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 WELCOME TO PHSPay 

This User’s Guide describes the functions available to Self Service users of PHSPay. 

The PHSPay application has been adopted by PHS to allow its Active Duty Officers to 
view/update/request/print personal and or payroll related information online at any time, 
including:   

• Earnings Statement   
• Annual Tax Statement 
• ACA Forms 
• Pay Verification Letter 
• Direct Deposit Instructions   
• TSP Contribution Elections 
• Federal and State Withholding 
• Payroll Address Change 

The PHSPay application displays earnings statements beginning with the January 2020 
pay period. Earnings statements will no longer be mailed to your payroll address. Active 
Duty Officers will continue to receive payments on the first business day of each month. 

 

 

Access to PHSPay   

Access to PHSPay is gained by browsing using the latest version of any browser to the 
URL https://phs.lyceum.com/Login.aspx/ 
 

Once on the website - the first thing you will see is a Warning Banner that indicates the 
terms of use of the system.  

https://phs.lyceum.com/Login.aspx/
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           PHSPAY Warning Banner 

Click the ‘Accept’ Button to access the Initial Login Screen.  
 

 

Initial Login Screen for PHSPay Users 

 
Login Screen 
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Button Functions 

 

 

 

 System Tray 

The buttons for some system functions are located at the bottom right-hand corner of 
the display in the System Tray.  

 Home button - Clicking on the Home button provides you with the initial view of 
PHSPay’s User Inbox. 

Change Password – Ignore this tool; you will access PHSPay using your PiV/CAC 
card. 

Change Effective Date – Ignore this tool; the effective date is displayed in each 
transaction.  

 Log Out Button -  You can log out of the system at any time using the system tool 
icon shown to the right which is located in the bottom right-hand corner of the System 
Tray. 
 

System Navigation  

The user Work Space consists of three main areas: Left-Hand Menu, Data View and 
System Tools as shown below.  

 

User Workspace 
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The Left-Hand Menu 

 

Each Section displayed in the Left-hand Menu opens a 
separate View with detailed data related to that menu item. 

Home re-routes users to the Inbox where documents are 
displayed for download and review. 

The Pay Statements section of the Menu to left allows users to 
view/ reprint data and statements related to their income.  

The ‘Pay Changes’ section allows officers to make changes to 
payroll data that directly impact their net (after-tax) payment.  

The ‘Tools’ section provides links to this User Guide, a ‘Getting 
Started’ Guide to using the system and a Payroll Inquiry Form 
as well as a link to Logout. 
 

 

Officer Self-Service Functions  

The following self-service functions will be available to execute within PHSPay:  

 1.  Reprint Earnings Statement  

 2.  Reprint Annual Tax Statement 

 3.  Request ACA/1095 Form and Dependents 

 4.  Print Pay Verification Letter 

 5.  Update Direct Deposit Information 

 6.  Update TSP Contributions 

 7.  Update Federal and/or State Withholding 

 8.  Update Payroll Address 
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1.  Earnings Statements  

Each month, the officer's Earnings Statement will appear in your Inbox. Click to 
download, view, print or save on your computer.  Statements will never be 
deleted. Regardless of when the statement appears, your pay will be deposited 
in your account(s) on the first business day of each month (or the last business 
day of the prior month in case of holidays). 

 

Click the ‘paperclip’ icon to open, view and download. 

 
 

 

Reprinting Earnings Statements  

You may reprint past Earnings statements by following these steps:  

  1. Click the Earnings Statement Left-Hand Menu Item  

2. Select the payroll period to reprint. Click Continue.  
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3. The Reprinted Earnings Statement will be placed in your Inbox. Accessed it by 
clicking on the Home icon at the bottom of the screen or on the Home menu item. 

4. Click the ‘paperclip’ icon next to the Earning Statement to open, view and 
download. 
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Earnings Statement 
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2.  Annual Tax Statement 

 PHSPay produces Annual Tax Statements for each officer. 2019 Annual Tax 
statements have been mailed to officers and are available for reprinting via Self Service. 
Annual Tax statements for tax year 2020 and onwards, will be available to download via 
Self Service after January 31st of each year. Requests for reprints for years prior to 2019 
will need to be made via your payroll support office. 

Reprinting Annual Tax Statements  

Officers may reprint W2s/Annual Tax Statements for the previous year, (once 
they are finalized – first week of February of the current year) or past years’ Tax 
Statements (2019 and later),via Self Service by doing the following:  

  1. Click the Annual Tax Statement Left-Hand Menu Item  

2. Enter the 4-digit year for which the Annual Tax Statement and Click Continue.  

 

3. Click the ‘paperclip’ icon next to the Tax statement ‘ 

 

4. Click the .PDF icon to open or save the document 
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5. Review the W2/Tax Statement produced for accuracy. 

 

 

 3.  Request ACA/ 1095 Form and Dependents 

Officers may reprint the ACA Form via Self Service for any year that they were 
paid in PHSPay beginning in 2019, by doing the following:  

1. Click the Request ACA/1095 Form and Dependents Left-Hand Menu 
Item. 

2. Select the year then click the Next Button – first available year for 
reprint is 2019 
 

 
3. Review the screen presented then click the Next button 
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4. Click the paperclip next to 1095 Request Results to access the 
reprinted 1095 document 
 

 
 

5. Click the PDF link to save of open the document 
 

 
 

4.  Print Pay Verification Letter 

Requesting a Pay Verification Letter 

Officers may request a Pay Verification Letter via Self Service by doing the 
following:  

1. Click Pay Verification Left-Hand Menu Item  
2. Review the data presented for accuracy and Click Continue  
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3. Click the ‘paperclip icon to access the document 

 

 
 

4. Click the PDF to open/save the document 

 

5. Review the Letter for accuracy 
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 5.  Update Direct Deposit Information 

Officers may update their primary Direct Deposit account information and add/ 
edit a secondary account via Self Service by doing the following:  

1. Click Direct Deposit Left-Hand Menu Item  
2. Review the data presented for accuracy and Click Edit Primary at the top 

 
3. Review the existing Primary Direct Deposit enter the new Primary Direct 

Deposit account number and routing number, then click continue. 
  

 
 

4. Review the Bank’s information as presented  and if accurate, check the box 
at the bottom to confirm the new entry, then click the Continue button. 
 

 
 

 
5. Review the new Primary Direct Deposit  information which has been 

saved displayed for accuracy. 

To Add/Edit a secondary deposit account  
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1. Click  at the top of the page 
2. Enter/ edit the amount of the monthly deposit to the account, select the 

account type ( Checking or Savings) and enter the account and routing 
numbers for your account and click Continue. 

  

 
3.  Review the Bank information presented and check to box at the bottom of 

the screen to confirm the change, then click Continue. 

  

4. Review the updated Direct Deposit accounts for accuracy. 
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 6.  Update TSP Contributions 

Initial enrollment must be completed by the Payroll Technicians. Then, 
officers may change the TSP contribution percentage withheld from their 
Base Pay and Special Pay amounts. Only enrolled options will be able to be 
edited via Self Service. Please contact your Payroll Technician to start a new 
enrollment. 

To make changes to the TSP percentage follow the steps outlined below: 

1. Click  at the top of the page 
2. Enter the percentage of Base Pay and or Special Pay to be withheld 

for TSP monthly and click Continue. 
  

 
 

3.  Review the TSP Enrollment Status and Enrollment date once the 
transaction completes. 
 

 
 

4. Review the TSP percentages which are elected by clicking the 

elections tab  
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7.  Update Federal and/or State Withholding 

Officers may change their Federal and State Tax withholding via Self Service. 

To update your Federal Tax with-holding follow the steps outlined below: 

1. Click  at the top of the page 
2. Select the Filing Status from the list display. (Additional Federal Tax 

Status options will be available for 2020). 
 

 
 

3. Select the Additional Withholding Method from the options presented 
along with the amount of the override. Enter the number of dependent 
allowances and click continue. 

 

4. Review the withholding changes for accuracy 
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To update your State Tax withholding follow the steps outlined below: 

1. Click  at the top of the page 
2. Edit the dependent status and or the Additional Tax Deduction then 

click continue. 
 

 
 

3. Review the resulting changes for accuracy 

 

8.  Update Payroll Address 

Updating a Payroll Address 

Officers may update their payroll address via Self Service by doing the following:  

1. Click Payroll Address Left-Hand Menu Item  
2. Review the data presented for accuracy and Click Edit Payroll address 

at the top  
 

3. Review the existing payroll address and enter the new Payroll Address 
then click the Continue button. 

 



 

PHSPay User’s Guide 

 

Page 18 of 18 
 

 
 
 

4. Review the new Payroll Address displayed on the screen for accuracy 


