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Purpose of Employee Self Service:
e All Employees:

o Leave Management
= Make Leave Requests
= View PTO Balances

o Access

= Pay Statements
= Tax Form

= Previous FAR/SAR Documents
e Managers/Supervisors
o Leave management

= Approve/Deny Leave Requests from Direct Reports
= View Team Leave Calendars

o View Team Member Details
o Access Past FAR/SAR Evaluations for Direct Reports

To access Employee Self Service:

-or-

1. Click on the Desktop Icon ‘

Follow this link:

https://vcom-prod.operations.dynamics.com/?cmp=VCOM&mi=HcmEmployeeSelfServiceWorkspace

All VCOM issued computers should have this icon on their desktop.
If you do not see this icon on your desktop you will need to contact your campus’ IT office.

2. If you are not automatically signed into Employee Self Service (Anthology), you

should see the screen shown below. You will need to enter your VCOM email
address.

B® Microsoft

Enter your VCOM email address Sign in

Email, phone, or Skype

(*****@vcom.edu) ‘

Can't access your account?

% Sign-in options



https://vcom-prod.operations.dynamics.com/?cmp=VCOM&mi=HcmEmployeeSelfServiceWorkspace

3. Asecond log in screen will appear requesting your password. This will be the
same username and password that you use to log into your VCOM computer.

= Microsoft
< fintest@vcom.edu
Enter password

|— ssword

Forgot my password

After entering your password, you may also be asked to verify your identity via
the authenticator app.

4. Once logged into Anthology, you can access Employee Self Service by clicking on
the button as shown below. Please note that your home screen may look
different depending on your granted access.
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Employee Self Service

Welcome to Employee Self Service!
All functions will be completed from the area within the red box below. You will be

able to click and navigate within the panel to the far left, but functionality of those
features has been disabled for most users.

i Finance and Operations

= OQOptions £

! Home

Y Favorites 0% . .
FinTest FinTest 599999

@ Recent » Test (do not use) = VG BUS: Business Office = Employee
Edward Wia College of Osteopathic Medicine

B MWekkspacas o

[ & Edit personal details l

£= Wledules ~
My information

S~ Summary

0

Waork items Team absemce
assigned to me calendar

-~ My career information

Time Off Balances Expenses

The Employee Self Service screen will have 3 tabs:
A. My Information — contains information about the employee accessing Employee
Self Service

B. My Team — Managers/supervisors only; contains limited information about Direct
Reports and Team Members

C. Leave Management — This tab is not yet active

If at any time you get lost, you can click the “Home” button in the upper left corner.
This will take you back to the Anthology home screen.




Requesting Leave

1. Access Employee Self Service
2. Go to the My Information tab

3. Click Request time off
This will open a new screen

My information

‘

7~ Summary

0

Work items
assigned to me

~ My career information

Time Off Balances

Admin Leave

3.50

FinTest FinTest S9999
Test (do not use) « VC: BUS: H

Edward Via College of Osteop

[ Z Edit personal details

My team Leave management

Team absence
calendar

Expen

Hours

CME
28.00

Hours

Birthday Holiday

00
WU

T New




Amount Type

Unit

A. Choose the Sandandview ™
Request time off
Leave Type
yp Leave type
| PTO - Administrative Fac/Staff v
B. Enter the Leave
Dates
Date(s) O
Day Date
C. This area will
populate as you
add dates; you
can split your
leave between
multiple
categories T
Attachments
‘ Upload |
o
Comment
D. Add any
attachments or +
comments
Balances
As you add leave e R
requests your totals Admin Leave Hours
will change to show Birthday Holiday Hours
you how much leave Sany-Oves Laow Hooa
. CME Hour:
you will have left o
Military Leave Hours
after submitting the . o
TO - Administrative Fac/Staff Hours
request

Available (8/21...

Requested Remaining

| Submit ’ ‘ Save draft ] l Cancel |

E. Click Sumit, Save

Draft, or Cancel

Submit — This will send the request to your supervisor for approval

Save Draft — This will save the request for you to edit and submit at
a later time; the request has not been submitted for approval

Cancel — Cancels the request




Viewing Leave Balances

1. Access Employee Self Service
2. Go to the My Information tab

3. Click View time off
This will open a new screen

FinTest FinTest S9999

est (do notuse) « VC:BUS: §

m

dward Via College of Osteop.

[ & Edit personal details

My information) My team Leave management
S

7~ Summary

0

Team absence
calendar

Work items
assigned to me

My career information

Time Off Balances Expen

Admin Leave
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AE
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00 T Ney
W

Request time off




The new screen will have 4 tabs:

«— -+ Request time off 7 Update time off = Cancel time off v Options

Standard view

Time off
A B C D

Balances  Approved time off  Time off requests Leave buy se

m
o
m

£

A. Balances — Shows your current/available leave balances based on the “As of Date”;
be sure to put this date as 6/30/** to account for all leave requests in the fiscal year

€= - Requesttime off  Options

Standard view

Time off
Balances  Approved time off Time off requests  Leave buy sell requests

As of date

[ 6/3072025 ) | | apply |

Type T Unit Current balance  Awvailable bala..
Admin Leave Hours 3.50 3.50
Birthday Holiday Hours 0.00 0.00
Carry-Over Leave Hours 0.00 23.00
CME Hours 28.00 20.00
Military Leave Hours 0.00 0.00
FTO - Administrative Fac/Staff Hours 192,00 184.00
Sick Leave Hours 58.00 58.0

Accrual rate
0.00 hrs / Annually
0.00 hrs / Annually

s/ Annually

0.00 hrs / Annually
0.00 hrs / Annually
200,00 hrs / Annually

0.00 hrs / Annually

Last carry-forward amount
M/A

M/A

23.00 on 6/30/2025
M/A

M/A

M/A

MN/A

Active accrual suspension

B. Approved time off — Shows all approved leave requests. From this tab you can
update and cancel requests. Adjusted or cancelled requests are sent to your

supervisor for approval.

“— T Request time ofif E# Update time off ) Cancel time off Options
Standard view
Time off
Balances  Approved time off  Time off requests eave b ell requests
Date
| | [ v
':::' Day Date L Type
I () Monday 6/30/2025 PTO - Administrative Fac/Staff
Sunday CME
Monday CME
Thursday 6/19/2025 Birthday Holiday
Wednesday 6/18/2025 Sick Leave
Friday 6/6/2025 Admin Leave
Thursday 6/5/2025 Admin Leave

Amount Half day definition

8.00

Unit

Hours

Hours

Hours

Hours

Hours

Hours

Hours




C. Time off requests — Shows all requests and their status.

Status:

Standard view

Time off

Balances  Approved time off  Time off requests

¢ In review — submitted but not yet approved/denied
e Draft - created, but not yet submitted
e Completed — submitted and approved
e Denied - submitted and denied
4 - Requesttimeoff 3 Cancel (5 View history Options pe

Leave request dates

Status
2] | [ . A
':::' Submission date Leave type ' Start date End date
I () 6/24/2025 In review Admin Leave 4/17/2025 4/17/2025
6 In review CME 4/12/2025 4/12/2025
6 In review Admin Leave 3/31/2025 3/31/2025
Unsubmitted Draft PTO - Administrative Fac/Staff &/7/2025 8/7/2025
6/19/2025 Completed CME 6/29/2025 6/29/2025
Completed PTO - Administrative Fac/Staff 6/30/2025 €/30/2025
Completed CME 4/26/2025 4/26/2025
Completed Admin Leave B8/6/2025 B/6/2025
Completed Admin Leave B8/5/2025 B/5/2025
Completed Birthday Holiday 68/19/2025 6/19,2025
5/28/2025 Completed CME 6/23/2025 6/23/2025
5/28/2025 Completed Sick Leave 6/18/2025 6/158/2025
5/28/2025 Completed Sick Leave 6/4/2025 6/4/2025
Completed Admin Leave 5/30/2025 5/30,2025
Completed PTO - Administrative Fac/Staff 5/28/2025 5/28/2025
Denied Admin Leave, CME 5/20/2025 5/20/2025

Total amount

0.00

4.00

Unit

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

Hours

D. Leave buy sell requests — This tab is not active and will be blank




Additional Employee Information

,  FinTest FinTest
Te - Emp
r&d ‘ 7 Edit personal details ‘
Myinformation  Myteam Leave management
Work items Team absence
assignedtome ] calendar
My career information
Time Off Balances Expenses Tasks Certificates Compensation
Admin Leave 0 Overdue tasks
1250 Hours 0Tshs dus today
cME 5 View fasks

L

e
irthata
00 urs ® View reports
Requesttimeoff  Viewtime off .. B 2
My payroll information
Payroll Payments W2 Forms

3 0 E

5 View payments 5 View W2 forms

Additional information

EXPENSES PERFORMANCE ORGANIZATION
Cash agvances Performance journal Signing limits

Expense entry delegatas

24.5

A B1

Attachments Pay Statements

5 Mo pay statement on record.

Most recant upload

Pay statements report ..

1074/2024

24 P

ents

From the My Information tab an employee can:

A. Attachments — View documents, such as tax forms, that the HR Office has made

available

B. Pay Statements — View a summary of the most recent payroll or access pay

statements
e B1 - pay statements before 09/01/2024
e B2 - pay statements after 09/01/2024

C. Compensation — View their current compensation

D. Certificates — View current/past contracts

E. Performance Journal — Gain access to and view past FAR/SAR performance

evaluations

10




Attachments

By clicking on the blue number, or Manage attachments, an employee can access
documents that the HR Office has uploaded for them. These documents can be

downloaded.

1. Click on the blue number or Manage Attachment
e This will bring you to a new screen

2. Select the document you wish to view from the document listing

Document Listing

Click the back button to
return to Employee Self
Service

Click Open to download
the document

QE & 4 Edit T MNew l Delete

=\ ]

W-2 fax form - 2021

W-2 tax form - 2022

File

W-2 tgk form - 2023

File

Payfstatements report (08.16...

Pay statements report (09.01...

File

Tester, VCTest2; SAR 2023

File

| Tester, ACTest2; SAR 2023

{settings  © References 'V Created by >  Deleted attachny

Standaf view

Attafhments for Name: FinTest FinTest, $99999

Descriptin Type Attached

Tester, pCTest2; SAR 2023 File [ e
ol i e

File naifje docx

Testef ACTest2; SAR 2023 s
Original file name

Tester, ACTestZ; SAR 2023.docx

&, ¥ 2023

Employes Name Dat

==Em tind by Ermployen — etain o o o s i and
List Top 5 Goals Set with Supervisor s/ Achlevements

Major Work Accomplishments in Prior Year

Additional Colloge Service

11




Pay Statements (before 09/01/2024)

The Pay Statements box gives employees access to their pay statements for payrolls
that are dated before 09/01/2024.

Click this button to
show a summary of
your most recent

N

Pay Statements

m o View all

payroll

Pay Statements

Payment date
9/1/2022
Pay period

8/16/2022 - 8/31/2022

N S

Click this button to access pay
statements from previous payrolls

pay statements  Options L

Pay statements

Standard view -

‘,.l

8/31/2022

Grosspay  Tax deductions Benefit deduct... Net pay

4,629.58 1.177.63 556.00 2,895.95

Payment MNe ¥ Pay period
Gross pay
I 97172022 8/16/2022
4,630 usD
Met pay
2,896 uso \
8 Hide & Print @ View all

— <+ Automatic Zoom v

Pay statement

Worker 599999 Name

Payment  9/1/2022
date

FinTest FinTest

Click on the payment date to bring up the
pay statement detail and to print or
download the file.

Pay statement

e 2 @
Destination
0 0O o X

) »

Click this button to
print the document

Click this button to
download the document

Click OK

12



Pay Statements (after 09/01/2024)

The Payroll Payments box gives employees access to their pay statements for payrolls

that are dated after 09/01/2024.

1. Click View payments

2. Select the payment you
wish to view. Only 1 can be
selected at a time.

3. Click Payment Details.

Payroll Payments

3

My payroll information

4. A new screen will open
that shows a statement
summary.

5. Click Statement
A new screen will open.

6. Click OK
This will open the pay
statement on your screen

7. The Pay Statement can
be printed or downloaded
by clicking on the icon in
the upper left corner

=

Payroll payments for FinTest FinTest

Payment details

_J)  Pay Pericd End date
| (@>025-12] 6/30/2025
2025-05 3/15/2025
2025-03 2/15/2025

Payment method
Check
Check

Check

Payment date
7M1/2025
31442025

2/14/2025

PAY OPS-VC Standard view

=

Payment details for FinTest FinTest

Payment period year
2025

Payment period number

12

Pay period end date
6/30/2025
Statement date

7172025
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Compensation

The Compensation box will show an employee’s current salary and their most recent
increase. Employees are only able to see their salary — they do not have access to the

salary of those that report to them or any other team member.

Compensation

Compensation

_ Annual salary

55,555
Click
”ShOW" USD
Last increase amount
55,555.00
5D
& Hide
Contracts

The Certificates box will allow an employee to view their contracts that have been
uploaded to the system by the HR office.

1. Click View all certificates

2. Choose the item to view

Certificates
Employment Contract

Expires in 1102 days
Employment Contract

Expired 102% days ago

!0

Certificates

PO 14172001 Standard view

My certificates

Certificate type
I Contract

Contract

J

Employment Contract

Description

Employment Contract

3. Click on the

paperclip icon in the
right corner to view
the document.

A new screen will
open.

4. Click Open at the _—

top to download the
document.

14




Evaluation Documents

The Performance Journal link will allow an employee to see their past FAR/SAR
performance evaluations. These evaluations can also be seen by your direct supervisor.

Click “Performance Journal”

Performance journa

SN~———— l

e Performance journal

Standard view -

[

Journal date Source Share with manager
FinTest, FinTest; SAR 2021 1/1/2022 Manager journal v
FinTest, FinTest; SAR 2020 17172021 Manager journal '

Submitted by
Klingbeil Eric J

Klingbeil Eric J

Keywords
2021 SAR
2020 SAR

( SN———

Click on the Performance Journal you wish to view ﬂ

Performance journal | Standard view

FinTest FinTest: FinTest, FinTest; SAR 2021

General

Title
FinTest, FinTest; SAR 2021

Description
Journal date Share with manager Date completed Submitted by
17172022 @ v Klingbeil Eric )

Your evaluation Source Start date Development plan Keywords

. Manager journal @ ) No 2021 AR

can be viewed S -

here Links
Attachments ~

@ CF 2027 Facally Activity Keport wnd FPerffrmance Evatuation

Click this button to
download the document

Click this button to
print the document

15




Approving Leave Requests

1. Click to view all work items
assigned to you (including leave
requests needing approval)

FinTest FinTest 599999

2. Click on the request (in blue)

to see the details.

3. Click Approve or
choose another
option from the drop-
down arrow.

A new screen will
open that will allow
you to enter a
comment.

Click/confirm
Approve/Deny.

Test (do not use) - WG BUS: Business Office » Employee
Edward Via College of Osteopathic Medicine
-SJ £7 Edit personal details
My information My team Leave management
Work items Team absence
assigned to me calendar
I
“— Open T_l Workflow »~  Options i
Personalize Page apticns Share
Always open far editing Advanced filter or sort Create 3 custom alert
Personalize this page Record info Manage my alerts
‘Work items assigned to me | TestVAZ TestVAZ : 6/24/2025
Standard view -~
) o Subject Document type Due date time

I ( ) Worker: TestWA2 TestVAZ, 6/24/... Leave Approval Request

. Leave Approval Reguest

. Leave Approval Reguest

4/.. Leave Approval Reguest

Leave request T/2/2025 3:40:00 PM

Leave request 5 3:3%:00 PM

Leave request 5 3:3%:00 PM

Leave request 7/2/2025 3:38:00 PM

4« = [JMessagelog ~ Approve Deny —> Delegate (%) View history  Options
Parsanslize Page aptians Share
Personalize this page Record info Get 3 link ™ Create a custom slert
Goto v Manage my alsris

Assigned time off requests | Standard view

TestVAZ TestVAZ2 : Birthday Holiday : 6/24,/2025 - 6/24/2025
Details

Requested dates

(O Leavetype Date Unit Amount

() Birthday Holiday 6/24/2025 Hours 8.00

16




Manager Absence Calendar

The Manager Absence Calendar can
show you the leave requests for those
within your hierarchy.

To access the Manager Absence

FinTest FinTest 599999
WC: BUS: Business Office
Edward Wia College of Osteopathic Medicine

" g &7 Edit personal details

Test (do not use) = Employee

Calendar‘ My information| @ eave management
. Summary
1. Click on the My team tab
i ] g2t
ding e ding b g ea Team
0 | d b perfo performance
. 0 q o d o reviews
2. Click on Manager Absence Calendar
This will open a new screen. -
Manager absence calendar
Standard view -
Start date End date Manager Department
[ = ] [E,*Uz-:zs B l [r;za;zazi : ] ([ appiy ]] [ v] [
Nama
o1 02 3 04 o5 06 o7 ] -] 10 1 12 13
+ TestLC1 TestLC1 m
+ TestSC1 TestSCl m
+ TestVAT TestVial PTO PTO

Clicking the [+] next to the
employee’s name will bring
up additional details

This drop-down box will allow you to:

e View all team members by turning on the
toggle: Without requests

e View team member birthdays by turning on
the toggle: With birthdays
The birthdays will show as flags in the calendar

o View all team members within hierarchy by
turning on the toggle: Extended reports

17




Team Evaluation Documents

The Team Performance Journal link will allow a supervisor to see the past FAR/SAR
performance evaluations for their direct reports.

\ FinTest FinTest $99999
Test (do not use) = WC: BUS: Business Office = Employee
"
[ Edward Via College of Osteopathic Medicine
‘&d < Edit personal details

My information My team Leave management

Click Team Performance Journals
This will open a new screen.

Summary

2

A

Pending time
off requests
from my team

Pending buy
and sell leave
requests from...

Manager Team Team
absence performance performance
calendar Journals reviews

Performance journal

Click on the Standard view -~

Performance

Journal you B

WiSh to VieW \ ~ Person Title Journal date Source Share with employed
. ACTest1 Testel Tester, ACTest1; SAR 2021 1/1/2022 Manager journal v
. Tester, ACTest1; SAR 2020 11172021 Manager journal ~
Tester, ACTest2; SAR 2021 1/1/2022 Manager journal ~
Tester, CCTest SAR 2021 1/1/2022 Manager journal Ve
Tester, CCTest2: SAR 2021 1/1/2022 Manager journal pvg
Tester, CCTest2: SAR 2020 17172021 Manager journal pvs

¥

ACTest1 Tester: Tester, ACTest1; SAR 2021

General

Title Persor

Tester, ACTest1; SAR 2021 ACTest1 Tester

The Evaluation can i
be viewed here Links

Attachments

0 2027 ﬁma/bfy r‘?m}nl} Keport and FPerformance Loabuation

Fi(ul(x Member Name

Click this button and choose open to
download the document




My Team Information

The employee information section will allow supervisors to view basic information about their direct

reports and team members.

Test (do not use)

VC-Business Office

Test (do not use)

AC-Human Resources

I
ACTest1 Tester ACTest2 Tester CCTest Tester

Test (do not use)

CC-Human Resources

& View team o Details v

——

Click on Details and then Certificates to view the employee’s contract.

o

000016199 : ACTEST1 TESTER | Standard view v

Certificates
My certificates ~
Certificate type Description Start date End date Notes
Contract Employment Contract 7/1/2018 6/30/2021
PD 1 Position Description 7/1/2020

1. Choose the document that you wish to view

Click on the paperclip in the upper right-hand corner. The paperclip should have a “1”

within the blue circle. If it is showing a “0” that means that a document has not been
uploaded to the system. A new screen will be opened.

7 Crested by v £ settings

_—
e= et +neww (i poe w Vewnistory - Deleted sachments
st

B J
The document can be
viewed here

03 peferences  Options

Attachments for Certificate competency - Certificate type: Contract, 7/1/2023
Tester, ACTestl; SAR 2023

Description

e P
e Testr, ACTest SAR 2023 e ® -
Caciente comprancy
General
oemis caente
Noows S
etingoei

Click to download the document

Attachment

FILEINFORMATION

File type
doc

FILELOCATION
File name File location
Tester, ACTest1; SAR 2023

Testl; SAR 2023 doox
Preview

\ &

0F 2023

eeting wit swper
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Shows years of service

Shows basic information \ ~ My team information
\ #I SJITITEF}'

Shows number of
pending leave requests

! )y Parformance goals
for a team member and g
limited balance P> Fcviews
information )
_> Learming

Currently not used

View Team Hierarchy

Clicking “View Team” will allow

. . . ACTest1 Tester
a supervisor to view the direct
Test (do not use)

reports of an employee that Rt Her
reports to them.

View team ) @ Details v

¥

You can continue to drill down
by clicking “View Team”

-~ My team information

ACTest1 Tester
ﬂ Test (do not use)
WC-Business Office
By clicking “Details” and |
Summary Back to: FinTest FinTest
“Certificates” you can view the . N

employee’s contract. @ ) ACTests Tester

ce goals




