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USF NetD Single-SignOn Use the MyUSF portal to access GEMS Self-Service. From most USF
[ ) pages, click the MyUSF link at the top. Add your Net ID and password
= and click Sign In.

By logging in. | sgree to the terms of the Acceptable Use Policy.

EMAIL LEARNING & TEACHING TOOLS BUSINESS 5YSTEMS
i Archivum Inside the portal, click Business Systems. Your
Employes Announcements . .
s drop-down menu may look different depending on
. the systems you use. Click GEMS.
The Division of Human Resources is pleased to announce EAST
changes fo the University Voluntary 403(b) Savings Flan
effective Feb 18, 2020. Find out project detsils, Town Hall
schedules and mare here. BB
Health Banner
All USF campus locations may now submit Facilities
Work Orders through & new online
Payroll Certs

application. Access this application through MyUSF

You will see a two-factor authentication pop-up. GEMS uses this to verify your identity each
time you log in. This feature is called DUO.
Two-Factor Authentication is required to access this service

Choose an authentication method

% [£ Duo Push recoamenoen ‘Send Me a Push
@ call Me

Add 3 new device 2 Passcode Enter a Passcode

Powered by Dud Securlty

You will only need to activate your DUO account once. After that, you will always see
this authentication page when logging into GEMS. Verify your login request by the
method of your choice. Set up your DUO account or learn more about DUO here.
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After you authenticate your login with DUO, Employee self-service opens with several tiles
available (USF Employee Summary, Careers, Payroll, Personal Details, Learning &

Development, and Employee Leave Details).

v Employee Self Service |

USF Employee Summary Payroll Personal Details

Last Pay Date 01/31/2020

Learning & Development Employee Leave Details

w

use the USF Employee Summary tie to:

e Review any job history that you have at USF.

¢ View your benefits summary. Keep in mind that you cannot make any benefits
changes in GEMS. All benefits are managed in PeopleFirst.

§ » Review Job History

Job History
Employee ID:
+ = USF Benefits Summary Rocky D. Bull
Job Information Personalize | Find | 5 | 5] First 4 1.58of38 ‘& Last
General Lot Information Work Locaton Compensation | F=H
Empi Record ET Date laquencs Acbon Action Reason

Rehir Re-amployment
Terminatn End OFf Appointment
Fay Rt Chy Basa-General Increase
Rehire Re-employment

Figure 1 USF Employee Summary Screenshot
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Use the Careers tile to browse available jobs at USF.

Search Jobs

Welcome Rocky

(=% \iew All Jobs

| »
i:.l My Job Notifications »
& My Job Applications 23
Tr My Favorite Jobs »
',{‘ My Saved Searches b
s My Contact Information »
Figure 2 Careers Page Screenshot
Use the PayroII tile to:
e See a listing of your paychecks appears sorted by date.
¢ Click a particular paycheck to view or print as a PDF.
e Setup or change your Direct Deposit information.
¢ Change your W-4 tax withholding allowances.
9 Paychecks Paychecks
BT W-2AW-2e il
Check Date Company Pay Bagin Date | Pay End Date Het Pay
2 Direct Deaposit :
11082019 University of South Flanda ;;ﬁﬁ'z 5$100.50
5 Tan Withholding =
1DL2319
1022019 Unswersify of South Fladde s 510050
100 452009 Uriearity af Seull Flands Di;ff;r: £100.50
e e k]
bariz0ns Uriversity of South Florids AE $100.50
082U
D206 Wriwersify of Scuth Flands Sl §100.50
08R02019 Unwersity of South Flacn i’if‘:: £100.50
Figure 3 Payroll Page Screenshot
3
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Use the Personal Details tile to view and update your personal information from home
address to emergency contacts.

o« Addresses

Addresses
¢, Contact Details Home Address
i 4202 E. Fowler A
gk Ethnic Groups Tt Ff\;;ézﬂvenu& Current
Hillsbarough

X3 Emergency Contacts

:- Additional Infermation Mailing Address
&, Disability
4202 E. Fowler Avenue

Tampa, FL 33620
Veteran Status
< = Hillsborough

Current

Figure 4 Personal Details Page Screenshot

Use the Learning & Development tike to:

¢ View all trainings that you have taken in the “Training Summary.”
e Register for training by clicking “Request Training Enroliment”

= Training Summary
Request Training Enroliment

| Reqguest Training Enroliment

Please choose one of the search methods below to find a course session

Search by Category
Search by Course Name
Search by Course Number
arch by Location
Search by Dale
GoTeo Seif Serice
Leaming and Developmen
Traming Summary
Figure 5 Learning & Development Page Screenshot
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Use the Employee Leave Details tile to request leave.

e By default, the sick leave request options will be shown first. To request Annual Leave,
click the triangle arrow in the top right to show your next type of leave (ANL).

e To add your leave request for any type of leave:
Click the yellow “add” button, which will give you a new row.

o

o Inthe blank areas, enter:

= Start date and time of desired leave
= End date and time of desired leave
= Total number of hours being requested

o Click “Save.”

@)

You'll see a popup that your request has been sent for approval.

o You'll receive an email when your manager/supervisor either approves or

denies your request.

Souen Leave Request

5 Manage Leave Approvals

Leave Type

Leave Request
m Q
Request Approval Miscellarecus
“Type Description “Start Date
SIC Sick Leave Used 10212018
m siIc Sick Leave Used  DA/142018
sic Sick Leave Used  DS1172019
SIC Sick Leave Used  DSNE2019
(_Agd
i 1 :
| Seve | Notify

Figure 6 Employee Leave Page Screenshot
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Start Time  -End Date

8:00aM

E:00AM

2.00aM

wo2eme

DaMaR018

0572018

05ME2019

S:008M

5:00PM

Scroll types of leave

103112019

14032 v »

End Time Requested By Hours “Status Comments
Bull, Rocky 800 Posted
Bull, Rocky 8.00 Posted
Bull, Rocky 8.00 Posted
Bull, Rocky 400 Posted
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