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Paycheck Self-Service 9.2 LSUNO & HCSD

Logon to Employee Self-Service Off Campus

NOTE: If you experience technical problems using Self Service, or if your
User ID, Password, or Account is locked; contact the Help Desk at: 1-800-
303-3290 or 1-504-568-HELP (4357) or helpdesk@Isuhsc.edu. Also,
passwords can be changed and/or accounts unlocked by accessing the
LSUHSC Change Password page at: http://www.lsuhsc.edu/changepassword

Warning! information viewed during a PeopleSoft Self Service session will
be saved to your browser's internet cache and may be viewed by others who use
this device.

We recommend against using public or shared devices to access Self
Service. To protect the security of this information, it is important for you to
follow the sign out procedures in this document, delete the internet cache
prior to closing the browser, and confirm ALL browser windows are
closed at the end of your session.

Instructions on how to delete the browser's internet cache and clearing its
history can be found in the document Clearing Commonly Used Browser's
Internet Cache on the Employee Self Service Training website.
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Procedure

In this topic you will learn how to Logon to Employee Self-Service.

1:20 PM lal
9157017 |
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Step Action

1. Double-click the Internet Explorer button.
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Step Action
2. Enter the desired information into the Address Bar field. Enter

"employeeselfservice.lsuhsc.edu”.

Press the Enter key on your keyboard.
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Welcome to the

LSU Health Remote Access Portal

Username : Please sign in to begin your secure session
Password l:l Help -- For password issues please go to https://www.lsuhsc.edu/changepassword/. If you need
Connection Web Connect - further assistance, please contact your computer supporter or call the Help Desk.
Method
Connection Methods

Web Connect -- Provides access to the web based resources you have been approved to use.
- Webmail

- Intranet

- Citrix Web Interface (Use Network Connect if you require local drive mappings)

- PeopleSoft Self Service

- Moodle

- Web bookmarks

Network Connect -- Provides access to the Web Connect resources listed above plus the
network resources below. Your computer must meet the health check requirements such as up-
to-date antivirus software and critical operating system updates.

- VPN Client

- File bookmarks

- Terminal Services (Remote Desktop)

o «IFaEEY N

Action

NOTE: Since you are off campus, you must connect to Employee Self-Service
through the Remote Access Portal.

Enter your LSUHSC User ID into the Username field.

Enter the desired information into the Username field. Enter "******",

Enter your LSUHSC Password into the Password field.

Enter the desired information into the Password field. Enter "******"

NOTE: Make sure the Connection Method is Web Connect. If it is not, click the
drop-down arrow and select it.

Click the Sign In button.
Sign In
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| | Browse | (tips)

Welcome to the LSU Health Remote Access Portal,

Web Bookmarks

Juniper Help
Webmail

Citrix Web Interface

+
=
=
Help Desk Support Services =]
i=]
Note: Use Network Connect if you require local drive mappings.

im]

Employee Self Service

You don't have any terminal sessions.

ﬁz @ . i @] SRS ;f;fzgg;:

Step Action

6. The Remote Access Portal displays. The options you see will depend on your
network access.

Click the Employee Self Service link.
Employee Self Service
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PeopleSoft HRSA - PSOHRPRD 2

User ID

Password

Warning! Any information viewed during this
PeopleSoft session wil be saved to your
browser's Intermet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the sscurity of this
information, delete your Internet cache prior to
closing the browser windows at the end of your
session.

Sign In |
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Step Action

7. The Remote Access toolbar will display in the upper right side of the window.

The toolbar buttons from left to right are:

* Reposition toolbar - double arrows - moves toolbar from one side of page to the
other

 LSU Health — takes you back to the Remote Access home page

+ Expand/Collapse — single arrow - expands or collapses toolbar

» Bookmark — marks page for easy access

* Door — Sign out of Remote Access
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PeopleSoft HRSA - PSO9HRPRD 4

User ID

{, x

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your
session

Sign In I

1% o2 I
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Step Action
8. Your User ID should default into the User ID field. If it does not, enter it directly
into the field. The User ID will automatically convert to Upper Case.
Passwords are case sensitive. Enter your PeopleSoft password directly into the
Password field.
Enter the desired information into the Password field. Enter "******
9. Click the Sign In button.
Sign In
10. This completes Logon to Employee Self-Service Off Campus.

End of Procedure.
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Logon to Employee Self-Service On Campus
Procedure

In this topic you will learn how to Logon to Employee Self-Service On Campus.

=0 =R |
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fii Allied Health Professions  fii Dentistry i Graduate Studies i Medicine i Nursing i Public Health

Prospective Students / Residents~ Patient Care / Visitors~ Alumni and Donors~ Research~ MyLSUHSC Campus Info~

/

LSUHealthNO Breakthrough

S
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Step Action

1. You do not need to go through Citrix or Remote VPN when on campus to access
Employee Self-Service.

Click the Quicklinks ¥ link.
|é® Quicklinks V|

2. Click the Self Service link.

ﬂ Self Senvice
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PeopleSoft Support
Financials

Human Resources

Careers | Contact | Donate |o° Quicklinks ¥
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Student Administration
End User Training

Superuser Training |

Register For Training

Frequently Asked Questions
Staff
PeopleSoft Support Home

e

ii Dentistry fii Graduate Studies i Medicine i Nursing i Public Health
)
&s SELF-SERVICE
PeopleSoft
Employee Self-Service Academic Self Service
http-//employeeselfservice Isuhsc edu http-f/acad lfsarvice Isuhsc adu
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| < T o2 Buy-U eProcurement

=N hitps-//solutions sciquest.com/apps/Router/Login?

OrgName=L SUHSCAURL

Employee Self Senvice

Student Self Service

Faculty Self Service
v

= R el

241 PM [l
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[N 1011272007 |

Step

Action

3.

Click the Employee Self-Service link.

Employee Self-Service
http:femploveeselfservice |suhsc.edu
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PeopleSoft HRSA - PS9HRPRD 1

User ID
| x
Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your
session

Sign In I
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Step Action
4, Your User ID should default into the User ID field. If it does not, please enter it.
Enter the desired information into the Password field. Enter "******"
5.

Click the Sign In button.
Sign In

PeopleSoft opens using the Classic Menu option.

This completes Logon to Employee Self-Service On Campus.
End of Procedure.
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Access Paycheck Information using Classic Menu

Procedure

In this topic you will learn how to Access Paycheck Information.

Favorites * | [ Main Menu ~ Search | 4 Home

PS9HRTRN Ayt
WEBRCB1 Notifical

Step Action

1. Click the Main Menu button.

Main Menu ¥

2. Click the Self Service menu.
Self Service k |

3. Click the Payroll and Compensation menu.
FPayroll and Compensation k |

4, Click the Pay menu.

Pay

5. Paychecks are listed in chronological order according to the pay period end date.
Select the paycheck advice you would like to view by clicking the date under the
Check Date column.

Click an entry in the 8/31/2017 row.

08/31/2017 LSUHSC-New Orl oB/e1/2017
~New Urleans
08/31/2017 ’
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=
w\>n|@ https://rcba.pshelsuhsc.edu/psc/rtrn/viewredirect/pQzUdiAB SO = @ & || @ rchapshelsubsc.edu | ‘ 5 5 o
File| Edit Goto Favorites Help
LSU Health Sciences Center Pay Group: 'NMF-Full-time FacultyStaff (New Or Business Unt: LSUNO
433 Bolvar Street. Pay Begm Date: 08/0112017 Advice 5:
New Orleans, LA 70112-2223 Pay End Date: 08/3172017 Advice Date: 08/31/2017
TAX DATA: Federal LA State
Exmployss ID: Marital Statas: Single o Exempt
Department Allowances 0 o
?’:‘T“ﬂlﬂ Addl Percent
ob Title: ]
pt Addl Amount:
HOURS AND EARNINGS TAXES
------- e Current —-e—-—-eeeeeme s YID e
Description Rate Hours Earnings Hours Earnings | Description Current punil
REGULAR MONTHLY Fed Withholdng
Fed MEDEE
LA Withholdng
TOTAL: TOTAL:
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS
Description urrent XTD | Description urrent ITD
HEALTH CARE ACCT FSA ADMIN FEE
1SU First OPTION] B-TAX LSU AD&D EMPLOYEE
DENTAL BASIC BTAX LSU SYSTEMS LIFE - EMPLOYEE
ORPTIAA LONG-TERM DISABILITY 60 PCT
FLEX PLAN ADMIN FEE
w2em |
0407 |
2 ||

= e ||

Step Action

Click the File button.

The online paycheck advice will display in a new window as a .pdf file. You may
print your paycheck using the Print option found in the File menu.

Click the Print menu.
Print...

Cancel "

You would make any needed changes on the page and then click the Print button.

For training purposes only, click the Cancel button.

Click the File button.

You can also save your paycheck advice to a secure location on your computer using
the Save As... option found in the File menu.

10. Click the Save as... menu.

Save as...
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Step Action

11. Select where you wish to save the document, change the file name if needed and
then click the Save button.

For training purposes only, click the Cancel button.

=1

PS Desktop - Citrix Receiver = <
BN~
e@k@ https://rcba.pshelsuhsc.edu/psc/hrtr/viewredirect/pQzUdYIAB SO = @ & || @ rcba pshelsuhsc.cdu | ] ) 57 i
File Edit Goto Favortes Help
LSU Health Sciences Center Pay Group: ‘NMF-Full-time FacultyStaff (New Or Business Unit: LSUNO
433 Bolrvar Street Pay Begm Date: 08/01/2017 Advice &:
New Orleans, LA 70112-2223 Pay End Date: 08/312017 Advice Date: 08/31/2017
TAX DATA: Federal LA State
Exmployes ID: Marital Staras: Single o Exempt
Department: Allowances: 0 o
Location Add] Percent
Tob Title: ] A
Pay Rate:
HOURS AND EARNINGS TAXES
------- - Curremt s P 5§ S —
Description Rate Hours Earnings Hours Earnings | Description Current ITD|
REGULAR MONTHLY Fed Withholdng
Fed MED/EE -
LA Withholdng
TOTAL: TOTAL:
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS
Description Current XTD | Description Current ITD
HEALTH CARE ACCT FSA ADMIN FEE
1SU First OPTION] B-TAX LSU AD&D EMPLOYEE
DENTAL BASIC BTAX LSU SYSTEMS LIFE - EMPLOYEE
TIAA LONG-TERM DISABILITY 60 PCT
FLEX PLAN ADMIN FEE

4:43 PM

10/4/17

443 PM
10/4/2017

S D G

Step Action

12. Click the Close button.
=3
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& @|- hitps:/rcha pshe.susc.edu/psc/hrtr/EMPLOYVEE/HRMS/c/PY_ O + @ ¢ |[ BBl pay x | ‘ 0 5.9 23

File Edit View Favorites Tools Help

Paychecks
T
Check Date Company Pay Begin Date / Pay End Date Net Pay Paycheck Number
08/3112017 LSUHSC-New Ori 08/01/2017
~INew eans
08/31/2017 ,
LSUHSC-New Orl 07/01/2017
~New eans
07/31/2017 oo :
06/30/2017 LSUHSC-New Ol 06/01/2017
~INEw ieans
06/30/2017 ,
05/31/2017 LSUHSC-New Orl 05/01/2017
~New eans
05/31/2017 ,

NPT 1l
107607 |

© & 3 2@ SR

Step Action

13. You can use the Filter to change the date range of paychecks displayed. Simply
change the date in the From and/or To field.

Click the Filter button.

-
L]

14. Simply change the date in the From and/or To field.

Enter the desired information into the From field. Enter *03312017".

p5/31/2017
15. Click the Done button.
Done
16. The new date range displays.

You can change how paychecks are sorted using the Sort Paychecks button.

Click the Sort Paychecks button.
TL
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Step Action

17. You can sort by any field shown in the grid (Check Date, Company, Pay Begin
Date, Pay End Date, Net Pay, or Paycheck Number). By clicking the Pay End Date,
paychecks would display in descending order rather than chronological order.

Click the Pay End Date list item.
Fay End Date

18. Click the Pay End Date list item to return to the original view.

= Pay End Date

19. Click the Close button.
X |
20. The Home button returns you to the Classic Home page.

Click the Home button.

21. NOTE: To exit the Self-Service system, you must click the Sign out link in the
upper right corner of the screen.

Click the Sign out link.

Page 15



Training Guide
LSUNO and HCSD

E=EEE

Q‘ )| hitps:/fremotelsuhsc.edupsp/hiprd, Danelnfo=prd.pshe.suhse O ~ @ @ ][ & Oracle Peoplesot Sign-in | | PN

LSL L

PeopleSoft HRSA - PS9HRPRD 1

User ID

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your
session

Sign In I
oz o o2 S
Step Action
22. If you are off campus and signed into the Remote Access Portal, you must sign out

of it.

Click the Sign out button.

23. WARNING! Any information viewed during a PeopleSoft Self-Service session will
be saved to your browser's Internet cache on the computer you are using and may be
viewed by others who may use this computer. We recommend against using public
or shared computers to access Self-Service. To protect the security of this
information, delete the Internet cache prior to closing the browser, and confirm
ALL browser windows are closed at the end of your session. If you need
additional information on how to delete the browser's internet cache for supported
browsers, please see the document, Clearing Commonly Used Browser's Internet
Cache on the Employee Self-Service Training website.

24. This completes Access Paycheck Information.
End of Procedure.
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Access Paycheck Information using Fluid Menu
Procedure

In this topic you will learn how to Access Paycheck Information using the Fluid Menu.

PS Desktop - Citrix Receiver =l

==l
&« @|@ https://rcba.pshe lsuhsc.edu/psp/hrirm/EMPLOVEE/HRMS/h/2ta O ~ & & |[ @ Emplayee-facing registry c... % | ‘ A A
File Edit View Favorits Tools Help

Favorites * | Main Menu ~ Search | 4 Home

PS9HRTRN *
WEBRCB1 Notifical

Personalize Content | Layoul

208PM | |

)
05107 |
208PM | |

S A
r 1052017 |

Step Action

1. Click the Main Menu link.

Main Menu ¥

2. Click the Fluid Home link.

| Fluid Home

3. Click the Pay button.

Pay

|

Last Pay Date 08/31/2017

4. Click an entry in the 08/31/2017 row.
LSUHSC-New Orl 08/01/2017
08/31/2017 -New Orleans 08312017 >
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Step Action

5. All functions for printing and saving the document are the same as shown in the
Classic Menu exercise.

Click the Close button.

=

6. All functions for using the Filter and Sort Paychecks buttons are the same as shown
in the Classic Menu exercise.

7. Click the Actions List button.

8. Click the Sign Out list item.

[E=5 = )

Q‘\?'| @ httpsy/remote lsuhsc.edu/psp/hrprd, Danalnfo=prd.pshelsunsc O ~ @ & |[ @ Oracte Peaplesoft Signin | | {0 29 fed

LSU =

PeopleSoft HRSA - PSOHRPRD 1

User ID

Password

Warning! Any information viewed during this
PeopleSoft session will be saved to your
browser's Internet cache on the computer you are
using and may be viewed by others who may also
use this computer. We recommend against
using public or shared computers to access
PeopleSoft. To protect the security of this
information, delete your Internet cache prior to
closing the browser windows at the end of your

session
Sign In I
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Step Action

9. If you are off campus and signed into the Remote Access Portal, you must sign out
of it.

Click the Sign out button.
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Step Action

10. WARNING! Any information viewed during a PeopleSoft Self-Service session will
be saved to your browser's Internet cache on the computer you are using and may be
viewed by others who may use this computer. We recommend against using public
or shared computers to access Self-Service. To protect the security of this
information, delete the Internet cache prior to closing the browser, and confirm
ALL browser windows are closed at the end of your session. If you need
additional information on how to delete the browser's internet cache for supported
browsers, please see the document, Clearing Commonly Used Browser's Internet
Cache on the Employee Self-Service Training website.

11. This completes Access Paycheck Information using the Fluid Menu.
End of Procedure.
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