
HUMAN RESOURCES
The University of Alabama at Birmingham

Creating Emergency Contacts 
in Oracle Self-Service

Emergency Contact information can be added to Oracle HR & Finance by employees using the UAB 
Self-Service application.  

ACCESSING ORACLE SELF SERVICE  |  ADDING EMERGENCY CONTACTS

Accessing Oracle Self Service
Oracle HR & Finance is accessed through myApps in the MyUAB portal. Use your Blazer ID and 
strong password to log in. 

Select the Personal Information icon from the Oracle home page or open the hamburger menu at the 
top left of the page, click on UAB Self Service Applications, and select Personal Information.

Personal Information Icon Personal Information Menu
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Adding Emergency Contacts
Emergency Contacts are displayed at the bottom of the Personal 
Information page. Follow the steps below to add a new Emergency 
Contact:

1. Click on the Add button.

2. Enter all required (*) fields under General Information.

3. Phone numbers: Multiple numbers can be entered for a single contact. To enter the first number, 
select the phone Type using the drop-down list and enter the phone number in the Number field.

You can 
designate 
more than 
one person as 
an Emergency 
Contact, 
but only 
one Primary 
Contact.
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4. To add another number, click on the green plus (+) and repeat Step 3.

5. Main Address: Enter the Emergency Contact’s address or select “Use My Address for This Person” 
to autofill the employee’s address.

6. In the top right corner of the page, click the Next button to save your changes.

7. Review the information entered. Use the Back button to correct or add information, Cancel to 
discard, and Submit to confirm.
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8. Click on Return to Overview after receiving confirmation.

9. The new information will be displayed under Emergency Contacts.
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