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Hobart and William Smith Colleges seek to provide employees with access to their personal 
information. Through self service you may view your address and phones, paycheck information, 
benefit information, and more. If changes need to be made to the information displayed, please 
contact Human Resources at ext. 3312. 

To view your information: 

1. Log in to PeopleSoft Portal at  
http://psportal.hws.edu using your HWS 
username and password  

 

 

 

2. On the portal page, click  
Human Resources 

 

 

 

 

3. On the menu, click Self Service 

 

4. On the menu, click Personal Information 

 

 
 

 

5. On the menu, click Personal Information Summary 

 

 

 

http://psportal.hws.edu/
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The Personal Information Summary page displays addresses, telephone numbers, emergency 
contacts, and demographic information. 
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6. On the menu, click Payroll and Compensation 

Individual paycheck information is available, as well as direct deposit 
details. 

 

7. On the menu, click View Paycheck 

Recent paychecks are displayed.  

 

 

8. Click on an individual check date to see the details, tax data, and benefits summary 
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9. On 
the 
menu, click Benefits 

 

 

 

 

10. On the menu, under Benefits, click Benefits Summary 

 

 

 

 

 



Employee Self Service 
Overview 

Hobart and William Smith Colleges • Information Technology Services 
Page 5 of 6 

Benefits information is displayed. Click on the links to see specific details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. On the menu, under Benefits, click HWS Total Comp Statement 

 

 

 

 

Total compensation information is displayed. 
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If changes need to be made to the information displayed, or if you have questions, please 
contact Human Resources at ext. 3312. 


	To view your information:

