The Top Four Most Frequently Asked Questions

1. I am a student employee (or, I have a student employee,) who cannot access ITAMS.  The VIP Student Pin doesn’t seem to work. 

OR


I am a new employee, and I cannot access ITAMS.

Answer:  In order to access ITAMS you must establish your VIP Employee Pin (or password) via VIP.  Once you establish your VIP employee Pin, you must wait 24 hours for the information to update the ITAMS system (see instructions below).

To establish your employee pin for the first time:

Go to the VIP home page at https://VIP.SC.EDU 

Enter your SSN# in Step 1 

Skip Step 2. 

Go to Step 3. Enter your Birth month, and day (MMDD) as the PIN. VIP will prompt you to change the password. Change your password. -You must wait OVERNIGHT before your new employee password is passed to the ITAMS system. Note:  If you encounter “invalid pin” error messages while attempting to create your VIP Employee Pin, contact Human Resources to reset the default pin.
If you have established your VIP employee password and waited 24 hours but still cannot access ITAMS, your paperwork may not be complete. Check with your department.  Please note that once the position is put into the human resources system, it will take 24 hours before the information is updated to the ITAMS system. 

Hint: If the employee’s supervisor or ITAMS approver can access the employee’s timesheet on ITAMS, this usually means the employee’s VIP employee PIN (password) has not yet updated the ITAMS system, or an incorrect USERID (USC Identification number) or PIN (password) is being used.

Reminder: employees whose positions have ended will not be able to access ITAMS.

2. Who do I contact about incorrect or missing Supervisor Information on ITAMS?   
ITAMS DOES NOT CONTROL SUPERVISOR INFORMATION.

The supervisor information displayed on ITAMS is NOT controlled by ITAMS or Payroll.  Your department’s Payroll or Human Resources contact should be able to update supervisor information using the web-based Supervisor Update Program available through VIP. Also, the Human Resources Salary Administration Office updates supervisor information via the paper-based “Authorization for Supervisory Update” form.  However, it is recommended for the department to utilize the Web-based supervisor program which usually updates to ITAMS overnight, rather than by paper form, which takes longer to process. Links to the Web-based Supervisor Request Form and User Instructions are located at the bottom of the Payroll Office’s ITAMS page.

3. When I open my timesheet to enter time, the following message appears: “No Data Available. To add data, select time code from the drop-down box above & click the “AddTimeCde” button.”  What is wrong?
Answer: Nothing is wrong. The “No Data Available” just means there are no time codes shown on your timesheet. Select the appropriate time code(s) from the Time Code Drop-down box at the top of your screen, and click the “AddTimeCde” button to add to your timesheet.

4. I am an ITAMS approver. When I use the ITAMS People Search function, some employees in my department do not appear, even when I search for both active & terminated employees.

Answer: ITAMS Approvers are assigned based on a time department. Therefore, the employee’s assigned time department (also referred to as “time card department”) determines which ITAMS Approvers can access their timesheet.  If there are active employees in your department that you cannot access via ITAMS, you may want to verify their assigned time department is correct (the information should be on the hiring paperwork). 

Visit the ITAMS Frequently Asked Questions section for more helpful hints. 

