Cal State L.A. Welcome to HR Self Service at

CSULA. Self Service allows you
to update your personal
information such as address,

phone number, and emergency contact. If you have any questions, please contact
Human Resources at extension 3694.

[» Self Semvice




Review and update your perzonal information.

Home and Mailing Address = Phone Humbers
E Review and update your home and mailing addresses. E Add or update phone numbers, or specify your primary phone
number.

= Emergency Contacts
E Add or update your emergency contact information.

There are three sections:
* Home and Mailing Address
* Phone Numbers

* Emergency Contacts



Changing Home and Mailing Address

Self Service > Personal Information > Home and Mailing Address

Edit Home Address
Country: United States
Address 1: 5151 State University Drive
Address 2:
Address 3:
City: Los Angeles State: |(CA
County:
Date Change Will Take Effect:
On this date:  |10/28/2011 [5] (example: 01/31/2000)

Change Country

2, California

Postal: 20032

Click on Home and
Mailing Address

Select and enter the
necessary change, please
use mixed case.

Enter the date the change
will take effect.

Click Save when finished.



Changing Phone Numbers

Self Service > Personal Information > Phone Numbers

Phone Numbers * Click on Phone Numbers
Test Employee + Ifyou need to delete a
Enter your phone numbers below. preferred number you must
*Telephone Extension |Preferred deSignate a new preferred

Main 323/343-3000 [v] Delete | number.

Add a Fhone Number » Toadd a new number, select
 Required Fitg Add a Phone Number.

save | * Click Save when finished.

 Please note: you must
designate a preferred
number.



Updating Emergency Contacts

Self Service > Personal Information > Emergency Contacts

Emergency Contacts
Emergency Contact Detail

v| Select Relationship from the drop

*Contact Mame: |Entery0urc0ntact name here

*Relationship to Employee: | Other

down menu
Address and Telephone
[l Contact has the same address as the employee Check if a pplica ble.

] contact has the same telephone number as the employee

Country: Change Country

Address: Edit Address

* Click on Emergency
Contacts.

e Enter the name of the
contact and select the
relationship.

* If either the address or
phone number are the
same as yours, select the
appropriate box.



Updating Emergency Contacts

Telephone: |'I 231234

Other Telephone Numbers

=
| Cellular v | [123-1234 Delete f__/

Add a Phone Mumber | \;

* Required Field

Save

Return to Emergency Contacts

* Delete or Add a Phone Number

as applicable.

* Click Save when finished



Changing Primary Contacts

Emergency Contacts

Pretend Person

Contact Hame

Relationzhip to Employee

Family Person Mather Edit | Delete |
Spouse Person Spouse Edit | Delete |

Primary Contact: Spouse Person Change the primary contact |

Add an Emergency Contact

Emergency Contacts

Change Primary Contact
Pretend Person

Primary Contact: fSpouse Person v

Family Person
Save |

Return to Emergency Contacts

[f you have more than one
contact listed, select ‘Change
the primary contact’.

From the drop down menu,
select from the list of names
and then save.

If you have only one contact
listed or do not see the
contact name, selectadd an
emergency contact. Once
contact information is
entered, select save.

Click Save when finished
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