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Online Client Services Summary 

ProService Hawaii features a Human Resources Management System (HRMS) that 
allows our clients to securely access their company’s HR-related information from any 
internet accessible personal computer.  The system provides to our clients:  

 A direct link to view and edit employee information and status in real time.  
Manage HR functions such as address changes, certification tracking and 
events.

 Web Payroll Entry solution to securely and accurately submit hours worked.

 Simple integration with most other digital systems, including Time & 
Attendance solutions.

 View, print, and save company reports and documents including: payroll 
reports; health care benefit summaries; paid-time-off/sick leave/vacation 
tracking reports; employee census data. 
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Accessing the Online Client Services Web Portal 

To access the website, go to:  https://login.proservice.com/hrp/ClientLogin or go to 
http://www.proservice.com/ and click on the CLIENT LOGIN link at the top right of the screen. 

You should have been provided your login and password information.  If you do not 
know your login information, contact your payroll specialist for assistance.   

After the first login, you can change your password by going to 
Administration>Password Change. 

https://login.proservice.com/hrp/ClientLogin
http://www.proservice.com/
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Getting Around 

Moving around the website is as simple as navigating your favorite website.  Most 
of your choices are available from the menu navigation bar on the left side of the 
browser.  You will select items by clicking on the menu item and then clicking on the sub-
menu item below. 

Menu Item Description 

Employee 
From the Employee Inquiry section, managers can access information about 
their employees.  This includes an Employee Overview, Check Stubs, PTO, a Benefits 
Summary and W-2 Reprints. 

Employee 
Maintenance 

From the Employee Maintenance section, managers view and update information 
for an employee, including their address, Work Data records, Labor Allocations, 
Direct Deposit Accounts and Skills Records. 

H/R Actions 
H/R Actions allows managers to update information in the system such as Job 
and Pay rate and Status. 

Documents 
Documents is where documentation such as New Hire Packets, Benefits 
Summaries, Employee Management forms and client specific forms are stored and 
can be viewed and downloaded.  

Payroll Entry 
Payroll Entry allows managers to enter time for payroll submission, upload 
timesheets or calculate pay using a Net Pay calculator.   

Web Reports – 
Payroll & Invoicing 

Web Reports – Payroll & Invoicing contains the Batch Inquiry and Invoice Summary 
web reports for payroll review.  The web reports also allow for managers to drill 
further into the batch details from the screen. 

Web Reports – 
Employee Info 

Web Reports – Payroll & Invoicing contains basic employee reports including 
Active Employee, Birthday, PTO and Census reports.  

Self Service Reports 

Self Service Reports contains several reporting sections where managers can 
enter prompts and generate data.  This section includes Employee Info Reports, 
HR Reports, Benefits reports and Payroll Reports.  

Code Maintenance 
Code Maintenance allows managers to add Departments, Projects, Divisions, 
Locations Events and Skills to the system for assignment to employees. 
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Icons and Actions 

No matter where you are in the system, you will be presented with similar icons for 
your convenience.  These icons will launch processes specific to the pages that you are 
browsing in at the time.   

Icon Description 
The Go button will take you to a screen with search results based on the 
selection entered. Usually Go is used after entering an Employee Name into 
a search box. 

The Continue button takes you to the next screen of the process. 

OR The Edit button, sometimes displayed as a pencil, allows you to edit 
the information previously entered on the page.   

The Save changes button must be used to complete any additions or 
changes.  If this button is not used before navigating away from a window, 
your changes will be lost. 

The New button allows you to add a new record, such as a new direct 
deposit account or skill for an employee.   

Open Spreadsheet is used to save a web report as an Excel document. 

The Print button will print a report version of the screen that you a currently 
working in.  This print will be directed to a printer connected to your PC. 

The Help button will provide you contextual help for the process or screen 
that you are currently working in.  Please be aware some of the help 
may include processes not activated for your company. 

A white X in a red box is a delete button.  Clicking on this icon will delete the 
record on the line. 
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Home Page 

After logging in, the first page you encounter is the Home Page.  From here you can access 
other areas of the system.   

Page features: 

 Menu Navigation Bar (left side)– This menu allows you to access different sections of the 
site.

 Timeout Clock (bottom right)  -  The system will log you out after 30 minutes of inactivity.  
The clock counts down the remaining time until you are logged out.  A warning will 
appear when 5 minutes remain on the clock.  The clock will reset to 30 minutes with 
every action you complete including navigating to a new page or clicking on a button.

 Logout (top right) – This button will log you out of the system and take you back to the 
login page.

 Support – If you need support for the system, the email support button (top right) will 
open an email to our support team and the Tech Support number (center splash page) 
will allow you to reach a support rep. 
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Employee Overview 

Location: 
Employee Inquiry >Employee 

Overview 

Action: 
Review employee demographic, 

employment & tax data 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Inquiry – Employee Overview on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The employee information will display on the screen.
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Check Stub 

Location: 
Employee Inquiry >Employee 

Overview 

Action: 
Review and reprint 

employee check stubs 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Inquiry – Check Stub on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. Select  the year and check details will display for that year.

4. Clicking on the pay date will open the check detail screen and allow you to print the stub
or details.



10 

Payroll Inquiry 

Location: 
Employee Inquiry >Payroll 

Inquiry 

Action: 
Review employee pay 

history and YTD summary 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Inquiry – Payroll Inquiry on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The  pay history, compensation and YTD summary will display on screen.
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Benefits Details 

Location: 
Employee Inquiry > Benefits Summary 

Employee Inquiry > 401K Summary 
Employee Inquiry > Flex Spending 

Action: 
Review employee 

benefit details 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Inquiry – Benefits Summary to access benefits information, Employee 
Inquiry
– 401K Summary to access 401K information or Employee Inquiry – Flex Spending to 
access FSA information.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The information will display on the screen.

Benefits: 

401K Summary: 

Flex Spending: 
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Paid Time Off 

Location: 
Employee Inquiry >Paid Time 

Off 

Action: 
Review an employee’s PTO 
balances and PTO history 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Inquiry – Payroll Inquiry on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The  PTO plans set up for the employee will display with their balances.

4. Clicking on the PTO Type will open details for that plan.
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W-2 Reprint

Location: 
Employee Inquiry >W-2 Reprint 

Action: 
Reprint an Employee’s W-2 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Inquiry – W-2 Reprint on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. Select the year from the drop down menu.  Any W-2’s issued for an employee while with 
ProService will be available.

4. Clicking Go will open the W-2 in a PDF document.  Your browser may ask you to save it 
to your computer prior to opening. 
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Personal Information 

Location: 
Employee Maintenance> 

Personal Information 

Action: 
Update employee address, 
personal details, name or 

emergency contact 

Paperwork required to retain: 
Marriage certificate or legal 
document for name change 

Process:  

1. Click on Employee Maintenance-Personal Information on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The employee personal data will display on the screen.  Enter new or updated information into
the fields you wish to update.

4. Click Save Changes
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Work Data Record 

Location: 
Employee Maintenance> Work 

Data Record 

Action: 
Update employee ‘s 
work assignment or 
contact information 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Maintenance-Personal Information on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The employee work data will display on the screen.  Enter new or updated information into the
fields you wish to update.

4. Click Save Changes
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Direct Deposit 

Location: 
Employee Maintenance> Direct 

Deposit Auth 

Action: 
Add, update or delete 
an employee’s direct 

deposit account 

Paperwork required to 
retain: None 

Process:  

1. Click on Employee Maintenance-Direct Deposit Auth on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The employee’s current account will display on the screen.

a. To edit an existing account click on the pencil

b. To delete an account click on the red X

c. To add a new account, click on New and enter the information.  Click Add New Account

when finished.

4. Click Save Changes

Note:  All accounst will be placed in a pending status and will go through a prenote process with the 
bank to verify that the information entered is correct.   
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Employee Event Log 

Location: 
Employee Maintenance> Employee 

Event Log 

Action: 
Track any events an employee 
has attended such as training 

courses or seminars 

Paperwork required to retain: 

None 

Process:  

1. Click on Employee Maintenance-Employee Event Log on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The employee’s current events will display on the screen.

4. Click New to add an additional record.  Select the description and enter in corresponding
information.

Note: New Events can be added in the Code Maintenance section of the site.  See 
the Code Maintenance section of this guide for further instruction.   

5. Click Save Changes
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Skills Data Record 

Location: 
Employee Maintenance> Skills 

Data Record 

Action: 
Track any skills, certification 
and education for employees 

Paperwork required to retain: 
Proof of certification, if required 

Process:  

1. Click on Employee Maintenance-Skills Data Record on the left of the screen.

2. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

3. The employee’s current events will display on the screen.

a. On the Skills tab, click New to add an additional skill or certification record.  Select the
description and enter in corresponding information.

Note: New Skills can be added in the Code Maintenance section of the site.  See 
the Code Maintenance section of this guide for further instruction.   

b. On the Educations tab, click New to add an additional education record.  Enter all
information for the employee.

4. Click Save Changes

5. Click the red delete X to delete a 
line. 
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H/R Actions 

Location: 
H/R Actions 

Action: 
Employee job & 

pay 

Paperwork required to 
retain: Any required 

paperwork for pay reductions  

Process:  

1. Click on H/R Actions on the left of the screen.

2. Select the area you would like to update for an employee.  The options are: Job Change, 
Pay Rate Change

3. Enter the employee’s last name or number in the employee search box or leave blank and 
click Go to select from all employees. 

4. The employee’s current events will display on the screen.  Enter the new information. 
Below are samples of the screens for each type of H/R Actions

a. Job Change 

b. Pay Change
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5. Click Continue.

6. Review the information on the screen for accuracy.  If you need to make a change, 
click Edit.

7. If everything is correct, click Save Changes. 

NOTE:  There may be an approval process on H/R Action changes.  Your payroll processor 
may review the data prior to it being updated in the system.  Contact your payroll 
processor for details on the H/R action process. 
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Documents 

Location: 
Documents 

Action: 
Access and download 

documents  

Paperwork required to 
retain: None 

Process:  

1. Click on Documents on the left of the screen.

2. The sub menu items contain a set of documents for your company.  Click on one of the 
items to view the available documents. 

3. All documents in that section is display on screen.  Click on a document name to open it.
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Code Maintenance 

Location: 
Code 

Maintenance 

Action: 
Add codes to the system.  
This includes department, 

project and skill codes 

Paperwork required to 
retain: None 

Process:  

1. Click on Code Maintenance on the left of the 
screen.

2. Select the type of code to add to the system. 

3. A list of current codes will display on the screen.

4. Click on the pencil to edit the details in the code or to mark it as inactive.  Inactive codes 
are not available in drop down menus to assign to employees.

5. To add a new code, click New Code.

6. Enter the information in the box and click Save Changes.  The code must be marked as 
active before it can be used. 
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Web Reports – Payroll & Invoicing 

Location: 
Web Report-Payroll & 

Invoicing 

Action: 
Review payroll batch details 

& invoice summaries  

Paperwork required to 
retain: None 

Process:  

1. Click on Web Report-Payroll & Invoicing on the left of the screen.

2. Select Batch Inquiry for payroll batch details or Invoice Summary for Invoice details.

a. Batch inquiry Display batch History.  Click on the Batch Numner to drill further 
into payroll information. 

b. Invoice Summary displays invoice totals.  Click on Batch No. to drill further into the
invoice information.
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Web Reports – Employee Info 

Location: 
Web Report-Employee Info 

Action: 
Review Employee Information 

Paperwork required to 
retain: None 

Process:  

1. Click on Web Report-Employee Info on the left of the screen.

2. Select the report you would like to run from the available sub menu 
items. 

3. The report will display on the screen.  Use the buttons on the bottom of the page to advance to
next or previous pages. Click the Open Spreadsheet button on view the data in an 
Excel document.  Click Print Report to print the results to your local printer.
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Self Service Reports 

Location: 
Self Service 

Reports 

Action: 
Run various reports with 

prompts and access 
reports generated by 

ProService 

Paperwork required to 
retain: None 

Process:  

1. Click on Self Service Reports on the left of the screen.

2. The Report Status sub menu contains the reports you have previously run.  It is also where 
reports are available to view once they have been submitted.  Clicking on the title of the 
report opens the report.

3. The Report Library is where reports generated by the ProService team are published for 
review.

4. The additional sub menu each contains a set of related reports.  Clicking on the sub menu 
will display the report list.

5. To run a report, click on the name of the report.

6. Select the prompt values for the report you would like to run.  Prompts can be date driven, 
can give you different report outputs such as PDF or Excel, and may allow for sorting.

7. Click Save Changes.

8. You will be taken to the report status screen where your report is being generated.  The 
Mug in the status column will be flashing a P while your reporting is running.  Once 
complete it will have a C on the mug.

9. Click on the report name to view the results.  Your browser may ask you to save it to your 
local computer. 
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ProReporting 

Location: 
ProReporting 

Action: 
Run various reports with 

prompts and perform 
analytics on data 

Paperwork required to 
retain: None 

ProReporting, ProService Hawaii’s  reporting platform, can be accessed by selecting the 
ProReporting menu item from the ProService HRP Manager Portal.  Once the menu item is 
selected, all available reports will display on the right portion of the screen.   

To view reports in a list format instead of icons, click on the Details View button on the top right 
of the screen.  To search for a report, enter any report keywords into the search box and hit 
enter or click on the magnifying glass.  This will narrow the report list. 

To run a report, click on the report name.  The report will launch. 

Reports may have the option to filter by parameters or group by cost centers.  Select the 
options you will on the report and click the View Report button.   
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The report results will display on screen.  If the report contains data on multiple pages, the 
arrow buttons can advance to the next screen.   

Reports can be exported into multiple formats, including PDF, Excel and CSV.  To save the 
report, click on the disk image and select the desired format.   

Reports can be schedules to email on a regular basis.  To schedule a report, instead of 
clicking on the report name, click on the arrow next to the report, and click Subscribe.   

The subscription window will open and allow for schedule frequency and report recipient to be set.  




