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INTRODUCTION TO THIS DOCUMENT

What’s in this guide?

MSP (Management Systems Portal) users fall into two categories:

· Those users that access MSP for self-service purposes only (to view and update their own personal HR and Payroll information)

· Those users that access MSP for both self-service and administrative purposes (HRMS, FMS, Budget, etc.)

You are reading this document because you fall into category #2 above.  If you are a ‘Self-Service Only’ user (category #1 above), please read the Self-Service Sign-on Guide.  For an overview of Self-Service features, please see the Self-Service Overview.  

Who do you contact for more information?

Please contact the HRMS help desk at the following email address: hrms.help@ubc.ca
Your questions will be answered promptly.

Using MSP and Self-Service
Basic Sign-On Process
You may access MSP applications (administrative, self-service) using either of the 2 sign-on methods:
· Direct hyperlink – http://www.msp.ubc.ca

· My.UBC
– http://my.ubc.ca
* For more information on setting up My.UBC access and adding the MSP channel, please see the http://data.my.ubc.ca/prod/uportal2_help/index2.html.
The first time you access self-service features, a special warning screen appears asking if you are sure you want to permanently attach your CWL ID to self-service (only one CWL ID can access self-service).  In the example below, we use the CWL ID ‘vpstest2’:
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If you click the ‘Yes’ radio button and then click on ‘Continue’, the following will happen:

· vpstest2 will be used to access both the MSP and self-service portals.
· You will not see the Confirmation screen again.  You get one chance to choose your CWL ID for self-service.
Once you have signed on to MSP using one of the links above, a menu appears asking whether you want the Management Systems Portal, or the Self-Service Portal.  The menu will look like this:
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Click on the appropriate radio button.  If you select the first radio button you will be taken to the Management Systems Portal where you can access HRMS, FMS, Budget, etc.  If you select the second radio button you will be taken to the Self-Service Portal to access self-service features. 
Accessing Self-Service Using a Second CWL ID
You may have more than one CWL ID, or you may decide to continue using an existing CWL ID for traditional MSP access, but create a second CWL ID for self-service.  
· If you don’t already have a second CWL ID, then create a new CWL ID.
· Using the normal CWL sign-on process, sign on using your second CWL ID

· Since your second CWL ID does not have MSP access, you will not see the menu asking which portal you want to go to
· As per the example in the previous section, you will see a screen asking if this is the CWL ID you want to use with self-service.  Click on ‘Yes’ and ‘Continue.
· Any future sign-ons with your second CWL ID will take you directly into the self-service features.

· If you sign on with your first CWL ID, you will still be asked which portal you want to go to.  However, if you attempt to go to self-service with this ID, you will get an error.

Note:  Regardless of which CWL ID you associate with Self-Service, only one CWL ID can access CWL.  All attempts to use any other CWL ID with self-service, existing or future, will fail.










































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































