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Human Resources (HR) Website Overview 

 

 
The HR website is a valuable resource for agency HR staff who possess an HR role within KHRIS. Contents 

include but are not limited to process documents, report instructions, newsletters, and calendars. The design and 

availability of content are largely driven by agency HR surveys and feedback as well as statistics that are pulled 

from web access/usage. Suggestions are always welcome and can be directed to StephanieL.Carpenter@ky.gov 

or may be submitted via Business Request.  

This document provides an overview of the HR website. 

Access 
The HR website is accessible through the Personnel Cabinet website by selecting Resources/HR Administrators.  

 

Once selected, a log on screen appears. Information is not confidential but is maintained separate from the 

Personnel Cabinet website and secure for HR staff, to avoid unnecessary confusion. 

 

Log in using your KHRIS credentials, and the HR website will appear. 

mailto:StephanieL.Carpenter@ky.gov
https://hr.personnel.ky.gov/_layouts/15/TFSBRWebForm/BusinessRequest.aspx?member=2
https://extranet.personnel.ky.gov/Pages/default.aspx


 

 

  

Website Terminology 
Welcome Screen or Landing Page: The main screen that appears upon logging in (above). 

Header: Space at the top of the welcome screen. Access if provided for searching and selecting content from 

within Services and Resources. Access is also provided to a number of HR Systems as well as the Benefit 

Members and Employees Portal (state employee website). 

 

Footer: Space at the bottom of the welcome screen. Access is provided to policies, Personnel Cabinet information 

as well as a number of “Help” items. Links are also available to Personnel Cabinet social media accounts. 

 



 

 

Help Items: Includes contact information for the Personnel Cabinet, *agencies, helpful information for HR 

systems which includes a link to submit a Business Request as well as a link to provide feedback. 

*Contact Agency HR Office/Agency HR Directory: HR Executives are responsible for providing updates to this 

listing which also supports a number of email distribution listings. It’s important this information remain update-

to-date so staff receive important information from the Personnel Cabinet and because it is accessible to 

employees via the state employee website. It includes the names of HR staff, program liaisons, as well as 

Personnel Cabinet consultants assigned to the agency. 

Drop-Down Options: Where green downward arrows are visible in the header, additional contents are available 

upon selection. 

 

Charm Blocks: The colorful boxes that fill the screen. There is one for each HR business area and/or system 

module. Most are also available as drop-down options under either Services or Resources. 

 

 

Quick Links: The links that appear within each of the Charm Blocks. These provide 1-click access to the most 

frequently used pages and documents. Where available, selecting View more will provide access to additional 

content within that category. 

 



 

 

Website Highlights 
The HR website contains more than 600 individual documents. All of which are subject to change at any time. A 

few key items include the following: 

Operations Calendar: Provides information pertaining to HR systems, 

including system outages (outlined in red) and other events vital to processing 

actions and payroll. It is updated as often as needed so it’s important it reference 

the version posted on the website. 

 

  

 

KY-HR: Policy & Procedure Publication: A monthly newsletter that provides 

important updates including policy and processing changes and reminders. 

Often includes time sensitive material so it’s important to review upon receipt. 

The page includes archived issued as well as an index of all content for at least 

the last ten years. Inclusion on appropriate email distribution list is necessary in 

order to receive this publication. 

Links are also included to access Personnel Memos and other Personnel media 

on the Personnel Cabinet website. 
 



 

 

 

 Reporting: A number of standard reports are available to staff 

possessing an HR role. Listings are broken out by business area and 

are accessible from either their own business page or charm block 

or under Resources/Reporting.  

Each listing provides: 

 Name of report 

 Transaction code with link to instructions on how to 

properly run report  

 Description 

 List of fields/data that is provided with report. 

 

In event that a report isn’t available with needed information, HR 

Executive can submit a Business Request to discuss potential for 

creating a custom report 

 

 

 



 

 

Business Requests: Also available at the bottom of most all pages, the link to submit 

a Business Request is found within the Request Assistance charm block.  

 

This process was developed to provide agencies a consistent method for requesting 

assistance and to allow the Personnel Cabinet’s Department of Human Resource 

Administration the ability to manage and document those requests efficiently. 

Detailed instructions are available HERE. 

 

 

https://hr.personnel.ky.gov/Documents/BusinessRequestProcessInstructionsAGY.pdf

