Human Capital Management (HCM)

Managing Personal Information

Employee Direct Access

Disclaimer: The look and feel of the screens present in this Job aid may differ from the final Oracle Human Capital
management (HCM) system. In this system, the screens will be customized based on your role and access.
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Managing Personal Information

You can view your personal information online at any time through Employee

Direct Access (EDA).

Perform the following steps to
access your personal information:

1. On the Oracle home page:
a. Go to the Me tab on the ribbon.

b. Click the Personal Information tile.

2. The Personal Info screen
displays. This screen contains
seven sections that you can use
to view and update personal
information:

A. Personal Details: View and edit
details about yourself, such as
name, date of birth, and marital
status.

B. Document Records: Manage your
document records and the
associated attachments.

C. Identification Info: View and edit
your passport, driver’s license, visa,
and citizenship information.

D. Contact Info: Add or update your
phone number, email and address

E. Family and Emergency Contacts:
Add or update the contact details
for family and friends to be
contacted in case of emergency

F. Employment Info: View details
about your assignment

G. My Compensation: View your
compensation details, such as
salary and personal contributions
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Managing Personal Information

A. Updating Personal Details

Perform the following steps to Per<onal Details
update your Personal Details: Ramy Harris
Fat

1. Click the Edit icon to update your Hame °—

Name. Start Date Last Name 7’

5/8/19 Harris
First Name
Ramy

2. The section displays. You can edit

the following fields in case you Name

have a change: % Cancel |

o *When does this name change a'“‘“ﬂﬂ'“ pame change start?

start? L

o *Last Name unnm | r

o First Name Harris

o Suffix First Mame

o Middle Name o

o Preferred Name .

o Last Name Middle Name

Note: Fields marked with an

asterisk (*) are mandatory fields. Pt tame

Prvvious Last Mame

3. Click Submit.

Note: Requests for name changes
are sent to the Human Resources
(HR) Team for approval.
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Managing Personal Information

A. Updating Personal Details

Perform the following steps to Cemographic Info
update your Demographic Info: o e i b e o i e e i e
1. Click the Edit icon to update your %
Demographic Info. it T -
Country
Ethindeity
am Hispane or Lake,
1 ypoid e ot Wi e &F Lating, which of thse faced ang yeu!
Amsncan indian or Alasks Matee
:::a African Armeran
. . . Matre Hawallss of obber Pacifa lslander
2. The section displays. You can edit  Whte
the following fields in case you of;:’“
have a change: Highas tducaion Lev
o Highest Education Level
o Veteran Self-ldentification Status veteran St dertfaton st
. . Dheclinaes to Sel.identity
Note: You cannot edit all fields et veteran
through Employee Direct Access.
. A tive ‘Warti 4 ign ateraad
Contact HR if you need to update p———
fields you cannot edit Aimed Foces Service Ml Veteran
Recently Sepas ated Vetrsan
Hewly Separated Veteran Dacharge Date
A i

3. Click Submit. M
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Managing Personal Information

B. Updating Document Records

) 1 :
Perform the following steps to Dogumont Records
update your Document Records: Setrin s Q] St
Sorrilly  Las D - Gesoeed
1. Click Add to add a new
Document Record. % There's nothing here 5o lar,
Document Details

2. The section displays. Perform the
following steps to add document
information:

a. Select the *Document Type from
the dropdown menu.

Note: Different fields appear based
on the document you select.

b. Complete the fields that appear. o—

Note: Fields marked with an £ oo o o o s ~
asterisk (*) are mandatory fields.

3. Drag the required files in to the
Attachments area to upload

4

4. Click Submit. LEE'
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Managing Personal Information

C. Updating Identification Info

Perform the following steps to
update your Identification Info:

1. Click Add to add information on
your Citizenship.

2. The section displays. Perform the
following steps to add
Citizenship information:

a. Select the appropriate option from
the *Citizenship list.

b. Select the appropriate option from
the *Citizenship Status list.

c. You can enter information in the
following fields if you have it:

* From Date

* To Date
Note: Fields marked with an
asterisk (*) are mandatory fields.

1. Click Submit.

Citizenship

| == Add

Citizenship

*Citizenship
Select a value

*Citizenship Status
select a value

From Date
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Managing Personal Information

C. Updating Identification Info

Perform the following steps to t

update your Identification Info: Passports el I

1. Click Add to add a information
on Passports.

Passports

2. The section displays. You can add a*lmingcwntry

information to the following United States §
fields: e
o *Issuing Country Select a value "
@) Type [Mumber
o Number
o Issuing Authority [issuing Authority
o Issue Date
o Expiration Date [issue Date
o Issuing Location - i
o Profession [Expiration Date
Note: Fields marked with an mAVYY o
asterisk (*) are mandatory fields. [ssuing Lacation

|Prafessian

3. Click Submit.
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Managing Personal Information

C. Updating Identification Info

Perform the following steps to L ﬁ R
update your Identification Info: Driver's Licenses
1. Click Add to add information on
your & Driver’s License. Driver's Licenses
o %
. . Issuing Country
2. The section displays. You can add United States .
information to the following Lcence T
. ype
erIdS: Select a value v
o *Issuing Country Lcense Number
o License Type
o License Number . .
Issuing Authority
o lIssuing Authority
o From Date
From Date
o Place of Issue mrdlyy G
o Comments
Place of Issue
o Attachments
Note: Fields marked with an
asterisk (*) are mandatory fields. comments
3. Click Submit.
Attachments
f Drag files here or click to add attachment
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Managing Personal Information

D. Updating Contact Info

Perform the following steps to
update your Contact Info:

1. Click the Edit icon to update your
phone Communication.

2. The Communication section
displays. You can add information
to the following fields:

*Type

Country

*Area Code

*Number

Extension

*From Date

To Date

Note: Fields marked with an
asterisk (*) are mandatory fields.

3. Click Submit.

4. Click the Edit icon to update your
email Communication.

5. The section displays. You can add
information to the following
fields:

o *Type
o *Email
6. Click Submit.

7. Click Add to add a new form of
Communication.

8. The section displays. Enter
information for the fields as
described in steps

9. Click Submit.

o O O O O O O

Communication

& Home Phone
1-T02-5648423574

& Home Email
sendmail-test-discard @ oracle.com

.-I-.Addv.f\
1

’
=

mpﬁ
Home Phone

Country

United States 1

*area Code

123

" Number

E585855

Extension

*From Date

/B9

T Date

1232

Communication

& Home Phone
1-T02-5548423574

& Home Email
sendmail-test-discard@oracle.com

&4 Add

Delele Cancel
| h |

*Type

Homse Email

* Ermail

sefidimail-test-discardi@oracle.com

Communication

a| + add v A
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Managing Personal Information

D. Updating Contact Info

Perform the following steps to
update your Contact Info:

1. Click the Edit icon to update your
Address.

2. The section displays. You can add
information to the following
fields:

o *When does this address change
start?

o *Address Line 1
o Address Line 2
o *ZIP Code

Note: After entering the ZIP code,
they system will auto-populate the
City and State. Use the drop down to
select a different City or State if
needed.

o *City
o *State
o *County

Note: Fields marked with an
asterisk (*) are mandatory fields.

1. Click Submit.

2. Click Add to add a new address.

3. Enter information for the fields as
described in step 1.

Click Submit.

>

Address

& Home Address Start Date
Station S5/B/19
Road
Wakefield, RI 02879
Washington
United States

Country

United States

Type

Home Address

“When does this address change start?
m/dsyy
Emtar 5/8,19 I pou're cormecting a mistake in this address.
“ Address Line 1

Station

Address Line 2

Road

*ZIP Code
02879

*City
Wakefield

* Stabe

RI

* Caunty
Washington

i

Address
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Managing Personal Information

E. Updating Family and Emergency Contacts

Perform the following steps to
update your Family and Emergency
Contacts:

1. Click the contact name to update
an existing Contact.

2. The Contact screen for the
contact displays. Click the Edit
icon to update your Relationship
with the contact.

The Contact section displays. To
add relationship information:

a. Select the *Relationship from the
dropdown menu.

b. Enter the date for *\When does this
relationship change start?

Select the Emergency Contact
check box to make this person an
emergency contact.

5. Click Submit.

My Contacts

+ Add

q Samy Harris

Child

Relationship .
2
Relatianship rd
Child .
Relationship Stars Diabe
430
E|Eﬁil Cancel
Relationship

Domestic partner child

“wWhen does this relationship change start?

5S40

Enler 471720 il you've cosrecting & mistake is this relatian

| + Emergency Contact

Country
United States

ship

SECURITAS




Managing Personal Information

E. Updating Family and Emergency Contacts

Perform the following steps to
update your Family and Emergency

Contacts:
1. Click Add to add a new Contact. q
a. Select Create a New Contact. My Contacts + Add v
Samy Harris
2. The New Contact screen Child

displays. You can add information
to the following fields: éﬂasic Information
o *Last Name *Last Name
o First Name
o Suffix First Name
o Middle Name
o Preferred Name suffox
o Previous Last Name
o *Relationship e tiame
o *What date did this relationship I
start?
o Gender
Previous Last Mame
o Date of Birth
Note: Fields marked with an ~ Relationship
asterisk (*) are mandatory fields. Sebect a value
“What date did this relationship start??
3. Select the Emergency Contact - *
check box to make this person an ender
emergency contact. =
Date of Birth
mydsyy e
4. Click Submit. q
Note: You can also add e

Communication details and
Address details for a new contact. | Cancel |

SECURITAS




Managing Personal Information

F. Viewing Employment Info

You can perform the following steps
to view your Employment Info:

1. View your Assignment. This Assignment
includes details about your
. . . Legal Employer Assigriment Status Type
employer, location, job, and hire Securitas Securty Services USA, Inc Active
date. oty Offo gl N nen U5
Do prar tmenil Unicn Member
60947 Las Vegas Mo
Grada Caollectree Agreement
LIS Guarding 14 Haon Uréan U5
Lacatian Union
La= Vegas Mon Unian Us
Posilion Hire Db
Securily Officer FT - Las egas 5/0/19
Frojecied End Date Persan Mumber
Howurly Paid ar Salaried AR
Hisurly
2. View information about your
Managers. Managers

DELARCIE HAWEINS Line manager

District Manager

3. View information about your

Seniority Dates. Seniority Dates

Seniority Rule Name Length of Service
Company Seniority Date 0 Years 11 Months 29 Days
seniority Date
5/8/19

4. View information about your
Employment History with

Employment History

Securitas.

Synchronization From Position
fssignment Change
Conversion

Hire

Hirz to fill wacant position

Slan Drsle 473730

Slan Dale 473550

Star Dade 558119
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Managing Personal Information

G. View My Compensation

You can perform the following steps
to view your Compensation:
1. View your Current Salary.

a. Click Show Prior Salary to view
salary history.

Current Salary

Salary Adjustment

13.59 usp Hourly 0.19 usp (1.42%)

Start Date Annual Salary
4/3/20 28,267.20 USD (FTE 1.00)

Qshnw Prior Salary I

2. View information about your Additional Compensation
Additional Compensation, such

as bonuses. ,
) There's nothing here so far.
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