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¥ Employee Self Service

Add a Phone Number

1. Click the Personal Details tile on the
Employee Self Service home page.

2. Click the Contact Details link in the

Actions panel on the Personal Details Addresses
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button on the Information panel. e
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4. Select a phone type in the Type field on
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6. Click the Save button. < ot Dt * 6
£ Name Cancel Phone Numﬁr I Savel
2s% Ethnic Groups __FE ‘-ﬂ\ [Type Preferred
Q Emergency Contacts Business - >
N o t e & Additional Information
. k, Disabil
You can store up to four phone numbers in the :Nm :
system: Business, Home, Mobile (cell), and Pager 1. - ryee ——
Your business phone should be marked as your ”

preferred phone. You can have only one preferred
phone number.



