ESS Manage Personal Information (Fluid)

Purpose: Use the Personal Details tile to view and update personal information such as
addresses, phone numbers, and emergency contacts in ctcLink.

Audience: All Faculty and Staff

The HCM Self Service page provides access to a variety of information that can be viewed
or edited. Information includes:

* Onboarding Activities
+ Careers

+ Time Reporting

* Payroll Self Service

* Personal Details

+ Benefit Details

View the following Employee Self-Service QRGs for additional information.

Reporting Time

Requesting an Absence

Requesting Overtime

Manage Personal Information

Navigation: HCM Employee Self Service > Personal Details (tile)

Once the Personal Details tile is selected, all options are available on the left side of the
screen.

Addresses

—

. Addresses is the default page view.

Select the arrow to edit/correct either the Home Address or the Mailing Address. (Scroll
image below to view arrow for editing).
Alternatively, if no data exists to review, a button will display to Add Mailing Address.
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https://ctclinkreferencecenter.ctclink.us/m/79746/l/1140592-9-2-ess-reporting-time-using-report-time-enter-time-fluid
https://ctclinkreferencecenter.ctclink.us/m/79746/l/1140724-ess-request-absence-fluid
https://ctclinkreferencecenter.ctclink.us/m/79746/l/1060287-ess-overtime-requests-fluid

Addresses

Home Address

PO BOX

Mailing
Ho data exists

Add Mailing Address

The process to update the Addresses section is now complete.

Contact Details

1. Select Contact Details from the left navigation panel.
2. Select arrow to the right of phone number, email address or instant message to edit.
3. If no information exists, you can select the Add button (+)to enter information.

& Add t
@ AeEEEse Contact Details
%, Contact Details Phone
== +
A, Social Meda
Humber Extensicn Type Preferred
A Marital Status
20 Mobile
Ei Mama
20 Work v
Il Erhnic Groups
¥ = n PP T
%35 Emergency Contacts Email
2. Additional Information +
. Email Address Type Preferred
{E\ Cesability
Test@ies: com Homs W
&b ‘Veteran Status .

&~ Fom |-B
Instant Message

Mo dats exists

The process to update Contact Details is now complete.

Name
1. Select Name from the left navigation panel. (Scroll image below to the right to view arrow

for editing).
2. Select the edit arrow at the right side of listed name.
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oy Addresses
- Name

t.' Contaci Detais Current

*4 Social Medis

B Warital Status

&gk Ethnic Groups

Q Emergancy Contacis
&, tdditional Information
&, Disability

ks Veleran Status

§ Form -8

The Name pagelet displays. On the page make any needed edits.

Select Add Attachment button if attachments are needed.

Select Cancel button if you wish to close without saving.

Consult the local HR department on additional information needed to process a name
change.

7. Select the Save button.

ok w

Cancel Name

Change As O |06/252019 B
Name Format | English [+]
Name Prefix il
“Firsl Name
Middie Name
“Last Name
MName Suffix [+
Display Name

Formial Mame

Mame

Attachments

ou have nol added any Altachments

Add Attachment

The process to update the Name section is now complete.
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Ethnic Groups

1. Select Ethnic Groups from the left navigation panel.
2. Edit by selecting arrow on the right of the area to edit or add groups by selecting the plus
sign at top of screen [+] sign.

& Addresses

Ethnic Groups

%, Coniact Details

:4: Social Media Elacki&frican American
l Marital Status Cuban
& Name Fu&rts Rican

igh Ethnic Groups

- LT P p—" e o
%3 Emergency Contacts Voluntary Self-identification

The employer is subject 1o cansin govemmental recordkesping and reporting reguirements for the adeinisiration of civil rights laws and regulations. In arder (o comply with
thase lavws, the employer invites employeas o valuntarly sef-dentidy ther race or ethricity. Submission of this mformation is wolunzary and miusal to prowde it will not subject
¥ou 10 any Adverse reatment The information cb@ined will be kot confidential and may only be used in accordance with the provisions of applicable |aws, BXECUlive orders
and reguiations, incisding thoss that require the infarmation 10 be summarized and reported 10 the federsl gowemmant for civil nghts enforcemant. When reponed. dats will not
&_\ Disability identify any specific individual

‘.;‘ Additianal Information

ik ‘“etwran Status

- Fom -8

3. The Ethnic Group pagelet displays. On the pagelet, Add/Edit Ethnic Group by using the
magnifying glass icon for choices.

4. Select the Delete button to remove existing Ethnic Group.

5. Select the Save button.

The process to update Ethnic Groups is now complete.

Emergency Contacts

1. Select Emergency Contacts from left navigation panel.
2. Select arrow to the right of the screen for areas to edit.
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EpE Emergency Contacts
. Contact Datails +

.i-l Sacaal Medis Contact Name Relationship Preferred
o

B Marital Status Sioling
E Mame Adult Child W

Ik Ethmic Groups

tj Emergency Contacts

3_' Additional Information
&, Disabily
&l Veteran Status

& Form 10

3. The Emergency Contact pagelet displays. On this page, edit fields as needed.
4. Select the Save button.

The process to update Emergency Contacts is now complete.

Disability

Select Disability from the left side navigation panel.

2. The Voluntary Self-lIdentification of Disability page displays. Review and complete the
form as needed.

3. Select the Submit button.

—
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& Addresses Voluntary Self-ldentification of Disability
Form CC-305
OMB Cantrol Nuriber 1250-0005

%, Contact Details Exives 1/31/2020
s Why are you being asked to complete this form?
&, Socal Media
Becatse we o business with the govemment, we must reach out o, hiee, and provide equal apparsunity to gualified pesple with disabilises.' To help us measore how well we are daing, we
are asking you to tell ws i you hae a disability or if you ewer bad a disability. Completing this fam is volursary, but we hope that you will choas:s o fil itout. I you are applying for a job, any

& Maritsl Status answer you gve will be kapt private and wil ot be Lsed against you in any way
e by wisek e L, e spvset will net b s sgainet yauin any way, Decause 3 penon iy became disabled o) any Sme, we ar meuied 1o ask all of aur emplzypses (o update
S Name Sveir amfuemiation every e years, You may vokintrily sel-identfy s having i diabiity on tis S without fear of any punishment becuss you de not densfy as having  disbily
aarfier

Ethnic Groups
‘é How do | know if | have a disability?

t§ Emergency Contacts e are consiclered s have a disability § you have 3 physical ar mental imgairnent e medical cendiian fiat s bstantially fris 2 majar e activity, or if you ave 3 history e recoed of such
an imgairnent of medical condition

&, Additional Information Disabilities nhude, bue are not limited (o
* Blindness = fugimm = Bipalar disorder * Prostiraumatic siress drearder (PTS0)

& Disabili + Daafrss = Capabeal paisy * Major deprassion + Obsessive sargpulsive dissrder

ility + Cances = HIVIAIDE « Multiphe sclerssis (ME) + Impairments recuing the use of s wheelchar

« Diabetes = Schizogihrenia « Missing brmibs or partially missirg lmbs * Ieliectusl dissbility {previcusty called mental retardition)
* Epileps = Muscular dystroy

4 “eteran Status Fes Sy

Please select one of the options below:
§* Fom 10 O YES. | HAVE A DISABILITY jor previously had a disability)

O WO, 1 DONT HAVE A DISABILITY
O | DON'T WISH TO AN SWER

Your Name Today's Date

Reasonable Accommodation Notice

Faderal Ui o e accommrzdatian o gualified individuals with disabilities, Pleass tel us i you require & reasonabile scoammadation o aaply for a job
o to perform your job. Examples of ressonable accommedistion include making a dchange 5o the application process or work procedures, providing doouments in an atemate format, using
@ =ign larguage inte mireter, or using specialized aquipment.

“Sectian 503 of the Rebatiitation Sct af 1973, as amended, For mane information abaut $is form ar the egual emplkyment abligations of Federal contractons, vist the WS, Departrent of
Labor's Office of Federal Cantract Compliance Programs (OFCCP) website at waw dol gowiofoep.

PUSLIC BURDEN STATEMENT: Ascrrding 1o the Paperwork Reduction Act af 1995 no perssns are raguired b respand b & collsction aof infamation unless sush collection dsplays 3 valid
OMB cantrel rumiber. This survey should take about 5 minues to corplkele.

The process to update the Disability status is now complete.

Veteran Status

1. Select Veteran Status from the left side navigation panel.

2. The Veteran Status page displays. On this page, complete the Self Identification section.
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5 Addresses

tZ' Contact Details

2! Social Media

B Marital Status

OE Mame

I Ethnic Groups

Q Emergency Coniacts
&, Additional Information
&, Disability

ke Veteran Status

§- Fom -8

Veteran Status

= Definitions

This empleyer is a Gavemment contractor subject to the Vietnam Era Yeterans” Readustment Assistancs At of 1574, & amended by the Jabs far Velerars Act of 2002, 38 1S .C
4212 (WEVRAA ) which requires Govermmen! confracions to take affimative action to employ and advance in employment: (1) disabled veterans; (2] recently separsted weterans: (3)
active duty wartime or campaign badge veterans; and (3) Armed Forces senice medal veterans. Theee classficaions are defined as follows

* A tdisabled veseran” is one of the following:

* 2 vetmran of the LS. military, ground, naval or sic servics whi s entitied to compensation (arwha bt for the reesipt of miitary resred pay would be sntifed o comgersation)
under laws adrinistered by the Secretary of Vaterans Affairs, or

* & person who wars discharged or rebeased from active duty because of a service-connecied disabilizy.

* A “recertly separsted veteran” mssns any veteran during the threeyear period beginring o the date of such veteran’s dischans or relsss from active duty in te LS milisary,
ground, naval, e air senice

« A tactive duly warlime o campaion badge veleran” means @ veleran whe served an active daly in the LS. miltary, ground, nial ar air serice during & wer, o ina campaign o
eapedtion for which a campaign badge has been achorized under the krws admiristened by the Department af Defense

1 A Foross senice medal veteran® means 3 veteran who, whils senving on acive duty in the LS. military, ground, naval or air sendce, participated in a United States military
cperaticn foe which an Arned Faross serice medal was awartded pursuant i Exscutive Order 12085

Prostected vetranes may hawe addiional fights under USERRA - $ie Uniformed Services Employment and Resmplioyrment Rights At In particulr, if you wens abssnt $oem
emplyrient in arder o perfoem serdce i the urfarmed ssrice, you may be entited o be reemployed by yoursrployer in e postion you would have sbtaned with resserable
vartinty if ot for the abeance dus o series. For mare infamation, eall e 1S, Deparment of Labors Veterans Employment and Training Seevics (VETS), inll-dnes, ot 1-866-4-U50-

Self-lIdentification

A 1 Gavernment contractoe sUijeet o VEVRAM, we are requirsd b subemit s repsr o the Urited Siates Deparimant of Laber sach yeat idensfing the umbsar of out smglapees
belonging to sach specified "probected veleran” categary, I you belisve you bekang 1o any of the categerias of pralected veterans listed above, please irdicate by selecting the
appropriate ootion below.

O 1 belong to the following classifications of protected weterans (choose all that apply):
Disabled Veteran
Recently Separated Veteran
Active Duty Warfime or Campaign Badge Veteran
Armed Forces Service Medal Veteran
& 1am a protected veteran, but | choose not to self-identify the classifications to which | belong.
O lam MOT a protected veteran.
@ 1am MOT a veteran.

Military Discharge Date

3. Scroll down to review the Reasonable Accommodation Notice.
4. Select the Submit button.

The process to update personal information is now complete.

Video Tutorial

The video below demonstrates the process actions described in steps listed above. There is
no audio included with this video. Select the play button to start the video.

Video Tutorial via Panopto

View the external link to ESS Manage Personal Information. This link will open in a new tab/

window.
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