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STEP 2

Navigate to Self Service >
Payroll and Compensation >

Direct Deposit.
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Direct Deposit
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Quick Reference: CILEMSON

D i re Ct De pOS i t HUMAN RESOURCES

Important Information: When adding or editing account information, be sure to designate one
account as your primary account by selecting Deposit Type “Balance of net pay.” If you fail to do
so, the system will convert the account with the highest Deposit Order value to Deposit Type
“Balance of Net Pay.”

STEP 3
Click OK to authorize Direct
Deposit setup.

Message

»

Direct Deposit Authorization (8000,2)

| hereby authorize Clemson University to deposit my net payroll andig@expense reimbursement in the accounts set-up via ESS in accordance with Direct Deposit policy. |
understand that this authorization will remain in effect througho y employment unless cancelled by me or Clemson University in unusual circumstances only. | also
authorize Clemson University and my designated financial g#titutions to initiate debit entries or adjustments, if necessary, for any credit entries made in error to my 3

accounts.

The payroll andfor expense reimbursement sit authorized with-in ESS is accomplished by electronic funds transfer and is covered by a number of regulations designed
to safeguard the integrity of the employesg®account. The funds deposited will be available to the employee for withdrawal by all usual means on the morning of the
scheduled University payday for net and within 48 hours of disbursement processing for expense reimbursement.

Clemson University assu no responsibility for any relationship between the employee and his/her financial institution.

Changes in ESS

|d be entered two weeks prior to the payday in order to be effective for the next payday. Clemson University will pre-note the entry, allowing the bank to

OK

Adding a New Account

Direct Depaosit Infarm

] - STEP 1 (Add Account)
One account must be designated as Deposit Type Balance] click Add Account to add

the account with the highest Deposit Order value to Deposil account information
Direct Deposit Details i

Account
Type

Routing Number Account Humber Depozit Type Edit Remove

alance of 999 é’ EI

Checking 053100465 Met Pay

Add Account

Office of Human Resources 12/12/2015 Page 2 of 5



Quick Reference: CLEMSON

D i re Ct De pOS i t HUMAN RESOURCES

STEP 2 (Add Account)

Add Direct Deposit Enter the requested
Ralph kramden information in the Your Bank
Information and Distribution
e A R o Instructions sections. (See
Riowting Nuwrmbrer View Check Exan Sample ChE(‘:k bEIOW-)
Click Submit.
Distribution Instructions
"
Account Number
Ratypa Account Number
“Account Type i
*Deposit Type -
Amount or Percent
*Deposit Or Example: 1 = Firsf Account Processsd
Submi -
ROBERT SAMPLE 9999
JOAN SAMPLE
123 MAIN 5T,
PORTLAND, ME 04101 Jl/?-D/ZDJI
Date
Pay to the
eyioie Cample Check | $ 15800

e Winolresd and Rf—l:vlu, eioht —» oors ()

Bank

i

Amaries’s Most Comventarnt Bank®
e SAMPLE Tran Sa.mﬂﬁ i
na23iLSL32en Oh23LSL3Za CEET
Routing Number Account Number

Office of Human Resources 12/12/2015 Page 3 of 5



Quick Reference:
Direct Deposit

CLEMSON

HUMAN RESOURCES

Editing an Account

STEP 1 (Edit Account)
Click the pencil icon to
change account information.

Direct Deposit Details

One account must be designated as Deposit Type Balance. If not, the system will cohwert
the account with the highest Deposit Order value to Deposit Type Balance.

Direct Deposit Information;

Distribution Instructions

Account Humber

Retype Account NHumber
*Account Type
*Deposit Type

Amount or Percent

*Deposit Ord

Submit

Account : . Amount or Deposit .
e Routing Humber Account Number Deposit Type Percent Order Edit Remove

) Balance of
Checking 053100465 392547159 Net Pay 099 & 1]

Add Account

Your Bank Information q
(— STEP 2 (Edit Account)
, Enter the requested
Routing Humber lew Che

information in the Your Bank
Information and Distribution
Instructions sections.

Click Submit.

Checking

Balance of Ne

9 (Example: 1 = First Account Processed)

Office of Human Resources
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Quick Reference: CILEMSON

D i re Ct De pOS i t HUMAN RESOURCES

Removing an Account

Direct Deposit Information; |

One account must be designated as Deposit Type Balance. If not, the] STEP 1 (Remove Account)
the account with the highest Deposit Order value to Deposit Type Bala Click the trash can icon next to

Direct Deposit Details the account you wish to remove.
Account - - Amount or De
Type Routing Number Account Humber Deposit Type Percent Order L= 0y
Balance of
Checking 053100455 123456759 Net Pay 999 & i |
Add Account

STEP 2 (Remove Account)
Click Yes - Delete to confirm
Direct Deposit removal of the account.

Delete Confirmation

ntto delete this Deposit Account: 3925 12345
Mo - Do Mot Delete

Office of Human Resources 12/12/2015 Page 5 of 5



Quick Reference: CLEMSON

Updating W-4 Tax Information HUMAN RESOURCES

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

Uszer D

Select @ Language

English

STEP 2
Search Menu: Navigate to Self Service >
® Payroll and Compensation > W4
\D X sl Tax Information.
Self Senvice 1 Personal Information |
3 Manager Self Senvice B Wiew Paycneck
O  Recruiting 03 Benefits B paycheck Modeler
£1  Workforce Administrati{ ] Leamning and Developr] B Voluntary Deductions
03 Benefits {3 Recruiting E  Direct Deposit
£3  Payroll for North Ameriq (3 Career Planning By Total Rewards
3 Organizational Develop E ReviewTransamhg Compensation History
3  setupHCM E Manage Delegation 1 W-4 Tax Information
O workist N B vieww-20-2c Forms
£3  Reporting Tools R E  w-2w-2c consent
0 PeopleTools 3
D My Personalizations
[ wypictionary

You will be directed to the W-4 Tax Information page.

Important Information: Your W-4 defaults to Marital Status: Single and Allowances: 0
when you are hired at Clemson University.

Office of Human Resources 12/12/2015 Page 1 of 3



Quick Reference:
Updating W-4 Tax Information

STEP 3
Verify your person information

in the form.

W-4 Tax Information

that has automatically populated

CLEMSON

HUMAN RESOURCES

Ralph Kramden
Clamson Unhersity

You must complete Form W-4 50 the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income tax is withheld from your wages based on marital statug and the number of allowances claimed on this form. You may also
specify that an additional doliar amount be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose to

have more, or less, tax withheld

Whether you are enfitled o claim a cerfain number of allowances or exemplion from withholding is subjed to review by the IRS. Your

employer may be required to send a copy of this form o the IRS

Home Address

123 Tiger Way
Clemson,5C 29670

W.4 Tax Data
Enter total number of Allowances you are claiming
Enter Additional Amount, if any, you want withheld from each paycheck
ndicate Marital Status @ Single £ Married

V| Check here and select Single status if married but withhold ing at single rate.
Note: It married, but legally separaled, or Spouse is a nonresident alien,
select 'Single® status.
| Check here if your last name differs from that shown on your social security card.

Mougust call 1-800-772-1213 for a new card.

STEP 5
Select your

Exemption

I claim exemption from withholding for the year 2015 and | certify that | meet

marital status. the following conditions for exemption

Check the

related boxes
that apply to

you.

astvear| had a right to & refund of ALL Federal incomie tax withheld because | had NO tax liability
[hi year | expect a refund of ALL Federal income tax withheld because | expect 1o have NO tax liability

Ik this box if you meet both conditions to claim exempt status.

Under penalties of perjury, | deciare thal | have exarmined this cenificate and 1o the bastof
Iy knowledge and belief, itis true, comed, and complete

Submit ST EP 6

Social Security Number 173455789

STEP 4

Enter the total
number of
allowances you
are claiming.
Enter any
additional amount
you want withheld
from each
paycheck.

r

Click Submit to save your
entries.
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Quick Reference: CLEMSON

Updating W-4 Tax Information HUMAN RESOURCES

STEP 7
Enter your Clemson password

: . to verify your identity.
Verify Identity Click Continue.

To protec] your privacy, venfy your identity by typing your password. i you are not fRis user, click Sign Ol

Usar I0: RERAMDEM

PassWword:

Continue Cancel

You will receive a confirmation notification (see below).

Submit Confirmation

v

The Submit was successful.

However, due to timing, your change may not be reflected on the next paycheck.

Important Information: You are allowed to make changes to your W-4 once a day.
If you attempt to enter changes more than once, the error message below will appear.

Message

You are only allowed to make W4 changes once per day. If you require assistance, please contact payroll at 656-4884.
The PeopleCode program executed an Error statement, which has produced this message.

Ok

Office of Human Resources 12/12/2015 Page 3 of 3



Quick Reference:

CLEMSON

W-2 and W-2c Online Consent TiBiAN RESODRCES

and View

vile PeopleSoft Sign-in

STEP 1
Sign In to PeopleSoft

Using your Clemson user
ID and password.

Uszer D

w-2/W-2c Consent/Consent Withdrawal

STEP 2

Search Menu:

®

-
>

Navigate to Self Service >
Payroll and Compensation >

Self Service \

Manager Self Sernice
Recruiting

Waorkforce Administrati
Benefits

Payrall for Morth Amerig

Organizational Develop|

SetUp HCM

Benefits

Learning and Developn
Recruiting

Career Planning

Review Transactions

Personal Information
N | -
4
4
4
4
E
E

Waorklist
Reporting Tools
PeopleTools

My Personalizations

nmrooroocoroob @ ‘I{

My Dictionary

W-2/W-2¢c Consent.

m [ [ G

W AT CITE T
Paycheck Modeler
Woluntary Deductions
Direct Deposit

My Total Rewards

Compensation Histary

Manage Delegati W-4 Tax Information
v ﬂﬁ\-’iew W-2/W-2c Forms
W-20W-2c Consent

b

3
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Quick Reference: CILEMSON

W-2 and W-2c¢ Online Consent HUMAN RESOURCES
and View

STEP 3 (Consent)

Check the box indicating your
consent to receive electronic W-2
and W-2c¢ forms.

Click Submit.

W-2/W-2c Consent Form
Ralph Kramden

Submit or withdraw your conzent 1o receive electronic W-2

You are consenting to receive an on-line/electro i consent must be completed prior to Januwary 22,

d. Any consent completed after the January 22, 2016
deadline will resultin a W-2 paper cop d and mailad (o you. Howaver, you will slill be able to access

You will be asked to enter your Clemson Password to verify your identity.

STEP 4

Enter your Clemson password
to verify your identity.

Click Continue.

Verify Identity

To prodect your privacy, venty your idemtity Dy typan Password, I y

UseriD; RKRAMDEN

Password:

Continus

Office of Human Resources 12/12/2015 Page 2 of 4



Quick Reference:

W-2 and W-2c¢ Online Consent

and View

CLEMSON

HUMAN RESOURCES

STEP 5 (Withdraw consent)
Check the box to withdraw your

W-2/\W-2¢c Consent Form
Ralph Kramden

Submil or withdraw your consent 1o reg

rrent Status Consant received

to withd raw your consent to receive electronic W.2 and W.-2c forms.

consent to receive electronic W-2
and W-2c forms.
Click Submit.

cironic W-2 or W-2¢ farms

You will be asked to enter your Clemson Password to verify your identity.

STEP 6

Verify |dentity

Useril: RKRAMD

Fassword:

Continue

Canc

T prodect your prvacy, venity your identity oy e

Enter your Clemson password
to verify your identity.
Click Continue.

Office of Human Resources

12/12/2015 Page 3 of4



Quick Reference: CILEMSON

W-2 and W-2c¢ Online Consent HUMAN RESOURCES
and View

Viewing W-2/W-2c¢ Online

STEP 1 (View)
Navigate to Self Service >
Payroll and Compensation >

Search Menu: V VIEW W-Z/W-ZC Forms.
N ® -

é Self Senice O Time Reporting »

ca ManagerSelfSek& Personal Information *

3 Recruiting B viewPaycheck

03 Workforce Administratii 1 Benefits B raycneck Modeler

3 Benefits 0 Leamning and Developn El  voluntary Deductions

£3  Payroll for North Ameriq (1 Recruiting B oirect Deposit

39  Workforce Developmer| (3 Career Planning B myTotalRewards

3 Organizational Develop| B REViEWTFEHSEE\ B compensation History

3 setUpHCM E  Manage Delegation g W-4 Tax Information

3 Enterprise Components » View W-2/W-2c Forms

3 Worklist N B w-2w-2c Consent

3 Reporting Tools »

3  PeopleTools »

D My Personalizations

E  wyDictionary

STEP 2

Click the Year End Form hyperlink to
View W-2/W-2¢ Farl| view your W-2 or W-2c or click the
Filing Instructions.

Ralph Kramden Click View a Different Tax Year to
Review :.'n:-ura'.'alla'.:le'-.‘.'-?ar| access previous W-2 or W-2c forms.

[View a Different Tax Year

Select Year End Form Personalize | &1 1of 1
T W-2
T'“'_ Reporting Tax Form ID  Issue Date fear Filing Instructions

- Company
2015 cu W-2 11032015  Year End Form Filing Instructions

Office of Human Resources 12/12/2015 Page 4 of 4



Quick Reference: CLEMSON

View Paycheck HUMAN RESOURCES

STEP 1

racle PeopleSolt Sign-in

using your Clemson user
ID and password.

Uszer D

Fa d

Select @ Language

English o

STEP 2
Navigate to Self Service >
search Henu: Payroll and Compensation >
® . \ View Paycheck.
Self Senvice Personal Information 3
1 Manager Self Service iew Paycheck
O  Recruiting 03 Benefits B paycheck Modeler
1 Workforce Administrati] 1 Learning and Developr] B voluntary Deductions
03 Benefits {3 Recruiting E  Direct Deposit
3 Payroll for North Amerid -  Career Planning B wyTotal Rewards
3  Organizational Develop E  Review Transactions B compensation History
3  setupHCM E Manage Delegation B w-aTacinformation
O workist N B vieww-20-2c Forms
£3  Reporting Tools R E  w-2m-2c Consent
0 PeopleTools 3
D My Personalizations
E wyDictionary
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Quick Reference: CILEMSON

View Paycheck HUMAN RESOURCES

View Paycheck

Ralph Kramden
Review your available paychecks. Selectthe check date of the paycheck you would like to review,

STEP 3

Click the View Paycheck
hyperlink for the paycheck you
wish to view.

¥ Select Paycheck Personalize | Find

Check Date View Paycheck Company Pay Begin Date

11312015 Viey Clemson University 10/31/2015

09/30/12015 View Paycheck Clemson Universi 09/01/2015 09/15/2015 $1264.46 2818350
09/15/2015 View Paycheck 08/16/2015  08/31/2015 $1264.45 2809229
08/31/2015 View Paycheck Clemson University 08/01/2015  08/1512015 $1263.58 2801423
08/14/2015 View Paycheck Clemson University 0716/2015 07731712015 $1263.87 2791965
0713172015 View Paycheck  Clemson University 0710172015 07/15/2015 $1263.87 2785002
0711512015 View Paycheck Clemson University 06/16/2015  06/30/2015 $1266.20 2777944
06/30/2015 View Paycheck Clemson University 06/01/2015  06/5/2015 $1266.20 2770849

A copy of your paycheck stub will display. (Enable pop ups if you don't see it.)

Clemson University Pay Group: 12A-12 Month Annual Busmess Umt:  CLMSN
201 Sikes, Clemson University Pay Begin Date: 10/16/2015 Advice #: 000000002527898
Clemson, SC 29634-5337 Pay End Date: 10/31/2015 Advice Date: 11/13/2015
TAXDATA: Federal SC State
- Employee ID: 005381 Manital Status: Single n'a
R"Ph.k-"“!dm Department: 5337-Human Resources Allowances: o o
123 Tiger Way Location: Ruggs Hall Addl Percent:
- - - :
Clemson, 5C 29671 Job Title: Human Resources Mgr IT Addl Amount:
Pay Rate: $51,324.00 Annual ) .
HOURS AND EARNINGS TAXES
------------- Current —————————— T G J—
Regular 213850  1,552.50 40,631.50 | Fed Withholdng 264.62 5,040.76
Fed MED/EE 1980 566.22
Fed OASDIEE 127.40 2,421.07
SC Withholdng 11737 223375
TOTAL: 0.00 2,138.50  1.552.50 40,631.50 [ TOTAL: 53919 10,261.80
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID BENEFITS
State Health Standard Pre Tax 7193 1,366.67 | Supp LTD Plan 1 6.65 140.43 | State Health Standard Pre Tax 264.44 502436
State Vision Plan Pre Tax 3.50 66.50 | SC Cradit Union 20.00 380.00 | State Dental Pre Tax 586 111.34
Optional Life Pre-Tax 17.76 337.44 | Tiger Stripe Deduction 10.00 190.00 | Basic Life 0.14 2.66
Deferred Compensation 401k 25.00 475.00 ‘Optional Life Pre-Tax* 15.05 285.95
South Carolina Retirement Sys 174.50 327104 State Basic LTD 161 30.59
Health/Dental Adm. Fee 0.14 2.66 South Carolina Retirement Sys 350.50 6,533.74
Pre-tax Parking Fee/50k-70k 538 9472 Work Comp (proficler) 1925 365.75
TOTAL: 298.21 5,614.03 | TOTAL: 36.65 T10.43 | "TANABLE
TOTAL GROSS FED TAXABLE GROSS TOTAL TAXES TOTAL DEDUCTIONS NET PAY
Current 2,138.50 185534 53919 334.86 1,264.45
YTD 40.631.50 3530342 10.261.80 6,324 46 2404524
YEAR-TO-DATE PAID TIME OFF SICK LEAVE NET PAY DISTRIBUTION
Start Balance 208.7 114.0 Account Type hi Deposit Amount
+Eamed 1415 844 Advice #000000002827898 Checking Ends in 7159 $1,264.45
+ Bought 0.0 0.0
- Taken 114.8 41.0
- Sold 0.0 0.0
+ Adjustments 0.0 0.0
End Balance 3154 157.4 TOTAL: §1.264.45
e

Office of Human Resources 12/12/2015 Page 2 of 2



Quick Reference: CILEMSON

Paycheck Modeler HUMAN RESOURCES

Overview: If you are considering applying for a new position or changing your deductions or
your federal tax withholdings, Paycheck Modeler can calculate a hypothetical check based on
changes you enter. Paycheck Modeler starts with your current information and allows you to
manipulate your earnings, deductions and/or tax withholding status.

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

STEP 2
Navigate to Self Service >
search Menu: Payroll and Compensation >
® . Paycheck Modeler.
__al“_‘l Self Senvice 3 Personal Information VT
4 Mana@ O F B viewPaycheck
3 Recruiting O Bene E  PaycheckModeler
£1  Workiorce Administrati{ = Learning and Developr] 5 Voluntary Deductions
03 Benefits 3  Recruiting E  Direct Deposit
£3  Payroll for North Amerid [ Career Planning B wyTotal Rewards
3  Organizational Develop El  Review Transactions B compensation History
03 setUpHCM E Manage Delegation B w-aTaxinformation
03 Worklist " B vieww-22w-2cForms
3 Reporting Tools " B w-2nv-2c Consent
3 PeopleTools »
D My Personalizations
E  wypictionary

Office of Human Resources 1/8/2016 Page 10of 7



Quick Reference:
Paycheck Modeler

CLEMSON

HUMAN RESOURCES

STEP 3

(=] O 1| Check “Yes, I have reviewed and agree
Start Earnings Deductions

to the terms and conditions” to agree to

Start - Step 1 of 6

Welcome

Agree to the Usage Terms and Conditions

exit the application immediately and

Usage of the Modeler is i

The Paycheck Modeler can be used to calculate a hypothetical check by changing your eamings, an
It will start with the standard earnings, deductions and taxes that normally appear on your pa

To start, you must acknowledge and agree that you understand the Paycheck Mode

The Paycheck Modeler contains confidenti

ation that is intended for Gregory M Carlton only. f you are not Gregdty M Carlton,
the Payroll Department.
d to provide general guidance and estimates.
rated by the Modeler is not a genuine paycheck. There is no guarantee that you will receive the modeled results.

ou should not make financial or benefit related decisions based on the modeled check results.
[T Yes, 1 nave reviewed and agree to the terms and conditions.

the terms and conditions.
Click Let's Get Started.

ductions, and/orlax withholding status.

age terms and conditions.

Exit | Lets Get Started b

STEP 4

Click the pencil icon to change earnings.

- (& O :
Start Earnings Deductions CIICk Next.

Earnings - Step 2 of 6

Job Title: Infermation Tech Mgr

add additional earnings.

=2 My Earnings

This step provides a list of the proposed earnings for your modeled check. You can modify or clear the am

as well as

Office of Human Resources

Earnings Type Hours Rate Amount
Reqgular $48.391315 $3046.92 Vid
Personal Communication Stipend §55.00 f
Add Eamnings Clear All Amounts
Exit || Next »
1/8/2016 Page 2 of 7



Quick Reference:

Paycheck Modeler CLEMSON

HUMAN RESOURCES

Edit Earnings l

STEP 5

Enter the new,
semi-monthly salary
amount.

Click OK.

*Earnings Type Regular

Hours,|

Amount 5213850

Override Rate

* Required Field

oK
STEP 6
Click Add Deductions to add a different type of
= o = deduction or skip to step 8.
_ = Click Next.
Start Earnings Deductions -

| |4 Previous Mext B
Deductions - Step 3 of 6

Job Title: Information Tech Mgr

This step provides a list of the proposed deductions for your modeled chec
add additional deductions. Deductions using a percentage will be base
automatically be calculated in a subsequent step.

can modify or clear the amounts in thg list, as well as
the total gross earnings from the modeled cllzck and will

¢= My Deductions

Deduction

Amount Percentage of Gross Edit

Pre-tax Parking Feelover 90k

Before-Tax $8.34

South Carolina Retirement

Before-Tax $322.07

VALIC 403b Before-Tax $400.00
Add Deductions Clear All Amounts
Exit | |4 Previous MNext &
Office of Human Resources 1/8/2016
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Quick Reference: CILEMSON

Paycheck Modeler HUMAN RESOURCES

STEP 7

Select the desired

Deduction from the

menu by clicking the

Add Deductions T B

Select Type of

*Deduction | a deduction (pre-tax or

after-tax).

= Select Flat Amount
é or Percent

Flat Amount or Percent Amount - S corresponding

Amount 50.00 field.

Click OK.

*Type E_

Percent

* Required Field

OK Cancel

STEP 8
- i L click the pencil icon to change deduction amount.
Start Earnings Deducti .

Click Next.

Deductions - Step 3 of 6

Job Title: Information Tech Mgr

This step provides a list of the proposed deductions for your modeled check. You can modify or clear the amoulits in t
add additional deductions. Deductions using a percentage will be based on the total gross earnings from the
automatically be calculated in a subsequent step.

list, as well as

¢= My Deductions

Deduction Type Amount Percentage of Gross
Pre-tax Parking Feelover 90k Before-Tax $8.34
South Carolina Retirement Sys Before-Tax $322.07
WALIC 4030 Before-Tax $400.00
Add Deductions Clear All Amounts

Exit | |4 Previous MNext &

Office of Human Resources 1/8/2016 Page 4 of 7



Quick Reference:
Paycheck Modeler

CLEMSON

HUMAN RESOURCES

Edit Deductions

*Deduction VALIC 403b

*Type | Before-Tax

*Flat Amount or Percent Amount
Amount $400.00

Percent

* Required Field

STEP 9
Enter the new,
semi-monthly
deduction amount.
Click OK.

T

OK Cancel
STEP 10
™ il il =
Start Eamings Deductions Taxes

Taxes - Step 4 of 6

Job Title: Infermation Tech Mgr

Click the pencil icon
beside the federal or
South Carolina tax
jurisdiction to edit
tax amounts.

Click Next.

You can modify tax withholding information for the modeled check.
The tax jurisdiction(s) are based on your current tax information.
Only the jurisdictions that allow withholding changes using a tax
withholding form are displayed.
&= My Tax Withheolding Information
Tax Jurisdiction Edit
Federal &
South Carolina &
Exit | |4 Previous Next b

Office of Human Resources 1/8/2016
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Quick Reference:
Paycheck Modeler

CLEMSON

HUMAN RESOURCES

Federal Tax Withholding
The following information is bas
Special Tax Status

Tax Status

Select your marital tax status.

[l withhold at Single Rate

Withholding Allowances

Enter the total number of allowanc

Additional Withholding Amo,

Enter the addition

0K Cancel

Check here and select Single status if married but wi

ount to withhold from your model check.

ederal Tax Withholding form W-4.

STEP 11
Enter requested federal tax
withholding information.
Click OK.

T

Mone

Married -

olding at single rate.

0

o claim on your model check.

50.00

STEP 12

Click Calculate My Modeled Check to

Start Eamings Deductions

/ see your hypothetical paycheck.

Calculate - Step 5 of 6

Job Title: Informatien Tech Mgr
‘You are ready to calculate your modeled ¢

If no changes were made. proceed

Calculate My Modeled Check

. Press the button to calculate.

e next step to review the results.

R I

Exit | |4 Previous MNext

Office of Human Resources

1/8/2016
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Quick Reference:
Paycheck Modeler

Results Page is displayed

CLEMSON

HUMAN RESOURCES

Entered

Total Gross Earnings 5400192 TP Details
=1

Total Employee Taxes $870.56

Total Deductions n% Details

et Pay $2,400.95

Print My Modeled Check

™ ™ = = = =]
Start Eamings Deductions Taxes Calculate Results
Exit | |4 Previous
Results - Step 6 of 6
Job Title: Information Tech Mgr STEP 13

Click Print My Modeled
Check to print a copy of
your hypothetical check.
Click Print My Changes to
print the changes you
entered into Paycheck
Modeler.

Print My Changes =
Current Address

Select Related Actions to navigate to other paycheck related Payroll

and Benefits sites. Segment Amount Percentage
~ Related Actions
Taxes $870.56 22%
Before-Tax Deductions 573041 18%
Met Pay $2,400.95 60%
Exit | |4 Previous
Office of Human Resources 1/8/2016 Page 7 of 7



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 1
N % Cermon Unnersibisouti.. x (GO : .~ . Enter My.clemson.edu

B oo f——— ' into your browser’s
- e ' : address field.

"
P s |

-—w |
A-Z Index (

CLEMSON

¥V *E=R= 5

Students  Faculty f Alumni  Partners

ADMISSIONS CAMPUS LIFE ACADEMICS g OUTREACH

STEP 2
Click on the headshot
icon next to SUPPORT.

my.Clemson

SUPPORT 1

ACADEMICS i ] Manage your profile

ATHLETICS Blackboard courses, lab finder, and Tiger sports news, scores, and p”"acfy se'rtmgs, and EDERE
student services schedules security questions.

Ez Directory ¥ News

Search for University students, faculty, Top stories, press releases, and
and staff university updates

MAP Continue

] EVEIID

DIRECTORY

Keep up with Clemson events and
integrate them into your calendar

NEWS

EVENTS ® Transit

View parking availability, bus routes,
TRANSIT and request a rde

Emergency contacts and safety
resources

Campus recreation, libraries, WSBF,
dining hall menus, and more

SAFETY
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Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 3

Click Login.

Enter your Clemson user
SUPPORT ID and password.

Important Information: Your Clemson user ID is the part of your Clemson email address prior to
@clemson.edu (e.g., tiger@clemson.edu — tiger is the Clemson user ID).

STEP 4

Name Click the section of your
profile you wish to edit.

Addresses >
Phone Numbers >
Emergency Contacts >
TigerOne Photo >
Security Questions >
PawPrints >

Office of Human Resources 12/12/2015 Page 2 of 8



Quick Reference: CILEMSON

My.clemson.edu RUMAN RESOURCES

Name Change

Name

How do I change my name?

If vour name is misspelled in Directory, please send an email toithelp@clemson edu with the
current spelling and the correct spelling.

You cannot change vour legal name or SSN records through mv.Clemson. If vou change wour
legal name at any point {e.g. through marriage or divorce), vou must follow the steps below to
update vour records through Clemson University.

If vou are an emplovee or have ever been emploved as a grad assistant or student worker, change
vour name and SSN through Human Eesources. If vou are a student and have never worked for
the university, change vour name and SSN through Fegistration Services.

Human Resources:

Bring vour new Social Security card to the Human Fesources Office, located at the
Administrative Service Building.

PR, (Ctrl) ~

Office of Human Resources 12/12/2015 Page 3 of 8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

Mailing Address Change

STEP 1 (Address)
Select Mailing to edit your
L ez mailing address. This is the
Local only selection that will update
=" your address in the Payroll
Permanent system.
—— L

Mailing e 204 MeltonRd >

What these addresses mean:

e Local:
o where | live this semester
o used by Student Services
o not shown in the phonebook

* Permanent:
o my physical address year-round
o used by Student Services
o not shown in the phonebook

« Mailing:
o where | receive mail (including official/tax documents)
o used by HR and Student Services
o not shown in the phonebook

STEP 2 (Address)
Select EDIT to make changes

ADDRESS LINE 1 to your mailing address.

ADDRESS LINE 2

CITY Pendleton
STATE South Carolina
POSTAL CODE 29670-9334
COUNTRY nited States

This address is:

* where | receive mail (including official/tax documents)
* used by HR and Student Services
* not shown in the phonebook

To update your address for Insurance or Retirement purposes please read the Change of Address Information Page.

Office of Human Resources 12/12/2015 Page 4 of 8



Quick Reference:
My.clemson.edu

ADDRESS LINE 1 * 123 Tiger Street
ADDRESS LINE 2
cITY * Clemson

STATE * )

South Carolina
POSTAL CODE * 29631
COUNTRY *

United States

This address is:

+ where | receive mail (including official/tax documents)
» used by HR and Student Services
« not shown in the phonebook

CLEMSON

HUMAN RESOURCES

STEP 3 (Address)
Enter your address changes.
Click SAVE.

To update your address for Insurance or Retirement purposes please read the HR Change of Address Informati

CANCEL

Phone Number Change

STEP 1 (Phone)

Phone Numbers

My Phone Mumbers

Select the phone
number you wish to edit.

Cell Phone

Primary Phone

CU Safe Alert Number

(864) 123-4560

(864) 123-4569

(864) 123-4569

Office of Human Resources 12/12/2015
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Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 2 (Phone)

. / Enter your new phone number.
B0 2 8643751462 Click SAVE to retain your changes.

This phone number: \ [

+ used by Student Services
+ not shown in the phonebook

Emergency Contact Change

STEP 1 (Contact)
Select the emergency
Emergency Contacts contact you wish to edit.

Emergency Contacts

Alice Kramden Spouse ¥

Trixie Morton Sibling >

FIRET HAME = STEP 2 (Contact)

Enter your new emergency contact information.
Select relationship to contact from drop-down box.
ceamenenr - | Click SAVE to retain your changes. -

LAST MAME =

PHONE NUMBER *

ALTERMNATE PHONE NUMBER

EMAIL ADDRESS

O BT B

Office of Human Resources 12/12/2015 Page 6 of 8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

TigerOne Photo Visibility

STEP 1 (TigerOne)
Select the level of visibility you desire
for your TigerOne photo from the
drop-down menu.

Click SAVE to retain your changes.

Photo Privacy Seftings

PHOTOD

v

Visible To Everyone
Wisat the TigerOne Onbne Ofce for more info Visible To Clhemson Usirs
Mol Visibéa

il Mot Visible

CANCEL

Security Questions

Security Questions STEP 1 (Security)
Select ADD NEW SECURITY QUESTION or ATTACH
This page provides access to your account if yo AN EMAIL ADDRESS to add an emall address dlﬁerent |

address below allows us to safely send you youll from your @clemson.edu address. n
receive your new password by SMS.

You must set answers to at least three security questions to allow password reset. Answ not case sensitive.

Security Questions

ADD NEW SECURITY QUESTION

Alternate Email Address

We suggest you use an email account other than your @clemson.edu account.

Office of Human Resources 12/12/2015 Page 7 of 8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 2 (Security)
Choose a Question from the drop-down menu.
Enter your answer.

Security Question Click SAVE to retain your changes.

QUESTION * [

ANSWER ™

SAVE CANCEL I

STEP 3 (Security)
Enter an email address other than your
Clemson email address.

Click SAVE to retain your changes.

Email Address

EMAIL ADDRESS *

SAVE CANCEL

ﬂ& mmy.Clemsan

h Ihttp;:,f,fmy‘demson.edu
e —
STEP 4

my.Clemson To log out, Click
the X icon to close

your browser.

€ ACADEMICS ] ] Manage your p
€ Academics @ Athletics information, update your |‘
[

"'$ ATHLETICS Blackboard courses, lab finder, and Tiger sports news, scores, and prwa?y 59“'”95' and manage
student services schedules security questions.

-~ ar

Office of Human Resources 12/12/2015 Page 8 of 8



Quick Reference:

Applying for a Staff Position CI;EM&QN

External A pp/ican LS (Internal Applicants skip to page 12.)

STEP 1
Navigate to the Clemson webpage by going to

http://www.clemson.edu/employment/ and clicking on
Employment Opportunltles

CLEMSO )

YL ELR LS

Employment and Benefits

172 SELF SERVICE

EMPLOYMENT
QOPPORTUNITIES

STEP 2

sz ucl Click on the External Applicant Job Board
CLEMSON

V ER S I TY RCH: H

DETERMINED SPIRIT

Human Resources

# Human Rescurces | Prospective Employees

Prospective Employees Apply to Clems

Current Employees

External Applicant Job Board &

Internal Applicant Job Board(Current Employees)
Permanent Labor Certifications

Online Application Tutorial

Application Status Reasons /-

Online Application Frequently Asked Questions
E-Verify Employee Frequently Asked Questions

Former Employees
HR Professionals

Benefits

Compensation

Sign In | New User
gistering only takes a minute. Your onling account allows you to Lﬂsume apply for jobs

Filter b Keywords
ilter by |
_ _ Search | | ResetSearch | | Save STEP 3 i
Recing et Click on the New User hyperlink to
Lehotsky 261 Forestry (16) Apply Without Selecting a Job (7 regISter
Administrative Services _(10)

Strade Tawer (9) 134 matches found. Only the first 100 results can be displayed.
Riggs Hall (3} Search Results First &' 1-250f100 '}/ Last

Office of Human Resources 1/8/2016 Page 1 of 23
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

STEP 4

You must sign in to continue.

Password.

If you are a registered applicant, sign in using
your User Name and Password.
Sign In If you are a first-time user, click the Register
Now hyperlink to create a User Name and

“User Nammie|

*Password

Signin
Donthave a User Mame or Password?

* Required Information

Return to Previous Page

R UTgOT OSET AT

Forgot Password

Register Now

Important Information: New users must complete the profile page, including acknowledging
the terms of service, then click Register. You will be returned to the Job Search Page.

STEP 5A

Search for jobs by scrolling through the job list
OR look for a particular job/area by filtering by
Recruiting Location, Department, Job Family, Job
Function, or the year the job was posted.

Development (4)
Mare...

Job Family

Ag & Environmental Scien..(11)
Elec. & Computer Enar. (8)

Pee Dee Resrch & Educatio.(8)
Biological Sciences (4)

103 matches found. Only the first 100 results can be displ Select the position title hyperlink to view

i Assistant Professor-Business Stafistics - 14508

A Assistant Professor- Genomics - 14496

M Assistant Professor- Finance (2 AVL) - 14501

Department: Finance | Job Family: Faculty | Location: Sirring Hall| Job Function: Faculty | Posted Date: 10/01/2015

M Clemson World Assistant Editor/Alumni Writer - 14492

Department: Office of Creative Services | Job Family: Staff| Location: Daniel Drive 114 | Job Function: Staff | Posted Date: 09/23/2013

Department: Management | Job Family: Facutty | Location: Sirrine Hall| Job Function: Facutty | Posted Date: 10/02/2015

Department: Biological Sciences | Job Family: Facutty | Location: Long 132 | Job Function: Facutty | Posted Date: 10/01/2015

Function: Staff| Posted Date: 10/22/2015

Recruiting Location
REC (15)
Lehotsky 261 Forestry (12) Apply Without Selecting a Job (7
Sirmine Hall (9) STEP 5B
Riggs Hall (7)
Fluor Daniel EIB (5) Search Results the position information.
More... H Student Services Mgr |- 14510 . . .
Department: Campus Recreation | Job Family: Staff | Location: 205 Fike Rec
Department

Important Information: Position information includes job duties as well as the education
and experience and the skills and competencies required for the position.

Office of Human Resources 1/8/2016
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Quick Reference: B ’
Applying for a Staff Position (JL;UEMOQQN

Important Information:
Prior to applying for a position, gather the following information:

Educational background

References

Employment background

An electronic PDF or Word version of any documents you would like to attach
(resume, cover letter, vitae, writing samples, etc.)

STEP 6
To apply to a single position, click the

4-H Extension Agent - Asst (Aiken and Edgefield Cound it i ; A
D Department: Aiken | Job Family: Unclassified | Location: 4 pOSItIOI’] title hyperlmétRhen click Apply'

b: 0302

[] “H Bxtension Agent-Asst (Dillon and Marlboro C To apply to multiple positions at one time,
Department: Dilon | Job Family: Unclassified | Logeffon: D) check the box beside each position you 08/2t
want to apply to then click Apply for

4-H BExtension Agent - Asst (Green d County) - 1440 Selected Jobs.
|:| Department: Greenwood | Job Ezeffily: Unclassified | Locat OR

Posted Date: 08/25/2015

To submit an application without selecting a
job, click Apply Without Selecting a Job.

Apply for Selected Jobs Refel

Apply Without Selecting a Job

Important Information: There are six steps in the staff application process. Your progress
is displayed at the top of each screen. If you save the application as a draft, you can exit and
return as needed.

(=] O 0 O O O

Start Resume Education and Work Experience Qualifications Other Review/Submit

| 4 Previous Mext b

Start - Step 1 of 6

Office of Human Resources 1/8/2016 Page 3 of 23



Quick Reference:

Applying for a Staff Position CI:%M,%SQN

Application Process

Start - Step 1 of 6
Applying for: Director of HR Systems

carefully and completely befare submitting

Agreements

Application Terms & Agreements

All statements made on this applig
statements on this or any other
eliminate me from further
lunderstand that, ife
for any reason, an

tus of your application.

We do business with the government; we must reach out to hire and
veterans. To help us measure how well we are doing, you may volunt; STEP 1
information from Self Service, Personal Information, and access the s

ATTENTION: PLEASE CAREFULLY READ THE FOLLOWING INFORMATI o
StafffAdministrative/Trades positions, you must complete this section aCkn0W|edgement bOX and CI ICk NeXt.
and education level. Keep in mind that a Resume does not take the pl
required to complete this portion. You can click next to proceed to the application. Be sure that you upload al
Thank you for your interest in Clemson University.

This job application allows you to attach a resume and has a number of sections, ranging fro
resume will complete many parts of the application, but it will not complete all fields. Itis
populated from a resume is accurate and complete The step-by-step process will i

Before you begin the application process, please read the agreement;
acknowledge that you acceptthe terms of these agreements. If y,

iy application materials or during an interview or discussion during the application process coljid

ed by Clemson University, the nature of my employment will be at will; meaning | can resign at any time a
mson University may terminate my employment at any time and for any reason.

your application, you will receive a confirmation email from Clemson University. We encourage you to log in regularly to

T'have read and agree to the above terms and agreements

Read the terms of service, check the

documents in the application.

preferences to worl
pplicants responsibility to
you through the application. Plea

xperience. Uploading a
sure all information
fill in all information

his page carefully. By selecting the agreements ch
0 not agree to these terms, select the Exit button

box below, you

and any accompanying resumedvita are true and correct. | understand that knowingly fal

Exit Save as Draft | | 4 Previous MNext b

Resume - Step 2 of 6
Applying for: Director of HR Systems

Please provide us with your resume using orf

Resume Options
Aftach Resume
Lise Existing Resume

Copy & Paste Resume

Please provide us with your cover letter.

Cover Letter

STEP 2 (Options for attaching your resume/cover letter)
Click Attach Resume then select the file you wish to upload.

OR
Click Use Existing Resume to use a resume you have previously
uploaded. Click the radio button of the resume you wish to use
when prompted to do so.

OR
Click Copy & Paste Resume to copy and paste a resume if your
resume is not a Word or PDF document. Copy and paste the
document into the textbox.

AND

Attach a cover letter by clicking Attach Cover Letter.

Click Next to go to the next step.

Attach Cover Letter

Provide us with your cover letter

Exit Save as Draft | 4 Previous

MNext

3

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

entire application process.

Important Information: Entering your education and work experience is required to be
considered for Clemson University positions. Providing a resume alone is insufficient. Even if you
attach a resume, you must complete all sections of the application. Please be sure to follow the

(=

Start Resume

Education and Work Experience - Step 3 of 6
Applying for. Director of HR Systems

Work Experience

Add Work Experience

Education Degree

Volunteer ServjfFe

Add Vi@unteer Senvice

Education and Work Experience

You have not added any work experience to your application.

You have not added®8ny education degree to your application.

You have not agided any volunteer semvice to your application.

STEP 3A

Click Add Work Experience to enter
your relevant work history in
chronological order beginning with
your most recent employer.

Exit Save asDraft | | |4 Previous Mext B

Add Work Experiehce

*Start Date
*Employer
*Ending Job Title
Supervisor
Supervisor Email
Supervisor Phone
OK to contact?

Description

&

Country United States
Address 1
Address 2
Address 3

* Reguired Inform

Save Save and Add Another

End Date

Cancel

STEP 3B
Enter requested information, and, if
your work experience is complete,
click Save to return to the main
Education and Work Experience page
to add your education information.
OR
Click “Save and Add Another” to add
additional work experience. Click
“Save and Add Another” for each
work experience you want to add.

Office of Human Resources

1/8/2016
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

=1 B Il
=
Start Resume Education and Work Experif|

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

STEP 3C

Click Add Education Degree to enter
your educational background in
chronological order beginning with
your most recent school/degree.

Work Experience

Add Work Experience

Education Degree

Add Education

Volunteer Service

Add Volunifler Senvice

‘You have not added any work experience to your application

You have not added any education degree to your application.

You have not addedfiny volunteer senvice to your application.

Exi

t Save asDraft | | |4 Previous Mext B

Add Education Degree

Area of Study (Major)

Save and Add Another

*Effective Date [09/16/2015 |[5]

*Education Degree

haracters remaining

STEP 3D
Enter requested information.
Click “Save and Add Another” if you
have additional educational
information you wish to add.

OR
If your educational experience is
complete, click Save to return to the
main Education and Work Experience
page to add volunteer service
information.

Cancel

Office of Human Resources

1/8/2016
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Quick Reference:
Applying for a Staff Position CI:%M,%SQN

STEP 3E

Click Add Volunteer Service to enter
your volunteer service activities in =
chronological order beginning with
your most recent activity.

= =] =]

Start Resume Education and Work Experi

b

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience
You have not added any work experience to your applicatighn.

Add Work Experience

Education Degree

You have not added any education degree togur application.

Add Education Degree
Volunteer Service

You have not added any volunte

Add Volunteer Sernvice
' Exit Save as Draft | 4 Previous Mext b

STEP 3F
Add Volunteer Service Enter requested information.

~Effective Date [0a/16/2015 |5 | Click “Save and Add Another” if you
have additional volunteer service
activities you want to add.

OR

If your volunteer service is complete,
click Save to continue to the next step
in the application process.

rvice to your application.

*Volunteer Service

Organization

M'IT'I'IT'I o

&

54 characters remaining

* Reguired Infor
Save Save and Add Another Cancel

Office of Human Resources 1/8/2016 Page 7 of 23



Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

include it in your application. Instructions are below.

Important Information: If a license or certification is required for the position, be sure to

Resume Education and Work Experiencel

Qualifications - Step 4 of 6
Applying for: Director of HR Systems

Licenses

¥ou have not added any licenses to your application

Add Licenses

Certifications

You have not added any certifications to your application.

STEP 4
Click on the appropriate button to >
Add Licenses, Add Certifications, Add
Language Skills or Add Job Related
Skills.

Click Next when finished to continue.

Add Certifications
Language Skills
¥ou have not added any language skills to your application
Add Language Skills
Job Related Skills
You have not added any job related skills to your application.

Add Job Related Skills

Exit Save as Draft | | |4 Previous MNext b

Important Information: Add at least three references who are familiar with your work.
References should include at least two managers or supervisors.

|

Start Resume Education and Work Experience

Other: References - Step 5 of 6
Applying for. Director of HR. Systems

References (Required)

You must enter information i

Add Reference

References | Questionn

STEP 5A

Click Add Reference to provide a

reference’s name, title and contact
information.

Click Add Reference again to add
additional references.

Click Next to continue.

Qu

Exit Save as Draft | 4 Previous Next

4

Office of Human Resources 1/8/2016
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

STEP 5B

Other:

Applying for: Student Services Mgr |

Questionnaire - Step 5 of 6 Complete the Application

Application Questionnaire (Required) Questionnaire by Se|ecting the “Yes”

1. Do you hawe a bachelor's degree and experience in stu

© ves or “No” radio button or entering
. comments for each question.
Click Next to continue.

2. Are you legally authorized to work in the United S

2 Are you noww, or Bave been employed by the St

4. Hawe you entered all of your applicable or related work experience in the employment section of the application?
Resumes may be attached, but only employment data entered into the application will be considered for screening
purposes.
) ves
@ Mo
5. Do you hawe any relatives employed with the State of South Carolina®
T ves
= Mo
5. Are you at least 18 years of age?
) ves
@ Mo

Open Ended Questions (Required)

7. Hawe you ever been terminated or forced to resign from any job? If yes, please explain. If no, type "No"

w
Woed Count Total Words O

2. Hawe you ever been convicted of any unlawful offense, other than a minor traffic wiclation? If yes, please explain. If no,

please type "Ho™ in the box below.

&

Wiord Count Total Words O

STEP 6 At this point in the application process you will be given the opportunity to voluntarily
share information regarding disability, veteran status and diversity status. Provision of this
information is voluntary. The information is used to assist Clemson University in complying with
federal and state requirements, including Equal Employment Opportunity record keeping.

STEP 7

References

Reference

Greg Calron

Click the editicon 7 to review
and/or edit your application. Employer

the application process.

Edit

Click Submit Application to complete 4> y

Exit Save as Draft | 4 Previous

Submit Application

Office of Human Resources 1/8/2016 Page 9 of 23




Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

Important Information: Once the application has been successfully submitted, you will be
taken to a confirmation page. If you want to view or apply for additional jobs, click the Return
to Job Search hyperlink at the bottom of the Confirmation page.

Application Confirmation

Q? Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For

Job Title Job ID Location Job Posting Date Application Date

Administrative Service - .
Director of HR Systems 100013 'él‘lf;'“'Strat"“ EVICES  o/01/2015 0911612015

Your application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish

eed

to view the status ofthis job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted Application
My Activities Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Info e
Y : ’ ? : Access your My Activities page
uspiayd DY logging into
On the My Activities page, click the job title to view your | — http.lflwwg.c:gri?son.edu/emplo
submitted application or click the Withdraw button to e ] yEme—T ag CC')C ing on v
X X 302008 225PM  06/16/2
remove your application. A A O
ISR S 2 v e ETE b=l WRI30/2010 6:24PM  0B/30/20 ACtI_V_ItleS_ IS locate_d In the My
R : Notifications section.
Training Manager, Office of Human Resources 12770 Eﬁgg'msmt'“ Senices g b mitied 09M8/2013 5:02PM 0918720
Directar of HR. Systems 100013 ';ﬁj";i”‘smm SEMEES o mitied 0962015 11:00AM  09/16/2015 11:00AM Withdraw
Multiple Job Application Multiple - Mot Submitted 09M6/2015 11:19AM Withdraw
Save Search Job Search | My Notifications | My Activities | My Fave) TIP

You can request that new
Selectthe checkbox and enter an email address if you want the search results for this saved | posrﬂons matchlng Specrﬂc JOb
My Saved Search t|t|es be ema"ed tO yOU When

they are posted.
“ame ty search [ — I
= _ - Enter a job title in the Name My
Notify me when new jobs meet my criteria

*Email Address Search f|6|d .
Check “Notify me when new jobs
Save Search meet my criteria.”
* Required Information Enter your email address.
Return to Previous Page Job Search | My Motifications | My Activities | My Faval CIICk Save SearCh'

Office of Human Resources 1/8/2016 Page 10 of 23


http://www.clemson.edu/employment/
http://www.clemson.edu/employment/

Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

inate against any person or group on the basis of age, color, disability, gender, pregnancy,
r genetic information. Clemson University is building a culturally diverse faculty and staff
ages applications from minorities and women.

JEANNE CLERY ACT:

The Jeanne Clery Disclosure Actr
surrounding areas. As a current or
information regarding our Employme

ires institution= of higher education to disclose campus security information including crime statistics for the campus and
spective Clemson University emplayee, you have a right to obtain a copy of this information for this institution. For more
Campus Safety and Benefits, please visitthe Human Resources - Prospective Employees web page shown below:

hitp:iiwww.clemson.edu/caoihumanres rces/prospective/

Apply | | Email to Friend | | Refer a Friend |

Return to Previous Page Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 11 of 23



Quick Reference:

Applying for a Staff Position

Internal Applicants

CLEMSON

HUMAN RESOURCES

| # Employment : Clemson Un.., % T -
; A,

& www.clemson.edu/emplayment/

STEP 1
Navigate to the Clemson webpage by going to
http://www.clemson.edu/employment/ and clicking on

Employment Opportunities.

Employment and Benefits

HU SELF SERVICE

EMPLOYMENT
OPPORTUNITIES

CLEMSON

V ER S I T Y
DETERMINED SPIRIT

Q A-Z Index @ Calendar

STEP 2
Click the Internal Applicant Job
Board (Current Employees) hyperlink.

Human Resources

ﬁ Human Resources Prospective Employses

Prospective Employees
Current Employees
Former Employees

HR Professionals

Benefits

Compensation

Apply to Clemson

External Applicant Job Board &

Internal Applicant Job Board({Current Employees)
Permanent Labar Certifications

Online Application Tutorial J-

Application Status Reasons /A~

Online Application Freguent
E-Verify Employee Frequen

STEP 3

Log In to PeopleSoft using your
Clemson user ID and password.

OR
PEOPLESO|

CUBS PeopleSoft HR will be unavay
6 p.m. Wednesday, December 9, 2015, to 8 g
You will be notified by email when
The CUBS PeopleSoft HR site will be affid
The upgrade 1s projected to last five days. dunng 4

Click Sign In.

c from
(B ccmber 15, 2015.
Wstem is back up.
going a system upgrade.
e CUBS HR system will be unavailable.
ible to users on a view-only basis.

Select a Language:

Tz | Enalish Espafiol
Password: Dansk Deutsch
Francais Francais du Canada
m ltaliano Magvar
Office of Human Resources 1/8/2016 Page 12 of 23
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

\ Main Menu =
Search Menu; STEP 4
@ Navigate to Main Menu > Self
e - .-y .
[ companyDirectory Service > Recruiting > Careers to
[ mManager Dasnboard i i+
. : search for available positions.
Talent Summary
Org Charl Viewer T
Self Service 0 mime Reporting
Ca  Manager Self Senice 3 Personal information
3 Recruiting £ Payroll and Compensation
3 Worklorce Administratid = Benefits
£ Benefs 3 Stock Activity
3 cCompensation 5 Leave Transfer /& esis
£33 Stock \ 3 Leaming and Develo
£3  Time andLabor N Performance Manage
3 Payrall for North Ameri [Recriiting poxs Cansers
3 Glonal Payroll & apsen| —  Career Planning . Chock ana Snhc
&3 Payroll interdace ] Install Mobile Applicatig | Confirm Refamral
£ workforce Developrman ] Revew Transactions | | - Routing Response
3  Organizational Deveiog ) Manage Delegation | Interview Evaluations
&3 aAdminister Training ] wWorkflow User Prefere | Interdew Calandar
£ woridorce Monitoring : ) Interview Team Schedule
B Pansion ] Evaluate Open Ended Questions
E3 SetUpHCM v
3 Enterprise Components .
C3  wWorkiist v

STEP 5A

Search for jobs by scrolling through the job list
OR look for a particular job/area by filtering by
Recruiting Location, Department, Job Family, Job

Function, or the year the job was posted.

Select the position title hyperlink to view
the position information.

Elec. & Computer Engr. (8)
Pee Dee Resrch & Educatio. ()
Biological Sciences (4)

il Agsistant Professor - Genomics - 14496

Department: Biological Sciences | Job Family: Facutty | Location: Long 132 | Job Function: Faculty | Posted Date: 10/01/2015

Development (4) B Assistant Professor- Finance (2 AVL) - 14501
" Department: Finance | Job Family: Faculty | Location: Sirring Hall| Job Function: Facutty | Posted Date: 10/01/2015
ore...
A Clemsan World Assistant Editor/Alumni Writer - 14492
Job Family Department: Office of Creative Services | Job Family: 5taff | Location: Danigl Drive 114 | Job Function: Staff| Posted Date: 09/28/2015

»staff| Posted Date: 10/22/2015

RO

Lenotsky 261 Forestry (12) Apply Without Selecting a Job (2

Sirmine Hall (9) _ STEP 5B

Rigas Hall (7) 103 matches found. Onlythe first 100 results can be displa

Fluor Daniel £18 (5) Search Results

Mare... b Student Services Morl - 14510

Department: Campus Recreation | Job Family: Staff| Location: 205 Fike Rec Center | Jol

Department A Assistant Professor-Business Statistics - 14508

Ag & Environmental Scien..(11) Department: Management | Job Family: Faculty | Location?

ing Hall| Job Function: Faculty | Posted Date: 10/02/2015

Important Information: Position information includes job duties as well as the education
and experience and the skills and competencies required for the position.

Office of Human Resources 1/8/2016
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Quick Reference:

Applying for a Staff Position (JI;U]}AMRQN

Important Information:

Educational Background
References
Employment Background

Prior to applying for the position, gather the following information:

An electronic PDF or Word version of any document you wish to attach
(resume, cover letter, vitae, writing samples etc.)

STEP 6

A 4-H Extension Agent - Asst (Aiken and Edgefield Counties) -

A 4-H Extension Agent - Asst (Dillon and Marlboro Counties) -
Department: Dilen | Job Family: Unclazsified | Location: Dillon E

4-H Extension Agent - Asst (Greenwood County) - 14401
|:| Department: Greenwood | Job Family: Unclazssified | Location:
Posted Date: 08/25/2015

To apply to a single position, click the
position title hyperlink then click Apply.

Department: Aiken | Job Family: Unclassified | Location: Aiken § OR

To apply to multiple jobs at the same time,
check the box beside each position to which
you wish to apply then click Apply for
Selected Jobs.

OR
To submit an application without selecting a

Apply for Selected Jobs Refera FrI

position, click Apply Without Selecting a Job
at the bottom of the page.

Apply Without Selecting a Job (2

Important Information: There are six steps in the staff application process. Your progress
is displayed at the top of each screen. You can exit the application at any time.

&

Start Resume Education and Work Experience

Start - Step 1 of 6

Qualifications Other Review/Submit

') 114 Previous Mext b

Office of Human Resources 1/8/2016
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Quick Reference:

Applying for a Staff Position CI:%M,%SQN

Application Process

Start - Step 1 of 6
Applying for: Director of HR Systems

Thank you for your interest in Clemson University.

carefully and completely before submitting.

Before you begin the application process, please

Agreements

Application Terms & Agreements

All statements made on this applj
statements on this or any oth
eliminate me from further

We do business with the government; we must reach out to hire and
veterans. To help us measure how well we are doing, you may volunt; STEP 1
information from Self Service, Personal Information, and access the s

ATTENTION: PLEASE CAREFULLY READ THE FOLLOWING INFORMATI

StafAdministrativerTrades positions, vou must compiet= i section | ACKNOWIledgement box and click Next.

and education level. Keep in mind that a Resume does not take the pl
required to complete this portion. You can click next to proceed to the application. Be sure that you uploa

This job application allows you to attach a resume and has a number of sections, ranging fiy
resume will complete many parts of the application, but it will not complete all fields. It
populated from a resume is accurate and complete. The step-by-step process wi

acknowledge that you acceptthe terms of these agreements. |

n and any accompanying resumedvita are true and correct. | understand that knowingly

|1 have read and agree to the above terms and agreements

Read the terms of service, check the

ired documents in the application

10b preferences to
& applicants responsibili
de you through the application. P

rk experience. Uploading a
ensure all information
se fillin all information

readthe agreeme n this page carefully. By selecting the agreements
do not agree to these terms, select the Exit button.

eckbox below, you

Exit Save as Draft | 4 Previous Nex“l L3

Resume - Step 2 of 6
Applying for: Director of HR Systems

Please provide us with your resume using or

Resume Options
Aftach Resume
Use Existing Resume

Copy & Paste Resume

Please provide us with your cover letter.

STEP 2 (options for attaching your resume/cover letter)
Click Attach Resume and select the file you wish to upload.

OR
Click Use Existing Resume to use a resume you previously uploaded.
Click the radio button of the resume you wish to use when
prompted to do so.

OR
Click Copy & Paste Resume to copy and paste a resume that is not a
Word or PDF document. Copy and paste the document into the
textbox.

AND
Attach a cover letter by clicking Attach Cover Letter.

Click Next to move to the next step.

Cover Letter

Attach Cover Letter

Provide us with your cover letter

Exit Save as Draft | 4 Previous Mext

3

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

Important Information: In order to be considered for a position at Clemson University, you
are required to enter your education and work experience in the provided sections of the
application. Attaching a resume without completing all sections of the application is
insufficient. Please be sure to follow the entire application process.

=! ! =]

Start Resume

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience

‘You have not added any waork exper] 0 your application.

Add Work Experience

‘You hajle not added any volunteer senvice to your application.

Add Volunteer Service

Education and Work Exp:

STEP 3A

Click Add Work Experience to enter
your relevant work history in
chronological order beginning with
your most recent employer.

Exit

Save as Draft |( Previous Mext b

Add Work Experience

*5Start Date =4
*Employer
*Ending Job Title
Supervisor
Supervisor Email
Supervisor Phone
OK to contact?

Description

&

Country United States
Address 1
Address 2
Address 3

City
State
Postal
County

* Reguired Informati

Save Save and Add An er

End Date

Cancel

STEP 3B
Enter all requested information for
the work experience being described.

To add additional work experience,
click “Save and Add Another.” Click
“Save and Add Another” for each
work experience you want to add.

When you've entered all of your
relevant work experience, click Save
to return to the main Education and
Work Experience page to add your
education information.

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

[

Education and Work Experil

Start

Resume

Education and Work Experience - Step 3 of 6
Applying for. Director of HR Systems

Work Experience

STEP 3C

Click Add Education Degree to enter
your educational background in
chronological order beginning with
your most recent school/degree.

You have not added any work experience to your app

Add Work Experience

Education Degree

‘You have not added any educatiogda@fes to your application
Add Education Degree

Volunteer 5

You have not glded any volunteer senvice to your application.

Add @lunteer Service

/

Exit Save as Draft |l Previous Mext b

Add Education Degree

*Effective Date [19/16/2015 |[5]
*Education Degree

Area of Study (Major)
GPA

[ Graduated

School Name

* Required Information

Save Save and Add Another

aracters remaining

STEP 3D
Enter the requested information.

To add additional educational
information, click “Save and Add
Another.”

When you've entered all of your
education degrees, click Save to
return to the main Education and
Work Experience page to add
volunteer service information.

Cancel

Office of Human Resources 1/8/2016
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

= = (=]

Start Resume Education and Work Experi

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience
You have not added any work experience to your application.

Add Work Experience

Education Degree

You have not added any education degree to your application.
Add Education Degree

Volunteer Service

You have not added any volunteer service to your application.

Add Volunteer Service

STEP 3E

Click Add Volunteer Service to enter
your volunteer service activities in
chronological order beginning with
your most recent activity.

Exit Save as Draft |< Previous Mext

STEP 3F

Add Volunteer Service

*Effective Date |09/16/2015 |[5H]

*Wolunteer Service

Organization

254 chara

Years of Involv

* Required Informatj

Save Save and Add Another

254 characters ren

Enter requested information.

To enter additional volunteer service,
click “Save and Add Another.”

When you've entered all of your
volunteer service, click Save. (Clicking
Save will return you to the Education
and Work Experience page.)

Click Next to continue the application
process.

Cancel

1/8/2016

Page 18 of 23



Quick Reference: B
Applying for a Staff Position CLEMSON

HUMAN RESOURCES

Important Information: If a license or certification is required for the position, be sure to
add it using the instructions below.

Start Resume Education and Work Experiencel STEP 4

Click on the appropriate button to
Add Licenses, Add Certifications, Add
Language Skills or Add Job Related
Skills.

Click Next when finished to continue.

—_

Qualifications - Step 4 of 6
Applying for: Director of HR Systems

Licenses

¥ou have not added any licenses to your apgli

Add Licenses

Certifications
You have not added any certifications to your application.
Add Certifications

Language Skills

¥ou have not added any language skills to your application
Add Language Skills

Job Related Skills

You have not added any job related skills to your application.

Add Job Related Skills

Exit Save as Draft | | |4 Previous MNext b

Important Information: Add at least three references who are familiar with your work and
answer several employment related questions. References should include at least two
managers or supervisors.

Office of Human Resources 1/8/2016 Page 19 of 23



Quick Reference: ~
Applying for a Staff Position LLEMMSON

STEP 5A
™ U l Click Add Reference to provide a
Start Resume Education and Wark Experience au reference’s name, title and contact
information.

Ref | Questi . .
serenees L ST Click Add Reference again to add an

additional reference.

Other: References - Step 5 of 6 Click Next to continue

Applying for: Director of HR Systems

References (Required)

You must enter information in this sectio

Add Reference
Exit Save as Draft | 4 Previous Next #
Other: Questionnaire - Step 5 of 6 STEP SB

Abpiication Guestonnaie (Reauiod) Complete the Application
e por  paeheters deares andempenenes i maent =2 Questionnaire by selecting the “Yes”
or “No” radio button or entering

2. Are you legally authorized to work in the United States?

. comments for each question.
3. Are you now, or hawve you ewver been employed by the State of Click NeXt to Contlnue
) ves
= Mo
4 Hawe you entered all of your applicable or related work experience in the employment section of the application?

Resumes may be attached, but only employment data entered into the application will be considered for screening
purposes.
) ves
) Mo
5. Do you hawe any relatives employed with the State of Scuth Carclina?
D res
) Mo
6. Are you at least 18 years of age?
) ves
= Mo

Open Ended Questions (Required)

7. Hawve you ever been terminated or forced to resign from any job? If yes, please ex plain. If no, type “MNo™

@

Word Count Total Words O

8. Hawe you ever been convicted of any unlawful offense, other than a minor traffic viclation? If yes, please explain. If no,
please type “No™ in the box below.

Word Count Total Words O

Important Information: At this point in the application process you will be given the
opportunity to voluntarily share information regarding disability, veteran status and diversity
status. Provision of this information is voluntary; it assists Clemson University in complying
with federal and state requirements, including Equal Employment Opportunity record keeping.

Office of Human Resources 1/8/2016 Page 20 of 23



Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

STEP 7
Jisls sz Click the editicon ¢ to review
Aeference and/or edit your application. L it
Sreq Calron Click Su_bm_lt Application to complete .
the application process.

Exit Save as Draft | 4 Previous Submit Application

Important Information: Once your application has been successfully submitted, you will be
taken to a confirmation page. If you wish to view or apply for additional jobs, click the Return
to Job Search hyperlink at the bottom of the Application Confirmation page.

Application Confirmation

Qf Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For
Job Title Job ID

Location Job Posting Date Application Date
Director of HR Systems 100013 ';ldd";'“'s"a“'”'e Senices  hoig1i015 091612015

Your application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish
to view the status ofthis job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted Application

Office of Human Resources 1/8/2016 Page 21 of 23




Quick Reference: |
Applying for a Staff Position CLEMSON

HUMAN RESOURCES

My Activities Job Search | My Noificatons | My Activiies | Iy Favorite Jobs | My Saved Searches | iy Com=ctinf - ACCESS your My Activities page
7 by logging into
"1 http://www.clemson.edu/emplo
On the My Activities page click the job title to view your p— wesd  Yment/ and clicking on

submltted_ ap_pllcatlon. Click the Withdraw button to remove T EmP'_O)/m‘?"t Opport.unities_ My
your application. Activities is located in the My
. 302010 6:24PM  08/30/201 Notlflcatlons Sectlon

Administrative Services

Training Manager, Office of Human Resources 12770 Bl Submitted 09M8/2013 5:02PM  09/18/201

Director of HR Systems 100013 g?:;'”‘smtwe SeMES 5 bmitieq 09MB/2015 11:00AH 0911612015 11:00AM \ Witharaw |

Multiple Job Application Multiple - Mot Submitted 09M6/2015 11:19AM \ Withdraw |
Save Search Job Search | My Notifications | My Activities | My Favarite Jobs |

Selectthe checkbox and enter an email address if you want the search results for this saved search to be

My Saved Search

Notify me when new jobs meet my criteria

*Email Address | |

| Save Search
* Required Information

Return to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 22 of 23
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Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

ny person or group on the basis of age, color, disability, gender, pregnancy,

ation. Clemson University is building a culturally diverse faculty and staff
5 from minorities and women.

JEANNE CLERY ACT:

The Jeanne Clery Disclosure Act requires institutions of higher education to disclose campus security information including crime statistics for the campus and
surrounding areas. As a current or prospective Clemson University employee, you have a right to obtain a copy of this information for this institution. For more
information regarding our Employment, Campus Safety and Benefits, please visit the Human Resources - Prospective Employees web page shown below:

http:ifwww.clemson.edt

UMmanresources/pr

pective/

Apply | Email to Friend | | ReferaFriend |

Return to Previous Page

Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 23 of 23



Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

Personalizing Home Page

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

ORACL

Select a Language

W Enable Accesgilility Mode

Copyright © 2000, 2014, Oracle andfor its affiliates. All rights reserved

Important Information: When you log into the new PeopleSoft, the home page is blank. You
can personalize your home page with pagelets (viewable subsections of your homepage) that lead
you to locations you use often. You also have the option to set up favorites. You can use one or
both of these features, or you can leave the home page blank and navigate via the Main Menu link.

Fle Edt View Favontes Tools Help STEP 2 (?Ontent)
e T Personalize your _horpe
page content by clicking
. Content. ot AddfoFavortes  Sign out
ORACLE

Personalize Content | Layout

Office of Human Resources 12/12/2015 Page 1of 6



Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

STEP 3 (Content)

Enter a welcome message, which
will display on your home page. .
Click SAVE. New Window | i)

Personalize Home Page

e

Personalize Content

Tab Name My Fage

Welcome Message

Welcome Message
Displays on Home Page

Favorites = ; Main Menu =

~ Good moming! Have a GREAT day
ORACLE

STEP 4 (Content)
Check the pagelets you
want to display on your

HCM Portal Pack PeopleSoft Applications iting Solutions home page_
[] Employee Leave Summary [0 ™enu [ Quick Links cli
: ' ick SAVE.
[0 Manager Leave Summary O R My Alerts
——
- Cl iy i

Recruiting Solutions {Classic) = Classic L my ngs
i My Job Openings (Classic [0 Top Menu Features Description My Applicant Lists
K Search Job Openings (Classic) [J My Reports [] Today's Interviews
[] Search Applications (Classic) ] Main Men —I Time to Fil
[] Recent Job Openings (Classic) :_—_l Browse Job Openings
O Quick Search (Classic)

Save Cancel
=] Notify W

Important Information: To avoid confusion on your home page, we recommend
choosing only the pagelets that are applicable to you.

Office of Human Resources 12/12/2015 Page 2 of 6



Quick Reference:

Personalizing Home Page

CLEMSON

HUMAN RESOURCES

And Setting Up Favorites

Personalize Home Page

STEP 5 (Layout)
Click Personalize Layout to edit the
look of your home page.

Parsonalize Conbent

Tab Hame My Page
Wil ome Mesiage
Choose Pagelets: Simpdy check e ilems that you want 1o 8

Hemember o chck “Save™ when don

Ammange Pagelets: Go o Personalize Layoul

e Windoe

Al on your homepage

Personalize Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ' 2 columns @ 3 columns

to remove the selected pagelet from your portal home page. Remembe

Add Pagelets: Goto Personalize Content

# = Required - fixed position pagelet

* = Required - moveable pagelst

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”

STEP 6 (Layout)

Choose the basic layout you desire.

Use arrows to place pagelets in the
column and in the order you prefer.
Delete unwanted pagelets by clicking the
Delete Pagelet button.

-

rto click "Save”when done.

Left Column: Center Column: Right Column: ¢

Menu - Search Applications (Classic) = My Job Openings (Classic) -

My Alerts Search Job Openings (Classic) (&

MMain Menu My Job Openings @ E)

x]
Delete Pagelet
STEP 7 (Layout)
Click SAVE to retain your
personalized layout.
Office of Human Resources 12/12/2015 Page 3 of 6



Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

Setting up Favorites

Main Menu ~ PeopleSoft automatically saves
five most recently-used pages
you’'ve accessed in Favorites.

Recently Used -
ﬁ Modify a Person

51 JobData

G Search Job Openings

G Browse Job Openings

G Recruiting Home

Favorites » MainMenu~ > Workforce Administration = »  Personal Information » > Biographical » > Driver's License Data

Home  Workiist __ AddtoFawortes | Sign out

ORACLE

hew Window

Driver's License Data

STEP 1 (Favorites)

Navigate to the page you want
to save in Favorites.

Click Add to Favorites.

Enter any infarmation you have and click Search. Leave fie

Find an Existing Value

Search Criteria

EmplID begins with + |
Mame begins wih «
LastName beginswith «
Second Name begins wih «
Alternate Character Name begins with «
Widdle Name begins with «

National 1D beqins with

[ case Sensitive

2|
Search Clear | BasicSearch 2 Save Search Criteria

Office of Human Resources 12/12/2015 Page 4 of 6
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Personalizing Home Page
And Setting Up Favorites

CLEMSON

HUMAN RESOURCES

Add to Favorites

Please Enter a Lini

*Description

STEP 2 (Favorites)
Click OK to save the page
in Favorites.

rvers License Data 1

O Cancel

Description for this Favorite

=

Confirmation

message will show

The favorite has been saved.

| Main Menu -

Recently Used

STEP 3 (Favorites)
Click Edit Favorites to
make changes to your list
of favorites.

Weteran Status

Job Data

CU PaySheet Report
Add a Person

Add Contingent Worker |
My Favorites

Efl Add to Favorites
Efl Edit Favorites
Absence History Report

) [ [ [ [

Add Employment Instance

Add a Person

[ (I () () (O

Add Contingent Waorker Instance

Office of Human Resources

12/12/2015
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Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

STEP 4 (Favorites)
Enter the Sequence number
to change the order in which

Edit Favorites your favorites appear.

Click the Save button after editing or deleting favaorites.

Personalize | Find | Y | E Firgt ‘4 1-42 of42 '}

________ | Favorites .

I sequence num, S€lect the minus button
i to delete a favorite.

Absence History Repaort '

Click SAVE after editing or

deleting favorites to retain [lZN°® 0
changes. =
Base Mavigation Page 0

Office of Human Resources 12/12/2015 Page 6 of 6



Frequently Asked Questions (FAQs) for CLEMSON

General Users HUMAN RESOURCES

General Questions

Why is the University upgrading to PeopleSoft 9.2 and adopting a new hiring
system called Tiger Talent?

The University is upgrading both its hiring process and CUBS-HR to better align with the
University’s strategic 2020 goals.

CUBS-HR is being upgraded to the most current version of PeopleSoft so the University will
be able to provide the following:

e Advanced information security

e Additional functionality, including paycheck modeling, employee profiles and a
user-friendly experience for applicants

e Advanced support for continuous improvement efforts, including system updates to
critical areas such as payroll taxes

e A reduction of downtime for servicing the system

Hiring process changes were in response to the needs of hiring managers and OHR
liaisons. Prior to the upgrade, the hiring process was not well-defined, lacked visibility and
was overly drawn out. Tiger Talent addresses these concerns. During the pilot phase of
Tiger Talent, pilot groups realized a 75.5 percent reduction in lead times for requests to hire
and a 71.4 percent increase in requests to hire processed without any interruptions in the
process.

What self-service links might I need after the upgrade to PeopleSoft 9.27?
Links for After the Upgrade:

Direct Deposit

W-4

M

View Paycheck

Are there new features that will allow me to make changes to my benefits through
CcuBSs?

After the upgrade, changes to your benefits (including plan or level changes, adding or
removing dependents, updating contributions, etc.) will be processed through a Clemson
University benefits counselor. You can set up a phone or face-to-face counseling session
with a benefits counselor on line. To do so, click HERE, click Benefits Inquiries and
Changes, and follow the online prompts to make your appointment.

Will I still be able to use the Employee Self Service feature to change my W-4
(paycheck tax information) or make changes to my direct deposit information?

Yes, except during the transition, the system will be down for a brief period, and you will
have view only access to Self Service. You will be unable to make changes to your W-4 or

The Office of Human Resources, revised 12/7/2015 Page 1 0f 2
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Frequently Asked Questions (FAQs) for CLEMSON

General Users HUMAN RESOURCES

direct deposit information. The system is scheduled to be down from December 10™ through
December 14™. If you need to make a change for the December 315t payday, you will need
to enter your change by Tuesday, December 8, 2015.

Will I still be able to view my paystub, W-2 and other self-service information on
line?

Yes. While PeopleSoft is down during the upgrading process, you will be directed to a view
only module where you can access your paystubs. Once the upgrade is complete, users will
notice a slight difference in appearance when accessing the employee Self Service feature,
but basic functionality will remain unchanged.

How do | use the paycheck modeling feature in PeopleSoft 9.27

Click HERE to gain access to a quick video that provides information on how you can use the
paycheck modeling feature to research how tax and benefits changes would impact your
paycheck. Also, be sure to review the quick reference guide, Paycheck Modeler. The
University will provide an online presentation at a later date.

Will I be able to view my position description in PeopleSoft?

Please see your HR partner for a copy of the position description. PeopleSoft does not
provide for viewing position descriptions.

The Office of Human Resources, revised 12/7/2015 Page 2 of 2
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CLEMSON

HUMAM RESOURCES

Resources

Policies and Procedures:
Clemson University Policies and Procedures Manual

Related Forms:
HR Professionals Webpage

Systems:
PeopleSoft/CUBS

Please send requests for additional information to Ask-HR.



http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://www.clemson.edu/employment/professionals/index.html
http://www.clemson.edu/cubs
http://www.clemson.edu/employment/contact_hr/
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