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Adding Ethnicity values to an Employee’s Person record

Introduction

This job aid explains how to add Ethnicity information to an Employee’s Person record.

Navigation Path: Main Menu — Workforce Administration — Personal Information — Modify a

Person

Step Action Comments
1. Log into myOhio.gov
2. Launch the Human Capital
Management (HCM)
application
OAKS Quick Access

~ || Business Intelligence
| »Bl Home

- J‘ Customer Relations Management
»CRM Home »Launch Application

y Enterprise Learning Management
== _ »ELM Home

o

Financials
»FIN Home

® Human Capital Management

u »HCM Home »Launch Applicationw_
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Step Action Comments

3. Navigate to the Personal You will be modifying an existing
Information Table as shown employee’s Ethnic information, so you will
below. need to click Modify a Person

Fa*.fu:uvr'rtes MainvMenu > Workforce A'dministmtinn > Personal Igfnrmatinn > Modify a Person

Search Menu:
Personal &
Enteranyin (O3 Selff Service ¥ ik for alist of all values.
1 Manager Self Service [
"_ [ wWorkforce Administration
Limitthe nu 3 Benefits [ Personal Information
Empl ID: "1 Compensation a Job Information 4 BlUngthEI 4
N ' 3 Time and Labor 7 Labor Administration 3 Organizational Relationships *
ame: 1 Payral for North America (1 Self Service Transactions (1 Personal Relationships '
Last Name 5 Payrol Interface [5] OAKS ePAR Center 3 Citizenship r
) o N
second La M Workforce Development 4 & Disabilty
Attenate C o ganizational Development 4 E Add.a Person
Middle Nan ~ workforce Monitoring » [E] Modify a Person
M inciuge 1 S€t Up HRMS , [] Person Organkaw
1 Enterprise Components 4
Search. CJ Tree Manager 4
"1 Reporting Tools 2
[ PeopleTools 4
[£] My System Profile
Find an Exis—== .
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Step Action

Comments

4. Enter the Empl ID of the
individual that you will be
modifying, and click Search.

Personal Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Limit the number of results to (up to 300): |300

Empl ID: begins with |1D129488|
Hame: begins with |
Last Name: begins with |
Second Last Name: begins with |

Alternate Character Name: begins with v|

Middle Name: begins with |

[ IncludWorreu History [[|Case Sensitive

Search || Clear |Basic Search [GF Save Search Criteria
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Step Action

Comments

5. Once inside, you will see the
name of the individual, and
various other pieces of
information. Click on the
Regional Tab at the top.

The person in our example is not a real
employee.

" Contact Information || Regional

Biographical Details

John Example

Effective Date: 04/07/2013
Format Type: English
Display Name: John Example

T

Person ID: 10129488
m
Find | View All First
(=l
| View Name |

Biographic Information

Date of Birth: 09/04/1964 B 45 vears 7 Months
Date of Death: e
Birth Country: UsA A United States
Birth State: OH % onio Waive Data Protection: [
Birth Location: | Waive data protect reason code I_Q
Biographical History Find | view Al Fist | PP »
*Effective Date: 04/19/2013 il (=l
*Gender: Unknown  ~
*Highest Education Level: A-Mat Indicated h
“Marital Status: (Invalid Value) v Asof 04/19/2013 |5

Language Code: ¥

Alternate ID:

[C] Full-Time Student
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6. Once on the Regional tab, With regard to the Drug Test Flags, please
notice the Ethnic Group. Click | check with DAS HRD Drug Free Workplace
on the magnifying glass next to | as to whether drug test flags are to be

it to get available values. checked on the Job Code.

Look Up Ethnic Group

Set ID: LUSA
Ethnic Group: hegins with w |

Description:  heging with v|

| LookUp | Clear | Cancel |Basic Lookup \

Search Results

rviewmlj First [q] 1-5 015 [i] Last|
Bhnic Group Oescription Short Description
A D American ndianfAlaskan Mative American |
ASIAMN AsignSPacific Islander Asian/Paci
BLACK Black or Aftican American Blackor &
HISPA Hispanic Hispanic
WWHITE Wihite White
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7. Select one of the values, and it

will populate the Ethnic Group

field. Check the Primary box

afterward as shown.
John Example Person ID:

Ethnic Group

Regulatory Region: USA @, United States

Ethnic Group: AMIND V%\An’lerican Indian/Alaskan Mative

Primary

History

Effective Date: 0411912013 |[H  pritary status:

Date Entitled to Medicare: Eﬂ Military Discharge Date:
Citizenship (Proof 1): Citizenship (Proof 2):

Eligible to Work in U.S.

Edit Discharge Date

—
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8. Now that you have finished, Reminder...in order to get back to the
click the Save button at the original search screen, you can hit Return to
bottom. This will save the Search next to Save after you're done

record, and you can move on to | saving.
the next employee.

" Biographical Details || Contact Infarmation "

John Example Person |D: 10129488

Ethnic Group Find | View
Regqulatory Region: LSA @ United States
Ethnic Group: AMIND @, American Indian/Alaskan Mative
Primary
History Find | view Al First
Effective Date: 0411912013 B prigary status: v
Date Entitled to Medicare: ] Military Discharge Date: Edit Discharge Date

Citizenship (Proof 1): Citizenship (Proof 2):

Eligible to Work in U.S.

Smoker History Customize | Find | View Al | g
*Smoker *As of
1 - | [
| SaveLHaF‘ Return to Search | =] motity | |i* Refresh | |Es Add | ] Lupaal&.-[iisplag,r] | 5] include Hitory
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