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Login information 
PeopleSoft from work 
From the SHS Insider page, click on the PeopleSoft link in the right navigation bar. You 
should be logged in automatically. 

 

PeopleSoft from home 
 Go to samhealth.org. 
 Scroll to the bottom of the page and select For Employees. 
 From Quick Links, select PeopleSoft. 
 Follow the prompts to log in via Microsoft Authenticator.  

 

 

http://www.samhealth.org/
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Setup Microsoft Authenticator (iOS & Android) 
 

1. On your computer, go to 
https://aka.ms/mysecurityinfo and 
login using your Samaritan email 
(username@samhealth.org). 
 

2. After entering your password, you 
will be prompted with “More 
information required.” Click Next. 

 

https://aka.ms/mysecurityinfo
mailto:username@samhealth.org
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Benefits details 
How to enroll in benefits 
From PeopleSoft: 
 Select Benefit Details. 
 Select Benefits Enrollment. 
 Select Start. 
 Select Review. 
 Select Submit Enrollment. 
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Personal details 
Emergency contacts 
From PeopleSoft: 
 Select Personal Details. 
 Select Emergency Contacts. 
 Select Add Emergency Contact. 
 Enter Contact Name and choose the Relationship. 
 Click Add Address, enter the information or click Same as mine. Then select Done. 
 Click Add Phone Number, enter the information, then select Done and Save. 
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Update mailing and home addresses 
From PeopleSoft: 
 In Personal Details, from the left navigation bar, select Addresses. 
 Verify address information is correct. 
 To update, click on the arrow and complete the information. 

 
 

 
 
 
 
 
 
 

Update email and phone number 
From PeopleSoft: 
 In Personal Details, from the left navigation bar, select Contact Details. 
 To add work and personal emails or phone numbers, click on the “+” icon, enter 

the information, then Save. 
 To edit an email or phone number, click on the item to edit, update the 

information, then Save. 
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Important note: Please add a text message phone type to receive important emergency notices via text. 

 
Changing your name 
From PeopleSoft: 
 In Personal Details, from the left navigation bar, select Name. 
 Update the information, then Save. 
 Name changes will be routed to the HR Service Center for verification and approval. 
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Payroll details 
Completing or updating your W-4 
From PeopleSoft: 
 Select Payroll. 
 Select W-4 Tax Changes. 
 Select Federal W-4 Tax Information, complete the online form, then Submit. 
 Select State W-4 Tax Information, complete the online form, then Submit. 
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Direct deposit 
From PeopleSoft: 
 From Payroll, select Direct Deposit. 
 Select the “+” icon under Accounts, enter your bank information, then Save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 If you use Deposit Type-Percent and are setting up more than one bank account, 

the last priority account must be Deposit Type-Balance. 
 Edit Mode should only be used to change a dollar or percent amount on an existing 

account.  
 Changes, corrections or additions should be made with the Delete and Add 

features. 
 This page can only be saved once per day, so make all changes before hitting Save. 
 By signing up for direct deposit, you understand your pay statement will be 

available only electronically. 
 Direct deposit can take up to two pay periods to verify, so your next one to two 

paychecks still may arrive via mail. 
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