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This document contains Job Aids for various actions in Employee Self Service. You may click 
on the sections below to jump to their location in the document. 
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To access Employee Self Service in HCM PeopleSoft, navigate to https://hcm.ps.sc.edu. 

 
NOTE: PeopleSoft HCM utilizes multiple layers of security to properly limit access to data. As 

part of this security structure, limits are placed on content within the system. These limits 
are directly tied to your role at USC. Throughout these job aids, you may see menus and 
pages that you will not be able to access in the database. Your content will be tailored to 
reflect your role at USC. If your role changes in the future, your access to pages and people 
will be updated in accordance with the change.  

  

https://hcm.ps.sc.edu/
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Managing Payroll Information 
Viewing a Paycheck 
1) Begin at the Employee Self Service landing page. Click the Payroll tile. 

 
 
2) Next, click the Paychecks tile. Before you click, please note the helpful information on this tile 

regarding your most recent paycheck, including the date of pay, net pay, the amount of taxes and 
deductions that were made, and the total gross amount. 

 
 
 
 
 
 
(Continued on next page)  
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3) Within the Paychecks tile, you will see your most recent paychecks as specified by the 
prepopulated filter. This filter is automatically set to show you the last seven paychecks. To change 
this filter, click the filter icon at the top left of the tile. Then, adjust your parameters to see all 
checks within a specified date range. 

 
 

 
 

4) Once you have located the check you would like to view, click anywhere within the check row. 

5) Congratulations! You have successfully learned how to view a paycheck through Employee Self 
Service. A Sample Paycheck Stub can be found on the Payroll Department website with additional 
details. 

 
 
NOTE: USC has a mandatory Direct Deposit requirement for employees. You can chose to have your 

paycheck split between more than one Direct Deposit account (up to a maximum of 5 accounts is 
permitted by USC). The amount allocated to each account is displayed in the Net Pay Distribution 
section of the document. Each Direct Deposit payment is displayed as an ‘Advice’. In certain 
circumstances, you may receive a ‘live’ check. In that case, the row shown in Net Pay Distribution 
section will be displayed as a ‘Check’. 

 
  

https://sc.edu/about/offices_and_divisions/payroll/documents/hcm_peoplesoft_resources/read_pay_stub.pdf
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Updating W-4 Tax Information 
Federal Tax Withholding. Complete the Form W-4 so that your employer can withhold the correct 
federal and state (when applicable) income tax from your pay. 

1) Begin at the Employee Self Service landing page. Click the Payroll tile. 

 

 
 

2) Next, select the USC Federal, State & Local W-4 Tile. 

 
 
 
 
 
 
(Continued on next page)  
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NOTE: Your address must be correct in order to present you with the correct tax forms. If your Home 
Address is incorrect, please update it in the Addresses section of the Personal Details tile before 
updating your W-4 Tax Information. 

 
3) Your personal information required for determining your W-4 documentation is available for review 

at the top of this tile. Following, there are sections for your Federal W-4 Tax Information, and any 
applicable State W-4 Tax Information. To edit these forms, navigate to the applicable W-4 section, 
and select either Update your Federal Tax Information or Update your tax information for [Your 
State]. 

 
 

4) Inside of the Form W-4, you will be able to make any edits to your W-4 information. Additionally, 
there are relevant instructions, and a relevant salary tax estimator available. 
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5) Congratulations! You have successfully learned how to view and update your W-4 tax withholding for 
federal and state in Employee Self Service.  

 

NOTE: You may consent to receive your W-2 or W-2c in electronic format. Please note that this option is 
only available after you have received your first paycheck. If you consent to receive these in an 
electronic format, please ensure you have an up-to-date address in ESS. If consent is not selected, a 
paperW-2/W-2c will be available at the Payroll Office. 
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Maintaining Direct Deposit Information 
Direct Deposits. USC requires direct deposit for all employees. Direct deposit is set up during First-Day 
onboarding tasks. After the initial set up of your direct deposit, you can change and/or add up to five 
accounts using Employee Self Service. 

 

1) Begin at the Employee Self Service landing page. Click the Payroll tile. 

 
 
2) Next, select the Direct Deposit tile. 
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3) The direct deposit account(s) you added during onboarding will appear here. You can update 
account details or remove an account (excluding the primary account) by clicking anywhere in the 
account row (organized by order). You can filter these accounts using the filter icon in the top left.  

 
 
4) To add a new account, click the ‘plus’ icon in the top left. 

 
 
5) You will need to create a nickname for your account, and enter banking details for the account. After 

entering your account details, you will set parameters for pay distribution. 

• You can select a checking or savings account as the account type. 

• You can select the deposit type as either an amount or a percent. Depending on your selection, 
you will then enter the amount or percentage in the final field. 

• If you have multiple accounts, the primary account will not have an amount or percentage; it 
will say ‘Remaining Balance’. The other accounts that have been added can be a combination of 
percentages or flat amounts. 

6) Once you have completed your account details, click the Save button in the top right. 

7) Congratulations! You have successfully learned how to maintain direct deposit information through 
Employee Self Service. 

NOTE: You may have your pay deposited directly into up to five bank and/or credit union accounts. If you 
set up multiple accounts, you will indicate the amounts/percentages to be deposited into each, 
with one account required to be “Remaining Balance.” Edits to this information can be made 
once per day. When changing your direct deposit elections, do so by 5 p.m. at least 7 days 
prior to the pay date when you want the new direct-deposit information to take effect. Note 
that all changes are subject to validation by your financial institution. For in depth Direct Deposit 
instructions, please review the Payroll Department’s job aid.  

https://sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_job_aid.pdf
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Paycheck Modeler 
“What if” Checks. Employee Self Service allows USA employees to perform their own “what if” net-
pay analysis to see the implications of receiving a pay increase and/or bonus, changing your benefits 
elections, changing your W-4 withholding details, etc.  
 

1) Begin at the Employee Self Service landing page. Click the Payroll tile. 

 
 
2) Click the Paycheck Modeler tile. 
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3) Review the Usage Terms and Conditions. Click the checkbox affirming that, ‘Yes I have reviewed and 
agree to the terms and conditions’. Next, click the Let’s Get Started button in the top or bottom 
right. 

 
 
4) You will begin on the Earnings page. You will see your standard earnings (per pay check) which are 

based on your standard hours in the Job Data record. If non-regular earnings appeared on your most 
recent pay check (like holiday pay), it will also appear here by default. You will see pencil icons to edit 
those default rows and a green arrow icon which, when clicked, will set the Amount of the specified 
earning to 0. A Clear All Amounts button at the bottom left will set all Amounts to 0. 

 
 
5) To edit an Earnings Type, click the pencil icon in the Edit column of the earning that you wish to edit. 

You can then edit the amount of hours, the total amount, and the Override rate of the earnings. For 
the Regular pay earnings type, you will only be able to edit the total amount. Once you have made 
your adjustments, click OK. 
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6) If you wish to model an additional earnings type for your “What if” Check, click the Add Earnings 
button on the Earnings page. Next, select the earnings type using the magnifying glass icon to find 
the type you wish to simulate. Depending on your selection, you will be able to adjust the hours, 
amount or override rate. Once you have finished your Additional Earnings, click OK. 

 
 
7) Once you have decided on the total earnings that you would like to model in your “What if” Check, 

click Next. 

 
 
 
 
 
 
 
 
 
(Continued on next page) 
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8) The next page is for Deductions. This page lists your standard deductions that are scheduled to be 
taken in the next paycheck. You can add or modify the flat amount of these deductions, or adjust 
them as a percentage of the gross pay. You will see pencil icons to edit those default deductions and 
a green arrow icon which, when clicked, will set the Amount of the specified deduction to 0. A Clear 
All Amounts button at the bottom left will set all Amounts to 0. 

 
 
9) To edit a Deduction, click the pencil icon in the Edit column of the Deduction that you wish to edit. 

You can then set the Deduction amount as a Flat Amount, or a percentage of your gross pay. The 
deduction type (before or after tax) is automatically set based on the type of deduction. Once you 
have made your adjustments, click OK. 

 
 
10) If you wish to model an additional Deduction for your “What if” Check, click the Add Deductions 

button on the Deductions page. Next, select the type of Deduction you wish to simulate using the 
magnifying glass. You may then model your deduction by a Flat Amount, or a percentage of your 
gross pay. Once you have finished your Additional Deduction, click OK. 
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11) Once you have decided on the total deductions that you would like to model in your “What if” Check, 
click Next 

 
 

12) The next page is for Taxes. This page models withholding information based on your W-4 forms on 
file. You can edit the amount of withholdings for the Federal W-4 Form (for your “What if” check) 
and for any applicable states using the pencil icons. You will not be able to model withholding for a 
state that is different from the one listed on your current State Tax Withholding form.  
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13) To edit the withholdings for the Federal Tax Form, click the pencil icon in the ‘Edit’ column for the 
Federal row. You can adjust for dependents, other income, other deductions, and any additional 
withholding. Once you are satisfied with your modifications, click Submit. 

 
 
14) To edit the withholdings for your State Tax Form (if applicable), click the pencil icon in the ‘Edit’ 

column for the applicable row. You can adjust your tax status, the number of withholding 
allowances, and any additional withholding amounts. Once you are satisfied with your modifications, 
click OK. 

 
 
15) Once you have decided on the total deductions that you would like to model in your “What if” 

Check, click Next 
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16) Next is the Calculate page. If you have modified earnings, deductions, or withholdings for your 
“What if” paycheck, you will click Calculate My Modeled Check and then click Next. If you did not 
make any changes, you will only need to click Next. This page generates the model paycheck 
included on the Results page. 

 
 
17) On the Results page, you will see your modeled paycheck. In the Modeled Check Results section, 

you will see total gross earnings, employee taxes, deductions, and net pay for you “What if” check. 
Click the Details link next to each line item for additional information. You can click Print My 
Modeled Check to print the “What If” paycheck you have modeled. You can also click Print My 
Changes for line-by-line differences between your actual paycheck and your “What If” paycheck 
in a convenient format. The Modeled Check Ratio section breaks out the modeled paycheck into 
segments: Taxes, Before-Tax Deductions, After-Tax Deductions, and Net Pay. Finally, there are 
Links to Related Payroll and Benefits actions. 

 
 

 
 
18) Congratulations! You have successfully learned how to model a “What if” paycheck through 

Employee Self Service. 
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Time/Labor & Absence Management 
Time/Labor & Absence Management. Entering your time worked and managing your absences is 
also handled through Employee Self Service. 

 

1) To enter your time or manage your absences (i.e. requesting sick or annual leave), begin at the 
Employee Self Service landing page. Click the Time and Absence Tile. From here, you will choose 
the sub-tile based on your specific need/request. 

 

• To learn how to enter/adjust your time, please view this job aid. 

• To learn how to request a full day absence, view this job aid. To learn how to request a partial-
day absence, view this job aid. 

• For a full selection of Job Aids related to Time/Labor and Absence Management, please visit 
the Payroll Toolbox section for Time/Labor and Absence Management: 
https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/time_labor_and_absence_mana
gement/index.php  

  

https://sc.edu/about/offices_and_divisions/payroll/documents/time_labor/updated_enter_adjust_time_on_timesheet_hourly_ee_12_6_23.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/time_labor/request_full_day_absence.pdf
https://sc.edu/about/offices_and_divisions/payroll/documents/time_labor/partial_day_absence_request.pdf
https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/time_labor_and_absence_management/index.php
https://sc.edu/about/offices_and_divisions/payroll/payroll_toolbox/time_labor_and_absence_management/index.php
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Maintaining Personal Information 
Maintaining Home and Mailing Addresses 

Addresses. Employee Self Service allows you to view and update your home and mailing addresses as 
needed. 

1) Begin at the Employee Self Service landing page. Click the Personal Details tile. 

 
 
2) Next, click the Addresses tile. 

 
 
 
 
 
 
(Continued on next page) 
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3) In the Addresses tile, you will see the Home and/or Mailing Addresses that you listed during 
Onboarding. From this tile, you can update the address(es) that are already on file or add a missing 
address, such as a mailing address. 

 
4) To update an existing address, click anywhere within the Home Address, or Mailing Address row. A 

pop up will appear and allow you to edit any aspect of the address. Once you have completed your 
changes, click the Save button in the top right corner. 

 
 

5) If you do not have a mailing address and would like to add one, click the Add Mailing Address 
button.  

 
 
6) Congratulations! You have successfully learned how mange your addresses through Employee Self 

Service 
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Maintaining Contact Details 

Contact Details: Add or update phone numbers on file and view email addresses. Note  

1) Begin at the Employee Self Service landing page. Click the Personal Details tile. 

 
 
2) Next, click the Contact Details tile. 

 
 
 
 
 
 
(Continued on next page)  



Employee Self Service Guidebook 

May 2025 • Page 20 of 63 

3) In the Contact Details tile, you will see all phone numbers, email addresses, and instant messaging 
services that you have on file. 

 
 
4) To add a phone number, click the ‘plus’ icon in the top left, under the Phone heading. You will need 

to identify the type (you are limited to 1 home, 1 business, and 1 mobile phone number), the number, 
and any extension. Once you have entered all relevant information, click the Save button. 

 
 
5) To edit a phone click anywhere in the phone number row. A pop up will appear, and you will be able 

to edit the number and any relevant extension. To change the type, you will need to delete the entry 
and create a new entry. Keep in mind that only 1 type is allowed at any given moment. 
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6) Congratulations! You have successfully learned how to manage your contact details through 
Employee Self Service. 

NOTE: Though you may view the email(s) that you have on file in Employee Self Service, you will not be 
able to edit or add an email address. To edit your Personal Email Address on file, you will need to 
log into my.sc.edu and select ‘Email Preferences.’ Your University Email cannot be changed and 
you cannot change the preferred indicator from ‘business’ email.  
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Maintaining Emergency Contacts 

Enter emergency contact information, and keep it up to date. If you have two or more emergency 
contacts, the system will prompt you to indicate your “preferred” contact. 
 
1) Begin at the Employee Self Service landing page. Click the Personal Details tile. 

 
 
2) Next, click the Emergency Contacts tile.  
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3) In the Emergency Contacts tile, you will see any emergency contacts that you have previously 
entered. From here, you can add a new emergency contact, or edit a current one. 

 
 
4) To add a new emergency contact, click the ‘plus’ button in the top left corner. You will need to 

specify the emergency contact name, the relationship, and add a phone number at the very least. 
You can also add an address if desired. Once you have entered all required information, click the 
Save button. 

 
 

5) To edit an emergency contact, click anywhere within the contact row that you wish to update. You 
can then adjust the name, relationship, address, or phone number. If you have more than one 
emergency contact, you can set a contact as the preferred emergency contact. If you only have one 
emergency contact listed, it will default to your preferred emergency contact. 
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6) Congratulations! You have successfully learned how to manage your emergency contacts through 
Employee Self Service. 
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Entering Ethnicity 
Voluntary Self-Identification. Indicate ethnicity, race. Click the “explain” links for explanation and 
guidance. Click the edit button to add/update information. The employer is subject to certain 
governmental record keeping and reporting requirements for the administration of civil rights laws and 
regulations. In order to comply with these laws, the employer invites employees to voluntarily self-identify 
their race or ethnicity. Submission of the information is voluntary, and refusal to provide it will not subject 
you to any adverse treatment. The information obtained will be kept confidential and may only be used in 
accordance with the provisions of applicable laws, executive orders, and regulations. 

1) Begin at the Employee Self Service landing page. Click the Personal Details tile. 

 

2) Next, click the Ethnic Groups tile. 
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3) In the Ethnic Groups tile, you will see the voluntary self-identification that you provided during your 
initial onboarding. You will have the option to update your answers to the self-identification 
questions. If you need additional information regarding a specific question, you can click the Explain 
buttons to the right of the questions. Once you have made your desired updates, click the Save 
button. 

 
4) Congratulations! You have successfully learned how to manage your ethnic groups through 

Employee Self Service. 
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Entering Disability 

Voluntary Self-Identification: Update as needed. 

The university is required to submit a report to the United States Department of Labor each year 
identifying the number of employees belonging to each specified “protected veteran” category. 
Submission of the information is voluntary and refusal to provide it will not subject you to any adverse 
treatment. The information provided will be used only in ways that are not inconsistent with the Vietnam 
Era Veterans’ Readjustment Assistance Act of 1974, as amended 

1) Begin at the Employee Self Service landing page. Click the Personal Details tile. 

 
2) Next, click the Disability tile. 

 
 
 
 
 

(Continued on next page) 
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3) In the Disability tile there is helpful information regarding why you are completing the form, and 
how to know if you have a disability. Use this information to complete the form by selecting on of the 
following options: 

• Yes, I have a disability, or have had one in the past 

• No, I do not have a disability and have not had one in the past 

• I do not want to answer 

 
4) Once you have made your selection, click the Submit button. 

 
5) Congratulations! You have successfully learned how to enter disability in Employee Self Service. 

 

NOTE: You are required to complete this form when you first apply to a position at USC. You may use this 
form to update your selection at any time. 
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Entering Veteran Status 

Voluntary Self-Identification: Update as needed. 

The university is required to submit a report to the United States Department of Labor each year 
identifying the number of employees belonging to each specified “protected veteran” category. 
Submission of the information is voluntary and refusal to provide it will not subject you to any adverse 
treatment. The information provided will be used only in ways that are not inconsistent with the Vietnam 
Era Veterans’ Readjustment Assistance Act of 1974, as amended by the Jobs for Veterans Act of 2002, 
which requires Government contractors to take affirmative action to employ and advance in 
employment. 
1) Begin at the Employee Self Service landing page. Click the Personal Details tile. 

 
2) In the Veteran Status tile there is helpful information regarding why you are completing the form, 

and how to know if you are a Veteran protected by VEVRAA. Use this information to complete the 
form by selecting on of the following options: 

• I identify as one or more of the classifications or protected veterans listed below 

• I am not a protected veteran 

• I do not wish to answer 
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3) Once you have made your selection, click the Submit button. 

 
4) Congratulations! You have successfully learned how to enter your Veteran Status in Employee Self 

Service. 

NOTE: You are required to complete this form when you first apply to a position at USC. You may use this 
form to update your selection at any time. 

  



Employee Self Service Guidebook 

May 2025 • Page 31 of 63 

Maintaining Educational Details 

Voluntary Self-Identification: Update as needed. 

The university is required to submit a report to the United States Department of Labor each year 
identifying the number of employees belonging to each specified “protected veteran” category. 
Submission of the information is voluntary and refusal to provide it will not subject you to any adverse 
treatment. The information provided will be used only in ways that are not inconsistent with the 
Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended. 

 

1) Begin at the Employee Self Service landing page. Click the My Profiles tile. 

 
 
2) Next, click the Talent Profile tile. 

 
 
 
 

(Continued on next page) 
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3) On the Talent Profile tile, you will see all degrees that you listed in your initial application to USC, as 
well as any degrees that you have added since. In the top right corner (three vertical dots) you have 
an option to print your Talent profile in PDF format. 

 
4) To add a degree, select the ‘plus’ icon in the top left. You will have the option to enter all relevant 

details regarding the degree, including whether you graduated with that degree or not. Once you 
have completed all required fields, click the Save button in the top right. 

 
 
NOTE: If your major/minor code or school code does not appear in the list of search results, reach out to 

PeopleAd@mailbox.sc.edu with the missing school/degree. 

(Continued on next page) 
  

mailto:PeopleAd@mailbox.sc.edu
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5) To edit a degree, click the ‘>’ button under the Edit/View column of the degree that you wish to 
modify. Once you have made your desired changes, click the Save button in the top right.  

 
 

6) Congratulations! You have successfully learned how to maintain your Educational Details in 
Employee Self Service! 
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Enrolling in Benefits and Reviewing Benefit Information 
Initial Enrollment in USC Benefits 
Initial Enrollment: This is only for new hires and rehires. New and rehired employees will use the 
Benefits Enrollment eForm for initial enrollment in state insurance benefits. Rehired employees who 
experienced a break in service also complete this eForm. 
 

1) Begin at the Employee Self Service landing page. Click the Employee Self Service drop down 
menu. Next, click My Homepage. 

 
2) Next, click the Benefits Enrollment Homepage tile.  

 
3) In the Benefits Enrollment Homepage tile, the landing page has general information about the tile. 

To submit your initial benefits enrollment, click Submit Initial Benefits eForm. 
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4) Your Benefits Enrollment form should open automatically. If you do not see a form, or have any 
difficulty completing the form, contact your Campus Benefits administrator for assistance. The first 
portion of the form contains your personal information. These read only fields should be verified prior 
to enrolling in USC Benefits. Before you can enter your elections, there are a series of questions you 
must answer in the Special Circumstances section (if applicable).  

NOTE: You can save your data entry at any point using the Save button at the bottom of each page of 
the form.  

 
 

5) Each question is tied to a slider bar. The default position on each is 'No'. Clicking the slider bar will 
toggle between the 'Yes' and 'No' responses. ‘Yes’ responses display as an orange slider with a check 
mark inside. Your response to each question will dynamically change the display on the page, 
providing you with additional instructions as applicable. In some cases, your response will require you 
to provide additional documentation as part of your enrollment. Please be sure you have the required 
documentation before moving on to the next page. 

 
6) If you or your dependents are enrolled in Medicare, click the slider to toggle to the Yes response. The 

Employee Medicare Declaration section is now visible directly below the Special Circumstances 
questions. Follow the instructions in this section and be prepared to attach the applicable 
documentation to the last page of the form. 

 
  



Employee Self Service Guidebook 

May 2025 • Page 36 of 63 

7) If you are transferring to USC from another SC PEBA participating employer, click the slider to toggle 
to the ‘Yes’ response. The Inter-Agency Transfer Info section is now visible directly below the Special 
Circumstances questions. Follow the instructions in this section, and clink the linked form to open a 
new window tab. Save the completed form on your computer, as you will be required to upload it 
later in the form. 

 
 
8) If you are retired from the State of SC and returning to employment, click the slider to toggle to the 

‘Yes’ response. The State of SC Retiree section is now visible directly below the Special Circumstances 
questions. You will receive an email notification with important information for working retirees. 

 
 
 
 
 
 
 
 
(Continued on next page) 
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9) If you are returning to state employment after a long break in service and have subsequently changed 
your legal name since leaving employment, click the slider to toggle to the ‘Yes’ response. The PEBA 
Name Change section is now visible directly below the Special Circumstances questions. Follow the 
instructions in this section. SC PEBA requires that your name at USC match the records; therefore, this 
form will update their system. 

 
 
10) After indicating any special circumstances that apply, scroll down to the Dependent/Beneficiaries 

section. If you are NOT refusing all coverage, you must change the List Dependents/Beneficiaries 
slider bar to the 'Yes' response, and name at least one person as your dependent and/or beneficiary, 
in order to continue with the enrollment. At least one beneficiary is required for USC-provided life 
insurance benefits. If your marital status is Married, you are required to add a Lawful Spouse in the 
dependent/beneficiary list.  

 
NOTE: Dependents who are foreign nationals cannot be enrolled using this online form. Contact your HR 

Contact to obtain the paper form used to enroll these dependents.  

 
 
If you do not list any dependents/beneficiaries, you will receive the following warning: 
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If your marital status is Married and you attempt to proceed without adding a Lawful Spouse in the 
dependent/beneficiary list, you will receive the following warning: 

 
 
If you indicate that your dependents/beneficiaries include non-U.S. citizens, you will receive the following 
warning: 

 
 
11) To list any dependents/beneficiaries, toggle the related slider to the ‘Yes’ response. Review the 

instructions before entering your dependents and/or beneficiaries. Add new rows within the section 
as applicable using the ‘Plus’ icon on the far right. Use the ‘Minus’ icon on the far right to remove any 
rows that are not needed.  

 
NOTE: A first and last name and social security number are required for each listed beneficiary, 

dependent, or person designated as both. This designation is entered in the Dependent/ 
Beneficiary Type field on this page. 

 
NOTE: Social security numbers must be entered without any hyphens. 
 

 
(screenshot continued below) 
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12) The next series of pages in the forms are for the enrollments. There is a separate page for each Plan 
Type available to you. For each Plan Type, you must indicate if you wish to elect or refuse enrollment. 
When you list dependents/beneficiaries on the first page of the form, you may choose to cover all, 
some or none of those individuals for each type of benefit. The only exception is for the USC-provided 
life insurance benefits, which require at least one named beneficiary. In some cases, the benefit is 
offered on either a post-tax or pre-tax basis. This is referred to as the Premium Option. 

 
13) The first enrollment is for the Medical Plan. First, select your Premium Option – whether you will 

receive the benefit on a post-tax or pre-tax basis. 

 
 
14) Use the Coverage Election drop down menu to elect or refuse the benefit. If you choose to elect the 

benefit, the page will change dynamically with new options related to the election. 

 
 
15) If you choose to elect Medical Plan coverage, you will be able to use the magnifying glass icon in the 

Benefit Plan box to choose your plan selection. Benefit Plan Names use a consistent naming 
convention. The first character(s) indicate the number of months for which the employee is paid 
during the year (e.g., 9 or 12), and consequently the number of pay periods (e.g., 24 or 18). 

 
If the benefit is provided on a pre-tax basis, the next character will be a 'P', followed by an underscore. 
If it is provided on a post-tax basis, there is no character, just an underscore. 
The last portion of the name may represent the vendor name, the benefit coverage level or another 
abbreviation chosen by USC. 
 
For example, 12P_BB is a medical plan option for an employee paid over 12 months who elects to 
participate in the pre-tax benefit plan. 12_BB represents the same benefit plan elected on a post-tax 
basis. 
 
(Screenshot on next page) 
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16) The Coverage Code for each type of health benefit (e.g., medical, dental, dental plus, vision) is 

automatically determined by PeopleSoft, based on the dependent/beneficiary information entered 
in the Medical Plan Dependents section of the prior page. You may elect to cover any dependent you 
entered on the first page of the form by changing the slider bar to the 'Yes' position for each person 
to be covered. Once you have made your Medical Plan election or refusal, click Next. 

 

 
 
17) If you choose to enroll in the Medical Plan, you will be prompted to make a Tobacco Use disclosure. If 

you refuse to enroll in the Medical Plan, you will go straight to Dental Plan enrollment. Read all 
instructions carefully and make your selection using the Tobacco User Premium drop down menu. 
Once you have completed this step, select Next.  
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18) The next enrollment option is for the Dental Plan. Elect or refuse enrollment in the Dental Plan by 
making your selection from the Coverage Election drop down menu. If you choose to enroll in the 
Dental Plan, your Benefit Plan will default to the sole option: the MoneyPlus Dental Plan. If you 
choose to enroll in the MoneyPlus Dental Plan, you will be able to elect additional coverage via the 
Dental Plus plan. If you wish to cover any dependents with this benefit, change the corresponding 
slider bar to the ‘Yes’ response. Once you have made your selections, click Next.  

 
 

NOTE: If you chose to enroll in the Dental Plus Plan Type, you must cover the same people listed as your 
dependents under your Dental Plan Type election. This is a PEBA requirement. 

 
19) The next enrollment option is for the Vision Plan. Elect or refuse enrollment in the Vision Plan by 

making your selection from the Coverage Election drop down menu. If you choose to enroll in the 
Vision Plan, your Benefit Plan will default to the sole option: the MoneyPlus Vision Care Plan. If you 
wish to cover any dependents with this benefit, change the corresponding slider bar to the ‘Yes’ 
response. Once you have made your selections, click Next.  
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20) The next enrollment is Optional Life Insurance. USC Optional Life Insurance benefit coverage is 
offered in increments of $10,000, up to 3 times your salary or a maximum amount of $500,000 – 
whichever is less. Elect or refuse enrollment in Optional Life Insurance by making your selection from 
the Coverage Election drop down menu. If you choose to elect Optional Life Insurance, you will be 
able to use the magnifying glass icon in the Benefit Plan box to choose your plan selection. If you 
know the coverage amount you wish to elect, you can use the Search Criteria section to navigate 
directly to that plan. You can also navigate to the plan using the vertical scrollbar in this window. For 
life insurance benefits, you must indicate the percentage that each beneficiary is eligible to receive. 
You can also designate any contingent beneficiaries. 

 
 
NOTE: In order to use the Search Criteria, you must know the Plan Name or exact description. There is no 

option to search for partial values that are not the 'begins with' text. For example, if you are 
looking for a plan that provides $250,000 of coverage, you will not see any results when '250' is 
entered. That is because none of the Plan Names or Descriptions begin with '250'. 

 
NOTE: If you select a coverage amount that is greater than what is permitted by USC without evidence 

of insurability, you will see an error message and will not be able to continue with your 
enrollment. You must go back and select a permissible coverage amount. Follow the online 
instructions to request the additional coverage. 
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21) Once you have made your selections, click Next. 
 
22) If you have listed a dependent, then the next enrollment(s) will be Dependent Life Insurance – either 

Dependent Child Life or Dependent Spouse Life, or both, depending on your listed dependents. For 
Dependent Life insurance elections, you will need to elect or refuse enrollment and select a benefit 
plan.  

 
NOTE: The Dependent Child Life coverage is $15,000 per child and is guaranteed. You can elect 

Dependent Spouse Life coverage in $10,000 increments up to a maximum of $100,00 or 50% of 
your Optional Life amount, whichever is less.  

 

 
 
23) If you enroll in a USC-provided medical plan, you are automatically enrolled in the Basic Life 

Insurance Plan Type. Though the election defaults to the Basic Life Insurance plan, you will still need 
to designate the percent of benefits to each beneficiary and designate any contingent beneficiaries. 

 
 

 
 
 
 
 
 
 
(Continued on next page) 
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24) The next enrollment is Supplemental Long Term Disability. Elect or refuse enrollment in 
Supplemental Long Term Disability by making your selection from the Coverage Election drop down 
menu. If you choose to elect Supplemental Long Term Disability, you will be able to use the 
magnifying glass icon in the Benefit Plan box to choose your plan selection. Once you have made 
your selections, click Next.  

 

 
 
25) The next enrollment is for Basic Long Term Disability. All benefit-eligible USC employees are 

automatically enrolled in the Basic Long Term Disability Plan. When you are ready to proceed, click 
Next. 

 

 
 
26) The next enrollment is for USC Voluntary Benefits. Enrollment in these benefits are not completed 

through Employee Self Service. Use the Supplemental Insurance link on this page to learn more and 
enroll in these benefits. When you are ready to proceed, click Next. 
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27) The next enrollment is for Spending Accounts. Elect or refuse enrollment in the Medical Spending 
Account by making your selection from the Coverage Election drop down menu. You will need to 
set the amount that you contribute to this account each year. The maximum annual contribution is 
listed below the Benefit Plan. If you have a dependent listed (child or elder) you will be able to enroll 
in a Dependent Care Spending Account. If you choose to elect this benefit, you will need to provide 
information about your tax filing, and set the amount that you contribute to this account each year 
The maximum contribution is listed below the Benefit Plan. Once you have made your selections, 
click Next. 

 

 
 
28) The final page of the Benefits Enrollment form displays a summary of all benefits you elected on the 

prior pages.  
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29) To finish your Initial Benefits Enrollment, you will be required to upload attachments for any 
dependents listed in your benefits elections. Use the Add button to attach your documents. Update 
the Description field that corresponds to the document uploaded. Finally, you will need to 
acknowledge that you aware of any supporting documentation needed to complete enrollment. 
When you are ready to submit your Initial Benefits Enrollment, click Submit.  

 

 
 

NOTE: Enrollment in the 403(b) Program is no longer completed through Employee Self Service. To 
enroll in 403(b) benefits, you will need to log into the Retirement@Work portal with your 
USC username and password. For additional information and instructions, please visit the 
Retirement Benefits page and review the USC Supplemental Retirement Benefits section. 

 
30) Congratulations! You have successfully learned how to submit your Initial Benefits Enrollment in 

Employee Self Service. 
 
  

https://auth.tiaa.org/idp/startSLO.ping?TargetResource=https%3A%2F%2Fwww.retirementatwork.org%2Fpublic%2Fmultivendortools%2Ffedlogin%3FclientId%3D065731%26employerId%3D100577%26PartnerIdpId%3Dhttps://cas.auth.sc.edu/cas/idp
https://sc.edu/about/offices_and_divisions/human_resources/benefits/retirement/
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Enroll in Benefits When Working Under a J1 Visa 

Initial Enrollment: This is only for new hires and rehires. New and rehired employees will use the Benefits 
Enrollment eForm for initial enrollment in state insurance benefits. Rehired employees who experienced a 
break in service also complete this eForm. 

1) Begin at the Employee Self Service landing page. Click the Employee Self Service drop down 
menu. Next, click My Homepage. 

 
 

2) Next, click the Benefits Enrollment Homepage tile.  

 
 

3) In the Benefits Enrollment Homepage tile, the landing page has general information about the tile. 
To submit your initial benefits enrollment, click Submit Initial Benefits eForm. 
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4) Your Benefits Enrollment form should open automatically. If you do not see a form, or have any 
difficulty completing the form, contact your Campus Benefits administrator for assistance. The first 
portion of the form contains your personal information. These read only fields should be verified prior 
to enrolling in USC Benefits. Before you can enter your elections, there are a series of questions you 
must answer in the Special Circumstances section (if applicable).  

NOTE: You can save your data entry at any point using the Save button at the bottom of each page of 
the form.  

 
 
5) Each question is tied to a slider bar. The default position on each is 'No'. Clicking the slider bar will 

toggle between the 'Yes' and 'No' responses. ‘Yes’ responses display as an orange slider with a check 
mark inside. Your response to each question will dynamically change the display on the page, 
providing you with additional instructions as applicable. In some cases, your response will require you 
to provide additional documentation as part of your enrollment. Please be sure you have the required 
documentation before moving on to the next page. 

 
6) If you or your dependents are enrolled in Medicare, click the slider to toggle to the Yes response. The 

Employee Medicare Declaration section is now visible directly below the Special Circumstances 
questions. Follow the instructions in this section and be prepared to attach the applicable 
documentation to the last page of the form. 
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7) If you are transferring to USC from another SC PEBA participating employer, click the slider to toggle 
to the ‘Yes’ response. The Inter-Agency Transfer Info section is now visible directly below the Special 
Circumstances questions. Follow the instructions in this section, and clink the linked form to open a 
new window tab. Save the completed form on your computer, as you will be required to upload it 
later in the form. 

 

 
 
8) If you are retired from the State of SC and returning to employment, click the slider to toggle to the 

‘Yes’ response. The State of SC Retiree section is now visible directly below the Special Circumstances 
questions. You will receive an email notification with important information for working retirees. 

 

 
 
 
 
 
 
(Continued on next page) 
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9) If you are returning to state employment after a long break in service and have subsequently changed 
your legal name since leaving employment, click the slider to toggle to the ‘Yes’ response. The PEBA 
Name Change section is now visible directly below the Special Circumstances questions. Follow the 
instructions in this section. SC PEBA requires that your name at USC match the records; therefore, this 
form will update their system. 

 

 
 

10) After indicating any special circumstances that apply, scroll down to the Dependent/Beneficiaries 
section. If you are NOT refusing all coverage, you must change the List Dependents/Beneficiaries 
slider bar to the 'Yes' response, and name at least one person as your dependent and/or beneficiary, 
in order to continue with the enrollment. At least one beneficiary is required for USC-provided life 
insurance benefits. If your marital status is Married, you are required to add a Lawful Spouse in the 
dependent/beneficiary list.  

 
NOTE: Dependents who are foreign nationals cannot be enrolled using this online form. Contact your HR 

Contact to obtain the paper form used to enroll these dependents.  

 
 
If you do not list any dependents/beneficiaries, you will receive the following warning: 
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If your marital status is Married and you attempt to proceed without adding a Lawful Spouse in the 
dependent/beneficiary list, you will receive the following warning: 

 
 
If you indicate that your dependents/beneficiaries include non-U.S. citizens, you will receive the following 
warning: 

 
 
11) To list any dependents/beneficiaries, toggle the related slider to the ‘Yes’ response. Review the 

instructions before entering your dependents and/or beneficiaries. Add new rows within the section 
as applicable using the ‘Plus’ icon on the far right. Use the ‘Minus’ icon on the far right to remove any 
rows that are not needed.  

 
NOTE: A first and last name and social security number are required for each listed beneficiary, 

dependent, or person designated as both. This designation is entered in the Dependent/ 
Beneficiary Type field on this page. 

 
NOTE: Social security numbers must be entered without any hyphens. 
 

 
(screenshot continued below) 

 
  



Employee Self Service Guidebook 

May 2025 • Page 52 of 63 

12) The next series of pages in the forms are for the enrollments. There is a separate page for each Plan 
Type available to you. For each Plan Type, you must indicate if you wish to elect or refuse enrollment. 
When you list dependents/beneficiaries on the first page of the form, you may choose to cover all, 
some or none of those individuals for each type of benefit. The only exception is for the USC-provided 
life insurance benefits, which require at least one named beneficiary. In some cases, the benefit is 
offered on either a post-tax or pre-tax basis. This is referred to as the Premium Option. 

 
13) The first enrollment is for the Medical Plan. First, select your Premium Option – whether you will 

receive the benefit on a post-tax or pre-tax basis. 

 
 
14) Use the Coverage Election drop down menu to elect or refuse the benefit. If you choose to elect the 

benefit, the page will change dynamically with new options related to the election. 

 
 
15) There is only one USC Medical plan available to employees working under a J1 Visa. If you elect to 

enroll in Medical benefits, it will default to the benefit plan for employees working under a J1 visa.  
 
 
 
 
(Screenshot on next page) 
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16) The Coverage Code for each type of health benefit (e.g., medical, dental, dental plus, vision) is 

automatically determined by PeopleSoft, based on the dependent/beneficiary information entered 
in the Medical Plan Dependents section of the prior page. You may elect to cover any dependent you 
entered on the first page of the form by changing the slider bar to the 'Yes' position for each person 
to be covered. Once you have made your Medical Plan election or refusal, click Next. 

 

 
 
17) If you choose to enroll in the Medical Plan, you will be prompted to make a Tobacco Use disclosure. If 

you refuse to enroll in the Medical Plan, you will go straight to Dental Plan enrollment. Read all 
instructions carefully and make your selection using the Tobacco User Premium drop down menu. 
Once you have completed this step, select Next.  
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18) The next enrollment option is for the Dental Plan. Elect or refuse enrollment in the Dental Plan by 
making your selection from the Coverage Election drop down menu. If you choose to enroll in the 
Dental Plan, your Benefit Plan will default to the sole option: the MoneyPlus Dental Plan. If you 
choose to enroll in the MoneyPlus Dental Plan, you will be able to elect additional coverage via the 
Dental Plus plan. If you wish to cover any dependents with this benefit, change the corresponding 
slider bar to the ‘Yes’ response. Once you have made your selections, click Next.  

 
 
NOTE: If you chose to enroll in the Dental Plus Plan Type, you must cover the same people listed as your 

dependents under your Dental Plan Type election. This is a PEBA requirement. 

 
19) The next enrollment option is for the Vision Plan. Elect or refuse enrollment in the Vision Plan by 

making your selection from the Coverage Election drop down menu. If you choose to enroll in the 
Vision Plan, your Benefit Plan will default to the sole option: the MoneyPlus Vision Care Plan. If you 
wish to cover any dependents with this benefit, change the corresponding slider bar to the ‘Yes’ 
response. Once you have made your selections, click Next.  
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20) The next enrollment is Optional Life Insurance. USC Optional Life Insurance benefit coverage is 
offered in increments of $10,000, up to 3 times your salary or a maximum amount of $500,000 – 
whichever is less. Elect or refuse enrollment in Optional Life Insurance by making your selection from 
the Coverage Election drop down menu. If you choose to elect Optional Life Insurance, you will be 
able to use the magnifying glass icon in the Benefit Plan box to choose your plan selection. If you 
know the coverage amount you wish to elect, you can use the Search Criteria section to navigate 
directly to that plan. You can also navigate to the plan using the vertical scrollbar in this window. For 
life insurance benefits, you must indicate the percentage that each beneficiary is eligible to receive. 
You can also designate any contingent beneficiaries. 

 
 
NOTE: In order to use the Search Criteria, you must know the Plan Name or exact description. There is no 

option to search for partial values that are not the 'begins with' text. For example, if you are 
looking for a plan that provides $250,000 of coverage, you will not see any results when '250' is 
entered. That is because none of the Plan Names or Descriptions begin with '250'. 

 
NOTE: If you select a coverage amount that is greater than what is permitted by USC without evidence 

of insurability, you will see an error message and will not be able to continue with your 
enrollment. You must go back and select a permissible coverage amount. Follow the online 
instructions to request the additional coverage. 

 
 
21) Once you have made your selections, click Next. 
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22) If you have listed a dependent, then the next enrollment(s) will be Dependent Life Insurance – either 

Dependent Child Life or Dependent Spouse Life, or both, depending on your listed dependents. For 
Dependent Life insurance elections, you will need to elect or refuse enrollment and select a benefit 
plan.  

 
NOTE: The Dependent Child Life coverage is $15,000 per child and is guaranteed. You can elect 

Dependent Spouse Life coverage in $10,000 increments up to a maximum of $100,00 or 50% of 
your Optional Life amount, whichever is less.  

 

 
 
23) If you enroll in a USC-provided medical plan, you are automatically enrolled in the Basic Life 

Insurance Plan Type. Though the election defaults to the Basic Life Insurance plan, you will still need 
to designate the percent of benefits to each beneficiary and designate any contingent beneficiaries. 

 
 

 
 
 
 
 
(Continued on next page) 
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24) The next enrollment is Supplemental Long Term Disability. Elect or refuse enrollment in 
Supplemental Long Term Disability by making your selection from the Coverage Election drop down 
menu. If you choose to elect Supplemental Long Term Disability, you will be able to use the 
magnifying glass icon in the Benefit Plan box to choose your plan selection. Once you have made 
your selections, click Next.  

 

 
 
25) The next enrollment is for Basic Long Term Disability. All benefit-eligible USC employees are 

automatically enrolled in the Basic Long Term Disability Plan. When you are ready to proceed, click 
Next. 

 

 
26) The next enrollment is for USC Voluntary Benefits. Enrollment in these benefits are not completed 

through Employee Self Service. Use the Supplemental Insurance link on this page to learn more and 
enroll in these benefits. When you are ready to proceed, click Next. 

 

 
 
 
 
 
 
(Continued on next page) 
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27) The next enrollment is for Spending Accounts. Elect or refuse enrollment in the Medical Spending 
Account by making your selection from the Coverage Election drop down menu. You will need to 
set the amount that you contribute to this account each year. The maximum annual contribution is 
listed below the Benefit Plan. If you have a dependent listed (child or elder) you will be able to enroll 
in a Dependent Care Spending Account. If you choose to elect this benefit, you will need to provide 
information about your tax filing, and set the amount that you contribute to this account each year 
The maximum contribution is listed below the Benefit Plan. Once you have made your selections, 
click Next. 

 

 
 
28) The final page of the Benefits Enrollment form displays a summary of all benefits you elected on the 
prior pages.  
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29) To finish your Initial Benefits Enrollment, you will be required to upload attachments for any 
dependents listed in your benefits elections. Use the Add button to attach your documents. Update 
the Description field that corresponds to the document uploaded. Finally, you will need to 
acknowledge that you aware of any supporting documentation needed to complete enrollment. 
When you are ready to submit your Initial Benefits Enrollment, click Submit.  

 

 
 

NOTE: Enrollment in the 403(b) Program is no longer completed through Employee Self Service. To 
enroll in 403(b) benefits, you will need to log into the Retirement@Work portal with your 
USC username and password. For additional information and instructions, please visit the 
Retirement Benefits page and review the USC Supplemental Retirement Benefits section. 

 
30) Congratulations! You have successfully learned how to submit your Initial Benefits Enrollment when 

working under a J1 Visa in Employee Self Service. 
  

https://auth.tiaa.org/idp/startSLO.ping?TargetResource=https%3A%2F%2Fwww.retirementatwork.org%2Fpublic%2Fmultivendortools%2Ffedlogin%3FclientId%3D065731%26employerId%3D100577%26PartnerIdpId%3Dhttps://cas.auth.sc.edu/cas/idp
https://sc.edu/about/offices_and_divisions/human_resources/benefits/retirement/
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Enroll a Non-USA Citizen in USC Benefits 
Contact your benefits administrator. Anyone who is not a U.S. citizen cannot be enrolled in PEBA’s online 
enrollment system. This is because PEBA’s system requires a valid social security number. Instead, the 
enrollment must be completed on a paper Notice of Election (NOE) which is not completed through 
Employee Self Service. 

 

If a non-U.S. citizen attempts to complete Initial Benefits Enrollment via Employee Self Service, they will 
receive the following message: 

 

 
 

NOTE: To complete Benefits Enrollment for a non-U.S. citizen on the USC Columbia campus, please 
contact the Benefits Office at 803-777-6650 or email benefits@mailbox.sc.edu. Employees on 
other USC campuses should contact their campus benefits administrator. 

  

mailto:benefits@mailbox.sc.edu
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Reviewing Benefits Summary 

Benefits Summary. Review your benefits Enrollment via the Employee Self Service Homepage. 

1) Begin at the Employee Self Service landing page. Click the Benefits Detail tile. 
 

 

 

2) Next, click the Benefits Summary Tile.  
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3) The Benefits Summary page appears as the initial display. The main page displays a summary of all 
benefit plans in which you are enrolled, and in which plans you refused coverage. Use the My 
Benefits on field to view benefit details as of a specific date in the past. If you choose a different date, 
you must first click Refresh to view the updated results. You can toggle between tile and list view by 
using the options under ‘Benefit Plans.’ 

 

 

Click on each plan to view additional details, including the dependents and/or beneficiaries you have 
chosen to include. All state insurance enrollment changes during open enrollment must be submitted 
through PEBA’s employee self-service, MyBenefits. Additionally, certain family status changes should be 
submitted through MyBenefits. These are birth of a child, adoption, marriage, and divorce. Employees 
are expected to utilize MyBenefits when available. Your designated benefits administrator will review the 
transaction and update PeopleSoft accordingly. Family status changes that cannot be submitted in 
MyBenefits will be facilitated by your designated benefits administrator, which you must request within 
30 days of the life event.  

4) Clicking on a specific plan will show you details regarding the coverage you elected. Details about 
your covered dependents or beneficiaries for that plan are shown at the bottom of the page. Click the 
‘X’ to return to the Benefits Summary page. 
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5) Do not rely on beneficiary information, if displayed in this tile. SC PEBA is the system of record for state 
insurance and state retirement beneficiary designations. Login to MyBenefits to review 
beneficiary(ies) on record with PEBA for basic life insurance and/or optional life insurance. 

 

NOTE: Login to Member Access on the PEBA website to review beneficiary(ies) on record with PEBA for 
state retirement benefits.  

 

 

 

6) Congratulations! You have successfully learned how to review a Summary of your current benefit 
enrollments via Employee Self Service.  
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