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I I .  S E L F  S E R V I C E  S T E P - B Y -S T E P  
 
 
 

A. Job and Personal Information/ Employee Personal Information 
 
Manager Self Service > Job and Personal Information > Employee Personal Info∗ 

All of the Faculty and Staff information in the department/s you manage will appear on the 
Job and Personal Information page. Job and Personal Information is the first sub-folder in 
the Manager Self Service folder. 
 
The View Employee Personal Information screen now requires that you enter the effective 
date for which you wish to generate the employee list. 

From Employee Personal Info (screen shot below) you can edit the employee’s addresses, 
phone numbers, emergency contacts, and view employee’s check address and job summary 
information. Other personal information such as email address and birthday are view only. 

 

 

 

 

 

                                                           
∗ the folder path from the left navigation menu 

Please enter the 
effective date 
for which you 
wish to 
generate your 
employee list.  
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The Search for an Employee button at the bottom 
of the screen is useful if your employee list is 
long and you want to find a specific person or 
group of people without scrolling through the list.  
If you click on this button, the following pop-up 
window will appear.  You can then search by 
Dept ID, Employee ID, First Name, and Last 
Name. 

 

 
To view the information for an employee, click on their name, i.e. Thomas Anderson, and 
the Employee Information page for that individual will appear (screen shot below). 

  
 
The Employee Information page for the selected individual will appear. 
 

 
 

Additional links will be covered on the following pages. 

Now called” First Start 
Date” 

Now says “Return to”  
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1.  View/ Update Addresses – using Change Addresses link 
 

a. Click on the Change Addresses link. 

 

 

 

 

 

 

 

b. The Addresses page appears. 
 

Tip:  to return to the previous page, click on the Employee Information link. 
 
 
 
 
 
 
 
 
 
 
 

Now says “Return to” 
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	In this section, you will learn how to: 
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	The PeopleSoft application requires specific operating system, web browser, and Adobe Acrobat Reader combinations on certain hardware platforms.  Listed below are the supported and tested software configurations necessary for all users.
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	I. Objectives
	In this section, you will learn how to: 
	i. Use the Address Type field to identify the address that you are entering. The four address types are: 


	Home
	Mail
	Office   (CU Office)
	Office #2   (CU Office #2)
	ii. The Status field indicates whether the address is current or will be made active at a future date and is listed in the As Of field.
	To edit an existing address, click on the Edit button next to the address you wish to update.
	d. When you finish entering the address information for the Faculty or Staff member, click the Save button at the bottom of the page.  The Save Confirmation screen appears.
	e. To add a new address, select the Address Type from the main Addresses page, and click the Add button.  
	Note:  you can add up to 4 addresses.  Once an address is added for each of the options:  Home, Mailing, CU Office and Office #2, you can only edit those addresses.  In the example below, the Add button does not appear as Thomas Anderson already has 4 addresses in the system.
	Below is an example of an employee with 1 address in the system.  You will see that the Add button now appears.  
	f. After entering the address information, click the Save button at the bottom of the page.
	To return to the main information page for the employee, click on the Go To: Employee Information link in the bottom left corner of the window (screen shot below).
	b. To return to the main information page for the employee, click the Return to Employee Information link.
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