8.9 HRMS Step by Step Guide

Update Address in Modify a Person - Workforce Administration Module

Overview: This guide provides instruction on updating the home and mailing addresses of
employees and POls (university affiliates).

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

1. Navigate to the
Modify a Person

page

= Workforce
Administration

= Personal Information

= Modify a Person

2. Personal
Information search
page displays

= Enter one or more
of the search fields

= Name fields are
Case Sensitive

= HRMS 8.9 naming
convention is: Last
Name, (space) First
Name

Click Search
. IC
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Universityyy

Menu =)
Saarch: Mai bens » Wortoren Admniratin >
./ Personal Information

A4d and maintsin personal data for persons and employess

b Ny Favoriles
I* Reports and Reviews:

I* Recruiting == Adkl a Person Pefson Qruaruuunnal Surnrnar(
= Worklorce Administration 7| 2dd & new person 1o the system ormation, such as name and contact =] View a summary of al B sl relstionships:
~ Personal Information person
I* Blographical
I+ Organizational
Relationships ——| Search for Maiching Persons =] Bicaraphécal g D_‘iJ_lﬂJ_\?&l‘_t“ﬂD"lLﬂg

Search for peopie n the catabase using fiexbic Searchilatch |~ Maintain bagraahic information for & person inckiding names

I Personal Relationships Criteria Bcar 8, drivers koenses, sc.

b Citizenship
[ Disability

he crganizational relationaiios that a persen

Student FICA Notification Page
Stugent FICA Notification Page

{ Job Information
I Flexible Senice EG
I Plan Salaries CU
I Collective Processes
I Workdorce Reports

b Renafits

= Lms\mun_-;
4 g

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

| Find an Existing Value || Add a New Value |

EmplID: begins with [ |
Hame: beagins with D|
Last Hame: begins with D|

Alternate Character Name: hegins with ||
Include History []Correct History

Search | Clear |Elasi|:Sear|::h & save search Criteria

Find an Existina Value | Add a Mew Yalue
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3. Biographical
Details page

| Biographical Details || CentactInformation )| Regional || Dept Information/Verifications |

dis p | ays Person ID: 299213 Mary,Weather
Primary Name Find [ View Al First (1 1 of 1 (] Last
= Click Effective Date:  08/01/2010 =
[ Contact Information | Format Type: English
Display Name: Mary, Weather View Mame
Biographic Information
*Date of Birth: 01/0111970 [ 40 Years 7 Months Date of Death: El
Birth Country: usa Q@ United States
Birth State: Q
Birth Location: | Waive Data Protection [ ]
Biographical History find | view Al First [1 101 [F] Last
*Effective Date: 08/01/2010 [3 =
B Female
*Highest Education Level: A-Mat Indicated
*Marital Status: Single Asof: |pg/01/2010 [E
Language Code:
Alternate ID:
] Full-Time Student

" '}
= National ID Customize | Find | View All| B2 First (4 1 o1 [ Last
*Country *National 1D Type National 1D Primary 1D
lusa @ |social Security Number 999-77-5555 =
& save | 2 Return to Search | [=] Notify | Previous tab | Mext tab | Update.rDisplayl 4 Include History | [ Correct History

Biographical Details | Contact Information | Reaional | Dept InformationMVerifications

= Contact | Biographical Details || Contact Information || Reagional || Dept Information/Verifications |
Information page
. pag Mary, Weather Person 1D 222213
displays
Current Addresses Customize | Find | View All | B First [ 10p1 [ Last
4' TO mOdIfy the ?‘”ﬂ As Of Date |Status |Address
‘Home’ address: 72 Morth Pine View Address
Home e Lafayette, CO 80026 Detail =]
Wiewy Address -
= Click 2etal ) Phone Information Customize | Find | 8 First [) 1 or1 [*] Last
DO NOT CliCk on the *Phone Type Telephone Extension Preferred
| Campus 1 303/333-3333 | [=]
Insert a Row " A O
UnleSS yOU WISh tO ’Email *Email Address = ﬁ Prred . =
ADD a mailing — —
(¥
address (see below). |Campus Imary.weather@cu.edu P [=]
B save | L4 Return to Search | [=] Motify | Previous tab | Mext tab | Up-date.fDispIﬂyl

Rinnranhiral Netailz | Cantart Infarmatinn | Reninnal | Nent Infarmatinnfderifiratinns
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= Address History
page displays.
Click *ltoinserta
new row

= Effective Date
defaults to the
current date; change
if necessary

= Change Country, if
applicable
» Click

Add Address

= Edit Address page
displays

= Enter the new
address. (If
address is for a
foreign country, the
address fields will
default specifically
for that country)

= Click Ok |

= Address History
page (Home) re-
displays

» Change date if
needed. Click

OKl

09-07-10

Address History

Address Type: Home

Address History
Effective Date Country Status
08/01/2010 USA A

oK | Cancel |

Address History

Address Type: Home

Address History

*Eﬂg_cti\re Dﬁ__te CQL_lrilﬁf *Status
lparzaizo10 [#] (USA QL (&4 @

"Effective Date
0812010 USA A

QK ‘ Cancel |
Edit Address
Country: United States
Address 1: 321 Side Street
Address 2:
City: Lafayette
County:
Ok | Cancel

Address History

Address Type: Home

Address History

*Eﬂ:—_}_qive _Date C'_'.:-untry *_Status
08M5/2010 [3] (USA G & |

"Effective Date
08/01/2010 JSA A

oK ‘ Cancel ‘
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Address:

Find First 10of1 Last
Address: =]
T2 Morth Pine
Lafayette, CO 80026
Find First 1-2 of 2 Last
Address: =]
72 Morth Pine Add Address

Lafayette, CO 80026

[+ [=]

72 Morth Pine
Lafayette, CO 80026

State: [C0 Q, colorado Postal: 30026

Find First

1-2 of 2 Last

(=]
321 Side Street Add Address

Lafayette, CO 80026 USA

[#[=]

72 Morth Pine
Lafayette, CO 80026
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= Contact Information
page re-displays

5. If adding a mailing
address for the first

time:
= Click on to
insert a Row

= Choose Mailing
from the dropdown
menu

= Click on

Add Address
Detail

= Address History
page displays.

= Enter USA for

country ( Note:
Mailing address must
be a local Colorado

address)
= Clickon
Add Address
09-07-10

(Biographical Details || Contact Information || _Regional _|(_ DeptInformation/Verifications |

Mary, Weather Person ID: 222213
Current Addresses Customize | Eing | View Al | B mlﬂq.nuu
% Az Of Date :St.ulus Address ‘
321 Side Street Qi lew AOdres
Home 08152010 A Lafayette, CO 80026 USA Detai @:
Phone Information ystomize | Find | B . S ot 1 ¥ Last
*Phone Type | Tetephone |Extension creferred |
-l [ 0 =]
 CanBiographical Details || ContactInformation |( J#gional |{ DeptinformationWerificaions |
Mary, Weather Person 1D: 222213
= sa
Bloarar] SRl R Customize | Fnd | View A1| B2 First [ 12012 " Last
A= Of Date | Jiatus |(Address
s 321 Side Street
082010 A | fayette, CO 80026 USA =
fCampu's |~ i £l =
2 save | £\ Retum to Search | [7] Notity | @2 Previous tab | = Hexcttab | Zlupsateisplay |
lographical Details | Contact Information | Regional | Dept informationVerifications
Address History

Address Type: Mailing

Address History
*Effective Date Cougtry *"Status  Address:

08/25/2010 tl@ ey

OK

| Canml|

End Fiﬂlliu1mw

HE
Add Address
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» Edit Address page | EditAddress
displays. Country: United States
s Address1:  |POBox 111
= Enter mailing
address and click. Address 2|
Ok |
City: |Lafayette State:|CO G, Colorado Postal: 80026
County: ||
Ok | Cancel |
. Address History
*= Address History
Mai”ng Address Address Type: Mailing
page re-displays. .
o . Address Hist : ;
= Review information e Fing  First 14 ] Last
d correct as *Effective Date Country *Status  Address: [+ [=]
an losrsi2010 5 [usa /@ [a @~ POBax111 Add Address

needed.

=  Click. 0K |

6. To modify the
‘Mailing’ address

Wiew Address
= (Click Letal
on the Mailing
address row.
DO NOT click on
the Insert a Row

icon on this
page!

= Address History
page (Mailing)
displays

= Click to insert a
new row

09-07-10

Lafayette, CO 80026 USA

OK | Cancel |

[ Biographical Details || Contact Information | Regional | Deptinformation/Verifications |

Mary, Weather Person ID: 222213

Customize | Find | view AR] B8 First [U'4.202 [¥] Last

Address
e AsOfDaste |Status Address

321 Side Street Edit\iew Address
Home 081512010 A Lafayette, CO 80026 o [+ =
Mailing 0811512010 A PO Box 111 Editiview Addres = =]

Lafayette, CO 80026 USA Deta

Phone Information

Address History

Address Type: Mailing
Address History Find
l Effective Date Country Status  Address:
PO Box 111 bt s
i) ROEHD S En A Lafayette, CO 80026
Bif
ok | cancel |
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Address History
(Mailing) page re-
displays.

= Change date if
needed

Click Add Address

Enter new
information and

click ok |

= Address History
page re-displays.
Check information,
amend if needed,

and click = o |
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Address History

Address Type: Mailing

Address History

g_ Country *Status
BPUsa Q |a Q

“Effective Date
081572010 USA A

Address:
PO Box 111
Lafayette, CO 80026

PO Box 111

Eind First \°] 1.2 0f2 " Last
=E=
Add Address

#[=]

Lafayette, CO 80026

oK | Canceﬂ

Edit Address

Country: United States

Address 1: PO Box 305

Address 2:

City: Broomfield
County: |

oK | cancel |

Address History

Address Type:; Mailing

Address History

*Effective Date Country *Status
08/19/2010 [ [UsA @ [a @

"Effective Date
08M52010 ST A

OK | Cancel |
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state:|CO

Q_ Colorado Postal: 80017

il
=
[=%

First 1-2 of 2

Address:
PO Box 305
Broomfield, CO 80017 LISA

Add Addre

PO Box 111
Lafayette, CO 80026

Page 6 of 7



7. Contact
Information page

[ Biographical Details || Contact Information || Regional || DeptInformation/Verifications |

re-dis p | ays. Mary, Weather Person I1D: 222213
L]
Current Addresses Customize | Find | View Al| B8 First (] 1.2 0r2 (] Last
= Check all FTREE
. . T— As Of Date |Status |Address
information and Ivpe e sl e
P 321 3ide Street View Address
correct if needed. Home 08/15/2010 A = oo St =
s PO Box 305 EditvView Address
. B save - GG Broomfield, CO 80017 USA Detall =
= Click ——. =
Phone Information Customize | Find | B8 First [ ] 1 or1 [*] Last
*Phone Type Telephone Extension Preferred
| | | O =]
Email Addresses Cﬂﬂmbﬂ]@lﬁ FmE1m1|I||_ast
*Email Type *Email Address Preferred
| Campus | F] [=]
B save | £ Return to Search | [=] Motify | Previous tab | Mext tab | Updﬂte.ﬂ}isplayl £

Bioaraphical Details | Contact Information | Regional | Dept Information/Verifications

Update Address in Modify a Person complete
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