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Employee Self Service--eProfile
eProfile

Overview of eProfile

Overview of eProfile

The eProfile portion of PeopleSoft enables employees to complete the following tasks online:

Description

Review Personal Information

Submit name change

Update Address information

Update phone information

Review email information

Update emergency contact information

Update Ethnic Group self-identification
Review additional Personal Information

Personal Details

Maintain Name Information e Submit a request to change your name

Maintain Address Information e Update your mailing and home addresses

Maintain Phone Information e Update existing phone information
e Add an additional phone number
e Delete an existing phone number

Maintain Email Information Review your business email address
Add a home email
Review your home email

Update/delete your home email

Maintain Emergency Contact
Information

Add an emergency contact

Update emergency contact information
Add additional emergency contacts
Delete an emergency contact

Maintain Ethnicity Information e Add an ethnic group self-identification
o Edit an ethnic group self-identification
e Delete an ethnic group self-identification
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Maintain Veteran and Disability e Record your disability status
Self-ldentifications e Record your military status

Changes you make to your personal information using eProfile take place immediately, with the
exception of requests to change your name. Name change requests must be processed by Human
Resources before they take effect.

Each of these tasks is covered in one of the lessons in the eProfile section of Employee Self
Service Training:

Working with Personal Details Page

Submitting Name Change Requests

Maintaining Address Information

Maintaining Phone Information

Maintaining Email Information

Maintaining Emergency Contact Information
Maintaining Ethnicity Self-Identifications

Maintaining Veteran and Disability-Self Identifactions

Working with Personal Details Page
Working with Personal Details Page

The Employee Self Service feature of PeopleSoft 9.2 allows you to view and update your
personal information online.

The Personal Details page allows you to review and make updates to your personal information
from a single page. You can review and update your

Name (submit a request for it to be changed in the system)
Your Home and Mailing Addresses

Your Phone information

Your email addresses

Your emergency contacts

Your Ethnic Group Self- Identification

View additional personal information

The steps involved in using the Personal Details page are covered in a single topic in this lesson:
e Using the Personal Details page
This topic is available for play-back through the UPK player in

o See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment
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Both See-It! And Try-It! Provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about using the Personal Details page:

e The Personal Details page can be accessed from the Employee Self-Service home page
e You can use this page to review your personal information as it is currently stored in the
system

e You can use this page to change (or request changes) to your personal information
e The Additional Personal information page presents information in view only mode

Using the Personal Details Page
The basic steps to using the Personal Details page are:

1. Click the Personal Details tile on the Employee Self Service home page.
2. Click on each of the links in the Actions panel.
3. Review information that displays in the Information panel

See the other topics in this course for instruction on how to add, edit, and or delete your personal
information using this page.

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details
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Step Action
1. Click the Personal Details tile.

Personal Details

pos

< My Homepage Personal Details

»
3
i
@

David Smith &)

Hazardous Material Tech Header Panel

Addresses

Addresses

\\: Contact Details H
ome Address

I Name 1000 Pine Drive

Concord, CA 94518 Current

|2 Ethnic Groups Contra Costa

'\E Emergency Contacts.

&' Additional Information Mailing Address
1000 Pine Drive

(5 Ty Concord, GA 94518 Current s
Contra Cost:

4 Veteran Status ontra Losta

Information Panel

Actions Panel

Step Action

2. The Personal Details page displays.
This page contains three panels:
-- Header panel

-- Left Side Actions panel
-- Right Side Information panel
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< My Homepage Personal Details

Hazardous Material Te®
Related Actions Menu button
Addresses ] Addresses

\f Contact Details Home Address

I Name 1000 Pine Drive
Concord, CA 94518 Current >

xﬂ‘ ERiniEe o Contra Costa

{2 Emergency Contacts

® Additional Information Mailing Address

= 1000 Pine Drive

(!:,\ Disability Concord, CA 94518 Current >
Contra Costa

4 Veteran Status

Step Action
3. The Header panel displays your name and your position description.
To the right of your name is the Related Actions Menu button. Use this button to
access other portions of Employee Self Service.

< My Homepage

Personal Details A0
David Smith &)
Hazardous Material Tech
Addresses
Addresses
[ty Contact Details
Home Address
I Name 1000 Pine Drive
Concord, CA 94518 Current >
lﬂ! Ethnic Groups

Contra Costa
{2 Emergency Contacts

4‘ Additional Information Mailing Address
1000 Pine Drive

&, Disabilty Concord, CA 94518 Current s
Contra Cost:

4 Veteran Status ontra Losta
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Step Action

4, Click the Related Action Menu button.

O

Actions | x | 0 D ®
David Smith
Hazardous Maleg Payroll i’
Benefits >
Addresses
AOdresses
g Contact Details
Home Address
e Name 1000 Pine Drive
Concord, CA 94518 Current >
X;'. e Eurys Contra Costa
\E Emergency Contacts
|&, Additional Information Mailing Address
1000 Pine Drive
(E, Disability Concord, CA 94518 Current >
Contra Costa
4 Veteran Status
Step Action
5. You can click on the links in the Actions menu to go to other portions of Employee

Self Service, e.g. Benefits (eBenefits) and Payroll (ePay).

These are covered in other portions of Contra Costa County PeopleSoft Employee
Self Service training.

6. Click the Close button.

Actions

- Payroll >

Benefits >

ddres

Home Ac
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David Smith &)

Hazardous Material Tech

Training Guide

Employee Self Service--eProfile

Personal Details

L

Y =0

Addresses

S Contact Details

e Name

R". Ethnic Groups

\E Emergency Contacts
&' Additional Information
é\ Disability

ey Veteran Status

Addresses

Home Address
1000 Pine Drive
Concord, CA 94518 Current
Contra Costa

Mailing Address
1000 Pine Drive
Concord, CA 94518 Current
Contra Costa

Step

Action

The right side information panel displays the Addressees grids. This grid lists your
current Home Address and Mailing Address.

You can use this page to edit one or both of these addresses. Maintaining your
address information is covered in another topic in the Contra Costa County
Employee Self Service eProfile training.

&1 Contact Detailsl

Click the Contact Details link.

Page 7



Training Guide
Employee Self Service--eProfile

> Contra Costa County
PeopleSoft Training

< My Homepage Personal Details A Y= 0
David Smith &)
Hazardous Material Tech
bzq Add
[ fdsss Contact Details
Contact Details
Phone
e Name +
%'-" e Eurys Number Extension Type Preferred
\E Emergency Contacts _ Business v N
& Additional Information
(&, Disability Email
e, Veteran Status +
Email Address Type Preferred
david.smith@hrd.cccounty.us Business v >
Step Action
9. The right side information panel now displays your Contact Details. This panel

contains two grids:

-- Phone: this grid lists your phone numbers as stored in the system. You can store
up to 4 phone number--Business, Home, Cell, and Pager1.

-- Email: this grid lists your email address as stored on the system. Your business
email address is stored in the system. You cannot edit or delete this address. You
cannot add additional email addresses.

You can use this page to edit, add, or delete address information. These actions are
covered in other topics in Contra County PeopleSoft Employee Self Service
eProfile training.

10. Click the Name link.
- 5
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< My Homepage Personal Details A0
David Smith &)
Hazardous Material Tech
Addresses Name
\f Contact Details
David Smith Current >
Name:
.1;: Ethnic Groups
{2 Emergency Contacts
& Additional Information
é\ Disability
4 Veteran Status
Step Action
11. The right side information panel now displays your current name information as
stored in the system.
You can use this page to request that your name information be changed. This action
is covered in another topic in Contra Costa County PeopleSoft Employee Self
Service eProfile training.
12. Click the Ethnic Groups link.
I&} Ethnic Groups
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< My Homepage rsonal Details A > =
David Smith &)
Hazardous Material Tech
=1 Addresses -
Ethnic Groups
g Contact Details
+
e Name
White > Primary
Ethnic Groups

\E Emergency Contacts

Voluntary Self-ldentification

|&, Additional Information . .
The employer is subject to certain governmental recordkeeping and reporting requirements for the
administration of civil rights laws and regulations. In order to comply with these laws, the employer invites

G\- Dl employees to voluntarily self-identify their race or ethnicity. Submission of this information is voluntary and
refusal to provide it will not subject you to any adverse treatment. The information obtained will be kept
4 Veteran Status confidential and may only be used in accordance with the provisions of applicable laws, executive orders,

and regulations, including those that require the information to be summarized and reported to the federal
government for civil rights enforcement. When reported, data will not identify any specific individual.

For the purposes of EEOC reporting, the following race/ethnic categories will be used:
. White (not of Hispanic origin): All persens having origins in any of the original peoples of Europe,
North Africa, or the Middle East

n

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

&~

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example, China,
India, Japan, Korea, the Philippine Islands, and Samoa.

o

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of North
America, and who maintain cultural identification through tribal affiliation or community recognition.

Step Action

13. The right side information panel now displays your current Ethnic Group Self
Identification.

You can use this page to edit, add, or delete an ethnic group self identification.
These actions are covered in other topics in Contra Costa County PeopleSoft
Employee Self Service eProfile training.

14. Click the Emergency Contacts link.
EE Emergency Contacts]

Page 10




= Contra Costa County

Training Guide
PeopleSoft Training

Employee Self Service--eProfile

< My Homepage

Personal Details

David Smith &)
Hazardous Material Tech
[ Aodresses Emergency Contacts
o\: Contact Details
+
e Name
Contact Name Relationship Preferred
X;'. Ethnic Groups
James Sibling v >
Emergency Contacts
& Additional Information Susan Jones Friend >
é\ Disability
4 Veteran Status
Step Action
15. The right side information panel now displays your current emergency contact
information.
You can use this page to add, edit, and/or delete emergency contacts.
These actions are covered in other topics in Contra Costa County PeopleSoft
Employee Self Service eProfile training.
16. Click the Additional Information link.
Additional Information
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< My Homepage Personal Details

David Smith &)

Hazardous Material Tech

=4 Addresses . )
Additional Information
Q’ Contact Details

K= Name Gender Male
|23 Ethnic Groups Date of Birth [ NN
Birth Country United States
{2 Emergency Contacts
Birth State
Additional Information Social Security Number
é\_ Disability Smoker

&, Veteran Status Date Entitled to Medicare
Original Start Date 09/25/2006
Last Start Date 10/13/2008

Highest Education Level A-Not Indicated

Voluntary Self-ldentification

Contact the Human Resources department if any of your Employee Information is incorrect.

Step Action

17. The right side information panel now displays additional information. This
information is presented in view only mode. You cannot edit or delete this
information.
If any of this information is incorrect, you must contact Human Resources to have it
changed.

18. Click the Disability link.
& Disability

19. The Voluntary Self-l1dentification of Disability page displays in the information
panel.
You can use this page to indicate whether or not you have a disability. Or you can
decline to answer.

20. Click the Veteran Status link.
g Veteran Statud

21. The Veteran Status page displays in the information panel.
Use this page to indicate your status as a veteran If you are not a veteran you can
also indicate that using this page.

22. Click the My Homepage button.
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Step Action

End of Procedure.

Submitting Name Change Requests
Submitting Name Change Requests
The Employee Self Service feature of PeopleSoft 9.2 allows you to request a name change online.
The steps involved in requesting a name change are covered in a single topic in this lesson:
e Requesting a Name Change

This topic is available for play-back through the UPK player in

e See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about requesting a name change:

e The date you enter in the Change As Of field indicates the date on which you want the
name change to become effective

e You can enter the current date (the default value), a past date, or a future date in the
Change As Of field.

e You may be required to supply proof of your name change to Human Resources

e Your name as stored in the system must match your name as it appears on your Social
Security Card

e The Current Name section of the Name Change page will continue to display your
original name until your request for a name change has been processed by Human
Resources.

Requesting a Name Change
The basic steps to request a name change are:

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

2. Click the Name link in the Actions panel.

3. Click on the current row in the Information panel.

4. Select/enter a date in the Change As Of field on the Name dialog page.

5. Edit your name information using the Prefix, First Name, Middle Name, Last Name,
and Suffix fields.

6. Click the Save button.
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Procedure

ORACLE ~ Employee Self Service

Personal Details

pos

Step Action

1. C|ICk the Personal Details tile.
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< My Homepage

David Smith &)

Hazardous Material Tech

Addresses

ty® Contact Details

I Name

lﬂ! Ethnic Groups

{2 Emergency Contacts
2, Additional Informaticn
(!:’\ Disability

&y Veteran Status

Training Guide

Employee Self Service--eProfile

Personal Details

Addresses

Home Address
1000 Pine Drive
Concord, CA 94518 Current
Contra Costa

Mailing Address
1000 Pine Drive
Concord, CA 94518 Current
Contra Costa

=0

Step

Action

from David Smith to

The Personal Details page displays. You can use this page to view and/or change
your personal information.

For this example, you will request that your name as stored in the system be changed

David Smyth.

< My Homepage

David Smith &)

Hazardous Material Tech

Addresses

[ty Contact Details

I Name

lﬂ! Ethnic Groups

{2 Emergency Contacts
2, Additional Informaticn

(!:’\ Disability

&y Veteran Status

Personal Details

Addresses

Home Address
1000 Pine Drive
Concord, CA 94518 Current
Contra Costa

Mailing Address
1000 Pine Drive
Concord, CA 94518 Current
Contra Costa

»

]
®
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Step

Action

3.

Click the Name link.

Addresses
‘:‘ Contact Details
238 Ethnic Groups
\E Emergency Contacts

&, Additional Information

&, Disabilty

< My Homepage Personal Details A0

David Smith &)
Hazardous Material Tech

Ji=4 Addresses

Name

e Contact Details
: David Smith Current >
Name

l;'. Ethnic Groups

\E Emergency Contacts
& Additional Information
('5 Disability

lady Veteran Status

Step

Action

Notice the right side panel now displays the Name grid. This grid lists your name as
itis currently stored in the system.

To edit your name information, you can click anywhere on the row displaying your
name.

In this example, you will correct the spelling of your last name. Your last name is
spelled Smyth not as currently listed, Smith.

Click the Current link.

Name

David Smith Current 3
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< My Homepage

Personal Details

David Smith &)
Hazardous Material Tech

@ Gontact Details
>
Ch As Of |09/08/2016
|| Name ange Rs |
4% Ethnic Groups Name Format | English ﬂ
R$ Emergency Contacts Prefix v
& Additional Information First Name | David
(E\ Disability Middle Name
Suffix [v]
Display Name David Smith
Formal Name David Smith
Name Smith,David

Step Action

6. The Name dialog page displays. You can use the fields on this page to edit your
name information.

The Changes As Of field defaults to the current date. Use this field to enter or select
the date on which the change will be effective. This date can be a past or a future
date. For this example, you will accept the default value.

Accept the default value in the Name Format field of English.

7. Click in the Last Name field.
Change As Of 09/08/2016
Name Format | English [v]
Prefix [v]

First Name  David
Middle Name

Last Name ‘Sm\m ‘

Suffix [v]
8. Enter the desired information into the Last Name field. Enter "Smyth".
Change As Of | 09/08/2016 .
Name Format | English [v]
Prefix v
First Name  David
Middle Name
Suffix v
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Step Action

9. Click the Save button.

Name )

09/08/2016
English [v]
< My Homepage Personal Details [ )]
David Smith &)

Hazardous Material Tech

| Current Name as stored in the system |

=4 Addresses
Name
\L.l Contact Details

.
David Smith Current T

Name

David Smyth As of 09/08/2018

Submitted for Approval
‘A" Ethnic Groups

{2 Emergency Contacts

& Additional Information

. Disability
= Requested change—awaitingapproval

lady Veteran Status

Step Action

10. Notice the Name grid in the right panel on the Personal Details page now displays
two rows.

The first row lists your current name as it is stored in the system.

The second row lists the change you have requested. This row indicates that this
new name is as of the current date, 9/8/2016 and that your request has been
submitted for approval by Human Resources.

Human Resources must process your request before the change you have requested
will display as your current name.
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Step Action

11. Click the My Homepage button.

David Smith &)

Hazardous Material Tech

<] Addresses

9\.1 Contact Details

12.
End of Procedure.

Maintaining Address Information
Maintaining Address Information

the Employee Self Service feature of PeopleSoft 9.2 allows you to review and update your home
and mailing addresses that are stored in the system..

The steps involved in requesting a name change are covered in a single topic in this lesson:

e Maintaining Home and Mailing Addresses

This topic is available for play-back through the UPK player in

e See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about maintaining your address information:

e You can store two addresses in the system, a home address and a mailing address

e These addresses may be the same or they may be different

e The Change As Of field indicates the date on which the address change should take
effective

e The Change As Of date can be the current date, a future date, or a past date

Maintaining Home and Mailing Addresses
The basic steps to change your address information are:

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

2. Click the Addresses link in the Actions panel.

3. Click the current row in the Information panel for the address you want to change, i.e.
Home or Mailing.

4. Select/enter a date in the Change As Of field on the Address dialog page.
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5. Edit your name information using the Address 1, Address 2, Address 3, City, State,
Postal and County fields.
6. Click the Save button.

Procedure

ORACLE ~ Employee Self Service

Personal Details

pos

Step Action

1. Click the Personal Details tile.
Benefits Payroll Personal Details
- =) © \ .
+ 7
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< My Homepage Personal Details A0
David Smith &)
Hazardous Material Tech
Home Address
Addresses
Addresses
S Contact Details
ome Address
e Name 1000 Pine Drive
Concord, CA 94518 Current >
xﬂ" e Eurys Contra Costa
\E Emergency Contacts
|&, Additional Information illailing Address
1000 Pine Drive
(E, Disability Concord, CA 94518 Current >
Contra Costa
ey Veteran Status

Mailing Address

Step

Action

The Information panel displays your current Home and Mailing addresses as they
are stored in the system.

You can edit either or both of these addresses.

For this example you will edit both your Home and Mailing address. You will
change both to:

2641 Prospect Street
Concord, CA 94518

Note: your home and mailing addresses can be the same or you can have a different
mailing address than you home address. Changes to your address information does
not require processing by Human Resources. The changes you make are
immediately effective.

Click the Home Address row.
Home Address

1000 Fine Drive

Concord, CA 94518 Current
Contra Costa
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< My Homepage Personal Details

David Smith d | S2°! Address [save| A
Hazardous Mate
Addresses | Change As Of |09/08/2016 |
‘.@ Contact Details Address Type Home
g Name Country |United States Q
ka3 Ethnic G | Address 1 | 1000 Pine Drive | | >
nic (5roups
RS Emergency Contacts Address 2
|&, Additional Information Address 3
(‘.‘\ Disability City |Concord )
4 Veteran Status State | California Q
Postal 94518
County Contra Costa
v
Step Action
4, The Address dialog page for your home address displays.

The Change As Of field defaults to the current date. You can use this field to
enter/select the date on which your address changed. For this example, you will
accept the default value.

For this example, you will change your street address from 1000 Pine Drive to 2641
Prospect street. Both street addresses are in Concord and both share the same Zip
code. You will need to edit the value in the Address 1 field. You do not need to edit
values in the other fields.

5. Click in the Address 1 field.
Change As Of 09/08/2016
Address Type Home
Country  United States Q

Address 1 1000 Pine Drive |

Address 2
Address 3

City Goncord
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Step Action

6. Enter the desired information into the Address 1 field. Enter "2641 Prospect
Street”.
Change As Of |09/08/2016

Address Type Home
Country | United States Q

Address 1 | 1000 Pine Drive) x

Address 2

7. Click the Save button.
Address [ save

Change As Of | 09/08/2016

Address Type Home

Country | United States Q
Address 1 | 2641 Prospect Streef| x
Address 2
onal Deta ®
The Save was successful. | x
Addi ‘\
\L: Contact Details Home Address
8 Name 2641 Prospect Street
[Concord, CA 94518 Current >
‘ﬂx Ehacenips (Contra Costa
{E Emergency Contacts.
&, Additional Information Mailing Address
1000 Pine Drive
(E\ Disability Concord, CA 94518 Current >
Contra Costa
4 Veteran Status
Your new Home
Address
Step Action
8. Notice the system displays a confirmation message indicating that the changes you
just made have been successfully.
Your current home address is now listed as 2641 Prospect Street in Concord.
Next you will make the same change to your mailing address.
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Step Action

9. Click the Mailing Address row.

1000 Fine Drive
Concord, CA 94518 Current »

Contra Costa

10. Click in the Address 1 field.

Personal Details

Cancel Address |save| ~

Change As Of | 09/08/2016

Address Type Mailing

Country  United States Q
Address 1 | 1000 Pine Drive| x
Address 2
11. Enter the desired information into the Address 1 field. Enter "2641 Prospect
Street".
! Cancel Address ‘SE] ~ “
Change As Of |09/08/2016

Address Type Mailing
Country | United States Q

Address 1 | [EIEIEGRT x

Address 2

12. Click the Save button.
m Cancel Address [ save|

Mate

Change As Of | 09/08/2016
Address Type Mailing

Country |United States Q

Address 1 | 2641 Prospect Streef x

Address 2

ation] Address 3
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ersonal Deta 0O)
The Save was successful.

x

Addresses
Addresses
g Contact Details

Home Address Confirmation message text

e Name 2641 Prospect Street

Concord, CA 94518 Current
3

xﬂ' e Eurys Contra Costa

\E Emergency Contacts

&, Additional Information Mailing Address
2641 Prospect Street

(&, Disabilty Concord, CA 94518 Current s
Contra Costa

iy Veteran Status

Your new mailing

address

Step Action

13. The system display a confirmation message indicating that the changes you made
have successfully saved.

Your current mailing address is now listed as 2641 Prospect Street in Concord.

14. Click the My Homepage button.

David Smith &

Hazardous Material Tech

Addresses

15.
End of Procedure.

Maintaining Phone Information
Maintaining Phone Information

The Employee Self Service feature of PeopleSoft 9.2 allows you to review and update your phone
numbers that are stored in the system.

The steps involved in maintaining phone information are covered in a three topics in this lesson:

e Editing an Existing Phone Number
e Adding an Additional Phone Number
e Deleting a Phone Number
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This topic is available for play-back through the UPK player in

e See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about maintaining your phone number information:

e The system stores four types of phone numbers—Business, Home, Pager 1 and Mobile
(Cell)

e The Business phone number should always be designated as your preferred phone
number

e You cannot have multiple preferred phone numbers

e You cannot have multiple Mobile phone numbers in the system

o If you already have a Mobile phone number listed in the Phone Numbers section and you
use the Add Phone Number button you will not be able to add an additional phone
number. The drop down for the Phone Type field will be empty. You cannot have
multiple phone numbers of the same type in the system.

Editing an Existing Phone Number
The basic steps to edit an existing phone number are:

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

2. Click the Contact Details link in the Actions panel.

3. Click the current row in the Information panel Phone grid for the phone number you
want to change

4. Edit your phone number information using the Number and Extension fields.

5. Click the Save button.

Procedure
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ORACLE ~ Employee Self Service

Payroll Personal Details

— .
B P/

Step Action

1. Click the Personal Details button.

Payroll Personal Details

2. Click the Contact Details link.
Addresses

i Name

232 Ethnic Groups

€3 Emergency Contacts

&. Additional Information

. Disability
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< My Homepage Personal Details A0
David Smith &)
Hazardous Material Tech
Addresses R
Contact Details Preferred Phone Number
Contact Detail
8 Name -+
‘Ax Ethnic Groups Number Extension Type Preferred
{2 Emergency Contacts _ Business v | N
&' Additional Information
925/558-5523 Home | 5
é;nmmmw
4 Veteran Status
Your correct home +
phoneis 925/558-5524, Email Address Type Preferred
not what is currently
listed david.smyth@hrd.cccounty.us Business v

Step

Action

The Information panel now displays your contact information: phone numbers and
email addresses.

You have two phone numbers stored in the system: a business humber and a home
number. You business phone is marked as your preferred number.

For this example, you will edit your home phone number. Your number as currently
listed in the system is incorrect. Your correct home phone number is 925/558-
5524 not, as currently listed, 925/558-5523.

Click the row in the Phone grid that displays your current Home phone, 925/558-
5523.

Phone
+
Number Extension Type Preferred
I 925/558-5523 Home >
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Cancel | Phone Number i

Type
Preferred [

rlumber 926/558-5523 |
Extension

Delete

Step

Action

The Phone Number dialog box page displays. Use the fields on this page to enter
your correct home phone number.

For this example, you will edit the value in the Number field to change it to your
correct home phone. You will not mark this number as your preferred number. Only
one phone number can be marked as preferred.

Click in the Number field.
@ Phone Number il
T (BT

Preferred (1

b

Extension

Enter the desired information into the Number field. Enter "925/558-5524".

=xtension | ]

Page 29



Training Guide

Employee Self Service--eProfile

Contra Costa County
¥  PeopleSoft Training

Step Action
8. Click the Save button.
Cancel Phone Number | Save |
Type Home [v|
Preferred [
Number |925/558-5524 x|
Extension
onal Deta ®
You have successfully updated your "Home" phone. | x
Addresses B
Contact Details ::’u r:It:Ct Detalls
8 Name +
‘Ax Ethnic Groups Number Extension Type Preferred
{2 Emergency Contacts I N
® Additional Information
= 9251558 5524 Home
é\ Disability ’
4 Veteran Status Email
+
The correct home phone Email Address Type Preferred
now displaysin the s
Phone grid. david.smyth@hrd.cccounty.us Business v
Step Action
9. Notice the system issues a message across the top of the page indicating that you
have successfully updated your home phone.
Also notice that the Phone grid now lists the correct number for your home phone
and that your business number is still your preferred number.
10. Click the My Homepage button.
< My Homepage Personal Details
David Smith &
Hazardous Material Tech
11.

End of Procedure.
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Adding an Additional Phone Number
The basic steps to adding a new phone number are:

Click the Personal Details tile on the Employee Self Service home page.
Click the Contact Details link in the Actions panel.

Click the Add Phone button (Plus sign) in the Phone grid.

Select a type in the Type field on the Phone Number dialog page.

Edit your phone number information using the Number and Extension fields.
Click the Save button.

I

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

pos

Step Action

1. Click the Personal Details button.

Payroll Personal Details
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Step Action
2. Click the Contact Details link.
Addresses
g Name
‘3‘-‘ Ethnic Groups
{E Emergency Contacts
4‘ Additional Information
.k Disabilitv
< My Homepage Personal Details a Y =0
David Smith &)
Hazardous Material Tech
s ) Preferred Phone Number
Contact Details
Contact Details
Phone
s Name
s} Ethnic Groups Number Extension Type Preferred
Q Emergency Contacts _ Business v N
(] itional Information
n Acdionalinformat 005/558 5524 Home N
é\ Disability
\, Veteran Status Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v
Step Action
3. The Information panel now displays your contact information: phone numbers and

email addresses.

You currently have two phone numbers stored in the system: a business number and
a home number. Your business phone is marked as your preferred number.

For this example, you will add your cell (mobile) phone number, 925/556-2112, to

the system. You will leave the business phone as your preferred phone.
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Step

Action

Click the Add Phone button.
Contact Details
Phone

Number Extension

Type

925/335-1709

925/558-55624

Business

Home

Canoell Phone Number

“Type | ™|

Preferred [J

e —

Step Action
5. The Phone Number dialog box page displays. Use the fields on this page to enter
your cell (mobile) phone number, 925/556-2112.
You will not mark this number as your preferred number. Only one phone number
can be marked as preferred.
6. Click the Type list.

Phone Number i
Tvee

Preferred [
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Cancel |

Contra Costa County
PeopleSoft Training

You already have stored a business
and home phone. These types are

Phone Number PP no longer available for you to

“Type

Priferred

Mobile
Pager 1

rd

Number

select

Step Action

7. Notice the Type field drop down lists contains only two types: Mobile and Page 1.

types:

-- Business
-- Home

-- Mobile
-- Pager 1

You can store up to 4 phone numbers in the system--one of each of the following

You cannot simultaneously store two phone numbers of the same type in the system.
The system only allows you to select phone types that are currently available to you.
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Phone Number

“Type .
Mobile:
Preferred | Pager 1

Step Action

8. Click the Mobile list item.

“Type .
Mobile

Preferred | Pager 1

Number
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Phone Number

“Type | RIS
Preferred [

. —

Contra Costa County
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Step Action

9. Click in the Number field.

*Type | [RIE
Preferred [

Number | |

Extension l l

10. Enter the desired information into the Number field. Enter "925/556-2112".

*Type | Mobile

Preferred [

Number | |

Extension l l

11. Click the Save button.

Phone Number i
o

Preferred [

Number |925/556-2112| x
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ersonal Deta ®

You have successfully added your "Mobile” phone. x

Addresses . Your business phone is still your
ontact Details
- preferred phone.
Phone

Rl Confirmation Message text

lﬂ} Ethnic Groups

Number Extension Typ Preferred
o <
K. Emergency Contacts . Business v N
|, Additional Information
925/556-2112 Mobile >
(&, Disabilty I
925/558-5524 Home >
4 Veteran Status.
The mobile number you Email
just added is now listed +
in the Phone grid.
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v

Step Action
12. Notice the system issues a message across the top of the page indicating that you
have successfully added your mobile phone.
Also notice that the Phone grid now lists three phone types and that your business
number is still your preferred number.
13. Click the My Homepage button.
< My Homepage Personal Details
David Smith &
Hazardous Material Tech
ia{ Addresses .
Contact Details
Contact Details
14,

End of Procedure.

Deleting a Phone Number

The basic steps to deleting an existing phone number are:

1
2.
3.
4
5

Click the Personal Details tile on the Employee Self Service home page.
Click the Contact Details link in the Actions panel.

Click on the row on the Phone grid for the phone number you want to delete.
Click the Delete button on the Phone Number dialog page.

Click the Yes button on the Delete Confirmation page.
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Procedure

ORACLE ~ Employee Self Service

Personal Details

pos

Step Action

1. Click the Personal Details tile.

Payroll Personal Details
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< My Homepage

David Smith &)
Hazardous Material Tech

Addresses

ty® Contact Details

I Name

lﬂ! Ethnic Groups

{2 Emergency Contacts
2, Additional Informaticn
(!:’\ Disability

&y Veteran Status

Training Guide

Employee Self Service--eProfile

Personal Details

Addresses

Home Address

2641 Prospect Street

Concord, CA 94518 Current
Contra Costa

Mailing Address

2641 Prospect Street

Concord, CA 94518 Current
Contra Costa

L

=0

Step

Action

Addresses
R Name
.lﬂ'. Ethnic Groups
\2 Emergency Contacts
& Additional Information

(&, Disability

Click the Contact Details link.
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Personal Details

David Smith &)
Hazardous Material Tech

Ji=4 Addresses

Contact Details

8 Name

RA'. Ethnic Groups

{2 Emergency Contacts
4‘ Additional Information
('5 Disability

lady Veteran Status

Contact Details

Phone

+
Number Extension Type Preferred
_ Business v >
925/556-2112 Mobile >
925/558-5524 Home >
Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v

Step Action

3. The Information panel now displays your contact information: phone numbers and
email addresses.
You currently have three phone numbers stored in the system: a business number, a
mobile (cell) number, and a home number. Your business phone is marked as your
preferred number. You can edit any of these numbers.
For this example, you will delete your cell (mobile) phone number, 925/556-2112.

4.

Phone

+

Number

Click the the row in the Phone grid for your mobile (cell) number, 925/556-2112.

Extension Type Preferred

Business v >

025/556-2112

Mobile >

925/558-55624

Home >
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Phone Number i

Type | [
Preferred [

Number 925/566-2112

Delete

Step Action

5. The Phone Number dialog page displays with information for your mobile (cell)
number.

For this example, you will use the Delete button to delete this number.

6. Click the Delete button.
|cancel Phone Number fsave]|

7. Click the Yes button.

AT yOU Sure you want to delete your “Motde” phone?

it |
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onal Deta ®
You have successfully deleted your "Mobile” phone. x
[ Aodresses Contact Details
Contact Details Phone
8 Name -+
xﬂ" Ethnic Groups Number Extension Type Preferred
{2 Emergency Contacts _ Business v N
& Additional Information P Home ,
('5 Disability
4 Veteran Status Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v
Step Action
8. Notice the system issues a message across the top of the page indicating that you
have successfully deleted your mobile phone.
Also notice that the Phone grid now lists two phone types and that your business
number is still your preferred number.
9. Click the My Homepage button.
< My Homepage
David Smith )
Hazardous Material Tech
10.
End of Procedure.

Maintaining Email Addresses
Maintaining Email Addresses

The Employee Self Service feature of PeopleSoft 9.2 allows you to review and update your email
addresses that are stored in the system.

The steps involved in maintaining email addresses are covered in a three topics in this lesson:

e Adding an Email Addresses
e Editing an Email Address
e Deleting an Email Address
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This topic is available for play-back through the UPK player in

o See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about maintaining your email address information:

The system stores two types of email Addresses—Business and Home

You cannot edit or delete your Business email address

The Business email address should always be designated as your primary email address
You cannot have multiple primary email Addresses

You cannot have multiple Home email addresses in the system

If you already have a Home email address listed in the Email Addresses section and you
use the Add Email Address button you will not be able to add an additional email
address. The drop down for the Email Type field will be empty. You cannot have
multiple email addresses of the same type in the system.

Adding an Email Address

The basic steps to adding a new email address are:

1. Click the Personal Details tile on the Employee Self Service home page.
2. Click the Contact Details link in the Actions panel.
3. Click the Add Email button (Plus sign) in the Email grid.
4. Select a type in the Email Type field on the Email Address dialog page..
5. Edit your email information using the Email Address field.
6. Click the Save button.

Procedure
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ORACLE ~ Employee Self Service

Personal Details

&

Step Action

1. Click the Personal Details button.

Payroll Personal Details

2. Click the Contact Details link.
Addresses

B Name
IAT. Ethnic Groups
‘2 Emergency Contacts

& Additional Information
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< My Homepage Personal Details A0
David Smith &)
Hazardous Material Tech
=4 Addresses

Contact Details
Contact Details
- Phone

i Name +
. .
lﬂ' Elacening Number Extension Type Preferred
S Ei Contacts
{. ‘mergency Contac _ Business v N
& Additional Information
925/558-5524 Home >
(_h’\ Disability
4 Veteran Status Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v

Business email cannot not be edited or deleted. It must be the primary
email. All employees have been assigned a business email.

Step Action

3. The Information panel now displays your contact information: phone numbers and
email addresses.

You currently have one email address stored in the system--your business email
address. This address is marked as your preferred email. You cannot edit or delete
this address.

You can have only two emails in the system: a business email (all employees have a
business email) and a home email. Your home email cannot be marked as your
preferred email.

For this example, you will add a home email, ds@gmail.com.

4. Click the Add Email button.
Email
A
Email Address Type Preferred
david. smyth@hrd.cccounty . us Business '
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Use these fields to add
your home email address.

Email Address |

Step Action

5. The Email Address dialog page displays. Use the Email Type and Email Address
fields to enter your home email address, ds@gmail.com.
6. Click the Email Type list.
Email Address
"Email'[ype

Email Address |
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Email Address

*Email Ty
Home

Email Address I

Step Action

7. Note you can only store two email addresses in the system, a business email (every

employee has been assigned a business email) and a home email. You can list only
one home email address.

Home is the only choice available.

Email Address

*Email Type
Home

Email Address |
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Step Action

8. Click the Home list item.

Email Address

e
Fome |

Zmail Address |

Email Address

Email Address I\

Step Action

9. Click in the Email Address field.

Email Address i

Email Address [| |
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Step Action
10. Enter the desired information into the Email Address field. Enter "ds@gmail.com".
Email Address E
“Email Type | Home[¥]
Email Address || |
]
11. Click the Save button.
Email Address .
L
“Email Type  Home[V|
Email Address  ds@gmail.com
onal Deta ®
You have successfully added your "Home" email address. | x
p=q Addresses \
- Contact Details
. Contact Details Confirmation Message Text
Phone
e Name +
‘A‘ Elacening Number Extension Type Preferred
{E Emergency Contacts. _ Business v N
& Additional Information
925/558-5524 Home >
é\ Disability
dticcantians Email Business email will always be the
+ preferred email.
Email Address Type Preferred
david.smyth@hrd.cccounty.us
ds@gmail.com Home >
Your home email
address that you just
added.

Step Action

12. Notice the system issues a message across the top of the page indicating that you

have successfully added your home email address.

Also notice that the Email grid now lists 2 email types and that your business
number is still your preferred email address.
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Step Action

13. Click the My Homepage button.

David Smith &

Hazardous Material Tech

Addresses

™ mamdm

14.

End of Procedure.

Editing Email Addresses
The basic steps to edit an existing email address are:

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

2. Click the Contact Details link in the Actions panel.

3. Click the current row in the Information panel Email grid for the email address you
want to change.

4. Edit your email address information using the Email Address field.

5. Click the Save button.

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

L .
-0 o
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Step Action

1. Click the Personal Details button.

Payroll Personal Details

2. Click the Contact Details link.

Addresses
F5 Name

244 Ethnic Groups

9 Emergency Contacts
2, Additional Information

(5 Disability

4 Veteran Status

< My Homepage Personal Details a " = 0@
David Smith &
Hazardous Material Tech
Addresses )
Contact Details
Contact Detail
5 oni letails Phone
e Name +
XA‘ Ethnic Groups Number Extension Type Preferred
Q
{. Emergency Contacts _ Business v N
& Additional Information
925/558-5524 Home >
; Business email cannot be
edited or deleted. It must
. Email
be your preferred email.
Email Address Type Preferred
david smyth@hrd.cccounty.us Business v
'ds@gmail com Home >
. ) All employees are assigned a business email.
Home email can be edited or . o .
This email is marked as the preferred email.
deleted. It cannot be your
preferred email.
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Step Action

3. The Information panel now displays your contact information: phone numbers and
email addresses.
You have two email addresses stored in the system: a business email and a home
email. Your business email is marked as your preferred email.
You cannot edit or delete your business email. It must be your preferred email.
You can edit your home email.
For this example, you will edit your home email address. You will change it from
ds@gmail.com to dsmyth@yahoo.com.

4, Click the row in the Email grid containing your home email address,

ds@gmail.com.

Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v
ds@gmail.com Home 5
¢ My Homepage Personal Details

»
Jo
i
]
@

David Smith )
Hazardous Material Tech

7 You can store only one home email
in the system. It cannot be your
RE Contad -

preferred email.

= Name
. Cancel Email Address [save]
lﬂl Ethnic Groups m o]
RS Emergency Con Email Type e[ v v N
& Adenainien) Email Address | ds@gmail.com | 5
&\ Disability
Iy Veteran Status
Delete
referred
david.smith@hrd.cccounty us Business s
ds@gmail. com Home >
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Step Action

5. The Email Address dialog page displays.

Use the Email Address field to enter your new email address. You do not have to
change the type. You can have only two email addresses in the system--one of each
type: a business email and a home email.

The system will not allow you to add a second home email or to edit or delete your
business email.

6. Click in the Email Address field.
Cancel - Email Address | Save |
Email Type | Home|¥|
Email Address |ds@gmail.com J
7. Enter the desired information into the Email Address field. Enter
"dsmyth@yahoo.com"”.
Cancel - Email Address \E] 2
Email Type = Home[¥]
Email Address xl
8. Click the Save button.
Email Address 3
Email Type = Home[V]
Email Address |dsymth@yahoo.com|
Pr
9. Notice the system issues a message across the top of the page indicating that you

have successfully updated your home email address.

Also notice that the email grid now lists the updated address for your home email
and that your business email is still your preferred email.
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Step Action

10. Click the My Homepage button.

David Smith ()

Hazardous Material Tech

11.
End of Procedure.

Deleting an Email Address
The basic steps to deleting an existing email address are:

Click the Personal Details tile on the Employee Self Service home page.
Click the Contact Details link in the Actions panel.

Click on the row on the Email grid for the email address you want to delete.
Click the Delete button on the Email address dialog page.

Click the Yes button on the Delete Confirmation page.

agkrwbdE

Procedure

ORACLE ~ Employee Self Service

Personal Details
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Step Action
1. Click the Personal Details tile.
Payroll Personal Details

Click the Contact Details link.
Addresses

@ Contact Detailg

i Name

22 Ethnic Groups

% Emergency Contacts

&. Additional Information

< My Homepage Personal Details A0
David Smith &)
Hazardous Material Tech
Addresses B
Contact Details
«  Contact Detail
L on etails Phone
|05 Name -+
‘E’ Ethnic Groups Number Extension Type Preferred
g
Emergency Contacts _ Business v N
4‘ Additional Information
925/558-5524 Home >
O
& Business Email cannot be
P8 edited or deleted and must
be the preferred email.

\ Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v
dsmyth@yahoo.com Home >

Home email can be edited
and/or deleted and cannotbe
marked as your preferred email.
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Step Action
3. The Information panel now displays your contact information: phone numbers and
email addresses.
You currently have 2 email addresses stored in the system: a business email and a
home email. Your email is marked as your preferred email. You cannot edit or
delete this email. It must be your preferred email.
For this example, you will delete your home email, dsmyth@yahoo.com.
4. Click the row in the Email grid containing your home email, dsmyth@yahoo.com.
Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v
dsmyth@yahoo.com | Home )l
< My Homepage Personal Details A Y= 0
D David Smith ®
Hazardous Material Tech
=4 Addresses .
You can delete your home email. Details
The system will not allow you to ‘
& delete your business email. .
1 Ethnic Groups ST Email Address e eretemed ‘
[t Emergency Contacts Email Ty| ‘ﬁ‘ Business v >
&, Additional Information Preferred [
Home >
il Address | dsmyth@yahoo.com
Delete
Type Preferred
david.smyth@hrd.cccounty.us Business v
dsmyth@yahoo.com Home 3
Step Action
5. The Email Address dialog page displays with information for your home email

address.

For this example, you will use the Delete button to delete this address.
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Step Action
6. Click the Delete button.
Cancel Email Address b
Email Type :
Email Address | dsymth@yahoo.com
i
E
7. Click the Yes button.
Email Address
Email Type ‘ Hnme‘
Are you sure you want to delete your "Home" email address?
Yes No
o
onal Deta ®
You have successfully deleted your "Home" email address. x
haresses Contact Details
< Contact Details Phone Confirmation message text
Ifs Name -+
‘E’ Ethnic Groups Number Extension Type Preferred
Emergency Contacts _ Business v N
4‘ Additional Information
925/558-5524 Home >
é\ Disability
4 Veteran Status Email
+
Email Address Type Preferred
david.smyth@hrd.cccounty.us Business v
Your business email is still listed and
marked as your preferred email. Your home
email is no longer listed—thisis the email
your deleted.
Step Action
8. Notice the system issues a message across the top of the page indicating that you
have successfully deleted your home email address.
Also notice that the Email grid now lists one email--your business email address
and that this address is marked as your preferred email address.
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Step Action

9. Click the My Homepage button.

David Smith )

Hazardous Material Tech

10.

End of Procedure.

Maintaining Emergency Contact Information
Maintaining Emergency Contact Information

The Employee Self Service feature of PeopleSoft 9.2 allows you to review and update your
emergency contact information that are stored in the system.

The steps involved in requesting managing emergency contact information are covered in a four
topics in this lesson:

Adding Emergency Contact Information
Editing Emergency Contact Information
Adding an Additional Emergency Contact
Deleting an Emergency Contact

This topic is available for play-back through the UPK player in

e See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about maintaining your emergency contact information:

e You can designate multiple emergency contacts
e There is no limit to how many emergency contacts you can add
e If you have only one emergency contact, that contact will be designated your preferred
contact by default
e If you have more than one emergency contact, you must select one to be your preferred
contact
e You cannot have more than one preferred emergency contact
e You cannot delete the preferred emergency contact
o If you have only one contact and want to delete that contact, you must
o First add a new emergency contact
o Second make the new contact your preferred contact
o Third, then you will be able to delete the original contact
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Adding Emergency Contact Information

The basic steps to adding an emergency contact are:

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

2. Click the Emergency Contacts link in the Actions panel.

3. Click the Add Emergency Contact button (Plus sign) in the Emergency Contacts grid.

4. Enter the contact’s name (first and last name) in the Contact Name field on the
Emergency Contact dialog page.

5. Select a value in the Relationship field.

6. Select the Preferred checkbox (optional if another contact is the preferred contact)

7. Click the Add Address button.

8. Enter the contact’s address information on the Address dialog page or select the Same as

mine checkbox (and then click the Done button).

9. Click the Done button.

10. Click the Add Phone Number button on the Emergency Contact dialog page.

11. Select a value in the Type field on the Phone Number dialog page or select the Same as
mine check box (and then click the Done button).

12. Enter the contact’s phone number in the Number field.

13. Enter the extension, if any, in the Extension field.

14. Click the Done button

15. Click the Save button.

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

pos
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Step

Action

1.

Click the Personal Details tile.

Payroll Personal Details

Click the Emergency Contacts link.
Addresses

\f Contact Details

] Name

1&" Ethnic Groups

RS Emergency Contacts

4‘ Additional Information

< My Homepage

David Smith &)

Hazardous Material Tech

Personal Details

Addresses
] Emergency Contacts
U Contact Details

No data exists.

xa{ Ethnic Groups

i Name /
Add Emergency Contact

Emergency Contacts
|&, Additional Information

(_E’\ Disability

4 Veteran Status

Add Emergency Contact button
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Step Action

3. The Emergency Contacts page displays in the Information panel.

Currently you have no emergency contacts listed in the system. Use the Add
Emergency Contact button to add a contact.

For this example, you will add Susan Jones, a friend. Susan's contact information is:
1803 Devon Court

Concord, CA 94520
510/556-4896 (cell phone)

4, Click the Add Emergency Contact button.

- 0000000000
David Smith &)

Hazardous Material Tech

Addresses
] Emergency Contacts
L3 Contact Details

No data exists.

5 Name

IAT. Ethnic Groups

Add Emergency Contact

@My Homegage Personal Details A= 0
David Smith &)
e | canca | Emergency Contact
Addresses

S* Contact Details conmctiiame |‘ ‘

= Name

ﬂ Ethnic Groups

“Relationship

Preferred ¥

s Emergency Conl  Address

Required fields

& Additional Inforn No data exists.

- Add Address
(&, Disabily —— You must designate one contact as
g, Veteran Status your preferred contact; you cannot

have more than one preferred
contact.

Phone Numbers

No data exists.

Add Phone Number
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Step Action
5. The Emergency Contact dialog page displays. Use this page to add your contact;'s
information.
The Contact Name and Relationship fields are required fields. You must
enter/select values in these fields in order to save the contact.
The Preferred check box is selected by default since this is the first contact you will
add. You must designate one contact as your preferred contact. You cannot not have
more than one preferred contact.
6. Click in the Contact Name field.
Dlllmlm
!/ cancel Emergency Contact
*Contact Name || |
*Relationship [v]
Preferred
7. Enter the desired information into the Contact Name field. Enter "Susan Jones".
i, 8
Cancel Emergency Contact
*Contact Name ||
8.

Click the Relationship list.

Cancel Emergency Contact
*Contact Name |Susan Jones| X |
“Relationship | ﬂl
Preferred
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“Contact Name

*Relationship

Preferred

Address

Susan Jones

Adult Child

Child

Daughter - Court Ordered
Domestic Partner Adult
Domestic Partner Child
Employee

No data exists.

Phone Numbers

Estate

ExDomestic Partner

ExSpouse

Foster Child

Friend

Grand Parent

Grandchild

Great Grand Parent

Great Grandchild

IRS Section152 Domestic Partnr

No data exists.

Add Phone Number

In-Law

Neighbor

Nephew

Niece

Other

Other - Court Ordered
Other Relative

Parent

Parent In-law
Recognized Child

Roommate

Step Action

9. Click the Friend list item.
Friend

Emergency Contact

e

Relationship | EET I

Preferred

Address

No data exists.

Phone

Add Address button
L

No data exists.

Add Phone Number

Page 63



Training Guide
Employee Self Service--eProfile

!_ﬂih.‘ Contra Costa County
@y PeopleSoft Training

Step

Action

10.

Next, you will add address information for the contact. Address information is
optional. You can save a contact without adding any address information.

Use the Add Address button in the Address grid to begin adding address
information for the contact.

< My Homepage Personal Details

David Snm

Hazardous
D \ Cancel | Emergency Contact

Addresses

»
?
]
®

*Contact Name | Susan Jones
I Contact Details

= Name

lﬂl Ethnic Groups

“Retationship. | TG

Preferred

s Emergency Conl  Address

& Additional Inforn No data exists.
&, Disabity i
&, Veteran Status

Phone Numbers

No data exists.

Add Phone Number

Step

Action

11.

Click the Add Address button.
Address

MNo data exists.

Add Address
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< My Homepage Personal Details O]
David Smith &)
D Fazartiou] [ ancel| Emergency Contact i
Addresses | | [Cancat] Address
I Contact Details IMI P

E Name Country United States Q
sk Ethnic Groups Address 1 ‘
Kg Ei = Address 2
Use if the contact
Address 3
LR shares your address
‘IJ;\ Disability City
<y Veteran Status State Q

Postal

County

Step Action

12. The Address dialog page displays. Use this page to add address information for the
contact.

If the contact's address is the same as your address, select the Same as mine check
box. The system will populate your address in information. You will be able to
select whether to use your home address or your mailing address.

For this example you will enter your contact's address:
1803 Devon Court

Concord, CA 94520
Contra Costa County

13. Click in the Address 1 field.

Cancel. Address

Same as mine [

Country | United States Q

Address 1 |

Address 2
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Step

Action

14.

Enter the desired information into the Address 1 field. Enter "1803 Devon Court".

- L — E
Cancel Address | Done |

Same as mine []

Country | United States Q

Address 1 || |

Address 2

£

15.

Click in the City field.

Same as mine [

Country | United States Q

Address 1 | 1803 Devon Courd| x

Address 2

Address 3

city

State Q

16.

Enter the desired information into the City field. Enter "Concord".

Address 1 | 1803 Devon Court
Address 2

Address 3

city |

State Q

17.

Click in the State field.
Country  United States Q
Address 1 | 1803 Devon Court
Address 2
Address 3

City | Concord

State |\ Q

Postal

18.

Enter the desired information into the State field. Enter "CA".

Same as mine [
Country  United States Q
Address 1 | 1803 Devon Court
Address 2

Address 3

City Concord

State |\ Q

19.

Click the Ca object.

CA  [Cdiifomia
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Step Action

20. Click in the Postal field.
Address 2
Address 3

City Concord

State ‘Califnrmd x Q‘

Postal | |

County

21. Enter the desired information into the Postal field. Enter "94520".

Address 1 | 1803 Devon Court
Address 2
Address 3

Ci

ity |Concord

State | California Q

Postal |\

County

22, Click in the County field.

Address 1 | 1803 Devon Court
Address 2
Address 3

Gity |Goncord

State | California Q

Postal |94520] x|

County | |

23. Enter the desired information into the County field. Enter "Contra Costa".
City Concord
State | California Q

Postal | 94520

County ||

24. Click the Done button.
Cancel Address | Done | !

Same as mine [
Country | United States Q

Address 1 | 1803 Devon Court

Address 2
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Step Action
25. Notice the Address grid now displays the address you just entered.

Next, you will enter phone information for your contact. Phone information is
required. You cannot save the contact without entering phone information.

For this example, you will use your contact's cell (mobile) number:
510/556-4896

Use the Add Phone Number button to begin adding your contact's phone
information.

26.

Click the Add Phone Number button.

Phone Numbers

Mo data exists.

Use if the contact shares a
phone number with you.

c:noell Phone Nupaife

“Type

Extension

|
—
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Step Action

217. The Phone Number dialog page displays. The Type and Number fields are
required fields. You must enter/select a value in these fields in order to save the
phone information.

If your contact shares a phone with you, you can use the Same as mine checkbox.
The system will populate the fields on this page with your phone information. If you
have stored more than one type of phone information in the system, you can use the
Type field to select the phone number you want to use for the contact. You cannot
edit your phone information using this page.

For this example, you will use your contact's cell (mobile) phone number:

510/556-4896.

28. Click the Type list.

Same as mine [

&
Type | Y]
< My Homepage Personal Details a Y =0
David Smith &)
Hazardous
Seeen Emergency Contact E
Addresses SR
*Contact Name |Susan Jones ‘
\? Contact Details =
g Name Cancel Phone Number Done
it Ethnic Groups Same as mine [
L5 Emergency Conl  Address “Type =
7 USINESS
|, Additional infor 802 Deven Co “Number ;"?f
Concord, CA 94 ’ :géf A >
&, Disabilty il s Extension
4 Veteran Status
Phone Number:
No data exists.
Add Phone
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Step Action
29, Click the Mobile list item.
“Type |
Business
Home [
mber FiShile
FPager 1 [
n=inn
Phone Number
Same as mine [
“Type
Step Action
30. Click in the Number field.

Same as mine [

“Type | [ERIE

*Number
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Step Action

31. Enter the desired information into the Number field. Enter "510/556-4896".

Same as mine [

“Type = Mobile

*Number ||

32. Click the Done button.

ﬂ Phone Number i

Same as mine [

“Type | Mobile

“Number l51 (0/556-4896| x l

- 1

Emergency Contact

—

“Relationship | Friend ]

Preferred ¥

Address
1803 Devon Court
Concord, CA 84520

Add a Phone Number button

Type

510/5656-4896 Mobile
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Step Action

33. The Emergency Contact dialog page displays. The Phone Number grid now
displays the phone number you just added.
You can use the Add Phone Number button (the Plus sign) to additional phone
numbers. You can store up to 4 phone numbers for a contact, one of each of the
following types:
-- Business
-- Home
-- Mobile
-- Pager 1
You cannot list multiple phone numbers for a type., e.g. you cannot list two business
phones or two home phones, etc.

34. Click the Save button.

Emergency Contact @ {

“Contact Name | Susan Jones

“Relationship | Friend v

Preferred o

onal Deta ®

Emergency Contact "Susan Jones™ was successfully added. X

Addresses

\L: Contact Details

8 Name

RAL Ethnic Groups
Emergency Contacts
& Additional Information
é\ Disability

&y Veteran Status

Emergency Contacts

+

Confirmation message text

Contact Name

Susan Jones

Relationship

Friend

Preferred

y.l

v

Preferred contact
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Step Action

35. Notice the system displays a confirmation message indicating that you successfully
added an emergency contact.

The Emergency Contact grid now displays a single contact, Susan Jones--the
contact you just added. This contact is listed as your preferred contact.

You must designate one contact as your preferred contact and you can have only one
contact designated as preferred.

36. Click the My Homepage button.

David Smith ()

Hazardous Material Tech

37.
End of Procedure.

Editing Emergency Contact Information
The basic steps to edit an emergency contact are:

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

2. Click the Emergency Contacts link in the Actions panel.

3. Click on the row on the Emergency Contacts grid for the contact you want to edit

4. Edit the contact’s name, address, and/or phone using the fields on the Emergency
Contact dialog page.

5. Click the Save button.

Procedure
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ORACLE ~ Employee Self Service

Personal Details

&

Step Action

1. Click the Personal Details button.

Payroll Personal Details

2. Click the Emergency Contacts link.

k=4 Addresses
Q.“ Contact Details

P Name

“A‘ Ethnic Groups

"~ Emergency Contacts

&I Additional Information

Page 74




= Contra Costa County Training Guide
7 PeopleSoft Training Employee Self Service--eProfile

< My Homepage Personal Details
David Smith &)
Hazardous Material Tech
[ Emergency Contacts
S Contact Details
+
B Name
Contact Name Relationship Preferred
xa{ Ethnic Groups
Susan Jones Friend e >
Emergency Contacts
& Additional Information
‘_E’\ Disability
gy Veteran Status
Step Action
3. The Information panel displays your current emergency contacts.

Currently you have a single emergency contact, Susan Jones. Susan's phone number
has changed.

In the example, you will edit the phone information for Susan. Her new phone is her
new cell phone, 925/558-5555.

4, Click the the row for Susan Jones in the Emergency Contacts grid.
Emergency Contacts
4
Contact Name Relationship Preferred
|Susan Jones Friend v 1
5. The Emergency Contact dialog page displays. This page lists your emergency

contact's address and phone information. It also lists the contact's relation to you and
whether the contact is your preferred emergency contact.

If you have only one emergency contact listed, that contact is marked by default as
your preferred contract. You must have one contact listed as your preferred contact.

You can edit the information on this page. For this example, you will edit the phone
information.
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Step Action
6. Click the row in the Phone Number grid for the phone number you want to edit. In
this case, click the row for phone 510/556-4896.
Note: you can use the Plus (Add a New Phone Number button) to add additional
phones for this contact. For this example, you will not add additional phone numbers
Nu S
+
Phone Extension Type
510/556-4896 MNone >
< My Homepage Personal Details
David Smith (&)
Hazardous
D ErEpasy e Use to indicate that the
=1 Addretices contact shares one of your ~
“Contact Name ‘Susan Jones ’
ke Contact Details phone numbers, either
— Cr— PhoneXami business or home.
[‘1 Ethnic Groups =
. Emergency Cont  Address | Type | I 7 ’
|&, Additional Inforr EEEE s “Number | 510/556-4896
Concord, CA 84! >
& Disabilty Contra Costa | Extension I
o Voteran Status Phone Number: I I
+
Phone
510/556-4896 >
Delete ¥
Step Action
7. The Phone Number dialog page displays. Use this page to edit the contact's phone

information.

Use the Same as mine check box to indicate that the contact shares a phone with
you. If you have a home and business number listed, you can select which will be
associated with the contact.

For this example, Susan does not share phone number with you.

You will change the number listed to indicate that the new number is 925/558-5555
and that this is her Mobile phone.
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Step Action
8. Click the Type list.
@ Phone Number i
" Es
| Cancel | Phone Number
Same as mine | Business
“Type RGNS
-
Step Action
9. Click the Mobile list item.

Same as mine | Business

Mobile

*Number | 510/556-4896

“Type

Extension | ]
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Cancel | Phone Number i
Same as mine [
-

Step

Action

10.

Click in the Number field.
|cancet | Phone Number i
Same as mine [
“Tpe
e
Extension | |

11.

Enter the desired information into the Number field. Enter "925/558-5555".

Same as mine [

“Type  Mobile

“Number I 10/556-489 x |

Extension l l

12.

Click the Done button.
Cam:ell Phone Number i

Same as mine [
e
-
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Step Action

13. Click the Save button.
Emergency Contact {
A
“Contact Name Susan Jones
“Relationship | Friend v
Preferred ¥ E
onal Deta ®
Emergency Contact ""Susan Jones" was successfully updated. | X

=4 Addresses

& Contact Details E'I:ergency Contacts Confirmation message text

B Name

Contact Name Relationship Preferred
xa{ Ethnic Groups
Susan Jones Friend v >
Emergency Contacts

& Additional Information

&\ Disability

4 Veteran Status
Step Action
14. The system displays a confirmation message indicating that the contact's

information was successfully updated.
15. Click the My Homepage button.

< My Homepage
David Smith ()
Hazardous Material Tech

16.

End of Procedure.
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Adding an Additional Emergency Contact

The basic steps to adding an emergency contact are:

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

2. Click the Emergency Contacts link in the Actions panel.

3. Click the Add Emergency Contact button (Plus sign) in the Emergency Contacts grid.

4. Enter the contact’s name (first and last name) in the Contact Name field on the
Emergency Contact dialog page.

5. Select a value in the Relationship field.

6. Select the Preferred checkbox (optional if another contact is the preferred contact)

7. Click the Add Address button.

8. Enter the contact’s address information on the Address dialog page or select the Same as
mine checkbox (and then click the Done button).

9. Click the Done button.

10. Click the Add Phone Number button on the Emergency Contact dialog page.

11. Select a value in the Type field on the Phone Number dialog page or select the Same as
mine check box (and then click the Done button).

12. Enter the contact’s phone number in the Number field.

13. Enter the extension, if any, in the Extension field.

14. Click the Done button

15. Click the Save button.

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

poy
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Step Action

1. Click the Personal Details button.

Payroll Personal Details

2. Click the Emergency Contacts link.

Addresses
‘: Contact Details
S Name
JA{ Ethnic Groups

&, Additional Information

& Disability

< My Homepage Personal Details a " = @
David Smith &)

Hazardous Material Tech Add a New Contact
One contact must be
Addresses Emergency Cortacts your preferred contact

Qv Contact Details

R Name

.!A: Ethnic Groups

Contact Name Relationship Preferred

Susan Jones Friend Vg >
. Emergency Contacts

& Additional Information

é\ Disability

<y Veteran Status

Current contact
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Step Action

3. The Information panel displays your emergency contact information.
Currently you have listed a single emergency contact, Susan Jones.
For this example you will add an additional emergency contact, your brother James.
James shares your home address and your home phone number.
Use the Plus (Add Emergency Contact button) to add another contact.

4, Click the Add Emergency Contact button.

Emergency Contacts

Contact Name Relationship
Susan Jones Friend
< My Homepage Personal Details A Y= 0
David Smith &)
Hazardous| —
| Cancel | Emergency Contact
Addresses —
*Contact Name |\ ‘
@ Contact Details
“Relationship
P& Name
Preferred [J eferred
S‘l Ethnic Groups

v
[\ Emergency Conl  Address ]
Optional
|2, Additional Inforn No data exisls. Required to save the
Add Address | contact

é’-\ Disability

4 Veteran Status

Phone Numbers

No data exists.

Add Phone Number
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Step Action

5. The Emergency Contact dialog page displays. Use this page to add information
about your emergency contact.

The Contact Name and Relationship fields are required. You must enter/select
values in these fields.

Address information is optional. Phone information is not optional. In order to save
the contact, you must enter at least one phone number for the contact.

For this example, you will add James Smyth, your brother as an emergency contact.
James shares your home address and home phone number.

6. Click in the Contact Name field.

Cancel Emergency Contact

*Contact Name || |

*Relationship [v]

Preferred [

7. Enter the desired information into the Contact Name field. Enter "James Smyth".
imith ()
|| cancel Emergency Contact

*Contact Name |\ |

*Relationship [v]

Preferred []

8. Click the Relationship list.
LU RS
| [cancal Emergency Contact
“Contact Name |James Smyth| X
*Relationship ﬂl
Preferred [J
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e

*Relationship

Preferred

Address

No data exists.

Adult Child

Child

Daughter - Court Ordered
Domestic Partner Adult
Domestic Partner Child
Employee

Estate

ExDomestic Partner
ExSpouse

Foster Child

Friend

Grand Parent
Grandchild

Great Grand Parent
Great Grandchild

IRS Section152 Domestic Partnr
In-Law

Neighbor

Nephew

Niece

Other

Other - Court Ordered
Other Relative

Parent

Parent In-law
Recognized Child
Roommate

Step Action

9. Click the Sibling list item.
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Emergency Contact

e

*Relationship | ST |

Preferred [

Address AN You can have only one
No data exists. preferred contact.

Phone

No data exists.

Add Phone Number

Step

Action

10.

Note, one contact must be marked as preferred contact. Currently, Susan Jones is
your preferred contact.

For this example, you will leave her as your preferred contact. You can have only
one preferred contact.

Emergency Contact

onc e

*Relationship | SR |
Preferred [J

Address

No data exists.

Phone

No data exists.

Add Phone Number
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Step Action

11. Click the Add Address button.

Address

No data exists.

12. Your new contact shares your home address.

Click the Same as mine option.

Cancel | Address i

Same as mine [

Country IUnited States Q

Address 1 I l

Address 2 I l

Address

Same as mine ¥

Address Type [ Home

Country | United States

Address 1 2641 Prospect Street

Address 2

Address 3 View Only

City

State
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Step Action

13. Notice the system populated the fields on the Address page with your home address
information.

If you want to list the contact with your mailing address, you can use the Address
Type field to select your mailing address. The other address fields are presented in
view only mode. You cannot edit the values in these fields.

If you deselect the Same as mine check box, the system will clear the address
information and you will be able to enter the contact's address information. The
Address Type field will not display.

14. Click the Done button.
1cel | Emergency Contact E
Cancel Address

Same as mine

Address Type | Home V]

Country | United States

Address 1 2641 Prospect Street

15. Next you will add phone information for the contact. The contact shares your home
phone.

Phone information is required in order to save the contact.

Click the Add Phone Number button.

e
Phone Numbers
No data exists.
Add Phone Number
16. Click the Same as mine option.
Cancel Phone Number \E
Same as mine [
“Type v

ul

“Number

Extension
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Canoell Phone Number i

View Onl
e '

“Number 925/335-1709

Extension

Step Action

17. Notice the system populated the fields on the Phone Number page with your
Business phone information.

If you want to list the contact with your home phone, you can use the Type field to
select your home phone. The other address fields are presented in view only mode.
You cannot edit the values in these fields.

For this example, young will change the phone information from your business to
your home phone.

If you deselect the Same as mine check box, the system will clear the phone
information and you will be able to enter the contact's phone information. The Type
field will display.

18. Click the Type list.
Phone Number i

Same as mine ¥

e

“Number 925/335-1709

Extension
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Same as mine b
*Type |EIENEES
“Number  925/335-1709 |

Extension ‘ ‘

Step Action

19. Click the Home list item.

Same as mine

“Type

Extension |
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Phone Number i

Same as mine M

=

“Number ‘ 925/558-5523

Extension ‘

Step Action

20. Notice, the Phone Number page now displays your home phone number. You
cannot edit this information on this page.

Phone Number i

Same as mine M

“Type

“Number |925/558.5523

Extension ‘
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Step Action
21. Click the Done button.
Phone Number

Same as mine M

“Type

*Number

925/558-5523

Emergency Contact

S
*Relationship I Sibling

=
Preferred []

Address
2641 Prospect Street

Concord, CA 94518
Contra Costa

Phone Numbers

+

Phone

Type
| 925/558-5523

Same as mine

Step Action
22. The Emergency Contact Page now displays the contact information you just
entered for the contact.
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< My Homepage Personal Details A O]
David Smith &)
D Hazardous | cancel | Emergency Contact
= Addresses

*Contact Name | James Smyth

RS Contact Details

*Relationship | Sibling
P& Name
Preferred [] eferred
S‘l Ethnic Groups
v >
[\ Emergency Conl  Address
& e 2641 Prospect Street
Concord, CA 84518 >

(, Disability Contra Costa

4 Veteran Status

Extension Type

925/558-5523 Same as mine >

Add Phone Number

Step Action

23. You can user the Add a Phone Number button to add another phone number for the
contact. You can store up to 5 phone numbers for a contact:

-- Same as mine
-- Home

-- Business

-- Mobile

-- Pager 1

For this example you will not add additional phone numbers.
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< My Homepage Personal Details O]
David Smith &)
D Flazardou | Cancsl| Emergency Contact save|
Addresses
*Contact Name | James Smyth
@ Contact Details
“Relationship | Sibling
P& Name
Preferred [J eferred
[‘\ Ethnic Groups
v >
[ Emergency Conl  Address
- 2641 Prospect Street

o Amca e Concord, CA 94518 >
(!,‘1. Disability Contra Costa
4 e Phone Numbers

+

Phone Extension Type

925/558-5523 Same as mine >

Step Action
24, Click on the address information and/or one of the listed phone numbers to edit

and/or delete the information. If only one phone is listed, you cannot delete it.

For this example you will not edit/delete the address or phone information.

25. Click the Save button.
Emergency Contact

*Contact Name | James Smyth

*Relationship | Sibling

Preferred [
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Emergency Contact "James Smyth" was successfully added.

| x

=4 Addresses

s Contact Details

B Name

xa{ Ethnic Groups
Emergency Contacts
|&, Additional Information
é\ Disability

4 Veteran Status

Original Conta

E Contact:
mergency -omtacts Confirmation text
+

Contact Name Relationship

Preferred

James Smyth Sibling

Susan Jones. \ Friend
v A

[ ]

e oot

Step

Action

26.

The Information panel now displays a confirmation message indicating that you
have successfully added an emergency contact.

You now have two contacts, James Smyth and Susan Jones. Susan remains your
preferred contact.

27.

Click the My Homepage button.

David Smith )

Hazardous Material Tech

28.

End of Procedure.

Deleting Emergency Contact Information

The basic steps to deleting an emergency contact are:

1
2.
3.
4
5

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

Click the Emergency Contacts link in the Actions panel.

Click on the row on the Emergency Contacts grid for the contact you want to delete.
Click the Delete button on the Emergency Contact dialog page.

Click the Yes button on the Delete Confirmation page.
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Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

— .
0] =7

Step Action

1. Click the Personal Details button.
Benefits Payrell Personal Details
- 5_ \ r’——‘\‘
P [Eod) =7
2. Click the Emergency Contacts link.

Addresses
\;’ Contact Details

B Name

25 Ethnic Groups

0 Emergency Contacty

-.,. Additional Information
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< My Homepage Personal Details A0
David Smith &)
Hazardous Material Tech
=1 Addresses
Emergency Contacts
S Contact Details
+
s Name
Contact Name Relationship Preferred
xa{ Ethnic Groups
James Smyth Sibling >
Emergency Contacts
|&, Additional Information Susan Jones Friend y 4 v ’

C:’\ Disability

4 Veteran Status

Preferred Emergency Contact

Step Action
3. The Information panel displays your Emergency Contact information.
You currently have two contacts: James Smyth and Susan Jones. Susan is designated
as your Preferred contact.
For this example, you will delete Susan as an emergency contact. Prior to doing so,
you will make James your Preferred contact.
4,

Click the row for James Smyth in the Emergency Contacts grid.

Emergency Contacts

+

Contact Name Relationship Preferred
James Smyth Sibling >
Susan Jones Friend
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< My Homepage Personal Details a Y= 0
David Smith &)
D Hazardon Cancel Emergency Contact
Addresses - A
“Contact Name ‘Uames Smyth x |
{.@ Contact Defails -
= “Relationship | Sibling v
lﬂ! Ethnic Groups foed
[\ Emergency Conl  Address ’
_ 2641 Prospect Street
& Addiaral Concord, gA 94518 > 7 g
&\- Disability Contra Costa
4 VeRmSEy Phone Numbers
+
Phone Extension Type
925/558-5523 Same as mine >
Delete v
Step Action
5. The Emergency Contact dialog page displays with information for James Smyth.
Currently James is not your preferred contact. For this example you will mark him
as your preferred contact. When you do so, the system will automatically deselect
the Preferred check box for Susan Jones--your current preferred contact.
You can designate only one contact as your preferred contact. If you have multiple
contacts, one must marked as Preferred.
6. Click the Preferred option.
“Contact Name |Uames Smyth x ‘
*Relationship | Sibling [v]
Preferred [
7. Click the Save button.

Cancel Emergency Contact | Save |

“Contact Name | James Smyth

“Relationship | Sibling [v]

Preferred Wl
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< My Homepage Personal Details

Emergency Contact "James Smyth" was successfully updated. | x

= Addresses

R ) Emergency Contacts Confirmation Message Text

ke Contact Details

+
B Name
Contact Name Relationship Preferred
xa{ Ethnic Groups
|James Smyth Sibling bl >
Emergency Contacts
&, Additional Information Susan Jones Friend 5
é\ Disability
g, Veteran Status New Preferred
Contact
Step Action
8. Notice the system displays a confirmation message indicating that you successfully

updated James Smyth.

Also notice that James, not Susan Jones, is now your preferred contact.
Next, you will delete Susan Jones as an emergency contact.

9. Click the row for Susan Jones in the Emergency Contacts grid.
Susan Jones Friend >
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Emergency Contact

“Contact Name |[Susan Jones

x

“Relationship l Friend

)

Preferred []

Address
1803 Devon Court

Concord, CA 84520
Contra Costa

Phone

+

Phone Extension Type

925/568-5555

Delete Button

Step Action
10. The Emergency Contact dialog page displays with information for Susan Jones.
Use the Delete button to delete Susan as a contact.
11. Click the Delete button.
(]
|
12. Click the Yes button.

Are you sure you want to delete Emergency Contact (Susan Jones]

o] |

)7
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onal Deta ®
Emergency Contact "Susan Jones" was successfully deleted. | x
Emergency Contacts [®elaiilin (eIl SEE RS
g Contact Details
+
B Name
Contact Name Relationship Preferred
xa{ Ethnic Groups
James Smyth Sibling v | >
Emergency Contacts
&' Additional Information
C:’\ Disability
4 Veteran Status
Step Action
13. Notice, the system displays a confirmation message indicating that Susan Jones has

been successfully deleted as an emergency contact.

The Emergency Contacts grid now lists a single contact, James Smyth. James is
marked as your Preferred contact.

14. Click the My Homepage button.

David Smith

Hazardous Material Tech

= Addresses
Emergency

15.
End of Procedure.

Maintaining Ethnicity Self-ldentifications
Maintaining Ethnicity Self-1dentifications

The Employee Self Service feature of PeopleSoft 9.2 allows you to review and update your
ethnicity self-identification information that are stored in the system.

The steps involved in managing your ethnicity self-identification information are covered in a
three topics in this lesson:

e Entering an Ethnicity Self-1dentification
o Editing an Ethnicity Self-ldentification

Page 100




" .o Contra Costa County Training Guide
)/ PeopleSoft Training Employee Self Service--eProfile

o Deleting an Ethnicity Self-ldentification
This topic is available for play-back through the UPK player in

e See-It! Mode—allows you to attach a “video” demonstration of the topic
e Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about maintaining your ethnicity self-identification
information:

Ethnicity information may not exist for you in the system

Providing this information is voluntary

You can self-identify with multiple ethnic groups

One Ethnic self-identification must be marked as your primary self-identification

The first group you enter is automatically marked as your primary self dedication

You cannot self-identify as Hispanic/Latino and White or as Hispanic/Latino and Black

Entering an Ethnic Group Self- Identification
Entering an Ethnicity Self-1dentification
The basic steps to entering/adding an ethnicity self-identification are,

Navigate to the Ethic Groups page

Click the Add an Ethic Group button

Select a value from the Description field drop down list
Click the Save button on the Ethic Groups page

The Save Confirmation page displays

Click the OK button

AN NS

Procedure
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ORACLE ~ Employee Self Service

Personal Details

&

Step Action
1. Click the Personal Details button.
Payroll Personal Details
r/’l \ .
(<©-] s/
2. Click the Ethnic Groups link.

Addresses
‘;1 Contact Details
g Name

Q Emergency Contacts

&, Additional Information
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< My Homepage Personal Details A0
David Smith &)

Hazardous Material Tech

bzq Addresses
I~ Ethnic Groups

ks’ Contact Details

No data exists.
s Name

Add an Ethnic Group
Ethnic Groups

Q Emergency Contacts o
Voluntary Self-ldentification

|&, Additional Information The employer is subject to certain governmental recordkeeping and reporting requirements for the
administration of civil rights laws and regulations. In order to comply with these laws, the employer
('5 Disability invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is

voluntary and refusal to provide it will not subject you to any adverse treatment. The information
obtained will be kept confidential and may only be used in accordance with the provisions of applicable
g, Veteran Status. laws, executive orders, and regulations, including those that require the information to be summarized
and reported to the federal government for civil rights enforcement. When reported, data will not identify
any specific individual

For the purposes of EEQC reporting, the following race/ethnic categories will be used:
1. White (not of Hispanic origin): All perscns having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

[N}

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

Eal

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

o

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.

Step Action

3. The Ethnic Groups page displays. The Ethnic Groups grid displays the ethnic
group that you self identified as.

You can use this page to add an ethnic group self-identification.
For this example, have no ethnic group self-identifications in the system.
Use the Add an Ethnic Group button to add a self identification.

For this example, you will attempt to add two self-identifications--one as White and
the other as Hispanic/Latino.

4, Click the Add an Ethnic Group button.

Ethnic Groups

No data exists.

Add an Ethnic Group
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< My Homepage Personal Details A Y= 0

David Smith .
Haz,-,.dmmTech You must mark on of your ethnic group

The system automatically assigned self-identifications as primary.

4 the first ethnic group self m - h I . hni
identification as primary after you (o0 R T IR IS [P ST

click the Save button. group.

Ethnic Group

*Ethnic Group x Q

/Primary .\ | No /4; requirements for the
- |laws, the employer

of this information is

it. The information

provisions of applicable

jation to be summarized

rted, data will not identify

&Addiﬁnnall fPrmatis

&\ Disability

4 Veteran Status

e used:
inal peoples of Europe,

2. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

3. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

4. Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far Easf,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

5. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.

Step Action

5. The Ethic Group dialog page displays. Use the lookup button for the Ethic Group
field to select an ethnic group.

Use the Ethnic Group field to select an Ethnic Group. Use the Primary option
slider to mark an Ethnic Group as your primary ethnic group.

One group must be marked as primary. The system automatically assigns the first
ethnic group you enter as Primary on Save. You can also select this option
manually. If you have self-identified with multiple ethnic groups and you delete a
primary ethnic group, the system automatically marks one of the remaining self-
identifications as primary.

For this example, you will select White and indicate that this is your primary group.

6. Click the Look up Ethnic Group button.
Ethnic Group
*Ethnic Group ‘ x EI‘

Primary () No )
\

A
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Step Action

7. Click the WHITE object.

AMIND American Indian/Alaska Native
ASIAN Asian or Pacific Islander
BLACK Black/African American
HISPA Hispanic/Latino

T ] White

8. Click the Primary option.

*Ethnic Group | White x Q

Primary | No

9. Click the Save button.
Ethnic Group

*Ethnic Group | White Q

Primary (© Yes [ )

‘You have successfully added ethnic group "White™. X

=4 Addresses

thnic Groups

+

k& Cont Confirmation Message

8 Name
whie
Ethnic Groups

{2 Emergency Contacts

Voluntary Self-ldentification

& Additional Information . .

The employer is subject to certain governmental recordkeeping and reporting requirements for the

administration of civil rights laws and regulations. In order to comply with these laws, the employer

invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is

voluntary and refusal to provide it will not subject you to any adverse treatment. The information

4 Veteran Status obtained will be kept confidential and may only be used in accordance with the provisions of applicable
laws, executive orders, and regulations, including those that require the information to be summarized

and reported to the federal government for civil rights enforcement. When reported, data will not identify

any specific individual.

('_h’\ Disability

For the purposes of EEOC reporting, the following race/ethnic categories will be used
. White (not of Hispanic origin): All persons having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

[N}

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

Eal

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

o

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.
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Step

Action

10.

The Ethnic Groups page displays.

A confirmation message displays indicating that you have successfully added an
ethic group self identification.

The Ethnic Groups grid now has one row:
-- White
This group is marked as your primary group.

Next, you will attempt to add a second self-identification as Hispanic/Latino.

11.

Click the Add an Ethnic Group button.
Ethnic Groups
+

White 5> Prnmary

12.

Click the Look up Ethnic Group button.

Cancel Ethnic Group

*Ethnic Group || al

Primary | No )
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< My Homepage

| Gancal | Lookup

Search for: *Ethnic Group

David Smith
Hazardous Mate

» Search Criteria

Addresses « Search Results

S Contact Details ‘ =
B | & 3 rows
E L2 Ethnic Group &

Description &

l&! Ethnic Groups

AMIND American Indian/Alaska Native
Q Emergency Contacts.
ASIAN Asian or Pacific Islander
|, Additional Informatior I
ments for the
- BLACK Black/African American the employer
(E\. Disability information is
information
: sions of applicable
“* Only Ethnic Groups that o be summarized
are availabledisplay. data will not identify

White is not available
because you have already
identified as White.

d:
yeoples of Europe,

Hispanicis not available
because you cannot
identify as White and as

Hispanic. s of the Far East,
, for example,

ial groups of Africa.

an, or other Spanish

inal peoples of
munity

Step Action

13. Notice, Hispanic/Latino is not listed among the Ethnic Groups.

If you have self-identified as White you can not also identify as Hispanic/Latino. In
like manner if you have self-identified as Black you cannot also self-identify as
Hispanic/Latino.

If you have self-identified as Hispanic/Latino, you cannot add a self-identification as
White or Black.

14, Click the Cancel button.

2

Search for: *Ethnic Group

» Search Criteria

w Search Results

15. Click the Cancel button.
-
Ethnic Group
*Ethnic Group “ Q

Primary () A
Wi ) No )
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Step Action

16. Click the My Homepage button.

David Smith )

Hazardous Material Tech

17.

End of Procedure.

Editing an Existing Ethnic Group Self-ldentification
The basic steps to editing an existing ethnic group self-identification are:

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

Click Ethnic Groups link in the Actions panel.

Click the row to edit in the Ethnic Groups grid.

Click the Look Up button for the Ethnic Group field on the Ethnic Group dialog page.
Select the new ethnic group from the Search Results.

Click the Save button

ogakrwhE

Procedure

ORACLE ~ Employee Self Service

Payroll Personal Details

= .
B P/
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Step Action

1. Click the Personal Details tile.

Payroll Personal Details

< My Homepage Personal Details

David Smith &)

Hazardous Material Tech

»
*
1]
@

Addresses
Addresses
\L.l Contact Details
Home Address

Bl Name 2641 Prospect Street

Concord, CA 94518 Current
‘A‘ Elaiccioip Contra Costa
{2 Emergency Contacts

&, Additional Information Mailing Address
2641 Prospect Street
&, Disability Concord, GA 84518 Current

Contra Costa
iy Veteran Status

Step Action

2. Click the Ethnic Groups link.

Addresses
‘;l Contact Details
5 Name

Q Emergency Contacts

4‘ Additional Information
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< My Homepage Personal Details A0
David Smith &)

Hazardous Material Tech

=1 Addresses
Ethnic Groups
[y Contact Details —

+

B Name
Wit
Ethnic Groups

\E Emergency Contacts.

Voluntary Self-ldentification

|&, Additional Information . .
The employer is subject to certain governmental recordkeeping and reporting requirements for the

e administration of civil rights laws and regulations. In order to comply with these laws, the employer

‘:\ Disabi invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is

voluntary and refusal to provide it will not subject you to any adverse treatment. The information

4 Veteran Status obtained will_be kept confidential and may on\y_ be used in accord_ance w:\lh the p_rovismns of apph;ah\e
laws, executive orders, and regulations, including those that require the information to be summarized

and reported to the federal government for civil rights enforcement. When reported, data will not identify

any specific individual

For the purposes of EEOC reporting, the following race/ethnic categories will be used
- White (not of Hispanic origin): All persons having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

N}

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

-~

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

2

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.

Step

Action

The Ethnic Group page displays.

Currently you have one ethnic group self-identification: White. This is marked as
your primary Ethnic Group.

For this example, you will add another Ethnic Group self-identification as American
Indian/Alaska native and mark this as Primary.

Then you will edit the existing self-identification of White to change it to
Hispanic/Latino.

Click the Add an Ethnic Group button.

Ethnic Groups
+

White » Primary

Click the Look up Ethnic Group link.

Ethnic Group

*Ethnic Group || [Q]

Primary () No )
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< My Homepage Personal Details A P — @
David Smith (| Ly
Hazardous Male o o for “Ethnic Group
» Search Criteria
At w Search Results
u@ Contact Details ‘ =
& - 3rows
m ot Ethnic Group < Description & 1
RA“ ElLEC e AMIND American Indian/Alaska Native
‘E Emergency Contacts.
ASIAN Asian or Pacific Islander
& Additional Information I
BLACK Black/African American frrts for the
. , the employer
(_L.\' DIE=HL Y s information is
information
4 Veteran Status sions of applicable
to be summarized
data will not identify
ed
deoples of Europe,
ial groups of Africa.
an, or other Spanish
es of the Far East,
s, for example,
ginal peoples of
community
Step Action
6. Notice White and Hispanic/Latino are not available to select.

You have already selected White. With White selected, you cannot also self-identify
as Hispanic/Latino.

The system does not permit self-identification as

-- Hispanic/ Latino and White
-- Hispanic/Latino and Black

7. Click the AMIND obiject.

Ethnic Group & Description <

BAMIND | American Indian/Alaska Native
ASIAN Asian or Pacific Islander
BLACK Black/African American
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Step

Action

8.

Click the Primary option.

*Ethnic Group F\merican Indian/Alask x Q,
Primary .;\f_-l. No )

Ethnic Group |Sa\re|

requ
law

Click the Save button.
Ethnic Group

*Ethnic Group American Indian/Alaska I Q,

Primary ( Yes [ )

=

You have successfully added ethnic group "American Indian/Alaska Native".

=4 Addresses
Ethnic Groups
\L: Contact Details

P Name Confirmation message

American Indian/Alaska Native
Ethnic Groups

[t Emergency Contacts White

k Primary |

>

& Additional Information

s Voluntary Self-ldentification
&\ Disability

will not identify any specific individual

North Africa, or the Middle East.

[N}

Africa

w

Spanish culture or origin, regardless of race

&~

China, India, Japan, Korea, the Philippine Islands, and Samoa.

The employer is subject to certain governmental recordkeeping and reporting requirements for the
4 Veteran Status administration of civil rights laws and regulations. In order to comply with these laws, the employer
invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is
voluntary and refusal to provide it will not subject you to any adverse treatment. The information
obtained will be kept confidential and may only be used in accordance with the provisions of
applicable laws, executive orders, and regulations, including those that require the information to be
summarized and reported to the federal government for civil rights enforcement. When reported, data

For the purposes of EEOC reporting, the following race/ethnic categories will be used
. White (not of Hispanic origin): All persons having origins in any of the original peoples of Europe,

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of
. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,

Step

Action

10.

added an ethnic group.

Native (marked as Primary) and one for White.

The Ethnic Group page displays a confirmation message indicating that you have

The Ethnic Group grid now displays two rows--one for American Indian/Alaska

Next you will edit the self-identification of White to change it to Hispanic/Latino.

Page 112




» Contra Costa County Training Guide
/ PeopleSoft Training Employee Self Service--eProfile

Step Action

11. Click the White link.

American Indian/Alaska Native

White

12. Click the Look up Ethnic Group button.
Ethnic Group

*Ethnic Group |}Nhiie x E||

Primary () No )
L

< MyHomepage @ Persona

Dlaazicl S Cancel
I Hispanic/Latinois not
available because you are

currently self-identified as

Ethnic Group & Description &

ASIAN Asian or Pacific Islander

BLACK Black/African American

|&, Additional Informatior

é:‘\ Disability -
ments for the

the employer
4 Veteran Status infonggﬁ?)yr'\ is
¢ information
sions of
rformation to be
en reported, data

WHITE White

d:
>eoples of Europe,

ial groups of

the
You cannot self-identify as Hispanic/Latino and White or i or oner

Hispanic/Latino and Black.

s of the Far East,
, for example,

Step Action

13. Notice, Hispanic/Latino is not available as an option.
You cannot select Hispanic/Latino, because you have self-identified as white.
In order to change your self-identification from White to Hispanic/Latino, you must

first delete the identification as White and then add a new identification as
Hispanic/Latino.
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Step

Action

14.

Click the Cancel button.
Lookup

Search for. *Ethnic Group
» Search Criteria

w Search Results

E

Ethnic Group ©

Description <

15.

Click the Delete button.

Cancel Ethnic Group Save

“Ethnic Group “lee x Q‘

Primary () Neo )

16.

Click the Yes button.

*Ethnic Group |White Q|

Yes No

Are you sure you want to delete ethnic group "White"?

| You have successfully deleted ethnic group "White".

|4 Addresses ) /
Confirmation Message
Q: Contad

+
8 Name

| American Indian/Alaska Native
Ethnic Groups

|

{E Emergency Contacts

Voluntary Self-ldentification
& Additional Information

(E\ Disability

The employer is subject to certain governmental recordkeeping and reporting requirements for the
administration of civil rights laws and regulations. In order to comply with these laws, the employer
invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is
voluntary and refusal to provide it will not subject you to any adverse treatment. The information

<y Veteran Status

obtained will be kept confidential and may only be used in accordance with the provisions of applicable
laws, executive orders, and regulations, including those that require the information to be summarized
and reported to the federal government for civil rights enforcement. When reported, data will not identify
any specific individual.

For the purposes of EEQC reporting, the following race/ethnic categories will be used:
. White (not of Hispanic origin): All persens having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

[N}

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

Eal

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

o

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.
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Step Action

17. Notice the Ethnic Groups page displays a confirmation message indicating that you
have deleted your self-identification as White.

Your self-identification as American Indian/Alaska native remains. It is still your
primary ethnic group.

Next you will add an additional self-identification as Hispanic/Latino. You will
maintain American Indian/Alaska Native as your primary ethnic group.

18. Click the Add an Ethnic Group button.

Ethnic Groups
+

American Indian/Alaska Native

19. Click the Look up Ethnic Group button.

Ethnic Group

*Ethnic Group || EI|

~,

Primary () No )

< My Homepage Personal Details A ’r —] @
David Smith ¢ | ©2"°®!] Lookup
Hazadous Male o o tor +Ethnic Group

» S h Criteri - - - - .
Jizq Addresses earch triteria Hispanic/Latinois now available
r w Search Results
u@ Contact Details =
‘- 2] = 4rows
E glane Ethnic Group & Description & 1

. Primary
X
fiak SiinicSroups ASIAN Asian or Pacific Islander
‘E Emergency Contacts.

BLACK Black/African American
|&, Additional Information |

HISPA H ic/L ati fments for the

. ispanic/Latino . the employer
(‘_:,\. Disability s information is
_ information
4 Veteran Status WHITE White isions of applicable
ito be summarized

data will not identify

seoples of Europe,

ial groups of Africa.

an, or other Spanish

es of the Far East,
s, for example,

ginal peoples of
community
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Step Action

20. Notice Hispanic/Latino is now available, because you do not have an existing self-
identification as White or as Black.

You can not self-identify as Hispanic/Latino and White or Hispanic/Latino and
Black.

21. Click the HISPA object.

St

Ethnic Group < Description &

ASIAN Asian or Pacific Islander
BLACK Black/African American
HISPA ] HispaniciLatino

WHITE White

22. Click the Save button.
il Ethnic Group

*Ethnic Group ‘Hispanichatino x Q |

",

Primary () No )

P 0 D ®
You have successfully added ethnic group "Hispanic/Latino™. x
Addresses
it Addr - i / ~
Confirmation Message
[ty Contad
+
I Name
American Indian/Alaska Native
Ethnic Groups
‘.g Emergency Contacts Hispanic/Latino >
|&, Additional Information
Voluntary Self-ldentification
é\ Disability L4

The employer is subject to certain governmental recordkeeping and reporting requirements for the
g, Veleran Status administration of civil rights laws and regulations. In order to comply with these laws, the employer

invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is
voluntary and refusal to provide it will not subject you to any adverse treatment. The information
obtained will be kept confidential and may only be used in accordance with the provisions of
applicable laws, executive orders, and regulations, including those that require the information to be
summarized and reported to the federal government for civil rights enforcement. When reported, data
will not identify any specific individual

For the purposes of EEQC reporting, the following race/ethnic categories will be used:
- White (not of Hispanic origin): All persons having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

N}

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of
Africa

w

Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other
Spanish culture or origin, regardless of race

-~

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

Page 116




% Contra Costa County Training Guide
7 PeopleSoft Training Employee Self Service--eProfile

Step Action

23. Notice the Ethnic Groups page displays a confirmation message indicating that you
have added an ethnic group of Hispanic/Latino.

The Ethnic Group grid now lists two ethnic groups

-- American Indian/Alaska Native (Primary)
-- Hispanic/Latino

These are listed in alphabetical order.

24, Click the My Homepage button.

David Smith ()

Hazardous Material Tech

25.
End of Procedure.

Deleting an Ethnic Group Self-ldentification
Deleting an Ethnicity Self-l1dentification
The basic steps to deleting an ethnicity self-identification are,

Navigate to the Ethic Groups page

Click the Delete button for the designation you want to delete
The Delete Confirmation page displays

Click the OK button

Click the Save button on the Ethic Groups page

The Save Confirmation page displays

Click the Ok button

NoookrwdpE

Procedure
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ORACLE ~ Employee Self Service

Personal Details

&

Step Action

1. Click the Personal Details button.
Payroll Personal Details
= .
(<©-] e/
2. Click the Ethnic Groups link.

Addresses
‘;1 Contact Details
B Name

Q Emergency Contacts

& Additional Information
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< My Homepage Personal Details A Y= 0
David Smith &)

Hazardous Material Tech

=1 Addresses

Ethnic Groups ~
[y Contact Details
+
B Name
American Indian/Alaska Native
Ethnic Groups
\E Emergency Contacts. Hispanid/Latino >

&' Additional Information
Voluntary Self-ldentification

‘_E’\ Disability

The employer is subject to certain governmental recordkeeping and reporting requirements for the
4 Veteran Status administration of civil rights laws and regulations. In order to comply with these laws, the employer

invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is
voluntary and refusal to provide it will not subject you to any adverse treatment. The information
obtained will be kept confidential and may only be used in accordance with the provisions of
applicable laws, executive orders, and regulations, including those that require the information to be
summarized and reported to the federal government for civil rights enforcement. When reported, data
will not identify any specific individual

For the purposes of EEQC reporting, the following race/ethnic categories will be used:
1. White (not of Hispanic origin): All perscns having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

N}

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of
Africa

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other
Spanish culture or origin, regardless of race

-~

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

Step Action

3. The Ethnic Group page displays.
The Ethnic Group grid lists two ethnic groups:

-- American Indian/Alaska (primary)
-- Hispanic/Latino

For this example you will delete your primary ethnic group, American Indian/Alaska
Native.

The system will automatically mark the remaining ethnic group, Hispanic/Latino as
your primary group.

4, Click the American Indian/Alaska Native link.

——rmmn e -

+

Wmencan Indian/Alaska Native > Primary

Hispanic/Latino >
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Step Action

5. Click the Delete button.

Cancel Ethnic Group | save

*Ethnic Group | American Indian/Alask x Q

Primary ( Yes ]

6. Click the Yes button.

“Ethnic Group | American Indian/Alaska I Q,

Are you sure you want to delete ethnic group "American Indian/Alaska Native"?

Yes No

Delete

You have successfully deleted ethnic group "American Indian/Alaska Native". X

Addresses
= Ethnic Groups

+

\L: Contact Details

RBe Confirmation message

Hispanic/Latino

Ethnic Groups

{2 Emergency Contacts

Voluntary Self-ldentification

& Additional Information . .
The employer is subject to certain governmental recordkeeping and reporting requirements for the

Cvaias administration of civil rights laws and regulations. In order to comply with these laws, the employer

(E\ DR invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is
voluntary and refusal to provide it will not subject you to any adverse treatment. The information

4 Veteran Status obtained will be kept confidential and may only be used in accordance with the provisions of applicable
laws, executive orders, and regulations, including those that require the information to be summarized

and reported to the federal government for civil rights enforcement. When reported, data will not identify

any specific individual.

For the purposes of EEOC reporting, the following race/ethnic categories will be used
. White (not of Hispanic origin): All persons having origins in any of the original peoples of Europe,
North Africa, or the Middle East.

n

. Black (not of Hispanic origin): All persons having origins in any of the Black racial groups of Africa.

w

. Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish
culture or origin, regardless of race.

Eal

Asian or Pacific Islander: All persons having origins in any of the original peoples of the Far East,
Southeast Asia, the Indian Subcontinent, or the Pacific Islands. This area includes, for example,
China, India, Japan, Korea, the Philippine Islands, and Samoa.

o

. American Indian or Alaskan Native: All persons having origins in any of the original peoples of
North America, and who maintain cultural identification through tribal affiliation or community
recognition.

Step Action

7. The Ethnic Groups page displays a message indicating that you have deleted an
ethnic group.

The system has automatically assigned the Hispanic/Latino ethnic Group as your
primary group.
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Step Action

8. Click the My Homepage button.

David Smith ()

Hazardous Material Tech

End of Procedure.

Maintaining Disability and Veteran Self- Identifications
Maintaining Disability and Veteran Self- Identifications

The Employee Self Service feature of PeopleSoft 9.2 allows you to review and update
your Disability and Military self-identification information that are stored in the system.

The steps involved in managing your disability and military self-identification information are
covered in a two topics in this lesson:

e Updating Disability Self- Identification
e Updating Veteran Self- Identification

This topic is available for play-back through the UPK player in

e See-It! Mode—allows you to attach a “video” demonstration of the topic
e  Try-It! Mode—allows you to use your mouse and keyboard to complete transactions in a
simulated environment

Both See-It! And Try-It! provide guided instructions and explanations of important features of
PeopleSoft transactions. The full text of the instructions and explanations included in the UPK
Payer are also available in two printed documents—a Training Guide and a Job Aid.

Here are some key points to keep in mind about maintaining your disability and military status
self-identifications:

e Providing this information is voluntary

e You must update your disability self-identification every five years

e If you are disabled and/or a disabled veteran, you are entitled to reasonable
accommodations

e Reasonable accommodations include: making a change to the application process or work
procedures, providing documents in an alternate format, using a sign language interpreter,
or using specialized equipment.

Updating Disability Self-Identification
Updating Disability Self- Identification

The basic steps to your disability self-identification are,
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1. Navigate to the Voluntary Self- Identification of Disability page
2. Review information on the page
3. Select one of the options to indicate if you have a disability, do not have a disability,or
chose not to provide this information
4. Click the Submit button
5. Click the OK button on the Submit Confirmation page
Procedure

Navigation: Employee Self Service Home page > Personal Details tile

ORACLE ~ Employee Self Service

Personal Details

pos

Step

Action

Click the Personal Details tile.

Benefits Payroll Perscnal Details

EQ) 1

>
¢

+
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< My Homepage Personal Details aQ w=0
David Smith &)

Hazardous Material Tech

Addresses
Addresses

g Contact Details H
ome Address

e Name 1000 Pine Drive

Concord, CA 94518 Current >

xﬂ‘ e Eurys Contra Costa

\E Emergency Contacts

|&, Additional Information Mailing Address
1000 Pine Drive c ;
isabil urren
(&, Disability Concord, CA 94518 >

ldy Veteran Status

Step Action

2. Click the Disability link.

Addresses
+ Contact Details
B Name
13 Ethnic Groups
%3 Emergency Contacts
&, Additional Information

&, Veteran Status
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My Homepage nal Details (O A —

David Smith &)

Hazardous Material Tech
Addresses " ) . -

Voluntary Self-ldentification of Disability ~
\: Contact Defails Form CC-305
OMB Control Number 1250-0005

m Name pires 1/31/2017

Why are you being asked to complete this form?

Rﬂl Ethnic Groups - -
Because we do business with the government, we must reach out to, hire, and provide equal opportunity to qualified

people with disabilities' To help us measure haw well we are doing, we are asking you to tell us if you have a disability

8 Emergency Contacts or if you ever had a disability. Complefing this form is voluntary, but we hope that you will choose fo fill it out. If you are
applying for a job, any answer you give will be kept private and will not be used against you in any way.

& Additional Information I you already work for us, your answer will not be used against you in any way. Because a person may become
disabled at any ime, we are required fo ask all of our employees to update their information every five years. You may
. voluntariy seff-identify as having a disability on this form without fear of any punishment because you did not identify as
Disability having a disability earlier
g, Veteran Status How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impaimment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical condition

Disabilities include, but are not limited to:

+ Blindness -+ Autism + Bipolar disorder « Post-traumatic stress disorder (PTSD)
« Deafness + Cerebralpalsy - Major depression + Obsessive compulsive disorder
« Cancer  + HIVIAIDS + Multiple sclerosis (MS) « Impairments requiring the use of a wheelchair
- Diabetes - Schizophrenia ~ + Missing limbs or partially + Intellectual disability (previously called mental
= Epilepsy + Muscular missing limbs retardation)

dystrophy

Please select one of the options below:

[ YES, | HAVE A DISABILITY (or previously had a disability)
[] NO, I DON'T HAVE A DISABILITY

1 1 DON'T WISH TO ANSWER

Your Name Today's Date

Step Action

3. The Voluntary Self- Identification of Disability page displays.

The text in the Why are you being asked to complete this form? and the How do
I know if | have a disability? sections.

My Homepage E

David Smith &)

Hazardous Material Tech
Addresses . A : .

Voluntary Self-ldentification of Disability ~
\: Contact Defails Form CC-305
OMB Control Number 1250-0005

m Name Expires 1/31/2017

Why are you being asked to complete this form?

Rﬂl Ethnic Groups - -
Because we do business with the government, we must reach out to, hire, and provide equal opportunity to qualified

people with disabilities' To help us measure haw well we are doing, we are asking you to tell us if you have a disability

83 Emergency Contacts or if you ever had a disability. Complefing this form is voluntary, but we hope that you will choose fo fill it out. If you are
applying for a job, any answer you give will be kept private and will not be used against you in any way.

& Additional Information If you already work for us, your answer will not be used against you in any way. Because a person may become
disabled at any time, we are required to ask all of our employees to update their information every five years. You may
o voluntarly seff-identify as having a disability on this form without fear of any punishment because you did not identify as
Disability having a disability earlier.
ey Veteran Status How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impaimment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical condition

Disabilities include, but are not limited to:

+ Blindness -+ Autism + Bipolar disorder « Post-traumatic stress disorder (PTSD)
« Deafness + Cerebralpalsy - Major depression + Obsessive compulsive disorder
« Cancer  + HIVIAIDS + Multiple sclerosis (MS) « Impairments requiring the use of a wheelchair
- Diabetes - Schizophrenia ~ + Missing limbs or partially + Intellectual disability (previously called mental
= Epilepsy - Muscular missing limbs retardation)

dystrophy

Please select one of the options below:

[ YES, | HAVE A DISABILITY (or previously had a disability)
] NO, I DON'T HAVE A DISABILITY

1 1 DON'T WISH TO ANSWER

Your Name Today's Date
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Step Action

4. Select one of the options in the Please select one of the options below section.

5. Click the No, | DON"T HAVEA DISABILITY option.
dystrophy

Please select one of the options below:

L] YES, | HAVE A DISABILITY (or previously had a disability)

] NO, | DON'T HAVE A DISABILITY

L] 1 DON'T WISH TO ANSWER

< My Homepage Personal Details aQ w=0

David Smith &)
Hazardous Material Tech

Addresses

Voluntary Self-ldentification of Disability ~
\: Contact Defails Form CC-305
OMB Control Number 1250-0005
m Name Expires 1/31/2017

Why are you being asked to complete this form?

Rﬂl Ethnic Groups - -
Because we do business with the govemment, we must reach out to, hire, and provide equal opportunity to qualified

people with disabilities To help us measure how well we are doing, we are asking you to tell us if you have a disability
8§ Emergency Contacts or if you ever had a disability. Completing this form s voluntary, but we hope that you will choose fo il it out. If you are
applying for a job, any answer you give will be kept private and will not be used against you in any way.

& Additional Information I you already work for us, your answer will not be used against you in any way. Because a person may become
disabled at any ime, we are required fo ask all of our employees to update their information every five years. You may
o voluntarily seif-identify as having a disability on this form without fear of any punishment because you did not identify as
Disability having a disability earlier.
lady Veteran Status How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impaimment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical condition

Disabilities include, but are not limited to:

+ Blindness -+ Autism + Bipolar disorder « Post-traumatic stress disorder (PTSD)
« Deafness + Cerebralpalsy - Major depression + Obsessive compulsive disorder
+ Cancer HIVIAIDS + Multiple sclerosis (MS) « Impairments requiring the use of a wheelchair
- Diabetes - Schizophrenia ~ + Missing limbs or partially + Intellectual disability (previously called mental
= Epilepsy + Muscular missing limbs retardation)

dystrophy

Please select one of the options below:
[ YES, | HAVE A DISABILITY (or previously had a disability)

¥ NO, | DON'T HAVE A DISABILITY
1 1 DON'T WISH TO ANSWER

Your Name David Smith Today's Date 12/07/2016

Step Action

6. Notice the system populates the Your Name field with you name as it is stored in
the system and the Today's Date field with the current date.

You cannot edit the values in these fields.

7. Click the scrollbar.
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< My Homepage ersonal Details

David Smith &)
Hazardous Material Tech

HOW Q0 T KNOW IT I Nave @ aIsapniiy ¢

Addresses
-
. _ You are considered to have a disability if you have a physical or mental impairment or medical condition that

k& Contact Details substantially limits a major life activity, or if you have a history or record of such an impairment or medical condition.
Disabilities include, but are not limited to:

e Name
« Blindness -« Aufism * Bipolar disorder « Post-traumatic siress disorder (PTSD)
- Deafness + Cerebral palsy - Major depression + Obsessive compulsive disorder

|£t Ethnic Groups . Cancer + HIVIAIDS « Multiple sclerosis (MS) « Impairments requiring the use of a wheelchair
- Diabeles + Schizophrenia - Missing limbs or pariially - Intellectual disability {previously called mental
+ Epilepsy  + Muscular missing limbs retardation)

\E Emergency Contacts dystrophy

. " Please select one of the options below:
|&, Additional Information Pt
[ YES, | HAVE A DISABILITY (or previously had a disability)

Disability NO, | DON'T HAVE A DISABILITY

1 1 DON'T WISH TO ANSWER
4 Veteran Status
Your Name David Smith Today's Date 12/07/2016

Reasonable Accommodation Notice

Federal law requires employers to provide reasonable accommadation to qualified ine duals with disabilities. Please
tell us if you require a reasonable accommodation ta apply for a job or to perform your job. Examples of reasonable
accommodation include making a change to the application process or work procedures, providing documents in an
alternate format, using a sign language interpreter, or using specialized equipment.

'Section 503 of the Rehabilitation Act of 1973, as amended. For more information about this form or the equal
visit the U.S. Depariment of Labor’s Office of Federal Contract

Compliance Programs (OF CCP) website at www dol gov/ofcep
PUBLIC BURDEN STATEMENT: According fo the Paperwork Reduction Act of 1995 no persons are required to
respond to a collection of information unless such collection displays a valid OMB control number. This survey should
take about 5 minutes to complete.

Submif

Step Action

8. Review the text in the Reasonable Accommodation Notice section.

9. Click the Submit button.

Reasonable Accommodation Notice

Federal law requires employers o provide reasonable accommodation o
tell us f you require a reasonable accommodation to apply for a job or fo |
accommodation include making a change to the application process or we
alternate format, using a sign language interpreter, or using specialized e

'Section 503 of the Rehabilitation Act of 1973, as amended. For more infor
employment obligations of Federal contractors, visit the U.S. Department ¢
Compliance Programs (OFCCP) website at wvav.dol.gov/ofecp.

PUBLIC BURDEN STATEMENT: According to the Papenwork Reduction £
respond o a collection of information unless such collection displays a val
take about 5 minutes to complete:

10. A confirmation page displays.

Click the OK button.

Are you sure you want to submit this i

oK Cancel

11. Note the system displays a message indicating that your submission was successful.
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Step Action

12. Click the My Homepage button.

David Smith ()

Hazardous Material Tech

13.

End of Procedure.

Updating Veteran Self-Identification
Updating Veteran Self- Identification
The basic steps to your Veteran self-identification are,

1. Navigate to the Veteran page
2. Review information on the page
3. Select one of the options to indicate your veteran status
1. A Protected Veteran (and class)
2. A Protected Veteran but choose not to identify the class
3. A veteran, but not a protected Veteran
4. Not a veteran
4. If you indicated that you are a veteran, enter your discharge date in the Military
Discharge Date field
5. Click the Submit button
6. Click the OK button on the Submit Confirmation page

Procedure

Navigation: Employee Self Service Home page > Personal Details tile
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¥ Employee Self Service

Personal Details

&

Step

Action

Click the Personal Details tile.

Benefits

b

Company Directory

Personal Details

pos
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< My Homepage Personal Details aQ w=0
David Smith &)

Hazardous Material Tech

Addresses

Addresses

\f Contact Details H
ome Address

e Name 1000 Pine Drive

Concord, CA 94518 Current

st Ethnic Groups Contra Costa

\E Emergency Contacts

|&, Additional Information Mailing Address
1000 Pine Drive c ;
isabil urren
(&, Disability Concord, CA 94518 >

ldy Veteran Status

Step Action

2. Click the Veteran Status link.

Addresses
& Contact Details
£ Name
15} Ethnic Groups
8 Emergency Contacts
&, Additonal Information

&, Disability

Veteran Statug
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My Homepage

David Smith &)

Hazardous Material Tech

Addresses

g Contact Details

e Name

xﬂ‘ Ethnic Groups

\E Emergency Contacts.

|&, Additional Information

é\ Disability

Veteran Status

Veteran Status

+ Definitions

This employer is a Government contractor subject to the Vietnam Era Veterans' Readjustment Assistance Act of
1974, as amended by the Jobs for Veterans Act of 2002, 38 U.S.C. 4212 (VEVRAA), which requires Govemment
contractors to take affirmative action to employ and advance in employment: (1) disabled veterans; (2) recently
separated veterans; (3} active duly wartime o campaign badge velerans; and (4) Armed Forces service medal
veferans. These classifications are defined as follows

= A"disabled veteran” is one of the following:

+ aveteran of the U.S. military, ground, naval or air service who is entitled to compensation (or who but for the
receipt of military refired pay would be enfitled to compensation) under laws administered by the Secretary of
Velerans Affairs; or

+ a person who was discharged or released from active duty because of a service-connected disability

+ Arecently separated veteran” means any veteran during the three-year period beginning on the date of such
veteran's discharge of release from aclive duty in the LS. military, ground, naval, or air service

An "active duty wartime or campaign badge veteran” means a veteran who served on active duty in the U.S.
military, ground, naval or air Service during a war, or in a campaign or expedition for which a campaign badge
has been authorized under the laws administered by the Department of Defense.

- An"Amed Forces service medal veteran” means a veteran who, while serving on active duty in the U.S.
military, ground, naval or air service, participated in a United States military operation for which an Armed
Forces service medal was awarded pursuant to Executive Order 12085

Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and

Reemployment Rights Act. In particular, if you were absent from employment in order to perform service in the

uniformed service, you may be entitled to be reemplayed by your employer in the position you would have

obtained with reasonable certainty if not for the absence due to service. For more information, call the U.S.

Depariment of Labor's Veterans Employment and Training Service (VETS), toll-free, at 1-866-4-USA-DOI

Self-ldentification

As a Govemment contractor subject to VEVRAA, we are required to submit a report to the United States
Department of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” category. I you believe you belong to any of the categories of protected veterans listed above, please
indicate by selecling the appropriate opfion belowr.

O I belong to the following classifications of p

i veterans (choose all that apply):

Action

The Veteran Status page displays.

Review the text in the Definitions and Self- Identification sections.

Click the scrollbar.

My Homepage

David Smith &)
Hazardous Material Tech

Addresses

\L: Contact Details

8 Name

25{ Ethnic Groups

KE Emergency Contacts

& Additional Information

é\ Disability

Veteran Status

A Q * =

AS @ GOVeImmMeNT CONMFACION SUDJEC 10 VEVRAA, We are [équired 10 SUDMIT a 1eport 10 ne UNIed STales
Department of Labor each year identifying the number of our employees belonging to each specified "protected
veteran” category. I you believe you belong to any of the categories of protected veterans listed above, please
indicate by selecling the appropriate opfion below.

O I belong to the following classifications of p

i veterans (choose all that apply):
Disabled Veteran

Recently Separated Veteran

Active Duty Wartime or Campaign Badge Veteran

Armed Forces Service Medal Veteran

& 1am a protected veteran, but I choose not to self-identify the classifications to which |
™ belong.

O lam NOT a protected veteran.

O lam NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you 1o perform the essential functions of the job, including special equipment, changes in the
physical layout of the job, changes in the way the job is customarily performed, provision of personal assistance
‘services or other accommodations. This information will assist us in making reasonable accommadations for your
disability.

Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment.
The information provided will be used only in ways that are not inconsistent with the Vietnam Era Veterans'
Readjustment Assistance Act of 1974, as amended.

The information you submit will be kept conficential, except that (1) supervisors and managers may be informed
regarding restrictions on the work or duties of disabled velerans, and regarding necessary accommodations; (i)
first aid and safety personnel may be informed, when and 1o the extent appropriate, if you have a condition that
might require treatment; and (iii) officials engaged in enforcing laws administered by the
Office of Federal Centract Compliance Programs, or enforcing the Americans vith Disabilities Act, may be
informed.

Submit
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Step Action

5. Select one of the options in the Self- Identification section.

6. Click the I am NOT a veteran. option.
[ I am NOT a veteran.

My Homepage

David Smith &)

Hazardous Material Tech

Addresses AS 8 (50Vemment CONMTACION SUDJEET 10 VEEVHAA, We are requiren 10 SUDMIT a 1eport 10 ne UNITea States
Department of Labor each year identifying the number of our employees belonging to each specified "protected ~
wveteran” category. If you believe you belong to any of the categories of protected veterans listed above, please

indicate by selecling the appropriate opiien belov:.

g Contact Details
D I belong to the i ications of p veterans (choose all that apply):

e Name Disabled Veteran
1t Ethnic Groups Recently Separated Veteran

Active Duty Wartime or Campaign Badge Veteran
[t Emergency Contacts Armed Forces Service Medal Veteran

- 1am a protected veteran, but | choose not to self-identify the classifications to which |
~ belong.

|&, Additional Information

am NOT a protected veteran.

é\ Disability

am NOT a veteran.

Veteran Status Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you to perform the essential functions of the job. including special equipment, changes in the
physical layout of the job, changes in the way the job s customarily performed, provision of personal assistance
services or other accommodations. This information will assist us in making reasonable accommodations for your
disabiliy.

Submission of this information is veluntary and refusal to provide it will not subject you to any adverse treatment
The information provided will be used only in ways that are not inconsistent with the Vietnam Era Veterans'
Readjustment Assistance Act of 1974, as amended.

The information you submit will be kept confidential, except that (i) supervisors and managers may be informed
regarding restrictions on the work or duties of disabled velerans, and regarding necessary accommodations; (i)
first aid and safety personnel may be informed, when and to the extent appropriate, if you have a condition that
might require emergency treatment, and (iii) Government officials engaged in enforcing laws administered by the
Office of Federal Contract Compliance Programs, or enforcing the Americans with Disabilities Act, may be
informed

Subm

Step Action

7. If you select the | am NOT a veteran. option, the Military Discharge Date field
becomes inactive.
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Selecting one of these options
activatesthe Military Discharge

Date field.

Self-Identification

A5 2 Government contractor

subject to VEVRAA, we are required 1o submil a report 1o the United States Department of Labor each year identitying the nugeer of our employees
belonging 1o each spacified "protected veteran™ categary. If yi 2 9 to any protected isted above, please jp

by selecting the

© I belong to the following classifications of protected veterans (choose all that apply):
Disabled Veteran
Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran
Armed Forces Service Medal Vieteran

D lam a pr

yeteran, but | choose not to self-identify the classifications to which | belong.

| am NOT a protected veterar)

itary Discharge Date

The Military Discharge

Date field is active

Action

If you select one of the other options, you must enter or select a value in the
Military Discharge Date field. The filed will be active.

My Homepage a =
< My pag a Q =
David Smith &)
Hazardous Material Tech
Pl AS @ GOVeMMent CONACION SUDJECT 10 VEVAA, W are Tequired 10 SUDMIT @ 16pOrT 0 N6 UNIed Siates
Department of Labor each year identifying the number of our employees belonging to each specified "protected A

veteran” category. If you believe you belong to any of the categaries of protected veterans listed above, please

k& Contact Details indicate by seleciing the appropriate option belovi.

) | belong to the following of pi veterans (choose all that apply):
|l Name Disabled Veteran

l#:2 Ethnic Groups Recently Separated Veteran

Active Duty Wartime or Campaign Badge Veteran

[R§ Emergency Contacts Armed Forces Service Medal Veteran

& 1am a protected veteran, but I choose not to self-identify the classifications to which |

& Additional Information ~ belong.

(E\ Disability

Veteran Status

O 1am NOT a protected veteran.

i 1am NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you to perform the essential functions of the job, including special equipment, changes in the
physical layout of the job, changes in the way the job is customarily performed, provision of personal assistance
services or other accommodations. This information will assist us in making reasonable accommodations for your
disability.

‘Submission of this information is voluntary and refusal to provide it will not subject you to any adverse treatment.
The information provided will be used only in ways that are not inconsistent with the Vietnam Era Veterans'
Readjustment Assistance Act of 1974, as amended.

The information you submit will be kept confidential, except that (i} supervisors and managers may be informed
regarding restrictions on the work or duties of disabled velerans, and regarding necessary accommodations; (i)
first aid and safety personnel may be informed, when and to the extent appropriate, if you have a condition that

might require treatment; and (ii) officials engaged in enforcing laws administered by the
Office of Federal Contract Compliance Programs, or enforcing the Americans with Disabilities Act, may be
informed.

Step

Action

Review the text in the Reasonable Accommodation Notice section.
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Step Action

10. Click the Submit button.

11. Click the OK button.
OK

The Submit was successful. X

LE Addresses Department of Labor each year gntifying the number of our employees belonging to each specified "protected

veteran” category. If you believe Y8y belong to any of the categories of protected veterans listed above, please ~
. indicate by selecting the appropriaté\gption below.
U Contact Defails O I belong to the

m Name Disabled

. . terans (choose all that apply):
Confirmation message

Recently Separated Veteran
xﬂ‘ Ethnic Groups Active Duty Wartime or Campaign Badge Veteran
KE Emergency Contacts Armed Forces Service Medal Veteran

~ 1am a protected veteran, but | choose not to self-identify the classifications to which |

&' Additional Information
é\ Disability

Veteran Status

" belong.

O Iam NOT a protected veteran.

am NOT a veteran.

Military Discharge Date

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make
that would enable you to perform the essential functions of the job. including special equipment, changes in the
physical layout of the job, changes in the way the job s customarily performed, provision of personal assistance
services or other accommodations. This information will assist us in making reasonable accommodations for your
disabiliy.

Submission of this information is voluntary and refusal to provide it will not subject you fo any adverse freatment.
The information provided will be used only in ways that are not inconsistent with the Vietnam Era Veterans'
Readjustment Assistance Act of 1974, as amended.

The information you submit will be kept confidential, except that (i) supervisors and managers may be informed
regarding restrictions on the work or duties of disabled veterans, and regarding necessary accommodations; (i)
first aid and safety personnel may be informed, when and 1o the extent appropriate, if you have a condition that
might require emergency treatment, and (iii) Government officials engaged in enforcing laws administered by the
Office of Federal Contract Compliance Programs, or enforcing the Americans with Disabilities Act, may be
informed

Step Action

12. The system displays a submit confirmation message indicating that your submission
was successful.

13. Click the My Homepage button.
< My Homepage

14.
End of Procedure.
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