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Human Resources 

Human Resources 

TThhee  KKeeyy  ttoo  YYoouurr  
IInnffoorrmmaattiioonn  

 
https://myhr.umsystem.edu 

 
myHR allows you to view: 

 
Current & Past Pay Information 

Benefits Enrollment & Coverage Info 
Vacation Time Balance 

Sick Time Balance 
Personal Time Balance 

Comp Time Balance 
 

myHR allows you to enter your 
own changes to: 

 
Highest Education Information 

Federal Tax Withholding 
Home Address 

Emergency Contact Information 
Direct Deposit Bank Information 

Phone Numbers 
Ethnicity 

Military Status 
 

https://myhr.umsystem.edu 

UURRLL  SSiittee  AAddddrreessss::  
https://myhr.umsystem.edu 

 

You can also navigate to myHR by visiting the 
UMKC HR homepage. 
 

You need to know your SSO/email User ID and 
Password.  This is the same log in and password 
used to access your e-mail.  In most cases it is a 
combination of your last name and first initial. 
 

TThhee  mmyyHHRR  LLoogg--oonn  SSccrreeeenn::  
 

Helpful Links: 
Welcome to myHR –  
A welcome statement from the Vice President’s Office 

 
myHR Training –  
Formal training documents & online training applications 
 
The Work Number – Verification of Employment/Income 
 

IT Help Desks –  
Link to technical resources 
 

Contact Us –  
Contact information for myHR Support 

 

 
 

226 AC     816.235.1621     www.umkc.edu/hr 

NNaavviiggaattiinngg  mmyyHHRR::  
OOnnccee  llooggggeedd  oonn  ttoo  mmyyHHRR,,  cclliicckk  oonn  ““SSeellff  SSeerrvviiccee””  
aatt  tthhee  lleefftt  ooff  tthhee  wweebbppaaggee  aanndd  ffoollllooww  tthhee  lliinnkkss  ttoo  
vviieeww  aanndd  cchhaannggee  aa  vvaarriieettyy  ooff  iinnffoorrmmaattiioonn  aabboouutt  
yyoouurrsseellff..     
 
Yellow buttons are important!  “Edit” or “Change” 
opens boxes for data entry.  “Submit” or “Save” 
finalizes or saves your entry. 
 

 
 

You have the ability to view and maintain certain 
information about yourself at any time.   
 
 
 

 
 

myHR gives you access to view and change specific 
information at any time. 
 

myHR provides a secure environment where you 
control personal information.  Paper forms are often 
passed through many hands.  Putting you in control 
reduces risk. 
 

UMKC is committed to environmental responsibility.  
Responsible recycling and reduction of paper helps 
everyone. 

 
 

Your UMKC SSO/email log in and your password.  
You enter information directly to the HR database.  
HR staff will only view as business needs arise. 
 

 
Certain changes require HR staff to take action in 
other areas.  As tools are enhanced, other updates 
will be activated.   
 

 
 

The State of Missouri does not recognize electronic 
submission of tax information.  To make changes to 
your Missouri State withholdings, please download 
the MO W-4 form accessible on through 
umkc.edu/hr and submit it to UMKC HR. 

What does this mean to me? 

How does this help me? 

What makes this site secure? 

Why can’t I change more information 
electronically? 

I can change my Federal tax 
withholding, but not Missouri.  Why? 



 
MMiissssoouurrii  TTaaxx  WWiitthhhhoollddiinngg  ((VViieeww  OOnnllyy))  
 

Self Service >  
           Payroll and Compensation >  
              Missouri W-4 Tax Information 

  

PPaaiidd  TTiimmee  OOffff  BBaallaanncceess  

CClliicckk  oonn  tthhee  ttaabbss  @@  tthhee  ttoopp  ttoo  vviieeww  eeaacchh  ccaatteeggoorryy..  
  

Self Service >  
           Payroll and Compensation >  

Leave Balances 
 

BBeenneeffiitt  EEnnrroollllmmeenntt    
New employees must enroll in benefit options 
through myHR Benefits Enrollment.  Current 
employees during open enrollment period sumbit 
changes using myHR.   Benefits Summary is 
available 24/7. 

Self Service >  
          Benefits >  

Benefits Summary 
 

  

RReeccrruuiittiinngg  AAccttiivviittiieess::    UUMMKKCC  iiss  lliivvee  wwiitthh  
eelleeccttrroonniicc  rreeccrruuiittiinngg..    CCuurrrreenntt  eemmppllooyyeeeess  mmuusstt  
aappppllyy  ffoorr  ootthheerr  ppoossiittiioonnss  tthhrroouugghh  mmyyHHRR..    YYoouu  ssaavvee  
yyoouurr  pprrooffiillee  aanndd  ccaann  mmaannaaggee  rreessuummeess  iinn  ““ee--
rreeccrruuiitt””.. 
  
 

mmyyHHRR  FFaavvoorriitteess::  
 

If you visit a myHR location frequently, try using 
myHR Favorites.  Click on “Add Favorites” when 
you have arrived at your final destination.  Name 
your own short cut by typing over the default 
description.  Your short cut then appears in your 
myHR Favorites menu. 
  
 

 

JJuusstt  aa  CClliicckk  AAwwaayy::  
  

AAddddrreesssseess  ((NNoott  CCaammppuuss)),,  PPhhoonnee  NNuummbbeerrss,,  
EEtthhnniicciittyy,,  GGeennddeerr,,  DDaattee  ooff  BBiirrtthh,,  OOrriiggiinnaall  
SSttaarrtt  DDaattee,,  CCiittiizzeennsshhiipp  SSttaattuuss  
Maintaining your phone and contact information 
here also updates UMKC Alert! information.  For 
your own safety, it is important you periodically 
review and update this and your emergency contact 
information. 
  

Self Service >  
          Personal Information >  

Personal Information Summary  
 

EEdduuccaattiioonn  IInnffoorrmmaattiioonn  
SSeennaattee  BBiillll  338899  rreeqquuiirreess  UUMMKKCC  ttoo  rreeppoorrtt  
iinnffoorrmmaattiioonn  rreellaatteedd  ttoo  eedduuccaattiioonn  aanndd  ddeeggrreeee..    YYoouu  
mmuusstt  mmaaiinnttaaiinn  tthhiiss  iinnffoorrmmaattiioonn  yyoouurrsseellff..  
  

Self Service >  
           Personal Information >  

Education Information 
 

RReelleeaassee  ooff  PPeerrssoonnaall  IInnffoorrmmaattiioonn  
IInn  aaccccoorrddaannccee  wwiitthh  ppoolliiccyy,,  HHRR  ddooeess  nnoott  ttyyppiiccaallllyy  
rreelleeaassee  ppeerrssoonnaall  hhoommee  iinnffoorrmmaattiioonn..    HHoowweevveerr,,  ttoo  
eennssuurree  yyoouurr  wwiisshheess,,  yyoouu  mmaayy  cchhoooossee  ttoo  rreessttrriicctt  tthhee  
rreelleeaassee  ooff  tthhaatt  iinnffoorrmmttiioonn  hheerree..  
  

Self Service >  
           Personal Information >  

UM Employee Data 
  
AAnniimmaall  RReesseeaarrcchh  IInnddiiccaattoorr,,  MMiilliittaarryy  SSeerrvviiccee  
SSttaattuuss  aanndd  DDiissaabblleedd  VVeetteerraann  DDeeccllaarraattiioonn  
  

Self Service >  
           Personal Information >  

UM Employee Data 
 

UUMMKKCC  DDooeess  NNoott  PPrriinntt  PPaayy  AAddvviicceess  
YYoouu  hhaavvee  aacccceessss  ttoo  vviieeww//pprriinntt  aannyy  ppaayy  aaddvviiccee,,  YYoouu  
hhaavvee  tthhee  aabbiilliittyy  ttoo  pprriinntt  aaddvviicceess  aass  nneeeeddeedd  tthhrroouugghh  
mmyyHHRR..  ((EEvveenn  iiff  yyoouu  uunncchheecckk  tthhee  bbooxx..))  
  

SSeellff  SSeerrvviiccee  >>    
                      PPeerrssoonnaall  IInnffoorrmmaattiioonn  >>  

UUMM  EEmmppllooyyeeee  DDaattaa    
 

PPaayycchheecckk  IInnffoorrmmaattiioonn  
RReevviieeww  yyoouurr  ppaayy  iinnffoorrmmaattiioonn  pprriioorr  ttoo  ppaayy  ddaayy..  
VViieeww  aanndd  pprriinntt  ccuurrrreenntt  aanndd  pprriioorr  ppaayy  cchheecckkss  hheerree..      

Self Service >  
          Payroll and Compensation >  

View Paycheck 
 

BBaannkkiinngg  IInnffoorrmmaattiioonn  ffoorr  DDiirreecctt  DDeeppoossiitt  

Self Service >  
          Payroll and Compensation >  

Direct Deposit 
  

RReeppoorrtt  HHoouurrss  WWoorrkkeedd  oorr  PPaaiidd  TTiimmee  OOffff  
Salaried employees officially eligible for 
University recognized paid time off and hourly paid 
employees who need to report hours worked use 
myHR.  

Self Service >  
          Time Reporting >  

Report Time> 
 Timesheet 

 

FFeeddeerraall  TTaaxx  WWiitthhhhoollddiinngg  ((WW--44))  
  

Self Service >  
           Payroll and Compensation >  

Federal W-4 Tax Information 
 

 
 


