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ESS - Personal Information

This section is divided into the following topics:

Personal Information Home

Personal Information Summary

Home And Mailing Address

Phone Numbers

Email Addresses

Emergency Contacts

Personal Information Home

1. Select the Employee Self Service menu group.

2. Select the Personal Information menu.

3. Select the Personal Information Home component. The Personal Information Home
page (Figure 491) is displayed.

Figure 491. Personal Information Home page

Personal Information Summary

1. Select the Employee Self Service menu group.
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2. Select the Personal Information menu.

3. Select the Personal Information Summary component. The Personal Information page
(Figure 492) is displayed.

Figure 492. Personal Information page

4. Click Change Home/Mailing Addresses to edit an existing address or add a new one.
For more information about this topic, refer to the Home And Mailing Address section
of this procedure manual.

5. Click Change Phone Numbers to edit an existing phone number or add a new one. For
more information about this topic, refer to the Phone Numbers section of this
procedure manual.

6. Click Change Emergency Contacts to edit an existing phone number or add a new
one. For more information about this topic, refer to the Emergency Contacts section of
this procedure manual.

7. Click Change Email Addresses to edit an existing phone number or add a new one.
For more information about this topic, refer to the Email Addresses section of this
procedure manual.

Home And Mailing Address

To view a Home And/Or Mailing Address:

1. Select the Employee Self Service menu group.

2. Select the Personal Information menu.
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3. Select the Home And Mailing Address component. The Home Address page
(Figure 493) is displayed.

Figure 493. Home Address page

4. Click Add New Address. The Home Address Detail page (Figure 494 ) is displayed.

Figure 494.

5. Complete the fields as follows:
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6. Click Save to save the information.

7. Click the Return To Address link. The Home Address page (Figure 493) is displayed.

8. Click the Contact Information Home link. The Contact Information Home page
(Figure 495 ) is displayed.

Figure 495. Contact Information page

9. Click Email Address to edit an existing phone number or add a new one. For more
information about this topic, refer to the Email Addresses section of this procedure
manual.

10. Click Emergency Contacts to edit an existing phone number or add a new one. For
more information about this topic, refer to the Emergency Contacts section of this
procedure manual.

11. Click Home Address to edit an existing address or add a new one. For more
information about this topic, refer to the Home And Mailing Address section of this
procedure manual.

12. Click Phone Numbers to edit an existing phone number or add a new one. For more
information about this topic, refer to the Phone Numbers section of this procedure
manual.

13. Click Personal Information Summary to view and edit existing personal information.
For more information about this topic, refer to the Personal Information Summary
section of this procedure manual.
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Phone Numbers

To view a Phone Numbers:

1. Select the Employee Self Service menu group.

2. Select the Personal Information  menu.

3. Select Phone Numbers component. The Phone Numbers page (Figure NO TAG )is
displayed.

4. Click Add A Phone Number to activate the open fields for new data.

5. Complete the fields as follows:

6. Click Save to save the information.

7. Click Delete to delete a phone number.

8. Click the Return To Address link. The Home Address page (Figure 493) is displayed.

9. Click the Contact Information Home link. The Contact Information Home page
(Figure 495 ) is displayed.

Email Addresses

To view Email Addresses:

1. Select the Employee Self Service menu group.

2. Select the Personal Information menu.



889

3. Select the Email Addresses component. The Email Address page (Figure 496 ) is
displayed.

Figure 496. Email Addresses page

4. Click Add An Email Address to activate the open fields for new data.

5. Complete the fields.

6. Click Save to save the information.

7. Click Delete to delete a phone number.

8. Click the Contact Information Home link. The Contact Information Home page
(Figure 495 ) is displayed.

Emergency Contacts

To view Emergency Contacts:

1. Select the Employee Self Service menu group.

2. Select the Personal Information menu.

3. Select the Emergency Contacts component. The Emergency Contact
page (Figure 497) is displayed.



890

Figure 497. Emergency Conacts page

4. Click Add An Emergency Contact. The Home Address Detail page (Figure 494 ) is
displayed.

Figure 498. Emergency Contact Detail page

5. Complete the fields.

6. Click Add A Phone Number to activate the open fields for new data.
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7. Complete the fields.

8. Click Save to save the information.

9. Click the Edit Address link. The Edit Address page (Figure 499) is displayed.

Figure 499. Edit Address page

10. Click the Return To Address link. The Home Address page (Figure 493) is displayed.

11. Complete the fields.

12. Click OK to save the information. The Home Address Detail page (Figure 494 ) is
displayed.

13. Click Cancel to cancel the action. The Home Address Detail page (Figure 494 ) is
displayed.

14. Click the Return To Change Primary Contact link. The Emergency Contact
page (Figure 497) is displayed.

15. Click Change The Primary Contact to cancel the action. The Change Primary Contact
page (Figure 500 ) is displayed.
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Figure 500. Change Primary Contact page

16. Complete the fields.

17. Click Save to save the information.

18. Click the Return To Emergency Contacts link. The Emergency Contact
page (Figure 497) is displayed.


