UAB Self Service Applications
Changingrour Personal Information

TheUAB Self Service Applicatigives employees access to view and change their personal information
in the OracleAdministrative SystemsPersonal information which can be changed includdsst and

last name, ethnic originphone numbersand home address Campus address information can only be
updated by pur department representativeising the ACT Form.

PLEASE NOTAHI changes made througlthe Self Service gplicationswill change the & LJf 2 8 SS Q&
official UAB Personnel Record.

UAB Self Service Applications > Personal Information

1. Click on the UAB Self Service Applications link to access the UAB Self Service
Applications menu options.
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2. Click on the Personal Information menu option.
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UAB Self Service Applications
Changing Your Personal Information

Personal Information can be updated by clicking onlpeate iconas seen below.

LB e dominown  UAB Self Service Applications

1 Navigator ¥ B Favorites ¥ Home Logout Help

Personal Information

Clicking on the Back

Employee Name Example, Employee Employee Number 1111111 buton returns to
Organization Email Address example@uab.edu Business Group 11111111A UAB Home Page

Basic Details - To change your current Name or Ethnic Origin information please "Click” the UPDATE icon

=. Update
Name Example, Employee —

Date of Birth 11-Aug-1970
Social Security 111-11-1111
Employee Number 1111111
Organization Email Address  example@uab.edu

Phone Numbers - To change your current Phone Numbers please "Click” the UPDATE icon

Additional phone number types can only be updated by your departmental contact using an ACT form. Please contadt this person for these changes. g Update
Home (205) 111-1111
Campus Primary (205) 222-2222

Main Address - To change your current Home Address please "Click” the UPDATE icon

g Update
Address Line 1 125 Oracle Boulevard
Address Line 2
Address Line 3
(City Birmingham
State AL
Alabama
Zip Code 35127
County Jefferson
Jefferson

Type Home
Other Address

(Campus address information can only be updated by your departmental contact using an ACT form. Please contact this person for these changes. .
Address Line 1 AB
Address Line 2 BO0O0O
Address Line 3 ADMINISTRATION BUILDING
City Birmingham
State AL
Alzbama
Zip Code  35294-0101
County Jefferson

Jefferson

Type Campus Primary

Home Logout Help

Privacy Statement Capyright [c] 2006, Oracle. All ights res

Please Note:TheUpdatebuttons areonly available for Basic Details, Phone Numbers, and Main
Address. These are the only three sections available for update through the UAB Self Service
Applications. Campusddress information can only be updated by your department representative
using the ACT Form.
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Changing Your Personal Information

Changing Your Name and/or Ethnic Orgin

1. To change your name, click YPdate jn the Basic Detailsection of thePersonal
Information window.

Basic Details - To change your current Name or Ethnic Origin information please "Click™ the UPDATE icon
=" | Undate

2. Select the change you whato make, click oiNextto goto Basic DetailsCorrection
Information screen.

i bniaus  UAB Self Service Applications

N Navigator ¥ & Faortes v Home Logout Help

Basic Details: Choose Option

Employee Name  Example, Employee Employee Number 1111111
Organization Email Address ~ example@uab.edu Business Group 11111111A UAB

Select the type of change you want to make.

@ Comect or complete the current details.
3 Enter new information because of a real change to the current details (&.g. because of a change in name)

ad

Cancel | | N

Home Logout Hep

Privary Qatoment Camsioht (r) 2006 Oracle All inhte roconad

3. OnBasic Details: Correct Informatioscreen(as shown below)enter the new information (i.e.
First, Middle, Ladllameor Suffix); capitalize the first letter in each name field; remaining letters
should be lower case.

Note: Asterisks denote required information

e Deinown  UAB Self Service Applications

i Navigator ¥ B Favortes ¥ Home Logout Help

Basic Details : Correct Information

Back | [ ext

Employee Name Example, Employee Employee Number 1111111
Organi Email Address ad Business Group  11111111A UAB

* Indicates required field
Name

Effective Date  01-Jun-2014
Title Ms.
* First Name
Middle Name
* Last Name
Suffix LD

Employee Number 1111111
Sodial Security 111-11-1111
Date of Birth  11-Aug-1970
Organization Email Address example@uab.edu
Hire Date  22-Aug-2005
Gender Female
* Ethnic Origin -

Cancel | | Back | | Next

Home Logout Help
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4.

6.

UAB Self Service Applications
Changing YouPersonal Information

. .. . nic Origin ite e

Tochange theEthnic Origin click on the drop down Ethnic Origin | T EXEG——— i
arrow in theEthnic Origirfield; select by highlighting

Ethnic Origin | White v

the appropriate category.

American Indian or Alaskan Native

Black or African American

Hispanic or Latino. regardless of race

Native Hawaiian or Other Pacific Islander

Two or More Races

White 1

The category you highlight will appear in tB#hnic Origirfield.

Ethnic Origin v

After all changes have been made on Basic Details: Correction Informatioscreen click on
the Next | button.

ThePersonal Information Reviewcreen will open displaying bo@urrentinformation and
Proposedinformation which reflects the changes you wish to make.

Theblue dotsignifiesthe proposed change(s) to be madReview changes and check for
accuracy, if you need to make a correction to Br@posednformation clck on the Back

button to makethe necessary changben click onnext.

If you are satisfied with the changes, click Submit to process changes.

N B UAB Self Service Applications

Home Logout Help

Personal Review
| Printable Page | | Back | | Submit
Employee Name  Example, Employee Employee Number 1111111
0 on Email Address ed Business Group  11111111A UAB
anges and, if needed, attach supporting documents,
Current Proposed
Effective Date 01-Jun-2014 01-Jun-2014
TitleMs. Ms.
Full Name Example, Employee Example, Employee
First Name Employee Employee
Middle Name _ —d
Last Name Example, Example,
Employee Number 1111111 1111111
Social Security 111-11-1111 111-11-1111
Date of Birth 11-Aug-1970 11-Aug-1970
Organization Email Address example@uab.edu example@uab.edu
Ethnic Origin Black or African American Native Hawaiian or Other Pacific Islander O
Cancel | | Printable Page | | Back | = Submit

Updated 06 AUG2014 Page4




UAB Self Service Applications
Changing ¥ur Personal Information

7. Confirmationmessage appears at the top of your screen indicating that your changes have been

made. To return to the Personal Information screen, clickReturn to Overview

A Binaan  UAB Self Service Applications

Home Logout Help
1", Confirmation

‘our changes have been applied.

Return to Overview

Home Logout Help

You will also receive an email at yahBemail address infoning that information has been
updated in Oracle.

Please note the below:

1 Clicking orBack button will return you to the previous page.

1 Clicking or Cancel || cancel any changes you have proposethtake;you will have the
option to click orNoor Yesto confirm this action.

B Saw  UAB Self Service Applications

i\ Warning
Do you want to cancel this action?

‘our new action will be canceled.

Home Logout

Privacy Statement

Changing Your Phone Numbers

1.

To change your phone information, click UPdate iy the Phone Numbersectionof the
Personal Informationwvindow.

Phone Numbers - To change your current Phone Numbers please "Click” the UPDATE icon
—&  Update \

Additional phone number types can only be updated by your departmental contact using an ACT form. Please contact this person for these changes.

To make a change, type over the existing number using the cdowoat (205) 0000000, then
click onNext

S o bmaws  UAB Self Service Applications

i Navigator v B Favorites ¥ Home Logout Help

Phone Numbers: To make a change, type over the existing number using the correct format; blanks are not allowed.

Cancel Save For Later Next

Employee Name Example, Employee Employee Number 1111111
[ Email Address d Business Group 11111111A UAB

Type Number
{Home (205) 555-5555
{Campus Primary (205) 999-9999

Home Logout Help
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3. ThePersonal Information: Revieyage will operanddisplay bothCurrentand Proposed
information which reflects the changes you wish to make.

Theblue dotsignifiesthe proposed change(s) to be madeeview changet® check for

accuracy, if you need to make a correction to Breposedinformation click on the Back
button to make the necessary changeen click onnext.

4. If you are satisfied with the changes, click Submit to process changes.

Confirmationmessage appears at the top of your screen indicating that your changes have been
made. To return to the Personal Information screen, clickReturn to Overview

UMB TR Vsivamn  UAB Self Service Applications

N Navigator ¥ B Favories ¥ Home Logout Help
I, Confirmation
'Your changes have been applied.

Return to Overview

Home Logout Help

Please note the below:
9 Clicking on button will return you to the previous page.

9 Clicking on will cancel any changes you have proposed to make, you will have the
option to click orNoor Yesto confirm this action.
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