Audience: All Faculty and Staff.

* Employee Self Service |

OnBoarding Activities

You are not authonzed for this page

Payroll

‘fiou are not authorized for this page:

S cteLlink

ESS Manage Personal Information

Purpose: Use the Personal Details tile to view and update personal information such as
addresses, phone numbers, ethnic data, and emergency contacts in ctcLink.

Navigation: Employee Self Service (Homepage) > Personal Details (Tile)

The Personal Details page displays.

Addresses

. Addresses is the default page view.

2. Select the arrow to edit/correct either the Home Address or the Mailing Address.

¢ Employes Self Service Personal Details
ﬁ D I Addresses
t.' Contact Details Home Address
*1] Sacisl Media e
King m

& Marital Status
- Mailing Address

Es Groups.
e Current n
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3. Alternatively, if no data exists to review, a button will display to add an address.

Addreszes

Home Address
PO BOX

Mailing
Ho data exists

Add Mailing Address

Cument

.

4. The process to update the Addresses section is now complete.

Contact Details

1. Select Contact Details from the left navigation panel.

2. Contact Details page displays to the right.

3. Select arrow to the right of phone number, email address or instant message to edit.

4. If no information exists, you can select the Add button to enter information.

& Addresses

%, Contact Details

:a: Social Media

2 Marital Status

E MNama

Igl Ethnic Groups

%3 Emergency Contacts
&, Additional Information
{5 Drsability

d Veteran Status

& Form -8B

Contact Details
Fhone

+

Number Extension

Email

+
Email Address
Testi@iess com

Instant Message

Mo data exists

Type

Mobilg

Wark

Type

Home

Preferred

Preferred

W

..

5. The process to update Contact Details is now complete.

Name

1. Select Name from the left navigation panel.

2. The Name page displays to the right.
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3. Select the edit arrow at the right side of listed name.

o Addresses
= Name

%.' Contaci Detais Cument

il Social Media

B Marital Status

it Ethnic Groups

Q Emergency Coniacis
&, Aadiional Information
&, Disaniity

ik Veteran Status

& Form 1D

The Name pagelet displays.
Edit as needed.
Select Add Attachment button if attachments are needed.

Select Cancel button if you wish to close without saving.

© N o g &

Consult the local HR department on additional information needed to process a name
change.

9. Select the Save button.

Change As OF | 067252019 &
Name Format | English [+
Haine Prefix )
“Firsi Mame
Middle MName
*Last Name
Mame Suffix ]
Display Name

Fonmal Name

Name

Attachments

Wou have nol added any Atlachments

Add Attachment

10. The process to update the Name section is now complete.
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Ethnic Groups
1. Select Ethnic Groups from the left navigation panel.
2. The Ethnic Groups page displays.

3. Edit by selecting arrow, or add groups by selecting [+] sign.

i Addreases Ethnic Groups

t2 Contact Detalls

:l.: Social Media BlackiAfrizan American »
B Macitsl Status Cuban 4
S tame Fusrts Rican H]
igl Ethnic Groups

-{j Emergenay Contacts Voluntary Self-ldentification

The empleyer is subjeet 1o cansin govemmentsl recordkesping and repaning reguiremenss for the sdminisiration of civil rights laws and regulatiens. In order to comply with
& Additianal Information thase lavws, the employer invites employeas o valuntarly sef-dentidy ther race or ethricity. Submission of this mformation is wolunzary and miusal to prowde it will not subject

you b ANy Adverse reatment The nformation obtained will be kept confidantial and may only be used in accordance with the prowisions of applicable |aws, exEculive orders,

and reguiations, including thess that equire the information 1o be summarized and reported 12 the federsl govemmant for ol rights enforcemnant. When reporied. dats will not
é\ Brsanility identify any specific indhvidual

ah Veteran Status

§° Fom -8

The Ethnic Group pagelet displays.
Add/Edit Ethnic Group by using the magnifying glass icon for choices.

Select the Delete button to remove existing Ethnic Group.

N o o &

Select the Save button.

Ethnic Group

*Ethnic Group

8. The process to update Ethnic Groups is now complete.
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Emergency Contacts

1. Select Emergency Contacts from left navigation panel.
2. The Emergency Contacts page displays to the right.
3. Select arrow for areas to edit.

== Emergency Contacts

t.' Contact Details +

w5, Sacial Media Contact Name Relationship Preferred
’

B Martal Status Sibling
0= name Adult Child o

Ik Ethnic Groups

ﬁ Emergency Contacts

& Additonal Information
l’f:\ Disabily
& Veteran Status

& Form |-

4. The Emergency Contact pagelet displays.
5. Edit fields as needed.
6. Select the Save button.

Cancel Emergency Contact l_

| —

q A
: *Contact Name ||
‘Relationship | Other
+ Preferred o
il
q Address

7. The process to update Emergency Contacts is now complete.

Disability
1. Select Disability from the left side navigation panel.
. The Voluntary Self-ldentification of Disability page displays.

2
3. Complete the form as needed.
4

. Select the Submit button.

9.2 ESS Manage Personal Information (Fluid) Page 5



' Addresses
" Contact Details

%5 Sodal Media

Voluntary Selfdentification of Disability

Form CC-305
OMB Cantrol Nuriber 1250-0005
Esgirers 173172020

Why are you being asked to complete this form?

Bt wes o Business with the govemiment, we must rsach out ba, ire, and pravids equal appartunily ta qualfied pecpie with disabiliies. | To help us messee how well we 3 daing, we
e asking you to tell s if you heve a disability o if you ever had a disability. Completing this Sam is volurtary, but we hope that you will choose o fil it out. B you ares applying for a job, sy

B Marital Status

[F Name

I Ethnic Groups

£§ Emergency Contacts

&, Additional Information

k. Disability

4 “eteran Status

§ Fomlg

answer yal grve vall be kept privae and wil it be Used against you in any way:

H yeus alresacdy werk for U, your arvswer will st b s agaire yauin ary way, Desause 3 pensen may

triry ki disabied a any Sme, we are teouied 1o sk all of ur empleyess o update

e mfcematian every five years, e may vakintrily sell-idently as hining a disabilty an tis Sorm without fear of any pri shment Becauss you i net idensfy as having » disabilty

earfier.

How do | know if | have a disability®

ol are consicdened o harve a disability # you hawe a physical or mental imgairment or medical condifan $iat suibstentially ivits 3 major Be activity, or i you have a history o record of such
animpairnent or medcal condition

Disabilities nchde, o are not limited o

+ Postiraumatic symes diarder (PTS0)

* Obmassive cargulsie disonder

= Impairments reguiing the use of & wheelchar

» Ineeliectul disabiliy {previousty caled mental retardation)

« Auism + Bipalar disarder
= Camabral * Major depression

- HIVIADS « Multiphe sclerasis (M)

- Schizoghrenia + Mizsing b or parsialy missing lmbs
= Muszular dystragity

Please select one of the options below:

[ YES. | HAVE A DISABILITY {or previously had a disability)
[ NO, 1 DON'T HAVE A DISABILITY
[ | DON'T WISH TO ANSWER

Your Name Today's Date
Reasonable Accommodation Notice
Faderal acnmmdatian ta gualified i Pleaise: tel us quite & reasanable sccommudation 5 apply for a job

- "
or to perfomm yau']nb Em-npl:s a{ n:mcnablz accommodation inclute making a dhange o Ihe wulmlm process of work procedanes, providing docouments inan altemate formal, using
@ =ign languasge intemireter, ar using speci alized squipment.

‘Bectian 503 of the Retabiltation Sct of 1973, & amended. For man i
Labor's Office of Federal Cantract Compliance Programs (OFCCP) website at weaww.dol aowofoep.

PUSLIC BURDEN STATEMENT: Azcreding 1o the Paperaork Reduction Act af 1995 no perssns ane reguired pand lhestizn of infammation L

of Federal contractorns, vist the U3, Departrent of

baout His form ar th |

erilecticn dplays avald

OME cantrol rumibser. This survey should take about 5 mines o complete.

5. The process to update the Disability status is now complete.

Veteran Status

1. Select Veteran Status from the left side navigation panel.

2. The Veteran Status page displays.

3. Complete the Self-ldentification section.

5 Addresses

t%' Contaet Details

-1 Social Media

B Marital Status

m MName

I3 Ethnic Groups

8§ Emergency Contacts
&, Additional Information
(&, Disabiity

i Veteran Status

§° Fom -8

Veteran Status

w Definitions

This employer is a Govemment contractor suiject o the Wietnam Era Velerares' Readustmant Assistanos Aot of 1874, o= amended by the Jabs for Velerares Act of 2002, 3850
4212 (VEVRAA). which requires Govermment contractors 1o take afimative acton bo employ and advance in employment: (1] dsabled u:ber.!ns (2) recertly saparated wetarans; (3]
active duty wartime or carmpign badge veterans; and (4) Armed Forces serdce medal veterans. These classficaions are defined as

= Adisabled veteran® is one of the following:

+ & veberan of the LS, military, ground, naval or st servics who is entilled & compensation jar wha but for the receipt of milibary resired pay weukd ke srifed o sorpersation)
urber baws avdminissere by the Secretary of Veterans Afairs, ae

+ a parson who was discharged or released from active duty becalse of 3 servics-conneced disabily.

+ A "recently separated veteran” mesns any veleran during the thrse-yeer period beginring on the dete of such veterar's dischange or relsse from active duty in the LS. miliary,
ground, nanal, ar air serice.

* A “active duty warlime or campaign badge veterar” means aiel:ranlho served on active :hly in the LS. mliur_-’ g—nund naal car air serdce during @ wer, of ina campaign o
expedition for which a campiign bidge has been by hes

= #atAmned Forces sendce medal veteran® means a veleran who, whils serving on active duty in the LLS. military, ground, naval or sir senice, participated in 3 United States military
operation for which an Ammed Faroes service medal was swarded pursuant 1o Executive Order 12885,

Protecied velerans may have adcitional ri cler USERRA - e Unifr £ and + Fights Act. In particular, il you wene absent o

emmployment in order to perform service n |h= urifarmed service, you may be entitled o be reemploped by your ke in e postion you wauld have sbbaned with reasorable
cartainty if not $or the absence due 1 service, For more | jon, call the LS. D 1t of Labars kot and Training Secvios (VETS), tol-ree, at 1-866-4-USA-
CoL.

s & Gaverniment coniractcr subect 1o VEVRAA, we are requined 10 subent 3 rpor 0 the Linted States Deiarient of Laber each year .derm,mg the: rimber of our ergiyees
belemging % mach spechied “probected veteran® sategery. I yau believe you bekng 1o any of th s o protected by selacting the
approgriate option below.

| bebong to the following classifications of protected veterans (choose all that apply):
Disabled Veteran
Recently Separated Veteran
Active Duty Wartime or Campaign Badge Veteran
Armed Forces Service Medal Veteran
1 am a protected veteran, but | choose not to self-identify the classifications to which | belong.
1 am MOT a protected veteran,
@ | am NOT a veteran.

Military Discharge Date
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4. Scroll down to review the Reasonable Accommodation Notice.
5. Select the Submit button.

6. The process to update the Veteran Status is now complete.

Reasonable Accommodation Notice

IF you are a disabiled veteran it would assist us i you bel us whather thene are sooommodatians we could make that would enable you o pedom the essential functions af the job,
inchuding special equipment, changes in the physical layout of the job, changes in the way the job is customarily periormed, provision of pereanal assetance serdces or ather
accomimadaions. This information will assist us in making reascrable accammodations for your dsabiity.

Subimissian af this infarmation is volurtary and refusal fo proside B will not subjes? you So oy adverse treatment. The inrformation provided will be used anly inoways that are nat
incormistent with the Vietnam Era Veterans' Readjustrent Assistance Act of 1974, as amended

The irdonmation you submit will be kept confidential, excepd that (1] superisors and managers may be informed regarding restrictions on the work or duties of disabled veterans, and
resgarding necessary acoommodations; (i) first aid and sadety personnel may be irdormed, when and (o the extent appropriabe, if you hase a condition that might reguire emengency
treatrment; and (i) Gowerrrment officials engaged in enfandng laws administened by the Office of Federal Contract Compliance Programe, or erdondng the Americans with Disabiities
Act, may be infarmed

7. The process to update personal information is now complete.

8. End of procedure.

For further assistance, contact Human Resources at: HR@pierce.ctc.edu

Learn more at: www.pierce.ctc.edu/ctclink

PIERCE COLLEGE # 4%,

possibilities. realized.

9.2 ESS Manage Personal Information (Fluid) Page 7



	Manage Personal Information



