Employee Data Change: Address/Phone
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Dr. David Satcher featured on

*Public Safety MSNBC

Mission Statement®

©

Dr. Satcher was featured on

MSNBC's Morning Joe discussing
the importance of a healthy lifestyle: Healthy
students are better students. Read

‘ MSM Evacuation Plan

Blackboard Mobile!

Atianta, GA

Get the 10 day forecast

Cornerstone

1. Loginto MSM Connect using your Network Login.

E-mail Groups  Logout Help

BETA Channel

Test Our New Kronos and Cornerstone Single Sign On Linl

Single Sign On Setup for Kronos and Cornerstone

Please enter your login credentials when requested by MSM
Connect. The credentials will be stored for all subsequent single
sign on attempts. Upon each password change, you will be
required by MSM Connect to update the login credentials.

S50 Links:
Kronos 5SSO

MSTAT SSO

HR/Payroll Departments

HEE

Morehouse School of Medicine
Human Resources Office
Harris Building, Room 129

720 Westview Drive SW
Atlanta, GA 30310

Phone: 404-752-1600

Fax: 404-752-1639

Payroll Office
Harris Building, Room 128
720 Westview Drive SW
Atlanta, GA 30310

Phone: 404-752-1669/1668
Fax: 404-752-1791

Office Hours: Mon-Fri, 9am-5pm

HR Overview
Explanation of HR Goals and Objectives.
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Kronos Time & Attendance
Kronos Time & Attendance Login (Employee link)
ronos NGUI Login (Approvers only)
mplementation Website

Kronos KnowtedgePass Training Portal
24x7 access to Kronos Time & Attendance System training

materials
Questions? Contact Jonathan Johnson or Rhona Joyner.

Employment Details HEE
B Pay Stub

=] Job Details

E] Leave Details

Banner Single Sign-On Links =EG

Internet Native Banner (INB)
Single Sign-on link to INB.

Self Service Banner (SSB)
single Sign-on link to SSB.

2. Click on the HR Tab and Self Service Banner (SSB)

April 4, 2012

HEE

Training & Development

Learning Management System (LMS)
Employees access to learning oppartunities.

Onboarding - Manager's Toolkit for Faculty
Onboarding - Manager's Toolkit for Staff
Onboarding - Manager's Handbook

Employee Forms

HED
HR Forms

Forms used for processing HR directives and completing HR tasks.

HR News Alert HEE

REMINDER: All time should be entered and approved at the end of
every week by close of business on Friday.

REMINDER TO MANAGERS/APPROVERS: Review and approval of
your direct supports is due no later than 10:00 a.m. every Monday.
Please review prior to approval.

403(8) Plan Summary Annual Report

Employment Tips

HEG
Go to MSM Kronos Information site o the Kronos KnowledgePass

training portal for more information about the Kronos Time and
Attendance System.

Have questions about Kronos? Send them to our 'Kronos Help' email
address at: kronoshr@msm.edu.




L Find a page.

Employee Finance
Update addresses, Enter hours on Time Create or review financial
contact information or Sheets; Request Time off documents, budget
marital status; review View or change your information, approvals.
name or social security benefits information; View
number change your leave history o
information; Change your balances, job information,
PIN; Customize your pay stubs, W-2 or T4
directory profile. forms; Change your W-4

or TD1TP-1015.3-V
information; Create
requisilions, purchase
orders & budget transfers;
Query budget &
encumbrance data;
Approve Documents; View
Document details and
more

RELEASE: 8.5 SITE MAP

3. Click on ‘Personal Information’ to update address, contact information, etc.

PFind a page... =

- Home = Personal Information

Employee Finance
Change Security Question View Addresses and Phones Update Addresses and View E-mail Addresses
Phones
Update E-mail Addresses Directory Profile View Emergency Contacts Update Emergency Contacts
View Ethnicity and Race Update Ethnicity and Race Social Security Number Change PIN

Change Information

Veteran Classification

4. For updating your Address and/or phone click on the block titled, ‘Update Addresses and
Phones’



/= Update Addresses and Phones - Select Address - Windows Internet Explorer P =[5
G—\’:)‘ w [ https: ssbarmer.mem.edu:9010/PROD bgkogad P_SelectatypUpdate =& |[#2)[ x| [Fene [2]-]
Fle Edit View Favortes Tools Help

¢ Favorites. H;, | Suggested Sites - [ FootPrints Service CoreLogin € Fres Hotmail €] New Tab & | Getmore Add-ons -

{ Update Addresses and Phones - Select Address | | [ - ) gm v Page~ Safety- Tooks - (@~

@ Help
@ Entering overlapping dates may change the effective dates on existing address records PFind 3 page

US Residents: Change of address information and USPS forms are available through this link. Use your browsers Back button to return to this page

Canada Residents: Change of address information and Canada Postforms are available through this link. Use your browsers Back button to return to this page.

Addresses and Phones

Employee Phones
“ Curent Now 05, 2013 to (No end date) Primary: 404-64 (D
Apt 1006

Atlanta, Georgia 30318
United States of America

Type of Address to Insert:

‘ Update Email Address(es) ® Update/Create Emergency Contacts ™ View Address(es) and Phone ‘

RELEASE: 8.6

5. Update an existing address by selecting the link next to your address. Be certain that ‘Employee’

is selected in the address to Insert field

Until This Date:MM/DD/YYYY
Address Line 2: [Apt 408

Address Line 3: [

city: [Dougiasvile K

State or Province: [ceorgia El K
ZIP or Postal Co—dm/> fporss |
County: [Not Applicable =l

Nation: [United States of America =l
Delete this Address: r
Primary Phone Number For This Address:

Area Phone i
Code Number Access Code
and Phone Number

o | e r

Unlisted

Phone Type ar:]a Phon':e Exct. ]nternamal Unlisted Delete
le  Number Access Code
and Phone Number

[select =l [ or [ml [ml
[select 2 | | E—— r
[Select = [ oF r r ||
[select =l [ ®[ | r

r r

[select =l [ OR
e

=

6. Required fields on address update or insert are: Valid From This Date, Address Line 1, City, State
or Province, and ZIP or Postal Code; all other fields are optional.

Once updated, click Submit.

NOTE: If you are enrolled with United Healthcare please email your updated address to
Benefits Specialist Kim Seeley at KSeeley@msm.edu



