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 Hollins Information System 

 
The web-based Hollins Information System provides information of interest to employees 

including pay information, benefits and tax information. There are links to see benefits and 

deductions and W4 and W2 information. To access the system, open Internet Explorer and set the 

address to https://selfserv8.hollins.edu/ 

 

 

 

 
Main Menu 

 

Main Information System Menu 
The main menu of the Information System has links to a secure area, class schedules, the 

course catalog, and links to download some helpful software. 

 

 

 

https://selfserv8.hollins.edu/
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Exiting the System 

 

For complete security and to prevent unwanted access to confidential information, 

you should always exit the secure area of the information system and close your 

browser.    

 

 

Closing the browser is essential for complete security.
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Class Schedules 
 

The main menu includes a link to the view class schedules. 

 

 
Main menu ï Class Schedule 
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Course Catalog 
 

The course catalog link provides access to information about any course.  

 

 
Main Menu ï Course Catalog 

Internet Explorer 
 

The Internet Explorer link connects to a web site from which you may download a copy of 

Internet Explorer.  Versions 4.0 and higher will work on PCs.  Version 6.0 is the 

recommended PC version.  Internet Explorer version 5.1 or higher is the recommended for 

the Mac. 

 

Adobe Acrobat Reader 
 

The Adobe Acrobat Reader link connects to a web site from which you may download a 

copy of Acrobat Reader. 
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The Secure Area of the Information System 
 

When you select the link Enter Secure Area, you gain access to information based on your 

role at Hollins.  This information is different for employees, faculty, alumnae/i and 

students.  Employees will not see the Student Services link unless they are currently 

enrolled as a student also.  Students will not see the Employee link. 

 

Your User ID is your Hollins University ID.  Your initial PIN is your birth date in 6-digit 

format: mmddyy 

Example:  Enter 020763  for February 7, 1963 

 

Your PIN acts as a password to gain access to the system. 

 

 
Main Menu ï Enter Secure Area 
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Initial Login to the web-based Hollins Information System 
 

 The first time you login to the secure area, you will be asked to change your PIN. 

To do so, reenter your current PIN (your birth date) and then select a new 6-digit PIN.  

You may only use digits ï no letters or other characters. If you cannot complete the initial 

login with your Hollins University ID and birth date, please Human Resources at (x6660).   

 

 
Main Menu ï Enter Secure Area ï Login  
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You will also be asked to select a security question and answer.  Select a question with an 

answer that only you will know for maximum security.  In the future, if you forget your 

PIN and cannot login, you can use the security question and answer to gain access to a 

screen where you can reset your PIN. See the section called Forgotten PIN Number. 

 

 
Main Menu ï Enter Secure Area ï Login   
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Once you reset your PIN, you will see the Terms of Usage screen.  Read the terms of 

usage on this page. It contains important information about the confidentiality of the 

information contained in the system and the importance of keeping your PIN secure. If 

you agree to the terms of usage, click Continue.    If not, you must exit the system. 

 

 
Main Menu ï Enter Secure Area ï Login 
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Login Problems ï after the Initial Login 

 

If you enter your login information incorrectly (either incorrect user id or incorrect PIN), 

you see the following screen.  Try again to enter your login information. If this doesnôt 

work, see the instructions below under Forgotten PIN number. 

 

 
Main Menu ï Enter Secure Area ï Incorrect Login 

 

 

Forgotten PIN Number 

 

If you forget your PIN number, you can enter your User ID and then click on the Forgot 

PIN? button.  The Security Answer screen will appear.   You will see the security question 

that you selected. You may answer the security question and select the Submit Answer 

button. This brings up a screen where you may reset your PIN.  

Enter a new PIN.  Reenter the new PIN. Click on Reset PIN. 


