Using Personal Information Summary Page

You use the Employee Personal Information page to review, add, update, or delete personal information
in the PeopleSoft database. You can access each transaction individually or use the Personal
Information page to review all personal information at once. Links on the Personal Information page
provide quick access to the various transactions that you can use to make changes, if necessary.

The following transactions are designed to use workflow for self-service. If workflow is activated, when a
user performs one of the following transactions, the system automatically routes the transaction request to
the appropriate person for approval.

e Name change
e Marital status change
e Address change

Upon completion of this lesson, you will be able to:

e Maintain home and mailing address information.
e Maintain emergency contact information.

e Maintain email address information.

e Maintain phone number information.

e View personal information.

Procedure

Consider this scenario:

You want to review the information that HR has on file for you. Use the Personal Information page to
view and update your personal information.
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u Massachusetts Add to Favorites

Personalize Content | Lavout

View Payslip

Click link to view your paycheck.

[> Wy Favorites Select Pavcheck
[ Self Service

“Use the manu on the left for omer self service optans

€ Local intranet | Protected Mode: On

H®100% v

Step

Action

Begin by navigating to the Personal Information Summary page.

Click the Self Service link.




University of
Massachusetts

 Self Service
[ My Favorites
- Self
I» Time Reporting
[» Personal Information

Navigate to your seif service information and activities.

Time Reporting
B} Report and review your time, schedules,

Personal Information ’5@

Review and update your personal information

and development

delegation requests
= Training Summary

Add to Favorites

Payroll and Compensation
Review your pay and compensation history.

&> Payroll and Compensation request abssnces and more. =] Personal information Summary Update your direct deposit and other
b Leaming and (1 Report Time T Home and Maiing Address deduction or contribution informaton.
Development DC1View Time = Phone Numbers ElView Paveheck
s Elpirect Deposit
F=1M¥-4 Tax Information
il earning and Development Manage Delegation
Add o review information about profiles of Delegate authorty for self-service
skils and competencies, interest lists, training transactions, and review and revoke

Done

€ Local intranet | Protected Mode: On
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Action

Click the Personal Information link.

Click the Personal Information Summary link.
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Search:

I My Favorites Personal Information
|~ Self Service

[> Time Reperting Alex Carbone
 Persenal Information

Alex Carbone

Email Addresses
— Emergency Contacls Address Type Status As Of Country ,::g[:ss —
— COl Acknowledgement Home Current 02/24/2002 USA Hain Sree
[» Payroll and Compensation Amherst, MA 01002
[» Learning and
Development
— Manage Delegation Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension
Home 413/334-2221
Iain 413/324-2221

Change ghone numboers

Emergency Contacts

Hame Relationship to Employee Primary Contact
Vincent Caroone Child

Change emergency contacts

Email Addresses

Email Type Email Address
Other acarbone@gmail.com

New Window | Help |

Main Cantent
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Done

€& Local intranet | Protected Mode: On

H100%




Step

Action

Use the Personal Information page to review your current data and to access specific
eProfile pages.

Verify the Employee Name information.

Note: The Employee Name is view only. If the name is incorrect, contact the Human
Resources department.

Use the Addresses section to view your address information.
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Search:

I+ 1y Favorites Personal Information
= Self Senice

[> Time Reporting Alex Carbone
- Persenal Information
— Personal Information

Alex Carbone

|
AgdressType  Status Asof Country Address E
Home Current 02/24/2002 USA 110 Main Street

Amherst, lA 01002

[> Learning and
Development
— Manage Delegation Change home/mailing addresses |

Phone Numbers:

Phone Type Phone Number Extension
Home 413/334-2221 o
ain 413/334-2221

Change phone numbers

Emergency Contacts
Hame to Employee Primary Contact
vincent Carbone Child

Change emergency contacts

Email Addresses

Email Type Email Address

Other scarbone@gmail.com (Vi Corter
Dene € Local intranet | Protected Mode: On ®100% ~
Step Action

Click the Change home/mailing addresses button.
Change home/mailing addresses

Use the Home and Mailing Address page to add or update your address.
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> My Favorites

[~ Self Service

[» Time Reporing
 Personal Information

— COl Acknowledgement
[ Payroll and Compensation
[» Learning and

Development
— Wanage Delegation

Home and Mailing Address
Alex Carbone

If you need to add or update an address where the country is not "USA", contact your
campus HR/Payroll office.

In addition, not all university systems are integrated (share data) which means that if
there are other UMASS applications that require this same information (i.e. Student
Systems, Accounting Systems, etc.) you may also need to inform them of your
Infarmation change.

Address Type  Status As Of Country Address
110 Main Street
Home Current 02/24/12002 USA Amherst, WA 01002 E

*Address Type: [N ~ Add

*Required Field

Return to Persanal Information

Add to Favorites

New Window | Help |

Done

€44 Local intranet | Protected Mode: On H100%

Step

Action

Click the Address Type list.

University of
Massachusetts

> My Favorites
= Self Senice
> Time Reporing

= Persanal Information

— Home and Mailing
dress

— Emergency Contacls

— COl Acknowledgement
[> Payroll and Compensation
> Leaming and
Development
— WManage Deleqgation

Home and Mailing Address

Alex Carbone

If you need to add or update an address where the country is not "USA", contact your
campus HR/Payroll office

In addition, net all university systems are integrated (share data) which means that if
there are other UMASS applications that require this same information (i.e. Student
Systems, Accounting Systems, etc.) you may also need to inform them of your
infarmation change.

AddressType  Status As Of Country Address
Home current 02/24/2002 Usa 110 Main Street

Amherst, MA 01002
*Address Type: - Add

= Required Field

Return to Persanal Information

New Window | Help |

Done

€44 Local intranet | Protected Mode: On H100%




Step Action

10. You can add a mailing address by selecting the Mail option.

For this example, the home address is the same as the mailing address.

11. Click the Return to Personal Information link.
[Return to Personal Information|

12. Use the Phone Numbers section to view your phone information.
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Add to Favorites

Search:

>

New Window | Help | i,
> My Favorites
[~ Self Service
[» Time Reporing
 Persenal Information

— Personal Information
Summary

— Home and Mailing

Personal Information
Alex Carbone

Alex Carbone

|
Address Type  Status As Of Country Address =
Home Current 02/24/2002 USA 110 Main Street

[» Payroll and Compensation Amherst, MA 01002
[» Learning and
Development

— Manage Delegation Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension
Home 413/334-2221 b
Iain 413/324-2221

Change ghone numboers
Emergency Contacts

Hame Relationship to Employee Primary Contact
Vincent Carbane Child

Change emergency contacts
Email Addresses

Email Type Email Address

Other acarbone@gmail.com Main Content
Done €& Local intranet | Protected Mode: On #100% -
Step Action
13. Click the Change phone numbers button.
Change phone numbers
14. Use the Phone Numbers page to add or update your phone information.
15. For this example, Alex only uses a mobile phone. He will add the mobile phone number
and delete the older Home and Main phone numbers.
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> My Favorites

[~ Self Service

[» Time Reporing

< Personal Information Alex Caroone
| Information

Phone Numbers

Enter your phane numbers below.

Phone Numbers

Home 413/334-2221

I> Payroll and Compensation Wain 413/334-2221
[ Leaming and
Development
— Wanage Delegation

Add a Phone Number

* Required Field
Save

Return to Personal Infarmation

Add to Favorites

Extension

Done

€4 Local intranet | Protected Mode: On #100%

Step

Action

16.

Click the Add a Phone Number button.
Add a Phone Mumber

17.

Click the Phone Type list.

-
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> My Favorites

[~ Self Service

[» Time Reporing
 Personal Information

— COI Acki

wledgement

[» Payroll and Compensation

[» Learning and
Development

— Wanage Delegation

Done

Add to Favorites

New Window | Help |

Phone Numbers
Alex Cargone

Enter your phane numbers below.

Phone Numbers

Home

413/334-2221

Delete
Delete
- Delete
Billing
Campus

Do NOT Call

Cormitory J
FAX
Mailing
Other
Pager 1
Pager2
Permanent
Telex
Work

Main 413/334-2221

£

reEp

€ Local intranet | Protected Mode: On
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Step

Action

18.

Click the Mobile list item.
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[ My Favorites
== Self Semice
[> Time Reporing
- Persenal Information

— Emergency Contacts

— COI Acknowledgement
[ Payroll and Compensation
[> Learning and
Development

— WManaqge Delegation

New Window | Help |
Phone Numbers
Alex Carbone

Enter your phone numbers pelow.

Phon

Numbers

Home 4133342221 Delete
Iain 413/234-2221 Delete
-

Delete
Add a Phone Number

* Required Field

Save

Return to Personal Infarmation

=]

Done

€8 Local intranet | Protected Mode: On F100%




Step

Action

19.

Enter the desired information into the Telephone field.

Enter "413/210-1223".

20.

Delete the old Home and Main phone numbers.

Click the Delete button.
Cielete
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Add to Favorites

Search:

New Window

[ My Favorites

= Self Senice

[> Time Reporing -

~ Personal Information Delete Confirmation
— Personal Information

Phone Numbers

Are you sure you want to delete Phone Number (Home)?

Yes - Delete I No -Do Not Delete

[> Learning and
Development
— Manage Deleqgation

< 1 | +

Done €l Local intranet | Protected Mode: On ®100% ~

Step

Action

21.

Click the Yes - Delete button.
Yes - Delete I
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Massachusetts Add to Favorites
New Window | Help |
> My Favorites
- Self Senvice Phone Numbers
[» Time Reporing
< Personal Information Alex Caroone

Enter your phane numbers below.

Phone Numbers
Iain 413/334-2221 Delete
— COI Acknowledgement

I Payroll and Compensation Mobile v 41312101223 Delete
[» Learning and
Development

— Wanage Delegation Add a Phone Number
* Required Field

Save

Return to Personal Infarmation

Done

€ Local intranet | Protected Mode: On H100%

Step Action

22. Click the Delete button.
Cielete
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Search: Hew Window | Help |

> My Favorites
[~ Self Senvice
[» Time Reporing N
= Personal Information Delete Confirmation

Phone Numbers

Are you sure you want to delete Phone Number (Main)?

— Emergency Contacls Yes De\elel Mo -Do Not Delete
— COl Acknowledgement
[ Payroll and Compensation
[» Learning and
Development
— Wanage Delegation

« [ |

Done €8 Local intranet | Protected Mode: On H100% v




Step

Action

23.

Click the Yes - Delete button.

Yes - Delete I
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Search:

[ My Favorites
= Self Senice
[> Time Reporing
 Persenal Information
nal Information

ch edgement

[ Payroll and Compensation

[> Learning and
Development

— Manaqge Deleqgation

Add to Favorites

Phone Numbers

Alex Carbone

Enter your phone numbers pelow.

Phone Numbers

“Telephone
413/210-1223

Extension

[ Dalete
Add a Phone Number

* Required Field
Save

Return to Personal Infarmation

New Window | Help |

[E]

€M Local intranet | Protected Mode: On
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Step

Action

24.

Save

Click the Save button.
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Add to Favorites

New Window | Help |
[> My Favorites Phone Numbers

[~ Self Senvice =
5 e Fenaing Save Confirmation

 Personal Information

“ The Save was successful

— COl Acknowledgement
[ Payroll and Compensation
[» Learning and

Development
— Wanage Delegation

Done

€ Local intranet | Protected Mode: On H100%

Step Action

25. Click the OK button.
oK
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Search: Hew Window | Help |

> My Favorites
[~ Self Service
[» Time Reporing

< Personal Information Alex Caroone

Phone Numbers

Enter your phane numbers below.

Phone Numbers

— Emergency Contacls Iobile 412/210-1223 Delete
— COl Acknowledgement

[» Payroll and Compensation
[» Learning and
Development
— Wanage Delegation

Add a Phone Number
* Required Field

Save

Return to Personal Infarmation

Done

€4 Local intranet | Protected Mode: On H100%




Step

Action

26.

Click the Return to Personal Information link.
[Return to Personal Informaticn|
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> My Favorites
[~ Self Service
[» Time Reporing
 Persenal Information

| Information

Personal Information
Alex Carbone

Alex Carbone

Addresses

. Address Type v
— Emergency Contacls Address Type Status As OF Country Address
— COl Acknowledgement Homs Current 02i74/2002 Uga |10 Main Strest

[» Payroll and Compensation

[» Learning and
Development

— Wanage Delegation

Amherst, MA 01002

Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension
IMobile 4131210-1222

Change ghone numboers

Emergency Contacts

Hame Relationship to Employee Primary Contact
Vincent Caroone Child

Change emergency contacts

Email Addresses
Email Type Email Address
Other acarbone@gmail .com

Ulass Presidents

acarbone@umassp.edu
Office

[ -

i

Done

€8 Local intranet | Protected Mode: On

Step

Action

27.

Click the Change emergency contacts button.
Change emergency contacts
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Massachusetts Add to Favorites

New Window | Help |
> My Favorites

- Self Senvice Emergency Contacts

[» Time Reporing

< Personal Information Alex Carbone

‘ersonal Information
y Emergency Contacts
— Home and Mailing e
Vincent Carbone Child Edit Delete

Primary Contact:  Vincent Carbone

— COl Acknowledgement
[» Payroll and Compensation
[» Learning and

Development Add an Emergency Contact

Change the primary contact |

— Wanage Delegation

Return to Personal Infarmation

€4 Local intranet | Protected Mode: On H100%

Step

Action

28.

Use the Emergency Contacts page to verify and edit your emergency contacts.
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Add to Favorites

New Window | Help |
> My Favorites
- Self Senvice Emergency Contacts
[» Time Reporing

< Personal Information Alex Carbone

‘ersonal Information
ummary

Emergency Contacts
— Home and Mailing
— Phone Numbers Vincent Carbone Child Edit Delete
mail Addrs

— Emergency Contacts

— COl Acknowledgement
[» Payroll and Compensation
[» Learning and
Development
— Wanage Delegation

Primary Contact  Vincent Carbone Change the primary contact |

Add an Emergency Contact

Return to Personal Infarmation

€4 Local intranet | Protected Mode: On H100%




Step Action

29. Click the Edit button.
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Add to Favorites

ow | Help | 5+

Search:

> My Favorites
[~ Self Service

I> Time Reporting Emergency Contact Detail
 Persenal Information Alex Carbone
Personal Ini
Summary
*Contact Name: Vincent Carbone
“Relationship to Employee: ~ Child hd
Address and Telephone
[ Leaming and [7] contact has the same address as the employee
Development -
- Wanage Deleqation [Tl contact has the same telephone number as the employee =2
Country: United States Change Country
Address:

Telephone: e

Other Telephone Numbers

ZPhone Type Phone Number

Hobile - 413/547-8243 Delete
Add a Phone Number ‘ h
Done €l Local intranet | Protected Mode: On ®100% ~

Step Action

30. Add your Emergency Contact's address.

Click the Edit Address link.
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Search:

®

> My Favorites
[~ Self Service
~ Personal Information

= COl Acknowledgement
[ Payroll and Compensation
[» Learning and

Development

> Recruiting Activities
- Manage Delegation

(- Manager Self Service

> Recruiting

[ Workforce Administration

[- Benefits

> Workforce Development

[» Organizational Development

[+ Enterprise Learning

> Campus Community

[> Set Up HRMS

[- Worklist

[» Reporting Tools

[ UMass Custom

> PeopleTools

Edit Address
Country: United States Change Country
Address 1: ‘
Address 2: | ‘
City: State: WMassachusetts
County: | ‘

QuickAddress

Override

Mew Window | Help |

L=

/' Trusted sites | Protected Mode: Off

Step

Action

31.

The address displays on the Edit Address page.

Use the QuickAddress button to update and validate the address.
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Search:

®

> My Favorites
== Self Service
~ Persenal Information

= Home and Wailing
Address
hone Numbers
mail Addresses
= Emergency Contacts
= COIl Acknowledgement
[> Payroll and Compensation
[> Learning and
Development
> Recruiting Activities
= Manaqge Deleqgation
> Manager Self Service
[» Recruiting
[- Workforce Administration
[- Benefits
[ Workforce Development
[ Organizational Development
[ Enterprise Learning
[> Campus Community
[- Set Up HRMS
[- Worklist
> Reporting Tools
[ UMass Custom
- PeopleTools

Edit Address

Country: United States Chanae Count
Address 1: ‘
Address 2: | ‘
City: State: IEI Wassachusetts

County: | ‘

oK Ganeel QuickAddress

Override

New Window | Help | \&

[E]
]

/' Trusted sites | Protected Mode: Off

<Y

#100%
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Step Action

32. Click the QuickAddress button.
QuickAddress

m University of
Massachusetts

umMass
Menu 8]
Search: New Window | Help | 5,
®
e QuickAddress Address Selection
[ Self Service
-~ Personal Information Address Line 1
= Personal Information
Summary Address Line 2
= Home and Mailing City
Address
= Phone Numbers State

§ e P
~ COI Acknowledgement Search Cancel
[ Payroll and Compensation
[> Leaming and Address
Development powered by
> Recruiting Activities QuickAddn&ss
- Manage Delegation -
(- Manager Self Service
[ Recruiting
[ Workforce Administration
[- Benefits
> Workforce Development
[ Organizational Development
[ Enterprise Learning
[> Campus Community
[> Set Up HRMS
[- Worklist
[ Reporting Tools
[ UMass Custom
> PeopleTools

Done " Trusted sites | Protected Mode: Off v H10% v

Step Action

33. Enter the desired information into the Address Line 1 field.

Enter "9 Granby Street".

34. Enter the desired information into the City field.

Enter "Northampton".

35. Enter the desired information into the State field.

Enter "MA".

36. Enter the desired information into the Zip Code field.

Enter "01060".

37. Click the Search button.
Search




m University of
Umass Massachusetts
Menu &
Search: New Window | Heip | 13,
®
Pt QuickAddress Address Selection
~ Personal Information nter selection
o o Search Cancel
= Address Score
~ Phon e 9 Granby Rd, Northampton MA, 01060-5407 80.00
= Email Addresses 9 Granby Dr, Morthampton MA, 01060-1051 EU.UUE
= Emergency Contacts
= COI Acknc dgement
[> Payroll and Compensation
" Devsipmant
> Recruiting Activities
- Manage Delegation
- Manager Self Service
> Recruiting
[ Workforce Administration
[- Benefits
> Workforce Development 7
S S |QuicAddress
> Campus Community
[> Set Up HRMS
[- Worklist
[ Reporting Tools
[ UMass Custom
> PeopleTools
« Trusted sites | Protected Mode: Off YA v H10% -
Step Action
38. In the case where an exact match is not found, the QuickAddress Address Selection page
appears. This page displays the top matches for the address you entered.
39. What scenarios would cause the QuickAddress Address Selection page to appear?

1) Entering a Unit or Apartment number depending on how your address is officially listed.
2) Inaccurate Postal Code

3) Incorrect spelling

4) New or unoffical address

40. Note: When entering a new or unofficial address (e.g., a new apartment building), you can
click the Cancel button. The Edit Address page will open. You can then click the
Override link under the QuickAddress button to enter the address manually. This manual
process should only be used for this type of scenario. All other addresses should be
validated through QAS.

41. Click the 9 Granby Rd, Northampton MA, 01060-5407 link.
[9 Granby Rd, Northampton MA, 01060-5407 |

42. The address has been validated and is grayed out.

If you need to make any changes to the address, you can click the QuickAddress button
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Search:
®

> My Favorites
[~ Self Service
~ Personal Information
‘ersonal Information

= Email Addresses
= Emergency Contacts
= COl Acknowledgement
[ Payroll and Compensation
[» Learning and
Development
> Recruiting Activities
- Manage Delegation
(- Manager Self Senvice
> Recruiting
[ Workforce Administration
[- Benefits
> Workforce Development
[ Organizational Development
[+ Enterprise Learning
> Campus Community
[> Set Up HRMS
[- Worklist
[ Reporting Tools
[ UMass Custom
> PeopleTools

Edit Address

Country: United States Change Country

Address 1: |7 G ‘
Address 2: | ‘

City: on State: D Wassachusetts Postal:
County: | ‘

oK Cancel

Override

Mew Window | Help |

L=

Done

/' Trusted sites | Protected Mode: Off

Step

Action

43.

Click the OK button.

University of
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New Window | Help |
> My Favorites
[ Self Service -
I Time Reporting Emergency Contact Detail
 Personal Information Alex Carbone
*Contact Name: Vincent Carbene
Child -
— Emergency Contacls Ship to Employee:
T it Il Adgoross ana Teloprore |
[ Payroll and Compensation BT s e
[ Leaming and [T] contact has the same address as the employee
Development p
- Manage Delegation [T]contact has the same telephone number as the employee =
Country: United States Change Country
Address: 9 Granby Rd N
Northampton, MA 01060-5407 Elacaress
Telephone: m
Other Telephone Numbers
*Phone Type Phone Number
Moile - 413/547-8243 Delete
Add a Phone Number | h
Done €& Local intranet | Protected Mode: On H100% v




Step

Action

44,

Click the Scrollbar.

45.

Click the Return to Emergency Contacts link.
[Eeturn to Emergency Contacts|

University of

Massachusetts

Search:

> My Favorites

[~ Self Service
[» Time Reporing
 Personal Information

Emergency Contacts

Alex Carbone

[Emergency Contacts

Relationship to Employee

Vincent Carbone Child Edit Delete

Primary Contact  Vincent Carbone Change the primary contact

[» Payroll and Compensation
[» Learning and
Development
— Wanage Delegation

Add an Emergency Contact

Return to Personal Infarmation

€& Local intranet | Protected Mode: On

H100% -

Step

Action

46.

Click the Return to Personal Information link.
[Return tz Personal Infarmation|




University of

Massachusetts Add to Favorites

v dow | Help |

| »

I My Favorites Personal Information
|~ Self Service

[> Time Reperting Alex Carbone
 Persenal Information

Alex Carbone

L
DS 3
— Emergency Contacls Address Type Status As Of Country ,::nm’g‘ss -
— COl Acknowledgement Home Current 02/24/2002 USA Hain Sree
[> Payroll and Compensaticn Amherst, MA 01002
[» Learning and
Development
— Manage Delegation Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension
IMobile 4131210-1222

Change ghone numboers
Emergency Contacts

Hame Relationship to Employee Primary Contact
Vincent Caroone Child

Change emergency contacts
Email Addresses

Email Type Email Address
Other acarbone@gmail .com

UMass Presidents acarbone@umassp.edu
Office -

Done €8 Local intranet | Protected Mode: On H100% v

Step

Action

47.

Click Scrollbar.

University of
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Add to Favorites

Mabile 413/210-1223

> My Favorites
[~ Self Service

Change ghone numboers
[» Time Reporing
<7 Personal Information Emergency Contacts

Hame ip to Employee Primary Contact
Wincent Carbone Child

— Emergency Contacts

Change emergency contacts N
— COl Acknowledgement
[» Payroll and Compensation Email Addresses

[» Leaming and Email Type Email Address

Development
b 1.
— Wanage Delegation Other SRR

Ulass Presidents

acarbone@umassp.edu
Office

Change email addresses

i

Description Primary
White

Employee Information

Gender: Male

Date of Birth: 03/24/1952

Contact the Human Resources department if any of your Employee Information is incorrect.

Done € Local intranet | Protected Mode: On H100% v




Step

Action

48.

Click the Change email addresses button.

Change email addresses

University of
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Add to Favorites

Search: New Window | Help | J5
[ My Favorites -
- Seif Senice Email Addresses
[> Time Reporting Alex Carbone
 Persenal Information
— Per: | Information
Summary Email Addresses:
ke *Email Address
Other acarbone@gmail.com Delete
g:-r::ss Presidents acarbone@umassp.edu Delete
cl edgement
[ Payroll and Compensation
[> Learning and Add an Email Address
Development
— Manage Delegation
* Required Field
Save
Return to Personal Infarmation
Dene €l Local intranet | Protected Mode: On ®100% ~

Step

Action

49.

Use the Email Addresses page to verify and edit your Email addresses.
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Massachusetts

[- My Favarites N
=~ Self Service Email Addresses
[» Time Reporing

Alex Carbone
 Personal Information

Email Addresses
mail Address
Other acarbone@gmail.com Delate

ol fadesses Ofiges Presioen®™  acarbons@umassp.du Delete
— COl Acknowledgement

[ Payroll and Compensation

I Leaming and Add an Email Address
Development

— Wanage Delegation

* Required Field

Save

Return to Personal Infarmation

Add to Favorites

y dow | Help

|

reEp

Done

€8 Local intranet | Protected Mode: On

H100%

Step

Action

50.

Click the Return to Personal Information link.
[Return tz Personal Infarmation|

University of
Massachusetts

[ My Favorites
== Self Semice
[> Time Reporing
- Persenal Information

Personal Information
Alex Carbane

Alex Carbone

— Emergency Contacts Address Type Status As Of Country Address
— COl Acknowledgerment Home Current 0202412002 Usa |10 Main Street
[> Payroll and Compensation Amherst, lA 01002

[> Learning and
Development

— Manaage Delegation Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension
Iobile 413/210-1223

Change phone numbers
Emergency Contacts

Hame to Employee Primary Contact
vincent Caroone Child

Change emergency contacts
Email Addresses

Email Type Email Address
Other acarbone@gmail.com

Ulass Presidents

acarbane@umassp.edu
Office

New Window | Help |

=]

m

Done

€ Local intranet | Protected Mode: On

#100%




Step

Action

51.

Click Scrollbar.

52.

Verify that the Gender and Date of Birth information is correct.

Note: If the data in the Employee Information section is incorrect, contact the Human
Resources department.

53.

Click the Scrollbar.
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Massachusetts Add to Favorites

Search: New Window | Help | &+

> My Favorites

[~ Self Service
[» Time Reporing
 Persenal Information

— Personal Information
Summary

Personal Information
Alex Carbone

Alex Carbone

— Home and Mailing

|
Address Type  Status As Of Country Address E
Home Current 02/24/2002 USA 110 Main Street

[» Payroll and Compensation Amherst, MA 01002
[» Learning and
Development

— Manage Delegation Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension
IMobile 4131210-1222

Change ghone numboers
Emergency Contacts

Hame Relationship to Employee Primary Contact
Vincent Carbane Child

Change emergency contacts
Email Addresses

Email Type Email Address
Other acarbone@gmail .com

Ulass Presidents

acarbone@umassp.edu
Office

Done €8 Local intranet | Protected Mode: On #100% -

Step

Action

54.

Click the Personal Information link.
f= Persanal Information|
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Add to Favorites

Main Menu > Self Service >

® Personal Information

> My Favorites

> Self Senvice Review and update your personal information

I Time Reporting Personal Information Summary Home and Mailing Address Phone Numbers
Review a summary of your personal Review and update your home and maiing Add or update phona NUMDETS, or SPECITy
— Personal Information informatien. addresses. ‘your primary phene number.
Summary
Email Addresses Emergency Contacts €Ol Acknowledgement
Add or update your email addresses. Add or update your emergency contact Confiict of Interest Acknowledgement
information.

[» Payroll and Compensation

[> Leaming and
Development

— Manage Deleqation

€4 Local intranet | Protected Mode: On H100%

Step

Action

55.

Note: The navigation links on the Personal Information page provide links to each of the
individual sections that the employee can review and edit that are also available on the
Personal Information Summary page.

56.

Congratulations! You have successfully viewed the Personal Information Summary page.
End of Procedure.
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