emergency Con-
tact

’ 5, Self Service

Mavigate to your self service information and activities

IEE Personal Information

Review and update your personal information

Personal Information Surmmeary.

Click Delete next
to the contact
you would like to
delete

b N
Personal Information
Summary
Name Relationship to Teammate Primary Contas
Cindy Sparks Mather r
Troy Smith Spouse 14
Change emergency contacts 4__Change EmergenCy
Contact

Click Yes Delete

Click Return to
Personal Informa-
tion to exit this
screen

Emergency Contacts

Fetsonsap 12 Teamman

o Ent Cuinte

—— - et | ggew |
Delete
Delete Confirmation
Yes Delete

14




To Add

Your Emergency Contacts

Click Personal
Information Sum-
mary

Click Change
Emergency Con-
tact

\ 0 Self Service
Mavigate to your self service information and activities

Personal Information
Revigw and update yvour personal information.

ElPersonal Information Summary. '\

Personal Information
Summary

Click Add an
Emergency Con-
tact

Complete the
Contact Name

field, Relationship

Emergency Contacts

Hame Relationship to Teammate Primary Contar
Cindy Sparks Mather r

Troy Smith 14

Change emergency contacts

Spouse

Change Emergency
Contact

to Teammate
field, Address
and Phone Num-
ber

Click Save

Emergency Contacts

Amanda Memam

[eomuctsore Bt Jewrnme |
L] Bt Eat Dot
Eat Dot

Add an Emergency
i Contact

Click Ok

Click Return to
Personal Informa-
tion to exit this
screen

Address and Taleghone

*Prelativership to Teammate: | 070 ]'

™ Comact tvas the same

Complete Info

[~ Cortact has the same |

15



To Add Your Email Address

Click Personal
Information Sum-
mary

Click Change
Email Address

’ 5, Self Service

Mavigate to your self service information and activities

IEE Personal Information

Review and update your personal information
Elpersonal Information Summeary.

Click Add an
Email Address

Type in the

b N
Personal Information
Summary
Email Addresses
Email Type Email Address Preferred
]
Change Email

<+ Address

email address

Click Save

inat twe T Ak e Frefemed

A3 i Eread aasres s “
Add an Email

Address

Click Ok

Click Return to
Personal Informa-
tion to exit this
screen

a0 =
st g | Type in Email
E

Save =

16



To Change Your Email Address

Click Personal
Information Sum-
mary

Click Change
Email Address

\ ) Self Service
Mavigate to your self service information and activities

Personal Information
Revigw and update yvour personal information.

ElPersonal Information Summary. '\

Personal Information
Summary

Delete the
email address
you want to
change

Email Addresses

Email Type Email Address Preferred
]
Change Email

<+ Address

Add the new email

address

Click Save

Click Ok

Type over Email
Address

~~ Save

Click Return to Per-
sonal Information to

exit this screen

17



To Delete Your Email Address

Wi Self Service
o Click Personal Mavigate to your self service information and activities

Personal Information

I nformati OI’] evievy and update vour personal information.
= ersonal Information SuUmmary’
Summary — b
Personal Information
Summary
e Click Change
H Email Addresses
Emall Address Email Tyne Email Address Preferred
r
i Change Email
e Click Delete Address
|=m —
™ [ L e |
° Click Yes De- snEminn | /
lete B Delete
°
e Click Return
to Personal Email Addresses
Information to Delete Confirmation
eXIt thls ? Are you sure you want YES DeIEte rmj?
screen —
No - Do Mot Delete

18



To Change Your Marital Status

Click Personal
Information Sum-
mary

Click Change
Marital Status

Enter the date
your Marital
Status will

\ ) Self Service
Mavigate to your self service information and activities

Personal Information
Revigw and update yvour personal information.

ElPersonal Information Summary.

b N
Personal Information
Summary

Marka SIahE e Rser:  CAN 2001

Chige ikl slus
\

change

Select your new

marital status from

the drop down
list

Click save
Click OK

Click Return to
Personal Informa
tion to exit this
screen

Change Marital Status

*Date Change Will Take Effect: )
Current Marital Status: Married
*Change Marital Status To: j'
save New Marita;
Retumnto F’E&&J Status
Save

19



To Change Your Ethnic Group

e Click Personal

Wi Self Service
Information HMavigate to your self service information and activities

Personal Information

Su m mary eviewy and update your personal information .
ElPersonal Information Summary.
b
. Personal Information
e Click Change Summary

Ethnic Group

Ethnic Groups
(] Select your Ethnic Description
Group from the list |"™®
provided

Change ethnic oS |

Change Ethnic Group

Wihite B
American Indian/Alaska Native
Asian

BlackiAfiican American
Hispanic/Lating

Mative Hawvaiian/Oth Pa anid
Mot Specified

Select your Ethnic
Group from list

20



To Change Your Ethnic Group

Click Save
White
Click OK
. Save
Click Return to .
Return to PePsgnal Information
Personal Infor-

mation to exit
this screen

Save

21



Teammate Information You Can View

Click Personal

Information Sum- | G} Self Service

mary

You can view

Mavigate to your self service information and activities

IEE Personal Information

Review and update your personal information
Personal Information Surmmeary.

b N

your Teammate Informa-
tion at the bottom of this
screen

This includes your Gen-
der, Date of Birth, Birth
Country, Birth State, SSN,
Military Status, Start
Date, Education Level

These items are view
only

If this information is in-

correct see your Human
Resource Department

22

Personal Information
Summary




Teammate Infarmation You Can View

Tearnmate Information

Gender: Female
Date of Birth: 01/0911979
Birth Countrny:

Birth State:

Social Security Number: 452-66-6666
Military Status: Mot indicated
Original Start Date: 0971752001
Highest Education Level: A-Mot Indicated

Contactthe Human Resources department if any of your Teammate Information is incorrect.

Payroll and Compensation Screens

You can You can view:
add and change: e Previous Paycheck
e Direct Deposit Stubs
e Current Paycheck
Stubs
e Compensation His-
tory

23



View Paycheck

Click View Paycheck

%@] Payroll and Compensation

under Payroll and
Compensation

A list of your pay-
checks will appear

To view a

Review your pay and compensation history.
Upidate wour direct deposit and ather
deduction or contribution information.
Eliew Paycheck

ElDirect Deposit

=l Compenszation Histar

View Paycheck

paycheck
click on the
check date

Paychecks
with a check

W

[
WOaMes AN

mark under
PDF File will

Check Mark

display as a

[T

Moszeen  basiooM

CREER)

PDF

24




View Paycheck

Paychecks will dis-
play in a PDF for-
mat.

Paychecks in PDF
format will include
year to date num-
bers and time off
balances

To close the
paycheck

e [ it L R LU )

WV T B L] e

b u:-_ ::‘} E 2= "]
Year to Date Numbers

Wios B i) TR 1

TR T TR

:". - P Y

:

click on X

25



View Paycheck

e Check
dates that
do not have
a check

mark in the

PDF file column will
not display year to
date numbers

= L
e Paychecks | ::::
without a S
check e I ed
mark View A Different Paycheck
another PO .
paycheck
click on e
View a Different Pay-
check



Add Direct Deposit Account

Click Direct De-
posit under Payroll
and Compensation

Click Add Account

Complete the re-
quired fields

Click Save
Click Ok

Click Return to Self
Service

= ]PMD“ and Compensation
@@ Reviewy your pay and compenszation history .
Updgte your direct deposit and ather
deduction or contribution information.
=] Vlew Paycheck

=|Direct Deposit
=l Compensation History Hg\

Direct Deposit

[Diract Depasi Dated

Aeoourd Depusit
e Pouting Mumber ~ Accourt Number  Deposi Twie — AmbPet (i
hetkoe [ Belance $8 Caw2 | Dekle
Ad et !\
Add Account

Refun Sefdevee

Complete fields

T Save

27




Change Direct Deposit

e Click Direct De-

. ﬁ Payroll and Compensation
posit under Pay-

Reviewy your pay and compensation history .
Upddate wour direct deposit and ather

rOI I and Com pe n- d_fdgdion or contribution infarmation.
ey Paycheck
H irect Deposs
sation ECompensation Hi

¢ Click Change Direct Deposit

e Delete the informa-
Hrcount

tion in the fields that |t s e o S
Cherang € Fasee
needs to change

Rel. o el enie

¢ Add the new informa-

tion
“Account Type: | Chesking E
e Click Save vt [ 3]
Amount/Percent: l—
Routing Number: | View check example
i C I I C k O k Account Number: = Type over flelds

Deposit Order: 999 (example: 1 = first accourt pracessed)

° CIiCk Return to Self *Reguired Field
Service e | —_  save

Returnto Direct Deposit

28



Delete Direct Deposit Account

Click Direct De-
posit under Pay-
roll and Compen-
sation

Click Delete
Click Yes Delete

Click Ok

Service

> ]Pmoll and Compensation

@ Revigwy your pay and compensation history.
Update vour direct deposit and ather
deduction or contribution informeation.

=| Vlew Pavycheck

=IDirect Depozit

ElCompenzation Histor

V\

Direct Deposit

Jocount

g b i s e iy 2

Direct Deposi Defail

Otdet

Cheedtg © Baaree W9 Change | Deete
Ade ezount /
A
. : Delete
Fewr foZelf3
Click Return to Self| fbs
Direct Deposit
Delete Confirmation
* areyou sure you want o delete this Deposit Account. 0000200
Yes— Delete
[ ves - DM Do Mot Delete

29




View Compensation History

* C_IICk _Compensa- %@PMUII and Compensation
tion History under

Revigw your pay and compensation history.
Update your direct deposit and ather

P ay ro I I an d CO m- d_iedgdion o contribution information.
=l View Paycheck

pensation ElDirect Deposit

Compensation History

e If you would like to .\
Compensation History
see another date

click view a
different =
date range P

::‘:..: View A Different Date Range
Charne: e Frequency

Fwanisy
Eiweenty

View Ancihir Date Farge

e Select the
Date Range

Brweidy

Erweeay

i
e To exit e - —

06 $H160
F1AE1T

scroll to the
bottom of

the screen
e Click Return to

Teammate Self
Service

30



Benefits Screen

Click Benefits
Summary under
Benefits

To view a differ-
ent date

Losl. Benefits

Reviewy health, insurance, savings, pension
or cther benefits information. Review and
update dependent and beneficiary personal
information.

ElBenefitz Summary

range type Benefits Summary

in the date
and click go

To view who
is covered
on your
benefits
click the
blue link for

Blue Link

0% of Salary

o s e e pne o 1B 400

that benefit

To exit that screen

click Return to

Benefits Summary

31



ederve Kiosk Hints

e The eServe Kiosk Screen will open to
the eServe login page when you ap-
proach.

e If you do not touch the keyboard for
more than 90 seconds you will be
logged out.

e If you walk away from the eServe Kiosk
it will log you out within 2 seconds.

e To print put your cursor on the printer
icon and push the left clicker.

e If you do not pick up the print out within
30 seconds the machine will take back
the print out and it will be destroyed.

e You will have to print again to get a

copy if the eServe Kiosk takes the print
out.

32



eserve Kiosk Keyboard

Tab

Delete Key

JE000LOLULO0CE

30000000 T

==[0[o[a[a)

Enter

.4

UM ood OO

o Dr—ir—lr—lmr—]r—]rﬁr:,[‘_] o 1

D L Side to Side Arrows

Up and Down Arrows

ederve Kiosk Mouse

Mouse Ball-
Moves the
cursor on the
screen

Left Clicker-
Push this but-
ton to click or

Mouse
Ball

select

Left Clicker

Right Clicker

33



Additional Help

For additional help
contact the McLane Help Desk
24 Hours a Day
7 Days a Week.

1-800-299-0379

Protect Your Password

34





