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INTRODUCTION
This manual was developed for the purpose of guiding Human Resource Development Officers in using, navigating and utilizing the
HRI'S. As the countryods premier University, UP aims to adapt new

efficient. With HRIS, all HR operations across the entire UP system will be consolidated into one secure system accessible to both
the employees and Human Resource Department Offices (HRDOSs). This will not only help both the HR and the employee to easily
access employee record and information across CUs; it will also lessen the paperwork and the effort exerted in passing information
from one campus to another.

Though HR Information is exclusive to HRD Offices, some information are needed to be shared to other offices such as Accounting
(for Payroll). Through the HRIS, shared processes will be integrated for easier transactions for both offices sharing the same
information.

Symbols and Conventions Used in This Manual

To highlight the codes and Uniform Resource Locators (URLS), they are written in monospace font. They will be found in this manual
like this:

hris.up.edu.ph

It is also important to be familiar with the symbols used both in the HR Information System and this manual. Some of the buttons and
symbols used are listed below:

Icon Description
Search Button: This button indicates that a field has a List of Values, which

__:I contains universal values for that field. However, there are fields which may have
a List of Values, but also accept free texts. There are also some fields with a List
of Values that strictly follow the universal List of Values.
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Calendar Button: These icons usually appear in fields that require dates. Clicking
— this icon will redirect you to another window that contains a calendar. Select the
_I correct month, day and year from the calendar and click OK to apply that date.

Delete Button: Click this icon located beside a field, if you want to remove that
'Eﬁﬂ' entry from the section (e.g. Phone Number)

GETTING STARTED
Technical Guidelines
For the system to run properly, note that is important to check on the following technical requirements:
f Browsers
The HRIS Self Service runs best on the following web browsers:
1 Mozilla Firefox
1 Safari
1 Internet Explorer (version 10 and below only)
1 Google Chrome
1 Operating Systems
HRIS works on all major operating systems e.g. Windows7, Windows 8, Linux, Mac OS X

1 Internet Connection
Though HRIS works on any operating system and browser, you cannot log-in or access any of its features without an internet
connection. As long as you are connected to an internet connection (e.g. campus/office network, home broadband, DSL, USB
dongle, etc.), you can access HRIS anywhere around the globe. Any connectivity problem should be referred to your local IT
offices (CU-/office-based) or internet service provider (PLDT, Globe, Smatrt, etc.). In cases when your concerns are HRIS-
related, refer to the local HRIS Technical assigned to your CU.

9 User Accounts
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http://www.mozilla.org/en-US/firefox/new/
http://www.apple.com/safari/
http://windows.microsoft.com/en-us/internet-explorer/download-ie
https://www.google.com/intl/en/chrome/browser/

User accounts are usually distributed by the HR personnel assigned to your unit. | f
account credentials, simply click the Log-In Assistance Option in the log-in page.
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i Forgot Password
Enter username and instruction on how to reset your password will be emailed to you.
0 Forgot Username
Enter the email address associated with your account and your username will be emailed to you.

1 eUP System Helpdesk
Contact no.: (02) 376-3100

e-mail: helpdesk@up.edu.ph

Definition of Terms

youor e

having troubl

Before you can fully utilize the features of the system, it will also help to remember that there may be terms and features in the
system that use different labels as opposed to the international standard terms. The table below shows the basic terms used in the
system and their counterparts used in UP operations outside of HRIS.

UP HRIS
Title Title

First Name First Name

Middle Name Middle Name

Surname Last Name
Name Suffix
Extension

Meaning
Ex. Dr.; Ms.; Prof.; Atty. etc

First Name of Employee
Middle Name of Employee
Last Name of Employee

Ex. I, II, Ill, Jr. Sr.
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Abbreviation
HRDO

HRIS

URL

CSC

HRD

Meaning
Human Resource
Development Office
Human Resource
Information System
Uniform Resource
Locator
Civil Service
Commission
Human Resource
Department

e

u



UP Number Employee
Number

Date of Birth Date of Birth

Place of Birth Place of Birth

Civil Status Marital Status
Sex Gender
E-mail Address Email
Address
Telephone Phone
Number Numbers

Address Type  Address Type

Residential Address
Address
Zip code Zip Code

Using Your HRIS Account
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Employee Number CU's

Date of Birth of Employee IS
Determine by Town/Province, Region and Country of

Birth

Civil status of employee

Gender of Employee

Valid address of the employee

Phone number of employee

Address Type of employee's address either Permanent
or Residential

Employee's address determine with Town/City, Region
and Country

Zip Code of employee's address

Your HRIS account contains your personal and employment-r el at ed i nf or mat i
imperative. Here are a few reminders:

1 Your credentials (username and password) are unique, but it can also be used to log-in to other information systems.

on

Constituent Units

Information System

hence,

protecting

1 Do not share your log-in credentials to anyone. Make sure to lock your computer or log out your account before leaving your
computer. The system may have an auto-log out option, but there may still be an instance in between that may allow other
people to view and use your profile.

1 Change your password regularly, and make sure you report any suspicious encounters in your account.
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UPDATE EDUCATION AND
QUALIFICATIONS
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UPDATE EDUCATION
AND QUALIFICATIONS

Step 1. Go to hris.up.edu.ph

Step 2. Enter your username
and password to log-in the
HR Information System.

Once you have pressed the
enter button of your
,“"" keyboard, or clicked the
Log in button located in
your log-in page, you will

o be directed to the HRIS
User Home Page.

Accessibility None

About this Page Privacy Statement Copyright (c} 2008, Oradie. All rights reserved
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Step 3. On the HRIS Main
University of the Philippines Menu on your left, select
the UP Employee Self-
Service folder, then click
Professional Details
Lot v aesoomson.— folder.

Enterprse Search IAI - [ Go | Search Resuks Dsphy Preference | Standard | w

Oracie Applications Home Page

= Request for

Worklst Under the Professional
S Details drop down list,

From Type Subject Sent~  Due select Education.

SYSADNIN HR e aca 1 ) ean f = 3 3 16-2ug-2015

SYSADMIN HR ange Spacal Informa as Dee o 2 3 an, Evelvn 14-Aug-2015

Johnson, Sarzh HR Save For Later (hange Specal Informetion & sve ate 28-Juk2015

Johnson, Sarah HR Save For Later (hangs Specal Inf 2t s saved for Gts 1S-Jun-2015

P S R T ST T o You will be directed to the

i ey A Rt Education and

Y TIP Workist Access - Specfy which users an view and act upon your notifications.

Qualifications page.

Logout Help Personaize Page

Aboutthis Page  Privacy Statement
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Step 4. Click the Add
Qualification button on the
Education and
Qualifications page.

Professional Details

E and Qu
=4 You will be directed to the
Employee Name Employee Number 1000 ' H
Organization Email Address Sup.edu.ph Business Group Unmiversity of the Philippines Add Quallflcatlon page
Use these pages to view, update, or add information about educational quaifications. Use the Other Professional Quaification page to enter nformation about other types of qualification.

onal qualfications s missing. Cick Add Quaification to supply this nformation. Use the Other Professional Qualification page to enter information about other types of qualification.

Title Start Date End Date Status School Update
No resukts found.
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Step 5. Fill out the fields on
Professional Details the Add Qualification page.

ortas ——— Among the Types of
- Qualification you can list

Cancel Save For Later Next

s e sk P o are Baccalaureate and
Organzation Emal Address S0 edu.ph Group  University of the Philippines ~
e e E e e e e e e e e Masterds Degrees,

Doctorates, Civil Service
Eligibility, PRC Exams, etc.

Click on the List of Values button next to the Schodl fieid to find 3 Ist of schools. If you can't find the schodl from the iist, enter $he name directly into the School fieid
— Schod

Attendance Start Date

Remember that fields with

- the asterisk (*) sign (ex.
Quatticaton School and Typare
ot [ required fields, hence,
PEESE e cannot be left blank in
e order to proceed with the
Akl ConpetionDute [~ _E] process.

Comertvaoe - Click the magnifying glass
button or drop down arrow
_Cance} | |_SevefForlater | | Mext | . .
Powe Logod Hep Porsonstce Foge beside the corresponding
— field to open the list of
values.

About fhis Page  Privacy Statement
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Fill out the Actual
Completion Date field by
clicking the Calendar icon
beside each text field.

G — — - -
9 |avgust  [=] [2015 =l ®

Sun Mon Tue Wed Thu

26 27 28 29 30 3

2
9
16
23
30

6
13 14 15
20

Cancel Save for Later Next

Employee Number 10000

@up.sduh s e o Set the month and the year,

lect the type of qualffication you want to enter from the ist, then enter detais below. You must abo enter detais for the school attended to study for the qualfiation. You
ification.
then select a day.

D find 2 kst of schools. If you can't find the school from the Ist, enter the name drectly nto the School field.
*School unwerstty of the Philppnes Diman,| @

Attendance Start Date =2
Attendance End Date

[ rut-Time

* Type Q

Saiact oy ecucatoral aaFGatons College Bachetrs Degree. Dgiors. Docorats Degree. MasersiLEI0MODOMDVM. Soxt Docorate Degree. Sost-Saccaiarsss Opoma. Pre-Sxcaasest Doora
Secondary Educaton, Vocamonsl/Trade Course.

]
Study Start Date =

(amle: 17-Asg-2015,

Actual Completion Date =
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i I Jave 1w Laver wean

Employee Name Employee Number 10000 Fill out the Status field

Business Group  University of the Philippines

Organation Emall Address o

Use th page to enter detals for an Educational qualfication, Select the type of qualfication you want to enter from the Ist, then enter detals below. You must ako enter datals for the school attended to study for the qualfication. You (0pt|0na|) by Se|ect|ng from

etails and other detais for this qualficaton, .
the list of values: Complete,
— Incomplete, or Ongoing.

Cick on the List of Values button next to the School field to find a st of schoolks. If you can't find the school from the list, enter the name directly nto the School field,
* School |unwersity of the Philppines Diman,| @

Attendance Start Date 3
Attendance End Date =

¥IFull-Time

" Type |Baccabureate, DVM, DOI| @

Select ov, aducatens! quatfcasons College/Bachalors Degree. Diploms, Doctorsts Degree. ManersLLAIO/MD/DOM/DVM. Dost Dociorats Degres. Pos Baccalareste Dipioma, Pre Baccalsrane Dolbora

Secondary Faucaton, VocavonalTrade Coursa
Tithe [
Study Start Date *‘]
examgie: 17 Aug-d

Actual Completion Date

Status v

Grade

Incorrplete

Ongoing

Context Value

Cancel Save for Later [ Next
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Professional Details

Add Qualification

Cancal Save For Later Next

Employee Name Errployee Number 10000
Organzation Email Address @up.edu.ph Busness Group University of the Philippines
Use this page to enter detais for an Educational qualfication. Select the type of gualfication you want to enter from the ist, then enter detals below. You must abo enter detals for the school attended to study for the qualfication. You
can optionaly enter subject detals and other detals for the qualficaton.
* Indicates required field

Cick on the List of Vakies button next to the School field to find 2 Ikt of schook. If you can't find the school from the Ist, enter the name directly nto the School fisld.
*School Unwerstty of the Philppnes Diman,| @

Attendance Start Date =2
Attendance End Date =]

@ Fut-Time

= Type ‘Baccalureate, DVM, DDf| @

Selact oy educatonal aaifcatons Collage Bachelors Degres. Dipioma. Docorat Dagres. MasersALB0YMODOMDYM. Soxt Docorate Dagres. Sost-Sacralaussss Dipioma. Pre-Saccaassse Dpoma,
Sacondary Education. Vocations!/Trads Course.

]

Study Start Date =

eamoks: 17-Aug-2015)

Artual Camnlatinn Nara ]
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Step 6. Once you have filled
out the fields in Add
Qualification page, click the
Next button.

You will be redirected to the
Education: Review page.
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Step 7. Click the Submit

Profciili e button after checking the
information.
Edwcation: Review Note that you can also opt to
Cancel | Page Save For Later Back jl Submit | H .
Employee Name Employee Number 100(!]‘ SeIeCt Other aCtlonS
" Organgzation Email ‘\ddrfs » ®up.edu.ph Busness Group University of the Philippines Cancel C“Cklng the Cancel
teview your changes and, f needed, attach supporting documents. . ..
© intcats Chargd e button will delete current activity.
Wi A prompt will appear asking you
Proposed to confirm the cancelation of
School University of the Philppnes Diiman HHT
R your act|V|t|¢s. ) o
- Click AYesodo if you
to completely cancel
Proposed the activity.
Type Baccalaureate, DVM, DDM and other first Higher Education Degrees _ CI | c k ﬁ N 0 0 t 0 g o
~ Additional Information :
to the previous page.
Attachments
Save for Later. This option
To help approvers understand the request, you can attach supporting documents, Images, or links to this action. . .
e will temp(_)rarlly store the
entries youobve made
~Approvars revisions/completion in the
e i T —— ; . — future. A prompt will appear
7 Show 1 Lumabas, Virgini HR People 1 Approver 0 after you click t he
(5 Add Adhoc Approver Latero button where
be asked to confirm the
 Comments to Approver. | option youbdbve chosen.

i OK o yaumwill be
redirected back to the Home
Page/Main Menu.

Cancel Printable Page Save For Later | Back Submit

Help Parsonalize Page
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Since the changes require the
Dot approval, attach electronic
copies of supporting
documents, as proof of
validity and references for

Education: Review

= bae | | Swvetoriater | ek | s || YOUT Manager or supervisor.
Employee Name Employee Number 10000
Organzation Email Address @up.edu.ph Busness Group University of the Philippines .
‘gvil—f?::zﬁfjgmd‘ f needed, attach supporting documents. C“Ck the Ad d button under
school the Additional Information 1
Attachments subsection.
Proposed
School University of the Philppines Diimen
Full-Time No . .
= You will be directed to the
A Add Attachment page.
Proposed
Type Baccalaureate, DVM, DDM and other first Higher Education Degrees
- Additional Information
Attachments
0 help approvers understand the request, you can attach supporting documents, images, or links to this action.
None | Add | l
- Approvers
Details Line No Approver Approver Type Order No Category Status Delete
3 Show 1 Lumabas, Virginia HR People 1 Approver i
() Add Adhoc Approver
- Comments to Approver

Cance} Printable Page Save For Later |  Back Submit

Logout Help Personalize Page
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Click the Browse button to
Professicite Betelts select and upload files from
your computer.

A Nawgatorv @ Favortes ¥

Add Attachment You may also upload other or
ot || s | v myltiple files by clicking the
Add Another button.

Add | Desktop Fie/ Text/ URL [»

Attach Summary Inf

Title
Description

Catagory Miscellaneous

Define Attachment
Type ® Fie |\ Browse... }Vo file selected.
URL
Text

Cancel | | Add Another | | Apply |

Home Logout Help Personalize Page

About ihis Page Privacy Statement
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After clicking the Submit

button, you will receive a

Confirmation message that

your request has been

submitted for your

Manager 6s approval
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