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• Go To www.mclaneco.com  
 
• Click McLane Teammates 
 
• Click the Login to eServe link  
 
• This link will take you to the Self Service 

Login Page 
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• When logging in you 
are going to be 
asked for your SSN 
and Password. 

 
• Your SSN is your Social Se-

curity Number. 

Logging In from the eServe Kiosk 
• When you walk up to the eServe Kiosk the 

Self Service Login Page will appear.  
 

Logging In from Your Desk 

Your Password– Protect Your Password 

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

 
• Click McLane Teammates 
 
• Click the Login to eServe link  
 
• This link will take you to the Self Service  

Login Page 

SSN 
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• Your password is 
your  Month, Day 
and Year of Birth.  
For example if you 
were born January 1, 1969 
your password would be  
010169. 

 
• 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—letters and/or numbers. 
 
• Once you have 

changed your 
password you will 
click Ok .  

 
• This will take you 

to the Self Service 
Menu. 

 
• Click Self Service 

Your Security Question & Password  

Password 

Click Self Service 
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To Change Your Name 

Change Name 

Change Name  

Personal Information 
Summary 

• Click Personal 
Information  

      Summary 
 
 
 
 
 
• Click Change 

Name 
 
 
 
• Click Change 

Name 
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To Change Your Name  

Click OK 

Click Submit 

• 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 

Click Ok 

Return to Personal Information 
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To Change Your Address  

Change Home  
Address 

• Click Personal 
Information Sum-
mary 

 
 
 
 
• Click Change 

Home Address 
 
 
 
 
 
 
• Click 

Change  

Change 

Personal Information 
Summary 
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To Change Your Address 
• Delete the part 

of your ad-
dress that is 
changing 

 
• Type in the 

new address 
 
• Click Save 
 
• Verify that you 

made the cor-
rect change  

 
• Click Return to 

Personal Infor-
mation to exit 
this screen 

 
 

Save 

Return to Personal Information 
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To Change Your Phone Number 

• Click Personal 
Information Sum-
mary 

 
• Click Change 

Phone Number 
 
• To change a 

phone number 
delete the old 
phone number 
and type in the 
change  

 
• Click Save 
 
• Click Ok  
 
• Click Return to 

Personal Informa-
tion to exit this 
screen 

Change Phone 
Number 

Type Over Number  
to Change 

Save 

Personal Information 
Summary 
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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 

Change Phone 
Number 

Add a Phone Number 

Phone Type 

Save 

Personal Informa-
tion Summary 
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To Delete a Phone Number 
• Click Personal 

Information Sum-
mary 

 
• Click Change 

Phone Number 
 
• To delete a 

phone number 
click delete 

 
• 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 

Change Phone 
Number 

Delete 

 Yes Delete 

Personal Information 
Summary 

Note: You can not delete your 
phone number without having 
an alternate. 
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To Update Your Emergency Contacts 
• Click Personal 

Information Sum-
mary  

• Click Change 
Emergency Con-
tact  

• Click Edit next 
to  the contact 
you would like 
to change  

• Delete the infor-
mation you 
would like to 
change  

• Add the new in-
formation  

• Click Save  
• Click Ok  
• Click Return to 

Personal Infor-
mation to exit 
this screen 

Change Emer-
gency Contact 

Edit 

Personal Information 
Summary 

Type Over Info 
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To Delete Your Emergency Contacts 

Change Emergency 
Contact 

Delete 

• Click Personal 
Information Sum-
mary 

• Click Change 
Emergency Con-
tact 

 
• Click Delete next 

to  the contact 
you would like to 
delete 

 
• Click Yes Delete 
 
• Click Return to 

Personal Informa-
tion to exit this 
screen 

Personal Information 
Summary 

Yes Delete 
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To Add  Your Emergency Contacts 
• Click Personal 

Information Sum-
mary 

• Click Change 
Emergency Con-
tact 

• Click Add an 
Emergency Con-
tact 

• Complete the 
Contact Name 
field, Relationship 
to Teammate 
field, Address 
and Phone Num-
ber 

• Click Save 
• Click Ok 
• Click Return to 

Personal Informa-
tion to exit this 
screen 

Personal Information 
Summary 

Change Emergency 
Contact 

Add an Emergency 
Contact 

Complete Info 
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To Add Your Email Address 
• Click Personal 

Information Sum-
mary 

 
• Click Change 

Email Address 
 
• Click Add an 

Email Address 
 
• Type in the 

email address 
  
• Click Save 
 
• Click Ok 
 
• Click Return to 

Personal Informa-
tion to exit this 
screen 

Add an Email 
Address 

Type in Email 
Address 

Save 

Personal Information 
Summary 

Change Email 
Address 
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To Change Your Email Address 
• Click Personal 

Information Sum-
mary 

 
• Click Change 

Email Address 
 
• Delete the 

email address 
you want to 
change 

 
• Add the new email 

address  
 
• Click Save 
 
• Click Ok 
 
• Click Return to Per-

sonal Information to 
exit this screen 

Type over Email 
Address 

Save 

Personal Information 
Summary 

Change Email 
Address 
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To Delete Your Email Address 

Delete 

Yes Delete 

Personal Information 
Summary 

• Click Personal 
Information 
Summary 

 
 
• Click Change 

Email Address 
 
 
• Click Delete 
 
 
• Click Yes De-

lete 
•  
 
• Click Return 

to Personal 
Information to 
exit this 
screen 

Change Email 
Address 
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To Change Your  Marital Status 

• Click Personal 
Information Sum-
mary  

• Click Change 
Marital Status  

• Enter the date 
your Marital 
Status will 
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 

Personal Information 
Summary 

Change Marital Status 

New Marital 
Status 

Save 
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• Click Personal 
Information 
Summary 

 
• Click Change 

Ethnic Group 
 
• Select your Ethnic 

Group from the list 
provided 

To Change Your Ethnic Group 

Personal Information 
Summary 

Change Ethnic Group 

Select your Ethnic 
Group from list 
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To Change Your Ethnic Group  

• Click Save 
 
• Click OK 
 
• Click Return to 

Personal Infor-
mation to exit 
this screen 

Save 



22  

 

Teammate Information You Can View 
• Click Personal 

Information Sum-
mary 

 
• You can view 

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 

Personal Information 
Summary 
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452-66-6666 

Payroll and Compensation Screens 

You can view: 
• Previous Paycheck 

Stubs 
• Current Paycheck 

Stubs 
• Compensation His-

tory 

You can  
add and change: 

• Direct Deposit 
 
 

Teammate Information You Can View 
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View Paycheck  
• Click View Paycheck 

under Payroll and 
Compensation 

 
• A list of your pay-

checks will appear 
 
• To view a 

paycheck 
click on the 
check date 

 
 
• Paychecks 

with a check 
mark under 
PDF File will 
display as a 
PDF 

 

View Paycheck 

Check Date 

Check Mark 
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    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 
click on X 

Time Off Balances 

Year to Date Numbers 

Click on X 
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View Paycheck  

• Check 
dates that 
do not have 
a check 
mark in the 
PDF file column will 
not display year to 
date numbers 

 
 
• Paychecks 

without a 
check 
mark  

 
• To view 

another 
paycheck 
click on 
View a Different Pay-
check 

Joe  

No Check Mark 

View A Different Paycheck 
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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 

  

Direct Deposit 

Add Account 

Complete fields 

Save 



28  

 

  

Change Direct Deposit 
• Click Direct De-

posit under Pay-
roll and Compen-
sation 

 
• Click Change 
 
• Delete the informa-

tion in the fields that 
needs to change 

 
• Add the new informa-

tion 
 
• Click Save 
  
• Click Ok 
 
• Click Return to Self 

Service 

 
 

Direct Deposit 

Change 

Type over fields 

Save 
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Delete Direct Deposit Account 
• Click Direct De-

posit under Pay-
roll and Compen-
sation 

 
• Click Delete 
 
• Click Yes Delete 
 
• Click Ok 
 
• Click Return to Self 

Service 

  

Direct Deposit 

Delete 

Yes– Delete 
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View Compensation History 
• Click Compensa-

tion History  under 
Payroll and Com-
pensation 

 
• If you would like to 

see another date 
click view a 
different 
date range 

 
• Select the 

Date Range  
 
• To exit 

scroll to the 
bottom of 
the screen 

 
• Click Return to 

Teammate Self 
Service 

 
View A Different Date Range 

Compensation History 
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Benefits Screen 
• Click Benefits 

Summary under 
Benefits 

 
• To view a differ-

ent date 
range type 
in the date 
and click go 

 
• To view who 

is covered 
on your 
benefits 
click the 
blue link for 
that benefit 

 
• To exit that screen 

click Return to 
Benefits Summary 

 

Go 

Blue Link 
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eServe Kiosk Hints 
• The eServe Kiosk Screen will open to 

the eServe login page when you ap-
proach. 

   
• If you do not touch the keyboard for 

more than 90 seconds you will be 
logged out. 

 
• If you walk away from the eServe Kiosk 

it will log you out within 2 seconds.  
 
• To print put your cursor on the printer 

icon and push the left clicker.  
 
• 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. 

 
• You will have to print again to get a 

copy if the eServe Kiosk takes the print 
out.   
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eServe Kiosk Keyboard 

Delete Key Tab 

Enter 

Up and Down Arrows 

Side to Side Arrows 

• Mouse Ball– 
Moves the 
cursor on the 
screen  

• Left Clicker– 
Push this but-
ton to click or 
select 

eServe Kiosk Mouse 

Left Clicker Right Clicker 

Mouse 
Ball 
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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 

 




