Job Aid

Manage Personal Phone & Email Address — N ™ | GUScloud

ALL EMPLOYEES .| Newstable.secure.gus

This Job Aid walks employees through the process of managing personal phone and email
address using Employee Self Service (ESS) in GUS HR.

Audience: All Employees

Examples:

v Update phone number in GUS HR using Employee Self Service (ESS). See steps
starting 1.0.

v Update email address in GUS HR using Employee Self Service (ESS). See steps
starting 2.0.

The PSU email address (pittstate.edu or gus.pittstate.edu) will be used for all
university business. Employees should continue to use their PSU email account
for university business even if a personal email address is added in GUS HR.

Step

Action

1.0

Use the following steps to update a personal phone number in GUS HR using Employee Self
Service (ESS).

1.1

Logon to GUS Cloud.
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1.2 | On the GUS Cloud springboard, select the Navigator icon.

13 GUS Cloud

1.3 Select “Personal Information” under “About Me.”

Navigator

Payables

Invoices

General Accounting
= General Accounting Dashboard
Journals

@ Period Close

Fixed Assets

5 Asset Ingquiry
=i/ Financial Reporting Center

My Workforce

8' » Person Management

About L
I% Personal Information
& Wy Portrait
[ Time
Eﬁ Expenses

& My Account

Procurement
‘g‘ Purchase Requisitions
|_ Purchasing

|— WMy Receipts
Directory
_-E-_ Person Gallery
_-E-_ Directory
4. Social
\™ Getting Started
@ My Dashboard
""Q Setup and Maintenance

Tools

=] Reports and Analytics

i’. Download Desktop Integration ...

[¥] Worklist

1.4 | Your “My Details” page will open.

é My Details 5520 >

Contact Information

Work Phone -

Home Address 1701 S Broadway
Pittsburg, KS 86762
Crawford
UNITED STATES.

Primary Mailing Home Address

Biographical Information

Last Name

First Name

Middle Name

Date of Birth

Nationality American

Legislation  United States
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1.5 | Click on the “Edit” button in the upper right.
N
& My Details Edit
Contact Information Biographical Information
Work EJ'.’\EH_ First Name|
Middle Name|
Home Address 1701 S Broadway
Pittsburg, KS 66762
Crawford Date of Birth|
UNITED STATES
Nationality ~American
Primary Mailing Home Address i s
1.6 | The “Edit My Details: Contact Information” page will open.
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Edit My Details: Contact Information
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1.7 | To add a personal phone, click on the “+.”
Edit My Dgias gntact Information
7 vases | v oo (D
1.8 | Click on Phone in the dialog box.
Edit My Details: Contact Information
— Contacts -
2] T
’ Type
E-Mail
Work Ph
Other Communication Accounts
% Work E-N
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1.9 | A new row will open. Use the drop down under “Type” to select the type of phone
(e.g. Home Phone).
Edit My Details: Contact Information
Contacts + L4
5 Primary Type
(2 | |
] i Home Phone |:|

1.10 | In the box under “Details,” type in the name of the Country where the phone number

originates (e.g. United States), then enter.

A Country Code search dialog box will open. Look for the County and Phone
Country Code. Click on the correct county, then click “OK.”

Search and Select: Country Code
A Search
Phone Country Code
Country United States

Country Code

LC. 1.“—-:

United States

United States Minor Outlying Islands
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1.11 | Type the Area code and Phone Number in the other 2 boxes.

Details

United States 1 v 620 232-122

1.12 | Click Save and Close. Note you can add both a phone and personal email before
clicking save and close.
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2.0 | Use the following steps to update a personal email address in GUS HR using

Employee Self Service (ESS).

2..1 | To enter a personal email address, repeat steps 1.1 — 1.8 above. Select email in the

dialog box.

Edit My Details: Contact Information

E Contacts == w

F Phone

Type
.M Work Ph
Other Communication Accounts
| Work E-N

2.2 | A new row will open. Select Home E-mail from the drop down box, then enter your

personal email address in the next box.

Edit My Details: Contact Information
— Contacts v
= *
Primary Type Details
I Home Mobile Phone | v United States 1 L 4 820 3081111
] Home Phone w United States 1 v 620 2321987
[ Work Phone v United States 1 v 620 235-7878
. Home E-Mail v gusgorila@gmail. com
Work E-Mail sdowning@pittstate.edu

2.3 Click Save and Close.

Edit My Details: Coetact information
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