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What You Can Do in the Payroll Tile

Use the Payroll tile to:

• View and print paycheck stubs

• Access W-2 and W-2c information

• Update federal and state tax 

withholding

• View or update direct deposit 

elections

• Estimate the impact of pay, benefit, 

or tax changes

• Submit eligible payroll documents 

securely



Accessing the Payroll Tile

1. Go to hcm.ps.sc.edu.

2. Sign in using your USC network username and password.

3. Complete multifactor authentication, if prompted.

4. From the Employee 

Self Service homepage, 

select the Payroll tile.

Tip: Your available 

tiles and options may 

vary based on your 

employee role.



Payroll Tile Overview

The Payroll tile includes these 

options:

• Paychecks

• W-2/W-2c Consent

• View W-2/W-2c Forms

• USC Tax Withholding

• Direct Deposit

• Paycheck Modeler

• Document Upload



Paychecks

Use Paychecks to:

• View your current 

paycheck

• Access current pay 

information 

approximately two days 

before the check date

• Review previous 

paychecks

• Open paycheck details

• Save or print paycheck stubs in PDF format. To access a paycheck, click on the 

row of the desired paycheck and it will download as a pdf. 



W-2/W-2c Consent Forms

Use these options to manage your year-end tax forms.

• Select W-2/W-2c Consent to choose electronic 

delivery

• Electronic consent is available after you receive 

your first paycheck

• Keep your address current in Employee Self 

Service

• Select View W-2/W-2c Forms to access 

available electronic tax forms

• If electronic consent is not selected, paper forms 

are available through the Payroll Office



W-2/W-2c Forms Access

To view or download an electronic W-2/W-2c: 

1. Select the Payroll tile. 

2. Select W-2/W-2c Forms. 

3. Select View Form under the Year 

End Form column. 

4. Download or print the PDF.

W-2 forms are issued no later than January 31. Electronic forms can be accessed and 

downloaded once released.

To request a duplicate W-2, email payroll@mailbox.sc.edu and include your employee ID 

or the last four digits of your Social Security number.

mailto:payroll@mailbox.sc.edu


USC Tax Withholding
Use USC Tax Withholding to 

review or update:

• Federal Tax Withholding

• Complete or update Form 

W-4

• State Tax Withholding

• Complete or update SC W-4

• Update allowances or 

request an additional dollar 

amount to be withheld

You may review or update your 

withholding details at any time.

Note: For individual tax advice, consult a qualified tax professional.

Payroll can assist with navigating the Employee Self Service process, but cannot advise employees on 

W-4 elections, tax returns, or which withholding choices to make.



Direct Deposit

Use Direct Deposit to manage where your pay is deposited.

• Direct deposit is required for USC employees

• You may direct your pay to up to five bank and/or credit union accounts

• You may distribute funds by:

• Remaining balance

• Fixed amount

• Percentage

• One account must receive 

the remaining balance

• Select an account row to 

view or edit its details



Direct Deposit: Important Reminders

For help, use the following resources: 

• Direct Deposit - Quick Reference

• Direct Deposit - Job Aid

• Direct deposit information may be 

updated once per day

• Submit additions or changes by 5 

p.m. at least seven days before the 

pay date

• Changes are subject to validation by 

your financial institution

• You will receive a notification after 

adding or editing an account

• Review routing and account numbers 

carefully before saving

https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_quick_reference.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_quick_reference.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_quick_reference.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_quick_reference.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_job_aid.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_job_aid.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_job_aid.pdf
https://www.sc.edu/about/offices_and_divisions/payroll/documents/direct_deposit_job_aid.pdf


Paycheck Modeler

Use Paycheck Modeler to 

estimate how changes may 

affect your net pay.

You can explore “what if” 

scenarios involving:

• A pay increase or bonus

• Changes to benefit 

elections

• Changes to federal or 

state withholding

Remember: Modeler results 

are estimates and may not 

reflect every payroll situation.



Payroll Document Upload

Use Document Upload to securely 

submit eligible documents to Payroll 

without mailing or visiting the Payroll 

Office.

To upload a document:

• Select Document Upload

• Click Upload

• Select the appropriate document 

description

• Click My Device and choose 

your file

• Click Upload, then Save

• Confirm that the success 

message appearsPayroll reviews submitted documents daily.



Resources and 
Communications

RESOURCES AND COMMUNICATIONS



Resources

Reminder

Use separate browsers for PeopleSoft 

HCM and Finance to avoid the Invalid 

Portal Name error. 

Visit the Payroll Website for 

more resources. 

Access PeopleSoft HCM 

using your Network 

Username and password. 

https://www.sc.edu/about/offices_and_divisions/payroll/index.php
https://hcm.ps.sc.edu/


Questions or Need Help? 

Before contacting Payroll, have the following 

ready when applicable:

• Your name and USC ID

• The Payroll Tile option you were using

• A brief description of the issue

• A screenshot of any error message, if 

available

Student employees: Update address 

information in Banner. Changes transfer to 

HCM through a nightly interface and generally 

appear the next business day.

For questions about Payroll Tile functions or Payroll processes, email 

payroll@mailbox.sc.edu. 

mailto:payroll@mailbox.sc.edu


Questions



THANK YOU!
Office of the Controller

 

Alone, we can do so little; together, 

we can do so much.



END
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