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Step How Department User can Update Personal Data on Behalf of an Employee

Navigation: Main Menu > Manager Self Service > ePAF Homepage

1 In this document, we will discuss how a department user can update personal data on behalf of an
employee. Employees have the ability to make changes to their own name and contact information
through Employee Self-Service.

Department users can update the following additional information on behalf of an employee: social
security number, highest education level, gender, marital status, military status, and race/ethnicity.

2 From the Manager Self Service page, click on the EPAF HOMEPAGE tile.

ORACLE ¥ Manager Self Service

ePAF Homepage
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3 Search for an employee in the upper left box in one of these ways.
1. Search by Name

a. Enter their first name followed < Manager Self Service
by their last name. Partial
names can be used. Start a Personnel Action Form

b. For example: Searching for "Ma

T Search for Harry Pottef
Fle" will return Marcella Person |Harmy Potte
Fleming, Mary Fleming, Max Prie B
us

FIetcher, and Matthew T v
Fleming, etc.

c. Add more letters to the name pym— Clear
to narrow the search.

d. Use the beginning of the names Act on Personnel Action Form
when using partial names.

2. Search by Er’pployee ID A ePAF Introduction

a. Partial or whole EMPL IDs can
be used. S

b. Use the beginning for the EMPL ] Pre-Auth: New/Vacant
ID when using partial numbers. m

E Mira: Mo Qéal
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Click on PERSONAL DATA, then UPDATE PERSONAL Data action from the related action drop-down.

Personal Data X

i Perdonal Qpta > | g
Current Employee U % ‘ View Personal Data
Job Change >
Update P al Data
Hire/Additional Job > e
Severus Snape (&) f(

‘ Transfer > Pe

The employee’s FIRST, MIDDLE, LAST NAME and SUFFIX can be changed or updated.
rersonal informauon

Employee Name

The name entered must match exactly what is indicated on your Social Security card. For name changes, the Social Security card is the only documentation that will be accepted
and must be attached to this form

"First Name | Harry Preferred First Name
Middle Name h
*Last Name  Potter Name Suffix v

Note: The name entered must match exactly what is on the employee’s Social Security Card. If these
fields are changed, a copy of the Social Security Card must be attached to this form.

If the employee chooses to go by a different name than what is on their Social Security card, a
PREFERRED FIRST NAME can be entered.

The DATE OF BIRTH and US CITIZENSHIP STATUS cannot be changed on the Personal Data form.

Employee Details

u Update Social Security # 911151111

Date of Birth 01/01/2000 *Gender Male v
Marital Status ~ Divorced v TRghest EGUCE:VO‘: Masters Level Degree v
US Citizenship Status Canadian Citzen Visa/Permit Type For Offic/Fam/Servin Trans C3

The SociaL SEcURITY NUMBER (SSN) will only be able to be edited if the employee has a temp SSN
that begins with a 9. Once their SSN is received, the temporary SSN should be updated. The correct
format for Social Security Number is XXX-XX-XXXX.

GENDER, MARITAL STATUS and HIGHEST EDUCATION LEVEL can be updated. Use the drop-down for a list
of valid options.

Page 2 of 5



Update Personal Data for an Employee

(Updated 09/29/2021)

Q| The UNIVERSITY of OKLAHOMA

If the employee has self-identified their
military status, use the VETERAN STATUS field
to indicate their selection. If they have
selected Option 1- “I belong to the
following classifications of protected
veterans”, additional fields will appear
where the classifications can be selected.
Choose all that apply.

Severus Snape
600019
Record 0

View Job Data

3-1 am NOT a protected veteran

4.1 am NOT a veteran

Veteran Status

1-1 belong to the follows v

If the employee has provided their MILITARY Disabled Veteran No
DISCHARGE DATE, enter that in the provided Recently Separated =
ﬁeld. Veteran
Active Duty Wartime or
Campaign Badge No
If the employee has not specified their Veteran
military status leave the Veteran Status field Armed Foross Service No

Medal Veteran

blank.

Military Discharge Date

If the employee has self-identified their
race and ethnicity, use the needs to
update to their ETHNICITY and RACE, that

v
can be changed on this form. ::GC?;‘” Spe
Record 0
If the employee is Hispanic or Latino, View Job Data

select Yes by clicking on the slider.

Is this employee

Hispanic or Latino? l ?

What is the employee’s race? Select all that apply

The employee’s race can be selected by
checking the slider to mark Yes for all that

apply.

American Indian or No
Alaska Native

n Asian Yes

Black or African-

a No
American
Native Hawailan or
Pacific Islander No
White No
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A Home and a Mailing address

receive all mail form the University such as W-2 tax form, insurance information, and any paper
paychecks. MAILING ADDRESS will only be used by university if mail is returned from your Home

Address. Use the field on each

If the employee’s Home address is the same as the mailing address, click the slider for SAME As
HoMmE? to Yes on the Mailing address row.

If the home or mailing address is located outside of the United States, select the country in the grid.

An International Address segment will display below to gather the international address. Be sure to

enter the full international address—street address, city, country, postal code. NOTE: The university
cannot mail paychecks to international addresses. If you live/work outside the US, you must use

Direct Deposit to a US bank.

International Address

Please use the boxes below for your mailing and/or home address that is outside of the Unite

*International Mailing I

are required for all employees. HOME ADDRESS is where you will

row to insert or update your address.

Hol

Address

10

Updates can be made to the employee’s CELL PHONE, HOME PHONE or CAMPUS PHONE.
If the campus phone number is entered as 405/271-8000 or 405/271-8001, a CAMPUS PHONE

ExTENSION will be required.

Phone Numbers

When entering phone numbers use the format: area code/XXX-XXXX. A campus phone number is required. If the employee does not have a campus phone, please enter the main

department phone number.

EMERGENCY COMMUNICATIONS SYSTEM (ECS)

In the event of a campus emergency, the University's ECS will use ALL LISTED phone numbers to alert you. ECS can also send text messages to one of your mobile phones. The
ECS will default to using your listed mobile phone for text messaging. If you prefer another number be used for texting, please add a new SMS Phone (text) to your phone numbers.

Cell Phone

"Campus Phone | 111/111-1111

Home Phone

Campus Phone Extension 0

11

PERSONAL EMAIL ADDRESS can be added or modified. A personal email address will not be used for
regular university business. It may be used as an alternate way to contact the individual in the event
that they no longer work at the university.
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The OU EmAIL ADDRESS cannot be changed from this screen.
Email Addresses
u Personal Email Address [se\.i 1 ] OU Email Address

12 A Social Security Card attachment is required if the First, Middle or Last name or SSN number is
changed.
File Attachments
1 row
Status Action Description Instructions File Name Delete
1 o Upload Social Security Card :)\L::;Cn;eegr social security change requires that an updated Social Security Card is attached for tax Delete
Add

13 Click suBmIT to initiate the workflow process.

» Comments

Search Save Submit
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