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Student Personal and 1-9 Information

This topic will cover all aspects of entering personal and 1-9 information for your student
employees. Hiring departments are responsible for verifying employment documentation and then
forwarding copies of that information to Enrollment Services.

In accordance with the URI 1-9 Termination Policy http://www.uri.edu/ecampus/tutorials/I-
9_termination_policy.pdf departments must verify the necessary 1-9 documents and send them to
Enrollment Services within 3 days of the hire date of the job. If the documents are not received
the job may be terminated by Enrollment Services.

A complete list of acceptable documents along with the 1-9 form is available for download on the
U.S. Citizenship and Immigration Services website http://www.uscis.gov/files/form/i-9.pdf

2) The University of Rhode Island requires the Original Social Security Card, a copy of which
will be retained with the student's records.

If your student is an International Student:

All foreign national students are required to:

1) Complete the Foreign National Information Form at the Payroll Office located in the Carlotti
Building. The form is used to determine tax status. In order to complete this form students will
need to bring their:

- Passport

- VISA

- 1-20 (for F1 VISA holders) or DS2019 (for J1 VISA holders)

- Social Security Card *

* Obtaining a U.S. Social Security Card — students will apply for a social security card when they
arrive in the United States. For more information visit the URI Office of International Student
Services (ISS) website http://www.uri.edu/iss The Office of International Student Services also
hosts Social Security Card workshops with the US Social Security Administration at the
beginning of the academic year. Students in attendance can apply for a Social Security Card right
at the workshop.

IMPORTANT REMINDER: Due to federal regulations foreign national students are only
permitted to work 20 hours per week when school is in session. Foreign National students are
NOT eligible for the additional five hours exception.
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(' Employee-facing registry content - Windows Internet Explorer |_ HD-]HX|
N
¢ -/Wv | Neb Search | Pl ‘ﬂ hitps://herc.mis.uri.edu:7032/psp/csdevl/EMPLOYEE/HRMS/h/?tab=DEFAULT V| e |*} A
& -
SL\.’ {&‘ {ﬂ Employee-facing registry content ] ‘ v Q Eé& v ;9{ Page v @,5 Tooks ¥
Peop]eSOfts Home Add to Favorites Sign out
Help
Menu =
Search:
®
i My Favorites
> Self Service
I Manager Self Service
&> Workforce Administration

i Time and Labor

i Payroll for North America

i Organizational Development
i» Records and Enrollment

i Financial Aid

& Set Up HRMS

& Reporting Tools

» PeopleTools

- My Personalizations

- My System Profile

" BeopleSoft

[ € Internet #100% -

if start. { Emphoyeefaci... B &L 12:02pPM

Step Action

1. Once you have hired your Student Employee, you must go into their personal data to
verify it is correct and to enter in the 1-9 documentation.

Under the Menu Bar, click on Workforce Administration.
|W0rl-cforce Administration
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£ Base Navigation Page - Windows Internet Explorer

- BX

-

€] hitps://herc.mis.uri.edu:7032/psp/csdev/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SCHOME ¥ ‘ g

3 X

{€ Base Navigation Page

X3

PeopleSoft.
Menu 2

Search:

» My Favorites

b Self Service

» Manager Self Service
¥,
» Personal Information

I Job Information

-

i ) Page v () Tooks v

¥

Personal Information
Maintain information about a person
regardless of Jobs.

Job Information
Maintain information about a person
tied to a specific job record

Home

Add to Favorites Sign out

‘ ' % Workforce Administration

Hire employees, add non-employees, maintain personal and job data, administer global assignments, labor relations, absence and
vacation.

Rl Human Resources

\
Reports
EIURI 195 Expired Within 90 Days

7

» URI Human Resources ElAdd a Person ElJob Data EIURI Department Employee List
Reports E Modiy a Person EiContract Adminisiration = RI Active Internal Payroll
» URIHuman Resaurces CiBiogaphica CReiew Job Information 4 More...
Tables 3 Mare... BiReports
» Time and Labor

K} URI Human Resources Tables

» Payroll for North America

» Organizational Developmen
» Records and Enrollment

» Financial Aid

v Set Up HRMS

»» Reporting Tools

» PeopleTools

- My Personalizations

- My System Profile

EURI Inhouse Payroll Exceptions

-~
-

Done

£100% -

[§ @ mnternet

i start. {7 Base Navigation ..

B &L 1203PM

Step | Action
2. Under the Personal Information folder, Click on Modify a Person.
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(EM—1

Add to Favorites Sign out

i Job Information —
o URIHuman Resources ~ Alternate CharacterName:‘bEglﬂSWﬁh "H

garch: New Window | Help | &
[c

My Favorites Personal Information
SeffSenice Enter any information you have and click Search. Leave fields blank for a st of all values.
Manager Self Service
Warkforce Administration
- Persoral Information { Find an Existing Value | Adda New Value |

b Biographical

b Organizational —

Relationships EmpllD: begns it v | |

b Personal Relationships  pame: ‘ begins vith v ‘

» Disabily =

- Add a Person Last Name: ‘begins with .| |

- lodfy a Person Second Name: beginsvith v |

Reports ' : begins with v
- URI Human Resources Micdle Name: ‘ d H

Tables Olnclude History [Case Sensitive
Time and Labor

Payroll for North America < h| N | ‘ o
Organizational Development garc ear | Basic Search B Save Search Criteria
Records and Enrollment

g'gfﬂ;'ﬂﬁ",jg Find an Existing Value | Add & New Value

Reparting Tools
PeopleTools

ity Personalizations
|M§ Sistem Profile

s
-

Done " € Intemet R100% -

Step | Action

3. Type in the Student's EmplID number.
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garch: New Window | Help | E
6

Wy Favorites Personal Information
Seff Sevice Enter any information you have and click Search. Leave fields blank for a list of all values.
(Manager Self Service
Warkforce Administration
- Personal Information { Find an Existing Value | Add a New Value |

I Biographical

I Organizational . ‘b - H

Reltonships EmplD: eqins with v 100270985
b Personal Relationships  pame: ‘begins with v
» Disabilty

- locify 2 Person Second Name: begins with v

I Job Information —
& URI Human Resources Alternate Character Name:‘ begins with v H

|
|
- Add a Person Last Name: \begins with v H ‘
|
|
|

Reports ' - begins with v
> URI Human Resources Widdle Name: ‘ J H

Tables Ulinclude History []Case Sensitive
Time and Labor

Payroll for North America 5 hl 0 | , L
Organizational Development garc ear | Basic Search Bl Save Search Criteria

Records and Enrollment

ggﬁﬂ;ﬂéﬁs Find an Existing Value | Add a New Value

Reporting Tools
PeopleTools

Iy Personalizations
iMi Sistem Profile

s
-

Done [ @ Internet R100% -

Step | Action

4, Click on Search
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Pe OI)IGS()ft3 _Home Add to Favorites Sign out
earch: New Window | Help | Customize Page | , A
6
My Favories | Biographical Details \ Contact Information | Regional |
Self Service
Manager Seff Service Winkey Murray PersonD: 100279985
Woridorce Adminisiration | YRS Find [ View Al Frst {4 1011 [ Last
~ Personal Information o
nggraphlf_-m | Effective Date: (4/22/2007 -
i Organizationa . ,
Relationships Format Type: - Englsh
i Personal Relationships ~ Display Name:  Winkey Murray View Namg
i Disability
- Add a Person
- Moy a Persan Dateof Birth: 03191965 39 Years 1 Months Dateof | |5
[ Job Information Death:
Ul foman Resoues | it County usac, Ut Sttes
eports . )
- URI Human Resources Birth State: DQ
Tables Birth Location: | Waive Data Protection []
Time and Labor . —TTT ST irct [4]4 of1 ] | 3
Payrall for North America Biographical History Find | View Al First 41 10f1 M Last
Organizational Development ] 0412212001 =
Records and Enrollment “Effective Date: :l
Financial Aid *Gender @l
SetUp HRMS *Highest Education |A-N0t Indic ated ¥ |
Eepo‘rtﬁg Tools Level
eopleTools : : .
hly Personlizations “Marital Status: (Snge Y s of: 04227205
by Syster Profle Language Code:
Alternate ID: I:I M
OFull-Time Student
+ National ID Gustorize | Find | View Al | #  First [0 1011 [ Last
“Country  “National ID Type National ID Primary ID
USA [ Social SecurtyNuml v 781586565 | E| U
¢ I | B
"3 @ Intemet R100% -

Step Action

5. In the Biographical Details tab, you should verify the student's name, date of birth,
and gender.

To view their full name, click on View Name.

iew Name
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Pepleoft,
tarch: New Window | Help | Customize Page | B

| Ic
My Favorites View Name
Self Service
IManager Self Service
Waorkforce Administ_ration Prefix
= Personal Information
b Biographical FirstName:  Winkey Middle Name:
»» Organizational Last Name: Wurray
Relationships .
» Personal Relationships Suffix:

i Disability Display Name: \Vinkey Murra
- Add a Person PeY ! !

- Modiy a Person Formal Name:  Winkey Murray

I> Job Information Name: Wurray, Winkey
I URI Human Resources
Reports 0K | Cancel | Refresh‘
I URI Human Resources
Tables
Time and Labor
Payroll for North America
Organizational Development
Records and Enroliment
Financial Aid
Set Up HRMS
Reparting Tools
PeopleTools
My Personalizations
Iy System Profile

Done (¢ @ Internet %100% -

Step Action

6. After viewing name, click on OK.
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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
Workforce Administration  [FeeT?=, Find [View Al First [ 10r1 [¥ Last
= Personal Information

Dgiographi;al | Effective Date: 04/2212007 L

b Organizationa ) .

Relationships Format Type:  English

b Personal Relationships Display Name: Winkey Murray View Name

b Disability

- Add a Person

- Modiy a Person DateofBirth: [ENIERS 39 Years { Months Dateof |4
> Job Information Death:
b lilqu Human Resources Birth Country: USAQ. United States

eports . .

- URI Human Resources Birth State: :|Q

Tables Birth Location: | Waive Data Protection []
Time and Labor
Payrollfor North America Biographical History Find | View Al First {1011 D Last
Organizational Development ] 041222001 [*[=]
Recards and Enrolment “Effective Date: :l
Financial A “Gender: Female v
Set Up HRIS *Highest Education |A-N0t Indicated "|
Reporting Taols Levs!
PeapleTools evel. : :
My Personalizat@ons *Marital Status: | Single " |*°‘5 of. |[}4”22”2[}U|EJ
EEENES 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 a4 | B
[# € Internet #100% -

Step Action

7. Verify the employee's Date of Birth.
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Pe OpleSOft : Add to Favorites Sign out
earch: New Window | Help | Customize Page , Al
©
My Favorites { Biographical Details | Contact Information |/ Regional |
Self Service
Manager Self Service Winkey Murray PersonID: 100279985
Workforce Administration Primary Name Find | View Al First (4] 1 071 [M Last
~ Personal Information
Dg\ographmal | Effective Date: 04/22/2007 EE
i Organizationa ) .
Relationships Format Type:  English
> Personal Relationships Display Name:  Winkey Murray View Name
i Disability
- Add a Person
- Modify a Person DateofBith: EMEEERH 29 Years 1 Months Dateof | |4
> Job Information Death:
Dl:qu Human Resources Birth Country: Q United States
eports . )
> URI Human Resources Birth State: :'Q
Tables Birth Location: | Waive Data Protection []
Time and Labor
Payrol for North America Biographical History Al First (B qor1 M Last
Organizational Development . 04122720018 =
Recards and Enrollment “Effective Date: :|
sl s erder o
s . r
Reporting Tools Lnghf“ Education Male
PeopleTools evel. Unknown :
ly Personalzations “Marital Status: SIge . ks of (04222008
by System Prof Language Code:
Alternate ID: :| M
CIFull-Time Student
Customize | Find | View All | 8 First {1011 [/ Last
*Country “National ID Type National ID Primary ID
USA [ |Social SecurityNumi v |781556565 | = v
4 |34 | &
(¢ € Internet H100% -

Step Action

Verify the Gender is correct.
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PeopleSot,

!arch:

Add to Favorites Sign out

M
0 Effective Date: 04222007 =
My Favortes Format Type:  English
Self Service . .
Manager Sef Senice Display Name:  Winkey Murray View Name
Warkforce Administration
= Personal Information
» Bogrzphcal Dateof Birth: 0319196(% %9 Years 1 Months Dateof | [
i Organizational Death:
Relationships Birth Country: O\ United States
b Personal Relationships | Rirth State: Q
b Disability . . :| ] .
- Add 3 Persan Birth Location: | Waive Data Protection [J
daPrson Biographical History Find [ View Al First [ 1011 Y Last
[ Job Information :
I URIHuman Resources *Effective Date: 0412212005 =
Reports . Female v
> UR! Human Resources Gender. :
Tables “Highest Education ~ A-\ot dicated V]
Time and Labor Level ‘ ‘
Payroll for North America s ) Single v s of: 04122/200
Organizational Development Marial Status: ‘ ‘
Records and Enrollment Language Code:
Financial Aid
Set Up HRUS Alternate [D: I:l
Reporting Tools [IFull-Time Student
PeopleTools -
" Ppersona\izations » National ID Customize | Find | View Al | & First 1071 [ Last
My System Profile “Country *National ID Type National ID Primary ID
USA & |Socil Secuiyhuml | [EEER =
ERET QRetumtoSear(‘ ENotify‘ ‘ exttab‘ beeﬁesh‘ E\\Add‘ ‘ Jnclude Histor
Biographical Details | Contact Information | Regional
v
¢ |34 | B
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Step | Action

9. Verify the Social Security Number matches what is on the original social security
card.
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People SOfts Add to Favorites _Sign out

tarch: New Window | Help | Gustomize Page | E A

| [0
My Favorites [ Biographical Details | Confact Information |/ Regional |
Sef Service
Manager Self Service Winkey Murray PersonID: 100279985
Workforce Administration [T Find | View Al First {1011 ] Last
 Personal Information T

b giogralphi;a\ | Effective Date: (4/22/2007 e

> Organizationa . .

Relationships Format Type:  English

i Personal Relationships Display Name: Winkey Murray View Name

> Disability

- Add a Person

~ Moy a Person Date of Birth: 03191965 %9 Years { Months Dateof | |
I Job Information Death:
b l#RI Humnan Resources Birth Country: O\ United States

eports . .

b URI Human Resources Birth State: |:|Q

Tables Birth Location: | Waive Data Protection []
Time and Labor - —rr T -t {1t 1 1] Las
Payrollfor North America Biographical History Find | View Al First Ml 1of1 " Last
Organizational Development ] 04/22/2001H [+][=]
Records and Enrollment “Effective Date: :l
Financial Aid “Gender: @l
Set Up HRIS *Highest Education ~ A-Not Indicated v
Reporting Tools Level
PeopleTools evel. ; :
by Personalizations *Marital Status: ‘ Single h |A5 of: |U‘£1”22”2[}U|E;J
b System Profle Language Code:

Alternate ID; :I N

CIFull-Time Student

Customize | Find | View All | & First 4] 1011 ¥ Last

*Country *National ID Type National ID Primary ID

USA @ Social Securityuml v [EEEEE | = v
3 JHE | B
javascript: submitAction_win0(document.win0, '#ICPanell"); |_3 anternet #100% -

Step Action

10. Click on Contact Information.
L’ Contact Information \)i
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PeopeSoll,
tarch: New Window | Help | Custornize Page | B

| [
My Favorites | Biographical Defails | Contact Information | Regional |
Self Service
Manager Seff Service Winkey Murray PersonID: 100279985
LSRRl Current Addresses Customize | Find | View All | First 4] 1011 [ Last
= Personal Information Address
i Biographical Toe As Of Date Status Address
» Organizational J¥pe
Relationships 1 Main Street View Address
b Personal Relationships hIT3 L Kingston, Rl 02881 Detail =
b Disabili - - P Ty .
- Aézaa |I|:t:r50n Phone Information Customize | Find | 8 First 4] 1011 [ Last
- Modify a Person *Phone Type Telephone Extension Preferred
b Job Information | vl | | | O =
> URI Human Resources
Reports [ Customize | Find | 8 First {1011 0] Last
b UTRL"'U”"'HH Resources *Email Type *Email Address Preferred
ables
Time and Labor | "| | | O =

Payroll for North America
Organizational Development
Records and Enrollment
Financial Aid Biographical Details | Contact Information | Regional
Set Up HRMS | |
Reporting Taols

PeopleTools

Iy Personalizations

Iy System Profile

ﬁSave‘ QRetumtoSear(‘ ENotify‘ Previousta‘ exttab‘ beefresh‘ EeAdd

‘ Anclude History

(@ € Intemet #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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Peoplesof,
tarch: Hew Window | Help | Customize Page | !

| [©

My Favorites Address History

Self Service

IManager Self Service Address Type: Home

Waorkforce Administration

i Personal Information Address History Find  First [ 1071 [ Last
E glfggggiigltci;l]al Effective  CountryStatus Address: [

Relationships Date 1 Miain Street

i Personal Relationships 041222007 USA A ,
b DISEbI“W Klngston, RI02881

- Add a Person

OK | Cance|| Reﬁesh‘

> Job Information

I URI Human Resources
Reports

i URI Human Resources
Tables

Time and Labor

Payroll for North America

Organizational Development

Recards and Enrollment

Financial Aid

Set Up HRMS

Reporting Tools

PeopleToals

Iy Personalizations

My System Profile

Done (¢ @ Intemet H100% -

Step | Action

12. | Click the Plus (+) button.
[+
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tarch:

| @

Iy Favorites

Self Service

Ianager Seff Service

Workforce Administration

= Personal Information

b Biographical

b Organizational
Relationships

 Personal Relationships

b Disability

- Add a Person

> Job Information

> URI Human Resources
Reports

> URI Human Resources
Tables

Time and Labor

Address History

Address Type:  Home

O ———

New Window | Help | Customize Page | 8

First E 1-20f2 m Last

Address History
“Effective
Date

EIJ Q Q 1 Main Street

Kingston, RI (2881

Country*Status Address:

Effective Date

042202007 1USA 1 Main Street

Kingston, RI 02881

A

OK ‘ Cam:el‘ Refresh‘

Payroll for North America
Organizational Development
Records and Enrallment
Financial Aid

Set Up HRNS

Reporting Tools
PeopleTools

Iy Personalizations
Iy System Profile

-~
-

Find

HE

Add Address

HE

Done

100% -

[ € Intermet

Step Action

13.

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

> Job Information

I URI Human Resources
Reports

i URI Human Resources
Tables

Time and Labor

Payroll for North America

Organizational Development

Recards and Enrollment

Financial Aid

Set Up HRMS

Reporting Tools

PeopleToals

Iy Personalizations
iMi Sistem Profile

Add to Favorites

Sign out

arch: Hew Window | Help | Customize Page | 2
6
My Favorites Edit Address
Self Service
IManager Self Service Country:  United States
Waorkforce Administration
. |2 King Street
+ Personal Information Address 1: | . |
» Biographical Address 2: | |
> Organizational | |
Relationships Address 3:
i Eg:ml Reitionships ¢ Wakefield state: R /@ Rhode Isiand Postal: 02879
- Add a Person County: | ‘
- Modify a Person oK Cancel

¢ [[*
[ @ Intemet H100% -
Step | Action
14. | Adjust the address to what is should be.
Click OK.
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arch: New Window | Help | Customize Page | g

[C

Wy Favorites Address History

Seff Service

Manager Self Service Address Type:  Home

Workforce Administration

> Personal Information Address History Find  First {42012 (¥ Last

Eg?g;ﬁggﬁg#m Effective  Country*Status Address: HE]
Relationships Date .

» PersonalRelatonstips 0503200 USAQ, AJq,  2King Steet A R

> Disability Wakefield, RI 02879

- Add a Person

- Modify a Person

> Job Information :
Effective Date =
> URIHuman Resources 1 Main Street

Reports 047222007 USA A ,
- URI Human Resources Kingston, RI 02881
Tables

Time and Labor OK ‘ Cancel‘ REﬁBSh‘
Payroll for North America

Organizational Development

Records and Enrollment

Financial Aid

Set Up HRMS

Reporting Toals

PeapleTools

My Personalizations
My System Profile

s
s

(g € Internet R100% -

Step | Action

15. | Click OK again.
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PeopleSft,
tarch: New Window | Help | Customize Page | g
| [c
My Favorites | Biographical Details | Contact Information | Regional |
Self Service
Manager Self Service Winkey Murray Person ID: 100279985
Workforce Administrafion Current Addresses Customize | Find | View Al | 8 First 4] 10f1 [ Last
 Personal Information Add

i Biographical T_ress As Of Date Status Address
b Organizational L R
Relationships 2 King Street EditfView:
b Personal Relationships~ °e CPOSR0T AT ket RI02879 Address Dl ) O
> Disabili . . T ,
. Aéfjaa llgtgrson Phone Information Customize | Find | 8 First 401011 I ast
~ Modiy a Person *Phone Type Telephone Extension Preferred
> Job Information v| | | ‘ | F] =
> URI Human Resources

Reports Customize | Find | ®  First [ 1011 [ Last
b UTRL'|'|U”"'3” Resources *Email Type *Email Address Preferred

ables
Tirme and Labor | .“’| | | i =
Payroll for North America
Organizational Development ﬁSave‘ SRetum to Searc‘ ENotify‘ Pre«ﬂousta‘ SNext tab‘ Q;Refresh‘ ErAdd ‘ Zlnclude History
Records and Enrollment
Financial Aid Biographical Details | Contact Information | Regional

iographical De
Set Up HRMS
Reporting Tools
PeopleTools
Iy Personalizations
My System Profile
3 ELE I
Done (3 € Intemnet H100% -
Step Action
16. | Click on the Regional tab.
Regional
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Payroll for North America
Organizational Development
Records and Enrallment

T ———

New Window | Help | Customize Page | & 4

Person ID:

100279985

Find | View Al First [ 1011 [ Last
= o
CIPrimary

First 4 1011 [ Last

Meu G
earch:
6
My Favorites { Biographical Details | Contact Information | Regional
Self Service
Manager Seff Service Winkey Murray
Warkforce Administration ~ »E= (jg
= Personal Information
i Biographical
> Organizational
Relaonshis Reguiatory  USA (& g gz Ethnic
> Personal Relationships Region: Group:
i Disabilty
- Add a Person .
riston
> Job Information :
> URI Human Resources Effective Date: Eﬂ
Reports Date Entitled to :l@ Military Status:
> URI Human Resources Medicare:
Tables T E
Time and Labor Citizenship (Proof 1):

2)

MEligible to Work in U.S.

Find | View Al

| |

Citizenship [Pruufl:l

Financial Aid
Set Up HRMS Customize | Find | #  First [/ 10r1 [¥ Last
Reporting Tools
PeopleTools
liy Personalizations 1 I [
Iy System Profile
URI19 Data
ﬁSaue‘ LRetum to Searc‘ ENotify‘ & Previous ta‘ ‘ f!aRefresh‘ ErAdd ‘ Anclude Histor
Biographical Details | Contact Information | Regional T
b
4 I M
Done (¢ @ Internet R100% -
Step | Action
17. | To enter in the Ethnic Group,
Click on the Ethnic Group look up.
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PeopleSOfL _Home Add to Favorites Sign out
tarch: New Window | Help | L]
| [C
ly Favorites Look Up Ethnic Group
Self Service
Manager Self Service
Workforce Administration SetlD: USA
 Personal Information . P—

» Biographical Ethnic Gmup,|beg|n5w¢h = ” ‘
i» Organizational Description: |begin5 with v || ‘
Relationships
> Personal Relationships
» Disabilty LookUp| Clear | Cancel | Basic Lookup
- Add a Person
-~ Modify a Person
> Job Information Search Results
b URI Human Resources 17 of 7

Reports Ethnic Group Description Short Description
b URI Human Resources A0 American Indian/Alaska Native Am_Ind
Tin::baliz Labor ASIAN Asian Asian
Payrol for North America BLACK Black/African American Black
Organizational Development HISPA H|sgan\cf]_.at|n0 Hispanic .

Financial Aid PACIF Native Hawaiian/Other Pacific Islander Hawail/Pac
Set Up HRMS WHITE White White
Reporting Taols
PeopleTools
IMy Personalizations
My System Profile
4 L
[# € Intemet H100% -

Step Action

18. | Click on the appropriate Ethnic Group.
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Self Senvice

Manager Self Service Winkey Murray PersonID: 100279985

Workforce Administration vEE U5

= Personal Information

b giogra.phit;al | i Find | View Al First (] 1011 [ Last

b Organizationa .

Relationships Regultory  USA % iegqes  EHic | @ =

> Personal Relationships Region: Group: .

» Disabilty ClPrimary

- Add a Person :

- Modiy a Person History Find | View Al First (4 1or1 [ Last
b Job Information : HE
> URIHuman Resources Effective Date: L0320

Reports Date Entitled to :l@ Military Status; | v

> URI Human Resources Medicare:

Tin:zb;ﬁz Labor Citizenship (Proof 1) | ClimenshipProot

Payroll for North America 2)

Organizational Development Eligible to Work in U.S.

Records and Enrollment

Financial Aid

Set Up HRUS Smoker History Customize [Find | #  First *J 1071 [Y Last
Reporting Tools
PeopleTools

ly Personalizations 1 I [
My System Profile
URI9 Data

ﬁSaue‘ JRetum to Searc‘ ENotify‘ Prem'ousta‘ ‘ Q;Reﬁesh‘ ExAdd ‘ Hnclude Histor
Biographical Details | Contact Information | Regional y
b
| I N
[ € Internet R100% -
Step | Action
19. | Next, click on the URI 19 Data Box.
URII9 Data
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6
My Favorites URI 19 Eligibility Panel

Self Service
Manager Seff Service
Workforce Administration ID: 100279985  Name: Murray,Winkey
~ Personal Information
> Biographical
> Organizational o
Relaonships Eligibility Proof 1
> Personal Relationships Q
i Disabilty
Eligibilty Proof 2
[ Job Information I:lQ
i URI Human Resources
Reports
> URI Human Resources OK | Cancel | REﬁEShl
Tables
Time and Labor
Payroll for North America
Organizational Development
Records and Enrollment
Financial Aid
Set Up HRMS
Reporting Tools
PeopleTools

Iy Personalizations
iMﬁ Sistem Profile

4 | |

TR ———

New Window | Help | Gustomize Page | g

19 Waived

List A Expiration Date

[ &

List C Expiration Date

[ &

javascript:submitAction_win0(document.win0, U_I9_ELIG_TBL_U_CITIZEN_PROOF1$pro

(¢ @ Internet £100% -

Step Action

20. | Click on the Eligibility Proof 1 Look Up.

o
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Home Add to Favorites Sign out

tarch: New Window | Help | 4

| [©

Wy Favortes DocumentID: | begins vith v | ‘

Self Service

Manager Seff Senvice Doc Type: E ¥ | v

Workforce Administration  pgeument Name:| begins with v.| ‘
 Personal Information

i Biographical
> Organizational Look Up ‘ Clear ‘ Cancel ‘ Basic Lookup
Relationships
> Personal Relationships
b Disability Search Results
- Add a Person 1-200f 29
Do TipeDocunent D Documentfiame
b Job Information BList  CANLICENSE Canadian Drivers License
N HUMANRESOUCES B list  CLNCREC  Circrecord <18
b URIpHuman e Blist DAYCRREC Day Care Nurs Schl Record =18
Tables Blist  DOCTORREC Doctor Record = 18
Time and Labor Blist  DRLICENSE State Drivers License
Payroll for North America  BList ~ FEDIDCARD  Federal ID Card
Organizational Development  Alist ~ FMNA50570  Cert.ofNaturalization NA50N570
Records and Enollment —~ Alist  FORMI-327  Unexpired Resniry Permit 1-327
Financial A Alist  FORMIE71  Unexord RefugeeTravi Doc 571
giwgir'gﬂ;‘s ALt FORMSS! Al Regis Recpt Card wiPhoto
PeopleTools Alist  FORMB88  Unexpired Temp Resident Card
My Personalizations Alist  FORMIB88A  Unexpired Emplymnt Auth Card
hly System Profile Alist ~ FORME88B  Unexp INS Emp Auth Doc w/Photo i
Alist  FORMI786  Unexp INS Emp Auth Doc w/Photo
Alist  FORMNSG0M Cert. of US Citznshp N360-N561
Alist  FORPASS  Unexpired Foreign Passport
Blist HOSPRECRD Hospital Record < 18
Blist LOCIDGARD LocallD Card
Blist  MLDEPID  Miitary Dependent ID Card
Alist  PERMRESCD Perm Resident card with Photo
¢ I Blist  SCHIDCARD School D Card

<

— — D st I G ™ Cioegn Wi ot B e un

javascript: submitAction_win0(document.wind, #1CRowd4); (¢ € Internet #100% -

Step | Action

21. | Proof one can be either a List A item or a List B item. Click on the appropriate item.

In this instance, we chose a B list item, Drivers License.
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~ Personal Information
> Biographical
> Organizational —
Relationships Eligibility Proof 1 | |
 Personal Relationships Q State Drivers License
i Disability
- Add a Person i
Eligibility Proof 2

L

oK ‘ Cance\‘ Refresh‘

> Job Information

i URI Human Resources
Reports

i URI Human Resources
Tables

Time and Labor

Payroll for North America

Qrganizational Development

Records and Enrollment

Financial Aid

Set Up HRMS

Reporting Tools

PeopleTools

My Personalizations

My System Profile

4 3

T ———

New Window | Help | Customize Page |

|9 Waived

List A Expiration Date

-

List C Expiration Date

B

javascript:submitAction_win0(document.win0,'U_I9_ELIG_TBL_U_CITIZEN_PROOF2$pro

(9 € Internet #100% -

Step Action

22. Because a Drivers license is a List B item, we must also have a List C item.

Click on the Eligibility Proof 2 Look Up.

a
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_Home Add to Favorites Sign out
tarch: New Window | Help |
| 6
My Favorites DocumentD; | begins with v | |
Seff Service
Manager Seff Service Doc Type: B J | v
Workforce Adminisiraion  pogument Name:| begins with v |
= Personal Information

> Biographical
b Organizational Look Up ‘ Clear ‘ Cancel ‘ Basic Lookup
Relationships
> Personal Relationships
b Disabilty Search Results
- Add a Person 18 ofd
Doc Type Document ID Document Name
» Job Information CList  FORMDS1350Dpt of State Cert Birth Abroad
(RHAMaNREsQUICES ¢ it FORMFS545 Dptof Stte Cet Birh Abra
. URl Hunan Resources | CLst  FORMIT9 D Cardfor use Res Citin US
Tables Clist FORMNM97  US Citizen ID Card
Time and Labor Clist OTHERINS  Other INS Document
Payroll for North America Clist  TRIBALC Mative American Tribal Doc -C
Organizational Development  Clist USBIRTH  US Birth Certificate
Records and Enrollment —~ Clist  USSSNCRD  US Social Security Card
Financial Aid
Set Up HRMS
Reporting Tools
PeopleTools
lly Personalizations
Iy System Profile
3 [|*
javascript:submitAction_win0({document.win, #1CSortCol1'); (@ € Internet #100% -
Step Action

23. | Only List C items appear, click on the appropriate item.

In this instance, we took a US Social Security Card
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Earch:

®»

My Favorites URI 19 Eligibility Panel
Self Service
IManager Self Service
Workforce Administration ID: 100279985  Name: Murray, Winkey
= Personal Information

> Biographical

I Organizational N

Relationships Eligibility Proof 1 . .

b Persanal Relationships DRLICENS|®  State Drivers License

> Disability

- Add a Person .

- Modfy a Person Eligibility Proof 2

USSSNCRIQ,  US Social Security Gard

> Job Information

I URI Human Resources
Reports

I URI Human Resources
Tables

Time and Labor

Payroll for North America

Qrganizational Development

Records and Enroliment

Financial Aid

Set Up HRMS

Reporting Tools

PeopleTools

Iy Personalizations

Iy System Profile

OK | Cance\| Refresh|

Home Add to Favorites Sign out

New Window | Help | Customize Page |

19 Waived

List A Expiration Date

[ B

List C Expiration Date

[ B

Done

[# @ Internet #100%

Step | Action

24. | Because only foreign documents require an expiration date, we do not need to enter

them in for the documents we entered.

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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[c

My Favorites [ Biographical Details ¥ Contact Information ¥ Regional |
Self Service
IManager Self Service Winkey Murray PersonID: 100279985
Workforce Administration vE s
=~ Personal Information

b glogra.phlcal | i Find | View Al First Bl 1.0r1 [ Last

i Organizationa ]

Relationships Regulatory  USA | United States Ethnic |:|Q =

i Personal Relationships Region: Group: .

» Disabilty CIPrimary

- Add a Person

- Modify a Person History Find | View Al First Bl 1.0r1 [ Last
> Job Information 051032001 F[E=
I URI Human Resources Effective Date:

Reports DateEntiedto |3 Military Status: | 4

I URI Human Resources Medicare:

e Citzenship Proof | Cizenship(Proof |

Payroll for North America 2

Organizational Development Eligible to Work in U.S.

Records and Enrollment

Financial Aid

Set Up HRIS Smoker History Customize | Find | #  First [ 1011 [ Last
Reparting Tools
PeopleTools

My Personalizations f R El
ity System Profile
URI9 Data

ﬁSave| .QRetummSeart| IENmify| Preuinusta| | beefresh| E‘«Add| | Zlnclude Histor

Biographical Details | Contact Information | Regional N

|~

| 8 | B

[ ¢ € Intemet #100% -

Step | Action

25. Click Save.

Important:
Once this step is done, remember to forward all 1-9 documentation and social security
card to Enrollment Services.

& Save

Step | Action

26. End of Procedure.
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