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

https://hcm.peralta.edu

2. Enter User ID and Password
(typically the same as network login ID, first initial of first name followed by full last name)

< C & httpsy//hoem.peralta.edu »
B YouTube E¥ Maps ¥ Home | Peralta Coll. & Peralta HR/SA 9.0 N. & Cracle PSOFT 9.2 U..

BERKELEY
cITY (‘OLLEGE

Peralta Human Capital Management (HCM) System
User ID
FNAMEINITIAL+LASTNAME

Password

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

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

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

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

{ Employee Seif Serice

Paychecks W-2W-2c Forms
Pay Date
Net Pay wz
Toes
L]

2019'W-2 Form avalabe

4.2 List of paychecks will appear as shown below.

1223200

1302020

117302020

107302020

09302020

Company

Peralis Communty Coliege Det

Perata Commundy Coliege Det

Perats Communty College Dist

Peralta Communty Coliege Dist

Perats Communty College Dist

Pay Begin Date / Pay End Date Net Pay
120012020
12312020
10172020
17302020
1012020
11302020
10012020
10312020
000172020
NG00

4314

Bt

341930

339930

Page 2|6




Check Date Company Pay Begin Date / Pay End Date Paycheck Number
120012020
Peraka Commund Dist U1
— e e h
Perata Community College Dist i UG
11302020 Colege VA )
Perata Dist oo uan
11302020 Communty Colege 300 )
Peraia Communi College Dist i 190
yoxm ’ 1031202 4
09012020
i Peratz Con Dist 330930
09302020 Commundy Colege 0302020 ’
4.4 PDF copy of your paycheck will appear as shown below.
Peralta { ommunity College Disg Pay Growp. ROL-Regubar Classsfrd Busmscss Lmt o
333 East Kth Street Pay Bogwn Dute 12012020 Advice #: DOORBONN 3 4. | PO
Oudland CA PS4t Pay End Dute- 1273172000 Adrvvce Date 12232020
E::.:::.'.:. ";‘.f'...‘: ;2.:".-‘:;

[T )

EMPLOVER PAID BESERITS
Lsereal
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4.5 To view Self Service W-2 PDF, click W-2/W-2C Forms tile as shown below.

Paychecks

W-2W-2c Forms

Pylde 0120021 <
: |

. g W2 |
‘- —

2019 W. For avalabee

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

View W-2W-2c Forms
fiew W-2W-2¢ Forms
ar 201 v
Yeralta Community College Dist
Tax Form Issue Date Year End Form Fiing Instructions
: wn  EEp :
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Last Pay Date 12/23/2020

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

Updated 04262018

Upcated 01242019

1 Contact

LG
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Last Pay Date 12/23/2020

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

( Employee Self Senvice Benefit Details n U

Benefits Summary

¢ +
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