8.9 HRMS Step by Step Guide
Add (or Add Additional) POI Relationship - Workforce Administration Module

Overview: This guide provides instruction for:

a) Adding an additional POI (Person) relationship. A POl may have multiple affiliations with the

University without having a job record

b) Completing a previous POI entry that resulted in the POI defaulting to ‘POl Unknown’ — and
visible only in Modify a Person and has no SkillPort access

The list below shows the POI types available in HRMS. This document will identify the required and
optional fields for adding an additional POI relationship; however, the POI type with Security Access
requires a SSN which is not required for the other POI types.

External Trainee
Other

Affiliate
Pre-Employment
Security Access

Veterans Adminisfration
Volunteer Clinical Faculty
External Instructor
Volunteer

Visiting Scholar

Affiliate - WA

Affiliate - MJH

Affiliate - DHHA

Afiliate - PSL

Affiliate - Kaiser

Affiliate - Rose

Student Athlete

summer Employment Gap
Regent

Electronic Research Admin

Training Access

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

05/28/14 Add (or Add Additional) POI Relationship - Workforce Administration Module

Page 1 of 4



1. Navigate to Add POI Universityy

- 010Trado

Relationship T =

Search: MaIN ke i TiEtion =
1 Workforce | |® | [/ organizational Relationships

[ My Favorites g s - Spgp:

. H i Creat clify th ati | relsti hips thet b
Administration ey Mot b o
== Al d L] o] P | 0 l d L]
H < Workforce Administration Art h -of-interest type b il 3 M ritin the intormation fi -of-interest without job

D Personal Inform atlon R ach & new person-of-iIntere: YPe 1o an existing person airtain the intormation for & person-of-interest wihout jobs

[ Biographical

1 Organizational

Relationships

JAdd a POI e
Re|at|0nShIp EEﬁlr;aenmngahl‘lge\annnshlps

— Add a Person
— Modify @ Person
— Person Organizational
Sumrmary
— Search far Matching
Persons
I Job Information
I Plan Qalariac 1|

2. Add new POI Type
search page
displays [ Add aNew Value |

O Ig?ter EmplID (POI EmpilD: T
[l Enter POI Type Person of Interest Type: (00017 L

[ Click w Add

1 Note: If entering
Security Access POI
type, system will
open Personal
Information /
Biographical Details
page for inclusion of
SSN. Enter SSN

and Click L;

system will return to
Add Person of
Interest page (Step
3. below)

Add new POI TYPE
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3. Add Person of
Interest page
displays

1 Update the
Sponsoring Dept

1 Update the Current
Contact EmplID

"1 Effective date
defaults to current
(system) date

1 Status defaults to ‘A’
(Active)

1 Planned Exit date
defaults to one year
from the effective
date. Change if
appropriate

1 More Information
section: enter
additional information
as appropriate

O Click #5=| This
page MUST BE
SAVED, regardless
of whether any
changes were made!

O If not saved, this POI
entry will default to a
status of POI
Unknown, and be
visible only in Modify a
Person and POI will not
be added to SkillPort.
To fix this, and finish
the POI entry, refer to

I liti
Relationship step-by-
step guide

05/28/14

Add (or Add Additional) POI Relationship - Workforce Administration Module

[ Add Person of Interest |

Clapton, Eric Emplid: 180593

Person of Interest Type: Yolunteer Clinical Faculty

20029 Q. 50M- Dean-Schaol of Medicing
Current Contact 190023 Operator, Practice 1D

Sponsoring Department:

Originally entered by: Operatar, Practice 1D

190023
Security Data Find | Wi All First 1 of 1
S 05022007 [=H |
Customize | Find | ﬁ Firat 10of 1
Security Access Type |(Enabled Value 1 Value 2
BUSINESS UMIT Business Linit UCcoLo

- N
Person of Interest History Customize |Find | B First | * 1061 |0 Last

Planned Exit

More Information

Q, [osmzr2008 [H | =

¢

1 osiozz007 B A

B save | [=] Metify
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4.To view all jobs and Universibipr .

POl types for a s
Person (POI and/or Search:

|® [L _.Jj Personal Information

E E) ' n aVI g ate to * BiMy kv Addd and mairtain personsl data for persons and employees

> Reports and Reviews

I Recruiting E_ Add a Person Modify a Person E Person Organizational Suminar
D WO rkfo rce = Warkforce Administration Addl & neww person to the system Mndify & person's basic information, such as ‘iews & summary of all the organizational

* Persanal Information niame and cortact informstion relationships for a person
Ad H% t t [» Biographical
mlnls ra- Ion [> Organizational == 2ot
Relationships Search for Matching Persons l‘f’ f Biographical ll.-’j Organizational Relationships
. [» Personal Relationships | Search for people inthe detabase using L~ Mairtsin biogrephic information for aperson " Create or modify the organizationsl
D P e rSO n al | nfo rm atl O n [ Citizenship flexible Searchivatch criteria including names, addresses, drivers relationships that & person can have
— Add a Person licenses, etc dct & POI Relationshi

il & Person

= aPerson =l Maintain & Person's POl Refin

— Person Organizational > Aiwﬁﬁom
rivers LICENSe 8
f . mima Criver's License Dats
Ferson Organizational T oearth T 2hore.
Summa iy Persons I #| personal Relationships P ] Citizenship
D I Job Information L7 Create or modity the emergency contacts for [ ftizenship and Visa infarmation for a person
[* Plan Salaries CU each person ertification Data
b Workforce Reports ] Emergency Contact =l Emploves Presence Test US4

[: Compensation

[1 Note: There is no b Time Collection

[ Workforce Developrment

rOW'leVel Secu”ty for Egr?amzatmna\ Development
. En erprwse}earnmg
this search

S. Person . Person Organizational Summary
Organ|zat|onal Enter any information yau have and click Search. Leave fields blank for a list of all values.
Summary page
displays | Find an Existing Value |

"1 Search by EmplID or EmpliD: hegins with v |[190593

Name Name: beging with » |
i Search Alernate Employee ID; | begins with » |

0 Click ——
Last 4 SSN: hegins with |« |

Search | Clear | Basic Search Bl Save Search Criteria

6. Person Org
Summary page
displays

| Person Org Summary |

Clapton, Eric Emplid: 1305493

=~ Person of Interest Instance

"1 Note: If Person has a Customize [Find | B2 First 12002 [ Last
]Ob(S) in addltlon to Person of Interest Type Empl red# Status Begin Date/ End Date
YVaolunteer Clinical Faculty Active nam2rzoo0v 05/0252008
EOI Type(s)’tthe YVolunteer Active 03s01sz2007 03012008
mploymen
Instances -

L\ Return to Search | [=] Matify |

Assignments section
would be visible on
this page as well

Add (or Add Additional) POI Relationship complete
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