
Using Employee Self Service

The best way to access the Portal is via the NCSU home page     www.ncsu.edu
A link to the Portal is at the top of the home page. 

http://www.ncsu.edu/
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If you have any problems accessing the portal,  please contact the help desk 
at 515-4357

Use your Unity ID & Password to log into the MyPack Portal

Don’t know your Unity ID & Password?
The default “Username” is usually the first letter of your first name, the first letter of your middle 
name and the first six letters of your last name.
EXAMPLE: Wanda B. Robertson’s Username would be wbrobert

The default password is 8 characters long and is usually the last four digits of your employee id 
number followed by the 2 digit month and 2 digit day of your birthday.
EXAMPLE: Employee ID number 000123456 Birthday: 02/01/1975
The default password would be 34560201

The first time you access the Portal you will be instructed to change your password to one of your 
own choosing. 
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Click on “Main Menu”.  Then 
click on “Employee Self 
Service in the box that opens



Using Employee Self Service
Look under Payroll and 

Compensation
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To change your tax withholding, click on NC4/W4 Tax 
Application
To view your pay statement, click on View Paycheck
To change your direct deposit information, click on Direct 
Deposit Enroll/Update
To view your voluntary deductions, click on Voluntary 
Deductions
To print a copy of your paycheck statement, click on “View 
paycheck”.  Then click on “Print Pay Statement” in the upper 
left hand side of the page.
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To update your address, phone number or email address, 

look under “Personal Information” in the box next to 
“Payroll & Compensation”. 
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To review and update your “Leave Balances”, 
look under “Personal Information”
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