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Oracle User
Productivity Kit

Procedure

(- Employee-facing registry content - Windows Internet Explorer

@Dv ‘l Web Search ‘ P~

T https://herc.mis.uri.edu:7032/psp/csdev/EMPLOYEE/HRMS/h/?tab=DEFAULT V‘ g ‘ Y+ A

ﬁfk E[‘ﬁml' ’ﬂ Employee-facing registry content

PeopleSoft.

Menu |
Search:

I My Favorites

I Self Service

> Manager Self Service

> Worlkforce Administration
> Time and Labor

> Payroll for North America
> Organizational Development
I» Records and Enrollment
I Financial Aid

I Set Up HRMS

> Reporting Tools

I PeopleTools

- My Personalizations

- My System Profile

B

»

v @ v @Page'@mob'

Home Add to Favorites Sign out
Help

" BeopleSoft

id start. [ empoyeeacin..

"3 @ Intemet #100% -
B&L. 1202pM

Step | Action

1. Under the Menu Bar, Click on Workforce Administration.

|Worl-cForce Administration
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r" Base Navigation Page - Windows Internet Explorer ‘__HEHK‘
FICE

»

. o - Page v (0 Too v

-

PeopleSoft,
VI

Search:
\ ' E% Workforce Administration

Home Add to Favorites Sign out

b My Fa“"’mes Hire employees, add non-employees, maintain personal and job data, administer global assignments, labor relations, absence and
b Seff Sevice T
- Manager Self Service
{7 persona formation Job Information ﬁ URI Human Resources
I» Personal Information Maintain information about a person Maintain information about a person Reports
& Job Information regardless of Jabs. tied to a specific job record &R 19 Expired Within 90 Days
b URI Human Resources ElAdd a Person B Job Data FIURI Dzpartment Employee List
Reports Elodfy a Person D Contract Administration FURI Actve Intemal Payrol
1» URI Human Resources DMM DW 4 Maore...
Tables e Repots
bTimeandLabor ﬁ URI Human Resources Tables
- Payrall for North America

I Organizational Developmen!  EURI Inhouse Payroll Exceptions
> Records and Enrollment

i Financial Aid

> Set Up HRWS

- Reporting Tools

- PeapleTools

~ My Personalizations

~ My System Profile

.
-~

Done [§ € Intemet ®100% -

! start [ Base Navigation .. & 12:03PM

Step Action

2. Under the Personal Information folder, Click on Modify a Person.

Last changed on: 8/21/2008 2:56 PM Page 3




Business Process Document

URI-e-Campus-HR Documentation: Internal Personal and

I-9 Information

Oracle User
Productivity Kit

Wenu 2N
earch:
6

My Favorites Personal Information
Self Service

Manager Self Service
Workforce Administration

Enter any information you have and click Search. Leave fields blank for a list of all values.

- Personal Information { Find an Existing Value Y Add a New Value |

- ———

New Window | Help | g

I Biographical

I» Organizational —
Relationships EmplID: |beg|ns vi VH‘

b Personal Relationships  Nama: |begins with vH

b Disabilty

- Add a Person Last Name: (begins with v

- Modfy a Person Second Name: [begins with v
[ Job Information

 URI Human Resources  Alternate Character Name: begins vith v |

Reports : . begins with

> URI Human Resources Widdle Name: | LD H
Tables Cnclude History [|Case Sensitive

Time and Labor

Payrall for North America

Organizational Development Search | Clear | Basic Search Bl Save Search Criteria

Recards and Enrollment

g!taﬂglal_:é;ﬁs Find an Existing Value | Add a New Value
Reporting Tools

PeopleTools

Iy Personalizations
|M§ Sistem Profile

Fa
-

Done

(3 € Interet ®100% -

Step Action

3. In the EmplID field, enter in the employee's ID #.
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s,

garch: New Window | Help | g
I

Wy Favorites Personal Information
Self Senvce Enter any information you have and click Search. Leave fields blank for a list of al values.
|Manager Self Service
Workforce Administration
- Personal nformation. | Find an Existing Value  Add a New Value |

I Biographical

I Organizational —

Relaonsips EmplD: begins with ¥ 100279989
b Personal Relationships  pame: (begins ith v |
I Disablltty

- Hody 2 Person Second Name: |begins wih v |

1 Job Information —
o URI Human Resources Alternate Charat:ttarName:‘b(?glnS with "”

|
|
- Add a Person Last Name: ‘begins vith | ” ‘
|
|
|

Reports i . begins with v
> URI Human Resources Wicle Name: ‘ g ”
Tables Olnclude History []Case Sensitive

Time and Labar

Payroll for North America S h| o | ‘ L
Organizational Development garc eal | Basic Search B Save Search Criteria

Records and Enrollment

ggﬁﬂ;ﬂ;ﬁs Find an Existing Value | Add a New Value

Reporting Tools
PeopleTools

Iy Personalizations
|M§ Sistem Profile

o~
-

Done "3 § Iternet R100%

Step | Action

4, Click on Search
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PeopleSoft.

Home Add to Favortes Sign out

tarch: New Window | Help | Custornize Page | B A

| [
Hy Favorites [ Biographical Details Y Contact Information | Regional |
Self Service
Manager Seff Service Winkey Murray PersonID: 100279985
VWorkforce Adminisiration  [TPFSTYAs Find | View Al First [ 10r1 [ Last
= Personal Information

Dgiographi;al | Effective Date: (4/22/2007 e

b Organizationa ) .

Relationships Fomat Type: - Engish e

b Personal Relationships Display Name: Winkey Murray View Name

b Disability

- Add a Person

- Modiy a Person DateofBirth: 03191%6/5 39 Years { Months Dateof |4
> Job Information Death:
b lilqu Human Resources Birth Country: USAQ, United States

eports . .

b URI Human Resources Birth State: :|Q

Tables Birth Location: | Waive Data Protection []
Time and Labor
Payrol for North America Biographical History Find | View Al First [0 4071 M Last
Organizational Development . 04/22/20014 [*[=]
Records and Enrolment “Effective Date: :l
Financial Aid *Gender: @l
el s “Highest Education | Aot Indicated v
Reporting Taols Levs!
PeapleTools evel. : :
My Personalizations *Marital Status: Singe | s of: 04222005
by Sysiem Profle Language Code:

Alternate ID:; I:I N

CFull-Time Student

Customize | Find | View All| % First 4] 10r1 0 Last

“Country *National ID Type National ID Primary ID
USA [ |Social Securty Numl v| 781558565 | = v
4 ad . a
[# € Intemnet #100% -
Step Action
5. In the Biographical Details tab, verify the employee's name, date of birth, and

gender.

To view their full name, click on View Name.
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PropicSf,

parch: New Window | Help | Customize Page g

6
ly Favorites View Name
Self Service

{Manager Self Service
Workforce Administration

= Personal Information . i
b Biographical FirstName:  Winkey Middle Name:

> Organizational LastName:  Wurray
Relationships
Suffix;

» Personal Relationships

b Disability Display Name: Winkey Murray
- Add a Person

Formal Name:  Winkey Murray
b Job Information Name: Murray Winkey
> URIHuman Resources
Reports OK | Cancel| Refish|
> URI Human Resources
Tables
Time and Labor
Payroll for North America
Organizational Development
Records and Enrollment
Financial Aid
Set Up HRMS
Reparting Tools
PeopleTools

My Personalizations
iMi Sistem Profile

Prefix;

.
e

Done [ @ Itemet R100% -

Step | Action

6. After viewing name, click on OK.
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PeopleSoft.

Home

Add to Favorites Sign aut

New Window | Help | Customize Page | &

Mew  c
earch:
6
My Favortes { Biographical Details | Gontact Information * Regional |
Self Senvice
Manager Self Service Winkey Murray
Workforce Adminisiration ~ ERSRSTI Find | View Al
= Personal Information T
Dgograph\pal | Effective Date: 04/22/2007
' I{ggggﬁ;lﬁlgz Format Type:  English
b Personal Relationships ~ Display Name:  Winkey Murray View Name
b Disability
- Add a Person
Date of Birth: Eﬂ 39 Years 1 Months Date of

& Job Information

D%Rl Human Resources Birth Country: Q United States
eports . )
» URI Human Resources Birth State: :lQ

Tables Birth Lucatiun:‘ |

Time and Labor

Payrol for North America Biographical History

Find | View Al

Person ID:

Death:

Waive Data Protection []

100279985
First [0 1 071 M Last

B

First M0 1.0r1 [ Last

CIFull-Time Student

Customize | Find | View All| #

Organizational Development . 0412220015 EE
Records and Enrollment *Effective Date: :|
Financial Aid “Gender: Female v
f2lp g “Highest Education | ANot ndicated v
Reporting Tools Level
PeopleTools evel. ; :
Wy Personalizations *Marital Status: ‘ Single ¥ |As of: |[}4f22f2[}0|EU
SRR Language Code:

Alternate ID: :I

First (40 1 011 Y Last

*Country *National ID Type National ID Primary ID
USA [a | Social SecurityNuml v [781556565 | E v
4 T |2
[ € Intemet ®100% -
Step Action

7. Verify the employee's Date of Birth.
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PeopleSoft.
Menw G

earch:
G

Iy Favorites

Seff Service

Manager Seff Service

Warkforce Administration

= Personal Information

b Biographical

b Organizational
Relationships

b Personal Relationships

b Disability

- Add a Person

- Modify a Person

> Job Information

> URI Human Resources
Reports

> URI Human Resources
Tables

Time 2nd Labor

Payroll for North America

Crganizational Development

Records and Enrollment

Financial Aid

Set Up HRMS

Reparting Tools

PeopleTools

My Personalizations
My System Profile

[ Biographical Details | Contactnformation | Regional |
Winkey Murray PersonID: 100279945
Primary Name Find | View Al First [0 1071 Y Last
Effective Date: 04/22/2007 HIE
Format Type:  English
Display Name:  Winkey Murray View Name
Date of Birth: |HEMERS 39 Years 1 Months Date of ]

Add to Favorites Sign out

New Window | Help | Customize Page | & 4

Death:

Birth Country: Q
Bithsate: | @

United States

Birth Location: | ‘ Waive Data Protection []

Biographical History Find [ View Al First (410111 Last

“Effective Date: @I@ =

“Gender: Eﬁemale -

*Highest Education Uie d v

Level: Unknown :

Marital Status: Sl v s of: 4222005

Language Code:

Alternate ID: E =

CIFull-Time Student

First 1 1011 [ Last

Customize | Find | View All| #

“Country  *National ID Type National ID Primary ID
USA Q| Social SecuriyNuml v 781656565 | 2 v
L L[ | @
[ € ntemet %100%
Step | Action
8.

Verify the Gender is correct.
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PeopleSoft.

Add to Favortes Sign out

A
| (3 Effective Date: 042212007 =
My Favorites Format Type:  English
Self Service . , .
Manager Seff Senice Display Name: Winkey Murray View Name
Workforce Administration
= Personal Information
» Biographical Date of Birth: 03/19/196(} 39 Years 1 Months Date of :hﬁl
i Organizational Death:
Relationships Birth Country: Q United States
> Personal Relationships Birth State: Q
b Disability :I . .
- Add 2 Person Birth anatinn:‘ | Waive Data Protection [
d a Person Biographical History Find | View Al First {01011 0 Last
> Job Information :
> URI Human Resources *“Effactive Date: 0412212001 HE
Reports . Female v
b URI Human Resources Gender. :
Tables *Highest Education |A-N0t Indicated v |
Time and Labor Level: | | | |
Payroll for North America I ] Single v | As of: (04/22/200]
Organizational Development Marital Status:
Records and Enrollment Language Code:
Financial Aid
Set Up HRUS Alternate ID:
Reporting Tools CIFull-Time Student
PeopleTools -
by Ppersonanzams ' Customize | Find | View Al | & First 4] 10f1 ] Last
My System Profile “Country  *National ID Type National ID Primary ID
USA [a  |Social SecuityNuml v RS | [
ﬁSave‘ ERetum to Sear(‘ ENotify‘ ‘ Shlext tab‘ beefresh‘ EeAdd Zlnclude Histor
Biographical Details | Contact Information | Regional
4
4 a4 &
[# € ntemet #100% -

Step Action

9. Verify the Social Security Number matches what is on the original social security
card.
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People SO&E Add to Favorites Sign out
. : ; A
earch: Nemedow|@g|Customlze Page | wy
6
My Favorites iographical Details | Contactinformation | Regional
y [B' hical Details | Contact Information | Regional |
Self Service
Manager Seff Service Winksy Murray Person D: 100279985
Woridorce Adminisration PRI Find | View Al First 1071 M Last
= Personal Information o
nggraphlcla\ | Effective Date: 04222007 I
b Organizationa ) ‘
Relationships‘ | Format Type:  English
b Personal Relationships ~~ Display Name: Winkey Murray View Name
b Disabilty
- Add 2 Person
- lodiy 2 Person Dateof Bith: (0419/1G6( %0 Years 1 Months Dateof | |3
1> Job Information Death:
H;'qm Human Resources Birth Country: Q United States
eports . .
b URIHuman Resources | Cireh State! I:IO‘
Tables Birth Lucatinn:‘ ‘ Waive Data Protection [
Time and Labor ; — e oot a1 M ac
Payroll for North America Biographical History Find | View Al First 11071 M Last
Organizational Development . 04122200150 [
Records and Enroliment “Effective Date:
Financil A “Gender Female |v
Set Up RIS *Highest Education ‘A-Nﬂt Indicated v ‘
Reporting Tools el
PeopleTools evel. , ;
Hy Personalizafions *Marital Status: Snge ¥ s of. 12200
st Fue Language Code:
Alternate ID: D 1
OFull-Time Student
Custorize | Find | View Al| @ First [ 1011 [¥ Last
“Country  *National ID Type National ID Primary 1D
USh @ |Socl Secuiyhuml v EEEER | 2 v
$ [ %€ |
javascript: submitAction_win0(document.wind, #ICPanel1’; |_3 anternet H100% -

Step Action

10. Click on Contact Information.
L’ Contact Information \)i
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I ——

Payrol for North America

Organizationl Development ﬁSaue‘ .QﬂetumtoSear(‘ ENotify‘ Prew'ousta‘ exttab‘ beefTesh‘ E\\Add‘
Records and Enrollment

arch: New Window | Help | Customize Page | )
6

My Favortes | Biographical Detalls | Contact Information | Regional |
Self Service
Manager Seff Service Winkey Murray Person ID: 100279985
Workforce Admlnlstlratlon Current Addresses Customize | Find | View Al| 8 First [ 101 [Y Last
~ Personal Information Address

> Biographical Toe As Of Date Status Address

b Organizational Jype

Relationships 1 Main Street View Address

> Personal Relationships L2 IR Kingston, RI 02881 Detail =

> Disabil : T

- Aél?jaa llgt:rson Phone Information Customize | Find | #  First [ 1071 [M Last

- Modfy a Person *Phone Type Telephone Extension Preferred
b Job Information ‘ v | | | O [
> URI Human Resources

Reparts [ Customize [Find | ®  First [ 1011 [/ Last
4 UTRLFUM” Resources “Email Type *Email Address Preferred
ables

Time and Labor ‘ "‘ ‘ ‘ O E

‘ Znclude History

Financial Aid Biographical Details | Contact Information | Regional
et Up HRMS

Reporting Toals
PeopleTools

My Personalizations
My System Prafile

e
|~
-~

|_«3 Glntemet

£100% -

Step | Action

11. | Verify the address is correct.
If changes are needed, click on View Address Detail.

View Address
Detail
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tarch:

| @

My Favorites
Self Service
Manager Self Service
Workforce Administration
 Personal Information
b Biographical
> Organizational
Relationships
i Personal Relationships
b Disability
- Add a Person

- Modify a Person

I Job Information

> URI Human Resources
Reports

> URI Human Resources
Tables

Time and Labor

Payroll for North America

Organizational Development

Records and Enrollment

Financial Ad

Set Up HRMS

Reporting Tools

PeopleTools

My Personalizations
My System Profile

Proploh,

New Window | Help | Customize Page | )

Address History

Address Type: Home

First [ 10f1 M Last

Address History
Effective
Date
04/22/2007 USA A

Find
CountryStatus Address; =

1 Main Street
Kingston, RI 02881

OK ‘ Cancel‘ Refresh‘

Done

#100% -

|_.il @ Internet

Step | Action

12.

Click the Plus (+) button.

Last changed on: 8/21/2008 2:56 PM
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T ———

Menu 2N
earch: New Window | Help | Customize Page ,
\@
My Favorites Address History
Self Service
Manager Self Service Address Type:  Home
Workforce Administration
= Personal Information Address History First ] 12012 [M Last
E glfgg;sig:t?:rlwal ‘Effective  Gountry*Status Address: #[E
Relationships Date .
b Personal Relationships EU Q Q 1 Main Street Add Address
> Disability Kingston, RI 02881
- Add a Person
> Job Information :
I URI Human Resources Effective Date 1 Main Street E
Reports 04/22/2007 USA A
> URI Human Resources Kingston, RI 02681
Tables
Time and Labor OK ‘ Cancel | REﬁESh‘

Payroll for North America
Organizational Development
Records and Enrollment
Financial Aid

Set Up HRMS

Reporting Tools
PeopleTools

Iy Personalizations

My System Profile

-~
wr

Done (¢ @ Internet #100% -~

Step Action

13. To add a new address, click on Add Address
Add Address
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PeopleSoft,
Werw oIl

earch:
6

My Favorites

Self Service

Manager Seff Service

Workforce Administration

= Personal Information

I Biographical

> Organizational
Relationships

I» Personal Relationships

i Disability

- Add a Person

> Job Information

> URIHuman Resources
Reports

> URIHuman Resources
Tables

Time and Labor

Payroll for North America

Organizational Development

Records and Enrollment

Financial Aid

Set Up HRMS

Reporting Tools

PeopleTools

My Personalizations
iMi Sistem Profile

.

Home Add to Favorites Sign out

httn

New Window | Help | Customize Page |

Edit Address

United States
Address 1; ‘2 King Street |

Country:

Address 2: ‘ ‘
Address 3: ‘ ‘
Gty Wakefel state: | |2 RinoceIsiand

County. ‘ |

0K | Cancel

Postal: 02879

2100% -

(4 @ mtemet

Step | Action

14.

Adjust the address to what is should be.

Click OK.

Last changed on: 8/21/2008 2:56 PM
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T ——

Menu 2N
earch: New Window | Help | Customize Page ,
\@
My Favorites Address History
Self Service
Manager Self Service Address Type:  Home
Workforce Administration
= Personal Information Address History First ] 12012 [M Last
E glfgg;sig:t?:rlwal ‘Effective  Gountry*Status Address: #[E
Relationships Date .
i Personal Relationships EU Q Q 2 King Street Add Address
> Disability Wakefield, RI 02879
- Add a Person
> Job Information :
I URI Human Resources Effective Date 1 Main Street E
Reports 04/22/2007 USA A
> URI Human Resources Kingston, RI 02681
Tables
Time and Labor OK ‘ Cancel | REﬁESh‘

Payroll for North America
Organizational Development
Records and Enrollment
Financial Aid

Set Up HRMS

Reporting Tools
PeopleTools

Iy Personalizations

My System Profile

-~
wr

(¢ @ Internet #100% -~

Step Action

15. | Click OK again.
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TR ——

earch: New Window | Help | Customize Page | B
6

My Favorites { Biographical Details | Contact Information | Regional |
Self Service
Manager Self Service Winkey Murray PersonID: 100279985
Ll Current Addresses Customize | Find | View All | #  First 1] 1071 [ Last
~ Personal Information Add -

> Biographical T_ress As Of Date Status Address

b Organizational ~ype

Relationships 2 King Street

b Personal Relaionhips e OPI0T A yakefield Rl 02870 Adress Delal & O

> Disabili : . T ,

. Agifjaa lFl’tgrson Phone Information Customize | Find | #  First 1 1071 [ Last

- Modfy a Person *Phone Type Telephone Extension Preferred
I+ Job Information | v‘ | | | ‘ 0 E
i URI Human Resources

Reports ' Customize | Find | #  First {1011 D] Last
b UTR‘DFU”"'ﬁ” Resources *Email Type “Email Address Preferred

ables
Time and Labor | ."| | | 4 [l
Payroll for North America
Organizational Development ﬁSaue‘ LRetum to Searc‘ ENotify‘ & Previous ta‘ SNext tab‘ beefresh‘ ErAdd ‘ Znclude Histor,
Records and Enrollment
Financial Aid Biographical Details | Contact Information | Regional
iographical De

Set Up HRMS
Reporting Tools
PeopleTools
Iy Personalizations
Iy System Profile
4 ad I
Done (@ @ Internet ®100% -

Step Action

16. | Click on the Regional tab.
Regional
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PeopleSofl,
tarch: New Window | Help | Customize Page | ,E, A

| |6

My Favorites ! Biographical Detals | Contact Information | Regional |

Self Service

IManager Self Service Winkey Murray PersonID: 100279985

Workforce Administration vE=)5A
= Personal Information
b Biographical i Find | View Al First ] 1071 M Last
I» Organizational

Relafionships Regulatory  USA [ g e Etic | & HE

> Personal Relationships Region: Group:

» Disabiity CIPrimary

- Add a Person

- Modify a Person History Find | View Al First [4] 1011 [ Last
I Job Information ! =
i URI Human Resources Effective Date: 051032009

Reports Date Entitled to EEQ Military Status: | v

i URI Human Resources Medicare:

Tmﬁgt;'ﬁj Labor Citizenship (Proof 1): | Ciizenship(Proof |

Payroll for North America 2):

Qrganizational Development Eligible to Work in U.S.

Records and Enrollment

Financial Aid

Set Up HRMS Smoker History Customize | Find | #  First (4 1 0r1 [ Last
Reporting Tools
PeopleTools

*Smoker *As of

My Personalizations f I =

My System Profile

URI9 Data

ﬁSave‘ QReturnmSear(‘ IENotify‘ Previousta‘ ‘ f!;Refresh‘ ErAdd ‘ Hnclude Histor

Biographical Details | Contact Information | Regional .

v
4 B8 -
Done (9 € Internet #100% -

Step Action

17. | To enter in the Ethnic Group, click on the Ethnic Group look up.
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Menu  EH
earch:
6

My Favortes Look Up Ethnic Group
Self Service
Manager Seff Service
Workforce Administration  SetiD: USA
v Eg;‘;::m“;ma””” Ethnic Group: begins wih v | |

> Organizational Description: |beg\ns with ¥ || ‘

Relationships

> Personal Relationships

» Disabiity LookUp| Clear | Cancel| Basic Lookup

- Add a Person
I Job Information Search Results
- URI Human Resources o7

Reports Ethnic Group Description Short Description
b URIHuman Resources i American Indian/Alaska Native Am.Ind
3 Tablezl_ X ASAN Asizn Asizn
Plgfoﬁr;or h?ort;rr] America _ —E?ﬁmf”“ar_‘ Amekan M .
Organizational Developmen  H5EA Hispanic/Lafino Hispanic
Records and Enrolment NSPEC Not Specified Not Specif
Financial Aid PACIF Native Hawaiian/Other Pacific Islander Hawaii/Pac
Set Up HRMS WHITE White White
Reporting Tools
PeopleTools

My Personalizations
Iy System Profile

T ————

New Window | Help | B

[ @ Internet

#100% ~

Step | Action

18. | Click on the appropriate Ethnic Group.
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T ———

Mew 2

earch: New Window | Help | Customize Page | o
[

ly Favorites | Biographical Details | Contact Information | Regional

Self Service

Manager Self Service Winkey Murray Person D: 100279985

Workiorce Administration B 554
~ Personal Information

b Biographical [ Find | View Al First 4 1 or1 [ Last
b Organizational

Relaonstis Reguatory  [USA [ yjegzes  Etic | HE

» Personal Relationships Region: Group: ;

b Disability ! P CIPrimary

- Add a Person -

~ Modify a Person History Find | View Al First (414011 [ Last
1> Job Information =
> URIHuman Resources Effective Date; 503200

Reports DateEntitedto | | Military Status: | ]

I URIHuman Resources Medicare:

Tables Cilzenship Proct1; | Clzenship (oot

Time and Labor

Payroll for North America 2

QOrganizational Development [VIEligible to Work in U.S.

Records and Enrollment

Financial Aid

Set Up HRMS i Customize | Find | & First [ g.0r1 [ Last

Reporting Tools
PeopleTools

*Smoker *As of

by Personalizations f I B

Iy System Profile

URII9 Data

ﬁSa\fe| .QRetumtoSear(‘ ENotify| Prew'ousta| | 'bRefresh‘ ExAdd | Zlnclude Histor

Biographical Details | Contact Information | Regional y

v
4 Ll | @
(¢ € Intemet #100% -

Step Action

19. Next, click on the URI 19 Data box.
URI 19 Data
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IR e

earch: New Window | Help | Customize Page | g

6

y Favorites URI 19 Eligibility Panel

Seff Service

Manager Seff Service

Workforce Administration ID: 100279985 Name: Murray, Wikey 19 Waived
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Step | Action

20. | Click on the Eligibility Proof 1 look up button.
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Step Action

21. | Eligibility Proof 1 can be either a List A item or a List B item. Click on the
appropriate item.
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Step | Action

22.

If the Eligibility Proof 1 item is a List, then a List C item must also be entered.
Click on the Eligibility Proof 2 look up button.
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23. | Only List C items appear, click on the appropriate item.
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#100% -
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Step Action

24.

Click OK.
OK

If you had taken foreign documents, you would be required to enter in the expiration
date or the system would not save the information.
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Step | Action

25. Click Save.

Important:
Once this step is done, remember to forward all 1-9 documentation, social security
card and Drug Free form to Human Resources.

& Save

26. End of Procedure.
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