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.
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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.
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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.

Type
Other Address

Address Line 1
Address Line 2
Address Line 3

Campus address information can only be updated by y

Home

our departmental contact using an ACT form. Please contact this person for these changes.
AB

525C

ADMINISTRATION BUILDING

You can
designate
more than
one person as

an Emergency
Contact,

but only

one Primary
Contact.

City Birmingham
State AL
Alabama
Zip Code 35294
County Shelby

Type Campus Primary

Emergency Contacts

Enter or update information about people you want human resources to contact in the event of an emergency. You can designate more than one person as an
Emergency Contact, but only one Primary Contact

Select Emergency Contoct: [[TZENY =]

Select Name Relationship Primary Contact Home Number Work Number Mobile
@ Hanebuth, Will Child No 2564536791
Hanebuth, Jane Child No 2512433910

Back

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

Emergency Contact: Create

[ Cancor | save For ater | west

Employee Name Hanebuth, Laura Employee Number 1091834
Organization Email Address  workflow@uab edu Business Group 11111111A UAB

* Indicates required field

General Information

tHyourmtend-to o thspersomrasadependentor-Beneficrarychecik-the-Make-this-person-my-Dep o5 ¥ enter-ih
Iad A Snich-addina-the £ Contast back-te-the-R oy B and-update-his-o-her-detated
e PoF gency # 5 Lk
Th P dod-t hotharih " Aoate-th fok SRdei ot banads

First Name Paul
Middle Name
* LastName Hanebuth
Suffix )]
Email Address
Primary Contact &
* Relationship Spouse v

* Relationship Start Date 27-Mar-2023 Y

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.

Phone Numbers

+

Type Delete
Mobile v] | | @

Campus Primary
Campus Secondary
| Campus Tertiary
Home

Mobile Public

part™
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4. To add another number, click on the green plus (+) and repeat Step 3.

Phone Numbers

Type Number Delete
Mobile v 251-666-1339 7|
Home v 256-508-6240 7|
Other v 222-555-1212 @

Campus Primary
Campus Secondary
Campus Tertiary

Home
Mobile -
Mobile Public (] Use my address
Effective Date 27-Mar-2023
TyPe  Home

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

Main Address

[U Use my address for this person]
Effective Date Z7-Mar-2023
TyPe  Home v @
Country  United States »
US Address Style
* Address Line1 123 EIm St
Address Line 2
Address Line 3

*city [xord ) a
* State AL
Alabama
* Zip Code 36203
* County Calhoun

Calhoun

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

Save For Later

7. Review the information entered. Use the Back button to correct or add information, Cancel to
discard, and Submit to confirm.

Personal Information: Review | Printable Page | Back | Submit |
Employee Name Hanebuth, Laura Employee Number 1091834
Organization Email Address workflow@uab edu Business Group 11111111A UAB

Review your changes and, if needed, aftach supporting documents

O Indicates Changed ltems

Maintain Contact

Contact
Current Proposed
Relationship Type Spouse Spouse

First Name Pau Paul
Middle Nameo A
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8. Click on Return to Overview after receiving confirmation.

[E, Confirmation

Your changes have been applied

Return to Overview |

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

Emergency Contacts

Enter or update information about people you want human resources to contact in the event of an emergency. You can designate more than one person as an
Emergency Contact, but only one Primary Contact.

select Emergency Contact: [Tl el | X

Select Name Relationship Primary Contact Home Number Work Number Mobile

@ Hanebuth, Paul Spouse Yes

256-588-6240 251-666-1339
(O Hanebuth, Jane Child No 2512433910
() Hanebuth, Will Child No 2564536791
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