August 10,2011 TCS QUICK REFERENCE GUIDE: UPDATE INFO IN SELF-SERVICE BANNER

Update Your Address/Telephone Number Using Banner Self-Service

Step 1. Log in to OneStop and select BANNER SELF-SERVICE in the BANNER section of the
TOOLS page.

Personal Information Employee

Search ACCESSIBILITY SITE M&P HELP EXIT
Main Menu

DATA SECURITY NOTICE FOR ALL USERS:

This system gives you secure access to your confidential data, In order to protect your confidential data, when you are finished, you must
logout of Banner, logout of OneStop, and exit your browser. Failure to perform all three of these actions can enable others to use your session
to access your confidential data,

Personal Information

Update addresses, contact information or marital status; review name or social security number change information; Change your PIN; Sustomize your directory profile.
Employes

Tiene thaats, tirma off, banafits, lesve or job dats, payrtubs, W2 snd T4 forms, W4 dats,

. pvered by
RELEASE: 7.4 SUNGARD' SCT HGHER EDUCATION

Step 2. Click PERSONAL INFORMATION to open the menu.
Employees have two address types in Banner:

¢ PM - Permanent Home Address

This information is used by Payroll and Benefits and will never be published anywhere. This is ECU’s ONLY
record of your address and is used to populate your W2, among other documents. Every employee must
have this address type as complete and updated as possible.

A new hire’s PM address initially comes from the employment application and needs to be updated
annually.

e CL - ECU Office Location

This is the office address and phone number displayed in Outlook. Changes made here take 24-48 hours to
appear in the address book.

New employees need to add this address via Banner Self Service.

PART A. To make a change to an existing address/phone entry:

Personal Information WAL
search [ ]

Step Al. Click the UPDATE ADDRESSES AND
Personal Information PHONES link.

( Update Addresses and Phones )

Wiew Ernergency Contacts
Update Emergency Contacts . .
Wiow £l Acdresses A list of all current addresses will open.
Mame Change Information
Social Security Number Change Information
Answer a Survey

RELEASE: 7.3
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East Carolina University

Personal Information YW GFTL]

Search RETURM TO MEMU  SITE MAR  HELP  EXIT

] Update Addresses and Phones - Select Address
Step A2. Click

&R Update an existing address by selecting the link next to the corresponding address. Insert 3 new address by choosing the address type
CURRENT neXt tO the from the list and selecting Submit,

4| Entering overlapping dates may change the effective dates on existing address records.
address to be updated. &

Change of address information and USPS forms are available through this link.

The UPDATE ADDRESSES Addresses and Phones

Home Address - Permanent Phones

AND PHONES — pr 29, 2008 to (No end date)  Primary; 252-555 1500

1500 Black Pearl Ln

UPDATE/INSERT screen W|” Greenvyille, Morth Carolina 27858
Fitt
open.
Type of Address to Insert: | 5gjact b

Step 3A. Change the information in the form as necessary.

—®,

‘q ECU BANNER SELF SERVICE e Adding an additional Phone Type, a

cell phone, for example, is optional.

East Carolina University

CEETERTIITNETTY Employee

Search RETURNTO MENU  SITE AR HELP  EXIT e DO NOT CHANGE the Valid From This
Update Addresses and Phones - Update/Insert Date field for an existing address.
@R Roquiron e on adthess update o et are vald From Thia Date, pddress Lne 1, Gy, State o Province, and 216 r Pastal Cade; a1 Doing so inserts an unnecessary

other fields are optional. If Nation is entered, only Address Line 1 and City are required. Wh en updating an address you do not need to
change the valid From This Date value.

additional address record.

Home Address - Permanent
valid From This Date: MM/DD/YYYY [0 120/2008

Until This Date: MM/DD/YY¥Y e Please do not add an International

‘Address Line 1: ack Pearl Ln
addrass Line 2: — = code to your home address unless

Address Line 3: ‘

you have an international address.

city:

\Greemvme
State or Province: North Caralina N
ZIP or Postal Code: fease
Gounty: itt 3 e The Banner Web Directory addresses
Nation: Not applicable b H
C Gode: WW] are never published or shared. The
hone Number: nternational Access Code . . .
et S J % o bhon Numbere office (CL) address only displays in
Extension:
Unlisted in Web Directory: 0 Outlook.
Delete this Address: O
Phone Type Area Phone Ext. International Unlisted Delete
ode Number ccess Code
fode and Phone Number ¢ Check the Delete box to delete a
Select “ O O .
Soloct |l —r — oo duplicated address. Employees must
Select T O [}
— et m—r— 0 o have ONE PM and ONE CL address.
Select “ O O
(o [ Feest Step 4A. Click the SUBMIT
[ Select a Different Address to Update ] button at the bottom Of the
[ Wiew Addresses and Phones ] p ag e "
RELEASE: 7.3 po

o by
SUNGARD' SCT HIGHER EDUCATION
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PART B. Add a New Address Type

LR LR GE LR Employee
search | |

Step 1B. Click the UPDATE
ADDRESSES AND PHONES Personal Information

link.
( Update Addresses and Phones )

Wiew Emergency Contacts

Update Emergency Contacts

View E-mail Addresses

Mame Change Information

Social Security Mumber Change Information
Answer a Survey

RELEASE: 7.3

The SELECT ADDRESS screen opens.

3 Update Addresses and Phones - Select Address - Microsoft Internet Explorer

o Gt gew Fgwrkes ook fep DR

O O & B G| Do Frre @3- B e 3 Step 2B. Choose the address
s 1 b o 0, TPt St v8e e Bw Cogelr ve» 0w | type from the SELECT drop-
East Carolina University o .

down list.

Search RETURN TO MENU  SITE MAP  HELP  EXIT

Update Addresses and Phones - Select Address L.
This will probably be the CL address.

&R Update an existing address by selecting the link next to the corresponding address. Insert a new address by choosing the address type
fraom the list and selecting Submit,

H Entering overlapping dates may change the effective dates on existing address records.

Change of address information and USPS forms are available through this link,

Addresses and Phones Step SB CIICk the SUBMIT

Home Address - Permanent Phones
Current: Apr 29, 2008 to (No end date)  Primary: 252-5526542 b utton.
2506 Disney Way
Greenville, North Carolina 27858
Pitt

Type of Address to Inserty saject
(Emm))

A blank address form opens.

Employee - ECU Office Location

Home Address - Permanent

[wiew Aaddresses and Phones ]

= & N4 Local intranet
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East Carolina University

Personal Information Y0171

search [ ]

RETURM TO MEMU  SITE M&P  HELP  EXIT

Step 4B. Complete the form:

Update Addresses and Phones - Update/Insert

&R Required fields on address update or insert are valid From This Date, Address Line 1, City, State or Province, and ZIP or Postal Code; all
other fields are optional. 1f Nation is entered, only address Line 1 and City are required. wh en updating an address you do not need to
change the valid From This Date value.

Employee - ECU Office Location
Valid From This Date: MM/DD/YYY\{ 05/01/2008 ’

Until This Date: MM/DD/YYYY

Address Line 1:
Address Line 2:
Address Line 3:
City:

State or Province:
Z1P or Postal Code:
County:

MNation:

Area Code:

Phone Number:

Human Resources 210 E First 5t

|room 555

|Greenw\le

‘Nnr’th Carolina vl

27858

‘Nnt Applicable v

5550000 OR International Access Gode ’7

and Phone Number:

Extension: ,—
Unlisted in Web Directory: O
Delete this Address: O
Phone Type Area Phone Ext. International Unlisted Delete

Code Number Access Code

and Phone Number

[select Y] [ O m]
‘ Select V‘ ’7 | ,7 m} m}
‘ Select V‘ | I ] O
[select “ I O m]
[select ~ I O ]
=)
| Select a Different Address to Update ]

RELEASE: 7.3

[ View Addresses and Phones ]
powared by
SUNGARD' SCT HIGHER EDUCATION

Step 5B. Click SUBMIT
There should now be two addresses in the
Banner Self-Service:

e Employee — ECU Office Location
e Home Address - Permanent

e Enter the current date
(MM/DD/YYYY) in the VALID FROM
THIS DATE field. NEW ADDRESSES
ONLY!

e Complete the address fields.

e Enter an individual office or
department phone number to be
displayed in the Outlook address
book.

**Remember, PHONE TYPE is optional.

from the list and selecting Submit.

Addresses and Phones

Hurnan Resources 210 E First St
Room 555

Greenyille, Morth Carclina 27858
Pitt

Current: Apr 29, 2008 to (No end date)
2506 Disney Way
Greenville, North Carclina 27858
Pitt

Employee - ECU Office Location Phones
Current: May 01, 2008 to (Mo end date) Primary: 252-5550000

Home Address - Permanent Phones
Primary: 252-5526542

Update Addresses and Phones - Select Address

&R Update an existing address by selecting the link next to the corresponding address, Insert a new address by choosing the address type

E Entering overlapping dates may change the effective dates on existing address records,

Change of address information and USPS forms are available through this link,

Type of Address to Insert: | Select
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