8.9 HRMS Step by Step Guide
Add a Person (POI Types Including Pre-Employment) - Workforce Administration Module

Note: The screen shots used in this guide may not be representative of your access.
1. Navigate to search

for matching
persons.

® Workforce

Menu =]

ini i Lo pesonal momaton Bl o s> oo pmeinton, ]
Administration " Bcgapnics TR
t Organizational Personal Information

Relationships

1 . b P I R ti h Add and maintain personal data for persons and employees.
Personal Information D e emtles ||t

=== Modify & Person === Person Organizational Summary

i Disability =] Add a new person to the system I Wodify a person's basic information, such as =] View a summary of al the organizational
Add a Person name and contact information. reistionships for a person.
. . Mo aPerson
*"Tob that " o= -
O eg I n ’ Ve rl a &= Search for Matching Persons =] Biographical =] Qrganizational Relationships

L _J Search fof peaple in the database using -~ Mantain biographic nformation for a person I Create or medify the or zational

flexibie SearchiMaich criteria including names, addresses, drivers kcenses, reistionships that a per: v

the Person does not

already exist in o
Flexible Sendce EG

H R M S I Plan Salaries CU
i Collective Processes == Student FICA Notification Page EEDIT nships
1 Workforce Reports == student FICA Notification Page " Create or modify the emergency contacts for |

b Benefits each persan
Em

® Click on search for e

. [ Payroll for North America
Matching Persons b Workdorce Development PR
I Organizational Development Indicate if a worker is disabled and to record

SETRIpEn LEATING detais of the disabity

® Click on search LSetvorRus B,

2. Search Criteria -
page displays. ——

= Workforce Administration (%
= Personal Information

Search/l

¥ Organizational Enter any information you have and cick Search, Leave fields blank for a list of all values

* Enter name data in e
search field of your

|| [TFindan Existing Vaiue

Search Type: = 4 Person

choice; it is N e
recommended to e e

keep your search as EE i W v e

broad as possible. s B sconciniiia

Ex: search by Last e o,

Name only T | e
™ EX Of an Inaccurate Code: [xDMOC_RES_CU 0, Adnoc Results CU

search using both First s e — : I
and Last Name: if - . Fratiane s v 3

searching for ‘Mike’ E s ran s

Buble, there will be no S

results because the Dy B g i

legal/recorded name in et g -

HRMS would be R o

‘Michael’ Buble s S

= Name fields are Case
Sensitive. Ex: Buble
(not BUBLE or buble)

= Note: If using SSN,
enter numbers only,
without dashes.
Using the National ID
(SSN) may not provide
any data for existing
POls who are not a
Security Access POI.
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. Search Criteria
= Click

Search Type: Person AdHoc Search

Search Parameter: ADHOC_CLUM

Microsoft Internet Explorer

\Search Result Rule

Search Result Code: [aDHOG_RES . - )
3 . Searc h Res u |tS User Defaull Enter new ar additional Search Criteria p—— | Cany ID Reset |

page displays Search Critria
Search Fields . Operand Value

First Name Begins With v [Michael a

't Search Criteria did not reburn any results {18160, 43)

= When the person does
not already exist,
begin the Add a
Person process

Middlle Mame Begins With v | | a

Last Name Begins With |+ |Elub|e e}

= Click on Add a Person
in the left-hand
navigational menu and
continue to Step 4 Universitr —— -

10raqao
‘Menu =]
Search: ] ! Meny > Workforce Administration >
* Note: If person does : ® | [/ personal information
A . Eig';‘grzf; Rellaws Add ang Calcia cazsona s s for persons and employees
b Recrut == odify a Person s Person OrG: Summary
exist, regardless A T B s B
H nformation person,
whether active or 0 Bogropica
. . 3 grg::;z:::lr:sl C r E Search for Matching Persons ﬁ/m@m 7’:’;&@&@&@5@3
| n actlve , refer to Ste p - b Personal Relationships ::’:‘ for people in the Gatabase using flaxbie Searchiatch [ rﬂ-;:::irr:p:; mmm‘:mm:‘;an person inciuding names, | ;:a;:: modity the organizational relationships that a person

2 POI Relationshi
= Waintain a Person's POI Retn

b Gitizenship B At g Porgon
= Modify a Person

by-step guide, Add (or B
Add Addltlonal) POI _ [ Eoczonat Btaton i mdmr: 7] Disabilty

- Seach for Matching Create or moify the emargency contacts for each parson Ctizenship and Visa information for a person ndicate if 8 warker is disabled and to record details of the
Relationshi _Persons = Emeraency Contact gentfcation Data sy
© Job Information plovee Presence Test USA = Dagoities
1 Plan Salaries CU Caizenship/Country/Viss Audd

I Workforce Reports Eessport’Vigs Cxprglion Aydd
Umvgstt)@
v olorado _HREITEST T _PPL Home
=13
4. Add a PerSOn page Mew Window | Customize Page | 15
dlsplays [“RadPerson |
u C“Ck ON Add the Person Person ID: MEWY Search for Matching Persons
Add the Person
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5. Biographical
Details page
displays

= Effective date
defaults to current
date; leave as is or
change to other
appropriate date.
This date cannot be
future-dated. If
setting up the POI
Type of pre-
employment, the
actual date of hire will
be recorded in Job
Data via the Add
Employment Instance
process when ready
to hire

= Click Add Mame

6. Edit Name page
displays

= Enter name
information

0k
= Click 4 to

return to Biographical
Details page

09-07-10

W)
I My Favorites

I Reports and Reviews

> Recruiting

|~ Workiorce Adminisiration
= Personal Information

v Biographical

I» Organizational
Relationships

i Personal Relationships

b Citizenship

i Disability

Summary
— Search for Matching
Bersons

Fage
[ Job Information
b Flexible Sendce EG
b Plan Salaries CU
b Collective Processes
[ Workforce Reports
1> Benefits
> Compensation
b Time Collection
b Payroll for North America
> Workforce Development
I Organizational Development
> Enterprise Leaming
> Workforce Monitoring
I SetUp HRMS
[ Workiist
[ Windstar
> Tree Manager
I* Reporting Tools
> PeopleTools
I Packaging

Edit Name
English Name Format

Student FICA Motification |

| Blographical Details "|("Coractinformaiion | Reolonal )| Deptinformationveric

Person ID: NEW

Primary Name Eind | View Al Frrst U 1or1 L5 Last

071202010 [ FHE=

English

Years 0 Months

"Effective Date:
*Format Type:
Display Name:
[Biographic information
“Date of Birth: [
Birth Country: usa (@
Birth State:
Birth Location:

United States

el

Waive Data Protection []

Biographical History Fmdlviewar  Fiest L gor1 X Lam
2 5 # =]

*Effective Date: 072912010 5 FEE

“Gender: Unknown g

"Highest Education Level: A-lot Indicated

*Marital Status: Single L4 Asot )

Language Code: ]

Alternate 10:

[JFull-Time Student

Custorize | Eind | View ARJ B Frst 1) or1 [F) Last
usa Q Sodal Security Mumber +] (=]

Us.uvel L_\IIBM‘yI 3 | E.«ri.ennbl

FlupdateDisplay ! B Include History ] [ Correct History

Biographical Details | Contact Information | Regional | Dept Informationiverifications | Qrganizational Relationships

Prefix:

First Name: |Michae| Middle Name:
Last Name: |Elub|e

Surffi: | v

rt

+  Display Name:
Formal Name:

Name:

[a]24 Cancel

Refresh

Add a Person (POI Types Including Pre-Employment) - Workforce Administration Module
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7. Biographical
Details page
required fields

= Date of Birth
= Gender

= SSN/National ID is
only HRMS-required
for POI type 00015,
“Security Access.”
Enter numbers only,
without dashes.
(NOTE that campus
offices such as IT
may require SSN'’s
for other POI types.)

:
= Click on

8. Contact
Information page
displays

= Click Add Address Detail

9. Home Address
History page
displays

= Click AddAddress

09-07-10

@
b My Favorites
[ Reports and Reviews
[ Recruiting
= Workdorce Administration
= Personal Information
I» Biographical
I+ Organizational
Relationships
> Personal Relationships
I+ Citizenship
I» Disability
= Modify a Person
= Person Organizational
Summary
= Search for Walching

Persons
- Student FICA Notification
Page

< "Date of Birth:

I Details || Contact |( Regional | Dept

1 B

Person I

Primary Name
*Effective Date:

NEW

|osm12010 [

*Format Type: English [v]

Display Name: Buble, Mike Edit Name

Eing | View Al

First 1001 2 Last

EE

TBmmplic Information
|ow01r1951 [x 59 Years

United States

& Months
Birth Country: |usA

Birth State: [ &

Birth Location: |

[ Job Information
[ Flexible Service EG
[ Plan Salaries CU
[ Collective Processes
I Workforce Reports
[ Benefits
[ Compensation
[ Time Collection
[ Payroll for North America
[ Worldorce Development
[ Organizational Development
> Enterprise Leaming
[ Workdorce Monitoring
> SetUp HRMS
[ Workdist
[ Windstar
[ Tree Manager
[ Reporting Tools
I PeopleTools
B Eackagig

P Wy Favarites:
I Reports and Reviews
I Recruiting
= Worldorce Administraion
= Personal Information
- Biographical
v Organizational
Relationships
I Personal Relationships
i Citizenship

o D\sab\lifi

— Woditv a Person
~ Person Organizaional

P:
[ Job Information
P Flexible Service EG
b Plan Salaries CU
[ Collective

*Marital Status:
Language Code: |
Alternate ID:

[ Full-Time Student

= National ID
*Country
jusa Q@

|“Hational ID Type
Social Security Mumber 1]

| National ID

B save | Ehotty | & | Einextian |

Biographical Details | Contact Information | Reqgional | Dept

End | view a1

Customze | Fing | view A1 &

Waive Data Protection []
Fest [ 1 o1 [ Last

=EE

Frst 101 ") Last
Brimary ID

H =

1 UpdateDisplsy | ] include History | B2 Correct History

15 | O zat | Relationship

Delails || Contact | Regional |[ Dept

Person ID:

Customze | Eng | £

Campus [~ O

@ Save | [ Hotty | & Previous tab | G Hexttas |

Frst 1or1 7 Last
|Breforred

=&

EIUmM‘vaI £ nclude History | [3 Correct Histor

I Workforce Reponts

I My Favorites
[> Recruiting
[» Biographical
I Organizational
Relationships

> Citizenship
> Disability

Page

> Reports and Reviews

= Workforce Administration
< Personal Information

I» Personal Relationships

Summary
~ Search for Matching

Persons

— Student FICA Motification

2l Details | Contact | Regional | Dept

®

Address History

Address Type: Home

Address History
*Effective Date Country *Status
pei012010 [ (usa|Q A Q

Address:

OK Cancel |

[> Job Information

Add a Person (POI Types Including Pre-Employment) - Workforce Administration Module
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10. Edit Address page
displays

= Enter address

11. Contact
Information page
re-displays

» If Mailing address is
different than Home
address, click + by

Edit'View Address
= 1o

Detail

add a record.

= Select “Mailing” from
the dropdown menu
and then

Add Address
D etail

= Click on to add
additional phone
numbers

= Click the Preferred
box for the primary
number (check only
one)

= Enter email(s) such
as Home or Other

= Click on to add
additional email
addresses

= |f more than one
email entered, click
the Preferred box
for the primary
email (check only

Menu =]
Search: New Wing
b My Favorites g Edit Address
[ Reporis and Reviews .
C ]
b Recruiting ountry: United States
= Workforce i 1: |72 North Pine
= Personal Information
b Biographical Address 2 |
[» Organizational
Relationships
[ Personal Relationships
b Citizenship city: [Lafayette State:/CO @ Colorado Postal:30026
1> Disabill
County: |
OK Caneel

3
Relatonships

b Personal Relationships

b Citizenship

> Disabill

- Modity a Persan

- Parson Organizational
Summary

~ Search for Waiching

Person
= Sudent FICA Notfcation
© Job Information

I Flexible Senvice EG
b Plan Saladies CUI
P

[ Biographical Details || Contact Information

{ Biopraphicai Details | Contact information || _Regional || DeptinformatonNeriicaions || Qrgantzatio
Person ID: NEW

Current Addresses Customize | g | view a0l B Frst [ 4 or9 ¥ Lamt
Address | | i

Type :u.m_lm ;illﬂll Address

72 North Pine

Lafayete, CO 80026 USA

Home 0600172010 A

Phone Information

Regional | Deptinformation/Verifications |(” Organizat

el
© Workdorce Rep:
1 Benefits.

b Compensation

b Time Collection
1 Paroll for Nofth #
b Worklorce Develo
 Organizational Dll

Person ID: NEW

o .
Customize | Find | View Al B2 First < 12 012 %] Last

72 North Pine

Edwm}\ﬂd[ggg
Lafayette, CO 80026 USA i =

I
> Letal =
Customize | Find | 5 First [ 101 ] Last
Telephone Extension Preferred
[ | O =
customze | Find | B First [ 4 or1 [ Last
*Email Type "Email Address Preferred
Campus [ 0 =
@ save | [] totity | @i Previous tab | & Nexttan | £ Updateisple
Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationst

Biographical Details ||” Contact Information || Regional || DeptInformatien/Verifications || Oroanizational Relafienships |

Person ID: NEW
Current Addresses Customize | Find | View Al B2 First (1] 12 or2 (] Last
Address As Of Date |Status |Address
Type
72 Morth Pine itiew Address

Home 06/01/2010 A Lafayette, CO 800265 USA p

- PO Box 123 EditView Address
TEITE VARG (2 Lafayette, CO 80026 USA Detail =
Phone Information Customize | Find | i First 1] 12 0r2 (7] Last
*Phone Type Telephone Extension Preferred

203999999 | 5

Campus 1 [302/735-9999 | O =

Email Addresses customize | Find | £ First || 1 o1 [/ Last

*Email Type *Email Address Preferred
Campus |mike buble@cusys.edu O =

B save | [=] Notify | Previous tab | Mext tab | #| Update/Display | Al Include History

Bioagraphical Details | Contact Information | Regional | Dept Information®erifications | Organizational Relationships
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one)

* Email Address —
Official: Required for

all POI's®

*»Official” Email Address : This required email address is the official email for
the university and by policy must be created by your campus IT department
(not the affiliate department). After saving, contact your IT department and
provide them with your new POI's HRMS ID. The morning after the email has
been created in the campus email directory, it will be loaded into HRMS and
other University systems (e.g., SkillPort).

= Click [ Regional

12. Regional page
displays

= Ethnic Group is
required. Primary box
will be checked
automatically for first
choice.
For POls, itis
acceptable to select
NSPEC - Chose not to
Disclose

= |f applicable, enter
additional ethnic
groups by inserting a
row*]

= A Military Status
must be chosen for
each person in order
to set the effective
date for this section.
Unless military
status is known,
choose “Not
indicated”.

= Click

Dept Information/Verifications |

09-07-10

After the “Official” email has been loaded, it will automatically default to

‘Preferred.’

(_ Biographical Details || ContactInformation || Regional || Dept

|[_ Qrganizati Relationships |

Person ID:
vE= ysa
Ethnic Group
Regulatory Region: USA  C United States Ethnic Group:

History
Effective Date: 0610112010 [3)
Date Entitled to Medicare: [ Military Status:
Citizenship (Proof 1): Citizenship (Proof 2):
Eligible to Work in U.S.
Smoker History
1 Yes

E)s.avel [=] Notity | @& Previous tabl (& Next tab ‘

Biographical Details | Contact Information | Regional | Dept Information/Verifig

NEW

Find Liflew Al First ‘“/10r1 " Last
Q =
[ primary

LooK Up Ethnic Group

SetlD: USA
Ethnic Broup: begins with [
Description: | begins with (1

LooHUp Clear Cancel | Basic Lookup

Search Results

View All First [4] 1-70of 7 Last
thinic Descriptios shot

AFRAM African American Afr Amer

AMIND American IndianiAlaska Native Am. Ind

ASIAN Asian Asian

CAUCASIA Caucasian Caucasian

HISPA Hispanic/Latina Hispanic

NSPEC Chose notto Disclose No Dsclosd

PACIF Native Hawaiian/Other Pacific Islander Hawaii/lPac

(" Biographical Details '|(” Contact Information ||~ Regional |(_ Dept Information/Verifications |[” Organizational Relationships |

Person ID: NEW

v E= s
Ethnic Group Find | View Al First (') 10f1 "/ Last
Regulatory Region: USA €L United States Ethnic Group: [NSPEC Q. Chose notto F[E
Disclose
Primary
History Find | View Al First "L 1 of1 | Last
Effective Date: 08/01/2010 4 B+l1=)
Date Entitled to Medicare: ) Military Status:
Citizenship (Proof 1): Citizenship (Proof 2): Al Reserie
Eligible to Work in U.S. Disabled Vet
Disabled Vietnam Era Vet
Inactive Reserve
Smoker History MNo Military Service

1 Yes

B save | [=] Notify | (&) Previous tab | (3 Next tab

Not indicated >
Other Protected Veteran
Retired Military =
Vietnam Era Veteran

FUpdate/Display | Z Include History | E* Co

Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships
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13.Dept Information/
Verifications page
displays

[ Biographical Details || Contactinformation || Regional |/ DeptInformation/Verifications || Organizational Relationships |

Person ID: NEW

= Home Department EndlView Al First {1011
and Campus Box are 2 06/01/2010 [ Privacy Flag CIFERPA
required.

ome Department 51000 ayroll & Benefit Services

Campus Box 575 SYS

Employment Eligibility Proof Background checks

Soc. Sec. Card Copy Received [[] Criminal History Records [

1-9 Effective Date -
[[J Financial History Records B
1-9 Expiration Date =
EmpilD @ Name [[] Motor Vehicle Records 51
[ Everify Pass [[J other Background Check B

EVerify Completion Date Gy
= Click
[ Organizational Relationships T & save | [=] Notify | (@) Previous tab | =% Next tab F#Updateisplay | %] Include History | [ Correct History

Biographical Details | Contact Information | Regional | Dept Information/Verifications | Organizational Relationships

14.0rganizational
. . »
Rel at| ons h | ps p ag e b Ny Favorites @ (] [ Contactinformation )| Regional || DeptInformalion/Verifications || Organizational Relationships
. > Reports and Reviews .
d | S p I ays > Recruiting person ID: NEW
<~ Workforce Administration Choose Org Relationship to Add
= Personal Information
[> Biographical DEmp\oyee Add the Relationship
. H H [» Organizational
= NOTE: Thistab is Relationships B ey
. . [ Personal Relationships Person of Interest D
[» Citizenship
Only avallable In Add [> Disability Checklist Code: Affiliate D Go to Person Checklist.
Afflizte - DHHA
a Person . — Modify a Person Affiliate - Kaiser
— Person Organizational Affiliate - NJH
Summary B save ‘ =] Notify | Previous te Affiliate - PSL ZUpdateiDisplay | 42 Include History | [ Correct History
— Search for Matching Affiliate - Rose
Persons Biographical Details | Contact Inform| Affiliate - VA nation/Verifications | Organizational Relationships
— Student FICA Motification COBRA Qualified Participan
Page Electronic Research Admin
L Check Person Of [> Job Information External Instructor
[ Flexible Service EG External Trainee
| [» Plan Salaries CU
I nte reSt box - Sy L [ Collective Processes Other Payee (PBS Only)
. . [ Workforce Reports Pre-Employment
-- dropdown list will » Benst Regen
[> Compensation Security Access
. [> Time Collection Student Athlete
ap pear' [ Payroll for North America Summer Employment Gap
[ Workforce Development Veterans Administration
|| Person of imtarest " [» Organizational Development Visiting Scholar
[ Enterprise Learning Volunteer
| ] [ Workforce Monitoring Volunteer Clinical Faculty
Select POI Type from | |\ feroreeue
H > Worklist
the drop-down list b Windstar

* NOTE: Before
saving record, be
sure that your Pop-
up Blockers are off!
See below.

= Go to Internet ‘Tools’
» Select ‘Pop-up
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Blocker’
Select ‘Turn Off
Pop-up Blocker’

If not turned off,
this POI entry will
default to a status
of POl Unknown,

BT U OWSN T ETNE LI OTET]

[-ET https: i fpluto, cusys, edu/psp/hra9gaEMPLOYEE HRMS C TRACK _GLOBAL_ASSIGMMEMNTS_(

figw  Favorites | Tools  Help

Delete Browsing History. ..

Sidewiki =

BShare* @ -

Pop-up Blacker

fdd a Person Phishing Filksr

and be visible Ei[ymf . Manage Add-ons »
only in Modify a el
Person and POI El  indows Update
will not be added o M

. . Indaws Messenger
tOSkI”POI’t To fix @ Diagniose Connection Problems, . ct Information Regional
this, and finish the N Send ta Cneate
,IZ((_‘j)(_‘Ij 'ea\rété)q:’ refelr to o . Internet Options

I !Ona _ % Current Addresses Customize | Find

POI Relationship Address [ .| |

step-by-step
guide

‘Warning - Social Security Number should be entered for US Employees. (1000,835)

Social Security Numbers are now required for all persons employed in the United States regardless of citizenship status. You must track this information and should require that it be provided
by Employees when they are Hired.

OK Cancel

» For Security Access
POI type (00015),
warning re: need for
SSN may appear —
click OK or add SSN
if needed. Enter
numbers only,
without dashes.

» NOTE: Campus
offices, such as IT,
may require SSN’s
for other POI types.
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15. Add Person of
Interest page

displays

= Sponsoring
Department and
Current Contact info
default to info entered
to Add a Person;
change if needed

= Effective date defaults
to effective date
entered on Add a
Person Biographical
page (Step 5). Leave

as is

= Status defaults to ‘A’

(Active)

» Planned Exit date
defaults to one year
from the effective
date. Change if
appropriate. Ex: POI
will be active for only
one month — change
the Planned Exit date
to reflect only one

month

= More Information
section: enter

additional

as appropriate

= Click if

needed.

« Click — | then

ﬁSavell on

window. These
pages MUST BE
SAVED, regardless
of whether any
changes were made!

= |f not saved, this
POI entry will
default to a status of
POI Unknown, and
be visible only in

09-07-10

Uity

BUSINESS UNIT

Business Unit

[“Add Person of Interest |
Buble, Mike Person ID: 222206
Person of Interest Type: Other Fiscal Relationship
POl Description: Add to Skilport |
Sponsoring Department. | 10363 Q. Music-Macky Auditorium
Onginally entered by: Brown Lauren Shelley Current Contact |101012 @, Donadio,Carolyn Elena
174868 303 7355772 303/735-8500
Security Data Find | View Al First ' 10f1 " st
“Effactive Date: 060122010 [ AR R TE |

Customze | En | B Fist (€11 014 7]

HE
| ¥aive 2

(popup window)

|“Ada Person of Kterest |

b M semch- o g0 - e Eshere- - U Sdewki - UF Check - ba Travalate - f | dutoid - 0

. i a=ol
e -
ke - QW:M.MJMOWMBW_WMJ.%M”.&W ﬂ - XK ¥ a
Fle Ed Vew Fawrktes Took Help
& - Qisnin -

fir - B - & - [k e - G Tock -

Pigwe Window | Customize Pags | B

Parson I

Krabs, Waynand G

Parson of Infanest Typa: Omer

Fresall

Fiscal Relationship

il Add to Sallpod
Sponsoring Department 51000 @, payioll & Beneft Serdces
Oviginally ertered by: Brown, Lauren Shelley ~ Current Contacl 174348 @ Brown, Lauren Sheley
174868 303 TIE5TT2 0 TISETT2
Secumy Dot Feat | View Al Fest U ronn N Laat
Effective Date: D200 |

information

Parson of Inferest History oy | Find] B
Eifecive Dabe | “Stadus Flanned Exit |More Information

1 oazszotn [ [a O os2eon W v

- + =
;mjmﬁw rm'uu'udl"' l
|Waian §

First ' 1001 " Last

& =

I Flesible Serdce EG
I Plan Salanes CU
U Collecive Proesses
I Waorkforce Repods.

© Benofils

popup

Add a Person (POI Types Including Pre-Employment) - Workforce Administration Module
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Modify a Person
and POI will not be
added to SkillPort.
To fix this, and
finish the POI entry,
refer to Add
Additional POI
Relationship step-
by-step guide

= Returns to Personal
Information —
Organizational
Relationships page.

click 2= and
exit.

16.What happens

_ Colorado System
u |f POI type SeleCted IS Boulder - Colorado Springs - Denver and Health Sciences Center

Pre-Employment:

Refer to Add HRMS Step by Step Guides
Employment Instance
step-by-step guide 0 ‘Waorkforce Administration 0 Time Caollection
When ready to hire the 0 Enter .risg Learnin O Renuﬂs
Remember to 0 Crganizational Development 0 Worklist
_persc_)n. 0 RecruitWorkforce - Reviewy History 0 Contract Pay
inactivate POI
relationship due to hire!
Workforce Administration Last Updated
= To add an additional Add a Person (POl Types Including Pre-Employrment) 080262007
POI type, refer to Add Add Additional POl Relationship 05/02/2007
or Ad_d Ado_lltlonal) POl | [add Employment instance 05/0352007
Relationshi Step_by_ Lpdatelinactivate POl Relati hi o4iner2007
step guide : pdatefinactivate elationship

» To update or inactivate
a POl relationship,
refer to
Update/Inactivate POI

Relationship step-by-
step guide
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17. To view Person
summary
information,
navigate to:

= Workforce
Administration

Personal Information

FPerson Organizational

a Summary
= Search for POI

Person Org Summary
page displays

Menu =

Search:
®

[ My Favorites

[- Reports and Reviews

[ Recruiting

= Waorkforce Administration

= Personal Information
I Biographical
I> Organizational
Relationships
I» Personal Relationships
I Citizenship
[> Disability

or Matching
Persons
— Student FICA Motification

Page

[» Job Information

New Window | Customize Page

Person Org Summary
Krehs, Maynard G. Person ID: 222216
~ Person of Interest Instance
customize | Find | 2 First [ 1014 ] Last
Person of Interest Type Empl red# Status Beqgin Date/ End Date
Other Active 08/26/2010 08i26/2011

44 Return to Search | [=] Motify |

Add a Person (POI Types Including Pre-Employment) complete

09-07-10
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