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MANAGING A PERSON IN THE UF PERSON HuB

The following instructions will walk you through how to manage a person to the UF PERSON Hub.

NAVIGATION
Login into myUFL and navigate to:

Nav Bar > Main Menu > Identity Access Management > Identity Management > Person Hub Ml

1. After navigating to a person’s page in the UF PERSON Hub, you can add or modify information in a number of
different categories. This simulation will walk you through some of the elements that you can modify and where

to find them. Click the Person Info menu item.

01/01/1990

Primary Department:

€Q Current Record : Joshua Tree
Person Info Affiliations
Display Name: Joshua Tree Primary Affiliation: Staff

IT - ENTERPRISE SYSTEMS

(14800000)

UFID : 69013988

Entitlements

Gatortink Eligible:

GatorLink : (2]
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Addresses

Phone Numbers

Personal Phone;

Business Phone

13535323535

Email Addresses

Personal Email
joshuatree@gmail.com

2. Person Info features a number of different demographic and personal information text fields including things like
Gender, Marital Status, and Country of Citizenship. For this guide, example information about Joshua Tree will

be entered.

Person Info

UFID : 69013988
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3. Click the Update button.
€ Q Current Record : Joshua Tree GatorLink : (2]

Person

° 01/01/1890
Summary

. Person Info

B

[}

= Prmary Afffation
Emai

E .
Addresse:

Y.  Phone Numbers Work Title

Analyst

n Emergency
Contact

5 Flag:

or

"

7o)

4. Click the Names menu item.

Person Info

Person Gender

Male

Summary

Marital Status

Single

Date of 8inh

01/01/1990
fr Addresses 01/01/1990

Current Record : Joshua Tree

GatorLink :

Success: Person Updated.
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5. Within the Names page you can modify elements of the Person’s Legal name and Display name. To switch from

Display Name to Legal Name, click the Legal box.

Current Record : Joshua Tree

UFID : 69013988

Display Name

Joshua Tree

Person
v P8 son
Summary v
Q@ Fesonin
First Name
B Names Joshua
[}
Last Name
#fr Tree
- Emai v
Addresses
] Ph bers
',  Phone Numbers
= Emergency
Contact
or

GatorLink :

Display Name

Joshua Tree

Legal

Joshua Tree

6. Click the Affiliations menu item.

UFID : 69013988

Current Record : Joshua Tree

Legal

Joshua Tree

Person

Summary v

Last Name
Tree

Emai v

Addresses

%, Phone Numbers

Emerg

Contact

GatorLink :

Display Name

Joshua Tree

Legal

Joshua Tree
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7. Currently Joshua Tree only has one Affiliation, that he is a TEAMS Employee. To add another Affiliation, click the

Plus button.

€Q

TEAMS Employee

IT - ENTERPRISE SYSTEMS (14800000)

Dept N

mmiddlyyyy

weonre | seser | reove

Current Record : Joshua Tree

UFID : 69013988

IT - ENTERPRISE SYSTEMS

GatorLink : o

TEAMS Employee

IT - ENTERPRISE SYSTEMS
(14800000)

8. Click the Affiliation Type dropdown.

Department (Name or UF Dept ID)

ESLES
mm/ddfyyyy

[ [ oo

€ Q Current Record : Joshua Tree
Add Affiliation
I Affiliation Type v I

UFID : 69013988

GatorLink : e

TEAMS Employee Vd

IT - ENTERPRISE SYSTEMS
(14800000)

9. In addition to being a TEAMS Employee, Joshua Tree is also an alumni of UF. Click the Alumni list item.
Please note: You can start typing the Affiliation name and suggestions will pop up that start with what you have
entered. This makes searching for your desired Affiliation faster and easier.

Add Affiliation
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10. Click the Department text entry field and REGISTRAR STUDENTS will be entered.

€Q Current Record : Joshua Tree

Add Affiliation

Afffiation Type
Alumni

Summary

Department (Name or UF Dept ID)

Zrd Dater

mm/ddlyyyy

UFID : 69013988

11. Click the Add button.

€Q Current Record : Joshua Tree

Add Affiliation

UFID : 69013988

GatorLink : (-]

TEAMS Employee 7

IT - ENTERPRISE SYSTEMS
(14800000)

12. Note the new card that has been added with the Affiliation information you entered. You can add as many
Affiliations as the person has.

K

Y, Phone Numbers

Emergency

Contact

[ PhotoLocations
9

€Q Current Record : Joshua Tree

Success: Affiliation Added.

Alumni

REGISTRAR STUDENTS (ST010000)

Dept Name.

frdtee
mmiddiyyyy

REGISTRAR STUDENTS

UFID : 69013988

Gatorlink :

)

Alumni

REGISTRAR STUDENTS
(ST010000)

TEAMS Employee

IT - ENTERPRISE SYSTEMS
(14800000)

/7
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13. Click the Show History button.

14. You will see all current and historical affiliations for this person.

195 - TEAMS Fll‘jxlfy(‘-(»

IT - ENTERPRISE SYSTEMS (14800000)

195 - TEAMS Employee

IT - ENTERPRISE SYSTEMS (14800000)

. w ¥ D
foy¢ m 1 180300 -
215 - Former Student /7

e

7-26 05:4¢ mmcdyyyy REGISTRAR STUDENTS (ST010000)
XptyY
N 208 - Alumni >
HtUpcat: (20

0 2 UF ONLINE STUDENT BODY (ST020000)
o | o ..

Type poat Qut (nd Late Updated Tmastang Updated By Sser
195- TEANIS Envployee IT-AT LF COVPUTING HELP DSK (14200300) 1) 2016051805:14:55978  201907360540:38591 20190726 (55321572 ADI2066C nitial Loed
225 UF Home Department IT - ENTERPRISE S7STEMS (14800000} A 2015407:26 055307 63 20190726 055321535 ADI20600 nitial Load
195 TEAMIS Evployee I7 - ENTERPRISE SYSTEMS (14300000 A 201607:26 054038 5% 20190726 055321478 ADA2050C nitial Load
223 Natwosk Manegad By IT - ENTERPRISE 3YSTEMS (14800000} A 201507.2515:34030 2019.07-25 16:350%.345 ntalLosd
244 Selt-Service User UF HRTRAINING (TRNGHRUF) u 01E060814:44:19142 20180907 2359:59. 20180510 173128107 ADI2050C nmug
244- Selt Senvice User UF HRTRAINING (TRNGHRUF) A 2016060814:44:19142 20180907 2359:39.C 20180608 14:4419.619  GTSXGGUS nitial Lo
220- CorsshentStafi IT-ATLF COVPUTING HELP DSK [14200300) U 2016051010:56740 2018:0519.0000:00.C 20180521 172140320 ADO20600 "m'l:°
15. Click the Addresses menu item.
€Q Current Record : Joshua Tree UFID: 6

e © )

& 3

K

-

[ +]

Success: Affiliation Added.

Alumni

REGISTRAR STUDENTS (ST010000)
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16. Here you can add a variety of addresses for the Person. Note the Address Type dropdown. Here you can select a
number of options, including but not limited to:
Street Address
Mailing Address
Legal Address
Business Address
For this example, we will enter Joshua Tree’s Street Address, which is the default option if one has not been added.

€ Q Current Record : Joshua Tree UFID : 69013988 GatorLink : o

Add Address

Address Line 1

Em:

=,

Lo city .
E

o

]

o Country

s United States of America

"

o]

o)

17. Click the Add button.

Add Address

Address Typs
Street Address Y

Address Line 1

1234 North Main Street

Sme

Anytown Florida X

Zip Code

32605

United States of America v
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18. Click the Identifiers menu item.

Add Address

. Person Address Type

*  Summary Mailing Address
o Person Int

B tam Address Line 1

Success: Address Added.

Street Address Vi

1234 North Main Street
Anytown, Florida
32605

19. This is where elements like the Person’s UFID and Social Security Number are kept. You can add more identifiers

by clicking the Plus button.

Current Record : Joshua Tree

69013988

ial Security Number

XXXXX9999

20. Click the Identifier Type dropdown to see what Identifier options you can add.

€Q

Add Identifier

Current Record : Joshua Tree

I \dentifier Type

v Ilden‘.\i»:-( Number
|

UFID : 69013988

G Affiliation:

GatorLink : ()

UFID y

69013988

Social Security Number Vi

XXXXX9999

Training and Organizational Development
Human Resources
University of Florida, Gainesville, FL 32611

Updated: October 25, 2019
Page 8 of 13



Training & Organizational
UF Development UF myUFL

Human Resources
UNIVERSITY of FLORIDA |dentity Management

21. Click the Email Addresses menu item

€ Q Current Record : Joshua Tree UFID : 69013988 GatorLink : e

Add I|dentifier UFID 7
b 69013988

v Identifier Number

Social Security Number /7

XXXXX9999

22. Joshua Tree currently only has a Personal Email address listed. You can add more Email addresses by clicking the

Plus button.

€ Q Current Record : Joshua Tree UFID : 69013988 GatorLink : )
Personal Email Personal Email
joshuatree@gmail.com joshuatree@gmail.com

23. Click the Email Address Usage Type dropdown to see what Email options you can add.

Current Record : Joshua Tree UFID : 69013988 GatorLink :

Personal Email 7

joshuatree@gmail.com

v | Email Address

9O )

Updated: October 25, 2019
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24. Click the Phone Numbers menu item.

€Q Current Record : Joshua Tree UFID : 69013988 GatorLink : e

Add Email Address Personal Email 7

joshuatree@gmail.com

v Email Address

Person

Summary

25. Joshua Tree currently only has a Personal Phone number listed. You can add more Phone numbers by clicking the
Plus button.

€« Q Current Record : Joshua Tree UFID : 69013988 GatorLink : o
Primary Personal Phone Primary Personal Phone
1353 532 3535 1353 532 3535

26. Click the Phone Number Usage Type dropdown to see what Phone Number options you can add.

Add Phone Number

I Phone Number Usage Type v I

Phone Number
v Area Code s

(o [oen
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27. Click the Flags menu item.

Current Record : Joshua Tree UFID : 69013988 GatorLink :

Add Phone Number Primary Personal Phone

SnzneNumber Ussge Type B 1353 532 3535

Phone Number
Area Code -

28. Here you can modify whether the Person’s information is Protected, Secured, or Published. In addition, this is
where you can modify whether the Person is deceased. Click the Relationships menu item.

€Q Current Record : Joshua Tree UFID : 69013988 GatorLink : e
Deceased Deceased
N N
i 3 A 2
ecure ’
N
Protected 7
[ e o N
=
. blished 7/
N

29. In the Relationship menu, you can mark whether the Person has any relatives in the UF system. Click the
Relationship Type dropdown to see what Relationship options you can add. Please note that if you are adding a
Relationship, you must have the relative’s UFID Number.

Current Record : Joshua Tree UFID : 69013988 GatorLink :

Add Relationship

Relationship Type
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30. Click the History menu item.

Add Relationship

v UFID of Related To

31. The History page allows you to review every change made to a Person’s

History

record. Click the Filter By dropdown.

€Q Current Record : Joshua Tree UFID : 69013988 GatorLink : o

32. For this example, click the Person list item.

History

33. Click the Date Range box.

Current Record : Joshua Tree UFID : 69013988

History

GatorLink :

o 3:51:975 - 08/13/2018 10:46:51.975
B Names
(o] Affiliations

. S S
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34. You can select any Date Range that you would like to review. Click the All Dates list item.

35. Click the Go button.

History
Fiter By
Person
Person
.
- Summary

History

Fiter By
Person

Date Range

019 10:46:51:975 - 0J5/13/2019 10:46:51:975

Current Record : Joshua Tree

-08/13/2020 10:46:51:871

UFID : 69013988

GatorLink :

36. The results that appear show all of the changes that were made in the Person Info menu. It lists who made changes
and when they made them.

LI = O

¢

€Q Current Record : Joshua Tree UFID : 69013988 GatorLink :
History
1-08/13/2020 10:46:51:871

e o New Usésted Trmeztams e Source
Person MaritalStatus 2019-08-13 10:40:15.547 mdmadmin MOM
Persan Gender M 20100813 10:39:36.017 mdmadmin MM
Persan WorkTitle T Analyst 20100813 10:39:36.017 mdmadmin MM
Person BirthDate 1990-01-0100:00:00.0 20190813 10:35:11.124 mdmadmin MM
Person 14800000 2019-08-131035:11.124 mdmadmin MOM
Person PrimaryDeptType 1000002 2019-08-1310:35:11.124 mdmadmin MOM
Persan PrimaryAfiiation T 20190813 10:35:11.124 mdmadmin MM
Person NetworkManagedBy U 20190813 1035:11.124 mdmadmin MM
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