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Welcome to Employee Self Service

Welcometo the EmployeeSelf ServiceUserGuide This guideis designedo provideyou with the
informationyou needto successfullyusethe HR EmployeeSelf Servicdeaturesandincludes
instructionson the following topics:

Personal Information

0 Personal Information Summary
Home and Mailing Address
Phone Numbers
Email Addresses
EmeagencyContacts
Marital Status
Name Change
Ethnic Groups

OO0 O0OO0OO0OO0Oo

Payroll and Compensation
View Paycheck
Voluntary Deductions
Direct Deposit
Compensation History
W-4 Tax Information
W2 Reissue Request

o

O OO0 O0Oo

Benefits
0 Benefits Summary

Learning and Development
o Training Summary
0 Request Training Enrollment
o Professional Training
0 Education

Who Do | Call For Help?

If you havea questionregardingyour dat in the EmployeeSelf Servicepagesplease contathe
appropriateareawithin the HumanResoucesdepartmentlf you havea questiorregardingyour
login or accesso the EmployeeSelf Servicepage or browserfunctionality, pleasecortactthe
CS&T Help Desk. Thenumbersare providedelowfor your reference.

Human Resources
(407) 8232771

CS&T Help Desk
(407) 8235117

Office of Human Resources
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How do | access Employee Self Service?

G M > Iﬂ IELI _;\l /-" ‘11\ v - > address |&] hetps: [fmy.ucF.edu] v ﬂGo File Edit ‘iew Favorbes Tools - "l" - g
s . r - L
myUCF
Signon PeopleSoft Upgrade UCF Google Search
On Movember 1, 2006, UCF upgraded GUUg[G
PID: ] the PeopleSoft Student Administration
CEP ] and Human Resource System. This Seareh
myuCF Password: upgrade provided new and enhanced # | UCF only [T ] The Internet
functionality for students, faculty and
i staff in mylUCF. For more information B
V@"— m about the upgrade and how it might Good Morning UCF
affect you, please visit the PeopleSoft
Mo announcements.

Upgrade notification Web site at:
Helpful Resources http:Awaens. Ut edu/ps-upgrade. 1T you
I 1 | need assistance using mylJCFE, visit the

Events for Wednesday, November 8,
2006

Goto MYUCF |ocated ahttp://my.uct.ediand login using your myUCF PID and password.

My Links... v [search myUCF... (]
Personalize: Content Layout Home | Signout | Help
myUCF Menu e Good Morning UCF Q=%
Academic Resources Staff
SE IR Announcements for Wednesday, November 8, 2006
Student Self Service Y, ;
o Lo el 2 Surke
Personal Information = FirstAid
Payroll and Compensation Events for Wednesday, November 8, 2006
Bener’!ts * 10:00AM- Classroom Response Systems
Leammg_and Develop_ment & 10:00AM - H-1B and Permanent Residence Information Workshao
Facultyhdvisor Self Senvice e 10:00AM- GO 5 Gaining Professional YWaork Skills
— Change mylJCF Password » 11:00AM - Get Carded's Green Ribhon Da
— UCF Home Page o 11:004M - MEGA ADVISING
» 11:00AM- GO 6 Manading Personal & Professional Roles

Once you have logged on to myUCF, you will noticeEhgployee Self Service links on the left
hand side of the main pagéou can view your personal data such as Name, Address, Phone
Number, Emergency Contact, etc. underReesonal Information section.You can view your
paycheck data under tiayroll and Compensation section.You can view your enrollments
under theBenefits section if you are currently beneféligible and are enrolled in one of the
following: Medical, Dental, Tax Sheltered Annuities, Vision, Life and AD and D, and-Temng
Disability. You can also view your training summary, education information and register for UCF
training courses under thearning and Development section. Rfer to each individual section
for detailed instructions.

Note: During theSA/HR PeopleSoft implementatiorHebruary, 2001a default conversion date
of 01/01/1900 was usddr many effective dated fields in order to convert UCF employee data
from thelegacy systenHistorical data is only availabl&om February, 2001forward.

Office of Human Resources
HR Information Systems
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Personal Information

I'IlyU CF Menu

Academic Resources . - -
Irternational Services ThePersonal Information Summary section can be used to view your
Staff Applications . . . .
Studen! Sefl Senice Personal Information that is tracked in the PeopleSaftiR system. This

Employee Self Service

¥ Fersonal nomation information for the most partvas provided to UCF during your hire. If
— Personal Information Summa . - - . .
" emeanguairarguess | YOU have updated any of your information sincenyare, you will see the
~ Emai Audresese most current information when viewing this section.
— Emergency Contacts
— Marital Status
— Mame Chanoe

- Ethni Groups If you would like to speak with a representative from Records regarding
anetls this information, please call (407) 82371 or email
" earoue e recorg@mail.ucf.edu

Personal Information
Gaolden Knight . . .
mﬁ You can access your Personal Information by clicking on

Golden Knight

thePersonal Information Summary link under Personal
Information on the myUCF menu

11 UCFTrl
Home Current 10M8/2005 USA Orlando, FIi}ZBZB
ORAM H 1 1 1 .
You can view the following information:
Mailing Current 011 2i2006 USA Orlando, FL 32828

ORAN

x Name

x Marital Status
x Gender

x Date of Birth
s x Social Searity Number
x  Original Start Date
— x Highest Education Level
x  Ethnic Group

Changs smal addrassaes |

T — s crritical that this information is correct. Please notify

Marital Status: — gingla Asof:  01/0171900

SR | Human Resources if any of this information is incorrect.

Ethnic Groups

wihite

Change athnie groups |

You can update the following information:

Gender: Male

Date of Birth; 051281950 x Home & Malllng Addess
E?nh Country: Wenezuela X Phone N u mbers

s x Emergency Contacts
Social Security Number: 142-11-0055 A

i x Email Addresss

Date Entitled to Medicare:

Military Status: QOther Protected Yeleran
Original Start Date: 1272311998
Highest Education Level: I-Master's Level Degree

Contactthe Human Resources department if any of your Employee Information is incorrect,

Office of Human Resources
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Update Your Home & Mailing Address

You canupdateyour addressnformationby clicking on theHome and Mailing Address link
under Personal Information on the myU@Enu

Note: Your HOME & MALING addresses are now required, degse ensure that both your

HOME and MAILING addresses are typed correctly arelup-to-date.A link to theAddress
Standardsdocument, a guide to the correct way to enter your address, is provided at the bottom of
the Home and Mailing Address page.
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