CHANGE PERSONAL COMMUNICATION DATA
ESS-14 I BUSINESS PROCESS PROCEDURE

ESS

The purpose of this Business Process Procedure is to explain how to change personal communication data in
the Integrated HR-Payroll System.

Business Process Procedure Overview

The Change Personal Communication service is located in the My Personal Data Section in ESS. Occasionally
it is necessary to communicate important information to state employees, including during non-work hours.
This could include emergency or other time-sensitive information. Employees will be able to display/edit:

e Personal Email Address
e Personal Cell Phone Number

NOTE: Your personal contact information provided here will be used exclusively for state business and will
never be shared with other parties or organizations for any reason.

Procedure

=

1. From the Integrated HR-Payroll System Home Page, click into the My Data (ESS) tab. My Data (ES5)

Welcome:  Simon Monsen 80000120
= = e e e & e =

Home My Data (ESS) OrgCharts Business Objects Home Page Admin Browser Admin SAP GUI LIS & NCVIP

Home

Home > Home

Welcome to the OSC Integrated HR-Payroll
Quick Links  [EIALEL

== This system provides you with the tools you need to better access and manage your l
state benefits and personal information. For additional support information, visitthe

BEST Shared Services website at www.0s¢.nc. govi/state-employees/BEST. If you need

assistance while using the site, please call the BEST Shared Services Center from 8 Y
a.m. to § p.m., Monday through Friday, at 918-707-0707 if local to Raleigh or 1-266-
My Tlme NCBEST4{U) (1-866-622-3784) outside the Raleigh area.
Note: The portal will be unavailable weekdays from & to 9 p.m. and on Sundays from 2
e to 8 p.m. for regular maintenance. n Nortt
b,’ | T e
— News of Interest ]
My Pav WWW.myncreti
NOTICE:
2. Click My Personal Data.
My Data (ESS) = Overview > Overview
verview E

Employee Self-Service applications provide North Carolina State employees with easy access to information and services. This page gives an ovenview of the entire offering.

~ T
iy i !/ My Working Time k My Benefits
Ry Record your working times, plan your leave, and display your time data. ﬁ s
-l

Display the plans in which you are currently enrolled; enroll in new benefit plans during the
- State's
‘Quick Links

Record Working Time annual enroliment periods; access State Health Plan forms

p My Pay E My Personal Data

Display your pay statement or print/reprint your W-2/W-2c Manage your addresses, direct deposit, and tax withholding information.
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ESS-14 - Change Personal Communication Data

3. The My Personal Data screen will be displayed. Click Change Personal Communication.

My Personal Data

My Personal Information

Addresses
Maintain your addreszes.

MOTE: Both address lines 1 and 2 are limited to 32 characters.
If you are making an infout of state change to your permanent
residence, please ensure your Tax Withholding Information

is also updated.
Tax Withholding Information

Maintain the information on your Federal (W4), NC (NC4), or
other state withholding forms. NOTE: If you are making an
infout of state change, please ensure your Address

infermation is also updated.
IRS Withholding Calculator

It iz recommended that you use the IRS Withholding Calculater to help determine your withheolding status.

Work Communication Data

Display your email address and your main work contact telephone number.

Change Personal Communication

ccasionally if 15 necessary to communicate impertant information to state employees, including
during non-work hours. This could include emergency or other time-zensitive information.
To help ensure that you receive this information in a timely manner, please consider providing
your mobile phone number and personal email address. Your personal contact information provided
here will be used exclusively for state business and will never be shared with other parties or
organizations for any reasen. To add or update your home phone number, go to "Addresses.”

4. Your Personal Communication Data will be displayed. Click the Edit button.

My Data (ESS) = My Personal Data > My Personal Data

— 11 2

L\\!’

Overview Edit Review an

Personal Communication
Personal Cell Phone Mumber:  919-123-4567
Personal Email Address: SIMON MONSEN@EMAIL.COM

| 4 Previous Step | | Edit » Exit

5. Enter your updated Personal Communication data, then click (Review iy

I»— 1 2 3

Overview Edit Review and Save

ersonal Cell Phone Mumber:  |919-123-4559 |
ersonal Email Address: | SIMON.MONSEN@EMA|

[ 4 Previous Step |
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ESS-14 - Change Personal Communication Data

Field Name \ Description
Personal Cell Phone Number The number of an employee’s non-state-issued cell phone
Personal Email Address The address of an employee’s personal email account.

6. The updated information will be displayed. If there are any errors, select the previous step button
[ Previous Step | to return and correct the mistake. If the information is correct, click save. [ Save

|Jb_1 2 3 4 4

Overview Edit Review and Save Completed

Personal Communication
Personal Cell Phone Number:  919-123-4589
Personal Email Address: SIMON.MONSEN@EMAIL.COM

4_Previous Step I|I

7. The message, “The changes you made to your data have been saved” will appear.

I 1 2 & 4
L\\g-:'.-'r: View Edit leview and Save Completed

The changes you made to your data have been saved

What do you want to do next?

Go to My Personal Data Homepage
Go to Employee Self-Services Homepage
Personal Communication

Perscnal Cell Phone Mumber:  919-123-4589
Personal Email Address: SIMON.MONSEN@EMAIL.COM

Change Record

e 2/3/2021 - Updated format, assigned reference number, and made accessible — Claire Ennis
e 8/6/21 — Updated for accessibility, Alt Text added — D. Genzlinger
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