
 
EMPLOYEES UPDATE YOUR  

INFORMATION  IN HRIS!!! 
 

When: October 1st  to 31st  
 
What: Your Education, Certifications  
            and Competencies 
 
How: Go to SEA  - Career Management  

 My  Qualification 

Do you want to promote within the City 
of Dallas’ workforce? 

 
Do you want to know what positions 
are targeted as future employment 

opportunities? 
 

It is important that managers and 
supervisors know your current 
education and skill level, to help 
you reach those goals! 

DRAWING For 
 (2) $50American 

Express Gift Cards.   

BUSINESS NAME 

Career Management 

Step by Step Instructions: 
 

http://www.cod 
 Or 

http://www.dallascityhall.com 
 

Under Human Resources 

Keep Your Personal Information Current! 
 

Learn About New Career Opportunities! 
 

Discover Training Possibilities! 
 

Move Up The Career Ladder!!!! 
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Add New Certifications: If you would like to add Certifications, select the Add Qualification button.  The 
Qualification Detail: Adding Certification section will appear.  When you have completed your entry, select the 
Update button to save the item.  You may add another Certification by selecting the Add Qualification button 
again.  Otherwise, proceed to the next section (Step 6). 
 
 

 
 

 
Field Name Sample Data What It’s Used For… 

Qualification Class C Driver’s License Type of certification you have acquired through training 
courses and certification exams; select from drop down list

State/Province Texas Select the issuing state from the drop down list 

License Number 12345678 Number of the license/certification 

Acquired 07/15/03 Date certification was acquired 

Renewal 07/15/08 Date of next renewal; if a one-time certification, leave 
blank 

Renewal Cycle 5 Years Frequency of the renewal; select from drop down list.  If a 
one-time certification, leave blank 

Source External Where the certification came from; select from drop down 
list 

Company Sponsor No If the City of Dallas paid for you to acquire this 
certification, then select “Yes”; otherwise, select “No” 

Cost  If the answer to Company Sponsor is a “Yes,” what was 
the cost charged to the City; otherwise, leave blank 

Currency US Dollar Select US Dollar or leave blank 
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EDUCATION 
 
Step 6:  Education reflects the schooling you have had over the years.  Include all of the education levels you 
have attained. 
 
View/Update/Delete Existing Education: If you have Education recorded in HRIS, you will be able to view, 
update or delete the items that are related to your employee record.  Select the existing Education that you want 
to review/update/delete.  The details of the education item will be displayed.  You may update the information and 
then select the Update button to save.  You may also delete the item by selecting the Delete button. 
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Add New Education: If you would like to add Education, select the Add Qualification button.  The Qualification 
Detail: Adding Education section will appear.  When you have completed your entry, select the Update button 
to save the item.  You may add another Education by selecting the Add Qualification button again.  Otherwise, 
proceed to the next section (Step 7). 

 

 
 

Field Name Sample Data What It’s Used For… 
Degree Bachelor’s Education level you have acquired; select from drop down 

list. 

Subject Accounting The type of degree. Select from drop down list or leave 
blank if Degree = High School Diploma or GED 

GPA 4.0 Final Grade Point Average (GPA) or leave blank 

Institution Dallas Baptist University If the college/university is within the state of Texas, select 
the name from the drop down list; if you cannot find the 
Texas institution, select “Other Texas Institution”; if your 
degree is from a non-Texas institution, select “Non Texas 
Institution” 

Completion 06/01/1996 Date of completion or anticipated completion, if known 
(mm/dd/yyyy) 

In Process No If you are in the process of acquiring the education level, 
select “Yes”; otherwise, select “No” 

Company Sponsor No If the City of Dallas paid for you to acquire this education 
level, then select “Yes”; otherwise, select “No” 

 
FINAL STEP 
 
Step 7: Once you have completed entering your competencies, certifications, and/or education, exit from Career 
Management by selecting the Close windows button.  And then exit from SEA-HRIS. 
 

 


