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Oracle Self Service (SSHR) 
 
Oracle SSHR is a feature of Oracle that allows employees to view their own personal information.  We have set 
up the system so that you can view W-2, payslip, benefits, and other personal information.  The information 
below will show you how to access the various parts of SSHR.   
 
Login Instructions 
 New Users 
 

1. If you are new to using Oracle, you should have received your login name and a temporary password.  If 

you are able to access the internet through the County network, go to the following web site to access 

Oracle https://doteb.mycmsc.com/OA_HTML/AppsLocalLogin.jsp 

2. You may also access self service through the internet from a computer outside the county network.  The 

link is  https://dotex.mycmsc.com 

3. Enter the login name you were given 

4. Enter the password 

5. You will be prompted to enter a new password. 

6. From the Oracle home page under “Navigation”.  You will see either “Employee Self Service (Arrears) or 

“Employee Self Service (Current) depending upon which payroll type you are in. 

7. Click on the Employee Self Service button  (see screen shot below) 

Existing Oracle Users 

1. Login to Oracle normally. 

2. You may also access self service through the internet from a computer outside the county network.  The 

link is  https://dotex.mycmsc.com 

3. You will see an additional Oracle responsibility either Employee Self Service (Arrears) or “Employee Self 

Service (Current) depending upon which payroll type you are in. 

 

 
 

 

 

https://doteb.mycmsc.com/OA_HTML/AppsLocalLogin.jsp
https://dotex.mycmsc.com/
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4. Click on the Employee Self Service button and you will see the menu below (see screen shot below) 

 

Click on “Personal Information” 
 
You can view your personal information, emergency contacts, dependents, and beneficiaries.  You cannot 
change your personal information from this screen.  However at the bottom of the screen, you can make 
changes to your contacts.  Changes made here do not affect beneficiaries and covered dependents for your 
health and dental insurance.  You can only make those changes in open enrollment. See next page for screen 
shot. 
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To go back to the menu click on the “home” button 
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Click on “pay slip” and you will see this: 
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Click on the home button to go back to the main menu 
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Click on “Tax Form” and you will see: 
 

 
 
  

Click on the home button at the upper right to go back to the main menu 
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Click on “Benefits” and you will see: 
 

 
 
Click on the “next” button to see more benefit info: 
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Click on the home button at the upper right to go back to the main menu 
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My information 

 
 Here you will see basic employee information. 
 

 
 
 
 
 
 
Click on the home button at the upper right to go back to the main menu 
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Employee W-2.  When you click on this, a PDF version of your W-2 will open.  You can print or save.  You can 
also look at past W-2 info: 
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Click on the home button at the upper right to go back to the main menu 
Logout 


