Self Service — Phone Numbers

Introduction This guide provides the procedures for how to change a member’s Phone
Numbers.
Procedures See below.
Step Action
1 Select the Phone Numbers link under Tasks in the Employee Pagelet.
Employee =
Profile Tasks View
PCS eResumes bty Profile

My Airport Terminal Orders Member Training Rating

Emergency Contacts My Reserve Pointz Statement

Home and Mailing Address My Reserve Drills

Phone Mumbers Wiew My Payslips (ADRSY)
Allotments My Emploves Reviews
Direct Deposit Employes Review Summary

Federal & State Tax Flections Off Comparison Scale Summary

All Duty Report SWE PDE
9 More... 2 More....
2 The member’s current Phone Numbers will display. The member can overtype

the phone number, add an extension, check/uncheck the preferred box, delete
the number (make sure to click save after hitting the delete button), and/or add
additional phone numbers. In this example, a new phone number will be
added. Select Add Phone Number.

Phone Numbers

TOMMY TUTONE

Enter your phone numbers below.

Phone Type *Telephone Extension Preferred Delete

Mobile 555/867-5309 i

I Add Phone Number I

Save

* Required Field

Return to CG AD Self Service: Emplovese

Continued on next page



Self Service — Phone Numbers, Continued

Procedures,

continued

Step
3

Action

A new line will be added.
Phone Numbers

TOMMY TUTONE

Enter your phone numbers below.

Phone Type *Telephone Extension Preferred Delete
Mobile |555/367-5309 | 5] ]
v | | O i
Add Phone Number
Save
* Required Field

Return to CG AD Self Service: Employee

Enter the new Phone Type, Phone Number, Extension and Preference. Then

click Save. Once it is saved, click the Return to CG AD Self Service:
Employee link.

Phone Numbers
TOMMY TUTONE

Enter your phone numbers below.

Phone Type *Telephone Extension Preferred Delete
Mobile [555/867-5308 | | il
Home | [555/555-5555 | ] il

~ Add Pnone Number

* Required Field

Return to CG AD Self Service: Emnlo',ree|
|




