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Student Employee New Hire Next Steps

Establish a MyC Self-Service Account

Open horizon.colum.edu > Follow the guide on page 2

Create a second DUO Security account

Follow the guide on pages 3 and 4

Complete W-4 Tax Withholding Elections
Follow this path in MyC Self Service

Select Main Menu > Self-Service > Payroll and Compensation > W-4 Tax
Information and complete steps

AND

Select Main Menu > Self-Service > Payroll and Compensation > W-4 lllinois Tax
Form > Complete form and e-mail to payroll _team@colum.edu

Sign-up for Direct Deposit
Follow this path in MyC Self Service

Select Main Menu > Self-Service > Payroll and Compensation > Direct Deposit >
Add Account > more information and pay calendar

Check Personal Information

Follow this path in MyC Self Service
Select Main Menu > Personal Information > Personal Information Summary

Add Emergency Contacts
Follow this path in MyC Self Service

Select Main Menu > Personal Information > Emergency Contacts

Submit Hours

Follow the guide on page 5 and 6 > More information regarding submitting hours

Register to Receive W-2 Tax Form

After receiving your first paycheck, visit the My Records Employee Portal
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http://horizon.colum.edu
mailto:payroll_team%40colum.edu?subject=
https://students.colum.edu/career-center/articles/student-employment/student-employee-handbook
https://columbiacollege.sharepoint.com/:w:/s/careercenterstudentworkers/EU53kA9qeUhPpdWTNrkHepAB5ie3DzU-F2g0WFsvhgDIYw?e=0ucSmb
https://app101prodazureadb2c01.b2clogin.com/app101prodazureadb2c01.onmicrosoft.com/b2c_1a_signup_signinprod/oauth2/v2.0/authorize?client_id=6bfa0703-8885-4e60-9a70-beca60bf1859&redirect_uri=https%3A%2F%2Fmyrecords.ceridian.com%2Fhome%2Findex&response_type=id_token&scope=openid%20profile&response_mode=form_post&nonce=637750253514554513.OTM4ZTAxZDktOTZhNS00MWUyLWExYTAtODNhZmY1ODMyZjE0MTBkMGI4NTEtNTcxOS00YWFmLTk5MDEtNzViOTQxNzU2MzY4&state=CfDJ8Jj1R8NEohVJitphl_jKeLsiwdZZRQkp3eSdwK_GSiTVtn8MjmBJYQIn6CU0D8kSGB5wGz5Q7zyX7PQiTfR-TGrryiHyxNYoA_h6_m9hw_sRsSw442pmOZYRjd3KObNzGuRs8cbgsAV6Zvj1J1te8Q1YCRqIAdz7VSw2rD2FGDS3slgksTaawMAot6bKLQPntjQElAlcJlCGJQCyFOGOekXEqa4QK9JSwnOK6K8g2TlmxiAW330v2pqvIPX_g-UBiXxHTeIjqUqkEttl8xEzDpyCfpfB_pRavsUcSJCb6AzB&x-client-SKU=ID_NETSTANDARD2_0&x-client-ver=5.5.0.0

Establish a MyC Self-Service Account pg 2

Open horizon.colum.edu > Select VMware Horizon HTML Access > Select MyC Self Service >

Log in using the student employee email and password

VMware Horizon VMware Horizon

You can connect to your desktop and applications t
by using the VMware Horizon Client or through the
browser.

employeeemail@colum.edu

The VMware Horizon Client offers better
performance and features.

CLTTY T

N (=)

Login

Install VMware VMware Horizon

Horizon Client HTML Access
O theck here ta skip this
scraen and always use HTML

ACcess.

Cancel

- HOrizon

~lzlolc BY Microsoft
ttE -
Sign in

Q Search employeeemail@colum.edu

Can't access your account?

A) K [

EMS MyC Self

% Sign-in options



http://horizon.colum.edu

Create a Second DUO Security Account

Start setup > Add mobile phone or tablet to use the same phone number > Enter your phone

number > Complete the text verification process

1 Welcome COLUMY 123456 2 Welcome COLUM\ 123456
Far SECUNTY Meastns. we requere addional mfarmatan For security reasons. we neguing additional mformation
to verify your account 1 werify your account

Protect Your Columbia What type of device are you
College Chicago Account adding?

@ Mobise phone =s-canies

Satuiity Ky (Yo, Feln abc )
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your atcown by using a secondany device bo werily
your idenity. This prevents aryens bul you feen

ACCEESING your account. even if they know your
pativwnid _W =

Touch ID

3 Welcome COLUM\ 123456 4 Welcome COLUM\ 123456
For security reasons. we require additional information For security reasons. we require additional information
to werify your account to varify your account

Verify Ownership of
447

1. Wve cam 1exd you wilth a venficaliion code

+1 9447 | ¥

Exampie (201) 234-5678 .
2, Enibif your B-digil code

. = Settings

Enter your phone number

Uneted Slafes b

You entared 8447 Is this the
correct number?

-
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Create a Second DUO Security Account

Further completion of text verification process

5 Today 13

Verification code: 243426 (to add
phone + 000 . 8447)

a o @

Welcome COLUMY, 1234586

For secunity reasons. we require additonal information
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9447 i
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Welcome COLUNY 123456

For security reasons. we require additional information
to werify your account

. =t

Verify Ownership of ¢
9447

1. Wik Gan bt you wilth a venrfication code

2. Enber your G-dgRl code

Wealcome COLUM\123456

Far security reasons. we regquire additional infarmation
o verity your Account

My Setlings & Devices -

WWhen | log in

Ask me (o chadie an aulherfcabion mehod

ASK med B0 ChOOSE BN guUhenicaton mathed

Aulomabealy send s device 3 Dud Push -
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Select Main Menu > Time Reporting > Report Time > Timesheet

Favorites ¥ #& Home | Sign Out

Search Menu: AddTo ~

ORACI

ol : . ] | Layout 7) Help
0 seifservice 03 Time Reporting 8 Report Time El  Timesheet

3 Manager Self Service 83 Personal Information B view Time E  web clock

£ Workiorce Adminisirati] —  Payroll and Compensat Bl userpreferences

81 Benefits 8 Benefits B Tave

{3 Enterprise Components| 0 Performance Management 3

83 Reporting Tools Ij Workflow User Preferences

& PeopleTools »

D My Personalizations

Input the time your shift started under the “In” column and the time your shifts ends under

the “Out” column, then select submit.

Actions~ Earliest Change Date 01/02/2022

Select Another Timesheet

*View By | Week ~| Previous Week  Next Week
*Date [11/0812021 |0

Reported Hours 11.00 Elapsed Timesheet

Reported time on or after 11/14/2021 is for a future period.
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) Fri 112 Submitted 9:00-00AM 5:00:00PM 300 v| PSNONCATSK Q [csT
] Sat 1113 New [ v| PSNONCATSK Q [csT
] Sun 1114 New PSNONCATSK csT



Submitting Hours - Multiple Shift Day

When working more than one shift during the same day, enter your time for the first shift >
Select the plus button to add a new line > fill in time for each additional shift
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Submitting Hours - Lunch Break
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To add a lunch break, Select “Lunch” > fill in the time you leave > Select “In” > fill in the time you

return

From 41/16/2021 to 11/24/2021
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Submitting Hours - Sick Time

Navigate to Timesheet > Select “Time Reporting Code” > select “00 SCH - Sick Pay- Hourly emp”

> Select “quantity” > enter the number of hours you are using > Submit

Reported time on or after 12/19/2021 is for a future period.
From 12/13/2021 to 12/19/2021

oo ments Doy Date fra in Break in Lunch In out Puneh Time Reporting Code
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Navigate to Timesheet > Scroll down to “Leave and Compensatory Time Balances” > Check

“Recorded Balance”

Reported time on or after 12/19/2021 is for a future period.
From 12/13/2021 to 12(19/2021
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