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This Quick Reference Guide outlines the primary tasks employees might complete within their Employee Profile in
SuccessFactors. Additional resources and documentation can be found on the SuccessFactors Training Page, found at
https://www.purdue.edu/hr/mgrres/sucfactors/sftraining/index.php.
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Use an internet browser to visit the
OneCampus Portal

(https://one.purdue.edu/). Employee Launchpad

SuccessFoctors

Click Employee Launchpad

Log in using Purdue Career Account ID
and BoilerKey passcode.

Log in using your Purdue Career Account

Login:
I
. . . BoilerKey passcode:

For assistance using or setting up

BoilerKey, please contact ITaP at
itap@purdue.edu or 765-494-4000.

(BoilerKey required by this application)

To access the page you are requesting, a valid
Purdue University career account Username and

Password must be provided.

Organizati%nal Updates

Scroll down to the Organizational
Updates — Additional Actions section

Click Pay Statements

Additional Actions

I \VebClock
6 View Details

ADP W-2 Services
Registration Information

View Details

Pay Statements
1/1/2019 to Present

View Details

Development Plan
() View Details
&*8

)]

Launch SAP GUI
X7K

i

Finance Launchpad

View Details
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This section applies to individuals who utilize Positive Duration Entry or Negative Duration Entry timekeeping. For
detailed resources and instructions for time entry, please visit www.purdue.edu/timehelp.

If you hold multiple positions,
use the Change Selected
Employment menu to select
the position for which you
would like to record time

Q Search for actions or people

Current Employments

¥ Graduate Teaching Assistant

(20002738)
HEAV

g:_| Graduate Research Assistant
(20002736)
HEAV

If you hold multiple positions
and they are similarly named,
click My Profile to validate
that the correct position has
been selected

Quick Actions

PROFILE

If you hold multiple positions

PERSONAL INFORMATION

. Graduate Teaching Assistant

EMPLOYMENT INFORMATION PAYROLL INFORMATION TIME OFF COMPENSATION STATEMENT

and they are similarly named,
click the Employment
Information tab to view the
details of the position
selected in order to ensure
time is recorded for the
correct position.

Job Information

Job Information

@

Effective as of: Jan 1, 2018
Active
West Lafayette (WL)

Standard Weekly Hours 10

Working Days Per 5
Week

FTE 0.25
Graduate Student
Student 9 Month AY Salaried

Exempt

Employee Status

Location Group

Supervisor Employee Class
Graduate Teaching Assistant (20002738)

Graduate Teaching Assistant

Job Classification Employment Type

Job Title Exempt/Non-Exempt

Position Title Graduate Teaching Assistant

Show more

previous steps to verify
multiple positions, return to
the SuccessFactors home
page and select the desired
position).

Quick Actions

Click Record Time under
Quick Actions

time entry, please visit www.purdue.edu/timehelp.

(If you completed the - _

This section applies to individuals who utilize Webclock timekeeping. For detailed resources and instructions for
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Organizati%nal Updates

Go to
Organizational Additional Actions
Updates - WebClock ADP W-2 Servi Pay Stat t
g . e ocC - ervices ay Slatements
Addltlonal ACtlons View Details Registration Information 1/1/2019 to Present
View Details View Details

Click the Webclock
tile

Development Plan Launch SAP GUI @ Finance Launchpad
O 1 View Details X7K View Details
88 @

Requesting Time Off

The example below is a basic personal Time Off request. Detailed resources and documentation related to Time
Off requests, including cheat sheets and video demonstrations, can be found on the SuccessFactors Training
Page, found at https://www.purdue.edu/hr/successfactors/training/index.php.

~ 2
'\_L Search for actions or people

If you hold multiple
positions, use the Change S
Selected Employment .

" L° Graduate Teaching Assistant
menu to select the position (20002738)
for which you would like to UlEAY

record time &3] Graduate Research Assistant
(20002736)

If you hold multiple positions Quick Actions
and they are similarly B
named, click My Profile to
validate that the correct

position has been selected

- Graduate Teaching Assistant

. . PROFILE PERSONAL INFORMATION EMPLOYMENT INFORMATION PAYROLL INFORMATION TIME OFF COMPENSATION STATEMENT
If you hold multiple positions :
and they are similarly )
. . Job Information  ©

named, click the Job Information e
Emp|oyment |nformati°n Employee Status Active Standard Weekly Hours 10

. . Location Grou West Lafayette (WL] Working Days Per 5
tab to view the details of the ’ yee (1 Wio e

g . FTE 0.25

position selected in order to Supervior S Graduate Student
ensure time off is requested Job Classification Graduate Teaching Assistant (20002738)  Employment Type Student 9 Month AY Salari
for the correct position. . ar—— o

(If you completed the
previous steps to verify
multiple positions, return to _QL.Ji;kActions
the SuccessFactors home

N
page and select the desired
position). Rest s on

Click the Time Off tile
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1. Click the type of leave
being requested, or
select it from the Time
Type field

2. Select from the calendar
or enter the date(s)
being requested in the
Start Date and End Date
fields

3. In the Requesting field,
select or enter the
amount of time being
requested

4. Optional: Enter a
comment for your
supervisor

5. Click Submit or Cancel.

Please note — to view
account balances, absences
and calendar view, click
Time Off.

Click the My Profile tile

Create Absence

Time Type* ®

Available Balance

‘ Vacation

| 188:00 hours

Start Date *

End Date*

[ sep 01, 2022

B | [ sepo1 2022 |

Requesting

Returning to Work On

| 800

| | sep 02,2022

Recurring Absence

Comment

Attachment

FMLA Case Number

Upload

No attachments uploaded

To upload files, drop them here or use the "Upload" button.

‘ No Selection

| For mare information about your time account balances and absences, please go to Time Off. |

N

Click the PERSONAL
INFORMATION tab

. Lindsey E Farrell (lefarrel) « specialist - Instruction :

Quick Actions

I N N

| PERSONAL INFORMATION EMPLOYMENT INFORMAT

OFILE’

National ID Information

National ID Informz

B United States

Social Security Number
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Only the following information is
editable. Contact your business

office / center to edit other Add Inf . Addresses ~ ©

information. LU L2 Work 1281 WIN HENTSCHEL BLVD
WEST LAFAYETTE

- Home Address Ln;%ga

- Home Phone Number United States

- Emergency Contact Home 123 Main Street
Lafayette
Indiana

. . . ; 47909
Click Edit (the pencil icon <) to United States
edit the fields.
PROFILE PERSONAL INFORMATION JOBINFO COMPENSATION EMPLOYMENT DETAILS TIME OFF NON RECURRING PAY 'COMPENSATION STATEMENT
Payroll Information Payroll Information Tax Withholding

Click the Payroll tab and then

Pay Statement - from January 2019 forward (& BSI TaxProfileFactory - Employee

Bank ESS
Bank
Bank ESS @

. . TH] . . Other bank
Click Edit (the Pencil icon) to edit - Bank Information
bank info. Main bank
Click Other bank to add new Payee: Tiffany Weatherford
bank Bank name: INDUSTRIAL FCU

' Bank Account: 88765432100

PROFILE PERSONAL INFORMATION ~ JOB INFO COMPENSATION EMPLOYMENT DETAILS PAYROLL TIME OFF NON RECURRING PAY (o]

While still under

PayroII - Payroll Information
C||Ck BSI Payroll Information Tax Withholding
TaXPI"Ofi |eFaCt0ry - Pay Statement - from January 2019 forward BSI TaxProfileFactory - Employee
Bank
Employee an
Bank ESS (@
= Purdue University
Welcome Employee 90023044 ! x

Make any necessary
adjustments and
submit.

= $

Withholding Elections

I §

Profile

N

Taxes

Settings
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