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Employee Self Service
Registering for Employee Self Service

1. Go to http://www.ourschools.edu/selfservice. The Self Service Log In page displays.

Self Service

User ID: I
Password: I

Forgot by Username or Passward

Reqister For My Account

Hotice to Users of this Computer System

Thig is a University System of Georgia computer system. This computer system including all relsted equipment, networks and network devices (including
internet access), is provided only for authorized University System of Georgia use. Unsuthorized use may subject you to criminal prosecution. &N information,
including personal information, placed on or sent over this system may be monitored. Use of this systemn constitutes consent to these terms of usage.

2. Click on Reqgister for My Account. The Register for My Account page displays.




Board of Regents

Register for My Account

Privacy and Security
‘Your personal information is completely private and will not be disclosed to any outside organization
without vour expressed written consent.

To register for an account,
Fleasze provide the following personal information:

Date of Birth SS5N Home Zip Code
(mmidd ) (Last 4 digits) (5 digit)
0140111960 9985 30999
Back | | med |

3. Enter the following information to register for a Self Service Account:
e Date of Birth (MM/DD/YYYY)
e Last 4 digits of SSN (Social Security number)
e Home Zip Code (5 digits)

4. Clickon Mt | A new Register for My Account page displays to select your employee
record.
e NOTE: You must register an account for each employee ID number if you have
multiple employee IDs, such as a rehired retiree.

Register for My Account

ET":“plll—z‘ﬂ Hame Employee ID
%) Active Employee Sample B ooooz3

Select MEXT to continue.

Back | MNext |

5. Select the appropriate radio button for the employee ID number for which you are creating



an account.

6. Clickon =4 | A new Register for My Account page displays to create your User
Account.

Register for My Account

Entera UserID. Your User D is tase sensitive and must be a minimum of
6 characters and a maximum of 30 characters and must not contain User ID
SpAces.

SAMPLE_EMPLOYEE

Enter and confirm your password. Your password is case
sensitive and must be atleast 8 characters and contain at least 2
nurnbers. Mo spaces or special characters are permitted. Confirm Password | eesssese

Password |*®*******

Enter and confirm your email address using the fallowing

) Email Address | Sample.emploves@yahoo.com
format: jane.doe@usg.edu

Confirm Email | sample.employeei@yahoo.com

Select a Password Hint Question and provide a Hint Question | Mame ofthe High School you graduated fram .
Response. Thiswill he used to establish your identity in
the event that you forget your password. Response ANTWHERE HIGH

Select MEXT to continue.

Back | MNext |

7. Enter the following User Account and Security Information:

e UserID
e Minimum 6 characters, maximum 30 characters
e Password

e 8 characters, with at least 2 digits, no special characters
e Confirm Password
e Email Address
e Business or personal
e Confirm Email
e Hint Question
e Click on the 3 and select an option for a Password Hint question from the drop-
down list:
e Name of the High School you graduated from
e The city where you were born
e Your mother’s maiden name
e Response
e Enter the answer to your Password Hint question.

8. Clickon M=t | The Registration Complete page displays.



Registration Complete

Congratulations, SAMFLE_EMPLOYEEI

You have successfully created a self service account for Employes Sample B, Employee ID 000033,
Click the Sign out link at the top of the page. This will return you to the login page where you may then log
into your self service account.

9. Verify that a message displays saying you have successfully created your self service
account.
e NOTE: You may receive one of the following messages:

You have already registered for Self Service. Please go to the Login page and
choose the “Forgot My User Name or Password” link if you need assistance
finding your original login information. Employee Status/ID: Active XXXXXX.
e This message indicates that you already have a Self Service login.

The information provided does not match and self service eligible employee.
Please note that terminated employees will only have self service access for 24
months from the date of termination.

e If you receive this message, verify the information that you input. Information
must match with your personal information stored within the system exactly. If
you are unable to resolve the error, contact your HR representative for further
instructions.

You have more than one Employee 1D and must register a separate account for
each Employee ID that you want to access.
e Select one employee account, then select NEXT to continue.

10. Click on Sign out. The Self Service Log In page displays, allowing you to log into
Employee Self Service.



Logging into Employee Self Service

1. Go to http://www.ourschools.edu/selfservice. The Self Service Log In page displays.

Self Service

User ID: SAMPLE_EMPLOYEE
Password: e
Sign In

Eorgot by Username or Password

Redister For by Account

Hotice to Users of this Computer System

This is a University System of Georgia computer system. This computer system, including all relsted eqguipment, netvorks and network devices (ncluding
internet access), is provided only for authorized Universty Svystem of Georgia use. Unauthorized use may subject you to criminal prosecution. AN information,
including personal information, placed on or zent over this system may be monitored. Use of this system constitutes consent to these terms of usage.

2. Enter your User ID.

3. Enter your Password.

e NOTE 1: You have four grace tries to log into Employee Self Service. After five
cumulative tries, you will be locked out of the system. You can reset your access to the
system by following the steps in the Forgotten Your Password? section starting on page
10.

e NOTE 2: Your Password will automatically expire after 180 days. You must then reset
your Password to a new one that has not been previously used.

4. Clickon . The Employee Home page displays.



-]
I Self Senvice
— Wy System Profile Employee Home
o

% Personal Information Home
24 Review and edit your cortact information, including name and marital status changes.

%’ﬂ Benefits Home

Review heatth, life insurance, flexible spending accounts or other benefit information.
Review dependent information

-| Payroll and Compensation Home
% Access your on-line paycheck, direct deposit, and other deduction or contribution information

B My L eave Balances

Review vacation, sick, and other leave balances.

@ Setup Expense Reimbursement Options
\‘ Review and update expense reimbursement address and payment informeation.

Activete access to Travel and Expense Home.

Click on the appropriate Home link to access the following information

Personal

Benefits

Payroll and Compensation

Leave Balances

Travel and Expense

e NOTE: The link to your Travel and Expense information will not be available until
you enable the T&E Home pagelet, which you do by clicking on the Setup Expense
Reimbursement Options link shown above and verifying your Address and Direct
Deposit Balance Account information. Once you verify this information, you need to
log out, and then log back into Self Service. The Travel and Expense Home link
will be available, as shown below.

Help
=
I Self Senice
— My Systermn Profile Emplnyee Home
B

i, Personal Information Home
< Review and edit wour contact information, including name and marital status changes

%'?_l Benefits Home

Reviewy heath, life insurance, flexible spending accounts o ather benefit information.
Review dependert information

[i'l Payroll and Compensation Home
% Access your on-line paycheck, direct deposit, and other deduction or contribution information

b My Leave Balances
Review vacation, sick, and other leave balances.

=
Travel and Expense Home
(3 7]

Enter, submit, and review: travel authorizations, expense reparts, and
cash advance reguests.

@ Setup Expense Reimbursement Options
\‘ Review and updste expense reimbursement address and payment information.

Activate access to Travel and Expense Home.

&

Please refer to Your Travel and Expense Information, starting on page 78, for more
information on enabling the T&E Home Pagelet and accessing your Travel and Expense
information.



Forgotten your User ID?
If you have forgotten your User ID, you can search for your User Profile as follows.

1. Click on Forgot My Username or Password on the Employee Self Service Log In page.
The Forgot User ID or Password page displays.

Forgot User ID or Password

Privacy and Security
our personal information is completely private and will not he disclosed to any outside organization

without your expressed written consent.

If you know your User ID but have forgotten the password, click Forgot Password. Forgot Password i

If you have forgotten your User ID, please provide the following personal
information and click NEXT in order to search for your User Profile.

Date of Birth 55N Home Zip Code
(mmiddinny) {Last 4 digits) {5 digit)

IEI1J'III1J'1EIEEI IQQQQ |3I399

Back I

2. Enter the following information:
e Date of Birth (MM/DD/YYYY)
e Last 4 digits of SSN (Social Security number)
e Home Zip Code (5 digits)

3. Clickon ezt | The Forgot My User 1D page displays.

Forgot My User ID

Registered User Profiles:

Employee
Status Name User ID
* Active Emplayee, Sample A SAMPLE_EMPLOYEE

Select NEXT to continue.

Back Met

4. Verify your User ID.




Forgotten your Password?

If you know your User ID but have forgotten your Password, you can create a new Password as
follows.

1. Click on Forgot My Username or Password on the PeopleSoft Log In page. The Forgot
User ID or Password page displays.

Board of Regents

Forgot User ID or Password

Privacy and Security
Your personal infarmation is completely private and will not be disclosed to any outside arganization

without your expressed written consent.

If you know your User ID but have forgotten the password, click Forgot Password. Forgot Passward

If you have forgotten your User ID, please provide the following personal
information and click NEXT in order to search for your User Profile.

Date of Birth S5N Home Zip Code
(mmidd A (Last 4 digits) (5 digit)
Mext
Back I

2. Click on _ForgetPassword | The Forgot My Password page displays.

Forgot My Password

[fyou have forgotten your password, aryvour passward has expired,
You can change your password now by following the instructions below:,

Enteryour Uszer ID below. This will be used to find your prafile, in order to authenticate you.

User ID SamMPLE_EMPLOYEE

Select MEXT o cantinue.
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3. Enter your User ID in the User ID field.

4. Clickon _Met | The Change Password page displays.

Change Password

The Passward Hint Gluestian that vou selected when you registered User ID "SAMPLE_EMPLOYEE" is provided below. Please pravide
your response and click MEXT in order ta proceed to the page to change your passwoard.

Question Mame ofthe High School you graduated fro
Response ARYWHERE HIGH

[fyou don't remember your response, please click "Email Mew Password” below, Atemporary passward will be emailed to vou atthe
following email address: sample.emplovee@yahoo.com.

Email Mew Password

Back |

5. Enter the answer to your Password Hint question in the Response field.

6. Clickon M=t | A new Change Password page displays.

Change Password

Flease enter and confirm your nevw passwoard where indicated below, then click Change Password. Remember, your password must
he atleast 8 characters long and contain atleast 2 numbers,

User ID SAMPLE_EMPLOYEE
Name Employee, Sample B

Mew Password I

Confirm Password [

Back I

7. Enter your new password in the New Password field.

8. Re-enter your new password in the Confirm Password field.

9. Click on _Change Password | 1o Change Password page reappears.

11



Change Password

Please entar and confirm your new password where indicated below, then click Change Password, Remernber, your password must
he atleast 8 characters long and cantain at least 2 numbers,

User ID SAMPLE_EMPLOYEE
Name Ernploves, Sarmple B
Hew Password |“"""‘"“""’
Change Passward
Confirm Password |"‘*‘*"““*‘*"r

Your password has successfully been changed. Click the Sign Out link at the top of the page and then log
into your self service account.

Back |

NOTE: You cannot reuse a password. If you do, you will receive the following message:

Microsoft Internet Explorer x|

& Password has been previously used, (48,2871

Passwiord histary is retained for security purposes, Please enter a new password,

Click on L

A to continue.
10. Click on Sign out and log into your self service account.

Forgotten the answer to your Password Hint question? You can have a new system-generated
password sent to your email address so you can gain access to your account and reset your
password.

1. Clickon __Baek | This takes you back to the Change Password page.

12



Change Password

The Passward Hint Guestian that vou selected when you registered User ID "SAMPLE_EMPLOYEE" is provided below. Please praovide
vour response and click NEXT in order to proceed to the page to change your password.

Question Marne of the High School you graduated fro
Response ARYWHERE HIGH

Ifyou don't remember your response, please click "Email New Password” below. A temporary password will be emailed to you at the
following email address: sample.employes@yahoo.com.

Ermail Mew Password

Back |

2. Click on _Email New Password | A password will be sent to the e-mail address you entered in
your Register for My Account page.

[fyou don't remember your response, please click "Email Mew Password” below, Atermporary password will he emailed to you at the
following email address: sample.employee@yahoo.com.

| Email New Password |

A temporary password for User 1D SAMPLE_EMPLOYEE has been emailed to

sample employee@yahoo com. When you receive your temporary password and log in, the password will
expire and you will be prompted to create a new password. Please select the Sign Out link at the top of
this page to return to the login page.

Employee Self Service Information Standard Header
"noreply@usg.edu” <noreply@usg.edu> CF add Friday, Movember 3, 2006 10:47:07 Al
To: sample. emplovee@yahoo, com

PASSWORD LIFBMOUGE

e NOTE: For security reasons, system-generated passwords are set to expire after you use
it to log in, and you must reset your password immediately.

3. Click on Sign out. This brings you to the Employee Self Service Log In page.

13



Self Service

User ID: SAMPLE_EMPLOYEE
Password: [
Sign In

Forgot My Username or Password

Redister For by Account

Hotice to Users of this Computer System

This is a University System of Georgia computer system. This computer system, including all related equipment, networks and network devices (including
internet access), is provided only for authorized University System of Georgia use. Unauthorized use may subject you to criminal prosecution. All information,
including personal information, placed on or sent over this system may ke monitored. Use of this system constitutes consent to these terms of usage.

4. Enter your User ID in the User ID field.

5. Enter the system-generated password in the Password field.

6. Clickon . The following message displays.

ORACLE
PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

7. Click on Click here to change your password. The Change Password page displays.

14



Change Password

Lser D SAMPLE_EMPLOYEE

Description:  Employee,Sample B

*Current Password: |*‘***"f“‘*

*Hew Password: |*‘***"f“‘*

*Confirm Password: |*‘***"f“‘*

8. Enter your system-generated password in the Current Password field.
9. Enter your new password in the New Password field.

10. Re-enter your new password in the Confirm Password field.

11. Click on LEhange Passward | e password Saved page displays.

Password Changed
Password Saved

'/ Your password has successfully been changed.

Return |

12. Click on _Retum | The Employee Home page displays.

15



My System Profile

My System Profile is where you can set up or change your personal preferences, such as
passwords, email, and language. The default information in your System Profile comes from the
information you entered when you registered for Employee Self Service.

Heln
=
I» Self Service
— My System Profile Employee Home
B

i, Personal Information Home
‘ Review and edit your contact information, including name and marital status changes.

%’ﬂ Benefits Home

Review heatth life insurance, flexible spending accounts o other benefit informstion.
Review dependent information.

iT"l Payroll and Compensation Home

Access your on-line peycheck, direct depost, and other deduction or contribution information.

B My | eave Balances
Reviewy vacation, sick, and other leave balances

=
Travel and Expense Home
g i

Enter, submit, and review travel authorizstions, expense reports, and
cash advance requests.

@ Setup Expense Reimbursement Options
\‘ Reviewy and update expense reimbursement address and payment information
Activate access to Travel and Expense Home

To review or make changes to your system profile, click on My System Profile on the
Employee Home page, and then choose the type of information to review or change on the
General Profile Information page.

16



=
Search General Profile Information

b Self Service Employee Sample B

= ity Systern Profile

Change passward

Change or set up forgotten password help

Personalizations

Change Personalizations

Edit Email Addresses

ﬁ Save

NOTE: With the addition of the new Travel and Expense functionality, which uses

PeopleSoft Financials as well as HRMS, a separate My System Profile was added to

PeopleSoft Financials as well. Please note the following:

e Passwords in both Financials and HRMS will be in sync between the two systems.

e Password help will not work in Financials. You must use this in HRMS.

e The email address you add in HRMS Self Service will sync to Financials. However,
if you add a different email address in Financials, it will not sync back to HRMS.

Refer to page 83 for more information on the Financials My System Profile.

17



Changing Your Password

1. Click on Change password in the Password group box on the General Profile Information
page. The Change password page displays.

Change password
Current Password:
Hew Password:

Confirm Password:

Ok | Cancel|

2. Enter your current Password in the Current Password field.
3. Enter your new Password in the New Password field.

4. Re-enter your new Password in the Confirm Password field.
5. Click on __9¥__| This takes you back to the General Profile Information page.

6. Click on & s=ve! to save your changes.

7. Click on Change or set up forgotten password help on the General Profile Information
page if you have forgotten your password. The Change or set up forgotten password help
page displays.

Change or set up forgotten password help

Ifyou forget your password, you can have a new password emailed to you.
Enter a guestion and your response below. These will be used to authenticate you.

Question:  |Mame ofthe High School vou graduated from (=Y

Select from the list of guestions, or enter your ovwn question.

Response: | ANYWHERE HIGH

Ok | Cancell

8. Verify your Password Hint question in the Question field.
9. Verify the answer to your Password Hint question in the Response field.

e NOTE: These fields were originally populated with the information you entered when
you registered your account. You can change these here if needed.

10. Click on __2K__|

11. Use Steps 1-6 to reset your password each time you receive a system-generated password.

18



NOTE 1: For security reasons, system-generated passwords are set to expire after you use it
to log in, and you must reset your password immediately. Refer to Forgotten Your
Password? starting on page 10 for more information.

NOTE 2: With the addition of the new Travel and Expense functionality, which uses

PeopleSoft Financials as well as HRMS, a separate My System Profile was added to

PeopleSoft Financials as well. Please note the following:

e Passwords in both Financials and HRMS will be in sync between the two systems.
e Password help will not work in Financials. You must use this in HRMS.

Refer to page 83 for more information on the Financials My System Profile.

19



Changing Your Personalizations

Personalization options are available to set up or change accessibility features if you are visually
impaired or use a visually enhanced computer screen. You can set up or change those options as

follows.

1. Click on Change Personalizations in the Personalizations group box on the General

Profile Information page. The Personalizations page displays.

Personalizations
Employee, Sample

Standard settings are in effect.

Changes to Personalization settings require you to log off and log back onin order to take effect.
Personalization Categories

Description Personalize Option
General Options Ferzonalize Option

| Restore Defaults

Cancel |

2. Click on _Personalize Option | e Option Category page for Accessibility Features

displays.

Option Category: General Options

Personalizations Find First [4] 10t 1 [F] Last
Personalization Option Default Value Override Value
Accessibility Features Accessibility features off ¥ | Emlain

| Restore Category Defaults I

Ok Cancel

3. Click on the E‘ in the Override Value field. A drop-down list of accessibility options

displays.

Cption Category: General Options

Personalizations Find First (4] 1or1 [ Last
Personalization Option Default Value Override Value
Accessibility Features Accessibility features off | U5 accessible layout mode ¥| Explain

Restore Category Defaults

Ok I Cancel I

4. Select Use accessibility layout mode to activate the accessibility features.

20



e NOTE 1: You can click on Explain to display a Personalization Explanation page with

detailed information for each option. Click on __OK_Jto return to the Option
Category: General Options page.

e NOTE 2: You can click on LRestore Optionto Default | o1 i page to return the option to
its default value if you do not like the change that you made.

Clickon 2K |to accept the changes that you made. This brings you to the Save
Confirm page.

e NOTE: You can click on el (e e DGR Ito return all the options
to their default values if you do not like the changes that you made.

Save Confirm

b Your Personalizations have been saved.

Return |

. Verify Your Personalizations have been saved. appears.

Click on | Retum | This brings you back to the Personalizations page.

Click on ﬂl This brings you back to the General Profile Information page.

e NOTE: You can click on Fizsisliz DistElLE | to restore all the personalizations
to their default values.

Click on & save] to save your changes.

21



Editing Your Email Addresses

1. Click on Edit Email Addresses in the Email group box on the General Profile
Information page. The Email Addresses page displays.

Email Addresses

UserlD:  SAMPLE_EMPLOYEE

Customize | Find | Wiew Al | First (4 1081 [ Last

Primary Email [, :
Account  Email Tvne Email Address

Haome | |sample.emploveei@yahoo.com +| -

Ok | Cancell

2. Click the Primary Email Account check box ON in the row for the email address that you
want to be your primary email address.

e NOTE 1: Only one email address may be designated as Primary.

e NOTE 2: Any Employee Self Service email confirmations will be sent to the Primary
Email Address you set up here.

e NOTE 3: With the addition of the new Travel and Expense functionality, which uses
PeopleSoft Financials as well as HRMS, a separate My System Profile was added to
PeopleSoft Financials as well. Please note the following:

e The email address you add in HRMS Self Service will sync to Financials. However,
if you add a different email address in Financials, it will not sync back to HRMS.
e Refer to page 83 for more information on the Financials My System Profile.

3. Click on *to add a new row for any additional email address(es) you would like to add.
4. Enter or select the email type in the Email Type field.
5. Enter the email address in the Email Address field.

6. Click on _=lin the row for the email address(es) that you want to delete. The following
dialog box will display:

Microsoft Internet Explorer x|

@ Delete current/selected rovwes From this page? The delete will occur when the bransaction is saved.

Cancel |

7. Click on L | to confirm the deletion, or on Lﬁ‘"l to cancel the deletion. This

22



brings you back to the Email Addresses page.

. Clickon _9%_|to accept your changes, or on _cancal |0 exit the page without accepting
your changes. This brings you back to the General Profile Information page.

. Click on "B ==ve] to save your changes.
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Your Personal Information

Reviewing Your Personal Information

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page

displays.

Help
=
[> Self Service
— My System Prafile Employee Home
i

i Personal Information Home
A4 Review and edit your contact informsation, including nsme and marital status changes.

Benefits Home
Review health life insurance, flexible spending accounts or other benefit information.
Reviewy dependent information.

X

Payroll and Compensation Home
Access your on-line paycheck, direct depost, and other deduction or contribution information.

h My | eave Balances
Review vacation, sick, and other leave balances.

o
Travel and Expense Home

= Enter, submit, and review travel authorizetions, expense reports, and
cash advance requests

@ Setup Expense Reimbursement Options
\‘ Review and update expense reimbursement address and payment information

&

Activate access to Travel and Expense Home

2. Click on Personal Information Home to go to the Personal Information Home page.

e NOTE: You can also select Self Service, Employee, Home, Personal Information
Home. The Personal Information Home page displays.
=
Search: Heln
_ @
e Personal Information Home
~7 Home

Employee Home
| Infarmation

Personal Information Summary

‘ Review and edit your name, address, phone numbers, and emergency contact
’ information on one page.

Personal Information Summary

Home
Benefits Home
Eayroll and

Compensation Home Marital Status Change
[ Tasks Marme Change
[ view
My System Profile Emergency Contacts
Revievy and edt your emergency contacts.

Etnergency Cantacts

@ Contact Information
Reviewy and edit your home and mailing addresses
HomeiMailing Addresses

Phone Humbers

Review and edit your home, business, mobile or ather phone numbers
Phone Murnbers

GoTo:  Emploves Horme

3. Click on Personal Information Summary. The Personal Information page displays.

You can also select Self Service, Employee, View, Personal Information Summary.
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Persaonal Information

Sample Employee

Employee, Sample

Change hame

‘L

Address
Twne Status As Of Country Address
1234 Belf Service Lane
Haome Current 051071999 LISA Amywwhere, GA 30995
Peoplesoft
Mailng  Current 11/03/2006 Ugs, | 234 Selfgendce Ave

Amwwhere, GA 30995

Change homefmailing addresses |

4. Review the information in the following sections:
e Name
e Addresses

e NOTE: You can click on the buttons in each section, such as __~fanae name | to go
directly to the appropriate page to change the information in that section.

Phone Humbers

Phone Type Phone Humber
Business TOEIS555-1234
Hame TOE/S5S-5678

Chanhge phohe humbers |

Emergency Contacts

Hame Relationship to Employee Primary Contact
Employee, Spouse Spouse

Chahge emergency contacts

Marital Status

Marital Status: Martied

Change marital status |

5. Review the information in the following sections:
e Phone Numbers
e Emergency Contacts
e Marital Status



e NOTE: You can click on the buttons in each section, such as

Change phone nurbers | to go directly to the appropriate page to change the

information in that section.

Gender: iale

Date of Birth: 0140141860

Birth Countryz

Birth State:

Social Security Number:

Smoker Status: Mon Smoker

Ethnic Group: White

Date Entitled to Medicare:

Military Status: Motindicated

Original Hire Date; 051015899

Highest Education Level: J-Doctorate (Academic)
Contactthe Hurman Resources departrment if any of your Employee Information is incorrect.

6. Review the information in the following sections:
e Employee Information
e NOTE: For security reasons, your Social Security number is not shown. You can see

this number by placing your mouse/cursor over ¥1eW details] 54 the number will be
shown in a hover-text box.

7. Click on Personal Information Home to return to the Personal Information Home page.
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Changing Your Marital Status

NOTE: After you submit your marital status change in Employee Self Service, you also need to
provide a copy of the supporting marriage certificate, divorce decree, or death certificate to your
Human Resources office within 31 days of the effective date of the change.

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Personal Information Home to go to the Personal Information Home page.
e NOTE: You can also select Self Service, Employee, Home, Personal Information
Home. The Personal Information Home page displays.

3. Click on Marital Status Change under Personal Information Summary. The Request
Marital Status Change page displays.
e NOTE 1: You can also select Self Service, Employee, Tasks, Marital Status.
e NOTE 2: Fields marked with an * are required fields.

Request Marital Status Change

Sample Employee

Fill in the fallowing information and click the submit button. All documentation must be
received by HR within 31 days ofthe life event.

*Date Change Will Take Effect:
Current Marital Status: Married

*Change Marital Status To: e

Submit

GoTo:  Employves Home
Personal Infarrmation Haorme

4. Enter the Date Change Will Take Effect.

5. Verify your Current Marital Status.

6. Click on the E‘ and select the appropriate Change Marital Status To from the drop-down
list.

7. Click on _umit_| e Request Marital Status Change Submit Confirmation page
displays.
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Request Marital Status Change
Submit Confirmation

V The Submitwas successiul,

Your marital status change request has been submitted, howeever the change cannot be
completed until you provide a copy ofthe appropriate supporting documentation to the HR
department. {i.e. marriage cedificate, divorce decree, death cedificate, etc.). All documentation
rmust be received by HR within 31 days ofthe life event.

8. Verify ‘/ The Submitwas successiul. appears.

9. Clickon . This brings you back to the Request Marital Status Change page.

Request Marital Status Change

Sample Employee

This information was submitted.

*Date Change Will Take Effect: 105312008

Current Marital Status: ftarried

*Change Marital Status To: Divorced

10. Verify This Infarmation was subimitted, appears.

11. Verify the marital status change information.

e NOTE 1: You will receive an email at your Primary email address confirming that your
request was submitted. If you do not receive an email, please verify your Primary email

address in My System Profile, as discussed in Editing Your Email Addresses.

To: sample.employes@yahoo.com

Your request was successfully submitted. This request requires administrator action to be saved to the

databaze.

Trangaction Mame: Marital Status
Ermployee Marme: Sarmple Employee
Ernplid: Qooa33

Submitted - Marital Status - Sample Employee - Your request was submitted Standard Header +
"noreply@usg.edu” <noreply@usg.edu> 3 5dd Friday, Movemnber 3, 2006 11:31:34 AM

e NOTE 2: You will receive an email at your Primary email address confirming that your
request was approved by the appropriate administrator and the change has been saved to
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the database. If you do not receive an email, please verify your Primary email address in
My System Profile, as discussed in Editing Your Email Addresses on page 22 of this
document.

Informational - Marital Status - Sample Employee - Approved Standard Header =
"noreply@usg.edu” <noreply@usg.eduz [ add Friday, Movember 3, 2006 11:35:02 AM
To: sample, employes@yahoo, com

Your request was approved:

Approver Mame:

Transaction Marme: Marital Status
Employee Mame: Sample Employes
Emplid: 000033
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Changing Your Name

NOTE: After you submit your name change in Employee Self Service, you also need to provide
a copy of your new Social Security card with your new name to your Human Resources office

before the change can be approved.

1.

Select Self Service, Employee, Home, Employee Home. The Employee Home page

displays.

Click on Personal Information Home to go to the Personal Information Home page.
e NOTE: You can also select Self Service, Employee, Home, Personal Information

Home. The Personal Information Home page displays.

Click on Name Change in the Personal Information Summary section. The Name

Change page displays.
e NOTE: You can also select Self Service, Employee, Tasks, Name Change.
Sample Employee
Click Submit after you have entered your new nama.
“ou are required to provide proof of your name change to your campus Human Resources
department via a copy of your new Social Security card.
Current Name
Prefiz: Mister
First: Sample Middle:
Last: Emplovee Suffiz:
Mame: Employee, Sample
New Name
*Date Name Change Will Take Effect: 11/03/2006
Name Format: United States Chanie Country
Prefiz: Mister e
*First Name: Sample Middle:
*Last Name: Employee Suffix: b
Submit

Review the information in the Current Name section.

Enter the Date Name Change will Take Effect in the New Name section.

Enter or select your new name information in the fields in the New Name group box.

e NOTE: Fields marked with an * are required fields.
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7. Click on 248 _| The Name Change Submit Confirmation page displays.

Name Change
Submit Confirmation

'/ The Submit was successiul,
Your name change reguest has heen submitted, however the change cannot he completad until

wou provide a copy of yaur new Sacial Security card 1o the HR departtment.
QK

8. Verify ‘/ The Submitwas successful appears.

9. Click on . This brings you back to the Name Change page.

New Name
‘Date Name Change Will Take Effect: 11/032006
Name Format: United States Change Country
we
Prefix: Mister
First Name: Sarmple Middle: P
Last Name: Employee Suffiz:

10. Verify This information was subimifted. gnpears.

11. Verify the name change information in the New Name section.
e NOTE: You will receive a confirmation email at your Primary email address confirming
that your request was submitted. If you do not receive an email, please verify your
Primary email address in My System Profile, as discussed in Editing Your Email

Addresses on page 22 of this document.

Standard Header =

Submitted - Name Change - Sample Employee - Your request was submitted
Friday, Movember 3, 2006 1:45:33 PM

"noreply@usg.edu” <noreply@usg.edu= [ 4dd
To: sample.employee@yahoo.com

Your request was successfully subrnitted. This request requires administrator action to be saved to the

database.

Transaction Mame: Mame Change
Ernployes Mame: Sarmple Employes
Ermplid: 000033
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e NOTE 2: You will receive an email at your Primary email address confirming that your
request was approved by the appropriate administrator and the change has been saved to
the database. If you do not receive an email, please verify your Primary email address in
My System Profile, as discussed in Editing Your Email Addresses on page 22 of this
document.

Informational - Name Change - Ssample Employee - Approved Standard Header +
"noreply@usg.edu™ <noreply@usg.edu= TF 1dd Friday, Movember 3, 2006 1:49:22 PM
Tor sample.employesi@yahon. cam

Your request was appraved:

Approver Mame:

Transaction Mame: Name Change
Ermplayee Mame: Sample Employes
Emplid: 000033
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Reviewing and Changing Your Emergency Contact Information

Reviewing Your Existing Contacts

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Personal Information Home to go to the Personal Information Home page.
e NOTE: You can also select Self Service, Employee, Home, Personal Information
Home. The Personal Information Home page displays.

3. Click on Emergency Contacts under Emergency Contacts. The Emergency Contacts
page displays.
e NOTE: You can also select Self Service, Employee, Tasks, Emergency Contacts.

Emergency Contacts

Sample Employee

Contact Mame Relationship to Emplovee
Emplovee Spouse Spouse Edit | Delete |
Primary Contact: Employee Spouse Change the primary contact |

| Add an Emergency Contact |

4. Review the existing contact information.

5. Click on the Contact Name. The Emergency Contact Detail page displays.
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Emergency Contacts
Emergency Contact Detail

Sample Employee

Address and Telephone

Contact Hame: Employes, Spouse

Relationship to Emplovee:  Spouse

¥ Contact has the same address as the employee

¥ contact has the same telephone number as the employee

Address Type: Home
Phone Type: Haorme

Country: United States

Address: 1234 Self Service Lane
Armihere, GA 30999
FeopleSoft

Employvee's Phone

Phone: TOBMA55-56T78

Other Telephone Humbers

Phone Type Phone Humber
Business TOR354-14589
Cther TOR207-46496

Return to Emergency Contacts

6. Click on Return to Emergency Contacts to go back to the Emergency Contacts page.

Changing an Existing Contact

1. Click on il The Emergency Contact Detail page displays with the fields you can
change active.



Emergency Contacts
Emergency Contact Detail

Sample Employee

Address and Telephone

*Contact Name: [Employee,Spouse |

“Relationship to Employee: | Spouse Vl

Contact has the same address as the employee

Contact has the same telephone number as the employee

Address Type: Home Change Address Type

Phone Type: Home Change Telephone Type

Country: United States Change Country

Address: 1234 Self Service Lane .
Anywhere, GA 30999 EdiESdaiEs S
PeopleSaft

2. Enter the information in the fields as needed.
e NOTE: Fields marked with an * are required fields.

Employee's Phone

Phone: TO6/555-5678

Other Telephone Humbers

*Phone Tyne Phone Humber
Business v| |T06I354-1589 | Delete |
|Other v| |?UBI2IJ?—4896 | Dealets |

Add s Phone Mumber |

3. Enter the information in the fields as needed.
e NOTE: Fields marked with an * are required fields.

4. Click on 5% _| The Save Confirmation page displays.

Emergency Contacts

Save Confirmation

V The Save was successiul,

5. Verify '/ The Save was successl. appears.
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6. Click on . This brings you back to the Emergency Contacts page.

Deleting an Existing Contact

1. Click on ﬂl. The Delete Confirmation page displays.

e NOTE: You cannot delete a Primary Contact unless you designate a new Primary
Contact first.

Emergency Contacts

Delete Confirmation

Areyou sure you want to delete Emergency Contact (Daughter Employee)?

es - Delete | Mo - Do Mot Dalate

. - 7]
2 Verlfy Are you sure you want to delete Emergency Contact (Daughter Employee)? appears.

3. Click on L25-D2lete {14 delete the contact, or N2~ D0 Mot Delete |to cancel the deletion.

This brings you back to the Emergency Contacts page.

4. Verify the contact has been deleted.

Changing Your Primary Contact

1. Click on ___ Changethe primay contact | e Change Primary Contact page displays.

Emergency Contacts
Change Primary Contact

Sample Employee

Primary Contact: Employee Spouse w

Save

Eeturn to Emergency Contacts

2. Click on the Z‘ and select a new Primary Contact from the drop-down list.

3. Click on 5% | The Save Confirmation page displays.

4. Verify “ The Save was successful appears.
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5. Click on . This brings you back to the Emergency Contacts page.

Adding a New Emergency Contact

1. Click on L__#dd anEmergency Contact | e Emergency Contact Detail page displays.

Emergency Contacts
Emergency Contact Detail

Sample Employee

Address and Telephone

*Contact Name:

*Relationship to Employee; | Other v

[ Contact has the same address as the employee

[] Contact has the same telephone number as the employee

Country: United States Change Country

Address: Edit Address

2. Enter the Contact Name in the Address and Telephone section.
e NOTE 1: Fields marked with an * are required fields.
e NOTE 2: You can enter the name in First Name Last Name format.

3. Click on the E‘ and select the Relationship to Employee from the drop-down list.

4. Click the appropriate check boxes ON if the contact has the same address and telephone
number as the employee.

5. Click on Edit Address in the Address section if the contact has a different address from the
employee. The Edit Address page displays.

Edit Home Address

Country: United States Change Country  Address Format Instructions

Address 1: 1234 Self Senice Lane

Address 2:
City: Anypwhere State: | GA Q) Geargia Postal:| 30933
County: PeopleSoft

Date Change Will Take Effect:
On this date: | 11/03/2006 | | ¢example: 01/31,/2000)
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6. Enter the information in the fields as needed.
e NOTE 1: Click on Address Format Instructions for instructions on how to format

information in the fields on this page. Click on L_9K_ |10 return to the Edit Home
Address page.

Address Format Instructions

Five {8} digits with no punctuation. 12345

Mine {9 digits with a hyphen between the 5th and 6th digit. 12345-67849
Street addresses should include abbreviated street suffives. 5t, Dr, Blvd
Mo periads after street abbreviations. Rd, L, Huwy
Mo periads after directional indicators. MNE, 8WW, S5 E

Mo pound sign () to designate apartment or suite numbers.

Use Apt' ar 'Ste'to designate apartments or suites. Apt12
Do not allow salitary numbers far apartment numhbers. 12 instead of Apt 12
Ok | Cancel |

e NOTE 2: There is a 32-character limit in the Address 1 and Address 2 fields. You will
receive the following error message if you exceed 32 characters:
e Address 1/Address 2 cannot exceed 32 characters. Please remove X characters.

7. Click on _2X__to return to the Emergency Contact Detail page.

Telephone: |

Other Telephone Humbers

*Phone Type Phone Humber

Add a Phaone Mumber |

* Required Field

Save |

Eeturn to Emergency Contacts

8. Enter the Telephone number in the Phone section.
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9. Enter any additional Phone Type and Phone Number information in the Other Telephone

Numbers section by clicking on %44 & Phone Nurnber |

e NOTE: Fields marked with an * are required fields.

10. Click on ﬂl The Emergency Contacts Save Confirmation page displays.
e NOTE: Incomplete addresses will not be saved.

11. Verify V The Save was successiul. gppears,

12. Click on . This brings you back to the Emergency Contacts page.

13. Verify the new emergency contact information.
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Changing Your Home or Mailing Address

Reviewing Your Address Information

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Personal Information Home to go to the Personal Information Home page.
e NOTE: You can also select Self Service, Employee, Home, Personal Information
Home. The Personal Information Home page displays.

3. Click on Home/Mailing Addresses in the Contact Information section. The Home and
Mailing Address page displays.

e NOTE: You can also select Self Service, Employee, Tasks, Home and Mailing
Address.

Home and Mailing Address

Sample Employee

Address

Twe Status As Of Country Address
1234 Self Service Lane
Haome Current 05101998 USA Anywhera, GA 30959 Edit
FeopleSoft
o 1234 Self Service Ave ’
Mailing Current 110352006 USA Anywhere, GA 30999 m

4. Review the information in the Addresses section.

Changing Your Address Information

1. Click on ﬂ' for the address you wish to change. The appropriate Edit Address page
displays.

Edit Home Address

Courtry: United States Change Country  Address Format Instructions
Address 1: 1234 Self Service Lane

Address 2:
City: Anywhere State: | G4 Q) Georgia Postal: 30999
County: PeopleSott

Date Change Will Take Effect:
On this data: | 1100372008 [example: 01/31/2000)

2. Enter the new address information in the fields as needed.
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e NOTE 1: You can only enter an address change date that is on or after today’s date.
e NOTE 2: Click on Address Format Instructions for instructions on how to format
information in the fields on this page.

Address Format Instructions

Five {8} digits with no punctuation. 12345

Mine (8 digits with a hyphen hetween the 4th and Bth digit. 12345-67849

Street addresses should include abbreviated street sufiives. St, Dr, Blvd

Mo periads after street abbreviations. Rd, Ln, Huwy

Mo periads after directional indicators. MNE, 8WW, S5 E

Mo pound sign (@) to designate apartment or suite numbers.

Use Apt or 'Ste' o designate apartments or suites. Apt12

Do nat allow salitary numbers for apartment numbers. 12 instead of Apt12
Ok | Cancel |

e NOTE 3: There is a 32-character limit in the Address 1 and Address 2 fields. You will
receive the following error message:
e Address 1/Address 2 cannot exceed 32 characters. Please remove X characters.

e Click on —%K__lto return to the Edit Home Address page.

3. Enter the date the new address will take effect in the Date Change Will Take Effect in the
On this date field.

4. Clickon ﬂl The Home and Mailing Address Change Save Confirmation page
displays.
e NOTE: Incomplete addresses will not be saved.

5. Verify ‘/ The Save was successiul. appears.

6. Click on . This brings you back to the Home and Mailing Address page.

7. Verify the address information in the Addresses group box.

Adding a New Mailing Address

You are allowed two addresses: a Home address and a Mailing address. Your Home address
comes from the data that was entered during your Hire process. If you have a mailing address
that is different from your Home address, you can enter that address on the Home and Mailing
Address page.
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Home and Mailing Address
Sample Employee

Address

T—E Status As OF Country Address
1234 Self Semrice Lane

Horne Current 05M 01999 LISA Armawehere, GA 30999 Editl
PeopleSoft

*Address Type: v Add

*Reqguired Field

1. Click on the E‘ and select Mail from the Address Type drop-down list.
e NOTE: Fields marked with an * are required fields.

2. Clickon__ 99| The appropriate Add Mailing Address page displays.

Add Mailing Address

Country: United States Change Country  Address Format Instructions
Address 1:  |PO Box12345

Address 2: |

City: [Anwhere State: |GA Q| Georgia Pnstal:l 2094949

County: fo67]

Date Change Will Take Effect:
On this date* |1 0i2712006 (example: 01/31/2000)

Save | Cancel |

3. Enter the new address information in the fields as needed.

e NOTE 1: Click on Address Format Instructions for instructions on how to format
information in the fields on this page.
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Address Format Instructions

Five {8} digits with no punctuation. 12345

Mine {9 digits with a hyphen between the 5th and 6th digit. 12345-67849

Street addresses should include abbreviated street suffives. 5t, Dr, Blvd

Mo periads after street abbreviations. Rd, L, Huwy

Mo periads after directional indicators. MNE, 8WW, S5 E

Mo pound gign (#) to designate apartment or suite numbers.

Use Apt' ar 'Ste'to designate apartments or suites. Apt12

Do not allow salitary numbers far apartment numhbers. 12 instead of Apt 12
Ok | Cancel |

e NOTE 2: There is a 32-character limit in the Address 1 and Address 2 fields. You will
receive the following error message if you exceed 32 characters:
e Address 1/Address 2 cannot exceed 32 characters. Please remove X characters.

e Click on —%K_lto return to the Edit Home Address page.

Enter the Date Change Will Take Effect in the On this date field.

Click on ﬂl The Home and Mailing Address Save Confirmation page displays.
e NOTE: Incomplete addresses will not be saved.

Verify ‘/ The Save was successiul. appears.

Click on . This brings you back to the Home and Mailing Address page.

Verify the address information in the Addresses group box.
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Reviewing and Changing Your Phone Number

Reviewing Your Phone Number Information

1.

4.

Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

Click on Personal Information Home to go to the Personal Information Home page.
e NOTE: You can also select Self Service, Employee, Home, Personal Information
Home. The Personal Information Home page displays.

Click on Phone Numbers under Phone Numbers. The Phone Numbers page displays.
e NOTE: You can also select Self Service, Employee, Tasks, Phone Numbers.

Phone Numbers
Sample Employee

Enter your phone numhbers below.

*Phone Type Telephone
Business v 70B/555-1234 Delete
Home v TOB555-56T8 Delete

Add a Phaone Mumber |

Review the Phone Type and Telephone information.

Changing an Existing Phone Number

1.

4.

Change the Phone Type and Telephone information as needed.

e NOTE 1: Fields marked with an * are required fields.

e NOTE 2: Telephone numbers must be 10 digits with no letters, and should be entered in
the following format: xxxxxxxxxx (Example: 7065551111). You will receive the
following error message if you enter an incorrectly formatted telephone number:

e Please enter phone number in the format of: xxxxxxxxxx (ex. 7065551111).

Click on 5% __| The Save Confirmation page displays.

Verify ‘/ The Save was successiul. gppears,

Click on . This brings you back to the Phone Numbers page.

Deleting an Existing Phone Number

1.

Click on ﬂl for the phone number you wish to delete. The Delete Confirmation
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4.

page displays.

Phone Numbers

Delete Confirmation

Are you sure you want to delete Phone Number (Main)?

‘fes - Delete | Mo - Do Mot Delete

f in?
Verify Are you sure you want to delete Phone Mumber (Main}’ appears.

Click on LY25- DBt |45 delete the contact, or M- Do Mot Delete |to cancel the deletion.

This brings you back to the Phone Numbers page.

Verify the phone number is deleted.

Adding a New Phone Number

1.

Click on L__Add @ Phone Number | A newy blank row displays.

e NOTE: Fields marked with an * are required fields.

Enter or select the Phone Type.

Enter the Telephone information.

e NOTE: Telephone numbers must be 10 digits with no letters, and should be entered in
the following format: xxxxxxxxxx (Example: 7065551111). You will receive the

following error message if you enter an incorrectly formatted telephone number:
e Please enter phone number in the format of: xxxxxxxxxx (ex. 7065551111).

Click on 92| The Phone Numbers Save Confirmation page displays.

Verify ‘/ The Save was successiul. gppears,

Click on . This brings you back to the Phone Numbers page.

Verify the telephone information.
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Your Benefits Information

Reviewing Your Benefits Summary

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

=
[> Self Service
— My System Prafile Employee Home
i

i Personal Information Home
‘ Reviesy and edit your contact information, including name and marital status changes.

Benefits Home

Review health life insurance, flexible spending accounts or other benefit information.
Reviewy dependent information.

X

Payroll and Compensation Home
Access your on-line paycheck, direct depost, and other deduction or contribution information.

h My | eave Balances
Review vacation, sick, and other leave balances.

o
Travel and Expense Home

= Enter, submit, and review travel authorizetions, expense reports, and
cash advance requests

@ Setup Expense Reimbursement Options
\‘ Review and update expense reimbursement address and payment information

Activate access to Travel and Expense Home

&

2. Click on Benefits Home to go to the Benefits Home page.
e NOTE: You can also select Self Service, Employee, Home, Benefits Home. The
Benefits Home page displays.

=
@

Search

=7 Self Service

= Emplayee Benefits Home

" Home
Emplnyee Home . Benefits Information
Fersonal Information g’?_l
Home a Review your current and historical benefits information, including Health, Life

= Benefits Home Insurance, and Flexible Spending Accounts

Payroll and Beneiits Summary
Cormpensation Horme

b Tasks Flexible Spending Accounts

P view Revievy dependent care and heatth care spending sccount plan information.

hty System Profile . .
Flexible Spending Accounts
{’ﬁ Dependent Information
Review personal information and henefits coverage for your dependents.

Dependent Personal Infarmation
Dependent Caverage Sumrmary

GoTo: Employee Home

3. Click on Benefits Summary in the Benefits Information section. The Benefits Summary

page displays.
e NOTE: You can also select Self Service, Employee, View, Benefits Summary.
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Benefits Summary

Sample Emplayee
Current MedicaliDental Rates

Towiew your benefits as of anather date, enter the date and click Go:

11/03/2008 | Go

Type of Benefit Plan Description Coverage or Participation
Medical PPO Before Tax Erripl+1
Dental Regents Dental Ermpl Only
Life and ADID Basic Life 24,000 $25,000
Supplemental Life and ADID Regents Supp Life 13 After 1 X Salary
Long-Term Disability Lang Term DIsabiib TRE - oo of Salary
Sick Sick Leave (FTE 80-1.00) -----
acation Vacation FTE-1.000  -----
) . Health Care Spending

Flex Spending Health - U.S. i — $300 Pledge

’ Teachers Ret Sys ;
Teachers Retirernent Systerm 0740171996 A% of Earnings

4. Review your Benefits Summary information.
e This is a listing of your benefits as of today’s date.
e If you would like to see a Benefits Summary for another date, enter that date

(MM/DD/YYYY) and click on %0 |
e If you would like to see a listing of the current benefits rates for eligible benefit plans,
click on Current Medical/Dental Rates. A new page displays with a listing of these

rates. Click on _FetM | to return to the Benefits Summary page.

Current benefit rates for eligible benefit plans
Plan Coverage Erequency Empl Premium

1 Blue Choice Before Tax Emp+Child ] $117.60
2 Blue Choice Before Tax Emp+Spouse I $137.20
3 Blue Choice Befare Tax Empl Only ] §65.34
4 Blue Choice Befare Tax Farmily ] §185.48
5 BlueChoice Cong Ch Before Tax Emp+Child 1] $195.492
& BlueChoice Cons Ch Before Tax Emp+Spouse M §233.24
7 BlueChoice Cons Ch Before Tax Ermpl Only ] $111.08
8 BlueChoice Cons Ch Before Tax Farnily ] §32210
9 Kaiser Ermp+Child ] $130.26
10 Kaiser Emp+Spouse ] §152.08
11 Kaiser Empl Only 1] §r2.42
12 Kaiser Family 1] $210.00
13 Kaiser Cons Choice Before Tax Ermp+Child I §221.60
14 Kaiser Cons Choice Before Tax Emp+Spouse ] 25852
16 Kaiser Cons Choice Before Tax Ermpl Only ] $123.10
16 Kaiser Cons Choice Before Tax Farnily I §357.00
17 PPO Befare Tax Emp+Child ] §147.62
18 PPO Before Tax Emp+Spouse 1] F172.22
18 PPO Befare Tax Empl Only hd §52.02
20 PPO Before Tax Family M §237.80
M PPO Consumer Choice Before Tax Emp+Child ] $206.68
22 PPO Consumer Choice Before Tax Emp+Spouse I §241.10
23 PPO Consumer Choice Before Tax Ermpl Only ] §114.84
24 PP Consumer Choice Befare Tax Farmily ] §332.92
25 Regents Dental Emp+Child 1] §51.74
26 Regents Dental Emp+Spouse M §54 46
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5. Click on the individual links (Medical, etc.) to display a separate page containing more
detailed information for each enrolled Benefit.

Medical

Sample Employee
To viewy vour benefits as of another date, enter the date and click Go:

1110342006 | [ 6o |
pedical |

Plan Hame: PPO Befare Tax
Plan Provider: BORPFQ - BlueCrass BlueShield
Coverage: Employee + 1

Group Number: BOROYE0

Customer Service: Ext:
Covered Dependents
Name Relationship
Spouse Emploves Spause

6. Click on Return to Employee Benefit Summary to return to the Benefits Summary page.
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Reviewing Your Flexible Spending Accounts

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Benefits Home to go to the Benefits Home page.
e NOTE: You can also select Self Service, Employee, Home, Benefits Home. The
Benefits Home page displays.

3. Click on Elexible Spending Accounts in the Flexible Spending Accounts section. The
Flexible Spending Accounts page displays.

Flexible Spending Accounts
Sample Employee

Your Flexible Spending Account(s) in 2006

Select Calendar Year

You may review your Flexible Spending Account status and activity for any calendar year.

To review past benefits infarmation, enter the yvear and click the Go hutton.

Calendar Year: 2006 (v Go

Select Account

For this Calendar Yearyou are enralled in the Flexible Spending Accountis) listed helow.
Please click on the ane you wish to review.

Spending Account Annual Pledie Contributions YTD
Health Care Spending Account 300.00 212.40

4. Review your Flexible Spending Account information.
e This is a listing of your accounts for the current calendar year. Your annual pledge
amount(s) and the year-to-date amount(s) contributed are shown here.
e If you would like to review the Flexible Spending Accounts for another calendar year,

enter that year (YYYY) and click on il

5. Click on one of the Go to links to return to the appropriate page.
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Reviewing and Changing Your Dependent Information

Reviewing Dependent Personal Information

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Benefits Home to go to the Benefits Home page.

e NOTE: You can also select Self Service, Employee, Home, Benefits Home. The
Benefits Home page displays.

3. Click on Dependent Personal Information in the Dependent Information section. The
Dependent Summary page displays.

e NOTE: You can also select Self Service, Employee, Tasks, Dependent Summary.

Dependent Summary bl
Click the Dependent's name if you wauld like to review or change persanal infarmation.

Summary

Spouse Emplovee

Address: 1724 Salf Serice Lane Relationship to Employee: Spouse

Date of Birth: 01011964
City: Aypuhere Social Security Number:
State: GA

Country:  United States
Zip Code: 305945

Telephone: 706/555-7840

4. Review the Summary information for each dependent.
e NOTE: For security reasons, the Social Security number is not shown. You can see this

number by placing your mouse/cursor over ¥1eW details] o g the number will be shown in
a hover-text box.

5. Click on the Dependent Name to review the dependent information. The Dependent
Personal Information page displays.
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Dependent Personal Information

Click Edit at the bottom of this page to update your Dependent's personal
information.

Personal Information

First Hame: Spouse

Middle Name:

Last Hame: Employee

Name Prefix: trs

Hame Suffix:

Gender: Female

Birthdate: 01/01/1964

SSH: (Social Security Mumber)

Relationship to Employee:  Spouse

Status Information

Marital Status: Married

Student: Mo
Digabled: Mo
Smoker: Mo

6. Review the Dependent Personal Information in these sections:
e Personal Information
e Status Information

Address and Telephone

Same Address as Employee
Same Phone as Employee

Country: United States

Address: 1234 Self Service Lane
Anywhere, GA 30999
PeopleSaoft

Phone: TOGMS55-7350

* Required Field

Edit

7. Review the Dependent Personal Information in these sections:
e Address and Telephone
e Address
e Address
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8. Click on Return to Dependent Summary to return to the Dependent Summary page.

Changing Dependent Personal Information
NOTE: Only employees can change their dependent contact information.

1. Click on . The Dependent Personal Information page displays with the fields
that you can change active.

e NOTE: You cannot change any of the dependent Personal Information fields here.
These fields may be updated through your HR/Benefits department.

Dependent Personal Information

Click Save once you have edited your Dependent's personal information.

Personal Information

First Name: Spouse

Middle Name:

Last Name: Employee

Name Prefix: hrs

Name Suffiz:

Gender: Female

Birthdate: 01/01/1964

SSN: (Social Security Number)

Relationship to Employee: Spouse

Status Information
‘Marital Status:  [Maried 5]

Student: Mo -
Disahled: i |7
Smaker: Mo | -
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Address and Telephone

[T Same Address as Employee
[T Same Phone as Employes

Country: United States Change Country

Address: 1234 Self Service Lane )
Anyichere, GA 30989 Edit Address
FeopleSaft

Phone: |706/555-7890

* Required Field

Save |

Feturn to Dependent Sumimary

Enter or change the information in the Address and Telephone and Address fields as
needed.

NOTE: Only employees can change their dependent contact information.

Same Address as Employee check box

Same Phone as Employee check box

Country

e NOTE: Click on Change Country to display a new page where you can select the
appropriate country. Click on the Country to select it and return to the Dependent
Personal Information page.

Address (Click on Edit Address as noted in Step 3 below.)

Phone

e NOTE: Fields marked with an * are required fields.

Click on Edit Address. The Edit Address page displays.



Edit Address

Country: United States Change Country  Address Format Instructions

Address 1; 1234 Belf Service Lane

Address 2:
City: Anpirhere State: | GA Q) Geargia Postal:| 30993
County: PeopleSoft

Ol I Cancel |

4. Enter or change the information in the Edit Address fields as needed.
e NOTE 1: Only employees can change their dependent contact information.
e NOTE 2: Click on Address Format Instructions for instructions on how to format
information in the fields on this page.

Address Format Instructions

Five {8} digits with no punctuation. 12345

Mine (8 digits with a hyphen hetween the 4th and Bth digit. 12345-67849

Street addresses should include abbreviated street sufiives. St, Dr, Blvd

Mo periads after street abbreviations. Rd, Ln, Huwy

Mo periads after directional indicators. MNE, 8WW, S5 E

Mo pound sign (@) to designate apartment or suite numbers.

Use 'Apt' or "Ste'to designate apartments or suites. Apt12

Do nat allow salitary numbers for apartment numbers. 12 instead of Apt12
Ok | Cancel |

e NOTE 3: There is a 32-character limit in the Address 1 and Address 2 fields. You will
receive the following error message if you exceed 32 characters:
e Address 1/Address 2 cannot exceed 32 characters. Please remove X characters.

e Click on —2K_lto return to the Edit Home Address page.

5. Click on Ll. This brings you back to the Dependent Personal Information page.

6. Enter or change the information in the Address field as needed.
e NOTE: Fields marked with an * are required fields.

7. Click on ﬂl The Save Confirmation page displays.
e NOTE: Incomplete addresses will not be saved.
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8. Verify V The Save was successful. appears.

9. Clickon . This brings you back to the Dependent Personal Information page.

10. Verify the dependent information.

11. Click on Return to Dependent Summary. This brings you back to the Dependent
Summary page.

12. Click on Benefits Home. This brings you back to the Benefits Home page.

e NOTE: You can also click on Dependent Coverage Summary to go directly to the
Dependent Coverage Summary page.

Reviewing Dependent Coverage Information

1. Click on Dependent Coverage Summary in the Dependent Information section. The
Dependent Coverage Summary page displays.

e NOTE: You can also select Self Service, Employee, View, Dependent Coverage.

Dependent Coverage Summary
Sample Employee

To view your benefits as of another date, enter the date and click Go:

1140352006 Go
Dependent Name Relationship Tvpe of Benefit Description
Spouse Emplovee Spouse

Wedical PFO Before Tax

2. Review the Dependent Coverage Summary information. This page provides a list of your
current dependents, their benefits coverage, and their contact information as of today’s date.
e If you would like to see a Dependent Coverage Summary for another date, enter that date

(MM/DD/YYYY) and click on __ oo |

3. Click one of the links to go to the appropriate page.
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Your Pavroll and Compensation Information
Reviewing and Printing Your Paycheck

NOTE: Your Payroll office will no longer print and send your paycheck advice to you. You can

review your advice and print a hard copy using Employee Self Service.

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Payroll and Compensation Home to go to the Payroll and Compensation Home

=
I Self Service
— My System Profile Employee Home
i

¢ Personal Information Home
22 Review and edit your contact information, including name and marital status changes:

Benefits Home

Review heatth, life insurance, flexible spending accounts or other benefit information.
Review dependent information

i['{l Payroll and Compensation Home
% Access your on-line paycheck, direct deposit, and other deduction or contribution information

i My Leave Balances
Review vacation, sick, and other leave halances.

=
Travel and Expense Home
g 7]

Enter, submit, and review travel autharizations, expensze reports, and
cash advance requests

9 Setup Expense Reimbursement Options
\‘ Review: and update expense reimbursement address and payment information.

Activate access to Travel and Expense Home

&

page.

NOTE: You can also select Self Service, Employee, Home, Payroll and

Compensation Home. The Payroll and Compensation Home page displays.
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L]

Search; Help

(6

=7 Gelf Service

Payroll and Compensation Home

~ Employee
=~ Home
Emplayee Home Payroll
Fersonal Information View Paycheck

Home “0)s ) ) . ;
enafits Home 40 Wiewy your current and prior earnings statements on-line.

*ote: YTD and leave balances are only showen on your most recent paycheck.
Your paycheck may post for viewing in advance of your actual pay date. Howveever,

funds will not post to your account until the check date noted on your paycheck.

[» Tasks
b views fii Direct Deposit
Iy System Profile =
— 5 Reviewy and edit your direct deposit accounts.

iy, Voluntary Deductions
@ Reviewy and edit your voluntary deductions.

W i? W-4 Tax Information

Reviewy and edit your federal tax withholding exemption and smount.
o W-2 Reissue Request
@ Request a reissue of your W-2 statement.

GoTo:  Employee Home

3. Click on View Paycheck in the Payroll section. The View Paycheck page displays with
your current paycheck information.
e NOTE: You can also select Self Service, Employee, View, View Paycheck.

View Paycheck | Print-Frigndly Paycheck|

Sample Employee

Company: Net Pay: §1,817.60
Board of Regents Pay Begin Date:  0901/2006
Adidress: Pay End Date: 091 5/2006

University Systern of Georgia

270 Washington Street, S
Atlanta, GA 30334 View a Diffarent Payment

Check Date: 09152008

Hame: S’amp'le’ Employee Business Unit: 99999
Employee ID: 000033 Pay Group: Semi-Monthly
Address: 1234 Self Service Lane ~ Devartment: 9991999 — Self Service
Anywhere, GA 30999 Location: University System of Georgia
Joh Title: Project Manager
Pay Rate: $3.268.82 Semimonthly

4. Review your current paycheck information.
e NOTE: If you want to review the information for a different paycheck, you can click on
View a Different Payment. The View Paycheck page displays with a Pay Check
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Selection list of paychecks sorted by Pay Period End Date. Click on the appropriate Pay
Period End Date (MM/DD/YYYY) to review the information for that paycheck.

5. Click on _FrimtFriendly Paycheck | Your paycheck displays in a printer-friendly format.

6. Click on é in your browser’s toolbar. Your paycheck prints at your default printer.
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Reviewing and Changing Your Direct Deposit

Reviewing Your Direct Deposit Information

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Payroll and Compensation Home to go to the Payroll and Compensation Home
page.
e NOTE: You can also select Self Service, Employee, Home, Payroll and
Compensation Home. The Payroll and Compensation Home page displays.

3. Click on Direct Deposit in the Payroll section. The Direct Deposit page displays with your
current direct deposit information.

e NOTE: You can also select Self Service, Employee, Tasks, Direct Deposit.

Direct Deposit
Sample Employee

Direct Deposit Detail

Accout o ging Number  AccountNumber Deposit Type — AmtPet Deposit

Type Order

Sawings 061000052 1111111111 Amount §314 100 Edit | Delete |

Savings 061000052 2222233222 Amount 242 200 Edit | Delete |

Checking 081000052 3333333333 Amount 600 300 Edit | Celete |

Checking 081000052 4444444444 Balance 989 Edit | Delete |
£dd Account You MUST have an account row with & "Deposit Type" of Balance in

arder to make any changes to yvour Direct Depasit Information. Ifa
halance row does not exist, please add one now. The Balance row
cannot be deleted!

4. Click on the Account Type link (Savings, etc.) to review the details of each account on the
Direct Deposit Detail page.

Direct Deposit

Direct Deposit Detail

Sample Employee

Account Type: Savings

Deposit Type: Amaount Direct Deposit Help

Amount/Percent: 242.00
Routing Number: 061000057 View check example

Account Mumber: 2222222222

Deposit Order: 200 (example: 100 = first accourt processed)
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5. Click on Return to Direct Deposit to return to the Direct Deposit page.

Changing Your Direct Deposit

1. Click on il for the appropriate account. The Change Direct Deposit page displays.

NOTE 1: You MUST have an account row with a Deposit Type of Balance in order to
make any changes to your Direct Deposit information. If a Balance row does not exist,
you will have to add one. The Balance row can be edited to reflect new account
information, but cannot be deleted.

NOTE 2: The Balance row identifies where any remaining funds from a paycheck should
be deposited after funds are disbursed to all other Direct Deposit accounts/rows. The
Balance row may be a duplicate of one of the other Direct Deposit rows. However, it
operates independently of the other rows, and is not automatically updated when a
change is made to another Direct Deposit row.

NOTE 3: The link to your Travel and Expense information will not be available until
you verify your Direct Deposit Balance Account information. Once you do that and log
out, then log back into Self Service, the Travel and Expense Home link will be
available, as noted on page 8. Please refer to Your Travel and Expense Information,
starting on page 78, for more information on enabling the T&E Home Pagelet and
accessing your Travel and Expense information.

Direct Deposit
Change Direct Deposit

Sample Employee

*Account Type: Checking 3
‘Deposit Type: Amourt ¥ | Direct Deposit Hel

AmountPercent: |600.00
Routing Number: | 061000052 Wiew check exarnple
Account Number: | 3333333333

Deposit Order: 300 | (example: 100 = first accourt processed)

*Reqguired Field

Save

2. Make the necessary changes to your information.

NOTE: Fields marked with an * are required fields.

3. Click on View check example to locate where the Routing Number and/or Account
Number are on your personal checks, if you are changing the numbers in these fields. Do

not use a deposit slip or credit card convenience check! Click on __2K__|to return to the
Change Direct Deposit page.
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Check Example {Do Mot Use a Deposit Slip or Credit Card Convenience Checks)

9999

11999999599 1999 999 S99 9999
1 2

1 - Routing Number
2 - Account Humber

4. Click on Direct Deposit Help for more information. Click on __9K_|to return to the
Change Direct Deposit page.

YWerify that a Depoaosit Type of "Balance” exists inyour list of account rows. If a Balance row does not
exist, you must add one befare you can continue.

Account Type Selectwhetherthiz is 2 '"Checking' or a 'Savings' account.

Deposit Type Choose "Amount' ifyou want to select a Dollar Amount.
Choose "Percent” if you want to select a percentage of the remaining net pay.
Choose "Balance” ifyou want to select the balance ofthe remaining net pay.

AmountPercent Ifyou selected Deposit Type = Amount, enter a Dollar amaount here.
Ifyou selected Deposit Type = Percentage, enter a percentage here.
Ifyou selected Deposit Type = Balance, leave this field blank,

Routing Mumber Ifyou are entering a Checking Account, locate a copy of one af your persaonal
checks forthe account you want the ahove amount or percent to go to,
and Then, select the "Wiew Check Example" link for additional infarmation.

Do MOT USE ADEPOQSIT SLIP OR CREDIT CARD COMVERIEMNCE CHECKS.
Account Mumber

Far Savings Accounts, please cantact your bank far correct Routing and
Accaunt Murmher information.

Deposit Order The Direct Deposit feature will process the lowest Deposit first. So, 100
will be processed hefore 200, ete.

6]'4 | Cancel |

5. Click on il when you have completed your changes. The Direct Deposit Save
Confirmation page displays.
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6. Verify ‘/ The Save was successful. appears.

e NOTE: This message will also include the following:
e Please note that due to timing, your change may not be reflected on the next
paycheck.
e If you changed your direct deposit account information and are eligible for expense
reimbursement, please verify your Accounts Payable direct deposit information with
the Accounting Department.

7. Click on . This brings you back to the Change Direct Deposit page.

8. Click on Return to Direct Deposit to return to the Direct Deposit page.

Deleting Your Direct Deposit
1. Click on %l to delete the appropriate account. The Delete Confirmation page

displays.
e NOTE: The Balance row can be edited to reflect new account information, but cannot be
deleted.

Direct Deposit
Delete Confirmation

Are you sure you want to delete this Deposit Account: 33333333337

Yas - Delete | Mo - Do Mot Delete

?
2. Verify that = Arewou sure you swant to delete this Deposit Account: 33333333337 appears.

3. Click to delete the account or M2~ D NotDelete | ¢ cancel the deletion. This
will bring you back to the Direct Deposit page.

4. Verify the account is deleted.

Adding a New Direct Deposit Account

1. Click on AR AL | The Add Direct Deposit page displays.

62



Direct Deposit
Add Direct Deposit

Sample Employee

*Account Type: 4
*Deposit Type: ¥| Direct DepasitHelp
AmountPercent:

Routing Number: igw check example
Account Humber:

Deposit Order: [example: 100 = first account processed)

* Reguired Field

Save

2. Enter information in the fields as needed.
e NOTE: Fields marked with an * are required fields.

3. Click on Direct Deposit Help for more information. Click on __9K_|to return to the
Change Direct Deposit page.

Yerify that a Deposit Type of "Balance" exists inyour list of account rows. If a Balance row does not
exist, you must add one hefore you can continue.

Account Type Selectwhetherthis is a 'Checking' or a "Savings' account.

Deposit Type Chooge "Amount” ifyou want to select a Dollar Amount.
Choose "Percent” ifyou want to select a percentage of the remaining net pay.
Choose"Balance” ifyou want to select the balance of the remaining net pay.

AmountPercent Ifyou selected Deposit Type = Amount, enter a Dollar amaount here.
Ifyou selected Depasit Type = Percentage, enter a percentage here.
Ifyou selected Deposit Type = Balance, leave this field blank,

Routing Mumber Ifyou are entering a Checking Account, locate a copy of one of your personal
checks for the account you want the above amount or percent to go to.
and Then, select the "Wiew Check Example” link for additional information.

Do MOT USE ADEPOSIT SLIP OR CREDIT CARD COMVERIEMCE CHECKS.
Account Mumber

Faor Savings Accounts, please contactyour bank for correct Routing and
Account Mumber information.

Deposit Order The Direct Deposit feature will pracess the lowest Deposit first. So, 100
will be processed hefore 200, etc.

0]34 Cancel
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4. Click on View check example to locate where the Routing Number and Account Number

are on your personal checks. Do not use a deposit slip or credit card convenience check!
Click on __@K__|to return to the Change Direct Deposit page.

Check Example {Do Mot Use a Deposit Slip or Credit Card Convenience Checks)

9999

11999999599 %999 999 S99

9599

1

1 - Routing Number
2 - Account Humber

2

5. Click on il The Direct Deposit Save Confirmation page displays.

6. Verify V The Save was successful. appears.

7. Click on . This brings you back to the Direct Deposit page.

8. Verify the Direct Deposit Detail information for the new account.
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Reviewing, Adding, Changing or Discontinuing Your Voluntary Deductions

Reviewing Your Voluntary Deduction Information

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Payroll and Compensation Home to go to the Payroll and Compensation Home
page.
e NOTE: You can also select Self Service, Employee, Home, Payroll and
Compensation Home. The Payroll and Compensation Home page displays.

3. Click on Voluntary Deductions in the Payroll section. The Voluntary Deductions page
displays with your current voluntary deduction information.

e NOTE: You can also select Self Service, Employee, Tasks, Voluntary Deductions.

Voluntary Deductions
Sample Employee

Board of Regents

Yoluntary Deductions
Deduction Type Start Date Stop Date Status Deduction Goal Amount Goal Balance
State Charitable

Contribution 11/0372006 Current $150.00 0.00 Edit

Add Deduction |

4. Click on the Deduction Type link (State Charitable Deduction, etc.) to review the details
of each account on the Voluntary Deductions Details page.

Woluntary Deductions

Voluntary Deduction Detail

Sample Employee
Board of Regents

*Type of Deduction: State Charitable Contribution

*Check whether Deduction is a Flat Amount or Percent Amaunt
*Enter Amount/Percent to be deducted: 150,00

Take deduction until | reach this Goal Amount:

*Enter Deduction Start Date: 11/03/2006
Enter Deduction Stop Date:
Current Balance: 0.00

e Click on Return to Voluntary Deductions to return to the Voluntary Deductions page.
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Changing or Discontinuing Your Voluntary Deductions

1. Click on il for the appropriate deduction. The Change Voluntary Deduction page
displays.

Veluntary Deductions

Change Voluntary Deduction

Sample Employee
Board of Regents

*Type of Deduction: State Charitable Cantribution
*Check whether Deduction is a Flat Amount or Percent Amount b
*Enter Amount/Percent to be deducted: 150.00

Take deduction until | reach this Goal Amount:

*Enter Deduction Start Date: 110352006
Enter Deduction Stop Date: Ed]
Current Balance: 0.00

Save

2. Enter the information in the fields as needed.
e NOTE: Fields marked with an * are required fields.

3. Click on il The Voluntary Deductions Save Confirmation page displays.

4. Verify V The Save was successful. appears.

5. Click on . This brings you back to the Change Voluntary Deduction page.

Adding a New Voluntary Deduction
1. Click on Add Deduction

| The Add Voluntary Deduction page displays.
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Voluntary Deductions

Add Voluntary Deduction

Sample Employee
Board of Regents

*Type of Deduction: =
*Check whether Deduction is a Flat Amount or Percent b
*Enter Amount/Percent to be deducted:

Take deduction until I reach this Goal Amount:

*Enter Deduction Start Date: [example; 12/31/2000)
Enter Deduction Stop Date: (example: 12/31/2000)
Current Balance: n.oa

*Required Field

Save

Enter or select the information in the fields as needed.

e NOTE 1: Fields marked with an * are required fields.

e NOTE 2: If the drop-down list for the Type of Deduction field is empty (no matching
values), your institution has elected not to participate in the Voluntary Deduction feature.

Clickon %@ | The Voluntary Deductions Save Confirmation page displays.

Verify ‘/ The Save was successiul. gppears,

Click on . This brings you back to the Voluntary Deductions page.

Verify the Voluntary Deductions information for the new deduction.
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Reviewing or Changing Your Federal Tax Withholding (W-4) Information

Reviewing Your Federal Tax Withholding (W-4) Information

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

2. Click on Payroll and Compensation Home to go to the Payroll and Compensation Home
page.
e NOTE: You can also select Self Service, Employee, Home, Payroll and
Compensation Home. The Payroll and Compensation Home page displays.

3. Click on W-4 Tax Information in the Taxes section. The W-4 Tax Information page
displays.
e NOTE 1: You can also select Self Service, Employee, Tasks, W-4 Tax Information.
e NOTE 2: If you are a Non-Resident Alien, you will receive the following message:

Microsoft Internet Explorer x|
& Mon Resident Alien Inskructions (25000,11)

‘four current kax information indicates that vou have Mon-Resident Alien status, Your current marital skatus and
number of allowances, which are used ko calculate your withholdings, are shown on this page. &ny changes ko vour
W-4 tax information must be made with the HR Department.

e Clickon to continue.

e NOTE 3: If you are a Retiree, you will receive the following message:

Microsoft Internet Explorer x|

& Reetires Instructions (25000, 112

If wou are a retires, wou must conkact TRS or your financial institution to make a change to your tax allowances.

e Clickon to continue.
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W-4 Tax Information
Sample Employee

Board of Regents Social Security #: [View details

You must complete Form W-4 so the Payroll Department can calculate the correct amount of tax to
withhald from your pay. Federal income tax is withheld from yvour wages based on marital status
and the number of allowances claimed on this form. Yoo may also specify that an additional daollar
amount be withheld. You can file a new Form W-4 anytime your tax situation changes and you
choose to have mare, ar less, tax withheld.

Whether yau are entitied to claim a certain number of allowances ar exemption from withhalding is
sibject to review by the IRS. Your emplover may he required to send a copy of this form to the IRS.

You may also choose to file a new G-4 to modify the amount of state income tax that is withbheld ifyour
tax situation changes. The Farm G-4 cannat be updated on-line at this time. Please click the G-4 Tax
Faorm link at the hottorm of this page and print the form. Return the completed form to your HE
department to madifiy yvour state withhaoldings. To vieww your current G4 allowances, please view yaur

latest paycheck.
Home Address

1234 Self Service Lane
Amnehiere GA 30999

Mailing Address

1234 Self Service Ave
Ameeehiere GA 30999

4. Review the following information on this page.
General

NOTE: For security reasons, your Social Security number is not shown. You can see

this number by mousing over and the number will be shown in a hover-
text box.

Home Address
Mailing Address
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W-4 Tax Data
Enter total number of Allowances you are claiming: 0
Enter Additional Amount, if any, vou want withheld for each paycheck 50.00

Indicate Marital Status:
@ Single O Married
If rartied, but withholding at single rate, select Single status and check here. [

If your last name differs from that shown on your social security card, check here. []
You must call 1-800-772-1213 for a new card.

Claim Exemption

I claim exemption from withholding for | 2006 and | certifi that | meet

BOTH of the following conditions for exemption:
== Lastwyear | had a rightto a refund of ALL Federal income tax withheld
hecause | had MO tax liability, AND

== This year | expect a refund of ALL Federal income taxwithheld
hecause | expectto have MO tax liahility.

If you meet both conditions, check 'Exempt’ here: []

Submit Under penalties of perjury, | declare that | have examined this cedificate

and to the best of my knowledae and belief, itis true, carrect, and
complete.

GoTo:  Ernployee Home
Payroll and Cormpensation Horme
G-4 Tax Form

5. Review the following information on this page:
e W-4 Tax Data
e Claim Exemption

Changing Your Federal Tax Withholding (W-4) Information

1. Enter or select the appropriate information in the fields in the W-4 Tax Data and/or Claim
Exception sections as needed.

e NOTE: Fields marked with an * are required fields.

2. Click on submit | The Verify Identity page displays.

Verify Identity

To protect your privacy, verify your identity by typing your password. Ifyou are not this user, click Sign Out.

User ID: SAMPLE_EMPLOYEE

Password:

Continuel Cancel |

e NOTE: If you claim a number of exemptions that is higher than that allowed by the IRS
because of a tax levy or lien, you will receive the following message:
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Microsoft Internet Explorer P

& Federal withholding allowance exceeds the IRS limit, Please enter a walue less than or equal to 3. (2000, 342)

ou have entered a walue higher than that allowed by the IRS limit, Please enter a walue less than the walue indicated
in the above error message.

e Clickon to continue.

3. Enter your Password in the Password field.

4. Click on Contine | This brings you to the Submit Confirmation page.

Submit Confirmation

‘/ The Submitwas successiul.
Itis your responsibility o review your next pay check to ensure that your emplovee tax changes

have been recorded properly.

5. Verify “ The Submitwas successful. appears.

NOTE: If your Payroll office is currently processing a payroll, you will receive the
following message:

YWarning -- This change will not he processed until the next payrall,

This change will not be processed until the next payroll.
Ok | Cancel |

Your change will not be processed in the payroll that is currently being processed, but
will be processed in the next payroll. Click on —2¥__1to submit your change, or
ﬂl if you prefer to submit your change at a later date.

6. Click on . This brings you back to the W-4 Tax Information page.

NOTE: You will receive an email at your Primary email address confirming that your
request was submitted. If you do not receive an email, please verify your Primary email
address in My System Profile, as discussed in Editing Your Email Addresses on page

22 of this document.

71



= Subject: You submitted W-4 data via the Web on 2007-11-02.

From: noreplyBusg.edu
Date: 9:15 AM
To:

Enployee 000002

Sample Employves

You submitted W-4 data via the Web on 2007-11-02.

Marital Status: Single or Married, but withhold at higher Single rate
No. of Allowances: 1

Additional Amount: 0

ExXempt Status: H

Employer:
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Requesting Duplicate W-2 Forms

1.

Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

Click on Payroll and Compensation Home to go to the Payroll and Compensation Home

page.
e NOTE: You can also select Self Service, Employee, Home, Payroll and
Compensation Home. The Payroll and Compensation Home page displays.

Click on W-2 Reissue Request in the Taxes section. The W-2 Reissue Request page
displays.

e NOTE: You can also select Self Service, Employee, Tasks, W-2 Reissue Reguest.

W-2 Reissue Request

Sample Employee Social Security 1 (View details

Home Address

1234 Self Service Lane
Amewhiere GA 30994

Mailing Address

1234 Self Service Ave
Anviwhere GA 30999

W_2 Reissue Request

W2 Request for year: I 2004
Select where you want your W-2 delivered: | Home Address j
Submit

Review your current Home Address and Mailing Address information.
Enter the calendar year (YYYY) in the W2 Request for year field.

Select where you want your W-2 delivered from the drop-down list.

Click on submit | The Submit Confirmation page displays.
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8. Verify ‘/ The Submitwas successiul. appears.

9. Clickon . This brings you back to the W-2 Reissue Request page.
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Your Leave Balance Information
Reviewing Your Leave Balances

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

Help
=
I Self Service
— My System Profile Employee Home
%

¢ Personal Information Home
22 Review and edit your contact information, including name and marital status changes:

Benefits Home

Review heatth, life insurance, flexible spending accounts or other benefit information.
Review dependent information

E | Payroll and Compensation Home
% Access your on-line paycheck, direct deposit, and other deduction or contribution information

i My Leave Balances
Review vacation, sick, and other leave halances.

=
Travel and Expense Home
g 7]

Enter, submit, and review travel autharizations, expensze reports, and
cash advance requests

9 Setup Expense Reimbursement Options
\‘ Review: and update expense reimbursement address and payment information.

Activate access to Travel and Expense Home

iy

&

2. Click on My Leave Balances to go to the My Leave Balances page.
e NOTE: You can also select Self Service, Employee, Home, My Leave Balances. The
My Leave Balances page displays.

= Self Senice
= Employee
= Home
— Emplovee Home
— Personal Information

Home My Leave Balances
— Benefits Home Q
— Payroll and
Compensation Sample Emplayee
Home
— My Leave Balances
[ Tasks
I View PlanType  Beginning Balance YTD Hours Earned YTD Hours Taken YTD Hours Adjusted  Current Balance
— My Systern Profile Sick 14000 2.0 148.00
Wacation 5400 10.00 £4.00
Miltary B4.00 80.00 144.00
Leave

e NOTE: This page will display your Leave Balances for all the Leave Plans in which you
are enrolled. It also contains a Glossary of Terms to explain the information on this page.
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GLOSSARY OF TERMS

BEGINMING BALAMCE - is the total number of haurs inyour accaount at the bedinning of the calendar year.

YTD HOURS EARMED - is the total numbier of hours that have been credited to your account since the beginning of
the calendaryear. Hours are credited for all employees at the end of the maonth.

YTOD HOURS TAKEN - is the total number of hours that have bheen charged to your account since the beginning ofthe
calendaryear. This process accurs every pay period far the pay trpe.

YTD HOURS ADJUSTED - is the total number of hours that are the result of adjustments to your aLivih,r. Atypical
adjustment might involve leave entered as vacation that should have been entered as sick leave.

CURREMT BALAMCE - is a sub-total ofthe number of hours available for use.

Go To:

Employee Home

3. Click on the Plan Type (Sick, Vacation, etc.) link to review the balance for the specific
Leave Plan. The My Leave Balance Detail page displays.

= Self Senice
= Employee
< Home
— Employee Horme
— Personal Information
Home

— Benefits Home

— Payrall and
Compensation
Home

[ Tasks
[ Wienwy
— Mty Systern Profile

My Leave Balance Detail

Sample Person

Plan Type Military Leave

Accrual Date
08z2arzo07
0972672007
1002452007
11 arzon7
121712007
0173112008

Bedqinning Balance

64.00

YTD Hours Earned

144.00
144.00
144.00
144.00
144.00

20.00

YTD Hours Taken

2000
40.00
60.00
a0.00

¥TD Howrs Adjusted  Current Balance
144.00

124.00

104.00

g4.00

64.00

144.00

NOTE: This page will display a 12-month history for the selected Leave Plan. It also
contains a Glossary of Terms to explain the information on this page.
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GLOSSARY OF TERMS

BEGIMMING BALARMCE - is the total number of hours inyour account atthe beginning ofthe calendar year.

¥TD HOURS EARMED - is the total nurmber of hours that have been credited to your account since the heginning of the calendar
year. Hours are credited for all employees atthe end of the manth.

YTD HOURS TAKEM - is the total nurmhber of hours that have been charged to your account since the beginning ofthe calendar
year. This process accurs every pay period far the pay type.

YTO HOURS ADJUSTED - is the total number of hours that are the result of adjustments to your activity. A typical adjustment
rmight irvalve leave entered as wacation that should have heen entered as sick leave.

CURRENT BALAMCE - is 8 sub-total ofthe number of hours available for use.

Return to Leave Balances

4. Click on the Return to Leave Balances link to return to the Your Leave Balances page.
There you can select another Leave Plan to review that balance.

5. Click on the Employee Home link to return to the Employee Home page.
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Your Travel and Expense Information

Setting Up Your Expense Reimbursement Options

The link to your Travel and Expense information will not be available until you enable the T&E
Home pagelet, which you do by clicking on the Setup Expense Reimbursement Options link
and verifying your Address and Direct Deposit Balance Account information. Once you do that
and log out, then log back into Self Service, the Travel and Expense link will be available.

1. Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

Help

=l (=]

I Self Senvice
— My System Profile Employee Home

', Personal Information Horme
A4 Review and edit your cortact information, including name and marital status changes.

@,ﬂ Benefits Home
Ei“ Review heatth, life insurance, flexible spending accourts or other benefit information.
Review dependent information
=

Payroll and Compensation Home

Access your on-ine paycheck, direct deposit, and other decuction or contribution information

My Leave Balances

Review vacation, sick, and other leave balances

@ Setup Expense Reimbursement Options
-\‘ Review and update expense reimbursement address and payment information

Activate access to Travel and Expense Home.

&

2. Click on Setup Expense Reimbursement Options to go to the Setup Expense

Reimbursement Options page.
e NOTE: This page will display your Address and Direct Deposit Balance Account

information.
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Setup Expense Reimbursement Options

The home address is the default address for expense reimbursements. Please contact i‘
wour EX administrator if vou need to chanoe it to an alternate mailing address. x

Home Address 523 Lake Ridge Court

Mailing Address

To add or edit addresses, please click an link: Home and Mailing Address

Athens GA 30602

The 'Balance Row! from your Direct Deposit setup is displayved below. This account will be ﬂ
Used foryour expense reimbursements. j

Account Humber 538720933582
To add or edit direct deposit, please click on link:  Direct Deposit

Save |

Employee Home

Account Type C  Checking
Routing Humber 061000052

Please save to confirm your access to the expense i‘
reimbursement application. The Travel and Expense Home will
hen be visible on the Employee Home Page, bl

3. Follow the steps shown in EX.010.011 - Enabling the T&E Home Pagelet to make the Travel
and Expense link available on your Employee Home page.
e Click here to access the UPK Player for this activity. An Enter Network Password
dialog box displays.

NOTE 1: The User Productivity Kit (UPK) Player is a browser-based training tool
that provides a step-by-step recording of the instructions and actions for transactions
within PeopleSoft Financials. It offers multiple modes of use to provide simulated
instruction and reinforcement of learning to a PeopleSoft end user.

NOTE 2: You must use Internet Explorer 6.0 or greater to access the UPK Players.

79



Enter Network Password

? Pleaze type pour uzer name and pagsword.

Site: upk.dev. gafiret usg. edu

= ryrealm

zer Mame ||

Password I

[T Save this password in your password list

o]

Cancel

e Enter the following:
User Name: bor_upk

Password: upkuser!

e Clickon . The UPK Players for Expenses and eProcurement End Users

page displays.

UPK Plavers for Expenses

and eProcurement End Users

Travel & Expenses

Employee Setup and Maintenance

Travelers

Approvers — Reviewers
AP Auditor

Click on the appropriate link to access the UPK Player for vour role. You must uze Internet Explorer to access the player.

Click on Employee Setup and Maintenance under Travel & Expenses. The UPK

Player for the Travel & Expenses (EU) — Employee Setup and Maintenance chapter

displays.

4} User Productivity Kit - PeopleSoft 8 - Microsoft Internet Explorer

|E| Uzer Productivity kit

Outline

=10l |

Preferences | Help | Close

F‘% See It! @T It @ Know It? @ Do It

Before individual users can begin using the Travel &
Expenses module, they must first set themselves up in
HR/Ex Self-Service. This chapter deals specifically with
showing end users how to set up their Self-Service portal
for HR and Expenses.

Playback Mode
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e Click on the # to expand the Travel & Expenses (EU) — Employee Setup and
Maintenance chapter. The HR/EX Self Service Setup and Preferences lesson
displays.

e Click on the # to expand the HR/EX Self Service Setup and Preferences lesson. The
UPK Players for the HR/EX Self Service Setup and Preferences topics display.

a User Productivity Kit - PeopleSoft § - Microsoft Internek Explorer ;Iglﬂ

Playback Mode Preferences | Help | Close

|Z| Usger Productivity Kit e
= A See It! Try It 7 IKnuwIt? @Du It

" Search I @ Before individual users can begin using the Travel 2

& Al Expenses module, they must first set themselves up in

HR/Ex Self-Service. This chapter deals specifically with
showing end users how to set up their Self-Service portal
for HR and Expenses,

HR/EX Self Service Setup and Preferences
] EX.010.011 - Enabling T&E Home Pagelet
EX.010.013 - Reviewing My System Profile (S
EX.010.030 - Reviewing an Employee's Profile
EX.010.010 - Madifying User Defaults
EX.010.021 - Authorize Expenses Users /Del
EX.010.500 - Understanding Expenses Warkfl
EX.060.400 - Using the Notify button in Expe

HR/EX Sel Senice Setup & Proeences - o) IR

e Select EX.010.011 - Enabling the T&E Home Pagelet. Information on this topic
displays in the Concept and Introduction panes, and the Playback Mode options
become active.

a User Productivity Kit - PeopleSoft § - Microsoft Internet Explorer o |EI|5|
Playback Mode

|E| User Productivity Kit
l: a See t!

o
" Search I @ This topic demonstrates how to enable the T&E Home

& Al Pagelet, Before entering the Expenses Module, an
employee must first verify their address and bank
information. This provides the employee with a required
-0 Travel & Expenses (EU) - Employee Setup and Maint opportunity to verify this information, as it is critical to
= Ej HR/EY Salf Senice Setup and Preferences receiving appropriate payments from the Expenses module,

10.011 - Enabling TAE Home Pagelet Topic Objectives:
Ex.010.013 - Reviewing My System Profile (3 Upon completion of this topic, you will be able to:

EX.010.030 - Reviewing an Employes's Profile - Identify when the Travel and Expenses icon is visible on e
Ex.010.010 - Modifying User Defaults th; Emploﬁei HW; page. 4 and verified om the Set

. - Define what can by reviewed and verified on the Setup
EX.010.021 - Authorize E.xpenses Users /Del Expense Reimbursement Options page. -
EX.010.500 - Understanding Expenses Warkfl Tl L L e . PR

EX.060.400 - Using the MNotify button in Expe
) HRIEX Sof Senice Setup & Prferences - el LA

In this topic, you will enable the T&E Home pagelet, verify
address information, and verify bank information. You will
also enter a new mailing address, Your user ID is *jsmith”
and your password is “password,” Let's see how this is
done.

81




e Select See It! or Try It! as the Playback Mode. The UPK Player starts and you can
review the steps you need to perform to enable the T&E Home pagelet.
e NOTE: In See It! mode, the recording plays and you watch the recording as it
progresses. In Try It! mode, the recording plays but you have to click on the
appropriate button or enter the appropriate information for the recording to resume.

Log out of Self Service once you have completed the steps shown in EX.010.011.
Log back in to Self Service.

Select Self Service, Employee, Home, Employee Home. The Employee Home page
displays.

Help
=
[ Belf Service
~ My Systern Prafile Employee Home
i

% Personal Information Home
2 Review and edit your contact information, including name and marital status changes.

E%?—l Benefits Home

Review hestth, life insurance, flexible spending accounts or other benefit information.
Review dependent information.

iT‘{l Payroll and Compensation Home
% Access your on-ine paycheck, direct depost, and other deduction or contribution information.

A My Leave Balances
Review vacation, sick, and other leave balances

=
Travel and Expense Home
g i

Enter, submit, and review travel authorizations, expense reports, and
cash advance requests

@ Setup Expense Reimbursement Options
\‘ Review and update expense reimbursement address and payment information.
Activate access to Travel and Expense Home

Note that the Travel and Expense Home link is now available, as shown above.
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Entering, Submitting, and Reviewing Travel and Expenses Information

1. Click on Travel and Expense Home. The Travel and Expense Home page displays.
e NOTE: You can also select Self Service, Employee, Home, Travel and Expense
Home. The Travel and Expense Home page displays.

Personahze Content | Layout Help
| B

Search

f ®

» Emplovee Self-Service
» Manager Self-Service
b AWorklist

» Reparting Tools

— Process Monitor

— My Systern Profile

— Return to Self Service Home

NOTE: With the addition of the new Travel and Expense functionality, which uses

PeopleSoft Financials as well as HRMS, a separate My System Profile was added to

PeopleSoft Financials as well. Please note the following:

e Passwords in both Financials and HRMS will be in sync between the two systems.

e Password help will not work in Financials. You must use this in HRMS.

e The email address you add in HRMS Self Service will sync to Financials. However, if
you add a different email address in Financials, it will not sync back to HRMS.

You can click here and follow the steps on pages 79-82 to access the UPK Player for the
EX.010.013, Reviewing My System Profile (Self Service) topic.

2} user Productivity Kit - PeopleSoft 8 - Microsoft Internet Explorer ol x|

|Z| U zer Productivity Kit

o
«
" Search I @ This topic demonstrates reviewing the information through

Playback Mode Preferences | Help | Close

@ Al the "My Systemn Profile” link in the Self-Service Portal,
HREMS (Human Resources Management System) is the
= f,|2| Travel & Expenses (EU) - Employes Setup and Maint Df‘figiall reconrd for Ilfmploye;ce infor_matiDnHThe Expenses ]
Module pulls employee information such as User ID,
B @ HRIEX SRS ST e Employee ID, home department, hire date, etc., from HRMS
010.011 - Enabling T8E ome Pagelet so that the information does not have to be duplicated in
010.013 - Reviewing h m Profile (5 the Financials Application.
Ex.010.030 - Reviewing an Employee s Profile A ) )
EX.010.010 - Modifying User Defaults There are two "My System Profile” links which are available,

in the HRMS licati d in Fi jals. Alth h
EX.010.021 - Authorize Expenses Users /Del e e L LG R W e —

the link is named the same, there are different options
EX.010.500 - Understanding Expenses Woarkfl _mmmmmm@mmaw&smm_ﬂ
EX.060.400 - Using the Motify button in Expe
[E) HR/EX Self Service Setup & Preferences - Re Introduction

For this topic, imagine that you need to review your
information on both My System Profile pages (HEMS and
Financials). also, you will need to update our email address
for Financials and add an Alternate User (only if you are an
approver), Let's see how this is done.

2. Click on Employee Self-Service. The Employee Self-Service page displays.
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e NOTE: You can also select Employee Self-Service, Employee T&E Center. The
Employee Self-Service page displays.

I =
Search hain henu =
® Employee Self-Service
= Emplovee Sel-
Senvice = o TR .
= Emnloyes TAE Center | =l Profiles and Preferences — = |Review Payments Other Expense Functions
o7 ST el q Manzge your personal, arganizational and Review history of expense payments “iewy cortents in My Wallet, create your own
DM financial detzils for travel and expense = template, or modity and existing template.
" Review Expense Histary =
Preferences ferctd ElReview Payments =l reatenpate User Template
» Review Pavments [ElReview/Edit Profile
[ElDelegate Entry Suthority
1 Other Expense
Eunctions Expense Report Travel Authorization Cash Advance
[y Exgense Regor‘[ Create, modity, print, view or delete an Create, modity, print, view or delete a Travel Create, modity, print, view or delete a Cash
b Travel Expenze Report A thorization Acvance
—_— Elcreate Elcreate Elcreate
Authorization FElMadity Elhodits Elbodty
i Cash Advance =g § Print =g § Print zview 1 Pririt
> Manager Sali-Serdce 2 hare... 3 hare... =IDelete
1> Worklist

- Reporting Taols

— Pracess Monitor

— My Systern Profile

— Return to Self Service Home

From this page you can:

e View your personal, organizational, and financial details for travel and expense reporting.

e Review the history of your expense payments.

e Create, modify, print, view, or delete an Expense Report, a Travel Authorization, or a
Cash Advance.

3. Click here to access the UPK Players for these activities:

e Follow the steps on pages 79 and 80 to display the UPK Players for Expenses and
eProcurement End Users page.

UPK Plavers for Expenses
and eProcurement End Users

Click on the appropriate link to access the UPK Player for your role. You must use Internet Explorer to access the player.

Travel & Expenses

Employee Setup and Maintenance

Travelers

Approvers — Reviewers

AP Aoditor

e Click on Travelers under Travel & Expenses. The UPK Player for the Travel &
Expenses (EU) — Travelers chapter displays.

e Click on the # to expand the Travel & Expenses (EU) — Travelers chapter. The
various lessons for Travelers activities display.

e Click on the # to expand the appropriate lesson to display the UPK Players for the topics
in that lesson.
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a User Productivity Kit - PeopleSoft § - Microsoft Internet Explorer

Playback Mode

|E| Uszer Productivity kit @ B
= A See It! Try It! @ Know It? @ Do It!
@—a ] @

o
" Search I @ This chapter introduces how end users, ar travelers, use

@ the Travel & Expenses madule. This chapter details how to

wiork with Travel Authorizations, Expense Reports, and
Cash Advances, as well as how to print out hardcopies.
Through this chapter, travelers also learn how to review
their payment and expense history.

5@

Trawvel Autharizations
------ EX.010.035 - Creating a Travel Autharization T
------ EX.020.011 - Creating a Travel Auth Using a T
------ EX.020.010 - Creating a Travel Auth from a Bl
EX.020.012 - Copying an Existing Travel Auth
------ EX.020.015 - Modifying a Travel Authorization
EX.060.014 - Viewing a Travel Authorization
------ EX.020.200 - Canceling an Approved Travel Al
EX.020.016 - Deleting a Travel Autharization
- Travel Authorizations - Review Guestions
Expense Reparts

| Cash Advances

Employee Reports

Payrments

I Budget Checking

[ IO e O e RO

4 | »

o Select the appropriate topic and the appropriate Playback Mode for the activity you want
to review.
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