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Purpose

This document is to list step by step on how to update Employee’s Basic Detail (Building,
Veteran status, Marital Status, phone numbers, address and emergency contacts), W4,
Nepotism, Direct Deposit, Personal Information Release Election and other Employee Info via
Oracle Employee Self Service.

Oracle Employee Self Service

1.0 Login

&
User Login to my.utrgv.edu using UTRGV login credential. Click the Oracle 24/7 =" )
icon located in the application pane.

2.0 Navigation
Once you are in Oracle, go to UTRGV Employee Self Service under Main Menu on your
left panel. Expand UTRGV Employee Self Service - Update Functions=> Select the
function you intended to update, e.g. Personal Information.

Enterprise Search |Al| |

Oracle Applications Home Page

Main Menu ~
Personalize
7 EiS Self Service Time

] Faculty/Assistantships PAF

B D umrev Employee Self Service
Notifications
Saved for Later Inbox
O utrev Employee Self Service
Main Menu
E Update Functions

= Personal Information
="

Nepotism
= pirect Deposit

UTRGV Personzl
Information Release Eledtion

Other Employee Info
= B genefits
Employee Benefits
Manage Dependents
= (3 other Functions v
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3.0 Employee Personal Information Update
3.1 Update Basic Details
Employee will be able to update Veteran Status, Marital Status, Building and Room
3.1.1 Click “Update” under Basic Detail.

ORACLE" update Functions

M Navigator ¥ B¥ Favorites v Home Logout Preferences Help

Personal Information

Emplayee Name LastName, First Name Employee Number 600X
Organization Email Address Name@utrgv.edu VETS 100 Not a Veteran
Building EMASS Room 3142

Maryalice Shary Shivers Building

To update Building Location or Veteran Status, click the "Update" button under the Basic Details section below.
Basic Details

Please visit HR Office to make name changes

Full Name | ast Name. First Name /

Marital Status Married
Date of Birth DD-MMM-YYYY
Sodial Security  XXK-XX-XXXX
Employee Number GOOXXXXXXX
Organization Email Address Name@utrgv.edu

Update

Phone Numbers

“TIP Please do not delete any entries. The phone number should be entered in the following format 956-111-1111¢". The field can
only contain numbers or hyphens. Do not enter N/A, None, or any notes.
Work Phone Number is the Main phone number for the UTRGV depal 1ployee works. Work Secondary Number is the
Desk / Office UTRGV Phone number for employee. Work Fax is the Fax phone number for UTRGV department where employee works.

Home 9568 °
Work 956 ###-#HERE (2
Work Secondary  gng. s Lo

3.1.2 The system will bring you to the next page.

ORAC'_G, Update Functions

M Navigator ¥ B Favorites w Home Logout Preferences Help

Basic Details: Choose Option

Employee Name Last Name, First Name Employes Number SODMIKIOOXK
Organization Email Address Name@utrgv.edu VETS 100 Not a Veteran
Building EMASS Room 4323

Maryalice Shary Shivers Building
This is a transitional screen. Mo option is available. Please click the NEXT button to proceed.

O Correct or complete the current details.
@® Enter new information because of a real change to the current details (e.g. because of a change in marital status)

Home Logout Preferences Help

Privacy Statement Copyright (c) 2006. Oracle. Al rights reserved.

3.1.3 Click “Next”
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3.1.4 System will bring up the following page:
ORACLE" update Functions

i Navigatorv % Favorites v Home Logout Preferences Help

Basic Details: Update Information

Cancel Save For Later Back Next

Employee Name  Last Name, First Name Employee Number  gooXXXXXXX
Organization Email Address Name@utrgv.edu

* Indicates required field

Effective Date 09-May-2016 (&)
Title Mr
First Name First Name
Middle Name
Last Name LastMame
Suffix (&

Preferred Name (i)
Previous Last Name (i)
Prefix (i)
To change existing veteran status information, delete the current value, click the search icon and
then click "Go" to view and select from the list of available statuses.

VETS 100 Mot a Veteran Q

Employee Number S00XXXXXXX
Social Security  XXX-XX-XXXX
Date of Birth DD-MMM-YYYY

Gender Male
Change of Marital Status is only demographic update. Tax Status & Benefit Dependent Updates
require different changes through "Tax Form (W4)" & "I D fi i

Marital Status  |Married
Organization Email Address boon.ong@utrgv.edu

To change the existing building infor ion, delete the current value, click the search icon and
then click "Go" to view and select a value from the list of available building codes.

Building |[EMASS Q
Maryalice Shary Shivers Building

Room |3142

Click the "Next" button to proceed with your changes.

Cancel Save For Later Back Next

Home Logout Preferences Help

Gopyright (c} 2006, Oracle. All rights reserved

Privacy Statement

3.1.5 To change the existing Veteran Status information, delete the current values,
click the Search icon () located right of the “VETS 100 field and then click
“GQO” to view and select from the list of available status.

3.1.6 To change the Marital Status, select the updated status from the dropdown

list.
NOTE: Change of Marital Status is only demographic update. Tax status and

benefit dependents updates require changes using “Tax Form (W4)” &
“Manage dependents” functions.
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3.1.7 To change the existing building information delete the current value, click the
Search icon (4) and then click “Go” to trigger the list of building codes, select
a value from the building codes list displayed.
NOTE: You may use wild card search character “%” if you are not sure the

exact building code. Building code in Edinburg campus start with E%, B% for
Brownsville, and H% for Harlingen.

Search and Select: Building

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |Bui|ding I%ES ﬂ
Results
Select Quick Select Building Description

O —-‘;.! ECESS Community Engagement & Student Success
@] it ESCNE Science Building
O e ESOCC Soccer and Track & Field Complex
@] it ESRAX Sugar Road Annex
@] =3 ESSBL Student Services Bldg
O /' = ESTAC Student Academic Center
@] it ESTHC Student Health Center
O = ESTUN Student Union
@] = ESWKH Southwick Hall

< >

3.1.8 Click “Quick Select “ (%) to proceed with your changes.
3.1.9 The system will bring up a new page. Click “Next “to review changes

ORACLG‘ Update Functions

M Navigator v B2 Favorites Home Logout Preferences Help

Personal Information: Extra Information

Cancel Save For Later | Back | Next |

Employee Name Last Name, First Name Employee Number §O0XXXXXXX
Organization Email Address Name@utrgv.edu

Extra Information

Select Status
Go to the next page to review your changes.

Cancel Save For Later Back Next

Home Logout Preferences Help

Privacy Statement Gopyright (c) 2006, Orade. All rights reserved
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3.1.10 Updated information will be marked by a blue dot next to it. Review your
updated information. If the information is correct, click “Submit” button to
apply your changes or the “Cancel” button to cancel the transaction.

ORACLE, Update Functions

n Navigator v B Favorites v Home Logout Preferences Help

Personal Information: Review

| Cancel | ‘ Printable Page | | Save For Later | | Back ‘ ‘ Submit ‘
Employee Name Last Name, First Name Employee Number  600X000000X
Organization Email Address Name@utrgv.edu
@ Indicates Changed Ttems.
Please review and click the "Submit" button to apply your changes or the "Cancel” button to cancel the transaction.

Basic Details
Current Proposed
Full Name  Last Name. Name Last Name. Name
Employee Number s00:00000c LDl esveved
Marital Status  Married Married
Room 122 122
Building Emass ESSBL @
VETS 100 Mot a VWeteran Not 2 Weteran
Effective Date 0%-Mzy-2016 03-May-2016 @

Additional Information

Cancel ‘ ‘ Printable Page | | Save For Later | | Back ‘ ‘ Submit

Home Logout Preferences Help

Privacy Statement Copyright (o) 2006, Oradle. All rights reserved

3.1.11 Once you click “Submit”, the system will bring up a confirmation page.

ORACLE" update Functions

M Navigator v B Favorites v Home Logout Preferences Help

Your changes have been applied.

' Return to Overview

Home Logout Preferences Help
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.
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3.2  Employee Phone Number Update

3.2.1 If youwish to update your phone numbers, click the “Update” button under
Phone Numbers section.

ORACLE, Update Functions

n Navigator v B Favorites v Home Logout Preferences Help

Personal Information

Employee Name Last Name, First Hame Employee Number GO0XKXXXXX
Organization Email Address Name@utrav.edu VETS 100 Not a Veteran
Building EMASS Room 3142

Maryalice Shary Shivers Building

To update Building Location or Veteran Status, click the "Update” button under the Basic Details section below.
Basic Details

Please visit HR Office to make name changes

Update
Full Name | ast Name. First Name
Marital Status Married
Date of Birth DD-MMM-YYYY
Sodial Security  }OOC-XK-XXHX
Employee Number  §OOXXXXXXX
Organization Email Address Name@utrgv.edu

Phone Numbers

T————{ update
“TIP Please do not delete any entries. The phone number should be entered in the following format 956-111-1111¢%. The field can
only contain numbers or hyphens. Do not enter N/A, None, or any notes
Work Phone Number is the Main phone number for the UTRGY loyee works. Work Secondary Number is the
Desk [ Office UTRGV Phone number for employee. Work Fax is ﬂ'ie Fax phone nllmherfnr UTRGV department where employee works.

Home 956 fE# 2
Work 9564 g (O
Work Secondary o5 s s 0

3.2.2 Update your phone number in the following format 956-111-1111. Do not
enter “N/A”, “None” or any notes.

NOTE: Work Phone number is the Main phone number for the UTRGV
department where employee works. Work Secondary Number is the Desk or
Office UTRGV phone number for employee.

ORACLE" update Functions

N Navigator v B2 Favorites v Home Logout Preferences Help

Phone Numbers: Enter and Mai

Cancel I Save For Later | Next |

Employee Name Last Name, First Name Employee Number 6003000000
Organization Email Address Name@utrgv.edu

Type Number

TT—

#ae pee pees

PR
Add Another Row

Cancel Save For Later Next

Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.
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3.2.3 Once the information has been updated, click “Next”. The system will bring
up a new page (same as 3.1.10) and then let you preview the changes. If
information is correct, click “Submit” and a confirmation page will be
displayed (see 3.1.11).

3.3 Employee Address Update

To update address, click the “Update” button under Main Address section on the
same Personal Information page and click “Next”.

C L&’ update Functions

n Navigator v B2 Favorites v Home Logout Preferences Help

Main Address: Choose Option

Employee Name  Last Name, first Name Employee Number BODXOOOMM
Organization Email Address ~Name@utrgv.edu
This is a transitional screen. Mo option is available. Please click the NEXT button to proceed.

(O Correct or amend this address.
@® Enter a new address if you have moved.

Home Logout Preferences Help

Privacy Statement Copyright () 2006, Cracle. All rights reserved.

3.3.1 Enter you home address following instructions below
= Fields marked with * are REQUIRED.
* Address should be entered using mixed case.
* Address Line 1 - Street address or your P O Box
* Address Line 2 - Apartment number if P O Box or Route is entered in
Address Line 1.

3.3.2 Click “Next” to preview changes. Follow steps 3.1.10 to 3.1.11 to complete
your change.

ORACLG. Update Functions

M Navigator v B Favorites v Home Logout Preferences Help

Main Address: Enter New Address

Cancel [ Save For Later | | Batil_; ] Na_({ l
Employee Name Last Name, First Name Employee Number 600XXXXXXX /

Organization Email Address Name@utrgv.edu

The change is effective the date of entry. Select your country and enter your address.
* Indicates required field

Effective Date 09-May-2016
Type Home &

Country United States
US Address Style

* Address Line 1 I
Address Line 2 ]
Address Line 3 ]
* City Q
state [
* Zip Code r—
County l—

| cancel | [ save For Later | [ Back | [ Next |

Home Logout Preferences Help
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.
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3.4 Employee Emergency Contact Update/ Add

3.4.1 To update current emergency contacts, click the “Update” button under the
Emergency Contact on the same Personal Information page. In the event of
an emergency, Human Resources will contact your primary contact first. You
can add secondary contact by click the “Add” button after the primary
contact is added.

Emergency Contacts
Enter or update information about people you want human resources to contact in the event of an emergency. You can designate more than one person as an
Emergency Contact, but nnlw:;nmary Contact.
Select Emergency Contact: pdate | | | Add
Select Name Relationship Primary Contact Home Number Work Number Mobile Pager
® contactname &

Home Logout Preferences Help

3.4.2 Enter the general information of the contacts e.g. Firstand Last name, Email
Address, Relationship (select from the pull down list) and Relationship Start
Date. Check the “Primary Contact” box if this person is your primary contact.
If the person is a secondary contact, leave the box uncheck.

3.4.3 Under “Main Address” section, if the contact’s address is the same as your
address, check the box for “use my address for this person”. Otherwise enter
the contact’s address.

3.4.4 Under “Phone Number” section Enter the emergency contact phone number.

3.4.5 If youare updating a new phone number for an existing contact, click the
“Delete” [ ) to clear existing number before you enter the new number.

Filename: HT- ESS_Employee Self Service User Guide v10 Page 10 of 44
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3.4.6 Youcan add an additional phone number for the same contact by clicking the
“Add another Row” button.

ORACLE’ update Functions

M1 Navigator v & Favoriles v Home Logout Preferences Help

Emergency Contact: Update
Cancel \ Save For Later }Legti]

Employee Name  Last Name, First Name Employee Number  SOOXXXXXXX
Organization Email Address Name@utrgv.edu

Use this page to provide emergency contact information. In the event of an emergency, HR tries to reach your Primary Contact first.
* Indicates required field

_ General Information

Title v
ArstName [

Middie Name

[

* Last Name |
suffix [ o)

[

[

[

Prefix

Email Address
* Relationship

* Relationship Start Date =

8- Aov-201€)

(] Primary Contact &)

- Main Address.

[CJuse my address for this person.
Effective Date 09-May-2016
Tyee | ]
Country l E’

US Address Style
* Address Line 1 [
Address Line 2 [
Address Line 3 {
- aty
* State
Tesas
* Zip Code

* County

Hadaigo

Context E

Phone Numbers

Type Number Delete
|

Home Logout Preferences Help

Cance] | | Save For Later | | Next |

Privacy Statement Copyrght (c) 2000. Oracle. Al rights reserved
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3.4.7 Once all the information has been updated, click “Next”. You will be directed
to a “Review” page. Please review and click “Submit “button to apply your
changes or the “Cancel” button to cancel your update.

ORACLG, Update Functions

N Navigator ¥ B Favorites » Home Logout Preferences Help

Personal Information: Review

| cancel | | Printable Page | ‘ Save For Later | | Back | | Submit |
Employee Name last name, First Name Employee NUumber gnoxxxxxxXX
Organization Email Address Name@utrgv.edu
@ Indicates Changed Items.
Please review and click the "Submit"” button to apply your changes or the "Cancel” button to cancel the transaction.

Maintain Contact

Contact
Current P
Relationship Type Relationship Relationship
Title Mr Mr
First Name FirstName First Name
Last Name LastName LastName
Primary Contact "0 Yes @
Relationship Began On DD-MMU-YYYY DD-MMM-YYYY
Resides With Me
Phone
Current Proposed
Work s s sins O s

Additional Information

Cancel | | Printable Page | ‘ Save For Later | | Back | | Submit

Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Orace. All rights reserved.

3.4.8 A confirmation page will be displayed (see 3.1.11)
3.4.9 Toadd anew contact, click the “Add” button (see 3.4.1).

3.4.10 A new page be displayed. Use this page to select and update an existing
contact or enter a new contact record. To enter a new contact, click
“Continue” without selecting an existing contact from the list.

ORACLE update Functions

N Navigator v B Favorites v Home Logout Preferences Help

Existing Contacts: Choose

Gancel | [ continue |
Employee Name  Last Name, First Name Employee Number 6003000000

Organization Email Address ~ Name@utrgv.edu

Use this page to select and update an existing contact, or enter a new centact. To enter a new contact, click Continue without selecting an existing contact from the
list.

Primary

Select Name Relationship Contact
O
O
O

Home Logout Preferences Help

3.4.11 Repeat steps 3.4.2 to 3.4.8 to finish up your new contact.
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4.0 Employee IRS W-4 Form Update

41 To update IRS W-4 tax form, click the W4 function (Fw= ) under the Update
Functions (see 2.0)

4.2 The system will display your current W-4 information. If you wish to update, click
the “Update” button.

ORACLE, Update Functions

" Navigator v B2 Favorites v Home Logout Preferences Help

Tax Form

Employee Name  Last Name, First Name Employes Number  &003000000¢
Organization Email Address Name@utrav.edu

Use these pages to update tax withholding information.

Federal Information

Federal W-4 Form

The change entered to the TRS Form W-4 may not be reflected in the current month's payroll.
Filing Status ~ Married
Allowances 1
Additional Amount Withheld

Federal Income Tax Exempt  No

Home Logout Preferences Help

Privacy Statement

Copyright (c) 2008, Oracte. All rights reserved.

4.3 Onthe next page, you can update your Filing Status, Allowances and Additional
Amount withheld.

4.4 If your last name is different from what it shown on your social security card, check

the “Last Name different” box. You have to call 1-800-772-1213 for a new card.

4.5 If your status change to exempt from withholding, check the box next to “Exempt”
under Exempt from Withholding section.

Filename: HT- ESS_Employee Self Service User Guide v1 0 Page 13 of 44
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4.6 After all information is updated, check the box next to “I Agree” to certify your
change. Click “Continue”

ORACLE. Update Functions

M Navigator ¥ B Favorites v Home Logout Preferences Help
Update Tax Form: Federal W-4 Form
Employee Name Last Name, First Name Employee Number  600X000XXX

Organization Email Address Name@utrgv.edu
The IRS Federal W-4 Form(PDF) 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.
Filing Status Osingle
® Married
(O Married, but Withhold at Higher Single Rate
Allowances @D
Additional Amount Withheld )
Last Name Different

If your last name differs from that shown on your sodial security card, check here. You must call 1-800-772-1213¢® for a new card.
[JLast Name Different

1 daim exemption from withholding for 2016, and I certify that I meet BOTH of the following conditions for exemption:

Last year I had a right to a refund of ALL Federal income tax withheld because I had NO tax liability AND
This year I expect a refund of ALL Federal income tax withheld because I expect to have NO tax liability.

If you meet both conditions, check 'EXEMPT":
[J Exempt

Under penalties of perjury, I declare that I have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete.
_DI Agree

4.7 Youwill be able to review your changes on the next page. Verify if all information
updated is correct, click “Submit” to complete your change, if not you can “Cancel”.

4.8 The changes enters to the IRS Form W-4 may not be reflected in the current month’s
payroll. You may contact Human Resources for detail.
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5.0 Employee Nepotism Update

5.1

52
5.3

Filename:

Al UTRGYV employees are subject to report any UTRGV employee or member of the
UT Board or Regents who is related to you or your spouse within the defined
degrees or relationship on the UTRGV Nepotism form. The Nepotism rule applies to
all UTRGV employees including full time, part-time, temporary, direct wage, or
work study employees, regardless of source of funding.

ORACLE" update Functions

n Navigator v B2 Favorites v Home Logout Preferences Help

Nepotism: Special Information

[Gonee ] [t

Employee Name Last Name, First Name Employee Number 600
Organization Email Address ~Name @utrgv.edu XXX

In accordance with the R ts' Rules and Regulati Rule 30106 and the Handbook of Operation Procedures, Section 4.1.1, UTRGV is required to identify and report
certain situation involving the appointment of relatives. Regardless of where they work within UTRGV, you are subject to report any UTRGV employee or member of the UT
Board or Regents who is related to you or your spouse within the defined degrees or relationship in the UTRGV Nepotism form.

The Nepotism rule applies to all UTRGV employees including full time, part-time, temporary, direct wage, or work study employees and regardless of source of funding. Each
response will be reviewed for supervisor/subordinate circumstance. It is MANDATORY that all UTRGV employees complete and submit this form.

To create Annual Certification, click "Create”.

UTRGV Nepotism
Create
Select Status  Certification Date Legal Name of Relative Relationship Degree of Relationship Department Division

‘When complete, dick "Next" to proceed.

Cancel M

Home Logout Preferences Help

Privacy Statement Copyright (¢} 2004, Oracle. Al rights reserved.

To create Annual Certification, click “Create”.

The system will bring out a new page of info needed for Nepotism for entry. To
complete fields, click the Search icon (* ) and select from the list of values. All field
indicated with * are REQUIRED and need to be completed.

ORAC Le, Update Functions

™ Navigator ¥ BF Favorites v Home Logout Preferences Help

UTRGV Nepotism

Apply

Last Name, First Employee Number  60oXXXXXXX

Employee Name Name

Organization Email Address
Please fill the information requested below for all UTRGV employee or member of the UTRGV Board of Regents who is related to you or your spouse.

NOTE: If no relationship exists, you must provide the required information and apply your changes.

* Related to UTRGV Employee Q
Legal Name of Relative
Relationship Q,
Degree of Relationship
Department
Division

Certification Date 09-May-2016
* I certify all statements made are true and correct to the best of my knowledge Q

pPpp p

Home Logout Preferences Help
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.
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5.3.1 Related to UTRGV Employee.
Select “Y” for Yes or “N” for N

Search and Select: Related to UTRGV Employee

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By IReIated to UTRGY Employee | Go
Results
Select Quick Select Related to UTRGV Employee Description
® 2] N NO
i3 Y YES

Cancel Select

5.3.2 Legal Name of Relative
Click the “ icon, type in “ % Last name %First name”, a list of value will show

the search results. Select the name and click the “Select” button.

Search and Select: Legal Name of Relative S

Cancel Select

/

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |Lega| Name of Relative |%a Go
Results
<) Previous Il-lD [~] Next 10 ¢
Select Quick Select Legal Name of Relative Description
® f; AAAA, Mr Assignment Set 70005423 v
< >
#100% ~

5.3.3 Relationship
Click the “A icon, type in “ %relationship e.g. spouse, mother, etc.” and select
from the search results relationship applicable and click the “Select” button.

Search and Select: Relationship

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |Relationship |%brother Go
Results
Select Quick Select Relationship Description
O = Brother Brother
O = Brother-In-Law Brother-In-Law

Cancel Select

Filename: HT- ESS_Employee Self Service User Guide v1 0 Page 16 of 44
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5.3.4 Degree of Relationship
Click the “ icon, type “%” and select from the list of values showed. Click

the “Quick Select” (-* ) button.

Search and Select: Degree of Relationship

Cancel Select
Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |Degree of Relationship| V| |% Go

Results

Quick Degree of

Select Select Relationship Description
O ,; 1st Degree by Blood |Your Father, Mother, Brother, Sister, Daughter
= 1st Degree by Your Spouse, Spouse's Father, Mather, Brother, Sister, Son, Daughter
= Marriage
@] ,; 2nd Degree by Blood Your Grandfather, Grandmother, Uncle, Aunt, Niece, Nephew, 1st Cousin, Grandchild
@) = 2nd Degree by Your Spouse's Grandfather, Grandmother, Uncle, Aunt, Niece, Nephew, 1st Cousin, Grandchild

= Marriage
3rd Degree by Blood  Your Great Grandfather, Great Grandmother, Great Uncle, Great Aunt, Great Niece, Great
= MNephew, 2nd Cousin, Great Grandchild

Cancel Select

5.3.5 Department and Division
Click the “ icon, enter a value in the text field and select from the lists of
values showed.

5.3.6 I certify all statements made are true and correct to the best of my

knowledge.
Select “Y” then click the “Select “button.

Search and Select: | certify all statements made are true and correct to the best of my knowledge

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |I certify all statements made are true and correct to the best of my knowledge| | | Go
Results
Select Quick Select I certify all statements made are true and correct to the best of my knowledge Description
® i3 Y Yes

Cancel Select

5.4 The system will bring you back to the same screen as in 5.2. Click “Next” to proceed.
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5.5 Youwill review the information on the next screen, if changes are needed, click
“Cancel”. If all information is correct, click “Submit”.

ORACLE" update Functions

N Navigator v BE Favorites v Home Logout Preferences Help

Nepotism: Review

| cancet | | Printable Page | | Submit |

Employee Name Last Name, First Name
Organization Email Address Name@utrgv.edu

Review information to be submitted. If changes are needed, dick 'Cancel'. If information is correct, dick "Submit'.
@ Indicates Changed Items.

Employee Number g0 0x00000¢

Special Information Types
UTRGY Nepotism

Proposed
Related to UTRGV Employee N
Certification Date 09-May-2016
I certify all statements made are true ¥
and correct to the best of my knowledge

Cancel | | Printable Page | | Submit

Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All rights resenved

5.6 A confirmation screen will be showed. Click “Return to Overview” to complete
your change.

E' Update Functions

M Navigator v B Favorites v Home Logout Preferences Help

Your changes have been applied.

( Return to Overview

Home Logout Preferences Help

Privacy Statement Copyright (c) 2006. Oracle. All rights reserved.
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6.0 Direct Deposit

This function allows UTRGV’s employee salary to be deposited directly into one or more

designated bank account(s) provided by employees. Employees can choose to distribute

their salaries by a set monetary amount or a percentage into different specified accounts.

NOTE: The terms Payment Method and Direct Deposit are used interchangeably
throughout this document. They mean the same thing,

6.1 Create Initial Direct Deposit Record

6.1.1 Please make sure you have your bank Account Number and your bank
Transit Number (also known as Routing Number) before logging into Oracle.
This information can be found on your personal check or saving deposit slip.
See below for examples.

Sample Check

Voided Check

| AcCCOUNT NAME | 0123
:-;i'-:'r‘!"i_:.-'-‘ﬂ'- F l; 11 -FRAEMITAR
[ R
——
! " oy | %
e L LTS
I HANK MARMME I
:';r-'r-l.::ﬂ;H Falz]
LODOW23AILSEETEY D2ALSETE9D 23 D&

L 1 | +—t T i
Transit cocoun Check
Code MNumber Mumber

Sample Savings Deposit Slip

Deposit Slip Sample

[accounT NamE |

) e

CITY, STATE JF
€ |
- | N
L]
€
DATE sl I
OEMTIS PS MAY WD T B AvALASCE PO NBAESEATE W T A
Cehewm e TOTE
S O Tl e

= G FEME. B O WL F T E
[BANK MAME |

CITY, STATE AP

$ i
NOW2ILSETENY DM2ILSETAS9D L 2 3
t 1
- i . }
Transit Account
Code Number
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6.1.2 To create a direct deposit for the first time, click “Add Deposit Payment”.
You will need to provide details of Account Name, Account Type, Account
Number, Transit code, Bank Name and Bank Branch. If adding one for the
second time, skip to 6.2.

ORACL_& update Functions

N Navigator v @ Favorites v Home Logout Preferences

Manage Payroll Payments: Define Payments

Cancel | | Continue |
Employee Name Doe, John Organization Email Address  iehn.doel1@utrgv.edu
Need help? Click here for training manual
Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.

* Indicates required field

- Employee Payments
Add Deposit Payment |
Payment Account Account Amount
Priority Type IAT Type Number Type * Amount Currency Update Delete
You will be paid by check until you specify how you wish to be
paid.

Cancel Continue

6.1.3 Youwill need to enter all fields listed below:
= Account Name - Enter your name as it appears on your Oracle employee
record in the following format: Last Name, First Name
= Account type - Select Checking or Savings account
* Account Number - Enter your bank account number
* Transit Code - Enter the transit code provided by your bank
* Bank Name - Enter your bank name
* Bank Branch - Enter the city of your banklocation
6.1.4 After verified and confirmed information entered is correct, click the
“ Apply” button. This will not save your information. You will need to
navigate to 2 other pages before the payment method is saved to your record.

(@) C & 'update Functions

f1 Navigalor v % Favorites ¥ Home Logout Prelerences

’ Update Deposit Payment

Cancel | | Apply
Employee Name Doe, John Organization Email Address iohn.doe01@utrgv.edu
Need help? Click here for training manual

* Indicates required field

¥ TIP This payment Is used to handle any pay remaining after all other payments have been made.
Payment Method  UTRGV Direct Deposit O Intemational ACH Transaction (IaT) &)
* Account Name Doe, John -1 * Transit Code 111000025 €= V.
* Account Type | Checking _A.,&E?ET‘L,', - * Bank Name (Bank of America +— V-
* Account Number 0000001111111 - . * Bank Branch |City +— vi.

Gone
Home Logout Preferences

i Privacy Statement Copyright (c) 2008. Oracle. Al rights reserved
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Click the “Continue” button to proceed.

ORACL_E& update Functions

n Navigator v % Favorites v Home Logout Preferences
Manage Payroll Payments: Define Payments

Cancel | | Continue |

Employee Name  Doe, John Organization Email Address iohn.doe01@utrgv.edu
Need help? Click here for tralning manual

Use these pages to specify how you wish to be pald. Click Continue to proceed to submit your changes or Cancel to return without change.

Indicates required field

_Add Deposit Payment |
Priority Payment Type IAT Account Type Account Numb Type b Currency Update Delete
1 Deposit O Checking Account 00000011111111 Remaining Pay US Dollar 7 g

| Cancel I Continue I
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6.1.5 When the Review page is displayed, make sure to review your information
and the disclaimer carefully. Updated information will be marked by a blue
dot next to it. The “I Certify” checkbox will already be checked for you. If
the information is not correct or you wish to make any other changes, click
“Back” to return to the previous page. If information is correct and you have
reviewed and understand the disclaimer, click “Submit”.

ORACL € update Functions

n Navigator ¥ B Favorites v Home Logout Preferences Help
Review
Cancel Printable Page Back Submit
Employee Name  Doe, John Employee Number GQO***asss
Organization Email Address  john.doe01@utrgv.edu
@ In ms,

Current Proposed
Priority 1g
Payment Type Deposit g
‘Currency US Dollar g
Amount Remaining Pay g
Account Name Doeg, John g
Account Type Checking Account
Account Number 0000001111111 ¢
Transit Code 111000025 g
Bank Name Bank of America g
Bank Branch City o

Additional Information

1 certify I have read the information below.

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSIT
PLEASE READ CAREFULLY

Prior to entering your direct deposit information you will need to have the name of the Financial Institution, Account Number
and Routing Number.

Direct deposit for checking andfor savings may be established with different institutions and/or accounts.

The direct deposit information provided is canfidential and is needed to process the direct deposit. The information will be used
to process payment data from the UNIVERSITY to the financial institution and/or its agent. Failure to provide the requested
information will affect processing and will delay or prevent the receipt of payments through the Direct Deposit program.

Date of entry will determine the effective date of direct deposit. Verification of your direct deposit data on Self Service is
recommended on pay day. Please note: The payment method will be cancelled if not accepted by the Financial Institution.

INFORMATION FOUND ON CHECKS

The information needed to complete this form is printed on your checks. It is the employee's responsibility to verify the data
with the financial institution.

SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Joint account holders should be advised that upon the death of an employee, funds deposited after the death of the employee
will be returned to the UNIVERSITY. The UNIVERSITY will then process the payment made payable to the Estate via a payroll
check.

CANCELLATION

The agreement represented by this authorization remains in effect until canceled by the employee or by the death of the
employee or legal incapacity of the employee. In addition, this direct deposit autharization will be canceled if for any reason the
Financial Institution returns the funds to the UNIVERSITY.

Any interruption in employment may affect your direct deposit information. It is the employee's responsibility to verify direct
deposit information upon returning to employment to determine if a new authorization may be required.

Posting of direct deposits may vary from bank to bank. You will need to check with your bank to determine what time of the day
your funds will be deposited. Earning Statements may be accessed through Oracle Employee Self Service at Oracle 24/7. This
service enables employees to know what is being submitted to their bank.

This agreement authorizes the University to reverse a deposit made in error. This form only authorizes the University to reverse
a deposit; the University is not authorized to remove any other funds from your account. If the direct deposit is returned the
direct deposit authorization will be terminated. If you have any questions, please contact Human Resources at (9056) 665-2451.

Cancel Printable Page Back
Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All ights reserved
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You will receive a confirmation page and your direct deposit record is saved.

ORACLG’ Update Functions

M Navigator v B Favorites v Home Logout Preferences Help
Your changes have been applied.
[ Return to Overview

Home Logout Preferences Help
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.

6.2  Create an Additional Direct Deposit Record

6.2.1 To add additional direct deposit, click “Add Deposit Payment”. You will
need to provide details of Account Name, Account Type, Account Number,
Transit code, Bank Name and Bank Branch of your second direct deposit
account.

ORACL_& Update Functions

n Navigator v @ Favorites ¥ Home Logout Preferences

Payroll Payments: Define Payments

Cancel Continue
Employee Name  Doe, John Organization Email Address john.doe01@utrgv.edu
Need help? Click here for training manual

Useginsenagesﬁof%edfvhowyouwld:hobeuld.dld(OonUnuewnmosedmwbnitmrdmmswamdmmquwnbwtdtwu
* Indicates required fiel

Employee Payments

Add Deposit Payment |
Priority  Payment Type IAT Account Type Account Numb Type 5 Currency Update Delete
1 Deposit [0 Checking Account 00000011111111 Remaining Pay US Dollar V4 m

Canoe!_J |_Continue

6.2.2  Youwill need to enter all fields listed below:
* Amount Type - Select Monetary or Percentage
* Account Name - Enter your name as it appears on your Oracle employee
record in the following format: Last Name, First Name
= Account type - Select Checking or Savings account
* Account Number - Enter your bank account number
* Transit Code - Enter the transit code provided by your bank
* Bank Name - Enter your bank name
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* Bank Branch - Enter the city of your bank location

ORACL_E uUpdate Functions

n Navigator v @ Favorites ¥ Home Logout Preferences
Add Deposit Payment

Cancel Add Another | | Apply

Employee Name Doe, John Organization Email Address  iohn.doe01@utrgv.edu

Need help? Click here for training manual
* Indicates required field
Payment Method UTRGV Direct Deposit

O Intemational ACH Transaction (1aT) &
Currency US Dollar

T * Account Number [1100000000000056 <= V.
Amount Type —
. Y. (Percentage T I * Transit Code [111000025 <«—VI.
Amount |5p Pu—R
* Bank Name |Bank of America «— vii.
* Account Name [Doe, John - jii. —

* Bank Branch |City <= viii.
* Account Type | Checking Account ¥ fe— iv.

Cance!_} Add Another |

6.2.3 Verify information entered is correct, then click “ Apply” and system will
bring you to the next page to set account priority.

6.2.4 To change the Priority, simply change the number assigned to each deposit
payment record and click “Continue”.

ORACL_& update Functions

1 Navigator v B2 Favorites v Home Logout Preferences

Manage Payroll Payments: Define Payments

Cancel Continue

Employee Name Doe, John Organization Email Address  john.doe(d@utrav.edu

Need help? Click here for training manual

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

Employee Payments

Sort By Priority | Add Deposit Payment |

Priority  |Payment Type IAT Account Type Account Number Amount Type *Amount Currency Update Delete
1 Deposit O Checking Account 1100000000000056 Percentage ¥ 50.0 us Dollar 7 @
2 Deposit [0 Checking Account 0000011111111 Remaining Pay US Dollar _/ ﬁj

Cancel Continue

6.2.5 Updated information will be marked by a blue dot next to it. Review all your
information and the disclaimer carefully on the Review page. The “I Certify”
checkbox will already be checked for you. If theinformation is not correct or
you wish to make any other changes, click “Back” to return to the previous
page. If information is correct and you have reviewed and understand the
disclaimer, click “Submit”.
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| ORACL_E update Functions

Review

Home Logout Preferences Help

Employee Name Doe, John

5 Changed ltems.

Priority
Payment Type
Currency
Amount Type
Amount
Account Name
Account Type
Account Number
Transit Code
Bank Name
Bank Branch

Current
Priority 1
Payment Type Deposit
Currency US Dollar
Amount Remaining Pay
Account Name Doe, John
Account Type Checking Account
Account Number 0000001111111
Transit Code 111000025
Bank Name Bank of America
Bank Branch City

Organization Email Address iohn.doed1@utrqv.edy

Cancel | | Printable Page | [ Back | [ Submit |
Employee Number 600"******

Proposed

lo

Depositg

US Dollar g
Percentage o

S0g

Doe, John g
Checking Account g
1100000000000056
111000025 g

Bank of Americag
Gtyg

Proposed

20

Deposit

US Dollar
Remaining Pay
Doe, John
Checking Account
00000011111111
111000025

Bank of America
Gty

_ Additional Information

IB 1 certify I have read the information below. l

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSIT
PLEASE READ CAREFULLY

and Routing Number.

INFORMATION FOUND ON CHECKS

with the financial institution.
SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Prior to entering your direct deposit information you will need to have the name of the Financial Institution, Account Number

Direct deposit for checking and/or savings may be established with different institutions and/or accounts.

The direct deposit information provided is confidential and is needed to process the direct deposit. The information will be used
to process payment data from the UNIVERSITY to the financial institution and/or its agent. Failure to provide the requested
information will affect processing and will delay or prevent the receipt of payments through the Direct Deposit program.

Date of entry will determine the effective date of direct deposit. Verification of your direct deposit data on Self Service is
recommended on pay day. Please note: The payment method will be cancelled if not accepted by the Financial Institution.

The information needed to complete this form is printed on your checks. It is the employee's responsibility to verify the data

Joint account holders should be advised that upon the death of an employee, funds deposited after the death of the employee
will be returned to the UNIVERSITY. The UNIVERSITY will then process the payment made payable to the Estate via a payroll
check.

CANCELLATION

The agreement represented by this authorization remains in effect until canceled by the employee or by the death of the
employee or legal incapacity of the employee. In addition, this direct deposit authorization will be canceled if for any reason the
Financial Institution returns the funds to the UNIVERSITY.

Any interruption in employment may affect your direct deposit information. It is the employee's responsibility to verify direct
deposit information upon returning to employment to determine if a new authorization may be required.

Posting of direct deposits may vary from bank to bank. You will need to check with your bank to determine what time of the day
your funds will be deposited. Earning Statements may be accessed through Oracle Employee Self Service at Oracle 24/7. This
service enables employees to know what is being submitted to their bank.

This agreement authorizes the University to reverse a deposit made in error. This form only authorizes the University to reverse

a deposit; the University is not authorized to remove any other funds from your account. If the direct deposit is returned the
direct deposit authorization will be terminated. If you have any questions, please contact Human Resources at (956) 665-2451.

| Cancel | [ Printable Page | | Back |
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6.2.6  After clicking “Submit”, a confirmation page will be displayed to confirm
your changes has been applied.

6.3 Change Priority Direct Deposit Processing Status

Employees will have the option to change the processing status of a direct deposit if
more than one payment methods exist. The processing sequence of a payment
method is reflected in the Priority column. Employeeis given the option to change
the Percentage or dollar Amount deposited in any given account.

6.3.1 To update the Priority or Amount, change the numbers in the respective
boxes and click the “Continue” button.

6.3.1.1 You can also Sort by Priority to view the payment methods in order.

If you do not change the Priority, the most recent payment method

entered will default to priority 1.

* The Priority signifies which payment will be processed first. If you
have a savings and checking accounts and wish to have your
checking processed first, then your checking account payment
record must be set as your first priority. The payment method
with Priority 1 will always process first. Also, the Amount field of
the bank account with the lowest priority will always be set to
Remaining Pay automatically by the Oracle System.

NOTE: The system will not allow you to change the “Percentage”
of your bank account record with the lowest priority. However, if
you decide to change the priority of your last payment method to
a higher priority (smaller number), you will be able to change the
“Percentage”. Inorder to do so, change the priority firstand then
save. Once you do that, the system will allow you to update the
record.

* Inthe example below, we will change the last payment record
with priority 3 (Acct # 00000011111111) to priority 2.

» If there are two records with the same priorities, the system will
automatically change the number for the last one once you get to
the review page. See example below.

Sort By Priority || Add Deposit Payment |
*Priority |Payment Type IAT Account Type Account Number Amount Type “Amount Currency Update Delete
Deposit O savings Account 123456 |Percentage§| 25.0 US Dollar g ||
Deposit O checking Account 1100000000000056 |P9"C9“‘3|JQE| 50.0 US Dollar |7}
Deposit m} Checking Account 00000011111111 Remaining Pay US Dollar j
Cance] Continue
Sort By Priority | Add Deposit Payment
“Priority [Payment Type IAT Account Type Account Number Amount Type “Amount Currency Update Delete
1 Deposit O savings Account 123456 [p'?TCQT“aE!e v 25.0 US Dollar % B
3 Deposit O Checking Account  1100000000000056 | Percentage |  f50.0 US Dollar |~
2 Deposit m] Checking Account 00000011111111 Remaining Pay US Dollar 7§
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O ACLG Update Functions

Home Logout Preferences Help
Review
Cance) | Printable Page | Back Subit |
Employee Name  Doe, John Employee Number 600"*™*"**
Organization Emadl Address  john doe01@uirav.edu
Personaige Header: (ReviewRN. PayPayments)
Current Proposed
[priority 3 20 |
Payment Type Deposit Deposit
Currency US Dollar US Dollar
Amount Type Percentage ©
w7
Account Name Doe, John Doe, John
Account Type Checking Account Checking Account
Account Number 0000001111111 00000011111111
Transit Code 111000025 111000025
Bank Name Bank of America 8ank of America
Bank Branch City City
Current Proposed
[priority 2 30 ]
Payment Type Deposit Deposit
Currency US Dollar US Dollar
Amount Percentage o
E‘-D-: 50 Remaining Pay 0 |
Account Name Doe, John Doe, John
Account Type Checking Account Checking Account
A Number 1 1100000000000056
Transit Code 111000025 111000025
Bank Name Bank of America 8ank of America
Bank Branch City City

- Additional Information.

Personalze "Addtional Information®
4 1 certify 1 have read the information below.

108 FOR TIC DEPOSIT
PLEASE READ CAREFULLY

Prior to entering your direct deposit information you will need to have the name of the Financial Institution, Account Number
and Routing Number.

Direct deposit for checking and/or savings may be established with different institutions and/or accounts.

The direct deposit information provided is confidential and is needed to process the direct deposit. The information will be
used to process payment data from the UNIVERSITY to the finandal institution and/or its agent. Failure to provide the
requested information will affect processing and will delay or prevent the receipt of payments through the Direct Deposit
program.

Date of entry will determine the effective date of direct deposit. Verification of your direct deposit data on Self Service is
recommended on pay day. Please note: The payment method will be cancelled if not accepted by the Finandal Institution.
INFORMATION FOUND ON CHECKS

The information needed to complete this form is printed on your checks. It is the employee's responsibility to verify the data
with the finandial institution.

SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Joint account holders should be advised that upon the death of an employee, funds deposited after the death of the employee
will be returned to the UNIVERSITY. The UNIVERSITY will then process the payment made payable to the Estate via a payroll
check.

CANCELLATION

The agreement represented by this authorization remains in effect until canceled by the employee or by the death of the
employee or legal incapadty of the employee. In addition, this direct deposit authorization will be canceled if for any reason
the Finandal Institution returns the funds to the UNIVERSITY.

Any interruption in employment may affect your direct deposit information. It is the employee's responsibility to verify direct
deposit information upon returning to employment to determine if a new authorization may be required.

Posting of direct deposits may vary from bank to bank. You will need to check with your bank to determine what time of the
day your funds will be deposited. Earning Statements may be accessed through Orade Employee Self Service at Oracle 24/7.
This service enables employees to know what is being submitted to their bank.

This agreement authorizes the University to reverse a deposit made in error. This form only authorizes the University to
reverse a deposit; the University is not authorized to remove any other funds from your account. If the direct deposit is
returned the direct deposit authorization will be terminated. If you have any questions, please contact Human Resources at
(956) 665-2451.

Gancel | [ printable Page | Back |

Home Logout Preferences Help Personalize Page
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» If youchanged your last payment record’s priority, once you save
the records, you must go back and change the percentage
accordingly to ensure correct distributions of your pay. Asyou
can see below, the record with Acct # 00000011111111 now has a
priority of 2 instead of 3. You will now need to change the
“Percentage” from 0% to something else. Please keep in mind that
if you leave it at 0% then no payment will be deposited into that
particular account.

1y Warning

Amount or percentage entered for payment method(s) is zero. Payment metheds with a zero value are not considered for payments.

Manage Payroll Payments: Define Payments

Cancel | Continue

Employee Name Doe, John Organization Email Address john.doed1@utrgv.edu
Need help? Click here for training manual

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

Employee Payments

Personalize "Employee Payments”
Sort By Priority | Add Deposit Payment

“Priority Payment Type  IAT Account Type Account Number Amount Type *Amount Currency Update Delete

[ Deposit O savings Account 123456 |Percentage| |  [25.0 US Dollar 7 3

|2 Deposit a Checking Account  00000011111111 |Percentage i _ US Dollar 7 7]

|3 Deposit O Checking Account 1100000000000056 Remaining Fay US Dollar s @
Cance] | Continue

6.3.1.2 In the screenshot below, we are changing the Amount only from
percentage of 0.0 to 30.0.

s Warning
Amount or percentage entered for payment method(s) is zero. Payment methods with a zero value are not considered for payments.
Manage Payroll Pay Define Payments
Cancel Continue
Employee Name Doe, John Organization Email Address jehn.doeli@utrgv.edu

Need help? Click here for training manual

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

Employee Payments

Personalize "Employee Payments"
Sort By Priority || Add Deposit Payment

*Priority Payment Type IAT Account Type Account Numb A Type *A t Currency Update Delete
1 Deposit O savings Account 123456 |Percentage ﬂ |25-D US Dollar 4 |}
2 Deposit O checking Account  00000011111111 |Percentage v _ US Dollar 7 i |
3 Deposit O checking Account 1100000000000056 Remaining Pay \ US Dollar V4 @
L Cancel] ] Continue I
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Employee Payments

Personalize "Employee Payments”

Sort By Priority || Add Deposit Payment |

*Priority Payment Type  IAT Account Type Account b A Type *A Currency Update Delete
,1— Deposit O savings Account 123456 [Percentagei] |25-0 US Dollar Vi B
[2— Deposit O checking Account  00000011111111 IPercemageE [30.0 US Dollar 7 B
[3— Deposit ] Checking Account 1100000000000056 Remaining Pay \ US Dollar 7 @

Consl

6.3.1.3 When the Review Page is displayed, make sure to review your
information and the disclaimer carefully. Updated information will
be marked by a blue dot next to it. The “I Certify” checkbox will
already be checked for you. If theinformation is not correct or you
wish to make any other changes, click “Back” to return to the
previous page. If information is correctand you have reviewed and
understand the disclaimer, click “Submit”.
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ORACLG Update Functions

N Navigator v B Favorites v Home Logout Preferences Help Personalize Page

Review

Cancel Printable Page | Back | Submit |

Personalize Stack Layout: (SummaryRN)
Employee Name  Doe, John Employee Number GOO*******
Organization Email Address  john.doe01@utrgv.edu

Personalize Header: (ReviewRN.PayPayments)

Current Proposed
Priority 2 2
Payment Type Deposit Deposit
Currency US Dollar US Dollar
Amount Percentage Percentage
| Amount 0 300 I
Account Name Doe, John Doe, John
Account Type Checking Account Checking Account
Account Number 00000011111111 00000011111111
Transit Code 111000025 111000025
Bank Name Bank of America Bank of America
Bank Branch City City

Personalize "Additional Information”
& 1 certify I have read the information below.

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSIT

PLEASE READ CAREFULLY

Prior to entering your direct deposit information you will need to have the name of the Finandial Institution, Account Number
and Routing Number.

Direct deposit for checking and/or savings may be established with different institutions and/or accounts.

The direct deposit information provided is confidential and is needed to process the direct deposit. The information will be
used to process payment data from the UNIVERSITY to the financial institution and/or its agent. Failure to provide the
requested information will affect processing and will delay or prevent the receipt of payments through the Direct Deposit
program.

Date of entry will determine the effective date of direct deposit. Verification of your direct deposit data on Self Service is
recommended on pay day. Please note: The payment method will be cancelled if not accepted by the Financial Institution.
INFORMATION FOUND ON CHECKS

The information needed to complete this form is printed on your checks. It is the employee's responsibility to verify the data
with the financial institution.

SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Joint account holders should be advised that upon the death of an employee, funds deposited after the death of the employee
will be returned to the UNIVERSITY. The UNIVERSITY will then process the payment made payable to the Estate via a payroll
check.

CANCELLATION

The agreement represented by this authorization remains in effect until canceled by the employee or by the death of the
employee or legal incapacity of the employee. In addition, this direct deposit authorization will be canceled if for any reason
the Financial Institution returns the funds to the UNIVERSITY.

Any interruption in employment may affect your direct deposit information. It is the employee's responsibility to verify direct
deposit information upon returning to employment to determine if a new authorization may be required.

Posting of direct deposits may vary from bank to bank. You will need to check with your bank to determine what time of the
day your funds will be deposited. Earning Statements may be accessed through Oracle Employee Self Service at Oracle 24/7.
This service enables employees to know what is being submitted to their bank.

This agreement authorizes the University to reverse a deposit made in error. This form only authorizes the University to
reverse a deposit; the University is not authorized to remove any other funds from your account. If the direct deposit is
returned the direct deposit authorization will be terminated. If you have any questions, please contact Human Resources at
(956) 665-2451.

cancel | Printable Page | Back | [ Submit |

Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

6.3.1.4 After you click “Submit”, a Confirmation page will be displayed.
Your records has been saved.
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6.4  Update a Direct Deposit Record

6.4.1 To update a payment method, click the “Update” " ) icon of the payment
method record you wish to change.

Personalize "Employee Payments”
Sort By Priority || Add Deposit Payment
“Priority Payment Type  IAT Account Type Account Numb A Type A Currency | Update | Delete
1 Deposit O savingsAccount 123456 |Percentage|v|  [25.0 US Dollar V4 @
2 Deposit O checking Account  00000011111111 [Percentage[v|  [30.0 US Dollar V4 @
3 Deposit m} Checking Account  1100000000000056 Remaining Pay US Dollar 7 @
Cancel | gontinue ]

* Youcan change any of the fields enclosed in the red boxes below. Once
the changes have been made and verified, click “Apply”.

Update Deposit Payment

Cancel | [ Appl |

Employee Name Doe, John Organization Email Address john.doe01@utrgv.edu
Need help? Click here for training manual

Payment Method yTRGV Direct Deposit O International ACH Transaction (IAT) &
Currency ys Dollar * Account Number [123456
Amount Type  [percentage V| * Transit Code [111000025

* Amount [35.9
2 * Bank Name ]Bank of America
* Account Name |Doe, John = Bank Branch ]C:ty
* Account Type ISavings Account |V

Personalize Stack Layout: (FormValues)

cancel | Apply

NOTE: In the screenshot below, we are changing Account Type from
‘Savings Account” to ‘Checking Account’.

Update Deposit Payment
Cancel J Apply |
Employee Name Doe, John Organization Email Address john.doe01@utrgv.edu
Need help? Click here for training manual
Payment Method yTRGV Direct Deposit O International ACH Transaction (IAT)
Currency us Dollar * Account Number [123456
Amount Type [percentage[v] = Transit Code [111000025
* Amount I
30 * Bank Name [Bank of America
* Account Name |Doe, John = Bank Branch ]Clty
* Account Type [Checking Account| V||
Personalize Stack Layout: (FormValues)
1
Cancel Apply
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6.4.2 Review information presented and make more changes if you wish by
repeating Step 6.5.1. When done with your changes click “Continue”.

Manage Payroll Payments: Define Payments

Cancel : Continue

Employee Name Doe, John

Organization Email Address john.doe01@utrgv.edu
Need help? Click here for training manual

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

Employee Payments

Personalize "Empioyee Payments”

Sort By Priority | Add Deposit Payment

“Priority Payment Type  IAT Account Type Account b A t Type A t Currency Update Delete
[1_ Deposit O Checking Account 123456 IPGFC?MHQEE l25~0 US Dollar 7 |7}
[2—_ Deposit O checking Account  00000011111111 IPG"CQNGQGE |30-0 US Dollar V' 4 7 |
[3_ Deposit [} Checking Account 1100000000000056 Remaining Pay US Dollar V4 j

once |

6.4.3 When the Review page is displayed, make sure to review your information
and the disclaimer carefully. Updated information will be marked by a blue
dot next to it. The “I Certify’ checkbox will already be checked for you. If the
information is not correct or you wish to make any other changes, click
“Back” to return to the previous page. If information is correct and you have
reviewed and understand the disclaimer, click “Submit”.
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ORACLE Update Functions

1 Navigator v B Favorites v Home Logout Preferences Help Personalize Page
Review
Cancel Printable Page Back ] Submit J
Personalize Stack Layout: (SummaryRN)
Employee Name  Doe, John Employee Number GOO*******
Organization Email Address  john.doe01@utrgv.edu
Personalize Header: (ReviewRN.PayPayments)
Current Proposed
Priority 1 1
Payment Type Deposit Deposit
Currency US Dollar US Dollar
Amount Type Percentage Percentage
Amount 25 25
Account Name Doe, John Doe, John
I Account Type Savings Account Checking Account l
Account Number 123456 123456
Transit Code 111000025 111000025
Bank Name Bank of America Bank of America
Bank Branch City City

_ Additional Information

Personalize "Additional Information”
[ 1 certify I have read the information below.

AUTHORIZATION AGREEMENT FOR AUTOMATIC DEPOSIT

PLEASE READ CAREFULLY

Prior to entering your direct deposit information you will need to have the name of the Finandal Institution, Account Number
and Routing Number.

Direct deposit for checking and/or savings may be established with different institutions and/or accounts.

The direct deposit information provided is confidential and is needed to process the direct deposit. The information will be
used to process payment data from the UNIVERSITY to the financial institution and/or its agent. Failure to provide the
requested information will affect processing and will delay or prevent the receipt of payments through the Direct Deposit
program.

Date of entry will determine the effective date of direct deposit. Verification of your direct deposit data on Self Service is
recommended on pay day. Please note: The payment method will be cancelled if not accepted by the Financial Institution.
INFORMATION FOUND ON CHECKS

The information needed to complete this form is printed on your checks. It is the employee's responsibility to verify the data
with the finandcial institution.

SPECIAL NOTICE TO JOINT ACCOUNT HOLDERS

Joint account holders should be advised that upon the death of an employee, funds deposited after the death of the employee
will be returned to the UNIVERSITY. The UNIVERSITY will then process the payment made payable to the Estate via a payroll
check.

CANCELLATION

The agreement represented by this authorization remains in effect until canceled by the employee or by the death of the
employee or legal incapacity of the employee. In addition, this direct deposit authorization will be canceled if for any reason
the Finandial Institution returns the funds to the UNIVERSITY.

Any interruption in employment may affect your direct deposit information. It is the employee's responsibility to verify direct
deposit information upon returning to employment to determine if a new authorization may be required.

Posting of direct deposits may vary from bank to bank. You will need to check with your bank to determine what time of the
day your funds will be deposited. Earning Statements may be accessed through Oracle Employee Self Service at Oracle 24/7.
This service enables employees to know what is being submitted to their bank.

This agreement authorizes the University to reverse a deposit made in error. This form only authorizes the University to
reverse a deposit; the University is not authorized to remove any other funds from your account. If the direct deposit is
returned the direct deposit authorization will be terminated. If you have any questions, please contact Human Resources at
(956) 665-2451.

| Cancel | Printable Page I ! Back ] | Submit I

Home Logout Preferences Help Personalize Page

About this Page  Privacy Statement Copyright (¢} 2008, Oradle. All rights reserved

6.4.4 After clicking “Submit”, you'll receive a confirmation message. This means
your payment method (direct deposit) record has been saved.
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6.5  Delete a Direct Deposit Record

6.5.1 To delete any of the payment methods, click the “Delete” icon { ) ona
specific record.

Manage Payroll Payments: Define Payments

Cancel } Continue ]

Employee Name Doe, John
Need help? Click here for training manual

Organization Email Address

ohn.doe01@utrgv.edu

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

Employee Payments

Personalize "Employee Payments"
Sort By Priority || Add Deposit Payment

“Priority |Payment Type IAT Account Type Account b A Type *A Currency Update | Delete

1 Deposit O checking Account 123456 |Percentage[v|  [25.0 US Dollar 7 @

2 Deposit O Checking Account 0000001111111 [Percentage[v|  [30.0 US Dollar 7 @

3 Deposit O checking Account 1100000000000056 Remaining Pay US Dollar 77 B
Cancel | Continue

NOTE: Deleting the payment method will end date the record a day prior to
the current date. For example, if today is 25-Jan-2011, the end date on the
record will be 24-Jan-2011. Also, once a payment method has been deleted,
you will no longer be able to view it on Employee Self Service.

6.5.2 Asyoucansee below, the savings account payment record has been

removed. To save your changes, click “Continue”

Manage Payroll Payments: Define Payments

Cancel \ Continue

Employee Name Doe, John Organization Email Address john.doe01@utrgv.edu
Need help? Click here for training manual

Use these pages to specify how you wish to be paid. Click Continue to proceed to submit your changes or Cancel to return without change.
* Indicates required field

Employee Payments

Sort By Priority | Add Deposit Payment |

“Priority |Payment Type  IAT Account Type Account Numb A t Type *A Currency Update Delete

1 Deposit O checking Account 0000001111111 Percentage] |30~0 US Dollar 7 7|

2 Deposit m} Checking Account 1100000000000056 Remaining Pay US Dollar 4 7}
Cancel ‘ | Continue I

When the Review page is displayed, make sure to review your information
and the disclaimer carefully. The “I Certify” checkbox will already be
checked for you. If the information is not correct or you wish to make any
other changes, click “Back” to return to the previous page. If information is

correct and you have reviewed and understand the disclaimer, click
“Submit”.
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6.5.4 After clicking “Submit”, you'll receive a confirmation page. This means your
payment method (direct deposit) record has been saved to your record. Once
the confirmation page has loaded, click Home to return to the main page.

6.6 Verify Payment Methods on Pay Slip

6.6.1 To view your pay slip login to Oracle, go back to the Navigator page and
click the UTRGV Employee Self Service - UTRGV Employee Self Service
Main Menu -> click the Pay Slip function

Oracle Applications Home Page

—>3 LJyTRGV Emplovee Self Service
J Notifications
= saved for Later Inbox

—> CJyTRGY Emplovee Self Service
Main Menu

| | A4
—Cnw]

= Employee W2

4 Assignment History

=] visa/Passport Details

=l other Employee Info

S| Training Events / SEPAP
Info

=) Faculty Tenure Info

= Faculty Rank Info

(=) Faculty Release Time Info
3 CJ ypdate Functions
6.6.2 The page will display your most current pay slip. If you want to view a
previous pay slip, go to “Choose a Pay slip “(with check date after your
change) and select one after your requested payment method change and

. “ ”
click “Go”.
Payslip
Employee Name  Doe, John Organization Emall Address  hndoeQ1@uirav.edy

Need help? Click here for training manual
Choose a Payslip L OCT-2015 - 6001137592 - Check Go

01-SEP-2015 - 70001957-7 - Check 1 u_u

Paysh 03-AUG-201S - 70001957-7 - Check 1
Employee | 01-JUL-2015 ~ 70001957-7 - Check 1 Employer name  Business Information Systems
Employee Number|01-JUN-2015 - 20001957-7 - Check 1 Organization  Business Information Systems
Latest Hire Date | 01-MAY-2015 - 70001957-7 - Check 1 Pay Basis  UTRGV Regular Salary
Original Hire Date | 01-APR-2015 « 70001957-7 - Check 1 Employer Address University of Texas Rio Grande Valley
Position | 02-MAR-201S - 70001957-7 - Check 1 1201 West University Drive

Employee Address| 02-FEB-2015 - 700019577 - Check 1 Edinburg

02-JAN-2015 - 700019577 - Check 1 ™

next 10 .. 78539

78542 Payroll  UTRGV Salaried Monthly
Pay Period Payment Date Pay Begin Date Pay End Date Pay Rate Annual Salary
Calendar Month 01-0¢t-2015 01-Sep-2015 30-Sep-2015 4,365.00 | ]
Summary
Current or YTD Gross Pre-Tax Taxes Deductions Net Pay
Current 4,465.00 402.88 760.30 35.63 3,266.19
Yio 4,465.00 402.88 760.30 35.63 3,266.19

6.6.2.1 The System will display the selected pay slip for you.
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6.6.2.2 The payment method(s) will be displayed at the bottom of the pay
slip under the “Net Pay Distribution” section.

OQACLG UTRGV Employee Self Service Main Menu
f Navgator v B Fawotes ¥
Poyslip —
Employee Name  Doe, Jobn Orpanizaton Emal Address  pho.doed1Bvirav edy
Need help ¢ Click here for training maoual
Chcose a Poysip [01-0CT-2015 - 6001137592 - Check 11v] [G0]
Employee  John Doe Employer name  Business Information Systems
Employes Number  60MOOO00NK Organization  Business Information Systems
Latest Hee Date  O1-Sep-2005 Pay Bass  UTRGV Regular Salary
Origeal Hee Date  13-Aug-2002 Employer Address  University of Texas Rio Grande Valley
Fostion  200.20354 Business Analyst 1201 West University Drive

Employee Address 1301 Information Drive Edinburg

Edinburg >

™ 78539

78542 Payroll  UTRGV Sakaried Monthly
_ Pay Period and Salary
Pay Perlod Payment Date Pay Bogin Date Pay End Date Pay Rate Annual Salary
Calendar Moeth 01-0ct-2015 01-Sep-2015 30-Sep-2015 4,365.00 ==
. Summary
Current or YID Gross. Pre-Tax Taxes Deductions Net Pay
Current 4,465.00 402.88 760.30 35.63 3,266.19
Yio 4,465.00 402.88 760.30 3563 3,266.19
- Hours and Earnings
Description Start Date End Date Current Hours Current Amount YTD Hours YTD Amount
Regular Salary 4,365.00 4,365.00
Longevity 100.00 100.00
. Pre-Tax Deductions.  Taxes
Description Current YID Description Current Yo
s Dental 40 3240 Federsl Tax 42494 42494
s UTFlex Med 40.00 40.00 Socl Securky P2, ) 1.9
s Vision 9.00 9.00 Medcare 6157 63.57
TRS 32148 J21.48
- After-Tax Deductions
Description Current Y10
s Ufe PostTax 6.16 6.16
s LYD 16.97 16.97
s STO 12.50 1250
- Tax WithhokSing Information
Type Marital Status Exemptions  Secondary Exemptions  Additional rrich Override Percentage
Federal Marmed 0 0.00 0.00 0
Teas  No State Withholdng Tax 0 0.00 0.00 0
| Mat Pay Distribution |
Wo«»ﬂ Number Bank Name Account Type Account Number Amount.
86051267 Bank of Amerka C 0000000031 1 2,966.19
86051267 Bank of America C X000000Q2542 300.00
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6.6.2.3 Review your pay distribution. If you have any questions regarding
your payment method information, please contact the Human
Resources Service Center.

6.7 Direct Deposit Frequently Asked Questions (FAQ)

Q: Who do I contact if I have a question or get an error message when updating my
payment method?

A: Please email the Human Resources Service Center at hr@utrgv.edu or call 956-
665-2451.

Q: How do I confirm that the payment method information I just entered did save?
A: After saving the new payment method, you can go back to the home page and go
to UTRGV Employee Self Service - Update Functions = Direct Deposit. If the

payment method is shown there, it was saved successfully.

Q: Why didn’t my payment method save?

A: When creating or updating a payment method, make sure you follow all steps.
Entering the information and clicking “Apply” does not necessary save the record.
You must continue until you get to the Confirmation page.

Q: Will the payment method I just entered be used for the next pay period?

A: Date of entry will determine the effective date of direct deposit. Verification of
your direct deposit data on Self Service is recommended on pay day. Please note
the payment method will be cancelled if not accepted by the Financial Institution.

Q: IT'haven’t gotten paid yet, but the system won't let me end date the payment
method I entered, what happened?

A: If the system will not allow you to delete your payment method, it signifies that it
has been used for your next pay. If you wish to deleteit, you'll have to wait until
a day after the check date. For example, if the current date is Sep. 26th and your
next check date is Oct. 1st, you will have to wait until Oct. 2nd to delete the
payment method.

Q: Can I distribute my pay among multiple bank accounts from multiple banks?

A: Yes. Bank is uniquely identified by the Transit Code (Routing Number). Just use
the respective Transit Code(s) for your payment records and the System will
distribute your pay according to your instructions.
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7.0 UTRGYV Personal Information Release Election

7.1 To update Personal Information Release Election, go back to the Navigator page and
click the UTRGV Employee Self Service - Update Functions, click the UTRGV
Personal Information Release Election function.

7.2 Click “Add” to make your personal information release election.

ORACLE update Functions

n Navigator v B Favorites v Home Logout Preferences Help

UTRGV Personal Information Release Election: Extra Information

Cance] Back Next

Under state and federal law, the general public can make reguests for information about the affairs of government and acts of public officials and employees. The information
released as a result of these requests can sometimes include the li ion of state have the right to elect to keep certain
categories of personal information confidential in the event of such a request. Unless you choose tu keep |t confidential, the information listed may be subject to release if
requested. Below is the information in your HR record. Please review and make changes if needed.
Employee Name | ast Name, First Name Employee Number 600200000
Organization Email Address  Name@utrav.edu

UTRGV I i 1 El
h(l( "Add" to make your personal information release election.
Release Release Information that
Home Rel Home Rel Social R Is if I have Family Release Emergency
Select Status Address Teleph Number Security Number Members Contact Information
®

Cancel Back MNext

Home Logout Preferences Help

Privacy Statement Copyright (z) 2008, Cracle. Al rights reserved.

7.3 Youwill need to enter your election choices for the following;:

* Release Home Address

» Release Home Telephone Number

* Release Information that Reveals if I have Family Members

* Release Emergency contact Information

* Release Social Security Number value is default tono, “N” for all employees and
protected against update. If you wish to make a change to release your social
security number, a written notice must be submitted to Human Resources.

ORACLE" Uupdate Functions

N Navigator v B Favorites + Home Logout Preferences Help

UTRGV Personal Information Release Election

Apply
IMPORTANT: The Release Social Security Number value is set to No for all employ and pr d against update. If you wish to make a change
to release your social security number, a written notice must be submitted to Human Resources.
Employee Name Last Name, First Name Employee Number ©00X300000(

Organization Email Address Name@utrgv.edu
Enter any changes below. Click Apply to continue this action, click Cancel to cancel this action and return to the previous page.
Release Home Address Q
NO
Release Home Telephone Number Q
NO
Release Sodal Security Number [N
NG

Release Information that Reveals if I have Family Members Q,
NO

Release Emergency Contact Information Q,
No

Cancel | | Apply

Copyright () 2008, Oracle. All rights reserved.

Home Logout Preferences Help
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7.4  Click the % icon next to the personal information option. For example: Release
Home Address
7.0.1 Click the Quick Select (‘% ) for your choice
= “N” for No
= “Y”for Yes

7.5 Repeat the same for 7.4 for each personal information option.

7.6 Click “Apply” when you finish all the selections.
ORACLE" update Functions

N Navigator ¥ BR Favorites v Home Logout Preferences Help

UTRGV Personal Information Release Election

Gone

If you wish to make a change

1
g

IMPORTANT: The Release Social Security Number value is set to No for all employ and pr
to release your social security number, a written notice must be submitted to Human Resources.
Employee Name Last Name, First Name Employee Number 6002000000
Organization Email Address Name@utrav.edu
Enter any changes below. Click Apply to continue this action, click Cancel to cancel this action and return to the previous page.
Release Home Address |N Q,
NO
Release Home Telephone Number |N Q,
NO
Release Sodal Security Number [N
NO

Release Information that Reveals if I have Family Members |N Q
NO

Release Emergency Contact Information |N Q
NO

Home Logout Preferences Help

7.7 The next screen will be displayed and click “Next” to review changes.
ORACLE" update Functions

n Navigator v B2 Favorites Home Logout Preferences Help

UTRGV Personal Information Release Election: Extra Information

|Can0d_|‘Bacl_(‘ |Nex_(t|
Under state and federal law, the general public can make requests for information about the affairs of government and acts of public officials and The i ion
released as a result of these reg can i include the 1 infe ion of state employees. I have the right to elect to keep certain
categories of personal information confidential in the event of such a request. Unless you choose to keep it confidential, the information listed may be subject to release if
requested. Below is the information in your HR record. Please review and make changes if needed.
Employee Name | act Name, First Name Employee Number  600XXXXXXX
Organization Email Address  Name@utrgv.edu

UTRGV Personal Information Release Election

chd( "Add" to make your persanal information release election.

Release Release Information that
Home ! Home | Social Is if I have Family Release Emergency
Select Status Address leph ber Security b bers Contact Information

=
@ MNew N N N N N \
NO NO NO NO N

Cancel Back Next

Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oradle. Al rights resernved
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7.8 Review the personal information release election. Click “Submit” to save or “Cancel”
to make further changes or start over.

ORACLE" update Functions

M Navigator v B Favorites v Home Logout Preferences Help

UTRGV Personal Information Release Election: Review

[cancel | | Back | | Submit

Employee Mame Last Name, First Name Employee Number 600X00000(X
Organization Email Address Name@utrgv.edu

Review proposed changes. Click "Submit” to save or "Cancel” to start over.

Extra Information Type

UTRGV Personal Information Release Election

Proposed
Release Home Address N
! Home Teleph ber N

Release Social Security Number N

Release Information that Reveals if I N
have Family Members

Release Emergency Contact Information N

Additional Information

cancel | | Back | [ Submit

Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle_ Al rights resenved

7.9  Once you submitted, a Confirmation page will appear and your changes have been
applied.

LE’ Update Functions

M Navigator v B Favorites v Home Logout Preferences Help

Your changes have been applied.

‘ Home

Copyright (c) 2008, Oradle. Al rights reserved.

Home Logout Preferences Help
Privacy Statement
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8.0 Update Employee Education Level

8.1 To update employee educational level, go back to the Navigator page and click the
UTRGV Employee Self Service = Update Functions, click the Other Employee Info
function.

8.2 Click “Update” to make changes to your education level information.
ORACLE" update Functions

n Navigator ¥ B2 Favorites v Home Logout Preferences Help

Extra Information

Cancel Save For Later Back Next

Employee Name Last Name, First Name Employee Number 03000000
Organization Email Address Name@utrgv.edu

Instructions:

1. Click Update to make changes to your education level information.
2. Click Apply to continue this action.

3. Click Next to Review your changes.

4. Click Submit to save and complete the transaction.

UTRGV Employee Info

Select Object: || Update | ||
Select Status Education Level Achieved

(@)

Cancel Save For Later Back Next

Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle Al rights reserved.

8.3 Select you Education Level Achieved by click the Quick Select -* icon from list of
values presented.

Search and Select: Education Level Achieved A
Cancel Select

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the
"Go" button.
Search By | Education Level Achieved V] | Go
Results
Select Quick Select Education Level Achieved Description
@] i A Associates Degree
O T B Bachelors
O = D Doctorate
(@] e H HS Graduate or GED
@] T3 M Masters
@] s N Did not graduate HS and no GED

About this Page

Cancel Select | v
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8.4 Click “Apply”.
ORACLE" update Functions

N Navigator * B Favorites » Home Logout Preferences Help

UTRGV Employee Info

Employee Name Last Name, First Name Employee Number 600X3X000XXX
Organization Email Address Name@utrgv.edu

Instructions:

1. Click Update to make changes to your education level information.
2. Click Apply to continue this action.

3. Click Next to Review your changes.

4. Click Submit to save and complete the transaction.

Enter any changes below. Click Apply to continue this action, dick Cancel to cancel this action and return to the previous page.
Education Level Achieved D Q

Bachelars

To update the existing Education Level Achieved, delete the current value, click the search icon
and then dick "Go" to view and select from the available values.

Home Logout Preferences Help
Hnl=

8.5 Click “Next” to review changes.

8.6 Review the information and click “Submit” to save your changes if information is
correct. Click “Cancel” if information is not correct.

ORACLG’ Update Functions

n Navigator ¥ B2 Favorites Home Logout Preferences Help

Extra Information

|Canoel| |SaveForLater| ‘ Baclj‘ | Ne;t|

Employee Name Last Name, First Name Employee Number 6003300000
Organization Email Address Name@utrgv.edu

Instructions:

1. Click Update to make changes to your education level information.
2. Click Apply to continue this action.

3. Click Next to Review your changes.

4. Click Submit to save and complete the transaction.

UTRGV Employee Info
Select Object: I
Select Status Education Level Achieved
® B

Bachelors

Cancel ‘ | Save For Later | ‘ Back ‘

Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

8.7 A confirmation page with message “Your changes have been applies” will be
displayed once you click “Submit”.

ORACI_E' Update Functions

M Navigator v B Favorites v Home Logout Preferences Help

Your changes have been applied.

Home
Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.
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9.0 Manage Dependents

9.1 Toadd dependents, go back to the Navigator page and click the UTRGV Employee
Self Service - Benefits, click the Mange Dependents function.

Oracle Applications Home Page

Main Menu ™
|_Personalize |
[ Eis Self Service Time

£ Eaculty/Assistantships PAF

= 3 uTRGV Emplovee Self Service
Motifications
Saved for | ater Inbox

3 uTRGY Employee Self Service
Main Menu

0 Update Functions
=203 Benefits

mployes Bene
= Manage Dependents /

_ LI pther Functions

9.2 Click the “Add” button to add your dependent.
NOTE: Mange Dependents is only for demographic record purposes. You should
contact Human Resources and complete paperwork to add new dependents for
benefits coverage within 31 days of life event change.

C)RAC LE" Benefits

N Navigator~ B¥ Favorites v Home Logout Preferences Help
ge Depend
Employee Name Last Name, First Name Employee Mumber S0OXXXXXXX
Organization Email Address Name@utrgv.edu I-9 Yes
I-0 Expiration Date dd/mmm/yyyy VETS 100 Not a Veteran
New Hire Status  Include in New Hire Report Reason for Exclusion
Child Support Obligation
Opted for Medicare Part B Ethnicity Disclosed Yes
Building EMASS Room  ####
Maryalice Shary Shivers Building
Dependents

Add or update information about your dependents.

Note: People you enter here become dependents only after you complete Benefits Enrollment. You will be required to provide proof of event to office of Human Resources
hin days of life event change.

‘_
Select Name Relationship
9.3 A new page will be displayed. Fill in all the required information about your new
dependent and specify the relationship. Fields indicated with * are required.

9.4 If youwish to update or remove existing dependent, please contact Human
Resources.
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9.5 Once you have finished input the required information, click “Next”.

9.6 Onthe next Page, review your input information. If all the information is correct,
click “Submit”. If correction is needed, click “Back” and make the correction.

N Navigator ¥ B Favorites ¥ Home Logout Preferences Help

Dependent And Beneficiary: Create

Cancel Save For Later Next

Employee Name Last Name, first Name Employes Number 6000000000
Organization Email Address Name@utrgv.edu
Use this page to provide information about a cepenaent ana speary tne person's relationship to you.
* Indicates required field

General Information
Title | v
First Name I
Middle Name |
* Last Name I
Suffix I 0]
Prefix I 6
Email Address |
* Relationship I :
* Relationship Start Date I
(exampla: 16-May-2016)
Main Address
Use my address for this person.
Phone Numbers
Type Number Delete
[Fome | @
Add Another Row
Additional Dependent Information.
Gender I .
Sodial Security |
* Marital Status |

Disability Code I .
Date of Birth I =
Adoption Date I

Date of Death I \
Cancel ‘ Save For Later ‘l Next ||

Home Logout Preferences Help

Privacy Statement Copyright (o) 2008, Oracle. All rights reserved.

9.7 A confirmation page will be displayed which means your changes have been
applied to your records. Your next step is to provide proper documentations in
person at Human Resources so that the new dependent will be added to your
benefits.

* * * End of Document * * *
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