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Step Action 
1 Navigate to www.https://hr.umb.edu/hr-direct. 
2 Select the "Log in to HR Direct Button". 
3 Enter your user id and password. 

 

 

 

 

Step Action 

4 

You should now see the Employee Self-Service screen. If your home screen is set to Manager Self-
Service, click the down arrow next to Manager Self-Service and change to Employee Self-Service. 
Select the “Personal Details” tile. 
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Step Action 
5 Select the "Sex/Gender Identity/Pronouns" tile. 
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Step Action 

6 
Click the arrow in the upper right portion of the screen to add/change your Sex, Gender Identity, or 
Pronoun. 

 

 

Step Action 

7 You will now see the screen to add/update the fields for “Sex,” “Pronoun,” and “Gender Identity.” 
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Step Action 

8 

Select the drop down arrow next to Sex and/or the magnifying glass next to Pronoun or Gender Identity 
for a list of available options (see below). Once you have selected the correct value, hit "Save" in the 
upper right corner. Your entry has now been saved in HR Direct Self-Service. 

 

Sex Available Options 
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Pronouns Available Options 
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Gender Identity Available Options 

 

 

  


