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MANAGER SELF SERVICE

II. SELF SERVICE STEP-BY-STEP

A. Job and Personal Information/ Employee Personal Information

Manager Self Service > Job and Personal Information > Employee Personal Info*

All of the Faculty and Staff information in the department/s you manage will appear on the
Job and Personal Information page. Job and Personal Information is the first sub-folder in

the Manager Self Service folder.

The View Employee Personal Information screen now requires that you enter the effective
date for which you wish to generate the employee list.

From Employee Personal Info (screen shot below) you can edit the employee’s addresses,
phone numbers, emergency contacts, and view employee’s check address and job summary
information. Other personal information such as email address and birthday are view only.
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The Search for an Employee button at the bottom ——
of the screen is useful if your employee list is | ©ORACLE
long and you want to find a specific person or [T E— 11
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group of people without scrolling through the list. | 5
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You can then search by Empleyee Bearch

To view the information for an employee, click on their name, i.e. Thomas Anderson, and
the Employee Information page for that individual will appear (screen shot below).

The Employee Information page for the selected individual will appear.
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Additional links will be covered on the following pages.
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1. View/ Update Addresses — using Change Addresses link

a. Click on the Change Addresses link.

dual Job Summary
Ps Hists
Email Addresses Interdisciplinary Appaintments
Phone Mumbers

Emergency Contacts

Bithday

GoTo; Emplovee Personal Info

b. The Addresses page appears.

Addresses

Thomas Anderson

Address

Tvpe Status As Of Country Address

CU Office  Current 0202712006 USA Zggf“"‘” HEL Edit
. 384 Revolutions Bivd -

C 10412 4

Home Current 01/04/2004 U3A Zion. NY 10050 Edit

p— 32 Amsterdam -

IMailing Current 111412005 USA New York. MY 10027 Edit

Office #2  Current 02/27/2008 USA 76 Chandler Hall Edit

Co not add a Mailing Address ifitis the same as your Home Address. Enter a Mailing Address cnly if your mail should be sentto an address other than your Home.

W2 Statements are mailed to your Mailing Address ifthere is one available, else they're sentto your Home Address. If your address is changing because you are
maving into or out of Mew York City or Yonkers or if you are changing home states, you will need to complete new Tax farms. See your Department Administrator
after submitting any changes here.

NOTE: NOMN-RESIDENT ALIENS/FOREIGN STUDEMNTS, FLEASE COMTACT YOUR DA BEFORE MAKING ANY CHANGES HERE.
Go To:_ Emplovee Information

/ Now says “Return to”

Tip: to return to the previous page, click on the Employee Information link.
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	I. Objectives
	In this section, you will learn how to: 

	A. What is People@Columbia (PAC): Manager Self Service?
	B. Software Minimum Requirements
	The PeopleSoft application requires specific operating system, web browser, and Adobe Acrobat Reader combinations on certain hardware platforms.  Listed below are the supported and tested software configurations necessary for all users.
	Desktop Computer Support Resources

	C. Obtaining Designated Manager Self Service Access to PeopleSoft
	A. Sign In and Sign Out
	 You have an active University Network ID (UNI). 

	1.   Sign In 
	 
	2.  Sign Out
	B. Navigating Manager Self Service
	1. Navigation Menu
	2. Folders and Pages
	Linking to Related Pages
	3.   Navigation Header
	Navigation Header Link
	4. Page Bar


	New Window 
	 Page Bar Item

	 New Window 
	Note! Once you open a 2nd window, you have to generate the employee list again by clicking the employee personal information link.  This option will not work well for those who have large (>100) direct reports due the time it takes to generate the list. Customize Page 
	5. Using Buttons and Keyboard Shortcuts
	Buttons
	Keyboard Shortcuts  
	Action
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	I. Objectives
	In this section, you will learn how to: 
	i. Use the Address Type field to identify the address that you are entering. The four address types are: 


	Home
	Mail
	Office   (CU Office)
	Office #2   (CU Office #2)
	ii. The Status field indicates whether the address is current or will be made active at a future date and is listed in the As Of field.
	To edit an existing address, click on the Edit button next to the address you wish to update.
	d. When you finish entering the address information for the Faculty or Staff member, click the Save button at the bottom of the page.  The Save Confirmation screen appears.
	e. To add a new address, select the Address Type from the main Addresses page, and click the Add button.  
	Note:  you can add up to 4 addresses.  Once an address is added for each of the options:  Home, Mailing, CU Office and Office #2, you can only edit those addresses.  In the example below, the Add button does not appear as Thomas Anderson already has 4 addresses in the system.
	Below is an example of an employee with 1 address in the system.  You will see that the Add button now appears.  
	f. After entering the address information, click the Save button at the bottom of the page.
	To return to the main information page for the employee, click on the Go To: Employee Information link in the bottom left corner of the window (screen shot below).
	b. To return to the main information page for the employee, click the Return to Employee Information link.
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	 Columbia University Technical Help Desks
	CUIT Help Desk – Morningside Campus  
	“5 Help” Desk – Medical Center Campus  
	Lamont-Doherty, Nevis, and Other Campuses  
	 Human Resources Department Help
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