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Oracle Self Service: Personal Information

Login to Oracle HR

& Finance
e Navigate to
myUAB
e locate and
click Oracle

HR & Finance

Open the Oracle

Navigator
e C(Click on the
3-lined
“hamburger”
icon in the
top left
corner
Navigate to
Personal
Information via UAB
Self Service
Applications
e Click on UAB
Self Service
Applications
e Select
Personal
Information

myUAB Portal (my.uab.edu)
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Announcement
Welcome to Oracle E-Business Suite!

Learn more about the new look and feel, and
read a series of FAQs here or watch video here
(Right click the link and open in new tab/window)

State Online Tax Form is now part of the
Federal Tax Form and is available under self
service responsibility as Online Tax Form. It is

also available as an icon on the home page.

| Search

= -Business Suite

UAB AP End User

UAB Effort Report User

UAB FN Document Entry/Approval

UAB GA End User

UAB GL End User

UAB OnBase FN Campus Access

UAE Report Viewer

UAB Report Viewer - Administrator

UAB Seff Service Applications

UAEB Sunflower Custom Reports
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Personal Information
Payslip
Manage Direct Deposit Account
Online Tax Form
Employee Views
Faculty Data Form (VPN Required)
Employee W2
Employee Inquiry Form

Employment Verification Report
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Choose which block

of information to

update

e  Click the

Update
button to the
right of the
information
you want to
edit

Answer any
prompts related to
your chosen option
e  Click Next to
proceed to
the edit
screen
Enter all required
fields
e Fill out each
required field
with the
updated
information
e  Click Next

Review your

changes
e Review the
edits you
made for
accuracy

e  Click Submit
to complete
the update

Personal Information [ Back |
Employee Name Employee Number
Organization Email Address Business Group 11111111A UAB

Basic Details - To change your current Name or Ethnic Origin information please "Click" the UPDATE icon

Name
Date of Birth
Social Security
Employee Number
Organization Email Address
Phone Numbers - To change your current Phone Numbers please "Click" the UPDATE icon
Additional phone number types can only be updated by your departmental contact using an ACT form. Please contact this persen for these changes
Campusg Primary (205)
Main Address - To change your current Home Address please "Click" the UPDATE icon
Address Line 1
Address Line 2
Address Line 3
City Bimmingham
State AL
Alabama
Zip Code 35235
County Jeflerson
Jefferson
Type Home
Main Address: Choose Option ™
Employee Name Employee Number
Organization Email Address Business Group  11111111A UAB

Select the type of change you want to make: Correct if defails of the address are incorrect, or enter a new address. An Intematicnal Address must be entered via the ACT
form. Contact your department administrator for assistance

2 Gorrect or amend this address.

@ Enter a new address if you have moved

Main Address: Correct Address [ Back || Next |
Employee Name Employee Number
Organization Email Address Business Group  11111111A UAB

Please enter your correct address information.

Type Home (i)
* Address Line 1| 123 Sunny St
Address Line 2
Address Line 3
*ci
* State| AL
Alsbama
* Zip Code| 35223
* County| Jefferson

ty| Birmingham Q

. Jeffzrson
Indicates required field
Personal Information: Review Printable Page || Back || Submit |
Employee Name Employee Number
Organization Email Address Business Group  11111111A UAB

Review your changes and. if needed, attach supporting documents
@ Indicstes Ch

d lems.

Main Address

Current Proposed
Country United States United States
Address Line 1
City
State
Zip Code
County Jefferson Jeflerson
Type Home Home
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Add Emergency Emergency Contacts
Contacts
° Click Add Enter or update information about people you want human resources to contact in the event of an emergenc
Add
Select Name Relationship Primary Contact Home Number Work Number Mobile
Mo results found.

Fill out each Emergency Contact: Create
required field with Employee Name
Emergency Organization Email Address
Contactls * Indicates required field
f : General Information
information
Please enter details for an emergency contact below. Emergency contact infermation will be kept confidential and will only be used in the event of an emergency.
First Name
Middle Name
* Last Name
Suffix 10}

Email Address

(J Primary Contact @
* Relationship v
[* Relationship Start Date (21 _pjay-2023) [y

Click on the Next
button at the

bottom-right or top HR Page Refresh Submit

right-hand side of Context

the screen
Save For Later m
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Review the Personal Information: Review
information

Employee Name
Organization Email Address

Review your changes and, if needed, attach supporting documents
@ Indicates Changed ltems

Maintain Contact

Contact

Proposed
Relationship Type
First Name
Middle Name
Last Name
Primary Contact
Relationship Began On
Emergency Contact
Resides With Me

Phone

Proposed
Mobile

Main Address

Proposed
Effective Date
Country
Address Line 1
Address Line 2
Address Line 3
City
State
Zip Code
County
Type

Click on the Submit
button on the | Cancel | | Back || Submit
upper-right hand
corner of the
screen, if the
information is
correct

Employee Number

Business Group

Confirmation will
be sent
e Select Return
to Overview

Confirmation

Your changes have been applied.

to view
Return to Overview
Personal
Information
data

A UAB RedFlag Alert | | uae RedFlag Alert
will be sent via UAB
email indicating the
change
e Noactionis
required

This email is to inform you that your Personal Information has been updated via Self Service. Items affected: ADDRESS

If you did not initiate this change, please contact the UAB RedFlag Notification Center at (205) 934-6081 or via email at
redflag@uab.edu.

This email was generated automatically by the HR/Payroll system.
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