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ACE Overview

Access Channel for Employees (ACE) is a secured online application designed to 
provide current state employees fast and easy access to their Direct Deposit Pay 
Stubs, W-2s, Leave Balances/Time Taken for those employees who earn and take 
leave. To access electronic W-2s, employees must elect to receive these electronically. 
State contract workers also have access to their W-2s and pay stubs.

ACE secures the state employee’s and contract worker’s information by the use of a 
User ID and password, and encryption of the same information. ACE also allows the 
user to maintain their personal profile information. 
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State employees can access and print multiple tax year W-2 information 
electronically.
State employees can access and print their pay-stub/direct deposit (EFT) advices 
electronically.
State employees can access and print their leave balance information/time taken 
electronically.
State employees can Change and reset their ACE password. 
State employees can access their information 24 hours a day.
State employees can receive e-mail notification when their pay stub/W2 
information is ready.

ACE Facts

To select another option click the “Return” button.

To exit press Esc.
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Advantages for using ACE to access your W-2 include the following: 

• The electronic W-2 is available prior to a paper copy.

• The user can print multiple copies.

• The user can save the information on their personal computer.

• The user can access multiple tax year W-2 information. 

Advantages for using ACE to access your direct deposit pay stubs include the 
following:

• The user can print multiple copies.

• The user can save the information on their personal computer.

• The user can access the last 12 months or the last 12 payments whichever comes 
first.

Please note, only current state employees or contract workers are eligible to 
access ACE. Within one month of terminating with the state agency, a contract 
worker’s or state employee’s access to ACE will be removed. 
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Access Profile – is the ‘Update My Access Profile’ 
application.  Through the Access Profile, Ace users set up 
a security question and answer. This will allow Ace users to 
reset or change their password by clicking on the 
‘Change/Reset Password’ button on the main ACE Login 
screen.

To select another option click the “Return” button.

To exit press Esc.
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Electronic W2 – The electronic W-2 application provides 
state employees and contract workers the ability to 
receive their W-2s via the web. 

To select another option click the “Return” button.

To exit press Esc.
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Electronic Pay-Stub (EFT) Advices – The electronic 
pay stub Electronic Funds Transfer (EFT) advice 
application provides state employees, who are paid by 
direct deposit (EFT), the ability to access their pay stub 
information via ACE.  This application provides fast and 
easy access, as well as, a history of pay stub 
information for the last 12 months or the last 12 
payments, whichever comes first.

To select another option click the “Return” button.

To exit press Esc.
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Leave Balance – The Leave Balance application 
provides state employees with the leave balance 
information for the previous four months for each leave 
balance type they have. 

Time Taken – The Time Taken application works in 
conjunction with the leave balance application.  It will 
provide you with the ability to review time you have 
taken off in previous months on a day-by-day basis.

To select another option click the “Return” button.

To exit press Esc.
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 3
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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ACE Login
In an internet 
browser, go to the 
‘Official State 
Web Site of 
Mississippi’, 
http://www.ms.gov

Click ‘Government – State 
Employee Resources’ in the 

blue navigation bar.
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Click ‘ACE: Access Channel for 
Employees’ under State Employees 

Quick Links.
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User Login Instructions
Enter User ID (e.g., 
ab123456)
Enter Password (e.g., 
xxxxxx#)
Click on ‘Login’

If this is the first time you have logged into ACE, or you have never 
chosen a Security Question, you will be asked to complete the next 
section.
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When a user logs into 
ACE the first time, they 
will be prompted to 
change their password.

Input the password that 
was used to get to this 
point. Then Input and 
confirm the new 
password.

Passwords should be at least six characters in length, 
contain at least one number and one letter.
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Select a security question from the drop down box. 
Enter “Your Answer” and “Confirm Answer”
Click Submit.
Click Continue.

All users are 
required to 
answer a 
Security 
Question 
allowing 
them to 
change/reset 
their 
password 
from the 
ACE log in 
page.
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Once you have successfully responded to the security question, you 
will be prompted to verify the question and your response. Click on 
the ‘Continue’ button and you will see the ACE ‘Welcome’ page, or 
click on the ‘Exit’ button and return to the State of Mississippi Portal 
Online Services page. 
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At this point, select the 
application you wish to 
view.
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 1 
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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To Change or Reset Password

Click on Change Reset/Password

From the “ACE: 
Access 
Channel for 
Employees 
Login” page: 



20

Enter your User ID

Click Submit
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Answer the Security Question that you 
previously provided in Your Answer box. 
Click submit. 
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Enter a new Password and Confirm it. 
Click Submit.

Password rules: Minimum of 6 characters. Must contain at 
least one number and one letter. No number or letter may be 
repeated three times in a row. Make a note of your new 
Password. 
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Click Continue Wait five minutes before trying the new password. 
Select Continue to access the Online Services page of 
Mississippi.gov.
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 1
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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Personal Profile

The personal profile section is used to maintain and 
update a State employee’s personal information 
including their agency name, email address, work 
phone number, etc. This information will allow State 
employees to receive an email notification when their 
W2 and/or Pay Stub(s) are available through ACE. 
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Enter your email 
address

Re-enter your 
email address
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Complete 
questions 1 
and 2

Enter Optional 
Information

Click Save
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 3
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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Register to view W-2s

Click on “Register 
to View Your W-2s 
Online”.
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Follow the 
steps to 
review and 
verify the 
Terms of Use.
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Click on the box 
to certify your 
information.

Click on 
Register.
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Click on 
View W-2
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Click on 
View W-2 
for the Tax 
Year of 
your 
choice.
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Wait for 
document to 
download 
and Acrobat 
Reader to 
launch.
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Acrobat 
Reader 
will open 
the 
document 
in a 
separate 
window.
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To close 
this 

window, 
click on 

the “X” in 
the upper 

right 
hand 

corner.



37

Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 3
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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Direct Deposit Pay Stub(s) Instructions

Click on “View 
Direct Deposit 
Pay Stub(s)”
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Click on View 
Pay Stub
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Click on View 
Pay Stub for the 

Pay Date you 
would like to 

see.



41

Wait for 
document to 
download 
and Acrobat 
Reader to 
launch.
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Acrobat Reader 
will open the 
document in a 
separate window.
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To close this 
window, click on 

the “X” in the 
upper right hand 

corner.
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 3
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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Leave Balance/Time Taken Instructions

Click on View Leave 
Balance/Time Taken
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Click on View Leave 
Balance/Time Taken
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Click on View Leave Balance or View Time 
Taken for the Month of your choice.
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Wait for 
document to 
download 
and Acrobat 
Reader to 
launch.
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Leave Balance Report

Acrobat Reader will 
open the document in 
a separate window.

To close this window, 
click on the “X” in the 

upper right hand 
corner.
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Time Taken Report
Employee Time Taken Report

PID:00000999999                              Name:  JOHN DOE
Agency Number:0161                     Agency Name: FINANCE AND ADMINISTRATION
___________________________________________________________________________________________________________________________________________

Date                  Agency Comp Time     Personal        Medical Leave     Floating Holiday

May 2004
05152004                4.00
05282004                                                12.00
05292004                                                 12.00

June 2004
06032004                                                                           8.00
06182004

July 2004
07082004                                                                                                        8.00Acrobat Reader will 

open the document in 
a separate window.

To close this window, 
click on the “X” in the 

upper right hand 
corner.
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 3
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.
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Printing Instructions
Once you have accessed your desired Electronic Funds 
Transfer (EFT) record, you can: 

Print it by selecting the Printer button on the Adobe 
Acrobat Reader toolbar or selecting File>Print.
Save it locally by selecting the Disk button on the Adobe 
Acrobat Reader toolbar.
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Exit ACE Instructions
Click on the ‘Exit ACE’ option

Note:  Please fully exit ACE.  If NOT, YOUR personal 
information will be open and accessible by others who may 
use the computer after you.
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For all training documentation visit the MMRS 
Documentation Training database from the MMRS 
web site: www.dfa.ms.gov/mmrs/
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Need Help ?????
Call MMRS Call Center

Phone - (601) 359-1343 Option 3
Fax – (601) 359-6551

Email us: mash@dfa.ms.gov

To select another option click the “Return” button.

To exit press Esc.


