Changing Your Password e

Prior to logging into the PeopleSoft Portal, you must change your initial default password. If you have
already changed your password, please disregard this section and log in.

1. Go to https://dwa.sandi.net/passwd Open Enrollment Info

2. Follow the prompts on the screen to Open Enrollment through self-service will be
change your password. available November 1-30, 2004.
Your User ID will be your six-digit Use these instructions to log on to
Employee ID, as found on your paycheck (see ~ PeopleSoft. Select Benefits Home and
below). follow the directions on screen to complete
Your default password will be Sdesnnnn your enrollment.
(nnnn=the last four digits of your SSN). You can find additional self-help materials at:

Example: Your SSN is 546-66-3463. Your htto-/orod031.sandi.net/dwal
default password will be Sdcs3463. b anaL.nerawd

3. Password characteristics:

dwa_training peoplesofi hr_materials.htm

-Must be a mmimum of 8 characters;
-Must contain at least one CAPITAL letter and | If you cannot change your password or if

one lowercase letter; you do not remember your password,
-Must contain at least one number (0-9); please call the Help Desk: 619-725-7500.
-Canneot contain your first or last name or your
DWA ID.

How can | find my Employee ID?

Your six-digit employee ID, or EMPL ID, can be found on your paycheck.
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Signing Into PeopleSoft -

After changing your password, you are ready to log into the Portal. Follow these easy steps to
sign in and navigate to PeopleSoft’s Self Service applications.

Fie | Edt View Favories Tools Help

S[D]

Signon

User ID:
Password:

Privacy Policy

San Diego City Schools respects personal privacy and is committed to protecting
personal infarmation. This statement explains our policies and practices regarding the
callection, use and disclosure of the persanal infarmation gathered from you through
this web site. Should we change how we use or disclose personal information, we will
review and update this Privacy Palicy as needed. By submitting persanal information,
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1. Open your Internet Explorer web
browser.

2. Type in https://dwa.sandi.net

The PeopleSoft Portal signon page

you consent to the collection, use and disclosure of that personal information as
explained below

appears.

Signing in to the Portal

1.Personal Information. You have control over your personal infarmation. In general,
you can visit our web site without providing us with any personal information.
However, we must have your personal information in order for you to access certain
programs thraugh this web site. This information requested may include registration
data such as your name, address, email address and phane number. Please do not 3 .
submit any Personal Information if you are less than 18 years of age

To sign in to the portal

1. Enter your User ID.
2. Enter your Password
3. Click Sign in

Enter your User ID which is your six-
digit SDCS EmplID.

2. External Links. San Diego City Schools’ web sites) may provide links to other
third party web sites. Even if the third party is affiiated with San Diega City Schools
through a business partnership or otherwise, San Diego City Schoals is nat
the first letter of your first name and your

responsible far the privacy policies or practices or the content of such external links
fulllast name. (For example, Mike Casey

These links are provided to you for convenience purposes only and you access them

= mcasey) 4

Your user |0 and password are the same
as your Outlook account. Your user ID is

Enter your Password.

5. Click Sign In.
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Hormenage Help

6. Click on the Human Resources 8.8
icon to access the self-service
applications.

Perscnaliza Confent  Lavout

DWA News

DWA Training & Support

b spos & Payrol Paraliel nstructions
b PeopleSat Instructions and Koy Datos

D Applicaton Diagnostics
Payroll Parallel Support
b Roportng Toole  Payrol Parale Support

R
* No aricles currenty avallable
Finance

& DWA Job Aids 8 FAQ'S

My Reports 2 N welcome L]
NoReports To Display Waicome to mySDCS. Access your smail, calendar,

applcations, news and much more..all in one place.

* No aricles currenty avallable

* No aricles currenty avallable
owa

* No aricles currenty avallable

A second window will open with your
Employee Self Service home page.

View Ertre Pubication

Make it your ownl To change its conterts, clck the
Content link in the upper lft comer of thic page
(under the SDCS logo).

Feport Manager =

To change the way contents are arranged, cick the
nk.

SDCS Applications =g |Levouti
7] WA Extended Security Roquest \When you sea the pencilican, ek it to make sven
(5D o Edendea Secury e more customizations.

Vuman Resources 09 |
2 cees aman Resnces e
(Frodicton envicnmet) Tell s what you think sbout mySDCS) Send
comments and suggestions to dwa@sand net

PeopleSoft.

Searcn Newtindow | Hel

D Employee SelfSerce
D Manager SelfSenice
D Applicaton Disgnostics

Employee Home

7. Click on an icon or a menu item to
access the self service area you need.
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Payrolland Compensation Home
‘Access your cnine paycheck,diect depast, s cthe decuction or contriufcn nformation

Review your o, saary ant compensaton fstry.
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Using eBenefits to View Benefit Information oo

PeopleSoft.

Search

@

~ Emplayee Self Serviee
[> Personal Infarmation

I Payroll and Campensation
< Beneiits

Savings Contriution

Summary

Elexible Soending

Accounts

D Dependents and
Beneficiaries

[> Life Events
Benefits Home
Benefits Summany
DependenyBeneficiany
Info
Insurance Summary
Benefits Enrollment

[ Recruiting Activiies

PeopleSoft.

= Employee Self Service
1> Personal Information
D> Payroll and Compensation
= Benefits
b Benefits

7 Dependents and
Bengficiaties
D

Viewing Your Healthcare Summary

Health Care Summary
Gahbriella Simpson

Toview yaur benefits as of ancther date, enterthe date and click Go:
07152004 [ Go

Type of Benefit

Medical
Dental

NOTE

Plan Description Coverage or Parficipation
Aetna HMO Group 10 Family
SDCE Dental Ative Farnity

GoTo:  Employee Home
Benefils Home
Health Care Dependent Summary

This process allows the employee to view health plan
coverage.

Navigate to: Employee Self Service > Benefits >
Benefits Information > Health Care Summary.

NOTE: To view detailed information about a

particular health care plan, click on the Type of
Benefit link.

Viewing Your Healthcare Dependent Summary

———
.

Health Care Dependent Summary

Gabriella Simpsan
Click the link ta viewryour dependents by their name or fype of benefit

Toview your benefits as of another date, enter the date and click Go

Coverage

Benefits Home
Benefits Summary
DependentBeneficiars
Info
Insurance Surmmary
Benefits Enroliment

1> Recruiting Acthities
Emplavee Home

[> Manager Self Semvice

[> Anplication Diagnostics

PeopleSoft.

Search:

@

"~ Employee Self Service

D Personal Information

D Payroll and Compensation
~ Benefits

[o7i5r2004 " ] G

Dependent's Summary by Name

Type of Benefit  Description [ Relationship
Medical Agtna HMO Group 10 | Garth Simpson Ul | Spouse
Dental SDCS Dental Active | Gardh Simason lll | Spouse

NOTE

Goto:  Eppigyee Home
Benefits Horme

This process allows the employee to review dependents
covered under health plans.

Navigate to: Employee Self Service > Benefits >
Dependents and Beneficiaries > Health Care
Dependent Summary.

NOTE: To view detailed information about a
particular dependent, click on a Name link.

Viewing Your Benefits Summary

N 0202020200000 |
ol

Benefits Summary
Gabriella Simpson

To view your benefits s of another date, ente the date and click Go:

1> Benefits Infarmation
b o n

Beneficiaries
b Life Events
Benefits Horme
ensfits Su
DependentBeneficiary
Info
Insuranee Summary
Benefits Enroliment
[ Recruiting Activities
Ernplovee Home
[ Manager Self Semvice
[ application Diagnostics

Search

5J

Senice D

[o7rarzo04 5] Gar

Plan Description Coverage or Participation
Agtna HMO Group 10 Family

SDCE Dental Active Family

Hartford Basic Life FMLA  §0

TSA 403tk Renular 425 Before Tax

F\ez\ble SPeNding ALCOUT ¢ (00 Playe

Type of Benefit

Flex Spending Dependent Care

NOTE

GoTo:  Emplayes Home
Benefits Home

This process allows the employee to view details on
specific benefits including: Medical, Life, Savings Plans,
and Flexible Spending Accounts.

Navigate to: Employee Self Service > Benefits >
Benefits Summary.

NOTE: To view detailed information about a

particular type of benefit, click on the Type of
Benefit link.

Viewing Your Dependent/Beneficiary Coverage

PeopleSoft. |
pona 2|

New Window

D Personal Information -

D Payroll and Compensation
< Benefts
D Benefis Information

< Dependents and
Beneficiaries

Health Care Dependen
Summary Garh
D Life Events
Benefs Home

nefts Summay
DependenyBeneficiary
nfo
nsurance Sunmary oto:

[Dependent/Beneficiary Name

NOTE iy

and iary Coverage Summary

Gabriella Simpson

“To view your benefits as of another date, enter the date and click Go,

| e

Relationship
Simpson i Spouse.

Type of Benefit___Description

Agtna HMO Group 10
SDCS Dental Active

D Recruiting Actvities
Employee Home

D Manager Self Service

D Application Diagnostics

Beneflts Home
DenendentBenefciany Summat

This process allows the employee to view dependent
beneficiary benefits coverage summary information.

Navigate to: Employee Self Service > Benefits >
Dependents and Beneficiaries >
Dependent/Beneficiary Coverage.

NOTE: To view detailed information about a
particular dependent, click on the Dependent/
Beneficiary Name link.
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Using eBenefits to View Benefit Information oo

Viewing Your Insurance Summary

This process allows the employee to view summary
information about all insurance plan types for which he/
@ she is enrolled. Includes links to plan-type detail pages.

< Employee Self Senvice Insurance Summary

1> Personal Information Gabrislla 5
[ Payroll and Gompensation abriella simpson

~ Benefits

PeopleSoft.

Search:

[> Benefits Information To view your henefits as of another date, enter the date and click Go
DD nd
Beneficiaries [ors18i2004 GO o . .
b i v Navigate to: Employee Self Service > Benefits >
Benefits Horme Type of Benefit Plan Description Coverage or Participation|
Benefits Summary [ Life | Hartford Basic Life FMLA 50
Desenenifnctotay | e e Insurance Summary.
Info

Benefits

b Reuning tvies NOTE: To view detailed information about a

Employee Hame
[> Manager Self Service GoTo: Emplovee Home

> Applicalion Diagnostics Benefits Home particulal” l‘ype Ofbeneﬁt, CliCk on the Type of

Insurance Beneficiary Summsary

Benefit link.

Viewing Your Flexible Spending Summary

K. 020202020200 ]
PeopleSoft, S ———e
|  ieble Spending Accounts This process allows the employee to view Flexible

Gabriella Simpson

7 Employee Self Senice our Flesile ding A ) n 2004 . . . .
1> Personal Infarmation ‘our Fleyible Spending Accounts) in

e ion|  Claims are processed b our Tird paty Acmiiststor. T access Tiad' pending ccounts activities.
< Benefits web-sile for claims forms and processing, dlick the Triad link to the right Triad.

< Benefts Infarmation
Health Care Summary el ctiRIATIE A INOTE
Savings Summary

Ta review past benefits information, enterthe year and click the o button NaVlgate to: Employee Self‘Se}"Vlce > Beneﬁts >
o Benefits Information > Flexible Spending Accounts.

[> Dependents and

Beneficiaries Select Account

> Life Events
Benefits Horme For this Plan Year you are enralled in the Flexiole Spending Accountis) listed below.

enefits Summal Please click on the one you wish to review, . . . .
e an ’ NOTE: Click the Triad link to access Triad’s

o Emplogee
Insurance Summary Spending Account Annual Pledge Contributions YTD Contribution . . .
Beneis Enrollmen] Amount b- f /. f d

e - - web-site for claims forms and processing.

Ernploves Home
b Manager Self Service
I Agplication Diagnostics

Goto: Employes Home
Benefits Home

Benefits Sumrmary

Viewing Your Savings Summary

e e | - Savings Summary This process allows the employee to review

[> Personal Information Gabriclla S
[ Payrall and Compensation abnela simpson

. summary information about savings plans.

7 Benefits Infarmation Ta wiew your benefits as of another date, enter the date and click Go

Heallh Care Summary
HealtharEa | [z ) [ e |

Savings Contribution " ——
Summal Tvpe of Benefit Plan Description Coverage or Participation ‘

i anana o ToR s eglr - $25 et Tx Navigate to: Employee Self Service > Benefits >
“brependensand | NOTE . .
Poivietiy Benefits Information > Savings Summary.

[> Life Events
Benefits Hame
Benefits Summary

R NOTE: To view detailed information about a

Insurance Summary
InEurance Sumrns Savins Beneficiary Gummary
Benefits Enrallment

b Rerutng v B o S particular type of benefit, click on the Type of
Benefit link.

Viewing Your Savings Contribution Summary

PeopleSoft, EEE——

Search:

This process allows the employee to view savings contri-
_—_—— butions for all plans.
[> Persanal Information

b Fayroll and Compensation Savings Contributions for All Plans

< Benefits

e B Navigate to: Employee Self Service > Benefits >

Toview your benefits as of another date, enter the date and click Go:

s [ o | Benefits Information > Savings Contribution

s)ljouage

Flexible Spendins
Avcounts Percent of Flat Deduction  Percentof Gross Flat Deduction

[ Dependents and Tvpe of Benefit Gross Amount After-Tax Amt After-Tax Summa} ‘/ .
Beneficiaries T5A 403(0) Regular 25.00

D> Life Events

Benefits Home Page 4

Benefts Summary
DependentBeneficiary
Info Gote: Emplovee Home

Insurance Summa; Benefits Home




