HCM EMPLOYEE HOME PAGE AND SELF SERVICE GUIDE
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1. Go to the website for 9.2 Human Capital Management

https://hcm.peralta.edu

2. Enter User ID (User ID is the same as your network login ID)
3. Enter Password (Password is the same as your Peralta email password)
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L -

ST AAAALY

P

Peralta Human Capital Management (HCM) System

4. Click on the dropdown arrow d from top of the PeopleSoft page and choose the “Employee
Self Service” option to view “Employee Self Service” Home page with the tiles as shown below.

5. Then, click on “Payroll” tile to view Paycheck and W2 PDF files.

v Empioyee Self Service

o *n

Last Pay Date 12/23/2020
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HCM EMPLOYEE HOME PAGE AND SELF SERVICE GUIDE

4.1 Click on “Paycheck” tile to view list of paychecks.

Employes Seif Service

Payroll
Paychecks W-2W.-2c Forms
Pay Date
Net Pay W 2
—

2018 W-2 Form avaiable

4.2 List of paychecks will appear as shown below.

12232020

1113072020

1113072020

10302020

097302020

Company

Peraita Community College Dist

Peralta Community College Dist

Peralta Community College Dist

Peralta Communty College Dist

Peralta Community College Dist

Pay Begin Date / Pay End Date Net Pay
120172020
121312020
1012020
11302020
1012020
11302020
101012020
10312020
090122020
nAAANMN

Paycheck Number

346190

43 )

M4

3419%0

339930 )
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Check Date Company Pay Begin Date / Pay End Date Paycheck Number
Perata Communty Colege Dist oty w510 {...
1223200 y 2310 )
Peratta Communiy College Dist oo a3
11302020 y 000 )
_ 101200
| 11302020 Perata Communiy Colege Dist G U1 )
| Peraa Community College Dist " 341990
o 10312020 '
Perata Community College Dist . 330930 )
immm 09302020
4.4 PDF copy of your paycheck will appear as shown below.
Peraba O -—wh College Dist Pay Group. RCL-Regular Classafued Busmess Unst POCCDI
333 Eamt ll|j| Pay Begmn Date 12012020 Advice #: A b b b4ty | 0
Oukland C m ¢ End Date: 127312020 Advice Date 12232020
TAXN DATA: Federal CA Suate
Marital Status Semghe SM-2 inc
Allowances 3 3
Addl Percent
Addl Amount
T TANES ]

cash m heu of benefns

Fed W
Fed MED'EE

184 00 £T7N9.91

1LT94. 98

223158 116822 n] TOTAL:

BEFORE-TAX DEDUC TIONS
L mircat

Descption
Visson Service Plan

AFTER-TAX DEDUCTIONS

EMPLOYER PAID BENEFITS

I
Alp

Dasiriptioa

Local 1021 Chapter Fee
L1021 Dues

LTD Gross Up Deduction

=
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HCM EMPLOYEE HOME PAGE AND SELF SERVICE GUIDE

4.5 To view Self Service W-2 PDF, click W-2/W-2C Formes tile as shown below.

Engioyes Sef Senvice Payroll a Qi
Paychecks W-2W-2c Forms
Pay Date A1 _
A Net Pay 451278
' W2

A oo oo =

2018 W-2 Fom avalable

4.6 Click “View Form” link as shown below to view W-2 PDF.

Paynol View W-2W-2c Forms @ Q ﬂ
fiew W-2W-2¢ Forms
Tax Year 2019 v

eralta Community College Dist

Tax Form Issue Date Year End Form Filing Instructions

012800 - - .
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HCM EMPLOYEE HOME PAGE AND SELF SERVICE GUIDE

Last Pay Date 12/23/2020

5.2 Click on “Personal Details” tile to view Personal details like Addresses and Contact details.

& C & hcmperaltaedu PCCDHPRD/EMPLOYEE/HRMS/c/PT_FLDASHBOARD.PT_FLDASHBOARD.GBL?P PT_LANDINGPAGE&DB=HC | Q &« @ :

Personal Details

Updated 04262018 4 Detais 1 Contact

Updated 01242019
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HCM EMPLOYEE HOME PAGE AND SELF SERVICE GUIDE

vEmployee Self Service

Last Pay Date 12/23/2020

6.2 Click on “Benefit Details” tile to view Benefits Summary.

{ Employee Self Service

Benefits Summary

+
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