eProfile: Education The University of Akron

eProfile: View/Modify Education

This document provides an overview of updating education using the self service

function available via ZipLine, The Universi
application enables employees to view their current information and make updates as

needed.

There is a tutorial which accompanies this document. Please visit the Software Training
Services web site for a complete list of tutorials.

Important Tips to Remember when working in ZipLine

V You will be logged out automatically after 20 minutes of
inactivity

V Cookies must be enabled on your browserlf you need to enable

cookies, please visit the following website:
http://www.uakron.edu/its/learning/training/IEBasics.php

V If you experience difficulty in logging in and you havecookies
enabled, clear the cache on your computer. For instructions on

clearing cache, please visit the following website:
http://www.uakron.edu/its/learning/training/IEBasics.php

V ALWAYS log out of the portal by clicking on theSign Outlink -
clicking the X does not end your session

VAvoid using the b QEackstoenavfga;te\AEBlimc
in ZipLine. Always use the links available on the page to
navigate within ZipLine. Keep in mind, you may need to use the
scroll bar to view some of these links
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Notes on Updating Education Information

e The majority of the updates to personal information are real time T meaning they
take effect immediately upon hitting the Save button. Only the following
information is NOT immediately updated due to the requirement of appropriate
legal documentation which MU ST accompany the request:

o Name Change
0 Education (adding a degree)

e An email notification will be sent once the requested personal information has
been updatedfor the education change.

e The following legal documents are accepted for a change to education:
o Diploma (for degrees)
o Official Transcript
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Log in to ZipLine

. . eﬁack o —
Avoid using the b *=  ®naligateBaleik bu
ZipLine. This may resul t i sssage. Alwdyagee
the links available on the page to navigate within ZipLine. Keep in mind, you
may need to use the scroll bar to view some of these links.

1. Navigate to ZipLine. From the main page (http://www.uakron.edu) click the link for
Faculty/Staff. A link for ZipLine appears.

Log-In

SPRINGEBOARD EXCHANGE

ZIPLIMNE

NOTE: You may also enter the url http://zipline.uakron.edu directly into the address bar
of your browser.

2. Loginto ZipLine with your Uanet ID and password:

iy ZipLine 2.0

Login to
ZipLine

password:

Log Me In!

Help Center

Contact the Support Desk at 33072-6888 if you have forgotten your
UAnetID and/or password.
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You are
Paged t ab.
you to this tab (My Page).

now
I@ome hyplerlink fgom withie the portal will always return

l ogged in to the
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Risk Rating
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Services +
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Campus Services

Help Center

My Pagy Faculty/Staff Students [
Personalize Conf ec 14, 05 5:56 AM

Ccampus Announcements

What's New

° No articles currently available
Registrar's News

* No articles currently available

Wiew Entire Publicstion

School Services

il Webmail
Mail
WwebCT GREN

Seminars

University Search

@ web
O Faculty/Staff
O Sstudents

P ——— W\ e [come To ZipLine!

ZipLine is your Key to the UA Campus Community. ZipLine can connect you to all UA on-line applications including email, university news,
announcernents, registration, grades, even the weather. ZipLine is all the information you need, at your fingertips nowl

Use the "Personalize Content” link in the upper left to custorize the content of this page. Vou will find aptions to include links to your UA E-
rail and academic resources, news, weather and many rmore.

The "Personalize Layout” link will allow you to place your information in a twi- or three-column layout and control the contents of each
column. Be sure to use the Save button at the bottom to see your changes take effect.

We are committed to providing our students and faculty with the best on-line experience we can. In order to make this Your Portal, we need
your invalvernent. Please fill out the feedback surey with your suggestions for changes and additions you would like us to make. Tutorials
and infarmation on using ZipLine are available through Learning Technologies, Software Training.

Corning in October, Students and Faculty will have direct access to new self-service applications for Registration, Class Schedules, Grades,
etc. Watch for announcements concerning these changes in ZipLine's Campus Announcerments, Ziphail and E-mail Digest
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5. Notice the various options available under the My Profile h e a di ng

Service

S

bY

0.

Personalize > Content > Layout

\

H

N

Educator Services EERE|
Faculty Center
Review your clazs schedule infermation, view your clazs rosters and
enter grade informatien.

Employee Services B =

My Benefits

Review health, insurance, savings, and flexible spending accounts
plans in addition to dependent and beneficiary information.
Benefits Summary

Dependent/Beneficiary Info

Insurance Summary

Benefits Enroliment

» My Compensation

Access your online payszlip, direct deposit, and other deduction or
contribution information. Review your job, =alary, and compenzation
history.

Payroll Messages

View Paycheck

Voluntary Deductions

Direct Deposit

W-2MW-2c Consent

View W-2 Farms

\W-4 Tax Information

My Profile

Personal Information Summa
Home and Mailing Address
Fhone Mumbers

Email Addresses

Emergency Contacts

Marital Status

Mame Change

Education

Ethnic Groups

UA Directory Information 1

\<

und e
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View/Modify Education

Please note that changes to Education can only be made by using the following method:

e Cl i c KEducdtiano fil i nk f r o Rroflepage. mai n My

My Profile
Personal Information Summary
Home and Mailing Address
Phone Mumbers
Email Addresses
Emergency Contacts
[arital Status
[Mame Change

olps
LA Directory Infarmation
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1. The Education page is displayed.
2. To delete a degree, click the _Delet® [ putton.

3. To edit an existing degree, click the ————

NOTE: You must provide legal documentation of the new degree to Human
Resources. Legal documents accepted are: official transcript or degree.

Education

Joe Smith

Degree School

High School Graduate 010111967

Doctor of Philosophy 011011975

Add a Degree

Date Acquired
Bachelor of Science 011011971

Edt | Delete |
Edt | Delete |
Edt | Delete |
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4. To add degrees click the Add a Degree
page is displayed.

Education

button. The Education Detail

Education Detail

Joe Smith

Fill in the following information and click the save button. Mote: You will be required to provide
confirmation of the degree receiptto Human Resources in person at the Administrative
Senices Building (ASB) Room 130W or by or by campus mail to +4730. The following

documents are accepted: original diploma or official transcript confirming degree receipt

Action:
*Degree:

Major:

Country: UsA | Q

School:
Has this degree been completed? Mo

Date Acquired:

Save

* Required Field

Q
Q

a

W

E'.J (example: 12/31/2000)

a. Use the magnifying glass icon & to look up values for the Degree.
b. Enter part of the description (such as Associate) in the Description box and

click the Lookup | button.

c. Click either the Accomplishment or the Description to select the entry.

Lookup Degree

Accomplishment:

Description: Associate
Lookup |
Search Results
18 of &
A Associate
AMB Associate of Applied Business
AAS Associate of Applied Science
AA Associate of Ards
ABA Associate of Business Admin
AE Associate of Engineering
AS Associate of Science
AST Associate of Tech. Studies

N

NOTE: The search is case
sensitive so make sure to
enter the first letter in
uppercase.
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5. After specifying the Degree information the Education Details page returns.
Next, select the Major by using the magnifying glass icon & to look up values
for the Major.

Education
Education Detail

Joe Smith

Fill in the following information and click the save button. Note: You will be required to provide
confirmation of the degree receipt to Human Resources in person at the Administrative
Senvices Building (ASB) Room 130W or by or by campus mail to +4730. The following

documents are accepted: original diplorna or official transcript confirming degree receipt
Action:
“Degree: Associate Q
Major: @
Country: usa |Q

School: Q

Has this degree been completed? Mo i

Date Acquired: El (example: 12/31/2000)

Save

* Required Field

a. Use the magnifying glass icon & to look up values for the Major.
b. Enter part of the description (such as Computer) in the Description box and

click the Lookup | button.
c. Click either the Major Code or the Description to select the entry.

Lookup Major

Major Code:
Desu:riptio
[Lookup | [ Clear | | Cance ic Looku
NOTE: The search is case
Search Results sensitive so make sure to

1411 o 11 enter the first letter in

uppercase.

110101 Computer & Information Science
119999 Computer & Information Science

140901 Computer Engineering

150301 Computer Engineering Technlgy/

470104 Computer Installer & Repairer

150402 Computer Maintenance Technlagyl

110201 Computer Programming

110701 Computer Science

110501 Computer Systems Analysis
131321 Computer Teacher Education
430211 Computer Typography & Compos E
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6. After specifying the Major information the Education Details page returns. Next,
select the School by using the magnifying glass icon & to look up values for the
institution.

Education
Education Detail

Joe Smith

Fill in the following information and click the save button. Mote: You will be reguired to provide
confirmation of the degree receiptto Human Resources in person at the Administrative
Semnvices Building (ASB) Room 130W or by or by campus mail to +4730. The following

documents are accepted: original diploma or official transcript confirming degree receipt

Action:
*Degree: Associate aQ,
Major: Computer Pragramming '}
Country: Usa 3

School: @
Mo

Has this degree been completed? W

Date Acquired: E‘J (example: 12/31/2000)

Save

* Required Field

a. Use the magnifying glass icon & to look up values for the School.
b. For the best results enter part of the school name and the State abbreviation in

the lookup fields (such as Stark and OH) and click the Lookup | button.
c. Click either the School Code or the Description to select the entry.

Lookup School

Country: USA

School Code:

Descriptio

State:

Loakup Clear— | Cancel | Basic Lookup

Search Results

1ef1

School Code Description State

010881 Stark Technical College OH
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7. The Education Detail page returns with the school information. Indicate whether
or not the degree has been completed and specify the date the degree was
acquired.

8. Click the Save button to save and submit the information.
Education

Education Detail
Joe Smith

Fill in the following information and click the save button. Mote: You will be required to provide
confirmation of the degree receipt to Human Resources in person at the Administrative
Sernvices Building (ASB) Room 130W or by or by campus mail to +4730. The following

documents are accepted: original diploma or official transcript confirming degree receipt

Action:

*Degree: Associate Q
Major: Computer Programming QL
Country: USA |C
School: Stark Technical College Q
Has this degree been completed? No b
Date Acquired: B fexample: 12731:2000)

Save

* Required Field

9. The Confirmation page returns. Click the OK button.

You will only receive one email notifications regarding your request:
e An email will be sent when the update has been completed

Education
Save Confirmation

‘/ The Save was successful.

ok
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10. The Education page is displayed showing the request to add a new degree.

The degree will be added once confirmation of degree receipt is receive
in Human Resources.

Education

Joe Smith

DrE'Ef School Date ACUi red

Bachelor of Science 01/01H971 Edit | Delete |
High School Graduate 01011967 Edt | Delete |
Doctor of Philosophy 01/011975 Edit | Delete |

Add a Degree

Pending Transactions - to be reviewed by HR
Record Change

Code Date Submitted Issue Date School
110712008 1212002008 Associate Stark Technical College

For questions regarding Personal Information updates:
Staff, Faculty, Contract Professionals and Graduate Assistants call 330-972-7096
or e-mail Human Resources at: UnivOfAkronHRIS@uakron.edu
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