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EX.010.013 - Reviewing My System Profile (Self-Service)
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates reviewing the information through the "My System Profile" link in the Self-Service Portal. 

HRMS (Human Resources Management System) is the official record for Employee information. The Expenses Module pulls employee information such as User ID, Employee ID, home department, hire date, etc., from HRMS so that the information does not have to be duplicated in the Financials Application.

There are two "My System Profile" links which are available, one in the HRMS application and one in Financials. Although the link is named the same, there are different options depending on whether you update the HRMS My System Profile or the Financials My System Profile. These differences will be discussed in this topic.

One key difference between the two pages, is the ability to add an alternate user on the Financials My System Profile page. If you are an approver at any level, you can assign your own alternate user to receive your future worklist transactions if you will be out of the office or on vacation for a temporary period of time.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the actions that can be taken through the "My System Profile" link on both the HRMS and Financials pages.
- Identify where the Expenses Module pulls employee information from.
- Add an Alternate User to receive your future worklist transactions while you are temporarily out of the office.
- Review “My System Profile” information.




	Assumptions
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	Dependencies/Constraints
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Additional Information




Procedure

For this topic, imagine that you need to review your information on both My System Profile pages (HRMS and Financials). Also, you will need to update our email address for Financials and add an Alternate User (only if you are an approver). Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x00000081] 
	Employees can access both their Human Resource (HRMS) information and Travel and Expenses (Financial) information from the same Self-Service log-in page. 

When you first enter your UserID in PeopleSoft, the Employee Home page is displayed. This is an HRMS page where you can review your payroll and benefits. 

If you are an Expenses user, you can transfer to the Financials application (Self-Service Travel and Expenses) by clicking the Travel and Expense Home (we will do this later on in this topic).

	2. [bookmark: ID0x00000082] 
	There are two "My System Profile" links that you will have access to as an Expenses User. 

The My System Profile link that is on the left side of this page is an HRMS link. 

We will first review the HRMS link.

	3. [bookmark: ID0x00000083] 
	Click the My System Profile link.


	4. [bookmark: ID0x00000084] 
	There are two available options on the HRMS My System Profile page. 

You can change your password and/or update your email address for HRMS.

	5. [bookmark: ID0x00000085] 
	Generally, the items on the My System Profile page in HRMS refer to HRMS functions only, and the My System Profile page in Financials refers to Financial functions only. 

The one exception to this is your password. Because you use the same password to access HRMS and Financials, there can only be one password. If you wish to change your password, you can do so on either the HRMS or the Financials My System Profile page. This update will sync between the two applications so that the password is recognized by both systems.

	6. [bookmark: ID0x00000086] 
	The Email address on this page which is selected as your Primary Email Account will be used for all HRMS correspondence. If you wish to have a separate email address for Financials (such as if you have a delegate who enters transactions on your behalf), you can select a different address on the Financials My System Profile page (which will be discussed later).

	7. [bookmark: ID0x00000087] 
	You can have multiple email address listed, but only one can be selected as your Primary Email Account.

	8. [bookmark: ID0x00000088] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	9. [bookmark: ID0x00000089] 
	Click the Save button.


	10. [bookmark: ID0x0000008A] 
	To return to Employee Home, click the Self Service link.


	11. [bookmark: ID0x0000008B] 
	Click the Employee link.


	12. [bookmark: ID0x0000008C] 
	Click the Home link.


	13. [bookmark: ID0x0000008D] 
	Click the Employee Home link.


	14. [bookmark: ID0x0000008E] 
	You have finished reviewing the HRMS My System Profile link. 

Now, you can transfer to the Travel and Expenses financial application where you can review your System Profile for Financials.

	15. [bookmark: ID0x0000008F] 
	Click the Travel and Expense Home link to enter the Financials application.


	16. [bookmark: ID0x00000090] 
	Click the Yes button to close the HRMS page.


	17. [bookmark: ID0x00000091] 
	You are now in the Travel and Expenses Financial Self-Service system. 

We will review the Financials My System Profile link from this page.

	18. [bookmark: ID0x00000092] 
	Click the My System Profile link.


	19. [bookmark: ID0x00000093] 
	Notice, there are several more options on the Financials My System Profile page compared with the HRMS page. 

Remember, that if a password change is made on either the HRMS or Financials page, this change will sync between the two applications so that you have only one password.

	20. [bookmark: ID0x00000094] 
	Click the Change password link.


	21. [bookmark: ID0x00000095] 
	If you need to change your password, you will need to enter your current password, and then enter your new password twice. 

If you are making a password change, make sure to click the OK button when you are finished.

For this example, we will not be changing the password, so you can click the Cancel button.

	22. [bookmark: ID0x00000096] 
	Click the Cancel button.


	23. [bookmark: ID0x00000097] 
	Please ignore the Personalizations section, as we are not using this functionality at this time.

	24. [bookmark: ID0x00000098] 
	Decision: Please make a selection from the options listed below.
1. Are you an Approver and you wish to view how to assign an Alternate User?
Go to step 25 on page 5
1. Do you wish to skip the Alternate Approver information?
Go to step 51 on page 8

	25. [bookmark: ID0x00000099] 
	If you are an Expenses approver and you will be on vacation or some other type of temporary leave, you should route your Worklist transactions temporarily to another employee in your absence. If you need to make a permanent routing change, you should contact your Expenses Administrator, and he/she can make this update to the Approver Assignment page instead of using the Alternate User functionality (see Business Process EX.010.012).

The Alternate User functionality allows an approver to specify that his/her future Worklist items should be routed to another employee for a defined period of time. After the time has passed, future tasks are automatically routed back to the original User ID. 

The Expenses Administrator also has the ability to assign an alternate user on behalf of an employee (see Business Process EX.020.400)

	26. [bookmark: ID0x0000009A] 
	Caution: The Alternate User that is specified must have adequate security rights to perform the tasks that are assigned to him/her. For example, if “Anne” is going on vacation and you reassign her Worklist items to “Bill”, “Bill” must have the approval security role(s) to process the transactions. If “Bill” does not have the appropriate security, the transaction will still be routed to him, however he cannot act on the transaction; the Workflow administrator will need to manually reassign any transactions that are routed to him.

	27. [bookmark: ID0x0000009B] 
	NOTE: Assigning an Alternate User will cause both your Expenses and E-Procurement transactions to route to the designated individual in the event that you are an approver for both modules.

	28. [bookmark: ID0x0000009C] 
	Note: When applying an alternate User ID, make note of the fact that the system only sends workflow routings to the immediate alternate User ID. The system does not send routings down multiple levels of alternate User IDs. For example, assume “Andy” specifies “Barbara” as the alternate user ID while he is out of the office. Also assume that “Barbara” happens to be out of the office at a time during user “Andy’s” absence, and “Barbara” has specified “Charles” as an alternate User ID. In this case, the system does not send workflow routings originally intended for “Andy” to “Charles”.

	29. [bookmark: ID0x0000009D] 
	For this exercise, imagine that you will be on vacation next week and will not be available to approve your normal Workflow transactions for your department. 

The Alternate User section allows you to specify who will be your alternate approver in your absence.

	30. [bookmark: ID0x0000009E] 
	Click the Look up Alternate User ID button.


	31. [bookmark: ID0x0000009F] 
	Select the User ID who you wish to have as your alternate user.

Due care should be taken to ensure that the individual you assign to be your alternate can make informed and impartial decisions on your Worklist transactions. 


	32. [bookmark: ID0x000000A0] 
	Next, enter the dates that you will need for transactions to route to the alternate.

	33. [bookmark: ID0x000000A1] 
	Enter "4/15/08" in the From Date field. 

	34. [bookmark: ID0x000000A2] 
	Enter "4/21/08" in the To Date field. 

	35. [bookmark: ID0x000000A3] 
	For the dates that you have selected, any Worklist transactions that you would normally receive are forwarded to the Alternate User you have specified.

At the end of this time period, transactions will automatically route back to the original approver.

	36. [bookmark: ID0x000000A4] 
	For informational purposes, the Alternate UserID and From and To Dates do not disappear from this page whenever the time period for your alternate user has ended. 

Thus, even though transactions will stop routing to the alternate, you will still be able to see who the last alternate was that you used, and for which time period.

	37. [bookmark: ID0x000000A5] 
	CAUTION: Assigning an Alternate user only routes future transactions which have not yet been submitted to your Worklist for approval. Transactions that were already in your queue when you assigned an alternate user will not be effected by this change. 

	38. [bookmark: ID0x000000A6] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	39. [bookmark: ID0x000000A7] 
	Do not adjust the Workflow Attributes. These checkboxes have no functioning at this time.

	40. [bookmark: ID0x000000A8] 
	As was discussed earlier, you can have a separate email address for Financials and HRMS. 

If you are a traveler, or an approver, you will receive automatic notifications from the Financials system, such as when a transaction is waiting your approval, when you have an outstanding cash advance, or when your expense report has been paid. You can designate the email address that will receive these notifications on this page.

	41. [bookmark: ID0x000000A9] 
	For this exercise, we will add a new email address to receive our Financial Workflow notifications.

	42. [bookmark: ID0x000000AA] 
	Click the Add a new row at row 1 (Alt+7) button.


	43. [bookmark: ID0x000000AB] 
	Click the Email Type list for your new row.


	44. [bookmark: ID0x000000AC] 
	Click the Home list item, or an applicable entry.


	45. [bookmark: ID0x000000AD] 
	Enter your new email address, "mitchell.ais@yahoo.com" in the Email Address field. 

	46. [bookmark: ID0x000000AE] 
	De-select the Primary Email Account checkbox for the email account you no longer wish to have as your primary account for Financials.


	47. [bookmark: ID0x000000AF] 
	Click the Primary Email Account checkbox for the new email address.


	48. [bookmark: ID0x000000B0] 
	Click the Save button.


	49. [bookmark: ID0x000000B1] 
	When you are finished reviewing your My System Profile, click the Home link.


	50. [bookmark: ID0x000000B2] 
	Congratulations. You have just completed the Reviewing My System Profile topic. Below is a summary of the key concepts of this topic:

- There are two "My System Profile" links, one for HRMS and one for Financials.
- Through either “My System Profile” link, you can change your password.
- The Expenses Module pulls employee information from the Human Resources Management System (HRMS).
- You can update your email address to be different for HRMS and Financials (if needed).
- Expenses Workflow notifies travelers and approvers of updated transaction statuses through their primary email account listed on the Financials My System Profile page.
- Approvers can assign an alternate user if they will be out of the office for a period of time and need for someone to act on their worklist transactions.
End of Procedure. Remaining steps apply to other paths.

	51. [bookmark: ID0x000000B3] 
	Click the vertical scrollbar to navigate to the bottom of the page.

	52. [bookmark: ID0x000000B4] 
	Do not adjust the Workflow Attributes. These checkboxes have no functioning at this time.

	53. [bookmark: ID0x000000B5] 
	As was discussed earlier, you can have a separate email address for Financials and HRMS. 

If you are a traveler, or an approver, you will receive automatic notifications from the Financials system, such as when a transaction is waiting your approval, when you have an outstanding cash advance, or when your expense report has been paid. You can designate the email address that will receive these notifications on this page.

	54. [bookmark: ID0x000000B6] 
	For this exercise, we will add a new email address to receive our Financial Workflow notifications.

	55. [bookmark: ID0x000000B7] 
	Click the Add a new row at row 1 (Alt+7) button.


	56. [bookmark: ID0x000000B8] 
	Click the Email Type list for the new row.


	57. [bookmark: ID0x000000B9] 
	Click the Home list item, or an applicable entry.


	58. [bookmark: ID0x000000BA] 
	Enter your new email address, "mitchell.ais@yahoo.com" in the Email Address field. 

	59. [bookmark: ID0x000000BB] 
	De-select the Primary Email Account checkbox for the email account you no longer wish to have as your primary account for Financials.


	60. [bookmark: ID0x000000BC] 
	Click the Primary Email Account checkbox for the new email address.


	61. [bookmark: ID0x000000BD] 
	Click the Save button.


	62. [bookmark: ID0x000000BE] 
	Click the Home link when you are done reviewing your My System Profile.


	63. [bookmark: ID0x000000BF] 
	Congratulations. You have just completed the Reviewing My System Profile topic. Below is a summary of the key concepts of this topic:

- There are two "My System Profile" links, one for HRMS and one for Financials.
- Through either “My System Profile” link, you can change your password.
- The Expenses Module pulls employee information from the Human Resources Management System (HRMS).
- You can update your email address to be different for HRMS and Financials (if needed).
- Expenses Workflow notifies travelers and approvers of updated transaction statuses through their primary email account listed on the Financials My System Profile page.
- Approvers can assign an alternate user if they will be out of the office for a period of time and need for someone to act on their worklist transactions.
End of Procedure.
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