UAB Self Service Application
Changing your Personal Information

The UAB Self Service Application gives employees access to view and change their
personal information in the Administrative Systems. Personal information which can be
changed includes first and last name, ethnic origin, and home address. Changes made
through this application will change the employee’s official UAB Personnel Record.

Personal Home Page

The PERSONAL HOME PAGE is your point of access to the UAB SELF SERVICE APPLICATIONS.
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1. Click on the UAB SELF SERVICE APPLICATIONS link to access the UAB SELF SERVICE
APPLICATIONS menu. Your screen should resemble the one below. Click on the
PERSONAL INFORMATION menu option.
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UAB Self Service Application
Changing Your Personal Information

2. A screen similar to the one below will open, showing your EMPLOYEE NAME, EMPLOYEE
NUMBER, BASIC DETAILS, PHONE NUMBERS (both home and campus) and MAIN ADDRESS
(your home address as it appears in the Administrative Systems).

ORACLE' UAB Self Service Applications

Home Logout
Personal Information
(Back)
Employee Name Employee Number 1004026
Organization Email Address Business Group 11111111A UAB
Basic Details - To change your current Name or Ethnic Origin information please "Click" the UPDATE icon
Full Name
Date of Birth

Social Security
Employee Number
Organization Email Address

Phone Numbers
Phone number information can only be updated by your departmental contact using an ACT form. Please contact this person for these changes
Home
Campus Primary
Work Fax

Main Address
| Undate
Address Line 1

Address Line 2
Address Line 3
City

State

Zip Code
County

Type

1>

Use the scroll bar on the right side of the screen to view the OTHER ADDRESS section (your
UAB campus address as it appears in the Administrative Systems).

Other Address
Campus address information can only be updated by your departmental contact usina an ACT form. Please contact this person for these changes. .
Address Line 1
Address Line 2
Address Line 3
City
State

Zip Code
County

Type

Notice the Update buttons are only available for Basic Details and Main Address.
These are the only two sections you will be able to update through the UAB Self
Service Applications. Phone number information and Campus address
information can only be updated by your departmental contact using an ACT
Form. Please contact this person for these changes.
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UAB Self Service Application
Changing Your Personal Information

Changing Your Name and/or Ethnic Origin

_—

1. To change your name, click on P32 J jn the BAsIC DETAILS section of the PERSONAL
INFORMATION window.

Your screen should resemble the one below.

ORACLE’ UAB Self Service Applications

Home Logout

Basic Details: Choose Option
Cancel ) | MNext)
Employee Name Employee Mumber
Organization Email Address Business Group
Select the type of change you want to make.

O Corract or complete the current details.
& Enter new information because of a real change to the current details (2.g. because of a change in name)

| Cancel ) | Mext )

Home | Logout
Copyright (c) 2008, Oracle. All rights reserved Privacy Statement

2. Select the type of change you wish to make and then click on'Mext .

The following screen will open.

ORACLE' UAB Self Service Applications

Home Logout|

Basic Details: Update Information

| Cancel ) [ Back ) [ MNext )
Employee Name Employee Number
Organization Email Address Business Group

= Indicates required field
Name

Effective Date  18-Jun-200842)
Title

Middle Name ‘ |

* Last Name ‘

Suffix ‘ IEJ

Other
Employee Mumber
Social Security
Date of Birth
Organization Email Address
Hire Date
Gender
Ethnic Origin v

Cancel | | Back ) Ne)_ct'

Home | Logout

Note: Asterisks denote required information

3. Enter the new information (i.e. First, Middle, Last Name or Suffix), type in the format
first letter of each name capitalized; remaining letters lower case (Thompson).
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UAB Self Service Application

Changing Your Personal Information

e ——

Update

To change your ethnic origin click on =P22* J jn the BASIC DETAILS section of the

PERSONAL INFORMATION window.

appropriate category.

Click on the drop down arrow in the ETHNIC ORIGIN field; select by highlighting the

Ethnic Origin

|.~%

Ethnic Origin

White v

American Indian or Alaskan Mative

Black or African American g

Hispanic or Latino, regardless of race
Mative Hawaiian or Other Pacific Islander
Two or More Races

White

The category you highlight will
appear in the ETHNIC ORIGIN field.

6. Click on'Mext): the PERSONAL
INFORMATION REVIEW page will
open displaying both CURRENT
information and PROPOSED
information which reflects the
changes you wish to make.

Ethnic Origin | SN IEG———

ORACLE' UAB Seff Service Applications

tome Logout

Personal Information: Review

Employes Name Tangie Simmcns

Organization Email Address  workfow@uan edu

Review your changes and, f needed, attact supporting docurents
 indicates Changed fems
Basic Details
Current
Effective Date 01-Sep-2005
Title Ms
Full Name Tangie Simmons
First Name Tangie
Niddle Name
Last Name Simmons
Employee Number 1004120
Social Security 28:-78-2488
Date of Birth 28-APR-198*
Organization Email Address workfow@uzb.edu
Ethnic Origin Whie

Additional Information

Copyrigh: () 2006, Oacke. Alights reserved

(Cancel) { Printablz Page ) (Back ) ( Submi
Employes Number 1004120
Business Group 111111114 UAB

Proposed

20May-2080

s h
Tangie Simmons

Tangie

simmang
104120
203782488
28-APR-1981
workfow@uab.edu
Asian@

\ Cancel ) Printable Page | | Back ) | Submit

Home | Logout
Privecy Statement

The blue dot signifies a change has been made to the current information. Review changes
and check for accuracy, if you need to make a correction in the Proposed information click

= k
on =%/ and make the necessary change.

= . .2

Subrit

7. If you are satisfied with the changes, click on 2420 J t5 process your changes.
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UAB Self Service Application
Changing Your Personal Information

CONFIRMATION message appears at the top of your screen indicating that your changes

have been made:

Confirmation

Y¥our changes

have been applied.

You will also receive an email at

your UAB Email Address.

8. Click on RElum 1o EWEVIEW ) 1) ratyrn to the PERSONAL INFORMATION screen.

Changing your Home Address

. . .

Update

1. To change your home address, click on 2P22!% J in the MAIN ADDRESS section of the
PERSONAL INFORMATION screen.

Main Address

Address Line 1
Address Line 2
Address Line 3
City

State

Zip Code
County

Type

(Update
2021 Ginger St

Hoover
AL
Alabama
35023
Jefferson
Jetfterson

Home

Your screen will look like Main

the picture on the right.

Address: Choose Option

Employee Name  Tangie Simmons

Organization Email Address  workflow@uat. edu

Emnployee Mumber 1004120
Business Group 111111114 UAB

O Carrert or amend this address
(©Enter a new address if you have maved.

| Cancel | | Next

Select the type of change you want to make: Correct if details of the address are incorrect, or enter a new address. An International Address must be entered via the ACT
form. Contact your department administrator for assistance

2. Select the type of change you wish to make and then click on' Mext .

This screen will open.

Main Address: Enter Mew Address

Cance{ ] | Back)

Sance] }
Employes Name  Tangie Simmons

Crganization Email Address  wostdloweuah ady

Employes Number 1004120
Business Group 111111114 UAE

Enter the date your change takes effect. Seloct your country and enter your addrass

= Effective Date [21.50p-2005 go
Type @

Courtry | United States
= Addrass Lina 1
Addrass Ling 2
Address Ling 3
= City
State
= I Codie

County

Next j
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UAB Self Service Application
Changing Your Personal Information

3. Enter a date that reflects your change in address as shown here:

= Effective Date  |gq_0et-2005

R

Note: Effective Date must be either the current date or a future date. YOU CAN NOT USE
A RETROACTIVE DATE. Example: You CAN use 01-0CT-2005, YOU CAN NOT use 01-Sep-
2005.

4. Choose the address Country if applicable using the drop down box provided.

<

Note: Wherever you see the flashlight icon"»f# , it can be used to search for valid
values.

Country

vl

5. Enter your street address in ADDRESS LINE 1 as required:

* Address Line 1 |23 Roper Road|

Asterisk (*) indicates required field.

6. Enter the city that you live in and click on the flashlight to execute the search.

&

s

= City

The following search screen will open.

Search and Select: City

—_— —
(Cancel | | Select |
Search

To find your itern, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button

Search By | City | Birmingham |(ea)
Results
& Previous Mext 10 &

Select Quick Select City State Zip Code County
@] = Birrningharm AL 36020 - 35020 Jefferson
@] = Birmingham AL 35200 - 35299 Jefferson
()] = Birmingharm AL 35201 - 35226 Shelby
o = Birmingharm AL 35228 - 35238 Shelby
@] % Birmingharm AL 35240 - 35240 Shelby
e} = Birmingham AL 35247 - 35245 Shelby
()] % Birmingharm AL 35248 - 36249 Shelby
()] = Birmingharm AL 35253 - 35255 Shelby
@] % Birmingham AL 35259 - 35261 Shelby
o} =1 Birrningharm AL 35763 - 35263 Shelby

& Previous Next 10 &

——
| Cancel | | Select
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UAB Self Service Application
Changing Your Personal Information

Note: The zip code is listed in ranges; examine the listing of cities and their

corresponding states, zip code ranges and counties.

7. If you do not see the correct zip code and county listed, click on the NEXT 10 button
h

=

8. You can click the QUICK SELECT L==
not have a range.

button if the zip code that applies to you does

Sirrmingharn AL 35240 -

35240 Shelby

The city, state, zip code and county will auto populate.

= Effective Date
Type

Country

= Address Line 1
Address Line 2
Address Line 3

Enter the date your change takes effect. Select your country and enter your address.

22-Sep-2005 Bl
[3)

United States

23 Roper Hoad

= City |Birmingham ,_:,{
= State  |AL
* fip Code 35240
= County | Shelby
* |ndicates required field
9. If the zip code that applies
AL 35228 - 35238 Shelby

to you falls within a range, ~ |Birmingharn

Click the button O

you.

10. Click the 8!8t ] button. This will auto populate the city, state and county fields.

= City  |Birmingham
= State AL
= Fip Code

= County |Jeffersan

“'i
R

d
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UAB Self Service Application
Changing Your Personal Information

11. You must manually enter a zip code.

Enter the date your change takes effect. Select your country and enter your address
* Effective Date  [72.30p-2005 ﬁ)
Type [3
Country | United States A
= Address Line 1 |23 Roper Road
Address Line 2
Address Line 3
* City | Birmingham (
*State |AL
=Zip Code (35235
= County | Jefferson

* Indicates required field

| Cance| | | Back | | Mext

Personal Information; Review

12. Click on -ﬁ-’; the

PERSONAL Employee Name Tangie Simmons
INFORMATION | Cunaaton Emel s, wiouibes

Review your changes and, if needed, attach supporting documents
O Indicates Changed tems

REVIEW Screen will
open displaying
both the CURRENT
information and the
PROPOSED

Main Address
Current
Effective Date 21-5ap-2005

Address Line 12021 Ginger 5t

Proposed
2-5ep-20050

information which City Hoer Birmingham

reflects the State AL AL

changes you wish Zip Code 50123 ¥r6o

to make. County Jeferson Shelby 0
Type Home o]

23 Roper Road 0

——— e o
| Gancel | | Printable Page | | Back , | Submit |

Employee Number 1004120
Business Group 11111111 UAB

13. The blue dot signifies a change has been made to the current information. Review the
changes and check for accuracy, if you need to make corrections in the Proposed

. . . B 19 .
information; click on ——=/ and make necessary changes and click on 2S£

14. If you are satisfied with the changes, click on 2420t J to process your changes.

15. A CONFIRMATION message appears at the top of your screen indicating that your

changes have been made:

Confirmation

Your changes have been applied.

You will also receive an email at your Organization Email Address.

16. Click on —REtun to OWeNIEW | 1 ratirn to the PERSONAL INFORMATION screen.

RETURN TO TOP
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