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What Can Employees Do in HR Connect? 
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Timetable for Updates to My Information 

 
 
 
 

Type of information  Method and Timing of Update 
Date of Birth E-mail sent to HR, 2-3 weeks for update by Payroll Center 

Education  Immediate update in HR Connect 
E-mail(other, e.g. personal) Immediate update in HR Connect 

Emergency Contact Immediate update in HR Connect 

Gender E-mail sent to HR, 2-3 weeks for update by Payroll Center 

Disability Immediate update in HR Connect 

Home Address Immediate update: Up to 2 weeks for Earnings Statement 

Name Change Update in HR Connect after verification:2-3 weeks for update by 
Payroll Center 

Phone (other, e.g. fax, cell) Immediate update in HR Connect 

Race and Ethnicity Immediate update in HR Connect 

Veterans’ Preference Update in HR Connect after verification:2-3 weeks for 
update by Payroll Center 

Job Related Skills Immediate update in HR Connect 

Blood Type/Religion Immediate update in HR Connect 

Resignation Update in HR Connect after verification:2-3 weeks for update by 
Payroll Center 

Retirement Update in HR Connect after verification:2-3 weeks for update by 
Payroll Center 
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The Employee Home Page 

Presenter
Presentation Notes
The Self Service features in HRC transform the manner in which HR Services are delivered to your employees. Data quality is enhanced since we’ve put the responsibility and accountability for accurate employee data on the employee. In many respects, the burden on the HR Office is reduced or eliminated for many routine record-keeping requests.
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All About Employees: My Information 

Presenter
Presentation Notes
From here you can review and change personal information, such as your name, education, address and contact information; view information on employment, compensation, leave, performance and benefits.
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Information Employees May Edit 

Employees can 
modify information 
on each tab where 
there is an  Add, 
Edit, or Delete 
button. 
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Employment Info 

Employees can 
view their job-
related data such 
as position, grade, 
work schedule, 
and last promotion 
date.  
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Manager Self Service 
(MSS) 
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Why Do Managers Use HR Connect? 

 Provides instant access to view and manage 
organization through the click of a mouse. 

 Makes it easier to enter and access data  
 Reduces paperwork and repetitive activities 
 Reduces bottlenecks 
 Decreases cycle time through automated 

processes 
 Gives HR staff more time to advise clients 
 Eliminates most paper SF-52s (which often 

are buried in an inbox or moving through 
interoffice mail 
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Manager Self-Service Home Page 

Presenter
Presentation Notes
HR Connect supports a strategic shift in HR and Line Manager roles: Managers have a real-time Human Capital component of the management responsibility.  Manager Self Service provides a single-point of access for managers to initiate paperless personnel actions.Separates responsibilities between Managers and HR SpecialistsManager Self Service enables managers to perform real time personnel actions requests easily and route those personnel actions electronically for approval.Manager Self Service is quick, easy and saves time in initiating actions.
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Viewing Employee Information 

Select 
Employee 
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Viewing Employee Information 

The 
employee’s 
page will 
open 
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Viewing Employee Information 

View 
Employee 
History data 
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Personnel Actions 

 
 The following personnel actions 

may be initiated by a Manager 
 

 To initiate a PAR action, select the 
employee, and then desired 
action. 
 

 PAR Example:  Cash Award 
 Click on Individual Cash Award 
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People and Positions Recruitment – Vacant 
Positions 

This is a view of the 
vacant positions in a 
Manager’s organization 

Managers may begin 
recruiting by clicking on 
the Vacant hyperlink 

Managers may request that a new position be added by 
clicking on the Establish New Position hyperlink 
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Some Manager Reports 

 Alphabetical Roster – displays the names of 
employees in your organization; also provides 
information on the employees' position, salary, 
and service computation date. 

 Emergency Contacts – compiles and displays 
emergency contact information for all employees 
in your organization. 

 Employee Location Report – specifies the exact 
physical location of the building the employee is 
assigned to.   

 Performance Appraisal Summary Report – 
provides a listing of each employee in your 
organization and their most recent performance 
rating. 

 Pending Actions - All – displays the status of all 
pending actions that the manager initiated. 

 Pending and Processed Actions – allows 
managers to query the system for a status report 
on both pending actions and historical data on 
actions that were already processed.  
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Manager Tools – Workforce Analytics 

• Workforce Analytics contains a sizable collection of standardized 
reports to help you better manage your workforce. 

• Report Builder to create/design own reports 
• Share library capability 
• Seasoned report writers 
• Replacement to FOCUS reports 
• Current and historical data 
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WA – Demographic Reports 

Presenter
Presentation Notes
Here is a listing of some of the standard reports available in Workforce Analytics.
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WA – Sample Report 

Presenter
Presentation Notes
This is a sample of the Supervisory/Manager report as of a specific pay period.  You can export in a variety of formats:  SML, CSV, PDF, EXCEL, WORD, TIFF FILE, MHTL
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HR Self Service 
(HRSS) 
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Benefits of HR Connect for HR Users 

 Promotes accountability – audit trail – who 
does what and when – who does what 
correctly 
 

 Assures data gets sent to the payroll provider 
 

 Workflow for HR  
 

 Ability to route the actions to the most 
appropriate group to work on. 
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HR Page 
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PAR Record 

• History Maintained in 
HRC starting from date 
of Conversion 

 
• Daily outbound file to 

NFC at 4pm ET 
 

• Daily inbound file from 
NFC to HRC 

• Results from previous 
day outbound 

 
• Insert Auto Actions bi-

weekly  
 

• SINQ Reports 
 

• Apply HCUP actions 
from NFC to HRC 
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