THE UNIVERSITY of EDINBURGH

System User Guide

Employee Guide - How to access and log into People
and Money

We realise this formatting may not be accessible for all - to request this document in an alternative format
please email or call hrhelpline@ed.ac.uk
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Introduction
This guide covers key tasks for employees in ‘How to access and log into People and Money’ system

process.
Before you start, make sure you know how to log into MyEd from your PC or laptop.
This guide covers how to

e access People and Money

e save People and Money to your Apple home screen

e save People and Money to your Android home screen
e loginand out of People and Money

Before you start, make sure you know how to access the internet on your device.

In Brief
This section is a simple overview and should be used as a reminder. More detailed information,

screenshots and tips is provided within the ‘In Detail’ section.

Access People and Money on your device
Open your internet browser app on your device.
Open the log in screen for People and Money. You can access the log in screen by following this link.

Click Company Single Sign-On.
You may need to log in.
This will take you to the home page of People and Money.

o > o

Save People and Money to your Apple home screen
1. Click the ellipsis icon at the bottom of the screen and click Share.
2. Click the ellipsis to show more options. Select ‘Add to Home Screen’.
3. Edit the name of the link before saving to your home screen if you wish and then click Add.

Save People and Money to your Android home screen
1. Click the ellipsis on the top right corner of your device’s screen.
2. Select ‘Add to home screen’ from the dropdown menu that appears.
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In the new screen that appears, you may edit the name of the link before saving to home screen and

then click Add.
You now have the option to touch and hold the icon to manually place the link on your home screen.

If you don’t want to do this, select Add.

How to log in and out of People and Money
1. Once logged into MyEd select Staff Resources then People and Money.

2. Select the Company Single Sign-On button.
3. To logout choose the Sign Out option from the menu at the top right of the home page.

In Detail

This section provides the detailed steps and includes relevant screenshots from the system.

Access People and Money on your device
1. Open internet browser app on your device. Alternatively, open the Oracle Fusion Applications app,

which can be downloaded from the App Store or Google Play Store on your device.

aaaaaaa

2. Open the login screen for People and Money.
If you are using the internet browser app, you can access the log in screen by following this link.
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Alternatively, you can access this log in screen through the Oracle Fusion Applications app by
inserting this link (elxw.fa.em3.oraclecloud.com/) into the correct field the first time you launch the

app, and tapping the ‘Let’s get started!’ at the bottom of the screen.

08:30 all T

ORACLE

Sign In
Oracle Applications

Cloud

HCM Cloud Mobile

HR at Your Fingertips

or
User ID Enter your environment information to
User D get started:

htty |xw.fa.em3.oraclecloud.com/
Password
Password

Fargot Password

Sign In

Select Language
English

< 2 izoracecloudcom Let's get started!

Click Company Single Sign-On.

08:30 oll 7 €

Sign In
Oracle Applications

Cloud

e Sign-Cn

User ID

User ID

Password

Password

Forgat Password

Sign In

Select Language
English

< S 3oraclecloud.com

You may need to log in.
Note: if you need to enter an email address it should be in the format uun@ed.ac.uk.
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08:33 o T Ed

@ THE UNIVERSITY of EDINBURGH

Sian in

Signin

Impartant
Enter your login name in the format uun@ed.ac.uk, e.g
ibloggs@ed.ac.uk or 51234667 @ed.ac.uk

This is the University of Edinburgh's official page for Your
University Login. By using this servige you agree to abide
by the University of Edinburgh Computing Acceptable Use
Pulicy.

Homs  Halp

< 9 edadfededacuk

5. This will take you to the home page of People and Money.

10:44 ol -

#A @ elxw-devl.fa.em3.oraclecloud.cor ¢

Save People and Money to your Apple home screen
1. Click the ellipsis icon at the bottom of the screen and click Share.
Note: depending on your device, you may not be able to see all tabs you usually have access to.
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3. Edit the name of the link before saving to your home screen if you wish and then click Add.

Cancel  Add to Home Screena

a People and Money 4 |

gwerrtyuiop
a s df gh j kI
& zZ X ¢ vbnm &

¢

Save People and Money to your Android home screen

1. Click the ellipsis on the top right corner of your device’s screen.
Note: depending on your device, you may not be able to see all tabs you usually have access to.

1217906 - o N B @D

{t 25 howfa.em3.oraclecloud.com

s Identification Info

Cantact Info

Page 7 of 12
PM1140
26Av2.0 February 2026



2. Select ‘Add to home screen’ from the dropdown menu that appears.
X R > 2
Mave to other window

Manage windows

History

Delete browsing data

Downloads

Bookmarks

Recent tabs

Zoom

Share...
Persona

Find in page
D Docume
Translate...

s |dentific .
Show Reading mode

LB 8B AR

U

Cenlact Add to home screen

Desktop site

Settings

Q@ & 0

Help and feedback

3. Inthe new screen that appears, you may edit the name of the link before saving to home screen and
then click Add.

2:0290%

(Y 25 bxwfa.em3.oraclecloud.com

Create shortcut

o | Oracle Fusion Cloud Applications

Cancel Add
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4. You now have the option to touch and hold the icon to manually place the link on your home screen.
If you don’t want to do this, select Add.

12219 W =Y -

Add to Home screen?

Touch and hold an icon or tap Add to add it to the
Home screen.

(0]

Oracle Fusion Cloud Applications
1x1

How to log in and out of People and Money

1. Once logged into MyEd choose the Staff Resources option and select People and Money from
Human Resources.
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MyEd Student and Staff Portal 2 carolyn | © signo

THE UNIVERSITY a
of EDINBURGH
I LI My Information®  Teaching and Research % News and Events ¥
Tools and Resources Professional Finance Human Resources Campus Facilities
Development
» Collaborate virtual > eExpenses > People and Money > Room booking
classroom » Training and event booking
> WebfFirst > eRecruitment > Online delivered catering
3 Reporting and analytics > Linkedin Learning
» efinancials > Visitor registration system > Parking on campus
2 Mywake list > Short courses
> eProcurement - Sciquest > Accommodation booking
» UniDesk » Learning and Organisation eMarketplace
Development > Printing services online
» Helpwith IT and Library » eTime
> Institute for Academic » Conference and events
» Find people and Development » eAuthorisations booking
information
> Internal transfers > Web Central
» salary forecasting > EBIS Online
» student finance by staff
» Finance channel admin
You can now favourite any portlet, so that you can access it from
Lea m 4 your Home page. To favourite direct links, such as EUCLID, or
portlets which aren'tin your menu, search for them, and click
the star that appears in the search results.

2. You will be presented with the log in screen. Select the Company Single Sign-On button.

Sign In

Oracle Applications Cloud

Company Single Sign-On

or

User ID

Password

Pat rd
Forgot Password
Sign In

Select Language

[English v

ORACLE

3. The screen will change and the home page for People and Money will populate.
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THE UNIVERSITY
of EDINBURGH

Good morning, Angela Redmond!

My Client Groups

QUICK ACTIONS

Personal Details

Document Records

®  Identification Info

Contact Info

Family and Emergency Contacts

Public Info

Change Photo

Guaranteed Hours

-
—
[ [ 1]

Directory

©

Time and
Absences

o ]

Sales

L

Onboarding

Personal
Information

its
L[]

Current Jobs Benefits

Help Desk

Checklist Tasks

1},

Career and
Performance

f

Volunteering

Procurement Tools >

Leaming

Web Clock

4. To logout, select the circle at the top right of the screen that contains your initials. From the drop

down menu choose Sign Out.

THE UNIVERSITY
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Good morning, Angela Redmond!

Me My Client Groups Guaranteed Hours Sales Service

QUICK ACTIONS

)
Personal Details

—
[ 1]
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Version History

Version

Date

Description

Approved By

1.0

February 2026

e Updated guide to new format
e Combined how to login and out of People and Money

guide with How to Access People and Money from any

device guide
e Updated screenshots

RM

Reviewers & Approvers
Further details of the Reviewers and Approvers of this document can be found by contacting HR Process

Improvement. Please raise a Service Request using the category Continuous Improvement.
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