
HR Action Step-by-Step Job Aide 

Work Contact Information has Changed 
 

1) Navigate to ESS, then click on the MSS tab  (ESS Link: https://enterprise.uams.edu/irj/portal) 

2) Click on the “HR Actions” link  

3) Click the “New” button 

4) Select “Work Contact Information has Changed” from the “Select Type of Transaction” menu 

5) In the “Work Contact Information has Changed” tab 

 
 Use the drop-down menu to select the “Type/Reason” 

 Enter the employee’s SAP number  

 Enter the date you are making the entry in the “Change Date” field   

NOTE – If the change should be effective any date other than the entry date, please 

send an email to AskHR@uams.edu and ask them to correct the record accordingly  

 Complete the form by entering the information being changed into the corresponding field 

 IMPOTANT NOTES 

1. If making a change in the “Work Schedule Section” the “Benefits Eligible” box MUST 

be checked if the change is being made for a benefits eligible employee, regardless 

of what the change is.  

2. If adding a work phone number in the “Dept. Contact Information” section you can 

add an extension by entering the phone number and extension with no dashes 

(example: 501-686-9999 extension 1234 should be entered as 50168699991234)    

3. If entering ANY data in the “Additional Information Section” you MUST fill out all 

applicable fields and check all applicable boxes, regardless of the information to be 

changed.  This is imperative! If this step is not followed, the previously applicable 
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indicators will NOT carry forward to the new record and will no longer be included 

on the employee’s current record in SAP.   

For example: If you are completing this action to indicate the employee has 

moved to a “Drug Testable Position” you will need to check the box applicable 

to the change.  BUT, if the employee is also a faculty member and in a 

background check position, you will need to complete those sections in 

addition to checking the “Drug Testable Position” box.  If you only check the 

“Drug Testable Position” box, that will be the only indicator on the employee’s 

record moving forward.  The employee will no longer show background check 

positon or as a member of faculty. 

6) In the “Approvers” tab 

 
 Add the appropriate approvers by clicking the “Add After” button 

i. Use the “Approver Personnel Number” search box to look up approvers by name 

 Select the appropriate departments using the radio buttons below the table 

 All work contact information change requests should have (at minimum) the following 

approval path: 

i. You -> Department Manager or Supervisor -> HR Records  

7) In the “Attachments” tab  

 



 Add the appropriate supporting documentation by clicking the “Add an Attachment” button 

 You may upload a file from your PC or add notes by using the radio button to select the 

“type” of attachment  

 Work contact information change requests do not require supporting documentation.  

However, it is recommended that you at least add a note stating why the change is being 

made.   

 NOTE: If you are directed by an HR representative to enter the action, provide written 

documentation of that directive as your supporting documentation 

 

8) Once you have completed all four tabs in the HR action, click on the “Save and Send” button 

 
 

9) You can review the status of the HR Action by clicking “All Workflows” on the main HR Action screen 

and using one of the search criteria 

 


