A change was implemented the first of March regarding access to Address Book Numbers for Employees.  Prior to this change,  access to Employee Address book numbers/names was restricted by security business units.  By using the HR Security Business Unit ranges -- a user (Accounting, Procurement and/or HR Payroll) could only see Employee Address Book Number within their authorized range of HR Security Business Units for THEIR home agency.

With the implementation of this new change, NOW, anyone, with access to NIS, may use the Visual Assist to access ALL Address Book Numbers in the System, including Employees (current and terminated - Search Types E and X).  

This includes employees outside of your home agency.

What changed?

Primarily - the change has been broken down into 2 views that will affect either HR Staff or Accounting/Purchasing staff....

1)  HR Payroll staff - 


a. You will still be able to see all of your home agency employee information (this includes ssn, home address, city, state, etc)


b.  You will now be able to see other agency employees BUT you will not be allowed to view that employee's ssn, home address, city, state, etc. (See Screen Shot 1 & 1a)


c.  There has been change to how you now must access a listing of your agency employees that includes having the address & phone displayed - this explained with several screen shots below.  (See Screen Shot 2, 2a, & 2b)

2)  Accounting and/or Purchasing staff


a.  If you currently have Address Book Functional Matrix Coding of "at least" an AB10, you will be able to see all State employee address book records, BUT you will not be allowed to view that employee's ssn, home address, city, state, etc. (See Screen Shot 1 & 1a)

What does this mean to you?

1)  If you have responsibility for HR functions, there is no change that you need make.

2)  If you have responsibility for Accounting functions (with no HR duties) AND you process employee expense reimbursement documents you will need to request - through your Agency's Security Administrator - to also be coded with HR-10 security access.  This will allow you to see the home address, ssn, etc of those employee's w/in your home agency.

3)  If you have responsibility for Purchasing functions (with no HR duties) you will be able to see E address book records to populate the order header screen Buyer field.
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Screen Shot 1a
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For NIS Users with HR Functionality, this also affects how they can access a list of all their employees with Address & Phone numbers displayed.  

Instead of going to Employee Information, on the Employee Maintenance menu, and check-marking Display Address & Phone Number, they will need to select Employee Address Book Revisions, on the Employee Maintenance menu (see screen shot below with the menu display) and check mark Display Address and Display Phone.
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Screen Shot 2a -- This displays when you go to Employee Information, with a check-mark on Display Phone, Display Address.
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Screen Shot 2b -- This displays when you go to Employee Address Book Revisions, with a check-mark on Display Phone, Display Address.

[image: image5.png]Employee Address Book Revisions - Work With Addr:

Alpha Narme

Search Tye

 Display Phone
¥ Display Address

|

1634 CHEYENNE ST





