
Update Education (Degrees) 
Employee Self Service/HRIS 

 
1) Open browser . . . Internet Explorer  

 

 
 

2) Go to . . .  http://www.as.ksu.edu/HRIS/ 
 

 
 

3) Enter your KSU eID and password.Select "Sign In." 
 

 
 
 

Important: 
After viewing/updating Education data, select 

 "Sign Out" before closing browser . . . Internet Explorer. 
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Employee Self Service:  Update Education (Degrees): 
 
Purpose: 
 

 Provides employees with the opportunity to view and update their 
education information online. 

 
 Education information needs to be maintained for all non-student 
employees for reporting functions. 

 
 The Education page should include all degrees earned; however, 
    if only the highest degree is recorded that is acceptable. 
 

  
4)  Access the Self-Service Education page: 
 
 Employee Self Service > Training and Development > 
Education 
 
 

 
 
 

After selecting "Education" component -- Education page will appear. 



 

 
  

3

Employee Self Service:  Update Education (Degrees): 
 
The Education page will appear.   
 
When a degree is not present, the Education page will appear as the 
example below.  Advance to Step 5a (page 4) to add a degree. 
 
 

 
 
 

* * * * * * * *  
 
 

When one or more degrees are present, the page will appear as the 
example below.  Three options exist:  A) add a degree, B) edit or C) 
delete a degree.  Advance to Step 5a (page 4) to add a degree. 
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Employee Self Service:  Update Education (Degrees): 
 
5a) To add a degree, select the Add a Degree push button.   
 

 
 

 The  Education Detail page will appear.   
 
 A valid degree code may be typed in the Degree edit box.  Or, 
 the magnifying glass icon may be selected.  If the icon is 
 selected, the Lookup Degree page appears.  To display a complete 
 list of valid degree values, select the "Lookup" button.  
 Select degree by clicking on the appropriate degree  code or 
 description. 
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Employee Self Service:  Update Education (Degrees): 
 
Continue to enter appropriate information (i.e., Major, School, Has this 
degree been Completed?, and Date Acquired) and select Save. 
 

 

 
 
 
 
5b) To Edit a degree, select the Edit push button.   
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Employee Self Service:  Update Education (Degrees): 
 
The Education Detail page will appear.  Change appropriate information 
and select Save. 
 

 
 
 
 
5c) To Delete a degree, select the Delete push button.   
 

 
 
The Delete Confirmation page will appear.  Select Yes-Delete or No - 
Do Not Delete. 
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Employee Self Service:  Update Education (Degrees): 
 

If you have questions regarding your education information,  
please contact your department personnel specialist. 

 
 

When you are finished viewing or 
updating education information, 

don't forget to select  

Sign Out 
before closing the browser. 

 
 

 

 


