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Enter or Change Personal Information

Overview Self-service users can view and update their personal information at any time via self-service pages in
Core-CT.

Personal information employees can maintain via self-service pages in Core-CT includes:

e Home/Mailing Addresses (page 2)

e (Contact Details (page 4)

e Emergency Contacts (page 5)

e Name (page 6)

e Voluntary Self-ldentification of Ethnicity (page 6)

e Voluntary Self-ldentification of Disability (page 8)

e Voluntary Self-ldentification of Veteran/Military Status (page 9)
e Personal Information Summary (page 10)

Use this job aid to help update your personal data.

*Note: Currently, Business Phone (published) is being maintained centrally by Human Resources. Please
notify HR of any changes needed at hr@uconn.edu.
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Process Steps

Step ‘ Action Screenshot

From the Employee Self-Service Home Page, select Personal Details and then select the change type you desire
from the Personal Details list below:

Personal Details
Addresses. Contact Details Emergency Contacts
* < . @ o e®
pdated 12/09/2014 Updated 08/01/2024 1 Contact
Name Ethnic Groups Disability
4 5 6
&> %
Updated 03/26/2014 1 Ethnic Group Updated 09/22/2016
1 Veteran Status Personal Information Summary
7
8 —_
¥ “©
Updated 08/01/2024

1. Addresses - View and make changes to your home address

2. Contact Details - View your business and personal telephone number and email address, make changes to your personal
telephone number or email address.

3. Emergency Contacts - View and make changes to your current emergency contact(s).

4. Name - View and make changes to your current name.

5. Ethnic Groups - Self-disclose your ethnicity.

6. Disability - Self-disclose a disability.

7. Veteran Status - Self-disclose your Veteran status.

8.

Personal Information Summary - View summary of additional personal data, DOB, Hire Date, & Education Level.

Update Addresses - View and make changes to your home address

2 Navigation: Personal Details > Addresses

Step ‘ Action

Screenshot

Home Address

On the Personal Details

123 Main Street
Hartford, CT 12345

Summary page, click the

3 | arrow under the Home

Mailing Address

Address (Current) section. o Maling Addrecs exit

Add Mailing Address

Current
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Step ‘ Action Screenshot
On the Home Address page, Home Address
update as needed and click Instructions .
Save To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3
Change As OF |11m?12024 |
Address Type Home
*Country |United States Q|
Address 1 | 123 Main Street |
4 Address 2 | |
Address 3 | |
City | Hartford |
State |Connecﬁcut Q|
Postal |
County | |
Click Add Mailing Address to
- N Home Address
add an additional mailing
123 Main Street
address. Current
Hartford, CT 12345
5
Mailing Address
Mo Mailing Address exists.
‘ Add Mailing Address
Enter the new address and Home Address
click Save. Instructions /
To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3
Change As Of | |
Address Type Home
*Country |Uniled States Q|
Address 1 |
6 Address 2 |
Address 3 |
aw | |
State | Q|
Postal |
County | |
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Step ‘ Action Screenshot
Updated and/or additional perons Detas
mailing addresses display. o ha P——
¢ Contact Details iiftzi'j” itTrth:afs Current > |
B8 Name
. Mailing Address
7 £°% Ethnic Groups 1 Main Street
Q Emorgonty Contacs Stors, CT 06269 As of 11/07/2024 Submitted for Approval
g\, Additional Information
&, Disability
b Veteran Status
Update Contact Details - View your business and personal telephone number and email address, make changes
to your personal telephone number or email address.
8 Navigation: Main Menu > Personal Details > Contact Details
Screenshot
On the Contact Details page, Personal Details
. . o] Add
click the plus icon +/to add [ ]
[ Addresses Phone
new. T — +
& n Number Extension Type Preferred
860/486-1234 Business
28 Ethnic Groups
9 £§ Emergency Contacts 36078671234 ain v
2 Additional Information Em“
&, Disability ‘E‘
4 Vsleran Status Email Address Type Preferred
doit core emailtest@ct gov Business v
Enter the new contact details cancel Phone Number [cance) Email Address
by selecting *Type from the Type Mobie / ematype [ ] /
drop down, and the Preferred Preferred O
10 appllcable fle|dS CheCk Number |850185T-1234 ‘ Email Address
Preferred if applicable, and exension [ |
click Save.
. . . Ph
Click arrow icon 1 to edit, |f'|e
and save Changes' Number Extension Type
11 860/456-0422 Business
860/857-1234 Mobile v
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Update Emergency Contacts - View and make changes to your current emergency contact(s).

12 | Navigation: Personal Details > Emergency Contacts
Step Action Screenshot
On the Emergency Contact EErgency Contact Details
Details page, click the plus [+ \m
13 icon |E| to add new Contact Name Relationship Fletered
Smith, John Spouse v
On the Emergency Contacts Emergency Contact
page, add the contact conaername [ /
information accordingly. “Relaionship | =
Preferred Contact [
e Select a Primary Contact.
There can only be one Address
14 primary contact. 1o del e
Phone Numbers
No data exists. At least one phone number is required.
Click arrow icon [*1to edit, and Emergency Contact Details
+
save changes. [+
15 Contact Name Relationship i
Smith, John Spouse v
To delete an emergency Cancel Emergency Contact
contact, click arrow icon [“I next “Contact Name [Jane Smith |
to contact, click Delete, and “Relationship | In-Law v
Save Changes Preferred Contact [J
Address
Mo data exists.
6
Phone Numbers
-+
Phone Extension Type
860/857-1234 Same as mine >

| Delete ‘
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Update Name - View and make changes to your current name.

17 | Navigation: Personal Details > Name
Step Action Screenshot
On the Name Details page, click Name Details
18 | the arrow icon “lto edit. Smith, Joe Current h, ?
Update information accordingly, Cancel Name
and click Save. /
Change As Of |11roar2024 |
Name Format | English hd |
Name Prefix | v |
19 *First Name |Joseph |
Middle Name | |
*Last Name |Smith |
Name Suffix | ~ |
Update Ethnic Groups - Self-disclose your ethnicity
20 | Navigation: Personal Details > Ethnic Groups
Step Action Screenshot
On the Ethnic Group page, read Ethnic Group Details
the ethnicity disclosure ‘ + ‘
information. o
White b
21 . -
Note: When correcting ethnicity
group selections, delete the Voluntary Self-ldentification
P . The employer iz subject to certain gowvernmental recordkeeping and reporiing requirements for the
Orlglnal entry flrSt - then add new. adminisirafion of civil rights laws and regulations. In order to comply with these laws, the employer invites
employees to voluntarily self-idenfify their race or ethnicity. Submission of this information iz voluntary and
refusal to provide it will not subject you to any adverse freatment.
Click arrow icon [*1to delete entry. | |Ethnic Group Details
| + | Delete
22 — Current Details
White 3
Click Delete and confirm you want | [[cancel Ethnic Group E
to delete by selecting Yes.
*Ethnic Group [White Q]
23
Delete

e
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Step ‘ Action Screenshot
Click Add an Ethnic Group to add a Ethnic G Detail Ethnic Group Details
thnic Group Detaills |T|
- new entry, or the plus icon L lto No data exists. a -
add an additional entry.
Add an Ethnic Group l Hispanic/Latino
Click the lookup icon @ Ethnic Group  save |
*Ethnic Group [ _Q]
25

Select the Ethnic Group from Cancel Lookup

Search Results. Search for: *Ethnic Group
[> Search Criteria
~ Search Results
Ethnic Group 11 Description T
AMIND American Indian/Alaska Mative
ASIAN Asian

26
ELACK Elack/African American
HISPA Hizpanic/Latino
FACIF Native Hawaiian/Oth Pac Island
TWO Two or More Races
WHITE White
Click Save. Cancel Ethnic Group @
*Ethnic Group [[‘I’wo or More Races 0.] /
27
Delete
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Update Voluntary Self-ldentification of a Disability - Self-disclose a disability

28

Step

29

Step

30

‘ Action

On the Voluntary Self-
Identification of Disability
page, review the purpose of
the form.

‘ Action

Under the How do | know if |
have a disability section, review
what is considered a disability.

When you are ready to self-
identify your disability status,
select one of the following:

e Yes, | have a disability

e No, | don’t have a disability
o | don’t wish to answer

Navigation: Personal Details > Disability

Screenshot

Scroll to the bottom of the form.

Voluntary Self-ldentification of Disability

Form CC-205 OMB Conirol Number 1250-0005
Page 10of 1 Expires 05/21/2023
Name: Date: 11/08/2024

EmployeeID: 022__ .
(i applicabie)

Why are you being asked to complete this form?

We are a federal contractor or subcontractor required by law to provide equal employment appartunity to qualified peaple with disabiliies. We are also required to measure our progress
toward having at least 7% of our werkforce be individuals with disabilities. To do this, we must ask applicants and emplayzes f they have a disability or have ever had a disabilty. Because
2 person may become disabled at any time, we ask all of our employess fo updste their information at least every five years.

dentifying yourself a5 an individual with a disability is voluntary, snd we hope that you will choose to do so. Your answer will be maintained confidentially and not be seen by selecting
officials or anyone else involved in making personnel decisions. Complating the form will not negatively impact you in any way. regardless of whether you have seftidentified in the past. For
mare information about this form or the equal emplayment obligations of federal contractors under Section 503 of the Rehabiitation Act, visit the LS. Department of Labor's Office of
Federal Contract Compliance Frograms (OFGCF) website at ww.dol.gov

Screenshot

How do you know if you have a disability?

*fou are considered to have 2 disability if you have a physical or mental impairment or medical condition that substantially limits a major life astivity, or if you have 3 history or record of such
an impairment or medical condition. Dieabilities inciude, but are not limited to:

. Autism « Deafor hard of hearing « Missing limbs or partially missing limbs

+  Autcimmune disarder, for example, lupus, + Depression or anxaty * Marvous system condition for example, 'mgralna headaches,
fibromyalgia, rheumatoid arthritis, or HIVIAIDS « Disbates Parkinson's disease, or Multiple sclerosis (M3

= Blind or low vision « Epiepsy + Psychiairic condition, for example, bipolar d corder,

= Cancer * Gastrointestinal disorders. for exampie. Crohn's schizophrenia. PTSD. or major depression

« Cardiovasecular or heart disease Disease, or imtable bowel syndrome

+ Celiac disease * Intellectual disability

Cerebral palsy

Please check one of the boxes below:

O Yes, 1 Have A Disability, Or Have A History/Record Of Having A Disability
[ Mo, I Don't Have A Digabi
[ 1 Don't Wish To Answer

,» Or A History/Record Of Having A Disability
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Click Submit.

How do you know if you have a disability?

‘fou are considered to have 3 disability if you have a physical or mental impairment or medical condition that substantially limits a major life activity, or if you have a history or record of such
an impairment or medical condition. Disabilities include, but are not fimited to:

Autism

. = Deafor hard of hearing = Missing limbs or partislly missing limbs

« Autoimmune disorder, for example. lupus, « Depression or anxisty + Nervous system condition for example, migraine headaches,
fibromyalgia, rheumatoid arthritis, or HIVIAIDS « Disbetes Parkinson's disease, or Mulfiple sclerosis (MS)

+ Blind or low vision « Epilensy « Psychiatric condition, for example, bipolar disorder,

* Cancer * Gastrointestinal disorders, for example. Crohn's schizophrenia. PTSD. or major depression

» Cardiovascular or heart disease Disease. or imitable bowsl syndrome

* Celiac disease * Intellectuz] disability

Cerebral palsy

Please check one of the boxes below:

[ Yes, | Have A Disability, Or Have A History/Record Of Having A Disability
[ No, | Don't Have A Disability, Or A History/Record Of Having A Disability
[ 1 Don't Wish To Answer

PUBLIC BURDEN STATEMENT: According to the Paperwork Reduction Act of 1805 no persons are required to respond to a collection of information unless such collection displays 2 valid
OMB control number. This survey should fake about 5 minutes to complete.

32

Confirm your submission.

Are you sure you want to submit this information?

[ ox [ caneat )
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Update Voluntary Self-ldentification of Veteran and Military Status - Self-disclose your Veteran status

34

Navigation: Personal Details > Veteran Status

Action

On the Veteran Status page,
read the definitions
information.

Screensh

~ Definitions

This employer is a Government contractor subject to the Vietnam Era Veterans’ Readjustment Assistance Act of 1874, as amended by the Jobs for Veterans Act of 2002, 28 US.C.
4212 [VEVRAA), which requires Government contractors to take sfirmative action to emplay and advance in employment: (1) disabled veterans; (2) recently separated veterans; (2)
active duty wartime or campaign badge velerans; and (4) Armed Forces sarvice medal veterans. These classifications are definad as follows

= A"disabled veteran" is one of the following:

+ aveteran ofthe U.S. military, ground, naval or air senvice wha is entitled fo compensatin (or wha but far the receipt of military retired pay would be enfifled to compensation)
under laws administered by the Secretary of Veterans Affairs: or

* aperson who was discharged or releasad from active duty because of 3 service-connected dissbility.

* A’recently separated veteran” means any veteran during the three-year pariod beginning on the date of such veteran's discharge or releasa from active duty in the U.S. military,
ground, naval, or air service.

An "active duty warfime or campaign badge veteran” means a veteran who served on active duty in the LS. military, ground, naval or air service during a war, o in a campaign or
axpadition for which a campaign badge has been authorized under the laws administered by the Department of Defense.

An "Armed Forces sarvice medal veteran” means a veteran who, while serving on active duty in the U.S. military, ground, naval or air service, participated in a United States military
operation far which an Armed Forces service medsl was awarded pursuant to Executive Order 12885

Protected veterans may have additional rights under USERRA - the Uniformed Services Employment and Reamployment Rights Act. In partieulas, if you ware absent from
employment in orter to perform service in the uniformed service, you may be entitied to be resmployed by your employer in the position you would have obtained with reasonable
cartainty if not for the absence dus to sarvice. For more information, call the U.S. Departmant of Labor's Veterans Employment and Training Serviee (VETS), toll-free, at 1-886-4-USA-
DOL
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Under the Self-ldentification
section, review the University’s
requirement to report
employees belonging to each
specified “protected veteran”
category.

If you believe you belong to any
of the categories of protected
veterans listed, select one of the
following:

e | belong to the following
classifications of protected
veterans (choose all that apply):

e | am a protected veteran, but |
choose not to self-identify the

classifications to which | belong.

e | am NOT a protected veteran.
e | am NOT a veteran.

When selecting the first category,
select all the classifications of
protected veterans which apply.

When selecting a category
other than | am NOT a
veteran, enter Military
Discharge Date in the field by
clicking on the calendar icon.

Self-ldentification

As 3 Govemment confractor subject to VEWRAA, we are required to submit a raport to the United States Department of Labor each year identfying the number of our employees
belonging to each specfied "protectad veteran” eategory. If you believe you belang to any of the categories of protected veterans listed sbove, plezse indicate by selecting the
sppropriste option belows
(O 1 belong to the following classifications of protected veterans (choose all that apply):

Disabled Veteran

Recently Separated Veteran

Active Duty Wartime or Campaign Badge Veteran

Armed Forces Service Medal Veteran
(O 1am a protected veteran, but | choose not to self-identify the classifications to which | belong.
) 1 am NOT a protected veteran.

) lam NOT a veteran.

Military Discharge Date

| belong to the following classifications of protected veterans (choose all that apply):

[ pisabled Veteran
Recently Separated Veteran

O active Duty Wartime or Campaign Badge Veteran

QZEArmed Forces Service Medal Veteran

Self-ldentification

As 2 Government confractor subject to VEVRAA, we are required to submit a report to the United States Department of Lsbar each year identfying the number of our employees
belonging to each speciied “protected veteran” category. If you believe you belong to any of the categories of protected veterans listed sbove, plesse indicate by selecting the
appropriate option below.
(O 1 belong to the following classifications of protected veterans (choose all that apply):

Disabled Veteran

Recently Separated Veteran

Active Duty Wartime or Campaign Badge Veteran

Armed Forces Service Medal Veteran
() 1 am a protected veteran, but | choose not to self-identify the classifications to which | belong.
O 1 am NOT a protected veteran.

() 1am NOT a veteran.

Military Discharge Date

10
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Step ‘

36

Action
At the bottom of the page,
review the Reasonable
Accommodation Notice.

When you are ready to self-
identify your veteran status,
click Submit.

Screenshot

Reasonable Accommodation Notice

If you are a disabled veteran it would assist us if you tell us whether there are accommodations we could make that would enable you to parform the essential functions of the job.
neluding special equipment. changes in the physical layout of the job, changes in the way the job is custemarily performed, provision of personal assistance services of other
accommodations. This information will assist us in making reasonable accommodations for your disablity.

Submission of this information is voluntary and refussl to provide it will not subject you to any sdverse trestment. The information provided will be used only in ways that are not
nconsistent with the Vietnam Era Veterans' Readjustment Assistance Act of 1974. a5 amendad

The information you submit will be kept confidential, except that (i) supervisors and managers may be informed regarding restrictions on the work or duties of disabled veterans, and
regarding necessary accommadations; (1) first aid and safety personnel may be informed, when and to the extent appropriate, if you have a condition that might require emergency
treatment; and (i)} Government officials engagad in enforcing laws administered by the Office of Fadaral Cantract Compliance Programs, or enforeing the Americans with Disabilifies
Act, may be informed.

-
l oo |
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Confirm your submission.

Are you sure you want to submit this information?

Personal Information Summary - View summary of additional personal data, DOB, Hire Date, & Education Level.

38

Navigation: Personal Details > My Current Profile

Note: Contact the Human Resources department if any of your Employee Information is incorrect.
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