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EX.010.030 - Reviewing an Employee's Profile & Settings
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to review an employee’s profile and settings. You can review your profile to examine employee information settings and expense reimbursement options. 

Using the self-service portal for Expenses, an employee and/or manager may only update and review his/her own Employee Profile. Most of the fields accessed through this self-service portal path are read-only for employees and managers, and are meant for information purposes only.

Reviewing/Updating an employee’s User Defaults is covered in EX.010.010.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify how much of the data in an Employee’s Profile is populated.
- Identify the information available for review in the Employee Profile.
- Review an Employee’s Profile and Settings.



	Assumptions

	




	Dependencies/Constraints

	



Procedure

For this topic, review an Employee’s Personal Data, Organizational Data and Bank Account Data. 

	Step
	Action

	1. [bookmark: ID0x00000041] 
	Click the Employee Self-Service link.
[image: Action area of the screen image]

	2. [bookmark: ID0x00000042] 
	Click the Profiles and Preferences link.
[image: Action area of the screen image]

	3. [bookmark: ID0x00000043] 
	Click the Review/Edit Profile link.
[image: Action area of the screen image]

	4. [bookmark: ID0x00000044] 
	An Employee's Profile is organized into four tabs: Employee Data, Organizational Data, User Defaults and Bank Accounts.

Much of the data in an Employee's Profile has been populated by the integration with ADP. When an employee accesses his/her profile from within the expense module, most of the information is read-only and is meant for informational purposes only.

	5. [bookmark: ID0x00000045] 
	The Employee Data page displays an employee's general information as well as his/her home and mailing addresses.

	6. [bookmark: ID0x00000046] 
	The Send Payments To box identifies which address (Home or Mailing) that checks will be delivered to if you are set to receive expense reimbursements by check. 

	7. [bookmark: ID0x00000047] 
	Click the Organizational Data tab.
[image: Action area of the screen image]

	8. [bookmark: ID0x00000048] 
	The Organizational Data page displays an employee's Expenses Processing Data and his/her Default Chartfield Values.

	9. [bookmark: ID0x00000049] 
	If you are an Approver, you must have a valid User ID listed in the Designated Approver field. This is so that Workflow can properly route a transaction to an identified user (set by this field) in the event that the system cannot determine the appropriate approver based on the configuration. 

Adding a designated approver (and an example of a situation which requires a designated approver) is covered in a separate topic.

	10. [bookmark: ID0x0000004A] 
	Click the Bank Accounts tab.
[image: Action area of the screen image]

	11. [bookmark: ID0x0000004B] 
	Review the Payment Method field. This field will either be set to System Check or Electronic Funds Transfer, based on your HR settings.

	12. [bookmark: ID0x0000004C] 
	If the Electronic Funds Transfer is your Payment Method default, review the Bank Account Info to ensure this information is accurate.

	13. 
	If System Check is your Payment Method, the Select to Receive Reimbursement by Check must be selected.  This will prevent the automatic updates from ADP from overwriting the system check option.  

In the event the employee wants to change from system check to EFT, the checkbox must be unselected and the payment method changed to EFT.  

	14. 
	[image: ]

	15. [bookmark: ID0x0000004D] 
	Congratulations. You have just completed the Reviewing an Employee’s Profile and Settings topic. Below is a summary of the key concepts of this topic:

- Much of the data in an Employee’s Profile has been populated by the integration with the HR module.
- The Employee Data page displays an employee’s general information, as well as their home and mailing address.
- The Organizational Data page displays an employee’s expenses processing data, as well as their default Chartfield values.
- The Bank Accounts page displays the default payment method and bank account information.
End of Procedure.
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