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Logging on to PeopleSoft
https://peoplesoft.rcsdk12.org
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• Navigate using PeopleSoft     Human Resources 9.1 

Time and Labor – Time Entry

×
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• Always make sure you have the ORACLE 
bar on top.  Click on Self Service.
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Wrong Way

Right Way
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• Time Reporting
– Report Time
– View Time



11REX and OVT codes also need an Account/Budget Code*



MTL – Miscellaneous Paid Leaves 
needs an override reason
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Some codes are based on the contract i.e. cancer screening
Others will need additional approval i.e. half pay
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•  Divide the hours by your standard hours/day  
to get the number of days you have available.

   Ex: 152 hrs ÷ 8 hrs/day = 19 days 
• A change in standard hours will affect your 

leaves
• If you have a question about your leave totals 

you can email the leave administrator at 
leaveadministration@rcsdk12.org

• Where do you find your leave balances? 

Want to know the number of days you have?

mailto:leaveadministration@rcsdk12.org
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• Leave Balances: Hours earned/used/remaining  
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• Time Reporting
– View Time
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Payable Status:  
 Needs Approval
 Approved
 Taken By Payroll
 Distributed

**If there is no time 
showing see your 
supervisor/approver 
because you will need 
to complete a paper 
timesheet**
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• Payroll and Compensation
– View Paycheck
– W-4 Tax Information
– View W-2/W-2c Forms
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View Paycheck



Having trouble viewing your paycheck?

– You might have a pop up blocker.  Look to the far 
right of the address bar.  If you see this little box 
with a red x then click on it. You want to always 
allow pop-ups and then click done.  
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• Payroll and Compensation
– W-4 Tax Information :  Change your Federal tax 

information.  State tax change can not be done online.
– View W-2/W-2c Forms:  view and print your W-2 form 

2011 –most current.
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**If you check this box no taxes will be withheld.
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• Personal Information
– Home and Mailing Address
– Phone Numbers

Did you move or do you have a new phone number?  
This is where you can make the change.
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Click on Edit to open the change screen.
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Need a payroll form?
• Click on Human Resources
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• Click on Payroll Forms
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• Here are the forms you may need
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Phone numbers you may need…
Civil Service Payroll   585-262-8243

Human Capital     585-262-8597

NYSLERS (NYS Retirement) 866-805-0990
or online at www. osc.state.ny.us
   
403b questions go directly to Omni Group 
          585-436-6664
or online at www.omni403b.com
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