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Coaching S�pends e-Form updates: 

•  Coaching S�pend Amounts ($) incorporated into e-Form and will auto-populate based on 
Sport/Coach Type (head or assistant) 

• Ability to enter a “par�al” s�pend amount, by specific dollar($) amount, or by percentage (%) 

 

Instruc�ons: 

1. Login to HCM:  htps://hcm.peralta.edu 
2. Navigate: Under Manager Self-Service, Find �le “e-Forms” 
3. Create new form by clicking “Fill out a new form” 
4. Select “S�pend – Faculty S�pend Request” 
5. Enter employee name/ID and other required fields (ensure to select “Coaches S�pend” in drop-

down �tled ‘Earning Descr’) 
6. If entering “par�al” amount, select “Yes” for ‘Par�al S�pend?’ and select “Par�al Percentage” or 

“Par�al Amount” and enter respec�ve informa�on, as well as remaining required fields 
7. Click save to save entry.  Preview approval and/or click submit to route to Business Manager and 

HR for review/approval. 

Screenshot 1 – Manager Self-Service > e-Forms 

 

https://hcm.peralta.edu/


Screenshot 2 – Fill out a new Form > Faculty S�pend Request 

 

Screenshot 3 – Enter employee details and other required informa�on, ensure Earnings Descr = ‘Coaches 
S�pend’ 
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