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How to Sign on to HRIS 

 

Use the following URL to sign on to HRIS:  http://hrweb.itcs.northwestern.edu.  

 

Step Action 

1.   Open your browser  

2.  Type http://hrweb.itcs.northwestern.edu into your browser 

3.  Save the HRIS URL as a Favorite Item in the browser.  To do this, Click Favorites 

from the browser tool bar.  Click Add to Favorites and then click OK. 

4.  Decide whether you want to access the PROD database or the REPT database. 

Click the HR 8.9 Production Database link to access PROD and click the HR 8.9 

Reporting Database link to access REPT. 

 

 

 
 

 

 

 

 

 

 

 

http://hrweb.itcs.northwestern.edu/
http://hrweb.itcs.northwestern.edu/
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Step Action 

5.  Then your User ID and Password.  The User ID and Password fields are case-sensitive. 

6.  Click the yellow Sign In button 

 

 

 

 
 

Step Action 

7.   This is the HRIS Home Page. 
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Navigation in HRIS 8.9 

 

This lesson demonstrates how to navigate the HRIS database. This lesson will also provide users 

will helpful tips that can be applied as a user becomes acclimated with the HRIS system. 

 

Step Action 

8.   This is the HRIS Home page.  

 

 
 

 

Step Action 

9.  This is the HRIS Universal Header. It will appear in the header of every HRIS 

page and provides links to commonly used HRIS features.  

10.   There are five features available through the HRIS Header.  

 

- By clicking the Home link, users can navigate to the HRIS Home page.  

- Worklist is available for deployed users and provides a quick link to tasks on a 

userôs worklist. 

- Users have the ability to bookmark frequently used panels by utilizing the Add 

to Favorites link.  

- Clicking the Sign Out link signs the users out of HRIS.  

- The Help link will bring up content sensitive computer based training.  
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Using the Navigation Path: 
 

Step Action 

11.   This is the Navigation Path. Users will use this path to navigate throughout the 

system and is sometimes referred to as a "breadcrumb".  

12.   The Navigation Path contains a hierarchy of folders. Users navigate through the 

system by expanding and collapsing these folders.  Each folder has additional 

folders and panels contained within it.  

13.   A triangle indicates the link is a folder and a minus sign indicates the link is a 

panel. 

14.   To expand a folder click on the link.  

 

   

 

Step Action 

15.   The "Workforce Administration" folder is expanded. You are able to see the 

folder's contents; Personal Information and Job Information. 

16.  Notice the background color of the navigation path: 

 -  Once the Workforce Administration link was clicked, the area surrounding the 

    folder and its contents turned to white.  

-   Anything outside the Workforce Administration folder still has a blue 

background.  

-   This allows the user to easily see the folders and panels contained within the 

     selected folder. 

17.  You can also tell that the Workforce Administration folder is expanded by looking 

at the arrow to the left of the link. When the folder is expanded, the arrow will 

point down. Also notice the selected folder's name will have a dark blue 

background. 
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What Happens in the Navigation Window? 

 

Step Action 

18.   Once a folder is selected from the Navigation Path, the Navigation Window 

simultaneously expands.   

19.   The Navigation Window allows the user to view/select items contained in each 

folder. The user can access the desired panel by clicking on the appropriate link.  

20.   Click the Job Information  link.    

 

 
 

  Using the Navigation Window: 

 

Step Action 

21.  The Job Information  folder is selected.  The folderôs contents are arranged in a 

graphical format on the page. 

22.  The selected folder name is displayed in the light blue bar on the Navigation Window. 

23.  The navigation breadcrumb is displayed in the dark blue bar on the Navigation 

Window. This is another way users can determine where they are in HRIS. 

24.  A brief description is provided under each folder/panel. 
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Step Action 

25.   To use the Job Data panel, click the Job Data link.  

26.   The best way to look someone up in HRIS is by EmplID. Enter the EmplID if you 

know it and click Search. 

27.   Or type the name of the person you wish to look up and click Search. 

The Name field is searches for individuals by First Name then Last Name. Type 

the person's name as follows: firstname (space) lastname.      Example: jane doe 

28.  Please notice that we are searching in the Name field with lower-case text.  The 

Case-sensitive check box controls whether the Name search field is case-sensitive 

or not.  . 

 

 

Hide the Navigation Path 

 

Step Action 

29.   Click the minus button at the top of the Navigation Path to hide the menu. 

30.   To unhide the Navigation Path, click on the following icon.    This will be 

found at the top left hand side of the page.   
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HRIS Search Fields and Search Results 

 

This lesson demonstrates how to use HRIS search fields and search results and provides helpful 

tips to utilizing these fields. 

 

Step Action 

1.   This is an Advanced Search. Most likely, the advanced search defaults when you 

view a panel. Users do have an option of utilizing a basic search. 

2.   Operators allow users to further refine searches. Most operators default to Begins 

With . How would a user utilize this "Begins With" operator? Let's say for 

example, we wanted to search for someone's whose last name we didn't know how 

to spell but knew it started with Par.  

3.   Type Par in the Last Name field. 

4.   Then click the Search button.    

 

 

 
 

Step Action 

1.   Anyone whoôs Last Name begins with "Par" populated into the Search Results 

table. 
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Utilizing Search Operators in HRIS 

 

Step Action 

2.   To select a different operator, click the dropdown and choose from the list. 

 

In most cases, Begins With, = (equal to), and Contains are the most useful 

operators to use.  
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Using Wildcards in HRIS: 

 

Step Action 

3.   Wildcards can also be used to expand search options. HRIS uses two types of 

wildcards: 

 

% will replace a string of characters 

_ will replace one character 

 

HRIS Search Results: 

 

Step Action 

4.   Each search column heading is a hyperlink. Users can sort search results by 

clicking on a column heading link. 

 

For example, we want to sort by employee id. Click the EmplID  link.   

Using the Name Search Field in HRIS 

 

Step Action 

5.   The Name field format is firstname lastname. Notice that users should use a space 

to separate the first and last name.  

firstname lastname            Example: william parker 

 

Note: It is very important to search with the above name format when using the 

Name search field or you receive inaccurate results. 

6.   Click the Search button. 

7.  The results populate in the Search Results table. 
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Step Action 

8.   Notice that the name field is not case-sensitive.  

9.   The Case Sensitive checkbox controls whether the Name search field is case-

sensitive or not. Click the checkbox if you would like the name search field to be 

case-sensitive. 

10.   To use the basic search, click the Basic Search link.   

 

Adding Panels to the My Favorites Folder 

 

Favorites allow you to create bookmarks for HRIS panels that you use frequently. This lesson 

explains how to add HRIS panels to the My Favorites list. 

 

Step Action 

1.   First, you must navigate to the panel you to save to the My Favorites folder. 

In this example, we will add the Personal Data panel to my favorites list. 
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Step Action 

2.   Once you have navigated to the desired panel, click the Add to Favorites link. 

 
 

 
 

Step Action 

3.   You have the ability enter a customized description/name when saving the panel 

to My Favorites. HRIS recommends that you keep the defaulted panel description 

when saving.  

 

Click the OK  button to continue adding the panel to the My Favorites List. 
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Step Action 

4.   To view and select the saved panels in the My Favorites list, click the My 

Favorites link.   

5.   As you can see, the Personal Data panel has been added to My Favorites list.  

To access the panel, click that particular link. 

6.   Added favorite panels will appear in alphabetical order under the My Favorites 

folder. However, users have the ability to customize the order by editing the My 

Favorites list. 

Editing the My Favorites Folder 

 

Users have the ability to edit the My Favorites folder. The My Favorites edit feature allows users 

to organize and customize the My Favorites folder.  This lesson will describe how to reorder and 

delete panels from the My Favorites folder. 

 

Step Action 

1.   Click the My Favorites link to view the panels that are saved in your My 

Favorites folder.  

2.   The My Favorites list order defaults to alpha-order according to panel name. 
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Step Action 

3.  Click the Edit Favorites link to edit your list. 

 

 

 
 

 

Step Action 

4.   Choose the order of how you would like the panels to appear in the My Favorites 

folder. Indicate the panel order by entering numbers into the Sequence Number 

field; 0 represents the panel will display first in the list, 1 will be second, 2 with be 

third, and so forth. 

5.   To delete a panel from the My Favorites list, click the yellow Delete button. 

 

6.   Click the Save button to save your customizations to the My Favorites list. 
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Job Summary Panel 

 

The Job Summary Panel is a snapshot of the employeeôs current employment.  The Job Summary 

panel allows HRIS users to view Northwestern University employees' status, position(s), job 

code, appointment begin and end dates and department.  

 

All HRIS users have access to the Job Summary Panel. This panel does not have security attached 

to it which means that a HRIS user may view all NU employees, whether or not they exist in your 

department.  

 

A user can also utilize the Job Summary panel when getting ready to hire someone. It is best to 

verify that the person is not already in the HRIS system.  If the person is found on the Job 

Summary panel in HRIS, the person should be treated as a rehire as opposed to a new hire.  

 

You may come across instances when there are two search results for one individual. The second 

entry is a link using a student ID (SES).  Choose the HRIS ID when given the choice of two 

entries.  Choose SES when itôs the only available option so duplicate ids are not created.  

Navigate to the Job Summary Panel 

 

Step Action 

1.   Click the Workforce Administration  link. 

 

2.   Click the Job Information  link. 

 

3.   Click the Job Summary link. 
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Search the Job Summary Panel 

 

Step Action 

4.   Type the person's name into the Name field.  Enter a person's name in the 

following format when using the Name field:    Lastname,Firstname   Example: 

Doe,Jane    

  

* Please note: The Job Summary panel and the Paycheck panel are one of the only 

two panels that you search lastname,firstname in the name field.  

5.   Click the Search button. 
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Job Summary Panel:  Nw Job Summ1 

 
 

Field  Field Description 

Status Status indicates whether the employee is active or inactive. 

Rec# 
Rec# stands for the employee's Record Number. The employee's Record Number 

differentiates among an individual's jobs.  

Position  
Position Number is an eight-digit number assigned to a new position by HRIS 

and which is the key identifier and locator for that position.  

Type 

Type stands for Position Type. The following position types are used in HRIS 

 

STF = Staff; FAC = Faculty; STU = Student; NON = Non-Employee 

Job Code 
Job Code is a six-digit number assigned by Compensation (or Provost) that 

identifies the Job Title. 

Description Description is the Job Title. This Job title corresponds to the Job Code. 

Effdt  
The effdt stands for the Effective Date. The effective date represents when the 

data goes into effect in the HRIS database. 

End Date 

The End Date is the last date of the appointment. The End Date is blank if the 

position/appointment is indefinitely reoccurring. Typically, end dates are used 

only for grant funded positions. 

Dept Dept field represents the six-digit department number that the person is assigned. 

Future 

Dated 

Rows 

A checkmark in the Future Date Rows box represents that there are future-dated 

rows for this employee in HRIS. (You can not view the future-dated rows from the 

Job Summary Panel). 
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Job Summary Panel:  Nw Job Summ2 

 

Field Field Description 

Job Begin 

Date 

The Job Begin Date is date the employee began that particular job/appointment. 

 

Appointment 

End Date 

This stands for Appointment End Date. It is used to record the projected last 

work date of the appointment. The Appointment end date must be less than or 

equal to the Position End Date.       

Benefits 

Eligible 

This field indicates whether an employee is benefit-eligible or not.  

A checkmark represents that the person is benefit-eligible.   

Paygroup 
Paygroup represents frequency of payment. The description of paygroup is also 

included on the page.  

Pct Full 

Time 

Pct Full Time is the amount of time (expressed as a percentage) spent by an 

employee in this job. For exempt staff, this is based on hours worked and for 

faculty is it based on workload.   

*For monthly benefit eligible employees: Percent Full time derives the FTE field 

used to determine oneôs benefit eligibility.  

 

Standard 

Hours 

Standard Hours are the number of hours worked in one week.  Please note: We 

only track standard hours for hourly employees.  

 

Total Ben 

Eligibility 

Pct 

Percentage that is derived by totaling the percent full time of each benefit-

eligible position held by an employee.   

 

Total % Full 

Time 

Percentage that is derived by totaling the percent full time of each position held 

by an employee, whether or not the position is benefit-eligible. 

 

Total 

Standard 

Hours 

Total Standard Hours is the sum of the Standard Hours. 

 




