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GEMS Self-Service

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.
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y logging in. | agree to the terms of the Acceptable Use Policy.
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changes fo the University Woluntary 403(b) Savings Plan

effective Feb 19, 2020. Find out project details, Town Hall GEMS.
b schedules and more here, OASIS (Stal
= o R e Health Bam
EERRSY s S s ST R I B Y. S TGt )
L s TR I SR

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 Microsoft Multifactor Authentication (MFA).

Enter code
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You will only need to activate your MFA 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 Multifactor Authentication account or learn more here:
https://www.usf.edu/it/documentation/office365/multifactor.aspx
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After you authenticate your login with MFA, Employee self-service opens with several tiles available
(USF Employee Summary, Careers, Payroll, Personal Details, Learning & Development, and Employee
Leave Details).

use the USF Employee Summary tile to:

T Review any job history that you have at USF.
T View your benefits summary. Keep in mind that you cannot make any benefits changes in
GEMS. All benefits are managed in PeopleFirst.

Figure 1 USF Employee Summary Screenshot
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Use the Careers tile to browse available jobs at USF.
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Figure 2 Careers Page Screenshot

Use the Payroll tile to:

T See alisting of your paychecks appears sorted by date.
T Click a particular paycheck to view or print as a PDF.
T Setup or change your Direct Deposit information.
1 Change your W-4 tax withholding allowances.
9 Paychecks Paychecks
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Figure 3 Payroll Page Screenshot
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use the Personal Details tile to view and update your personal information from home address
to emergency contacts.
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Figure 4 Personal Details Page Screenshot

use the Learning & Development tile to:

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

#— Training Summary
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Figure 5 Learning & Development Page Screenshot
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