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Mr. Scrappy Owl Il
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App Center

Email

Operations

sowl@kennesaw.edu

(® Sign Out & Dashboard

Search
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(470) 578-7000 1200 Chastain Pointe - 100 [£)
Floor 1> 101U €)

Home Department

OPS Campus Operations

Mail Drop
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Location

Who can update

How?

- campus

Employee

Request via KSU Facilities Portal

- building

Employee

Request via KSU Facilities Portal

- room#

Employee

Request via KSU Facilities Portal

Maildrop

Manager

Request via Manage-IT

- Legal Name

Employee via
Human Resources

OneUSG > Employee Self Service > Personal Details > View Names > Update Name
(Note: will require submission of government documents with new name)

- Prefix

Employee

OneUSG > Employee Self Service > Personal Details > View Names > Update Name

- Suffix

Employee via
Human Resources

OneUSG > Employee Self Service > Personal Details > View Names > Update Name
(Note: will require submission of government documents with new name)

Title

Manager

Manager must request position updates or changes via Faculty Affairs (for faculty) or
HRBPs (for staff)

Home Department

Manager

Manager must request position updates or changes via Faculty Affairs (for faculty) or
HRBPs (for staff)

Contact Faculty Affairs

Submit a ServiceNow ticket

Employee

OneUSG >Personal Information > Contact Details

Hierarchy of Depts

Manager

Manager must request Org Structure updates or changes via Faculty Affairs (for
academic units) or HRBPs (for administrative units)

Hierarchy of People

Manager via
Human Resources

OneUSG > Manager Self Service > My Team > Related Actions (...) > Job and Personal
Information > Submit Reporting Change Request
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