Using PeopleSoft Employee Self Service: a Tutorial

Getting Started: Logging In to @ Your Service

The address for @ Your Service (PeopleSoft HR) Employee Self-Service is:
https://hcchrweb.hces.edu:8080/ess/signon.html. Type this into the Address Box at the top
of your Internet Brower, press “Go” and then save this link as a Favorite, by clicking
“Favorites” on the gray menu bar at the top of the page and then clicking “Add to
Favorites.”

Your @ Your Service User ID is derived from your HCC business email address. For
example, if your HCC email address is “jane.doe@hccs.edu,” your @ Your Service User
ID will be: “jane.doe”.

If you have never logged into @ Your Service or PeopleSoft PEP, your initial password
will be your birthdate (MMDDYY YY) followed by the last four digits of your social
security number. After logging into @ Your Service for the first time,

you will be prompted to create a new password. Click “Change My Password” on the left
menu bar. Enter your current password and your new password in the appropriate boxes.
You must retype your new password to confirm it. Then click “Submit.”
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Protecting Your Personal Information

Several layers of reliable security protect the server containing your information. Y our
personal information is available to you only through a secure connection. The Secure
Sockets Layer (SSL) is a commonly used protocol for managing the security of message
transmission on the Internet. No one will be able to see your information except you.
Only you can access your data using your password.

The password that you choose for Employee Self Service should be adequately complex,
making it difficult to guess. A combination of letters and numbers, with a total length of
at least eight (8) characters is recommended. It is essential that you do not share your
password with anyone.

Additional information about the HCC Information Technology policy (B: 2.10) is

available on the HCC Policies and Procedures link under “Faculty and Staff/Employee
Support.”

Forgot Your Password?
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Employee Home Page

After successfully logging into @ Your Service, you will be directed to the Employee
Home page that contains a menu of available services:
= Personal Information
0 Change your home address, personal telephone numbers, emergency
contact information, non-HCC email addresses
= Payroll and Compensation
0 View and print your current pay advice
O View prior earnings statements
0 View direct deposit instructions
0 View current federal tax withholding information (W-4)
= Training and Development
0 View your HCC/HR training history
0 View your formal education record
= Performance Management
0 Work with your PEP documents
0 Enter informal notes about your own performance

By clicking any of these links, you can view your information and edit selected
information contained in @ Your Service.
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i, Personal Information Home
' Review and edt your personal and work cortact information

Payroll and Compensation Home

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

Training and Development Home
“ieww your HCC training history (courses taken through the HR/Employes Lesrning and

Organizational Development Department only) and your education record

Performance Management Home
Acoess your performance documents, and keep personal notes regarding your goals

and performance
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