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BakeriesUS&S BBU Employee Self Service

Information Prior to Accessing

There is an internal and external link. If you are accessing the external link, there are some
important thinks to know:

External Link
https://hcmpdmz.bimboconnect.com

Internal Link
https://hcmpapp.gbimbo.com

Note: The external link should be accessed when off the BBU WIFI/network and onpersonal
device(s)—otherwise, the internal link should be used.
Navigation

1) Sign into Oracle HCM.

a. New Salaried Associates will receive a welcome email from the HCM team with their
initial login credentials. Existing salaried associate can use the Login Assistant to
request their username or reset their password

b. Hourly Associates will need to contact their HR Business Partner to receive their
Username and instructions on how to contact the help desk to reset password.

T2 3

a | [Eie

Kk s P Phrscy Satwrmad

2) Click “BBU Employee Self Service”:

Oracle Applications Home Page

Main Menu Worklist
Personalize -
Full List
H Cgeu Employee Self Senvice From Type Subject Sent Due

There are no notifications in this view.
«TIP Vacation Rules - Redirect or auto-respond to notifications.
“TIP Worklist Access - Specify which users can view and act upon your notifications.



https://hcmpdmz.bimboconnect.com/
https://hcmpapp.gbimbo.com/

BakeriesUS&T BBU Employee Self Service

3) Open the menu by clicking the “+” icon to expand:

Main Menu

/ Personalize

£ W |eE 1 Ermployee Self Service)

4) These are the categories you should see as an associate. When you click any of
these links, they will take you to the page:

| Personalize

= £ gBu Emplovee Self Service
= All Actions Awaiting My Attention
Ié My Personal Actions
l:'| My Perzonal Information
E My Emplovment Information

My Personal Actions
Viewing Payslips

1) Within “My Personal Actions’, several actions are available for updating
information.

2) Select the radio button next to ‘Payslip’ and click the *Start’ button to view
previous payslips:

BIMBO BBU Employee Seif Service

N Navigatorv B Favorites w Diagnostics Home Logout Preferences Help

Barsonal Actidos
Employee Name Employee Number

Organization Email Addrass Business Group Bimbo Bakeries USA
Available Actions.
Select Action:
Select Action Awaiting Approval Of Others
(®) Payslip

) W4 Information

) Direct Deposit Payments
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3) In the ‘Choose a Payslip’ region, the latest payslip as of 9/6/2022 will be displayed. Any
payslips after this date can be found on your iPay account:

BIMBO BBU Employee Self Service
1 Navigator v B Favorites v Diagnostica Home Logout Preferences Help
Payslip P
Employee Nam Employee Number
Organization Email Add, Business Group Bimbo Bakeries USA
Choose a Payslip [29-3UL-2016 123456 - Check 1 | v]
Employes Employer name Bimbo Bakeries USA, Inc.
Employee Number Employer Phone Number  570-819-8400
Latest Hire Date  06-Sep-2007 Crganization IMBU Colorado/Wyoming
Original Hire Date  06-Sep-2007 Pay Calculation Method
Adjusted Service Date Fay Basis Hourly
Assignment Number Frequency Week
Location Commerce City CO (56th Ave) Depot Shift
Position Bargaining Unit 900110 IBT 455
Fayroll  LW-Sales 908 Intermountain Collective Agreement 200110 IBT Denver CO Sales Trans
Employee Address 123 State Sireet Contract
Aurora Employer Address 225 Stewart Rd
o Wilkes-Barre
80017 PA
18702
Employer BIN

4) Click the “Go’ button to view past payslips:

gbimbo.com:8010/0A_HTML/OA jsp?_rc=HR_PERSONAL_PROCESS_TOP SS&_ O ~ &

e @l @ http://usms226.bbu.

m BBU Employee Self Service

Payslip

Employee Name
Organization Email Address /

Choose a Payslip 29—JUL-2016 - PRI - check 159 | Go |

5) When finished viewing, click the back arrow button to return to the *My Personal
Actions’ page:

X

e P T ]
E 4@‘@ http://usms226 bbu.gbimbo.com8010/0A HTML/OA jsp?_rc=HR_PERSONAL PROCESS_ TOP $5&_ 0 + & |

m BBU Employee Self Service


http://www.myadp.com/
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Updating Federal and State Tax Information

NOTES:

Please note: Direct Deposit and Tax information cannot be updated while payroll is running.

Hourly payrolls run on Mondays and Tuesdays. Entries can be made the day after the payment date printed on
your paycheck up until Monday morning, weekend entry only.

Salaried payrolls run the first Wednesday of the pay period. Entries can be made the day after payment date
printed on your paycheck up until the first Tuesday of the pay period. If you have any questions or concerns,

please reach out to your HR Business Partner.

State Exceptions

1) Associates in states where there is no state tax or there is a state tax but no state tax information is
used, will see

State Tax Fom
Emplayee Name Emgl oyee Number
Crgartzahon Esva Acess Bsiess Group
Tax Form Begion
Tax Form Ty pe
Federd  (8) State
State W-4 Details (Pennsylvania)
[ vithholding Form notepplicable for STATE NAME_ |

2) Associates in states that follow what is entered on the Federal Withholding, will see

Tax Form Rogion
Tax Form Type
Federal ‘@ State

State W-4 Details (Colorado)

Filing Status 0 Marrhed
Marriad but withhold at higher single rate
@ Single
ABowances s 6 L
Additional Amount Withheld 6 L
SIT Exempt Mo A

Additional Infermation

3) Pennsylvania Residents, will see the following. If you are a PA resident, please see Human
Relations to get a PA Act 32 form to update your PA local taxes.

St Tax Fom

Fax Form Regon
Tax Form Type
Fedea - Singe

State W-4 Detalls (Pernsylvania)

Withholding Form not applicable for Pennsylvania
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Updating Federal Tax Information

1) Select the radio button for ‘W4 Information’ and click the ‘Start’ button to
update Federal and state tax forms:

ﬁEEE BBU Employee Self Service

1 Havgator v B9 Faontes v Dagnostics  Home Frafwrences Halp

Peisonal Actions

Aviaiting Approval O Others

2) The Tax Form page will have two choices, “Federal” and “State”, under Tax Form
Type. Select the radio button for Federal, then click update.

Tax Form
Employes Name Empiloyes Namber
Organization Emad Address Business Group
Tax form Region
Taoe Form Type

Federal W-4 Detals

RLhs O Married
O P byt Withhakd at Hgher Single Rate
@ Single
Miowances 3 ()
Addibonal Amount Withheld ¢ (D)
FIT Busmipt Moy (U

Update

3) Make the necessary updates.
4) Make sure to click the ‘I Agree’ box.
5) When finished, click the “Continue’ button.

Tax Form Region

Tax Form Type

© Federal O State

Federal W-4 Details

The [RS Federal Wed Form{POF) comes with morksheets and tax informat

pay more than hall the costs of keeping up & home for yoursell and @ quaifying indwidual.)
Last Hame Differant

Does your name match the name on your socal security card? If not, to ensure you get creds for your samings, check beve and contact 534 28 B00-772-1203 or o fo Wiw.S53.90%.

[YLast Hame Different

Optional; Complete Steps 2-4 (Multiple }obs or Spouse Works (Step 2), Claim Dependents and Other Credits (Step 3), Other Income, Deductions and/or Extra Withholding (Steps 4{a) through 4(c)) ONLY if they apply to you; otherwise, skip to
i "




BakeriesUSAT BBU Employee Self Service

Complete Steps 3 (Claim Dependents and Other Credits) through 4(b) (Deductions) on Form W-4 for only one of these jobs. Leave those steps blank for the other jobs. (Your withholding will be most accurate if you complete Steps 3 through 4(b) on the Form W-

4 for the highest paying job.)

Step 3: Claim Dependents and Other Credits
Step 4(a): Other Income (not from jobs)

Step 4(c): Extra Withholding

Exempt from Withholding

I dlaim exemption from withholding for 2023, and I certify that I meet BOTH of the following conditions for exemption:
Last year I had no federal income tax liability and I expect to have no federal income tax liability this year
If you meet both conditions, check 'EXEMPT"

[ Exempt

Step 5 - Agreement for Signature

perjury, I dedare that I have examined this certificate, to the best of my knowledge and belief, it is true, correct, and complete.

Cancel { | Continue

6) After you click Continue, a new W-4 form displaying updates will display and is printable
for your records.

Jius inrammation: Beview

Cancel | | Printatle Page | | Back | | Subgmit

Bimba Bakeries USA

= Read aloud + 8| 1 e | D e @8

sissions. You may not have

some features, View permissions

o W= Employee's Withholding Certificate Cut . T

SIS 2023

s e 4 b it g

Ty W e e i i
Enber Oita | Bimbeo 173-45-67R9
wrsa g o yowr e mateh P
Porinal 14 Maln 5t ok o your s
= — -
s b o s et
Horsham, A 15080 frrplrl it tiapn
o g
teh [ g or Masries Siing separssty
i g oy s g irens
[0 o M ) e e e o 20 4 g .3 A e 43 g B

Slamm s brem wanang rifal Asa a4 oy

7) If the updated data is correct, click on the Submit button

My Personal Actions: Review

Printable Page | Bacd | ~ Submit

Employee Name Employee Number ¥
Organization Email Address Business Group /
Review your changes and, if needed, atiach supporting documents, i
2 Indicates Changed Items. =

Tax Informa tion

8) A message of ‘Confirmation’ will be displayed
9) Click on the ‘Return to Overview’ button to return to the Tax Form page.

[7  confirmation

Your changes have been applied.

Return to Overview |
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Updating State Tax Information

1) Select State and click Update.

[State Tax Form

Employee Name
Organization Email Address

Employee Number
Business Group

Tax Form Region

Tax Form Type

State W-4 Details (Virginia

Allowances
Secondary Allowances 0 i
Additional Amount Withheld 0
SIT Exempt  No
Additional Information

Virginia Withholding Form(PDF
The above link comes with worksheets and tax information that may be helpful in completing this form. Clic

s fink to view the full form
in a new window.

[T

2) Make the necessary updates.
3) Make sure to click the ‘1 Agree’ box. When finished, click the ‘Continue’ button.

Update Tax Form : State W.4 Form

Employes Number
Business Group 3

Employes Mame
Organization Email Address

Tax Form Region
Tax Form Type
O Federal @ State

State W-4 Details (Virginia)

Filing Status @ ot Used

B Allowances |0 |
Secondary Allowances |0 |

S

\ Additional Amount Withheld [0 ]

The above\link comes with worksheets and tax information that may be helpful in completing this form. Click this link to view the full form in a new window.

Exempt from Withholding

I claim exemption from withholding for 2019, and 1 certify that I meet BOTH of the following conditions for exemiption:

Last year Thad 2 right to a refund af ALL Virginia State income tax withheld because I had NO tax liability AND
This year I expect a refund of ALL Virginia State income tax withheld because T expect 1o have NO tax lizbility.

IF you maet both conditions, check ‘EXEMPT
| Exempt
“1p

[Agreement

Under penalties of perjury, T dedlare that I have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete
11 Agree
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4) The next page is the review page. An option to print the page is available at this

time. After a review is complete, click submit.

W4 Information: Review
Employes Mame
Organization Email Address

Indicates Changed Items,

Tax Information

Review your changes and, if needed, attach supporting documents.

Mo changes have been made. To make changes dick Back button.
IC‘urrent :

Wl Prmtabla Page | Back | :-ubrmr |

Employee Mumber 4
Business Group l.f

Filing Status Mot Used
Allowances 0
Additional Amount Withheld 0
SIT Exempt No
Secondary Allowances 0

»{Fropo
Mot Used
L1
L]
NG
0

/
/

5) After submitting, there will be a confirmation page that lets you know that “Your

changes have been applied”. Click “Return to Overview”

" confirmation

Your changes have been applied.

Return to Overview |
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Adding new Direct Deposit account information

1) Click *‘My Personal Actions’

Main Menu

Personalize

2) To add a new direct deposit bank account, select the radio button for
‘Direct Deposit Payments’ and click the “Start’ button:

Personal Actions

Employee Name Emplayee Number
Organization Email Address Business Group  Bimbo Bakeries USA

Available Actions /

Select Action: | Start |

Select Acti Awaiting Approval Of Others
C Faygfip
O % information
@ P Direct Deposit Payments

3) To add new bank account information, click the *‘Add Deposit Payment’ button.

Please note: Direct Deposit and Tax information cannot be updated while payroll is running.

Hourly payrolls run on Mondays and Tuesdays. Entries can be made the day after the payment date
printed on your paycheck up until Monday morning, weekend entry only.

Salaried payrolls run the first Wednesday of the pay period. Entries can be made the day after payment
date printed on your paycheck up until the first Tuesday of the pay period. If you have any questions or

concerns, please reach out to your HR Business Partner.

Manage Payroll Payments: Dofing P

Doy Payments /
x £

Sart By Priority | Add Deposit

Cancr] Contingg

oup Bimbo Bakaries USA

“Priority Account Mumber Amount Type Amount Updat; Dedete
o 123456 [Moretary [3 {000 = |
h

amsan Percertage v [Toacd

4) As noted on the screen, the * * ” indicates required fields. Note: Transit Code should be the
banks Routing Number.

Add Deposit Payment

employee Hame Employee Number
ail Address Business Group  Binf

* Account Number |—

= Transit Code | |
- oaoli I

10
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5) Enter the required data information, then click the ‘Apply’ button.

"I d feld
*TIP F ntaining news bank account information will be paid by check until the bank account information is verified

Fayment Method NACHA BBU BOA 030 [ Tnternational ACH Transaction (TAT) [

Currency US Dollar " Account Number |123436789
Amount Type |Monetary | T
LS| * Transit Code |1 1017
= Amount 50,00 e
" Bank Name F
= Account Hame  |Vacations

* Bank Branch |Downtow

* Account Type |Savings Account |

cancel | | Add Ancther

6) The new account information is displayed. Please be reminded that the lowest priority
will be used first.

7) Click the ‘Continue’ button

Emplayre Payments

Sarl By Priorily | Acdd Duposit Payment | Add Cleeck Paymsent
“Priarity Payment Type IAT Accunt Type Account Number / Amount Type Asant. Update  Delete
i o 123454789 | » 7
o 123456 . - g
b O ¢ 878401
o

Current
Priority
Payment Type
Currency
Amount Type
Amsount
Account Hame
Account Type
Account Humber
Transit Code
Bank M
Bank Branch

9) If the information is correct, click the ‘Submit’ button.

Cancel ‘ Printable Page ‘ Back ‘ Submit ‘

10) A confirmation message will be displayed after the submission.

11) Click the *Home’ button to return to the Main Menu.

[, | confirmation /
Your changes have been applied.

Home

11
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Update an existing Direct Deposit account amount

1) Click ‘My Personal Actions’

Main Menu

Personalize

& LI BBU Employee Self Service

J All Actions Awaiting My&ttention
l_i Personal Ach‘on

=| My Personal Information

=l My Employment Information

2) To update an existing direct deposit bank account, click the radio button for
‘Direct Deposit Payments’ and click the Start button.

Please note: Direct Deposit and Tax information cannot be updated while payroll is
running.

Hourly payrolls run on Mondays and Tuesdays. Entries can be made the day after the
payment date printed on your paycheck up until Monday morning, weekend entry only.
Salaried payrolls run the first Wednesday of the pay period. Entries can be made the day
after payment date printed on your paycheck up until the first Tuesday of the pay period.

If you have any questions or concerns, please reach out to your HR Business Partner.

Personal Actions

Employee Name

Employee Number
Organization Email Address

Business Group Bimbo Bakeries USA
Available Actions

Select Action: | Start

Select Actiof Awaiting Approval Of Others
Paygfip
0 4 Information

® ¥ Direct Deposit Payments

3) To update existing account information, click the ‘Update’ pencil icon.

Manage Payroll Payments: Define Payments
Cancel | | Continue |
employae Number
Business Group Bimbo Bakeries USA
o subm a return wit

Employee Payments

Sort By Priority | Add Deposit Payment Add Check Payment |
“Priority Payment Type IAT Account Type Account Number Amount Type Amount Currency Updat: Delete
n Deposit O Savings Account 123456 [monetary [v] [s0.00 US Dollar i}
l2 Depasit O Checking Account 875421 [Percentage[~] [100.0 US Dallar P d @
B Check (m] Remaining Pay US Daliar W

12
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4) There are different options you can choose from under the Amount Type. If
using Monetary as the Amount Type in the ‘Amount’ field, type in the new
dollar amount. If using Percent as the Amount Type, in the ‘Amount’ field,
type in the percent amount. Once complete, click the *‘Apply’ button

Update Deposit Payment

Employee Name
Organization Email Address

d
new bank accoun on will be paid by check unti
od HACHA BBU BOA g0

the bank account infarmati

Ccancel
Employee Number

Business Group - gimbio Bakeries USA

an (s verified.

[ tnternational ACH Transaction (AT} &

XY EMPLOYEES CREDIT L

* Bank Branch ‘EGT«KERV EMPLOYEES CREDIT UNION

Cancel

Apply

\
\

Apply

5) The updated account amount is displayed. Please be reminded that the lowest
priority will be used first. Click the ‘Continue’ button to submit the new
information and review prior to submitting.

Check (=}

Employee Payments
Sort By Priosity | Add Deposit Payment | Add Check Payment
“Priority Payment Type IAT  Account Type Account Number Amount Type mt Update
- Deposit O [Sasirigs Accotint 875421 Monetsry | [75.00 *
=] ecking Account 123456 [Percentage| v [Tom

6) After reviewing, if the new information is correct, click the *Submit’ button:

My Personal Actions: Review

Employee Name
Organization Email Address
if needed, atta

h supporting documents.

Employee Humber
Husiness Group Bimbo Bakeries USA

S

Current Proposed
Priority 1 1
Payment Type Deposit Deposit
Currency US Dollar US Doltar
Amount Type Monetary Monetary
Amount 40 75
Account Name USA Bank USA Bank
Account Type Savings Account Savings Account
Account Number 875421 B75421
Transit Code 123456 123456

Bank Hame BAKERY EMPLOYEES CREDIT UNION
Bank Branch BAKERY EMPLOYEES CREDIT UNION

BAKERY EMPLOYEES CREDIT UNION
BAKERY EMPLOYEES CREDIT UNION

Printable Page |

Back

Submit

7) A confirmation message will be displayed after the submission.

8) Click the “Home’ button to return to the Main Menu.

[7, . confirmation

/

Your changes have been applied.

Home

13
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My Personal Information
Overview

1) Click the “My Personal Information’ link to add a preferred name, a new phone
number, update a new address or add a new contact.

Cracle Applications Home Page

~ Main Menu
[ Personakze |
= u'l—l:BBU Employee Self Service

|_:| All Actions Awaiting My Attention
(= my Personal Actions

B v Personal Information]

E My Employrnent Information

m BBU Employee Self Service

 pimdgaioe v B Favorles v Diagrostics Home
Sy Personal Information
Employee Number
Susness Group  mbo Bakeries USA
Bask Detalls
Update |
Full Name
Marits] Status
Diste of Birth
Socis Securfty
Employes Mumber
Organcabon Emall Address
 Phaaye: Numlsers
Update |
Horna
Mobile
Bain Addriss - This i ussilly your orme Address. Hivesvss, if your il dhould be Seit o o différent addriss, enter this Mailing address 3 the Mam Address, sod Sdd your Home address m the Other Address section
Update |
Address Lina 1
Address Line 2
Addvess Line 3
ity
Stats €O
fip Codn 80017
County  Adams
Tyoe  Momss Address
other Address
Othor Address - Erter Homa Addrass hare oriy # you provided a Mailing addrass a5 yaur Main Address
Add |
Enter of updabe infocmation Sbout poople You want human refstiond to contadt in the event of an emergendy, You tan desgnate more than ana person &3 an Emergency Contact, but only one Primsry Contact
Add
Primary [ Work
Saefoct Hamo Ralationship Contact Mumbier Mumber Mobile
Mo resttts
oo

14
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Adding a Preferred Name

1) To add a Preferred Name, click the ‘Update’ button. Preferred Name is considered a

“Nickname”.

Basic Detads

\ Update

2) Leave the radio button defaulted when adding a new Preferred Name, then click

the ‘Next’ button.

=5 Grovp  Blmbo Bakeries USA

Mgt

3) Enter the Preferred Name, then click the “Next’ button.

g Bimbo Bakeres USA

4) Review the data for accuracy, then click the ‘Submit’ button.

Wy Personal Information: Reviev

asic Dotails

1 Bimbo Bakeries USA

5) The confirmation statement is displayed. Then click the ‘Return to Overview’ button.

- Confirmation

Your chanpes hawe bean apphad, ‘\

Returm (o Overview

15
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BakeriesUS&=

Updating Phone Numbers

1) To update phone numbers, click the “Update’ button.

Update

Home 123-345-6543
Mobids 123-5E5-5263

2) Current phone numbers are displayed.

=

S Fox Lntor

¢ s Baberes UNA

Type [

¢ % | 123-345-6543
~ [123-535-5283

AR Adeitlocd B

W . icon.

3) To delete a row, click the *

4) To add a new phone number, click the ‘Add Another Row’ button.

Delete

@

Type Number
[Home | v| | 123-345-6543

Add Another Row Jlﬁ/

5) In the drop-down list for “Type’ — select the applicable type of new phone number
and enter the number formatted as ###-###-HiHH.

Type Number Delete
amaalacl 1123 345 6543
Home
[ | W
Other t !
Work other Row |

6) When finished, click the “‘Next’ button.

Phane Humbers: Entir and Maintain

Type Humber Dedete

[home v 1m3ass65a3 | @

[FeabieTe] [ 123 525 520

Add Another Row

16
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7) On the ‘Review’ page, review the ‘Proposed’ column — this displays what number was
deleted and what number was added by displaying the “~’ beside the row.

8) After reviewing the data, click the ‘Submit’ button.

F | Inf ndlon: B
i Cance] rintable Fage Save For Later Back subenit
T ey O ;.,: Bimbo Brkerios SA
Phoise Niiidkens
Current Proposed
Home 123-345-6543 123-345 6543
Mobide 113-585-5163
Mabile 123-585-5263
Additiemal Inlormatis

Altnchnsents

Tk ppravers understand the feduest, you can alaCh Supperting document age i B0 TS adlied.
Wi P \

Caner] Printable Pasge Save lor Later Bt Submit

9) The confirmation statement is displayed, and then click the ‘Return to Overview’
button.

Confirmatian

Your changes have been appied / \

Retiin Lo Dverviiw

17
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Updating an Address

1) To update address, click the ‘Update’ button.

Main Adiress

Maln Address - This isusually yair 3ome Addrecs. However, If vour mad should be sent 5o Herent audress, Brter the Masling sddress as the Maw) Address, and add vour Home Bidress i (ne O A \

Upstat

o
Bo017
Adams

v Home Address

2) Toenter a new address, leave the radio button defaulted to ‘Enter a new
address if you have moved’ and click the “Next’ button.

Main Address: Choose Option
Cane] Nt
Enr lame Empioyes Humbes
0 a

P Bambo Bakeries USA

Madn Addrass - This i usually

el B Erier & new sddresa if you have moved

Canon] et

3) Upon entry to the new web page, all address fields will be blank
Note: the * * “ indicates the required fields

Main Address: Enter New Address

Employee Name
Organization Email Address
Enter the date your change takes effect. Select your country and enter your address.

* Indicates required field
= Effective Date [23-Feba017 | [

* Address Line 1 ’—
Address Line 2 ’—
Address Line 3 ’—

* City Q
sate |
= Zip Code ’7
County ’7

4) Enter the new information. Please only select Home or Mailing Address as the Type.

* Effective Date  [30-Feb-2017

* Type

Country |U

* Address Line 1 |1

Address Line 2 [Apt. 6C
Address Line 3 [ .

* City |Aurora

* State |ICU )

* Zip Code |BOO17
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BBU Employee Self Service

5) When finished entering the new information, click the “Next’ button.

Cancel Save For Later | Back . Next |

6) Atthe ‘Review’ page, ensure all information is entered correctly. If a data field
needs to be corrected, click the ‘Back’ button, fix the data, and then click the ‘Next’

button to review again.

Current

Effective Date 76-Sop- 2007
Country United States

Adddress Line 1

Adldlress Linie 3

up  Bimbo Bakeries USA

7) If data is correct, click the *Submit’ button

Printable Page ‘

| Cancel |

Save For Later .

Back | Submit |

8) A confirmation message will display. Click the ‘Return to Overview’ button

.~ Confirmation

Vour changes hive bean sppbed, A"

N

Return n Overvies

9) The new address information is now displayed;

Basin Address

Maln Address - Ths

ne 1123 Btate Streat
: ApL 6O

Ciy Awrora
te €O

fip Coda  BOOLY
1y Adans

Type Home Address

Update

19
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Adding Contacts

1) To add a new Contact, click the ‘Add’ button.

Emergency Lontacts

Primary Home Work
Seshect Bamee Relationship Contact Humber Humlbser Mobike

2) If this person is to be the first person contacted in case of emergency, check the ‘Primary
Contact’ box.

Group  Mimbe Rakeres USA

——p Dty ooioe @

3) Inthe General Information region, enter the applicable data.
Note: There are asterisks, * * *, that indicated required data fields
4) Review Main Address for Primary Contact.

Note: The ‘Main Address’ for your primary contact will default to your address.
If this is not the case, un-check the box and the Main Address region opens for

entry of a different address.

Main Address
vl Uise my address fior this person.
Phone Humbers

Typee  Number Dedete:

Add Another Row

6) If you are changing the Main Address for your primary contact, enter the required
information.

i Acklei
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7) Enter a phone number, number formatted as ###-###-####, where the contact can be
reached in case of emergency. When finished, click the “Next’ button.

N\

Carecie] Save For Later exk

8) Review the data entered. If a field needs to be corrected, click the ‘Back’ button.
Otherwise, if all data looks correct, click the ‘Submit’ button.

My Pesoiial Information: Review

m Printable Page Suve Far Later Back Sulamit

roup  Rimbo Bakeries USA /

Maintam Contact
contack

Prosfeisd
Relationship Type Cootact

First Mame Jotn
Last Hamo
Primary Contact
Reltionship Began On
Emergency Contact
Rixghbas With M ves

Phome

Progased
Mobile 215-555-6789

9) The confirmation page will appear. Click the “Return to Overview’ button.

- Confirmation

Yauie changes have been apped, \

Rl o Ohvisrview

10) The new Emergency Contact information is now displayed

Emergency Contacts

Enter or update information about people you want human relations to contact in the event of an emergency. You can designate more than one person as an Emergency Contact, but enly one Primary Contact.

Select Emergency Contact: = Update | | Remove i | | Add
Select Hame Relationship Primary Contact Home Number Work NHumber Mobile
® Smith, John Contact Yes 215-555-6789

11) To return to the main menu, click the ‘Home’ link. To logout, click the
‘Logout’ link.
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My Employment Information

Viewing Current Job Information

The “My Employment Information” page will show you:
Assignment Number

Department

Location

Manager

Years of Service

Company Email Address (if applicable)

O o o o o o

1) Click the link to “My Employment Information” to view.

Oracle Applications Home Page

Main Menu Workfist

Personalize Full List

From Type Subject Sent Due
There are no notifications in this view.
“TIP Vacation Rules - Redirect or auto-respond to notifications.

«TIP Worklist Access - Specify which users can view and act upon your notifications.

1= My Personal Information

'

2) After viewing the page, either click the “Home’ link to return to the Main Menu or
click the ‘Logout’ link if you wish to exit Employee Self Service.

N Havigatoer 9 Fagecing ¥ Dhagnostics Home Logout Prelersntes Halp

The following sectian displays the summary as of 1oday's date

Assignrmant Nurmber Department  Manofacturing Operations Contral
Location  Ohdaboma City OK Plant Manager  Nioodoff, Steve
vears of Service L26 Emad Address

For any further questions or concerns please contact your HR Business Partner or the GB Support Help Desk
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