Instructions for Faculty and Staff to Review and
Update Your Data in myGETS

By reviewing and updating your information in myGETS, it will be
updated in Jenzabar and automatically updated in the Office/Phone
Directory.

e Please visit the Human Resources section of myGETS and log in
(https://mygets.garrett.edu/ICS/)

e Select Administrative Services from the top menu bar

Select Human Resources from the left menu bar

e Then select “Employee Personal Info Update” from the left menu bar

1. The screen below will appear. Select “Employee Info Update” link.
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2. Then this page below will appear. After reading that page, select the “Next page” link in the
lower right-hand corner.

Garrett

Home Admissions Course Syllabi Student Moodle Student Services Administrative Services Help Campus Safety My Pages

You are here: Administrative Services > Human Resources > Employee Personal Info Update > Personal Info Update

Human Resources Employee Personal Info Update )

Welcome

S Employee Info Update

Faculty and Staff Benefits Introduction

Faculty and staff Non- “This form will allow for all institutional employees (faculty and staff) to update their personal information in the database as needed. The pre-populated information included here is based on
Traditional Benefits information currently in our atabase. Please review this form and add any information that is missing or correct any incorrect information.

Payroll and Requesting Sick or This information will be stored in the institutional database and shared with Human Resources.

Vacation Time
Holiddy Schedule A note about Public/Directory Information:

Swrial Misconduct Policy, The items listed below have traditionally been classified as public or directory information (i.e., the type of information historically included in campus directories). While some of this information has

Employee Personal Info Update been removed from publicly displayed directories, it could be included in an internal directory.
Student Worker Job Board - If you wish for this information to remain private, staff and administrators should notify the human resources manager and faculty should notify the administrator for academic affairs. The
— information will then be flagged as Private in the seminary database so that it is not distributed or included in directories.
Add a Page &
Items classified as public information

Context Manager ]

1. Name
Usage Statistics r 2. Name of spouse

3. Local address
Quick Links 4. Local telephone number

5. Primary e-mail address
My Pages v
Garrett Mail &
Garrett.edu 8
Styberg Library 8 View Table of Contents Next page:


https://mygets.garrett.edu/ICS/

3. You will then be able to review your personal and demographic data and make edits. Below
| have pictured only the top of the page and the bottom of the page. There are multiple

fields on this page for you to review and edit. When you get to the bottom of the page, you
then select the “Next page” link in the lower right-hand corner.
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4. Another page will appear for you to update your contact data. Below | have pictured only
the top of the page and the bottom of the page. There are multiple fields on this page for
you to review and edit. When you get to the bottom of the page, you then select the “Next
page” link in the lower right-hand corner. BE SURE YOUR OFFICE ROOM NUMBER AND
PHONE ARE CORRECT. THIS IS WHAT WILL APPEAR IN THE DIRECTORY.
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5. The following page will appear for you to review your updates and either go back to make
further edits, if needed, or if everything is accurate, then submit your update. Below | have
pictured only the top of the page and the bottom of the page. All of the data from the
following two screens will appear on this page for you to update. YOU MUST SELECT
“SUBMIT” IN ORDER FOR US TO RECEIVE YOUR UPDATE.

Garrett

Home Admissions Course Syllabi Student Moodle Student Services Administrative Services Help Campus Safety My Pages

You are here: Administrative Services » Human Resources > Emplayee Personal Info Update > Personal Info Update

Human Resources Employee Personal Info Update

Welcome

Einployes Handhiook Employee Info Update

Faculty and Staff Benefits ‘Faeview and Submit
. Please take a moment to review your responses. You can make changes by going back into the form via the provided links of the table of contents, If everything is satisfactory, submit the form using the submit

Faculty and Staff Non-Traditional [

putton at the bottom of the screen.

Benefits

Biographical Info

Payrall and Requesting Sick or
Vacation Time
Personal Information

Please note that Legal Name information is displayed for verification purposes only and cannot be updated via this form. If you find a error with this information or if your legal name has changed, please
Sexual Misconduct Policy notify Human Resources and your department administrator immediately.

Holiday Schedule

Employee Personal Info Update ) )
You will be required to provide decumentation of the correct or changed name in order for the information to be updated.

Student Worker Job Board -
Add a Page - ey s
Context Manager -]
Usage Statistics i 2Rt GliveniName: Erin
Quick Links 3.Middle Name/Initial:
My Pages v
4.Last/Family Name:
Garrett Mail 8 asHESmyRame Moore
T 8§ .
Garrett.edu 5.5uffix:
Styberg Library s
Office of the Registrar g 6.Preferred Name: i
Transcripts & Your name as you prefer to be addressed. This information is used to personalize internal messages.
Information Technology $
P 7.Last/Family Name at birth (if different from current Last/Family Name)
Help

Submit Your Form
If everything above is as you would like it, please submit your form using this button.




