Viewing/Updating Address or Emergency Contact Employee Self Service

Viewing Current Address

Log into ESS and from the Home Page, click on the View Profile icon. Your current
Address and Emergency Contact are displayed on the Contact tab as show below.

Welcome!
| Welcome! Choose a link below to view your information or to make updates to your profile | No Records Found
information and password. 1
" Employee Profile 8
aview Profile
Profile Position Contac! Compensation
P o) ) '
=_°| Update Address Employee Contact Information Emergency Contact Information
Home Address: 123 MAIN STREET First Emergency JANE DOE
WNotifications AMAHEIM CA 12345 Contact:
UsSA
Email Address: RESTADILLA@ANAHEIM.NET Relationship: SPOUSE
Date Type Home Pheone: 714-765-5111 Primary Phone 714-765-5111
Number:
Mobile Phone: Contact Home 1234 MAIN STREET
Do/282017 Alert Address: AMNAHEIM C& 12345
USA
Work Phone: Second Emergency
Contact:
Work Phone Relationship:
Extension:
09/28/2017 Alert Primary Phone
Number: Contact Home
Address:
[ TRON NN Ny Ry N SN -

Updating Address

To update/edit your address information, click on the Update Address icon.
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Welcome!

Welcome! Choose a link below to view your information or to make updates to your profile
information and password.

4
& View Profile {’ Update Emergency Contact E‘: Password Management
N

uf. Update Address

Notifications \
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Viewing/Updating Address or Emergency Contact Employee Self Service

Contact Name Information

Making any changes to your contact name does not officially change your name

Human Resources has on file. To change your legal name, you must contact HR
with valid documentation.

" OE ) ULUIISHL NG Sramus Lraus L
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Update Address

Contact Name Information - Enter Home Address -

Please verify the information in the fields below.

Contact Name Information

Contact Name Prefix: ﬂ Private Home: | \j/a ill
e
Preferred First Name: Residency Code: \onN_RESIDENT Q

Preferred Middle Name:
Preferred Last Name: Smilh|

Contact Name Suffix: @

Click next to Enter Address

Enter Home Address
Make your changes to your home address here. If your home address and your

mailing address are the same, make sure the "Same Mailing Address” box is
checked.

Update Address

(7N

Contact Name Information » Enter Home Address : Enter Mailing Address -

=

Enter your Home Address information. If your Mailing Address is the same as your Home Address, select the same Mailing Address check box.

All address changes must be approved by HR. Only after approval will your address change be viewable in ESS.

“Street 1 |201 S ANAHEIM B | “Zip/Postal Code: (g2g505 |
Street 2: | | Gountry: g g
OV [ANAHEIM | County: Riverside County 4|

State/Province:

- o
California g Same Mailing Address?: ]| \

Click next to enter Mailing Address.
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Viewing/Updating Address or Emergency Contact

Employee Self Service

Mailing Address

If you have a Mailing Address that is different than your Home Address, enter the
new information here. Make sure the “"Same Mailing Address” box is unchecked. If
the mailing address is the same, skip this section and proceed to the next section.

Update Address

N

Contact Name Information = Enter Home Address - Enter Mailing Address >

=

Enter your Home Address information. If your Mailing Address is the same as your Home Address, select the same Mailing Address check box.

All address changes must be approved by HR. Only after approval will your address change be viewable in ESS.

“Street 1: |P.O. BOX 593' % | *Zip/Postal Code:

Street 2: | |

“City: |ANAH EIM |

State/Province: . jifomia g

Click next to Enter Phone Number(s).

Enter Phone

Country: USA

Same Mailing Address?: D

2/

County: Riverside County Q

\

Use this section to add/update up to four phone numbers. At least one phone
number must be entered. Select the Primary Phone check box on the line of the
phone number you wish to be used as your primary number (you must check at

least one number as your primary).

Update Address

Contact Name Information > Enter Home Address » Enter Mailing Address > Enter Phone = Enter Email

Enter in your phone information below.

All address changes must be approved by HR. Only after approval will your address change be viewable in ESS.

&

~

&

"Phone: (7147655005 | EXt | | YRS [ Work
— | | e [k
Phone: | | Ext: | | T¥P€ | Mobile
Phone: | | Bt | | ™YPe [Fax

v

Click next to enter E-mail Address.

Primary Phone:

Primary Phone:

Primary Phone:

Primary Phone:

o o 0O«
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Viewing/Updating Address or Emergency Contact Employee Self Service

Enter E-mail

Use this section to add/update up to two e-mail addresses. At least one e-mail
address must be entered. Select the Primary E-mail check box on the line of the e-
mail address that you wish to use as your primary e-mail (you must check at least
one email as your primary).

Update Address PR

Contact Name Information = Enter Home Address - Enter Mailing Address = Enter Phone | Enter Email

Enter in your email information below and check the Primary box.

All address changes must be approved by HR. Only after approval will your address change be viewable in ESS.

E-mail: |RESTADILLA@ANAHEIM.NET | Confirm E-mail: |RESTADILLA@ANAHEIM.NET | Primary E-mail: [

E-mail: | | Confirm E-mail: | | Primary E-mail: O

Select Submit to save your changes or Previous to return to a previous section.

If you change your mind and want to exit, click the 3 button in the top right:

Update Address PR

Contact Name Information . Enter Home Address - Enter Mailing Address - Enter Phone : Enter Email /—|

/

Once your document is submitted, it will be sent to HR for approval. Once the
document is approved by HR, you will be able to see your new address on the
Contact page of the View Profile link.

Refer to the Verify your Employee Address Change request reference guide for
instructions on how to verify your address change was approved.
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Viewing/Updating Address or Emergency Contact Employee Self Service

Update Emergency Contacts
To Update Emergency Contact information, click on the Update Emergency Contact
Icon on your Home Page Tab. To update/edit your Emergency Contact, click on the
Update Emergency Contact icon.

CGl Advantage ess [
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Welcome!

| Welcome! Choose a link below to view your information or to make updates to your profile
information and password.

& View Profile 0 Update Emergency Contact 8\: Password Management

‘:’: Update Address

IN’otiﬁcations
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Viewing/Updating Address or Emergency Contact

Employee Self Service

Enter Address/Phone/E-mail

All the fields with a red * are mandatory. If you do not know the information, type

“unknown” in the section.

Update Emergency Contacts

First Hame Last Hame
FAITH ShAITH
ROBERT SMITH

STEWE SMITH

Add Emerger

Enter Address Information

Enter the cortact name and address information below. Additional emergency contacts can be added by clicking the "Add Emergency Contact”

hutton.

Relationship

SPSE

Contsct Mame I
Prefix:

*Cartact First | FAITH
Marme:

Contact Michdle |

Matme:

*Cortact Last | SMITH

Marme:

2

Contsct Mame I
Suffix:

I
Contact |

Description:

Relationship: I

Home Dept: |

Position ICx |

Spouse works r
for same
employer?:

Phone

B145551212
314555112
145551212

“SteteProvines | PERNNSYLYSNIA 2

@ &

Email Delete Line Copy Line
emaill e .com ]m] @
i i@

[} [

| »

Strestl 123 KING |

Street2 | |

*City: | PITTSBURGH |

=ZipPostal |85298 |
Code:

“Country: | UNITED STATES 2

County: I Q
Spouse ICx I g

Marme: I
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Viewing/Updating Address or Emergency Contact

Employee Self Service

Select the Primary Phone on the line you wish to use as their primary phone (you
must check at least one number as your primary).

1

Update Emergency Contacts

First Hame Last Hame
F&ITH SMITH
ROBERT SMITH
STEVE SMITH

Add Emergency

Relationship Phone Email
145551212 emaill xooc.com
SPSE 145551212
8145551212

Enter Phone and E-mail Information

Delete Line Copy Line
m @&
Ll i
m @&

, HPEMER2 - In this section, you can enter up to 4 phone numbers and 2 e-mall addresses for your emergency contact.

1

Phona

‘Phone: | g14.555.1212
Pone: [ ]
one: [ ]
Phone: [ ]
Emalf

P *E-mail: Iemail1@xxx.com

Confirm E-mail:

E-miail: I

Cancel

Confirm E-mail:

Type: Home
Tvpe: Fax
Tvpe:

Tvpe: Fax

K

il
W]

[ ]
oo

I emaill @ com

Subrnit

Primary Phone:
Primary Phone:
Primary Phone:

Primary Phone:

Primary E-mail:

Primary E-mail:

6 9

=

Once you have made all your changes, select the Submit button to save your
emergency contacts and return to the Home page. If you select the Cancel button,
you will exit the Update Emergency screen.
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