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1.11  HESA Personal Details 

HESA details will only need to be completed for employees of the University who are 
deemed to be HESA returnable.  The source of this information is part 3 of the Certificate 
of Acceptance CHRIS/20 form. 

1. Use the search facility to locate the person whose address details you wish to 
maintain or, if already working with the correct record, use the navigation trail 
to return to the people menu. 

2. Select HESA Personal details, HESA Personal Details 

 
3. The HESA Personal Details screen will be displayed 

 

 
4. Edit the details as required.  For detailed instructions on completing HESA 

Personal Details see the HESA Fields Reference Guide. 

5. Click the  button. 
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