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Employee Self Service Fundamentals

This document contains Job Aids for basic actions in Employee Self Service. You may click
on the sections below to jump to their location in the document.
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To access Employee Self Service in HCM PeopleSoft, navigate to https://hcm.ps.sc.edu.

NOTE: PeopleSoft HCM utilizes multiple layers of security to properly limit access to data. As
part of this security structure, limits are placed on content within the system. These
limits are directly tied to your role at USC. Throughout these job aids, you may see
menus and pages that you will not be able to access in the database. Your content will
be tailored to reflect your role at USC. If your role changes in the future, your access to
pages and people will be updated in accordance with the change.
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Basic Navigation
Signing In to PeopleSoft

1) Access the PeopleSoft HCM URL (https://hcm.ps.sc.edu/) in your computer's web browser. The USC

Central Authentication Service (CAS) login page will appear.

NOTE: If you are also using PeopleSoft Finance, you will need to use an incognito window or a different
browser. PeopleSoft Finance and PeopleSoft HCM DO NOT work in the same browser.

2) Enter your Network Username in the Login Credential field and your password in the corresponding

field. Next, click LOGIN.

-~

l—= USC Authentication System

Login Credentia

USCUSER1

USC Central Authentication Service (CAS)
HR, Payroll, & Finance Systems (PeopleSoft)

@ Login Credentials Required

3) The USC CAS will display the Multifactor Authentication screen. Select one of the options to log in via
the Duo Mobile app or IT help desk. Information on Multifactor Authentication can be found here.

Secure
Carolina

Select an option to log in

)

123

123

Need help?

Duo Push
Send to "iQ5" (res-ses-| )

Duo Mobile passcode
Enter a code from the Duo Mobile app

Bypass code
Enter a code from your IT help desk

>

Secured by Duo
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4) The Employee Self Service Home Page will be displayed once you have completed two-factor
authentication. This page is used to perform non-benefit related self-service tasks.
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Employee Self Service v

Suggested Actions & News

Announcements

Ugﬂ Compensatory Time Usage and Payout for Fiscal Year
2025

3 Unread

My Self-Service

Time and Absence Employee Calendar Payroll Personal Details
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5) Congratulations! You successfully learned how to sign in to Peoplesoft.

NOTE: For security purposes, PeopleSoft will automatically log you out after 20 minutes of inactivity. Two
minutes prior to this logout, you will receive a warning message telling you that your session will
expire. You must close that message and return to PeopleSoft and access/enter date in at least
one new field or page to keep your session open.

Signing Out of PeopleSoft
1) Navigate to the Employee Self Service homepage.

2) Click the menu button (3 vertical dots) on the black bar at the top of the page and click Sign Out.
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Employee Self Service v New Window

Suggested Actions & News Sign Out

Announcements

gﬂ Compensatory Time Usage and Payout for Fiscal Year
2025

3 Unread

My Self-Service

Time and Absence Employee Calendar Payroll Personal Details
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SR

May 2025 - Page 3 of 10



Employee Self Service Fundamentals

3) Congratulations! You have successfully signed out of PeopleSoft HCM. A confirmation message will
appear when successfully logged out.

Logout successful

You have successfully logged out of the Central Authentication Service.
You may log in again.

For security reasons, exit your web browser.

Home Pages and Content Overview

When you first log into PeopleSoft, the Employee Self Service Home Page is displayed. The first section
displayed is for Suggested Actions & News, which shows important updates from USC DHR and Payroll.
Further down is the My Self-Service section. This is the main screen where you will access the pages used
to complete activities that are not related to your USC Benefits enrollment. If you are a manager at USC
(e.g., you have employees who report to you), you will also have access to the Manager Self Service home
page. Standard tiles for USC employees include: Time and Absence, Employee Calendar, Payroll,
Personal Details, Benefits Details, and My Profiles.
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[ . AT RS KR
Employee Self Service v

Suggested Actions & News

Announcements

<

No Announcements available
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My Self-Service

Time and Absence Employee Calendar Payroll

Personal Details Benefit Details My Profiles
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NOTE: To navigate backwards, click the arrow in the top left of the black bar at the top of any tile/page. To
return to the home page, click the house icon on the top right of the black bar.

Time and Absence: This tile allows you to complete various actions related to timesheets and absence

management; including submitting timesheets, submitting absence requests, and viewing absence
balances.

|. Q, Search in Menu

Enter Time Comp/Holiday Comp Time
12/16/24 - 12/31/24

@ Reported 0.00 -
@ Scheduled 90 00 @

Manage Absences

Balance Hours

Absence Balances Time Summary

12/16/24 - 12/31/24

No Time Reported O

Exceptions

Payroll: This tile allows you to complete various payroll-related activities. Some of these activities are time-

sensitive (e.g., new W-2/W-2c forms are only available in January each year). However, historical documents
are also available year-round.

| Q, Search in Menu

Payroll
Paychecks W-2/W-2¢ Consent W-2/W-2¢ Forms

S ~—| No Paychecks &
w2

No consent received

Direct Deposit Paycheck Modeler USC Tax Withholding

&
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Personal Details: This tile allows you to complete various HR-related activities. Some of these activities
are completed more frequently than others. For example, changes in Ethnicity, Disability, and Veteran
Status may only be needed once, or on an as-applicable basis. Changes in Addresses, Contact Details
and/or Emergency Contacts are more likely to occur on a regular basis.

| Q, Search in Menu

Personal Details

Addresses Contact Details Emergency Contacts

X< N5 &

Updated 01/03/2020 No Contacts

Ethnic Groups Disability Veteran Status

(R

i G 2

1 Ethnic Group Not Submitted Not Submitted

My Profiles: This tile allows you to update your Talent Profile, or your USC profile. In the Talent Profile,
you may view or update your education details. Your USC Profile is a display-only page that contains a
combination of your personal and job-related data. No updates can be made via the USC Profile.

USC Profile
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Benefit Details: This tile is used for viewing your current benefit elections and viewing a copy of your
1095-C each year. You cannot make updates to your benefit enrollments using this tile.

| Q Search in Menu

Benefit Details

Benefits Summary View Form 1095-C Form 1095-C Consent

=

No consent received

NOTE: There are other tiles that may appear on the Self Service homepage depending the employee’s
position and division. For example, if an employee qualifies for the Tuition Assistance benefit, a
‘Tuition Assistance’ tile will appear on the homepage. For additional information about Tuition
Assistance, check out this job aid.

Tuition Assistance

Benefits Enroliment Self Service

To view the benefit enrollment self service page, you must first navigate to the My workplace home
page.

1) Begin at the Employee Self Service landing page. Click the drop down menu from the Employe Self
Service title, and then select My Homepage.

SOL f]\}li\ !('Ii':\lll{\(')‘i.]N;\ @ o @enu v Search in Menu

[ N 7 -/ VR Y
Employee Self Service v

My Homepage

Manager Self Service Announcements

Employee Self Service H

No Announcements available

My Self-Service
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2) Scroll to the My Work section. From there, click the Benefits Enrolilment Homepage tile.

Suggested Actions

My Work

ePAF Homepage Time and Absence Workcenter Affiliate Actions Homepage Benefits Enrollment Homepage

ORACLE
PEOPLESOFT

Student Hire Workcenter HERD Forms Grant Time & Effort

ORACLE
PEOPLESOFT

NOTE: Depending on your role at USC, you may not see all of the tiles displayed on this home page. The
only tile used for self-service activities is the Benefits Enrollment Homepage.

3) Congratulations! You have navigated to the Benefits Enrollment self-service page. This tile is used to

submit initial Benefits Enrollment and view the status of any benefit enrollment forms completed
using PeopleSoft.

| Q Search in Menu
»

Benefits Enrollment

T, Welcome to the University of South Carolina's Employee Benefits Center.
Benefits Enroliment ty Py

This is where a Benefits Administrator can:

# | Submit Initial Benefits eForm « Submit a Benefits Enrollment eForm on behalf of an employee.

« Evaluate a Benefits Enroliment eForm — enroliments pending approval
« View a Benefit Enrollment eForm — search existing forms

@ View Benefits eForms

This is where an employee can:

+ Submit Initial Benefits eForm for initial enrollment in state insurance benefits.

Note: Subsequent changes to state insurance benefits during open enrollment and certain special eligibility
situations must be submitted through MyBenefits, SC PEBAs online enrollment system

+ View Benefits eForms shows you existing forms.

NOTE: The Initial Enrollment Form is only used once when you are hired or rehired. All other
enrollments are completed using the SC PEBA MyBenefits system.

Creating Favorites

1) To create a favorite, navigate to the tile that you wish to favorite. For this example, we will use the Time
and Absence tile - though any tile can be added to your favorites using this method.

2) After navigating to the desired tile, click the menu button (3 vertical dotes) on the black bar at the top
of the page, and select Add to Favorites.
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| Q, Search in Menu

New Window

Add to Homepage

Enter Time Comp/Holiday Comp Time

0.00

Balance Hours

Add to NavBar

® Reported 0.00 Add to Favorites

@ Scheduled Sign Out

Time Summary Exceptions Cancel Absences

0

View Requests

No Time Reported

3) If you are looking to favorite a tile/page outside of Employee Self Service in the “Classic Home,” you
will click Add To and then select Favorites.

Favorites ~ Main Menu ~ > Ti > JobData # Home | SignOut

& | g [ [ ®
i | SOUTH CAROLINA vanceasea it NavBar
= Homepage New Window

Job Data S

| ;| Favorites ‘

Find an Existing Value

~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

ORQCEM Choose from recent searches v‘ / 1Saved ‘ Choose from saved searches v‘ /
Searches Searches

EmplID | begins with v” ‘ Empl Record | = vH

4) You may view your favorites by clicking the Heart icon from the black bar at the top of any page or
tile.
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5) To edit your favorites, click the Heart icon, and select the pencil icon to edit your Favorites list.

Favorites 4 X

a Job Data
_ﬂ FPagelet Wizard

6) Congratulations! You have successfully created a favorite in PeopleSoft HCM.
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