
WELCOME @ 

GHENT UNIVERSITY
Manage my personal and work data



ACCESS TO SAP MYAPPS

On a desktop, tablet or smartphone

• Navigate to sapmijnapps.ugent.be, preferably use Google Chrome

• Frequent use? Save the site as a favorite or as a start tile in your browser

• Change your preferred language to English
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https://sapmijnapps.ugent.be/


WHERE CAN YOU MANAGE YOUR PERSONAL DATA?
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MANAGE PROFILE PHOTO
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= the picture of your staff card

Click on the button                           in the upper right corner

• Download your picture

• Show your picture in the Ghent University phone book

• Change your picture in the Ghent University phone book



CHANGE/REGISTER PERSONAL DATA
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• Change nickname via the button 

• Change marital status via the button 

• Fill in your marital status and the details of your partner

• Via the button                                   you will find possible options for 

your partner's occupation and income



MARITAL STATUS
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BUTTON ‘ADDITIONAL INFORMATION’
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CHANGE/REGISTER ADDRESS
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= permanent and temporary residence



CHANGE/REGISTER BELGIAN ADDRESS
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CHANGE/REGISTER BELGIAN ADDRESS

The change is only active once HR has received the extract from the population register by e-mail
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CHANGE/REGISTER FOREIGN ADDRESS

11

= if you don’t live in Belgium



CHANGE/REGISTER FOREIGN ADDRESS
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CHANGE/REGISTER BANK DETAILS

= the bank account number on which your salary or scholarship amount is paid 



CHANGE/REGISTER BANK DETAILS
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You need to upload a proof of your 
bank account (jpeg/pdf) with your own 
name and account number:
• Copy of bank card;
• Proof of opening a (Belgian) bank 

account;
• Screenshot of opening a bank 

account at a digital bank. 

Via the button



CHANGE/REGISTER FAMILY MEMBERS/DEPENDENTS
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= data of partner/children, tax relevancy children and emergency contact



CHANGE/REGISTER PARTNER
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ADD CHILD
Click on the button
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TAX IMPLICATIONS IF DEPENDENT CHILDREN

• Entitled to a reduction in the withholding tax => higher net salary

• If married/legally cohabiting and both partners professional income => 

reduction only applied to one of the partners

• Fill in the form ‘Declaration Family Responsibilities’

• Doctoral and postdoctoral fellows must submit an additional burden of proof

• Tax deduction only possible if family members are registered in Belgium
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CHANGE TAX RELEVANCY CHILDREN
Step 1: Click on the button



CHANGE TAX RELEVANCY CHILDREN
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Step 2: Declaration ‘Family Responsibilities’ 

Only fill in the document if:

• your children live at the same address and are fiscally dependent

• married/legally cohabiting/divorced
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CHANGE TAX RELEVANCY CHILDREN
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• Download the ‘Declaration Family 
Responsibilities’ and fill in

• Send the form to hr@ugent.be
• Adjustment valid from submission 

of form
• Fellows: HR requests an additional 

burden of proof (e.g. declaration on 
honour) that the children are not 
dependent on partner

• More information

mailto:hr@ugent.be
https://ugentbe.sharepoint.com/sites/intranet-personeelszaken/SitePages/en/VerklaringGezinslast.aspx


CHANGE/REGISTER COMMUNICATION DATA
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= preferred language, private mobile phone number and private e-mail address



CHANGE/REGISTER COMMUNICATION DATA
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CHANGE/REGISTER LICENSE PLATE

= license plate of your car(s)/moto

! Important if you want to use the car park at Campus UFO (after working hours) !
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FUNCTIONAL DISABILITIES
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= register your work disability and/or chronic illness anonymously and voluntarily



FUNCTIONAL DISABILITIES

• Registration is important

• Cannot be viewed by your supervisor/colleagues

• The more visible the needs of employees with disabilities and/or chronic 

illnesses are represented in diversity statistics, the heavier accessibility 

recommendations can weigh on the diversity policy

• More information (only in Dutch)
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https://www.ugent.be/nl/univgent/missie/diversiteit-en-inclusie/voor-personeel/arbeidsbeperking/personeel/arbeidsbeperking


WHERE CAN YOU MANAGE YOUR WORK DATA?
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MANAGE WORK DATA
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MANAGE WORK DATA
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The room number of 

your workplace is 

usually located above 

your office door.

More information

https://ugentbe.sharepoint.com/sites/intranet-personeelszaken/SitePages/en/FAQ-voor-nieuwe-werknemers.aspx


MANAGE WORK DATA
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MORE INFORMATION?

• Change personal or service details

• Questions? hr@ugent.be
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https://ugentbe.sharepoint.com/:u:/r/sites/intranet-personeelszaken/SitePages/en/Persoons--of-dienstgegevens-wijzigen-(telefoonboek).aspx
mailto:hr@ugent.be


 

Universiteit Gent

@ugent

@ugent

Ghent University
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