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Signing In to PeopleSoft

Logging on to PeopleSoft you will need to have a User Id and Password.
1. Your User ID is a Capital “Y” plus your 7 digit employee number (e.g. Y1234567)

2. Enter your password — If you do not know your password please call (562) 938- 4924 for help or go to
the Payroll Office

3. Tinally press the “Sign In” button to enter the system.

ORACLE
PEOPLESOFT ENTERPRISE

Human Resources & Campus Solutions 8.9

UserID: |Y1234567

Password: eesssess
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Viewing your Paycheck Online

Click on the “Self Service” from the Menu on the left side of the screen.

ORACLE N

Personalize Content | Layout

Search:

>
[ Self Senvice €———

— My Personalizations

From the “Self Service Page” click on the Menu item “Payroll and Compensation”

ORACLE N |

Iain Menu =

MNawigate to your =elf service information and activities.

[- Payroll and Compensation
— My Personalizations

From the “Payroll and Compensation” page click on the “View Paycheck” item.

ORACLE’

Main Menu = Self Service =

| ) @Efjj Payroll and Compensation

Search:

= Self Senvice
~ Payroll and Compensation

— View Paycheck

— My Personalizations ‘\

Review your pay and compensation history. Update your direct deposit and other deduction or contribution information.
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The system will then display the most current paycheck received. Your most current paycheck will

show YTD totals.

Search:
B : View Paycheck
= Payroll and Compensation

John Doe

— My Personalizations
Company:
Long Beach Comm College Dist
Address:

4901 East Carson Street
Long Beach, CA 90808

Review the details of your paycheck. To view other checks, select

General

Name: John Doe Business Unit: LBCCD
Employee ID: 1234567 Pay Group: Classified Hourly/Daily
Address: 1234 Any Street Department: 644000 - Student Health Senvic
Long Beach, Ca 90808 Location: LAC-Q
Job Title: LTE
Pay Rate: $22.36 Hourly

D e A e il NV

ORACLE

Net Pay: $325.74

Pay Begin Date:  02/01/2005
Pay End Date: 02/28/2005
Check Date: 03M10/2005

View a Different Paycheck
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Viewing a Different Paycheck

To view historical paychecks click “View a Different Paycheck” hyperlink on the View Paycheck page.
Your “historical” paychecks only have totals for that check. They do not have YTD totals.

ORACLE’

Search:

~ Self Senvice
< Payroll and Compensation

— My Personalizations

e o f T st i, st et S b o s

H

View Paycheck
John Doe
Net Pay: 32574
Company:
Long Beach Comm College Dist Pay Begin Date:  02/01/2005
Address: Pay End Date:  02/28/2005
4901 East Carson Street Check Date: 03(10/2005
Long Beach, CA 90808
Review the details of your paycheck. To view other checks, select View a Different Paycheck
Name: John Doe Business Unit: LBCCD
Employee ID: 1234567 Pay Group: Classified Hourly/Daily
Address: 1234 Any Street Department: 644000 - Student Health Senic
Long Beach, Ca 90808 Location: LAC-Q
Job Title: LTE
Pay Rate: $22.36 Hourly

A new screen will appear showing previous paychecks issued. Select an alternative date. You may have
more than one paycheck with the same Pay Period End Date.

ORACLE’

)

~ Self Service
= Payroll and Compensation
— View Paycheck
— My Personalizations

—

View Paycheck

Review your available paychecks below. Select the check date of the paycheck you would like to review.

Paycheck Selection

Pay Period End Date Company Net Pay
2005-02-28 Long Beach Comm College Dist $325.74
2005-01-21 Long Beach Comm College Dist 5977.22
2004-12-31 Long Beach Comm College Dist $1068.84
2004-11-30 Long Beach Comm College Dist $1954 44
2004-10-31 Long Beach Comm College Dist $1465 84
2004-08-30 Long Beach Comm College Dist $977.21
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Printing Paycheck

To print a hard copy of your paycheck you will first need to minimize or hide the left had navigation.
Click the “-‘ link next to the heading Menu. This allows the entire paycheck to be displayed on the entire

page.
e ——————

Search:
©]

[ Self Senvice : View Paycheck
= Payroll and Compensation
John Doe
— My Personalizations
Net Pay: $1,855.19
Company:
Long Beach Comm College Dist Pay Begin Date:  08/01/2009
Address: PayEndDate:  08/31/2009
4901 East Carson Street
Check Date: 09M10/2009
Long Beach, CA 90808
Review the details of your paycheck. To view other checks, select View a Different Paycheck
Name: John Doe Business Unit: LBCCD
Employee ID: Pay Group: EQUAL PAY (Contract Pay)

>

Using Internet Explorer go to the top of your web browser and under the drop down menu under ‘File
select the option ‘Print Preview’

File Edit Wiew Favorites Tools  Help

Gow O search ~ o+ G2 - - |Q ~| €7 Bookmarks = | "% Check + |43 Translate -
'i} "1'?&‘ [Waycheck ] ‘
=
View Paycheck
John Doe
Net Pay: 5185519
Company:
Long Beach Comm College Dist Pay Begin Date:  02/01/2009
Address: Pay EndDate:  08/31/2009
4901 East C Street
astl.arson stree CheckDate:  09/10/2009
Long Beach, CA 90808
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== Edit  Wiew Favorites Tools  Help

Mew Tab Chrl+T

et Window Ckrl+M

Qper. .. Chrl4+O
Edit with Microsoft Office Word

Save Chrl+5

Save hs..,

Close Tab ChrlH-w
Page Setup...

Print... Ckrl+P

Send r
Impart and Expart, ..

Properties
Work OFfline
Exit

The following screen will appear. Using the drop down list under ‘Shrink to Fit’ you can select a
predefined percentage allowing you to print the entire web page on a single page print out. Typically 70 —
80% works best.

Shrink To Fit
Shrink To Fit
0%
50%
‘1 Page View |A5 laid out on screen |Shr1'nkTo F\t | ED%
T0%
ORACLE ‘—‘ \m}\ padtoravres | Skpot 85’1'{}
i New Window | CusomizePage | 3, B 90%
View Paycheck 95%
John Doe ’1 DDH"{}
N Tt Fay: $1855.19 ’125%
o Pay Begin Date: 03012008 150%
- PayEndDate: 08312003 EDD%
e B Custom
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After selecting the percentage you would like to use to shrink your document you will then use the link
with the printer icon to send your document to your printer.

e deiats of o ur pxy ek T wew oher he ks sies

Susiness unt: oo

After you have printed your document you can unhide your left had navigation menu by selecting the
button shown in the picture below.

ORACLE  CEESSSSSENee

View Paycheck
John Doe
Net Pay: $1,855.19
Company:
Long Beach Comm College Dist Pay Begin Date:  08/01/2009
Address: Pay End Date:  08/31/2009

4901 East Carsaon Street
Long Beach, CA 90808

Check Date: 09/10/2009

Review the details of your paycheck. Toview other checks, select View a Different Paycheck
General

Name: John Doe Business Unit: LBCCD

Employee ID: Pay Group: EQUAL PAY (Contract Pay)
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Sign Out of PeopleSoft

Click on the “Sign Out” link in the upper right hand comer of the screen

View Paycheck

Paycheck Selection

Home

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

Pay Period End Date Net Pay
2005-02-28 Long Beach Comm College Dist $325.74
2005-01-31 Long Beach Comm College Dist $977.22

Add to Favorites

New Window | Customize Page | /&,

The main log in page will display once you have successfully signed out.

ORACLE

PEOPLESOFT ENTERPRISE

Human Resources & Campus Solutions 8.9

User ID: |Y1234567 |

Password: | |

Sign In
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