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Employee Self-Service Quick Reference Guide 

 
Purpose: To have the ability to update personal information such as address, phone number, and emergency 
contacts.  Additional information is provided as view only such as email address and benefits data.  If you forget your 
password, it can be reset by contacting the OIT Help Desk at 667-3287. 

Self Service > Personal Information > Personal Information Summary 
 

 

1)  Review the information in all 
sections 

2)  To update information, click on one 
of the following buttons: 

Change home/mailing addresses 

Change phone numbers 

Change emergency contacts 

3)  Email Addresses are maintained 
by the Office of Information 
Technology and will be in view-
only mode. 

You can go directly to the individual pages 
from the main menu rather than using the 
Summary page. 
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When the Change home/mailing address button is selected, the following will guide you through making changes. 

 

4)  Click on the Edit button 
 

 

 

 

 

5)  Change the information as needed 

6)  Enter a date that the change will take 
effect 

7)  Click on the Save button 

8)  Click the OK button 
 

 

 

 

9)  Click on the Return to Personal 
Information link 
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When the change phone numbers button is selected, the following will guide you through making changes. 

 

10)  Make changes to any number as 
needed 

11)  To delete a number, click on the 
Delete button next to the 
appropriate number 

12)  To change the Preferred number, 
select the box next the number that 
should be preferred.   

Only one Preferred number can be 
selected 

13)  To add a number, click on the Add a 
Phone Number button 

Or Click the Save button if finished 
 

 

When the Delete button is selected: 

 

14)  Click the appropriate button 
 

 

When the Add a Phone Number button is selected: 

 

15)  Select the type of number from the 
drop down menu 

16)  Enter the number as 10 digits with no 
spaces or dashes 

17)  Click the Save button 
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18)  Click the OK button to return to the 
main page 

 

 

When the change emergency contacts button is selected, the following will guide you through making changes. 

 

19)  Click the Edit button next to the 
contact to be edited 

20)  Click the Delete button next to a 
contact that needs to be deleted 

21)  Click the Change the primary contact 
button to change the primary 
contact person 

22)  Click the Add an Emergency Contact, 
to add another contact 

 

 

When the delete button is selected: 

 

23)  Choose the correct button 
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When the edit button is selected: 

 

 

24)  Change the information needed 

25)  Click the Save button when finished 

NOTE: Names are to be entered as last 
name,first name with no space between 
the comma. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

26)  Click the OK button  
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When the change primary contacts button is selected: 

 

 

 

27)  Choose the appropriate primary 
contact from the drop down menu 

28)  Click the Save button 

29)  Click the OK button 

30)  Select the Return to Emergency 
Contacts link 

 

 

When the add a primary contact button is selected: 

 

 

31)  Enter the appropriate information 

32)  Click the Add a Phone Number button 

 

33)  Select the Phone Type from the drop 
down menu 

34)  Enter the phone number as 10 digits 
with no spaces or dashes 

35)  Click the Save button 

NOTE: Names are to be entered as last 
name,first name with no space between 
the comma. 
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36)  Click the OK button to return to the 
main screen 

 

 

Self Service > Benefits > Benefits Summary 

 

37)  Click on the different types of Benefits 
links 

Each link will give a breakdown of the 
benefits that the employee is enrolled in.   

38)  Click on the CSU Stanislaus Benefits 
Webpage to open a new window to 
the HR Website. 

NOTE: Any changes to benefits must be 
handled through Human Resources or 
Faculty Affairs. 

 

Medical link 

 

39)  When done reviewing, click the 
Return to Employee Benefit 
Summary link 

NOTE: Clicking on the Plan Provider link will 
take you to the Provider’s website. 
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Dental link 

 

40)  When done reviewing, click the 
Return to Employee Benefit 
Summary link 

 

NOTE: Clicking on the Plan Provider link will 
take you to the Provider’s website. 

 

Vision link 

 

41)  When done reviewing, click the 
Return to Employee Benefit 
Summary link 

 

NOTE: Vision coverage for your dependants 
is automatic, so dependants will not be 
listed here. 

NOTE: Clicking on the Plan Provider link will 
take you to the Provider’s website. 
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Life and AD and D link 

 

42)  When done reviewing, click the 
Return to Employee Benefit 
Summary link 

 

NOTE: Information reflects employer-paid 
benefits only.  Employee-paid voluntary 
benefit information is maintained by 
standard life and are not reflected here. 

 

Self-Service > Learning and Development > Languages 

 

43)  To add a Language spoken click the 
Add a Language button 

 

 

 

 

 

44)  Select a language from the drop down 
menu 

 

45)  Select High, Low, or Moderate from 
the drop down menu for Speaking 
Proficiency 

 

46)  Select High, Low, or Moderate from 
the drop down menu for Reading 
Proficiency 

 

47)  Select High, Low, or Moderate from 
the drop down menu for Writing 
Proficiency 

 

48)  Answer Yes or No using the drop 
down menu to answer the questions 

 

49)  Click the Save button  
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50)  Once a language is listed, you may 
Edit or Delete the language by 
clicking on the appropriate buttons. 

 

 

 


