Job Aid
TeamWorks on A

Instructions to Setup Security Questions for HCM

To begin > Navigate to the General Profile Information page.

Step Action

1. Log into Employee Self Service, type
your [UserID and Password]

Employee Self Service

PeopleSoft HCM

Password

Reset / Forgot your password?

2. Click [Sign In]

Employee Self Service

PeopleSoft HCM
User ID.

Your UserlD

Password

Reset/ Forgot your password?

Important Notice
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Step

Action

3. Click [Main Menu]

information.

= Personal Information Summary
5] Review & summary of your person

View Paycheck

o sant s i ook

Employee Leave SummaryC 0¥

Favorites ~
Home ‘Worklist /Add to Favorites Sign out
Team WorRs HRMSSPP
Personalize Content | Layout ? Help
Self Service Quick Links & e~ News and Announcements <

The SAO Customer Service Center will be available every business day in January 2019,
except for the following holidays:

Customer Service Center Availa

+ January 01, 2019 - New Years Day
+ January 21, 2019 - Martin Luther King, Jr.s Birthday

Thank you for your ongoing support. We look forward to serving you

ity

Leave Balance
Annual Leave 16
Education Support Leave 8 HCM Payroll Processing
Georgia Comp Time Plan 0
Holiday Leave 0 Please refer to the chart below for the upeoming payroll process dates and start times.
Personal Leave 24
Previous Unpaid Leave 0 January 2019 Payroll Processing Schedule
Sick L 2
ick Leave Date Time
Friday, January 4, 2019 6:00PM
Tuesday, January 8, 2019 6:00PM
Wednesday, January 9, 2019 3:00PM
Tuesday, January 15,2019 6:00PM
Friday, January 18, 2019 6:00PM
Tuesday, January 22,2019 6:00PM
Friday, January 25 , 2019 3:00 PM
Favorites + Main Menu ]
Search Menu: Home Workdist /Add to Favorites Sign out
TeamW|| ®
B Manager Dasnboard Personalize Content | Layout 2 Help
Self Service Qu [ Talent Summary ents <
= Personal lf 1 Selff Service v
Reviewssul 09 ianager Self Senvice » enter Availability
information.
8 warkiorce Administration > lervice Center will be available every business day in January 2019,
View Paye| (3 Time and Labor » |g holidays:
=] Reven o O Workforce Development * |19 - New Year's Day
Y Organizationsl Development , |19 - Martin Luther King, Jr’s Birthday
Employee LeaV oo yp yom » |going suppart. We look forward to serving you,
Leave 3 Enterprise Components »
Annual Leave
1 Workiist »
Education Suppo| king
Georgia Comp T 1 Reporting Tools »
Holiday Leave @ peopleTools » @t below for the upcoming payroll precess dates and start times.

Personal Leave
Previous Unpaid
Sick Leave

Change My Password

m

My System Profile
=

nuary 2019 Payroll Processing Schedule

Date Time
riday, January 4, 2019 £:00 PM
Tuesday, January 8, 2019 600 PM
Wednesday, January 8, 2019 300 PM
Tuesday, January 15, 2019 £:00 PM
Friday, January 18, 2019 £:00 PM
Tuesday, January 22, 2019 £:00 PM
Friday, January 25, 2019 3:00 PM
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Step Action

5.Click on the [Change or set-up
forgotten password help] link

Favorites + | MainMenu ~ > My System Profile

Team Works HRMSSPP

General Profile Information
Your Name Appears Here

Password

Change or set up forgotten password help
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Step Action

6. Click on the [drop-down arrow] in the
[Hint 1] section to select a security
question and type a response.

Change or set up forgotten password help x

Help
You must populate all 3 questions and responses
Your responses will be stored in upper case

The questions and respenses will be used to authenticate you, if you forget your
password

I Hint 1 I

Question

Select from the list of questions.

Response

Hint 2

Question hd

Select from the list of questions.

Response

Hint 3

Question | v

Select from the list of questions.

Response

OK Cancel

You must popuiate al 3 guastions and responaes

Your responnes wil be viored in upger (A

Tha QUestons and responses wil De used 20 sthenbate you If pou fonget your
pasvword

Miot

Gueaon
Hewgminine
Hine 2

e stion

Heaginve

Question v

Heagonse

" Cavcn
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Step Action

7. Repeat [Step 6] to select a question and
type a response for [Hint 2] and [Hint 3]. Ghangs or sel p forgotien passuword nelp

Help
You must populate all 3 questions and responses.

Your responses will be stored in upper case

The guestions and responses will be used to authenticate you, if you forget your
password.

Hint 1

Question ~
Select trom the list of questians.

Response
Hint 2

Question v

Sedect from the list of questions.

Response

Hint 3

Question | v
Sedect from the list of questions.

Response

oK Cancel

Change or set up forgotten password help *
Help

You must populate all 3 questions and responses

Your responses will be stored in upper case

The gquestions and responses will be used to authenticate you, if you forget your
password.

Hint 1

Question hd

Select from the list of questions.

Response

Hint 2

Question ~

Select from the list of questions.

Response

Hint 3

Question ~

Select from the lst of questions.
Response

oK Cancel
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Step

Action

8. Click [OK]

Change or set up forgotten password help
Help

You must populate all 3 questions and responses

Your responses will be stored in upper case

The questions and responses will be used to authenticate you, if you forget your

password

Hint 1

Question v

Select from the list of questions.

Response

Hint 2

Question hd
Select f1om e 1St of qUEStions

Response

Hint 3

Question ~

Select from the list of questions

Response

oK Cancel

9. End of Procedure

Users have the option to update their security questions and responses
at any time.

Note: The next time a user login and don’t remember their password,
the user can reset their password by answering their selected security
questions.

Click on the “Reset/Forgot your password?” link on the Employee
Self Service login page.
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