Information obligation of academic staff
concerning other employment or civil service employment

e The completed form is forwarded to the human resources office of the
faculty/constituent part using the HR portal through the employee profile.

e Inputting the information is similar to changing personal data — form Pkz21, which can
be found by clicking on the ‘Basic employee data’.
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e Thenclick on ‘Request for personal information change’.
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e Form Pkz21 - Request for personal information change
o click on‘New Requests’
o then‘New Document’
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o Fillinthe field ‘The change occurs from the date‘ — current date
o Attach the completed form using the button next to ‘Document 1’
o Save using the Save button
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o After saving the request, send it to the human resources office of the
faculty/constituent part by clicking on ‘Send request’.
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