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Direct Deposit Changes

* Login at https://hcm.teamworks.georgia.gov/psp/

* Click on Home

Direct Deposit

* Click on Employee Self-Service
* Click on Payroll 2

Accounts

* Click on Direct Deposit

* Click on row to edit account information

*Note* Changing your account information will generate a paper
check that is mailed to your address of record until your new
banking information can be verified



https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&http://hcm.teamworks.georgia.gov/

Tax Updates

* Login at https://hcm.teamworks.georgia.gov/psp/
* Click on Home

* Click on Employee Self-Service

* Click on Payroll

* Click on Additional Payroll Settings

* Click on the W4 or G4 to edit < Payrol

° | Form W-4 Fed W/H

% | Form G-4 GA State W/H

— Employee Expense
' Reimbursement



https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&http://hcm.teamworks.georgia.gov/

Outstanding Wages Designation Form

* Login to TeamWorks:
https://hcm.teamworks.georgia.gov/psp/

Navigate to NavBar: Navigator.
Click the Self Service link.
Click the Beneficiary Outstanding Wages link. Once the Beneficiary

Outstanding Wages page displays, the employee can enter the
appropriate information from the Beneficiary Outstanding Wages
Designation Form.

Click the Save button.


https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&http://hcm.teamworks.georgia.gov/

Submitting an Absence Request

*Login at
https://hcm.teamworks.georgia.gov/

* From the Home Page click on Home
dropdown

* Click on Employee Self-Service

* Click on Timesheet

Menthly Schedule



https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&

Submitting an Absence Request

* Enter hours under
applicable day/date

* Select the applicable Time
Reporting Code (TRC)

e Add a Leave Reason
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Submitting an Absence Request

Each Time Reporting
code (TRC) needs a
separate row.

 To add a row, click on the
plus sign

 Click Submit when finished
entering leave for the week

* To move to another week
click or Previous or Next
period
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To View Leave Balances

* Click on the
Leave/Compensatory
Time Tab

* Balances do not reflect
any leave entries made
during the selected time
period.

* You can also view leave
balances from the
Employee Self-Service
landing page




Updating Personal Information

* Login at _
https://hcm.teamworks.georgia.gov/

Personal Details

e Click on Home
* Click on Employee Self-Service
 Click on Personal Details

* Click on Addresses to update home or
mailing address

* Click on Contact Details to update
phone numbersl emall address and Updated 05/16/2008 Updated 09/05/1995
emergency contacts

Additional Information

* Click on Additional Information to
view sensitive information @

(please contact HR if any sensitive
information is incorrect


https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&

Review Paychecks

* Login at https://hcm.teamworks.georgia.gov/psp/

* Click on Home

* Click on Employee Self-Service
* Click on Payroll

* Click on Paycheck

Paychecks

Pay Date 10/14/2022
Net Pay

Taxes

Deductions

Total Gross



https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&http://hcm.teamworks.georgia.gov/

W-2 Forms

* Login at https://hcm.teamworks.georgia.gov/

* Click on Home

* Click on Employee Self-Service
* Click on Payroll

* Click on Additional Payroll Settings
* Click on W-2/W-2c forms

W-2/\W-2c Forms

w2]

2021 W-2 Form available


https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&http://hcm.teamworks.georgia.gov/

Employee Expense Reimbursement

* Login at
https://hcm.teamworks.georgia.gov/

* Click on Home

* Click on Employee Self-Service

* Click on Payroll

* Click on Additional Payroll Settings

* Click on Employee Expense
Reimbursement

* Enter or edit banking information -
(account information needs to be set-up
before requesting reimbursements through

CONCUR

< Payroll

5 Form W-4 Fed WH

5| Form G-4 GA State W/H

— Employee Expense
" Reimbursement



https://hcm.teamworks.georgia.gov/psp/empl/?cmd=login&languageCd=ENG&http://hcm.teamworks.georgia.gov/

	Employee Self Service
	Direct Deposit Changes
	Tax Updates
	Outstanding Wages Designation Form
	Submitting an Absence Request
	Submitting an Absence Request
	Submitting an Absence Request
	To View Leave Balances
	Updating Personal Information
	Review Paychecks
	W-2 Forms
	Employee Expense Reimbursement

