[image: image1.png]UBC

_— o~
Ny



[image: image64.png]



University of British Columbia
Human Resources Management System (HRMS)
[image: image63.png]UBC

_— o~
Ny




Oracle/PeopleSoft
HRMS Release 8.9
FACULTY AND STAFF  
SELF-SERVICE OVERVIEW
July 2007
Prepared by:  
UBC Human Resources

Updated:
July 2007
Table of Contents

iTable of Contents


2INTRODUCTION TO THIS DOCUMENT


2What is HRMS?


2What’s in this guide?


2Who do you contact for more information?


3Self-Service Features


3Introduction


4Basic Sign-On Process


4Self Service Home Page


5myPersonal Info


5myPersonal Info


6Personal Summary


8Home and Mailing Address


10Phone Numbers


11Email Addresses


12Emergency Contacts


15Citizenship & Visa Information


16Board Notice


18myPay


18myPay


19View Paycheque


21Direct Deposit


21Voluntary Deductions


22Compensation History


24myTotal Compensation


27myBenefits


27myBenefits


28View Benefit Enrollments


30MyPension




INTRODUCTION TO THIS DOCUMENT

What is HRMS?

Welcome to the Human Resources Management System – HRMS.

HRMS is one of several major University business systems and is the primary source of information for UBC faculty, staff and student employees for purposes of HR/salary administration, benefits enrolment and administration, and payroll.  

This system was implemented in 1992 and uses software from a company called Oracle/PeopleSoft – one of the premier Human Resources/Payroll software vendors in the world.  

HRMS is managed jointly by Human Resources and Financial Services.

What’s in this guide?

In April, 2006, new Faculty and Staff Self-Service features were added to HRMS.  This guide provides an overview of the Self-Service features.    

For a thorough tour of the HRMS system, including technical requirements, features, navigation, setting up personal preferences and reporting, please use the following documents: 

· Navigation and Inquiry Guide

· 

 HYPERLINK "http://www.hr.ubc.ca/files/ms_word/hrms/HRMS_Rel_8.9_Guide_Updating_Address_Phone_Emails.doc" 

Updating Addresses, Phone Numbers and Email Addresses



Who do you contact for more information?

For all questions regarding Faculty and Staff Self-Service, please contact our Help Desk at the following email address:

hrms.help@ubc.ca
Your questions will be answered promptly.

Self-Service Features
Introduction
Faculty and Staff Self Service provides real time access to your Payroll, Benefits and Personal Information.

This service is provided in a secure manner.  To ensure the safety and security of your personal information, all data is encrypted, password protected, and is only available behind the university’s firewall.
The following information is available via self-service, and it is categorized into three groups;

· myPersonal Info
· myPay
· myBenefits.
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Basic Sign-On Process

Before you start, users must subscribe to UBC’s Campus Wide Login (CWL) first in order to access the system.  If you do not have a CWL account, you can do so here: http://www.it.ubc.ca/cwl/homelink.shtml
Once you have a CWL account, you may access self-service features using either of the 2 sign-on methods;
· Direct hyperlink – http://www.msp.ubc.ca


· My.UBC
– http://my.ubc.ca
For more detailed sign-on instructions, please refer to the sign-on guides available at http://www.hr.ubc.ca/hrms/manuals.html
Self Service Home Page
Once you have signed on to self-service, a self service home page will appear as shown below.  The information available to you is categorized into three groups, myPersonal Info, myPay and myBenefits.

Each category contains various links.  By simply clicking on these links, you can access your personal, payroll and benefits information.
[image: image3.png]Self Service

Personalize: Content Lovout
myPersonal Info

Personal Summary
Review a summry of your person nformation

Home and Mailing Address
Review and uptate your horme an maiing adresses.

Email Addresses
S Aot and update your emsi adresses.

(D) Emesency Contacts

‘Aot and update your emergency contact information
Citizenship & Visa Information
Review your citizenship and visa information

myPay ]

View Paycheaue
0¥ Review curert orpri st detas

i _ Direct Deposit
+5) Review LEC irectdepast information.

Voluntary Deductions
1L Review your volurtary declctions.

g § i

myTotal Compensation
See the valie an scope of your totel compensation package from UBC
ot glance

MyLinks [Select One:

myBenefits

[ View you basic pension informaton and estinate fuure retiremert.

%Mensu n





myPersonal Info

myPersonal Info

myPersonal Info consists of 7 components as shown below.
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NOTE: Citizenship & Visa Information and Board Notice information are only available to applicable 

faculty and staff.
Personal Summary

Clicking on [image: image5.png]


 will open a new window with the following information. The Personal Summary page provides your name, address, phone numbers, email addresses, emergency contacts, etc, all in one page.  
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Home and Mailing Address

There are two ways to open Home and Mailing Address page.

· Click on [image: image8.png]


 in the self service home page or

· Click on [image: image9.png]Change homejmailing addresses



 in the Personal Summary page.
The following page displays a summary of your Home and Mailing Address information.
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You can have two types of Addresses: Home and Mailing Address Types.
· To update your address, click [image: image11.bmp] button.
· To add a new address type (i.e. you already have a ‘Home’ address in the system and you would like to keep it, but you also want to add a ‘Mailing’ address, click [image: image12.png]Add



 button.
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When you click on [image: image14.png]Add



, the following screen will appear.  Enter your new address, the effective date of the new address and click on [image: image15.png]Save



.
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Phone Numbers
There are two ways to open Phone Numbers page.

· Click on [image: image17.png]


 in the self service home page or

· Click on [image: image18.png]Change phane numbers



 in the Personal Summary page.
The following page provides a summary of your phone numbers.
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Use [image: image20.png]Add a Phone Number



 button to add a new phone number.

Use [image: image21.png]Delete



 button to remove phone numbers.  Please note that you can not delete a phone number if that is the only phone number recorded in the system or if the number has the Preferred check box checked on.  In these cases, you must first add or assign another phone number as the ‘Preferred’ number.
Email Addresses
There are two ways to open Email Addresses page.

· Click on [image: image22.png]Addresses



 in the self service home page or

· Click on [image: image23.png]Change email addresses



 in the Personal Summary page.
The following page provides a summary of your email addresses.
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Use [image: image25.png]Add an Email Address



 button to add a new email address.

Use [image: image26.png]Delete



 button to remove email addresses.  Please note that you can not delete an email address if that is the only email address recorded in the system or if the address has the Preferred check box checked on.  In these cases, you must first add or assign another email address as the ‘Preferred’ number.

Emergency Contacts

There are two ways to open Emergency Contacts page.

· Click on [image: image27.png]


 in the self service home page or

· Click on [image: image28.png]Change emergency contacts.



 in the Personal Summary page.
The following page displays your current Emergency Contact information.
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Use [image: image30.png]Add an Emergency Contact



 button to add a new emergency contact.

Use [image: image31.png]Edit



 button to review/change information about an existing emergency contact.
The following screen will appear.  You can add/change the emergency contact’s name, relationship, address and phone number information.  If the contact has the same address or phone as the employee, clicking on the appropriate box will populate the information automatically.
If the contact has a different address, click on Edit Address and enter the address.
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Use [image: image33.png]Change the primary contact



 button to modify your current Primary emergency contact.
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Use [image: image35.png]Delete



 button to remove existing emergency contacts.  Please note that you can not delete a contact if that is the only contact recorded in the system or if the person is designated as your Primary emergency contact.  In these cases, you must first add or assign another emergency contact as the ‘Primary’ emergency contact.

Citizenship & Visa Information
Click on [image: image36.png]


 in the self service home page, under myPersonal Info.  The following page displays your Visa information.
NOTE: This page is available only for employees whose visa information is stored in HRMS.
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Board Notice
Click on [image: image38.png]


 in the self service home page, under myPersonal Info.  The following page displays your Board Notice information.  The notices and letters are available for three weeks before they are archived.
NOTE: This page is available only to employees with employee notices.
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Buble, Michael
Faculty of Graduate Studies

UBC - Vancouver
6199 South Campus Rd.
Vancouver  BC  V6TLZS

The Board of Governors has authorized your appointment.

Professor (tenure)
(full-tine)

2007-04-16
Dept  Prom Honthly annual
317420 §6,000.00 §72,000.00 Regular Earnings
317420 $200.00 §2,400.00 Honoraria Payment
TOTAL §6,200.00 §74,400.00

The necessary information and forms for payroll, henefits and pension are
availiable on-line at: www.hr.ubc.ca/benefits/employment_group/faculty/ .

If you have not received this information, please contact your payroll/benefit
representative in Financial Services; for last names beginming with:

604-822-8127

604-822-3142

604-822-8978

This appointwent is subject to the provisions of the Collective Agreement betveen
the University and the Faculty Association. The Agreement may be emended from time
to time and such amendwents are hinding upon you.

This appointment is subject to the conditions on the Lppointment Provisions tab and
is governed by the University policies and procedures. These policies and procedures
lway be emended from time to time and such emendments are binding upon you.





Click on the Appointment Provisions tab to view further information.
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myPay

myPay

myPay consists of 5 components as shown below.
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NOTE: Compensation History prior to 1992 may not appear in this page.
View Paycheque

Click on [image: image42.png]


 to review your current and prior earnings.  By default, your most recent Paycheque is displayed.
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Use the View a Different Payment link at the top right to view prior pay cheques.  This will present you with the Pay Check Selection as below; click on the Pay Period End Date to select another paycheque for viewing.
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Direct Deposit

Select [image: image46.png]


 under myPay to review your current Direct Deposit instructions.
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Voluntary Deductions

Select [image: image48.png]


 under myPay to review your current voluntary deductions, such as United Way, Canada Savings Bonds, etc.
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Compensation History

Select [image: image50.png]


 under myPay to review your compensation changes (pay rate changes) over the life of your employment at UBC.  NOTE: Historical compensation information prior to 1992 may not appear in this page.
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Clicking on one of the job titles will open the compensation history for the selected job title.
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Clicking on an effective date will open further details.
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myTotal Compensation
Select [image: image54.png]


 under myPay to see your Total Compensation Statement with UBC.  NOTE: The statement is currently only available for year 2006.
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Click on Total Compensation Description tab to see descriptions and links for each element listed in your statement.  NOTE: Items in the screen will vary depending on your employee group.
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Base Compensation

This is the amount paid for work performed on a regular, ongoing basis. It
includes any negotiated increases that might apply, such as general wags,
career progress increments and meritincreases

Medical Services Plan

The Medical Services Plan (SF) is the provincial govermments medical
insurance plan. All residents of BC must enrollin MSP — by law, MSP is
mandatory for all elgible residents and their dependents.

Extended Health Plan

The Extended Health Plan covers eligible faculy, staff, and their dependents for
reasonable and customary charges arising from physician-recommended and
medically necessary senices and supplies as well as out-of-provinceicountry
emergency medical sxpenses.

Dental Care Plan

The Dental Care Plan covers eligible faculty, staff, and their dependents for a
wids rangs of dental senvices, from regular check-ups to major procedures
such as root canals and crowns.

Employee and Family Assistance

The Emplayee and Family Assistance Program (EFAP) provides confidential,
selfreferred counseling or other assistance to eligible faculty, staf, and their
dependents.

Basic Life Insurance Plan

The Basic Group Life Insurance Plan provides benefts to the bensfciary of an
eligible faculty or staf member who dies, due to any cause. Spouses and
dependent children are not covered under the Basic Group Life Insurance Plan

Faculty/Staff and Spousal Optional Life

The Optional Lifs Insurance Flans provids coverage for eligible facultistatt
andor their spouse in addiion o the Basic Group Life Insurance through UBC,
or any other life insurance the employee andor their spouse may have. All
applications for optional insurance are subjectto proof of good heath
Dependent children may be covered automatically under the Spousal Optional
Life plan or FacultyStaff Optional Lifs plan (f smployee is a single parent)

Accidental Death and Dismemberment

The Optional ADED Insurance plan provides benefts for accidental death, or
accidental loss of imbs, sight or hearing. This is in addiion to your Basic
andor Optional Group Life Insurance, or any other policy you may have. You
may cover your spouse, but not dependent children. All applications for
Optional AD&D insurance are subjectto approval of Optional Life Insurance.

Long Term Disability Plan

The Income Replacement Plan (Long-Term Disabilty Plan) provides sligible
faculty and staffwith disability benefits should they become disabled through
an iliness or accidental bodily injury. All applications for disability benefits are
subject o proof of disabilty.

Canada Pension Plan

The Canada Pension Plan (CPF) provides retirement, disabilly andior sunvvor
benefits when a contributor o the Plan becomes disabled of refires. At the
contributor's death, the Plan provides benefits to his or her sunvivors

Employment Insurance

Employment Insurance (E1) provides termporary inancial assistance for
unemployed Canadians while they look for work or upgrade their skills.
Canadians who are sick, pregant or caring for a newnam ar adapted child, as
well as those who must care for a family member who is seriously il with a
significant risk of death, may also be assisted by El

WorkSafeBC (Worker's Compensation Board of BC) insurance protects






Click on Other Total Compensation tab to find more information and links about other total compensation items.  NOTE: Items in the screen will vary depending on your employee group.
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myBenefits

myBenefits

myBenefits consists of 2 components as shown below.
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View Benefit Enrolments
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under myBenefits to review your current benefits enrolment, coverage type, group number and dependent coverage.
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[Type of Benet: Description Coverage or Participation

Medical Medical Family

Extended Health Extended Healtn Family

Dental Dental Family

e Employee Farmity Assist ¢
plan

Basic Life Basic Lifs Insurance

OptionalLife Staff Optional Lifs lns ~ $150,000

DD StaflAD&D Insurance  $150,000

SpousalLife StafSpousal Lifelns  $150,000

Income Replacement Program  Disabillty Insurance

Regular Pension Staff Pension

Returm to Voluntary Deductions
GoTo:  Employee Home




You can click on each benefit (i.e. Medical Benefit) to drill down to details.
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Plan Name: Medical
PlanProvider:  Medical Senices Plan o BC
Coverage: Family

Group Number: 4081923

Covered Dependents

Name Relationship
John Mouse Spouse
Nacy Mouse Daughter
Sam Mouse son

To make changes to your benefits, o to itp:/www.r.ubc.cabenefits forms.itml
To learn more about your benefits,
Retum to Employee Benefit Summary





MyPension
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 under myBenefits will take you to the UBC Faculty and Staff Pension Plan’s MyPension website.  This service is available to active members currently working at UBC.
MyPension provides you with the following:

· My Profile: This contains your personal information, relevant pension dates, salary information and your contributions.  If you need to change your personal information, please contact the Pension Office.

· Beneficiaries: This page allows you to view your beneficiary designation.  If you need to change your beneficiary information, please contact the Pension Office.

· Contributions: This page has the contribution estimator to estimate your yearly pension contributions.

· Pension Estimator: The Pension Estimator illustrates how your pension is calculated.  You can use this tool to estimate your pension benefit from the Plan at specific retirement dates.









































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































