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Adding a Person Profile
• Please reference the HCM User Guide (starting on page 34) 

on how to add a Person Profile page for a new hire

• Navigation: Main Menu > Workforce Development > Profile 
Management > Profiles > Person Profiles 

• HCM User Guide includes instructions for adding New 
Probation, Veteran Disability data, and Severe Disability data 
(pages 35-40).
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https://dpm.wi.gov/Documents/JobAids/HCM/HCM_User_Guide_18-01.pdf#page=34
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Profile Items Created Via Job 
Applications by Employee

• The following profile items should read over to the Person 
Profile after an applicant is hired for a position:

 Licenses and Certifications

Degrees

 Language Skills

• If the applicant submits information for the above items as a 
part of their application, this should appear in the Person 
Profile after a hire is made and the Manage Hires process is 
completed.
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Profile Items Created Via Job 
Applications by Employee
Sections of the job application:
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Profile Items Created Via Job 
Applications by Employee
Job application sections where applicants provide information 
about licenses/certifications and language skills:
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Person Profile View of Licenses/
Certifications
Entering license/certification information in Person Profile:
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Maintenance of License/
Certification Documents
• License/certification documents are not required to be 

maintained in the P-File

• The official records of licenses are maintained typically by 
agencies such as DSPS, DPI or the WI State Bar

• Most important to make sure all licenses/certifications are 
entered and kept up to date in Person Profile

• If you prefer to upload these documents into the P-File, they 
should be stored in the ‘All other material concerning an 
employee’ section of the P-File

• If a license is renewed often (e.g. every year), we don’t 
recommend uploading into P-File because it’s too 
cumbersome to maintain
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https://license.wi.gov/s/license-lookup
https://dpi.wi.gov/licensing/license-lookup
https://www.wisbar.org/Pages/BasicLawyerSearch.aspx
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Person Profile View of Language Skills
Entering language information in Person Profile:

8



Click to edit Master title style

9

Profile Items Created Via Job Applications by Employee
Job application section where applicants provide information 
about degrees:
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Person Profile View of Degrees
Entering degrees in Person Profile:
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Important Reminders Re:  
Employees Who Apply for Jobs

• If applying via ESS (current employees), application doesn’t 
ask self-identification questions such as veteran status, 
disability, etc.  Employees need to update this on the ESS 
Demographic Information page

• Self identification questions are only included in job 
application for external applicants

• Encourage employees to check their personal information that 
is saved in their application every time they apply for jobs, this 
includes their info. about degrees, language skills, etc. to 
ensure it is still accurate
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Profile Items Updated by Employee 
in ESS

• The following profile items are updated by the 
employee through ESS > My Information > 
Demographic Information:

• Veteran Disability
• Veteran Spouse Disability
• Severe Disability
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Person Profile View of Veteran/
Disability Items
Entering Veteran/Disability items in Person 
Profile

13



Click to edit Master title style

14

Important Reminder Re:  Entering 
Severe Disability

• If entering a Severe Disability, the disability 
flag also needs to be checked in Main Menu > 
Workforce Administration > Personal 
Information > Disability > Disabilities before 
inputting information about Severe Disability in 
Person Profile

• Reference the HCM User Guide (page 38) for 
instructions on how to check/update the 
disability flag
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https://dpm.wi.gov/Documents/JobAids/HCM/HCM_User_Guide_18-01.pdf#page=34


Click to edit Master title style

15

Demo  

Entering Veteran/Disability 
Items in Person Profile
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Profile Items Created by HR Staff

The following profile items are created by HR Staff 
for each applicable instance:
Employment Requirements (Exam and 

Assessments, Background Check)
Employee Status (Probation, Restoration and 

At-Risk Status, Red Circle Indicator)
Non-Compete/Exceptional Appt (VNCA)
Internship
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Person Profile View of Employment
Requirements
Entering Employment Requirements in Person 
Profile
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Person Profile View of Employee 
Status (Probation)
Entering Employee Status (Probation) items in 
Person Profile
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Important Reminders Re: Entering
Probation
• If probation is changing (e.g. extending probation, did not 

complete probation, etc.), do not change the effective date of 
probation.

• The effective date of probation always remains the same, only 
the Probation End Date can change.
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Demo  

Entering Probation 
in Person Profile
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Person Profile View of Employee 
Status (Red Circle Indicator)
Entering Employee Status (Red Circle Indicator) 
in Person Profile
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Person Profile View of 
Non-Compete/Exceptional Appt

Entering Non-Compete/Exceptional Appt (VNCA) 
in Person Profile
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Demo  

Entering Non-Compete/Exceptional 
Appt (VNCA) in Person Profile
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Person Profile View of Internship

Entering Internship in Person Profile
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Demo  

Entering Internship in Person Profile
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Associated Queries
• Please reference the HCM User Guide (pages 308-309) for 

queries that are associated with Person Profile items.

• Keep in mind:  for fields that are not required, you may still 
want to enter information into them if you would want to see 
the data in a query
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https://dpm.wi.gov/Documents/JobAids/HCM/HCM_User_Guide_18-01.pdf#page=307
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Thank You!
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