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Step Action 
Every year, Employees must certify whether or not they are engaged in any type of outside 
employment.  
 
Note: Current military duty (reserve or active) is not processed as outside employment and does not 
need to be declared. 

1.  
Navigate to: NavBar > Navigator > Human Resources (HCM) > Self Service > Outside 
Employment > Outside Employment Declaration. 

2.  

• Select Add a New Value. 
• Enter current year in Calendar Year field. 
• Select Add. 
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3.  

If the Employee is NOT engaged in any type of outside employment: 

• Select I am NOT engaged in any type of Outside Employment. 
• Select SUBMIT. 

 

Select OK. 

 

Note: If the Employee is engaged in any outside employment, go to Step 4.  
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4.  

Complete the following only if the Employee IS engaged in/requesting outside employment: 

• Select I AM currently engaged in / requesting Outside Employment. 
• Select SUBMIT. 

 

Select OK. 
A message will appear confirming your submission and instructing you on the next steps. 
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5.  

Complete the Present County Employment section as follows: 
• Enter job duties performed at MDC in Job Responsibilities. 
• Enter hours worked at MDC in Current Schedule (i.e. 8am-5pm). 

 
  
Note: The fields in this section are found on the Request for Outside Employment tab. 
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6.  

Complete the Proposed Outside Employment section as follows: 
• Enter the outside employer in Company.  
• Enter the outside job title in Job Title. 
• Enter job duties to be performed at the outside job in Responsibilities. 
• Enter the outside job location in Location. 
• Enter the weekly work schedule to be worked at the outside job in Work Schedule. 
• Enter the number of hours to be worked each week at the outside job in Weekly Hours. 
• Select the Organization Type lookup button and select the Organization Type that applies 

to the outside job.  
• Select I affirm that the information I have provided is true and I pledge to abide by the 

requirements listed here. 

 
 
• Select Submit. 

 
 
Note: Scroll down to navigate to the Submit button, if necessary. 
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7.  

A message will appear confirming your submission. 
 
Select OK. 

 
 

 


