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This job aid is applicable to the following Oracle Cloud job descriptions:
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 1
Click on Sign In

Sign In
Oracle Applications Cloud

2
° Copyright(C) 2011, 2021, Orace andor ts affiiates.

STEP 2
Click on Me

Good afternoon,
Me My Team My Client Groups
QUICK ACTIONS
|-]| Personal Details
Document Records
Identification Info
<] Contact Info
Family and Emergency Contacts
My Organization Chart
_ My Public info

Change Phota

WEBER COUNTY

Forgot Password

English

Tools
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Directory
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Current Jobs
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STEP 3

Click on Personal Information Tile.

Good afternoon,

Me My Team My Client Groups
QUICK ACTIONS
Personal Detalls

Document Records

Identification Info

Family and Emergency Contacts
My Organization Chart
My Public Info

Change Phato

STEP 4

Tools Others

o

Directory

Journeys

iy v
Career and
Performance

Personal
Information

) %

Current Jobs

Wellness

il

Pay

®

Learning

Personal Brand

©

Time and
Absences

Volunteering

Find Family and Emergency Contacts and Click on Family and Emergency

Contacts

o il

<{ Personal Info

@ Personal Details

Details about yourself, such as name,
date of birth, marital status, and
national identifier.

Document Records

Manage your document records and
associated attachments, such as birth
and marriage certificates, awards, and
recognition.

@ Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

@ Additional Assignment Info

View more details about your
assignment.

WEBER COUNTY

My Compensation

View your compensation details, such
as salary and personal contributions.

Qo w P &

Identification Info

View and edit your passport, driver
license, visa, and citizenship info

@ Employment Info

Details about your assignment, such
as legal employer, business unit,
department, and location
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 5
Click on "+Add" drop down

My Contacts
Select a Coworker as a Contact |

Create a New Contact
Child

Child
Spouse

Child

&

STEP 6

Click on Create a New Contact from dropdown.

My Contacts EXEa

Select a Coworker as a Contact |
]’ Create a New Contact
child —j

Child

Spouse

Child

&
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STEP 7

In the Basic Information Section, Update First name, Last name and
Choose Relationship from dropdown

;@E@ anwP @ @

New Contact EEl o |

Basic Information

*Last Name Suffix
Warren
First Name Middle Name
Tom
*Relationship Gender
Parent Select a value
*What's the start date of this relationship? Date of Birth
midjyy (ts) midlyy te

This person is an emergency contact

Communication

Phones
Type

Select a value

12
Email

Tuna

STEP 8

Select the date on which you want the relationship to start on the
system.

— [Py

New Contact

Basic Information

*Last Name Suffix
Warren

First Name Middle Name
Tom

*Relationship

Gender
Parent Select a value
*What's the start date of this relationship? Date of Birth
mydfyy m/dfyy )
< May 2022 >
SUN MON TUE WED THU FRI SAT tact
Q@ : s + s o 7
s 8 1 om o121 W
Communication 5 o6 @ v oo on
2 2 o 2 2 2 m
Phones 20 30 M
Type
Today

Select a value

2
Email

Tuna
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP9

Update Phone number

E PN
t date of this relation

Date of Birth

*What";

5022 e m/d/yy e

This person is an emergency contact
Communication

Phones
Type Extension

Work Mobile Phone
Country *From Date

United States 1 “ 5/17/22 te
Area Code To Date

m/d/yy te

*Number %
|u12345h‘732 ||

Email
Type

Select a value

@ Address

STEP 10
Update Email address.

Communication

Phanes
Type Extension

Work Mobile Phone

Country *From Date
United States 1 - 517/22 fe
Area Code To Date
mjdjyy )
*Number
0123456782
Email
Type *Email
Wark Email v [workcmau@gman.hom ﬂ
Address

®) Use My Address
Select a value

Enter a New Address

@
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 11
Click on Submit.

New Contact

Communication

Phones
Type Extension

Work Mobile Phone

Country *From Date
United States 1 51722 fe
Area Code To Date
m/d/yy te
*Number
0123456782
Email
Type *Email
Waork Email - workemail@gmail.com
Address

® Use My Address

Select a value

l ” Enter a New Address

STEP 12

The Contact gets created. Click on Home Button.

= [Py

My Contacts [+ ad v |

Parent

Child
Child
Spouse

Child
G
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 13

In the Home Page, Click on Me.

STEP 14

Click on Personal Information Tile.

Good afternoon,

Me My Team My Client Groups Tools

QUICK ACTIONS

(%) Personal Detalls

&

Directory

Document Records
Identification Info

Contact Info ﬁﬁ

Family and Emergency Contacts Career and
Performance

My Organization Chart

1| My Public Info

Current Jobs
{} Change Photo

Q

Good afternoon,

Me My Team My Client Groups Tools

QUICK ACTIONS

Personal Details

&5

Directory

Document Records

Identification info

Contact Info ﬁﬁ

Family and Emergency Contacts Career and
Performance

P My Organization Chart

My Public Info

Current Jobs
Change Photo
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Learning Benefits
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 15

Find Family and Emergency Contacts and Click on Family and Emergency

Contacts

= [

¢ Personal Info

>

: ©
&

STEP 16

Click on "+Add" dropdown.

Personal Details

Details about yourself, such as name,

date of birth, marital status, and
national identifier.

Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.

Additional Assignment Info

View more details about your
assignment

My Contacts

Document Records

Manage your document records and
associated attachments, such as birth
and marriage certificates, awards, and
recognition.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

Child

Child

Spouse

Child

My Compensation

View your compensation details, such
as salary and personal contributions.

©

Q¥ P &

-v

Identification Info

View and edit your passport, driver
license, visa, and citizenship info

Employment Info

Details about your assignment, such
as legal employer, business unit,
department, and location

QnowpP &

v

EZm

Select a Coworker as a Contact
Create a New Contact
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 17

Click on Select a Coworker as a Contact.

My Contacts
Child
Child
Spouse

Child

&

}+Aun.,

Select a Coworker as a Contact

Create a New Contact

STEP 18

Select date on which you want the relationship to start on the system.

Select a Coworker as a Contact

Search Coworker
*What's the start date of this relationship? *Relationship

5f17/22 T Select a value

*Search for a coworker to add as a contact < May 2022 >

Select a value SUN MON TUE WED THU FRI SAT

©: 3 ¢« 5 & 7

anwrR® B

contact
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G
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Job aid - HR-24 Employee Self-Service - Update Family and Emergency Contacts

STEP 19

Search for the Coworker you want to add as a contact.
= anwe & W@

Select a Coworker as a Contact [ oot |

Search Coworker

*What's the start date of this relationship? *Relationship

5{1/22 Select a value

ot

*Search for a coworker to add as a contact

ethan hull This pelison is an emergency contact
Person
Name Work Emall ;
EH  ETHAN vchandran@gravitonconsulting.com 11276
HULL

P

STEP 20

From the relationship dropdown select Brother.
;m anw R £ @

Select a Coworker as a Contact [ comen |

Search Coworker

*What's the start date of this relationship? *Relationship
5[1f22 e Select a value
Select a val
*Search for a coworker to add as a contact =t
Adopted child
ETHAN HULL
Brother
Child
Contact

Domestic partner
Domestic partner child
Emergency

Foster chid

&
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STEP 21

Check This person is an emergency contact box.

— Py

Select a Coworker as a Contact

Search Coworker

*What's the start date of this relationship?
5M/22
*Search for a coworker to add as a contact

ETHAN HULL

P

*Relationship

of

|&) this person is an emergency contact

Brother

anwBE® @

STEP 22
Click on Submit...

— [Py

Select a Coworker as a Contact

Search Coworker

*What's the start date of this relationship?
5f1/22
*Search for a coworker to add as a contact

ETHAN HULL

Py

*Relationship

&

| This person is an emergency contact

Brother

s
WEBER COUNTY

13

@®
GRAVITON

—_— CONSULTING SERVICES
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STEP 23

The contact gets created. Click on Home icon to return to the main screen

My Contacts

0N
425 We are submitting your changes for approval.

Brother

Parent
Child
Child

Spouse

G

Child

STEP 24

= Py

Good afternoon,

Me My Team My Client Groups Tools

QUICK ACTIONS

I*';?I Personal Detalls

&

(8> Document Records 5
= Directory

|=g Identification Info
=8

< Contact Info ﬁﬁ
Career and

Family and Emergency Contacts
Performance

My Organization Chart

&

Current Jobs

[B] My Publicinto

dly Change Photo
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