Update Personal Information

To determine whether a person exists in the database already you can go to the
Search/Match page.

The person may exist in the database already for the following reasons:
They are an active, current employee already

They are a current or past student of the University

They are a retired or terminated employee

They are an “affiliate” of the University (not a student or an employee)

Navigation to Search/Match:
Workforce Administration > Personal Information > Search for People
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Employee Personal Data

The Employee Personal Data component is used to record the employee’s
personal and demographic information. For new employees (State and
Research Foundation), the “pre-employment” information is required by Human
Resource Services and other areas that issue ID Cards, Library access and
computer accounts. You must complete this information for all new employees.

Navigation:

SBU > SBU Human Resources > Use > Employee Personal Data

" Find an Existing Value Y_Add a Mew Value |

EmpilD: [egins with =] [200001544 a

_— .
Empl Red Nbr: | = =l | \\l If you found the person in
Name: [begins witn =] [ Search/Match enter the
LastName: [begins with =] | EmplID and click Search

Campusi:  |Degins with =||

National ID:  |begins with x| |

[ Include History [ Case Sensitive

Search | Clear IEasucsaarcn B save Search Criteria

Find an Exisling value | Add a Mew WValua
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Review the information on these pages and make the necessary updates.

Click the Personal Data 1 tab

[Name changes \

J Personal Data1 {_ContactInformation " Eligibilityldentity | SB Personal Data " Pre Employment

can only be

Sammy Rant

Biographical History

*Effective Date:

*Gender:
*Highest Education Level:

*Marital Status:

Language Code:

Alternate 10

+ National ID

*Effective Date: 1011512007
*Format Type: I English :I'

Display Name: Sammy Rant

Date of Birth: M [5] 27  Years
Birth Country: Iﬁ Q, United States
Birth State: [ &

Birth Location: |

|1m15f2cm? [5]
IMaIe "I

Find | View All

Stony Brook 1D:

7 Months Date of Death; I El

Waive Data Protection I

Find | View All

completed by HR
Staff when the
employee provides
the required

J

200001544
First [4] 10f1 [ La:

documentation

Date of Birth and
Birth Country are
required

First [4] 1 of " el Last

|G-Elache|0r's Level Degree

B

|Sing|e
I ]v
I—

™ Full-Time Student

- - . e |
Customize | Find | View All | &=

Country *National ID Type National ID
[usa @ |social Security Number v|  [055-84-0000

B save | S\ Return to Search | 4[5 Previous in List | +E

Lizt

PrmaryiD - New Row (+) button
~ | el

| Asof [10M5/2007 [
| To update Gender, \
Highest Education
Level and Marital
Status in Biographical

History, click the Add a

.

;';:ca:s-‘?a:'a;.-l Zl Include History | ‘

_/
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Click the Contact Information tab

To update an existing address:

| Click the Add
Address Detail link

| Personal Datal | Contact Information {_Eligibilibldentity | S8 Personal Data )FI'I next to the address
Sammy Ranl Stony Brook ID: » tvna that vanwant tn

Current Addresses Customize | Find | View &1l | B8 Firs

Address Type As OfDate  Status  Address
1000 Main Street
Story Brook, MY 11790

F.O. Box 123
Stony Brook, NY 11790

Home Add Afldress Detail [=]

Mailing Add Address Detail [+] [=]

Phone Information
*Phone Type

Telephone

[Home = [szm55111 |

[omice 1 x| [s321232 [

Email Adidresses Custamize | Findg | 2 Flrst 4], of 1 [¥] A5
*Email Type *Ernail Address Preferred

| =l | r =

Save | ELReturn to Search | FE| UpdateDisplay |

I Click the Add a new row
button (+)

Address History

Address Type: Horne ¢

Address History Eind  First [ 4 o5 4 [ Cast

‘Effective Date  Country *Status  Adidress: F[E

[roraizoo7 |5 [usa @ [o @ 1000 Main Street

Story Brook, MY 11750

0K | Cantel|
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ﬁ new Effective-dated row will

Address History be inserted above the existing

one. Enter the Effective Date

and click the Add Address
link

Address Typea: Hame

*Effective Date Country *Status Address:

[11o1z007 [ [usaq [« @y 1000 Main Street Add Address
Stony Broak, NY 11790

“Effactive Date Bl
[1orsiz007 [ [usa @ [« @ 1000 Main Street
Stony Brook, NY 11750

0K ] Cancel |

Enter the new address and

click OK
Edit Address
Country: United States hang iy
Address 1:  |2356 LazyLane
Address 2; ]
Address X |
city: [Patchogue state:[NY QL New York postat] 1772
County: |
oK || cancal |

[ Fersanal Datal | Contact Information {_Eligibilityldentity | 5B Personal Data j Fre Employment ',

Samrmy Rant Story Brook ID: 200001544

Current Addresses
Address Type As Of Date  Siatus  Address

Home 1110212007 A 335:?33?;?39”:1: _E'iﬁ””—'g"“ R =
Mailing g-tgﬁfgr(;nzk?m 11790 Add Address Detail [+] [=]
Phone Information Customize | Find £ First K1 1-2of 2

*Phone Type Telephone Extension Preferred

[Home | [s21m851111 | ~ =
| fice 1 =] [e3z123:2 | r [+ [=]

custarmize | Eind | i First 414 of 4

| 2 | = =
e ] L Return 1o Sesrch I S| Ul ete Dizpild
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To update the Phone Information:

/Update the Phone Informatioﬁ
It's only necessary to add a

[ Personal Datal | Contact Information % Eligibilityldentity | 58 Per

new row if you are adding
Sammy Rant StoryBrg  another Phone Type.
Home and Office 1 are
required.

Current Addresses
Address Type As OfDate  Status  Address
2356 Lazy Lary

Home 1022007 A Detall O

Add Address Detail [+] [=]

hdailing

Phone Information Customize | Eind # first 1) 12 or 2 M Last

*Phone Type X Extension Preferred
[Home x| [s21im55-1111 | W =
| Office 1 x| |s3z-1z32 | u [ =

customize | Eind | i Firsl Iil | of 4

Smfl:] LU Return to Snan;h| FZ| Ul et Dl
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Click the Eligibility/Identity tab

/h‘you are updating the
military status you
must add a new row

| Personal Datal ) ContactInformation Y Eligibilityddentity ' SB Personal Data | Fre Employm)

Sammy Rant Stony Brook ID: 200001544
v Eysa \\\ ]

Ethric: Group

HeuulmwneuinnJUS‘“ 2 United States Ethnic Groug: [PHITE QU wite

[#[=]
"Effectie Date: [ronsizoo7 5
Date Entitled to Medicare: | ] Military Status: |Nm Indicated =]

Citizenship {Proof 15 [ L Citizenship {Proof 2); [ Q

[¥ Eligible to Work in U.S.

1@ Eligibility Type | ZIMATUS j* 19 Completion Dt
19 Proof 1 Exp Dt 19 Proof 2 Exp Dt

Bl save .Qﬁmunmsearm| B Uclate/Disnlay | | 22
Ethnic Group and Military Status are required.
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Click the SB Personal Data tab

{ Parsonal Datal | Contactinformation Y Eligibiliteldentity | SB Personal Data Y Fra Employment |

Sammy Ranl Stomy Brook 1D: 200001544
State or Research E :
ot e oL [ RF Clinical Indicator I~ Military Resenvist
Domestic Partner/Spouse Mame: ™ Retired Person
R ant Pty

™ Volunteer Fireperson

Campus IDY Pseudo ID

Citizenship Status il First 4] 1cf 1 ] Last
c Status :Z:Jenenderi
1[USA]Q,  United States [T @, wative [a &=
& Save | L4 Return to Search | | UpdsteDizplay I Al mchude Histg

Domestic Partner/Spouse Name and Citizenship Status are required.
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Click the Pre Employment tab

The information on this page must be completed for all new State and Research
employees. It is also used to facilitate getting an ID Card (not a Badge), SOLAR
account, Notes email account and Library access for employees BEFORE the
hire process is completed by HR. This can be done by making the Effective
Date up to 30 days before the employee’s hire date.

[ Personal Datal | Contact Information | Eligibilityldentity | SB Personal Data ' Pre Employment '\

Stony Brook |D: MNEW
Fip+4: Building #: OFFICE ADDRESS Room:
|3382 Q IUDS Q lelville Library =i

Find|View Al First (4 1 o1 [ Last

ActionDt  4gqqsoppy  HireDt [10M512007 5]  gff pate: [10/15/2007 HE]
DEFTID required

EUSiﬂESSIUSENYQ *Dept: |840835|:|U Q, Client Support

Unit:
Status: |Amiue vI ¥ Facistaff ¥ SOLAR ¥ Email Hotes ¥ Library

Title:  Pre-Employment I Southampton Employee

™ Terminated Employee

El save | Updﬂte.-'Displayl J= Include History

Enter the Office Address information.
Enter the Hire Date.

Enter the Eff Date - the date that you want this pre-employment information to
become effective. This date can be today’s date or up to 30 days BEFORE the
employee’s hire date for those employee’s who need to obtain an ID Card,
SOLAR account, Notes email account and/or Library access early. Do not enter
a date earlier than today!

Select the Business Unit — RSFND (for Research) or USBNY (for State)

Enter the Dept ID (6-digit budget account code followed by 2 zeros)
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Status should default to Active when adding a new employee. It will
automatically be changed to Inactive once the Hire process is complete.

If the employee needs Email Notes or Library access select these options.

The Fac/Staff and SOLAR indicators will be turned on when you enter the Dept
ID. This information is used to indicate that the new employee needs an ID Card
and SOLAR account.

If this is a Southampton employee select this option.

You will only Add a New Row (+) if you need to change any of this information
after it is entered and saved. Remember to add the Effective Date if you do
make a change!

_ Once you've entered all of the required information on the
k&l Save) pages in the Employee Personal Data component click the
SAVE button.

Now go ahead and update the Education page, Emergency Contact page, the
Office Address page.
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Education

Update Education information if needed.
Navigation:

SBU > SBU Human Resources > Use > Education

| Professional Ed. and Training

Sammy Rant Stony Brook ID: 200001544

Professional Education Eind [View Al First 10 4 or 4 [M] Last

Country: IUS-'”"- United States
*Degree: IES Q Bachelor of Science I” Terminal Degree

Average
ired: |05m1f2003 | IV Graduated
Date Acquired: Eﬂ Grade:
Major Code: IUSUU aQ Major: |Business And Management

School Code: IUU?BB? Q School: ||:"3"-"'-"”|19 College

Educator: |

If you need to add
another degree click
the Add a new row
button

State: Y Mew York ™ Minority Institutiol

Customize | Find | View All | B First 4] 1 o1 [F] Last
Course Title School Name Course Date

| ! F =

Bl save | LU Return to Search |

Select the Degree.

Enter the Date Acquired.
Select the Major Code.
Select the School Code.

ﬂ To search for the valid codes for these fields click the Lookup button next
to the field.

ﬁ P Click Save
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Emergency Contact

Update Emergency Contact information if needed.
Navigation:

SBU > SBU Human Resources > Use > Emergency Contact

Contact AddressiPhone {_Other Fhone MNumbers |

Sammy Rant Stony Brook ID: 200001544

Emergency Contact Find [View Al  First 4] 1 oe1 [ Last
*Contact Name: |Rant Maggie (=
*Relationship to Employee: ISD‘]'—'Se :I’ I¥ Primary Contact

" same Address as Employee

" same Phone as Employee

_\

_J

Country: [USA' Q. Unitea states E?nzgge?";sther

Address: Edit Address Contact click the
Add a New Row
button

Phone: IBS‘USSS—????

Enter the Contact Name.
Select the Relationship to the Employee.
Indicate whether this is the Primary Contact by checking this box.

Enter the Address and home phone information. If this is the same as the
employee’s home address/phone just click the box “Same Address and Same
Phone as Employee” and the information will fill in.

If the contact has other phone numbers that you’d like to record, click the Other
Phone Numbers tab and complete that page. You can add as many phone
numbers as you'd like on this page by clicking the Add a New Row button.

& 5zve)

Click Save
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Office Address

Update the Office Address information if needed.
Navigation:

SBU > SBU Human Resources > Use > Office Address

Office Address

Sammy Rant Stony Brook ID: 200001544
Zip+ 4: |3382 Q Client Support

Building #: el Q Melville Library Status: UNKNOWN

Find First K 1 of 1 [H Last

e [+ [=]
Find First El 10f1 El Last
Off 1 Tel Dir format: xoo-o0o Fhone Mumber format = aaahoeo-nes except OFF1
+
“Type [OFFT & office 1 f32-1232 [+ [=]

Eind First E 10f1 El Last

— =
*Type [ Preferred

B save | S, Return to Search |

Enter the Zip+4 and when you tab out the Building # will be displayed.
Enter the Room #.

Select the Contact Category.

For the office phone, select OFFL1 in the Type field.

Enter the office phone number (XXX-XXXX).

If you need to add another office phone, Fax, beeper or cell phone type click the
Add a new row button.

Do not enter email information. This will be automatically filled in for all
employees.

- | Click Save
& 5=ve)

Prepared by Kim Rant, Client Support 632-1232 Page 13 11/8/2007
For PS 8.9



	Update Personal Information
	Employee Personal Data
	Click the Personal Data 1 tab
	Click the Contact Information tab
	Click the Eligibility/Identity tab
	Click the SB Personal Data tab
	Click the Pre Employment tab

	Education

