Job Aid
TeamWorks on A

Employee Self-Service - Update Business or Set-Up Additional Email Address

To begin > Navigate to the Personal Information Summary page.

Step Action

1. Log into Employee Self Service, type
your [UserID and Password]

Employee Self Service

2. Click [Sign In]

Employee Self Service

PeapleSoft HCM

Uszer I

Your UserlD
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Step Action

3. Click [Main Menu]

Team Works HRMSSPP
Parsoeaizs Content | Layow o vaip
Solt Service Quick Links O @ Naws and Announcemants o
= Personal Information Summary
= W“"‘: ol i gt Customer Service Canter Availability

The 540 Cuslomer Serate Cenlar wil be avarlable wvery business day in January 2019
Vhews Papchorch wacopt far o following holidays
I v cumen o e mprecsa  Sanuaey 01, 2013 - New Year's Day
+ January 31. 2113 - Martin Luther King. Jr s Brthcay
Employee Loave SummaiyD 0% o for your ongoing support. Ve book forward to serving you.
[

HEM Payroll Processing

Plaase rafer (o the char Esiow for the upcoming payroll process dates and star times
0 January 201% Payroll Processing Schedule
2 by Time
Friday, Jaruary 4, 2019 &0 FM
Tussday, Jamuary & 2019 E:00 PV
Wednasday, January 9 2019 300 PM
Tuesday, January 15, 2019 6:00 PM
Friday, January 18, 2018 E00PM
Tuesday, January 22, 2013 E00PM
Freday, January 35, 2019 J00PM
4. Click the [Self Service] link.
Favortes v | [ Main Meru o]
" | Search Menu: Hom Worklet ABd 1o Faverses Sign out
Team W) ®
. Personaize Content | Lavout 2 Help
Self Service O penis [+
= Personal 0
=] Revew s

o wnter Availability
rtematon

* lerace Center wil be available every busness 4y in January 2019,
Tme anag Lator » 1§ holdays:

e Wierw Pyl
Reviewruml (3 wordoree Deveiopment * |19 - Naw Yaar's Day

iptaation Omakssoh , |19 - Martin Lusher King. Jr s Birthday

e + oy support. W look farward to serarg you
Enfeprss Compondnts L

Wiorkds! L&

Reporing Tools »

PeopiaToots + frt befow for the upcoming payroll procass dates and start fimes

J Cronge My Password
Priviols Unpaid|
i g P ealon nuary 2018 Payroll Processing Schedule

i § Wy Systom Protis Date Time
My Dicanary Fiday. January 4 2019 500 PM
Tuesday, January 8, 2019 &:00 PM
Wadnesday, January 9, 2019 100 PM
Tuesday. January 15, 2019 600 PM
Fraday, January 18, 2019 6,00 PM
Tuesday, January 22, 2019 5.00 PM
Friday, Jaruary 25 . 2013 300 PM

Page 2 Date Created: 2/22/2019



TeamWorks

Jo

b Aid

Step

Action

5. Click the [Personal Information] link. S | e e o
1 1 Favories = | | ban Man
6. Click the [Personal Summary] link e | ) [t Tty i
Team W, &
S Payllsich Nexth Personakne Content | Layoul 7 Hebo
“—pnce for TeamWorks Financials and Team
| Sundary af the caiendar month. The
1 hmumo.‘_nmmmmm (HRAY
o g
HEM Nows: Sagn Up far HOM News Hare
7.Using the vertical scroll-bar, scroll
down to the Email Addresses section. PR | L A 5 B e A ——
Team Works :
Click on the [Change Email Addresses] e
link ey e
* Instant Message 103
Instant Message IDs
Emplayee Inf =
Social Secanty Number JJ2 ¥
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Step

Action

8. Use the Email Addresses page to
view, add, update, or delete email

addresses.

Favormes = ManMenu - 3 Sl Ssrece = > Porson

Team Works

Emad Addresses

UseriD: ooG63112  Daeny P

Home | Workdst Adks o Favories Sign out

9. Click the (+) button to add a new row.

Favpmes = Main Manu ~
Team Works

Crmasd Addressrs

Useri: (OMITE  Kovin Vaughn

Emall

Primary bl

oot Emait Typs

Foetm b Personal Infrmation

] Save

Home Worklal Add b Farveorites Sign out

10. Use the Email Type field to select the
type of email address the user is adding.

Click the [Email Type] drop-down list to

select a different email type.

Favpmes = Main MU~
Team Works

Crmadl Addresses
Userif GOS211Z Kevin Vaughn

Primary Email

oot Fmat Type ot Accirmen

530_ps_pmadgisa ga gav

Email Personaize | Find [T B et 0 122 0y

Home Worklist Adkd b Farvores Sign out
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Step Action
11.After making your Email Type
selection, enter the full email address in Fomie - | VaAma o SeeveRs .
the [Email Address] field. Team Workes = A

Emasl Addresses

UseriDn oOBGZTIZ Ko

ind [ £8) HE Pt A 122 B Last

12. Click the [Save] button.

Note: the Business email address has a
check mark in the Primary Email
Account field. This indicates the business
email address is the preferred email
address. Only one email address can be
marked as preferred.

Favormes = MainMénu - BeR Sefviee = L

Home Worklol Add to Favorfies Sign out
Team Works

13. End of Procedure

Note: Employees cannot delete business email addresses, only the
system administrator can do this. Employees should keep their business
email address updated at all times.
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