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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?

This guide demonstrates how to maintain address, phone and email information for your faculty, staff and student employees.

For a thorough tour of the HRMS system, including technical requirements, instruction on navigation, setting up personal preferences and reporting, please download the HRMS Navigation and Inquiry Guide at www.hr.ubc.ca/hrms.

Security and Protection of Privacy

Human Resources records available from this system are confidential and the Property of the University of British Columbia.

Keeping information private is the responsibility of all users of the system, both central and departmental.

Central Administration:

Human Resources, Financial Services and other central administrative units that use HRMS are acutely aware of the need for the protection of employee’s private information.  To this end, all information being transmitted to and from your workstation is encrypted. 
Access to HRMS is accomplished via the use of CWL (Campus Wide Login) and the MyUBC portal.  Authorization for HRMS access is also required and is done by:

· Completing an ‘HRMS Access Request Form’; 
· Having it authorized by your supervisor/manager; 
· Forwarding it to Human Resources.  
All requests for access are reviewed for appropriateness and applicability to the requestor’s job duties. 

Departmental Users:

Users are responsible for the prudent and secure use of information facilities in compliance with good business practice, security standards, and common sense.

User responsibilities include:

· The protection of individual user IDs and passwords;

· Ensuring that workstations are not left unattended;

· Ensuring that sensitive information displayed on the workstations or hard-copy reports is not visible to unauthorized individuals;

· Ensuring that the security agreement (part of the HRMS Access Request Form) is not violated.

Who do you call for more information?

	For more information on HRMS or this document, please contact:
	If you are having difficulty using the HRMS on-line system, please contact:

	
	

	Robert Boudreau
	Kathy Hansen or Tomoko Kimura

	Director – HR Management Systems 
	HR Business Analysts

	Human Resources
	Human Resources

	(604) 822-8142
	(604) 822-8458 / (604) 822-2241

	boudreau@hr.ubc.ca

	kathy.hansen@ubc.ca/tomoko@hr.ubc.ca


CHAPTER 1 – What you can update

What do you have update access to?

There are two pages in the Personal Information component.  Your update access can only update the information in Contact information tab.
The information available to update on the Contact information tab is:

· Address information

· Phone numbers

· Email addresses

Phone numbers and email addresses are fairly easy to update.  Updating addresses are a little more complicated, and most of the remainder of this document explains how to update addresses.

Where do you find this page in HRMS?

In the menu, select Workforce Administration, Personal Information, and Modify a Person.
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In the Search dialog box, enter the name or employee ID of the employee you want to update.  

Click on [image: image3.png]Search



.
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Once you have selected an employee, you will see two tabs across the top of the screen.  Go to the Contact Information tab.  This is where you can update employee information.
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CHAPTER 2 – Updating Addresses

Types of addresses

Employee address information is stored in 2 ways:

· By type – Home address, mailing address, campus address, etc

· By date – Past addresses, current address, future addresses (for each type listed above).

How dates are used with addresses

Each type of address can have past, present and future dates.

By default, the system only shows you the current address and future addresses for each address type.  If you would like to view historical addresses (addresses the employee had before their current address), then you must click on the [image: image6.png]] Include History.



 button in the bottom right corner of your screen.

Which address dates are updateable?

You can only add or update addresses with the following dates:

· Today’s date

· Future dates

The simple rule is this: You cannot update addresses with dates in the past because you can not change history.  

Locating a specific ‘Address Type’

Address Information is located at the top of the screen in Contact Information tab.
· If an employee has more than one address type, locate a specific type by looking in the Address Type field.  In this example, this employee has ‘Home’ and ‘Mailing’ address types.

· If an employee has several address types, the system may not display them all.  The scroll area will tell you how many address types an employee has.  You can click on View All to see all address types that an employee has.
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· If there are no addresses, or just one address, then the scroll area will say ‘1 of 1’.
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Updating an address
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Step 1:
Locate the appropriate address type as per the instruction in the previous page.

Step 2:
Click on View Address Detail on the right.  For employees with multiple address types, the View Address Detail will appear for each address type.  In the example above, if you are updating the employee’s HOME address, then please make sure to click on the first View Address Detail displayed beside HOME address type.  
Step 3:
A following box will appear.  Click [image: image10.bmp] to enter a new address for a specific address type.  Click [image: image11.bmp] to delete existing addresses.  NOTE: You can only delete today’s or future dated address information.
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Step 4:
When you click on the [image: image13.bmp] button, HRMS will copy the previous address and insert today’s date as shown below.  You can then accept this date, or change it to another date; however, it can not be older than the previous address’s effective date.
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Step 5:
Change the country if necessary by clicking on [image: image15.bmp] beside the Country field.
To select another country:

· Find the country code from the list and simply click on the code.  (Use View All to view the complete list)

Or

· You can narrow down the list by typing in the description (i.e. ‘United’) and click on [image: image16.png]Look Up



.  This will return only the countries with the description beginning with ‘United’.  You can then click on the country code.
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Step 6:
Selecting the country will return you to the original screen.  Click Add Address.
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Step 7:
Change any information in the address.  Click on [image: image19.png]0K



.
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Step 8:
Be sure to click on [image: image21.png]


 to save the change when you are done.
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Create a new ‘Address Type’
· If you can’t find a specific Address Type, then you can add it.  For example, say an employee has a ‘Home’ address, but you want to add a ‘Mailing’ address.

· Click on the [image: image23.bmp] button opposite the Address Type field.  Be careful to click on the appropriate button as shown below because you have multiple sets of [image: image24.bmp] [image: image25.bmp] buttons on this page.
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· Select the new address type and click on Add Address Detail to the right.  The rest of the process is the same as ‘Updating an address’ (please see Step 4-8 in page 9 and 10).
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CHAPTER 3 – Updating Phones and Emails

Adding or updating phone numbers

Phone numbers are easier to maintain than street addresses because there are no dates involved.

Phone information is located in the middle of the screen in Contact information tab.

Please follow these steps.
· Scroll through the phone numbers by clicking on the Phones scroll buttons [image: image28.png]First (4] 1014 (2] Last



.  If there are no phones, or just one phone, then the scroll area will say ‘1 of 1’.

· If an employee has more than one phone, locate a specific one by looking in the Phone Type field.

· If you find the Phone Type you are looking for, you can update it (it is okay to override existing phone numbers).  If it’s not there, you can click on the [image: image29.bmp] button to add a new phone type.  If you want to delete an existing number, simply click on [image: image30.bmp].
· When you add a new phone type, please select the type of phone and type in the phone number and the extension (if any).

· For employees with multiple phone numbers, please click on the appropriate box to show which number is preferred.

· Make sure to click on the [image: image31.png]


 button in the bottom left corner of the page to save.
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Adding or updating email addresses
Email addresses are also easy to maintain because, again, unlike addresses, there are no dates involved.  Email information is located in the middle of the screen in Contact Information tab.

We have 3 types of email address, Primary, Other 1 and Other 2.  Please ensure that one email address is designated as ‘Primary’ in the ‘Email Type’ field.

Please follow these steps.
· Scroll through the email addresses by clicking on the email address scroll buttons [image: image33.png]First (4] 1014 (2] Last



.  If there are no email addresses, or just one email address, then the scroll area will say ‘1 of 1’.

· If an employee has more than one email address, locate a specific one by looking in the Email Type field.

· If you find the Email Type you are looking for, you can update it (it is okay to override existing email addresses).  If it’s not there, you can click on the [image: image34.bmp] button to add a new email address type.  If you want to delete an existing number, simply click on [image: image35.bmp].
· When you add a new email type, select the type of email address and type in the email address.

· For employees with multiple email addresses, please click on the appropriate box to show which address is preferred.

· Make sure to click on the [image: image36.png]


 button in the bottom left corner of the page to save.
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Click here to update address.
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Select the appropriate ‘Preferred’ box.





Add or delete emails.















































Scroll here.





Scroll address types here.





Click View All to see all address types.





Add or delete phones.











Scroll here.
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Click View All to see all address types.








Scroll address types here.












































Address types












































Select the appropriate ‘Preferred’ number box.


























































































































































































































































































































Click here to add new address  types.
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