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| County of Erie

1. Overview

1.1. Purpose

The purpose of this document is to provide instructions to Erie County employees on how to
enter personal information into Employee Self Service (ESS).

1.2. Maintenance

The County of Erie Department of Information & Support Services is the custodian of this
document and responsible for its maintenance.

1.3. Revision History

Revision Date Comments

1.0 6/6/2011 Initial Publication

2. Background

The County of Erie DISS moved toward the implementation of Employee Self Service (ESS).
This system allows employees to view and edit some personal information directly onto SAP.

3. Role Definitions

Role Description

Employees Employees in Erie County.

4. Ensuring Data Consistency

The previous process for changing this information was accomplished by notifying either
departmental Personnel administrators or the Personnel department of these changes. Now
employees will have the ability to view or change (where permissible) the information
themselves by using Employee Self Service.
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5. Log on/ Log off ESS system

To update Employee Personal data, the employee must first log on to ESS system.
Log on using your User ID and Password, then click on “Log on” button.

Welcome
|uzerio - | | 5
| Paszieard | | [res
.u....]_ T m._
—~
Legon | | ""I.
ey
) b |
L Hellardl
= J Evraied ety
L

Erir County Employes Salf-Service

# 2002-2008 BAP AG All Rights Reserved,
T
——

Select the "My Personal Information” option.
| [Searen adean:zd wesri

Employes Belf-Sarvice ML

Dwvervlewy | Employee Search | wiorking Time | by Benefitz end Paymenis | by Personal Informetlan

Drvarviews | History, Eeac
I Dverview

B
Weltarne 1o Erle Counly's Emplayee Sell ger'.lh:e.

Thiz page provides you wilh access to the serdces you can wlilize te view or change your dala. Pleaze fellew 1ha instructions in the training videns 1o accuralaly
chenges,

Remember tw use Lag CFf bubon al he fop righl vwhen ywau veant te axit frem Emplayes Self Servdce.

Erployes Saarch

Saarch for amployess by name and find basic infermalion aboud
colleagues.

e Working Time

S{-)  Record your warking times. plan your |sava. display wour fima
slatement, display yaur dalty e selpes,
Sulek Links
Loave Requegt

&% iy Bensfits and Paymerls

Digplay Heath, Dental, Savings, Flew Plans and olher Mise plans that
you ara enrelled in.

Digplay your Salary Stelerent and make changes to W whhalding.

Persanal Infarmaticn

Menage your addresges. bank Infarrgation and Infarmation aba
arbars and dependerns.

=
=]
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County of Erie

From this screen, you can select Addresses, Bank Information, or Family
Member/Dependent information.
Each selection is covered in the following sections of this manual.

To exit this process, select the Logout option at top right corner of this screen.

Help  Log

| [Searen 2dean:

Employee Sei-Service BRG]
Dwverviews | Employee Sgarch | wiarking Tike | by Eenefite and Paymenls | Rty Personal Informellan
Parsonal Information | Hietery, Bac

||
I Fersonal Informatioh

My Personal Information

Addresses
Enter. change, ar delele yaur address.

Bank Infermalian

Enter, changa. ar deleda waur banking irformaticn. Please noda that
selgcting PY Benk ransfer ECMGC or Py Check ECMC a2 yaur payrent
rathed when aditing or ermering nev bank information

il pesull In elther na of Inearrect paymen. Please revlew yaur changes
hafere you save tham.

Family MarbarTiapandants

Enter, change or dalete infermalion abeud wour family mambers ar
dependants. i
Flaaze naote thal adding ar deleling a dependant hare will ned

autemellcalty result In changes to hener plane.

Comac Persannal depadrant if you wish 1o make changes b your

henef plans.
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6. Update Addresses

To view or chan

| Welcoms Lori Stilwsll

ge addresses, click on "Address” opti
== h

| [Bearch Adeanzd ez

Employes Self. Learming

enefits and Paymeniz | Iy Perzonal Informeallan

| Histery, Bar

Wy Bassas gformation

AddresEes
Enter. change, ar dele

aur address.

Enter, changa. ar deleda waur banking irformaticn. Please noda that
selecting P Benk ranster ECMC or Py Check ECRMC 82 yaur peyrent
rathed when aditing or ermering nev bank information

will resul I elther na of Incorrect paymend. Please revien your changes
hafere you save Tham.

Famity MambarDepandants

Enter, change or dalete infermalion abeud wour family mambers ar
dependants. ]
Flaaze naote thal adding ar deleling a dependant hare will ned

autometicalty regult In changes to bener plans.

Comac Persannal depadrant if you wish 1o make changes b your

biener plans.
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This screen will display Permanent Residence and Emergency contact address information.
To change this data, click on “Edit” button under the item you wish to change.

Note: Your W2 will be sent to the address listed as “Permanent residence”

m_‘“;ﬁ lilllE ey
-
Zearch Adv

Employes Self-5

| Histary, Eac

Addreszes

—l— = [+ —

Drvarviaws t] Edil Fuawien and Sawve Corfimiation

Fermanent residence

Elreet Sddress: 55 Franklin =

Ciby: Ewuffale
Telephone Mo.:  BSE-ETI1S
Cdit

Emergency address

Elreet Sddress: 55 Franklin =

Ciby: Ewuffale
Telephone Mo.:  BSE-ETI1S
i Previous Step | Enit
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For example, if I click on “Emergency Address”, this data is shown.

All of the data below can be updated. You must decide when this change will take effect, by
selecting the “valid from today” or “valid from” option. If you choose a “valid from” option,
you will be directed to enter a date (date in the future). If the information looks complete,
click on the “Review” button to see next screen.

| [Bearch adeaizd ez

Employes Sell-Zervlce Leaming

Owerylewy | Employee Search | Wiarking Tite | iy Benefits and Paymeniz | by Personal Informetlan

| Histary, Eac

||
I Addrezzes

¢z Il

2
Crarieny Edit Rewiaw and Sawva Canfirmalion

Emergency address
Couriry: s
e |[ESS TRAIMER. Sr. |

HouEe Muriker and Strast; - |35 Frankin &1 |

Address Line 2 | |

Ty * |Buffale |
Courty: |Erie |
ZIP Civde: - 14202

Talephana: T1E ESE-ET15

= Valid frem Taday

~ Walid from

i« Previous Stefl  Reuiew Exit
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Review the changes you made, and if satisfied, click the “"Save” button, to see next screen.
If not, click “Previous Step” to go back to last screen, or “exit” to leave the Personal
Information update process.

. =
Help Loy

Seareh  Adenii:d Yeiri
Employes Self-Service
Owervlewy | Employee Search | Wiarking Tite | iy Benefits and Paymeniz | hiy Personal Informetlan

| Histary, Ba

Addrezzes

—l— [« —=

Crarieny Edil Review and Sare Comimiation

Werlly the Address daka belowr

Emergency address

Courry: usa

[ EEE TRAIMER. Sr.
Housa Mumber and Streed: 95 Franklin 51
Address Line 2:

Cily: Ewuffale
Coury: Erie

Shala: Meaw Yark
ZIF Code: 14202
Talephana: T16 BBE-2318

walld from &/22011

1 Previouz Sigp | Sava | il|
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Choose what you want to do next. For this example, if you “"Go to my personal information

page”, and then select “addresses” again, you will see this screen. It will show the changes
just made today. You will have until the end of the day that the change is scheduled to take
effect to delete the update, by clicking on “delete”.

To navigate back to My Personal Information, click on “Exit” button here.

I Welcome Lo Stilvwsll [ i

| [Bearen adeanzd ey

Employee Seir-Service BRG]
Dvervleswy | Employes Search | Wiarking Titne | by Benefits and Payments | by Perso
k
I Addrezzes
| -
———  —s
Crraryiew Edil Fuawieny and Save Crrfimiatien

Fermanent reslidence

Elrest fddrees: 35 Franklin =

Ciby: Euffale

Telephone Mo.:  BSE-BET1G
Cdit

Emergency address

Walid from Today

Elreet Address: 55 Frankiln &

Ciby: Euffale

Telephone Mo.:  ESE-231E

Teiete 1,

1 Prenviaus Ste
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7. Update Bank Information

To view or update Bank information, select "Bank information”.

| [Searen adean:ad vas

Employes Self-Service  EELTE
Zearch | Wharking Tite | iy Benefits and Paymeniz | hiy Personal Informetlan

Owervlew | Employe

| Histery, Bar

Parsonal Information
||
I Ferzonal Infomation

Bank: Infermatian

Enter, change. ar deleia

selecting Py Eenk 1raps
cLreEETETrRUIng or eraring newy bank irformation

il resull In elther ma of Incormect paymen. Please revlew yaur changes

hafere you save tham.

Famity MambarDepandants

Enter, change or dalete infermalion abeud wour family mambers ar

dependants. W

Flaaze naote thal adding ar deleling a dependant hare will ned

autemellcalty result In changes to henert plans.

Comac Persannal depadrant if you wish 1o make changes b your

henef plans.

gur banking infarmatien. Please nela ihat
ECMIC of P Check ECME &g yaur payment
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Everyone will have one “Main bank”. This main bank is your default bank. Any “Other
bank” listed will handle additional specific amounts to be directly deposited into a bank
account, or printed as a check.

This screen shows overview of the current bank information. This example shows direct
deposit accounts for 2 banks, one is listed as main bank, and there shows one “other bank”.
There may be several or no “other banks”.

The “other bank” has an edit and delete button. There is also a button to add a new “other
bank”. If this other bank is deleted, in this case for example, the net pay would go to the
main bank by default.

For this example, we will add a “new other bank”.
| [Searen advan:d vesrs

Employes Self-Service  EELTE
Owerylewy | Employee Search | Wiarking Tite | iy Benefits and Paymeniz | hiy Personal Informetlan

| by

I Bank Infarmatdan

— 1 [+ —=

| Histary, Eac

Drvarviews Edil Fuawieny and Save Comimiation
Main bank
Feyee: Tralner EEE
Eank Mama: HSEC
Accaunt Number: 937654321 L
Cdit
Cther bank
Valid from Today
Feyee: Tralner EEE

Eank Mama: SEFCL
Accaunt Mumber: 123435739

Delete
M Other bank

T Previous Sipff Mew Otherbank b

[ Extt
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I add “new other bank” with payment method of “PY-bank transfer (direct deposit) and
enter value $80. It is not recommended to use percentage calculation.

You will enter the bank nhumber and account number for this “other bank”. Bank number is
the routing number of the bank.

If you are using a checking account, you can find your routing humber and account number
on a check. If you are using a savings account, ask your bank for the routing number. You
should verify the routing number with your bank. If you get an error after entering your
correct routing number, it may not exist in the system and you should contact the
department’s personnel administrator or central payroll department.

You should indicate checking or savings (selecting "none” defaults to checking account).

You must choose when this is to become effective and when it will end (if I only want this in
effect for a limited time). All dates entered must be dates in the future.

Once change becomes effective, there will be a direct deposit or $80 created and the
remainder will be distributed to ma|n bank and other bank as entered

Walcome Lo Stilwell == 4 S
[Searen Adenyi:d vesri

Learming

Employees Sell-Eerviee

Owervlewy | Employee Search | Wiarking Tite | bty Benefits and Paymeniz | hiy Personal Informetlan

| Histary, Bar

k
I Bank Infarmatdan

A "

Crarieny dit Reviaw and Sawva
Dther bank
Payes: | Trainer EZS
Thy: [Burals |
TIF Ciode: 14202
Bank Humber: 221373383 .
Becourd Hurbar: 12345ETES = Chacking Savings Mene
Paymern Mathed: |P"lr Bank tra. .. |v
Purpoze: | |
CUITENEY: Ush

Stenderd Percerniage: 0

or

Default Walue: B0.00 "

= valld from Taday
Walid frem

Walidily Parigg
1 Previgus 2

See next page for explanations on drop-down boxes.

Exit
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County of Erie

This screen shows the information that will be displayed if you click on the box next to
“Bank Number”. This is the bank routing number. This additional screen will let you search
for information for your bank. You do not need this if you know the routing number of your
bank.

| [Eearen 2dmuid ez

Employes Sell-Zervlce Learming

Owerylewy | Employee Search | Wiarking Tite | Rty Benefits and Payments | hy Personal Informetlan

| Hislary, Eac

f I Bank Imermatuon

W = m -

Cruatit| ey Edit Fevies and Eave Canfrmellan

Cither bank

Courny: uss

Payee: [Trairer 2=
Cily: |Buttalo

2IF e 1202

3 \

%ank Mumber: 12102
Advanced Search
Aceour bet:
Bl Method: Bankkey: | | Biank narne:
ity | Bank Braneh: \ |

dard Parcemaga: | Go| Exi|

Bank nurabar SMIFT crde Cily iy Marna of bank nuriber and =raat

Crefault Walum

= Walid frem Taday
© Walld from
© walldiy Perad

i Frevious S[EE Rey
4

If you click on the arrow next to Payment Method, you will see a “drop down” selection to
choose from. The only options which you should select are “PY bank transfer” and “PY
check”. The ECMC options should not be selected. “PY Bank transfer” will create a direct
deposit amount; “PY Check” will create a paper check.

LP¥ Banktra._ |-

o

P Banie iranster ECWC
PY Check
PY Chetk ECMC
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County of Erie

When you have all information entered, click on “Review” and then “Save”.

 weoma Lorsiveet - = IR L AN v -
Search

Employee Self.

Dver i | Empil C L seneflits and Paymens | Iy Perzonal Informeallan

| Histary, Bar

Bank Infarmatdan

—El—{d—— i

Crarieny Edit Reviaw and Sawva Canfirmalion

Other bank

Couriey: Usa -

Payes: | Trainer EZS

Shy: [Burals |

TIF Ciode: 14202
Bank Mumber: 221ATIMES h
Aecour Hurbar: 12345678S ® Checking © Savings © Mens

Paymern Mathed: |P"lr Bank tra. .. |v

Purpase: | |
CUITENEY: s
Stenderd Percerniage: 0

cr

Default Walue: B0.00 "

“ yalld from Taday
“ Walid frem
“ Walidily Periad

1 Previgus ftep  Revie * Exit
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You will see the note “The changes you made to your Bank data were saved”.
Choose what you want to do next. In this example we “go to my personal information” and
then choose “bank information”.

Search Adean: 2

Employee Self-5e

reh | warking Tiie | Wiy Benefits and Paymeniz | bty Personal Informetlan

| Histary, Eac

Bank Infarmatdan

s
Criarin 21 Laggand save  Gonfirmation
E—
|III The changes yau made o your Bank date were seved 4)

Yhat do you 'l'l'ani En Eu I'IEiE.!

Courry: LS
PSEE‘E‘: Tralner ESS

Chy: . ELfTalo

TIF Code: 14202

Bank's amerlcan Eankers’ Assaclallan Kumber: 221272
Bank Acesund Mumber: 123456789
Acesurd Type:

Payment Method: PY Bank Transfer
Purpose:

CU”E‘FIE},': uso

Standard pEmEmEgE: 1]

Default valle: 80.00

walld from &/272011 1a B30/2011
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County of Erie

This screen shows the current bank information.

If you chose to receive a check for all or part of your payment, please ensure the payment
method is PY Check. Selecting any other payment method may result in no or incorrect
payment.

In the example below, the 1% “Other bank” is a printed paper check. You can see this
because there is no bank name listed.

Click on “Edit” to change any of the information.

| [Bearen 2dvmizsd vesro
Er‘r1p|u1_.rEE Self-Zervice LEEH’“HQ
Overvlew | Employes Search | uvarking Time | Rty Benefits and Paymends | Wy Personal nformelon

| Hislary, Eac

||
I Bank Infarmatdan

—l = [+ =

Drvarviews Edil Fuawieny and Sawve Corfirmation
Maln bank
Fayes: Tralner EEE

Eank Mama: HSEC
Accaunt Number: 937654321

Cdit
Dher bank
Walid from 6022011 to G30/201- Walid from Today
Feyee: Tralner EES Payee: Tralner ESS

Eank Mama: Bank Mame: SEFRZU
: Accourd Muriber: 12235E7ES

=FOther bank

U Previous Step MWew Otherbank ¢ [ Bt
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County of Erie

For this example, I will leave payment method “PY check” (printed paper check), and enter
value $50. It is not recommended to use percentage calculation.

Once change becomes effective, there will be a paycheck for $50 generated and the
remainder will be distributed to main bank and other bank as entered.

You must choose when this change is to become effective and when it will end (if I only
want this in effect for a limited time). All dates entered must be dates in the future.

After all data is entered, click “review” to make sure it has been entered accurately.
| [Bearen 2demizsd vesro

Erﬂpln{.rer: Self-Zervice Leamlng
Drerylew | EI'I"IpID':f'EE Eearch | 'l.l'l.l'ﬂrklrl;l.‘l Tlrne | r-.-'r-,r Eeneflte and F'E'_\'I'I"IEFHE | r-.-'-_-.- Perzonal Informeallan

| Histary, Bec

k
I Bank Infarmatdan

——

2
Crarieny Edit Reviaw and Sawva Canfirmalion

Dther bank
Couniry: [
Payee: | Trainer EZS
Thy: [Burile |
TIF Code: 14202
Bank Mumber: I F
Accourl Murabar: S—— ~ Checking © Savings * Mons
Paymen Mathod: |P’\r Check |v
Putpaze: |
CUITENGY: U0
Stenderd Percerniage: 0

Cr
Default value: 50.00

[ —

“ valld from Taoday
~ Walid from
~ Walidily Peariod

b Ravier *

1 Previgus Sie Ezit
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County of Erie

When changes are reviewed, click on “save” to update the information.

Search Adean

Ermployes Self

T I y { enefits and Paymens I h'y Perzonal Infarmellan

| Hislary, Eac

Bank Infarmatdan

—l—a [+ —=

Crrardieny Edil Review and Save Corfimation

Werlly the Bank data belaw

Dther bank

Coauniry: usa

Fayes: Tralner E33
Cily: Euffale

ZIP Code: 14202

Bank's &merican Eankers' Azsaciadion Nurbar:
Bank Accour Murnber:

Accoun Typa:

Paymernl Mathed: P Check

Purposs: W
CUITENEY: s

Standard Percerage: i}

Crefault Walus: A0.00

Walld from 6522011 1a BA3052071

1 Prevdouz Stép [ Sava| il|

V
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County of Erie

You will see the note “The changes you made to your Bank data were saved”.

s " e
| [Searen advan:d vesrs

Employes Sell-Zervlce Leaming

Owerylewy | Employee Search | Wiarking Tite | iy Benefits and Paymeniz | by Personal Informetlan

| Histary, Eac

||
I Bank Infarmatdan

1z 3 0

Crarieny Edil Fuawieny and Save Confirmation

]

[ The changes yau made to your Bank date =ere zened

What do you wankta 4o nevt?
5o o Bank Information Qeendas
Ga 1a My Personal Infarmedlan homepage
Ga 1a Cmployes Zelf-Services hamepage

Qther bank

Courry: LS

PHEE‘E‘: Tralner ESS
Chy: " BUTala

TIF Code: o 14202

Bank's smerican Bankers' Assaclallan Mumber:
Bank Accouni Nurber:

Aceourd Type:

Paymer! Method: PY Check
Putpaze:

CUurrency: uso
Standard Perceriage: 1]

Default value: 50.00

walld from &/272011 1a B30/2011

If you have any difficulty accessing any service please call helpdesk at 858-6715.
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County of Erie

8. Update Family Member/Dependents

To select this option, click on “Family member/dependents”.

| [Searen adean::

Employee Sei-Service BRG]
Dwverviews | Employee Sgarch | wiarking Tike | by Eenefite and Paymenls | Rty Personal Informellan
Parsonal Information | Hietery, Bac

||
I Ferzonal Information

My Personal Information

bodreszes

Enter. change, ar delele yaur address.
Bank: Infermatian

Enter, changa. ar deleda waur banking irformaticn. Please noda that
selgcting PY Benk ransfer ECMGC or PY Check ECMC &2 yaur peytent
rathed when aditing or ermering nev bank information

il resul In elfhar Ha or Incormect paymen. Please revlew yaur changes
iere you save Tham.
Famity MambarDepandants
Enter, change or dalete infermalion abwg

aur family rerbars ar

Flaaze naote thal adding ar deleling a dependant hara will ned
autometicalty regult In changes to bener plans.

Comac Persannal depadrant if you wish 1o make changes b your
biener plans.
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County of Erie

Here, you can view or change information about spouse and children. For this example, we
click on *New Spouse”.

—
- Help Lot

enefits and Paymeniz | Iy Perzonal Informeallan

| Histary, Eac

Famlly Member!Dependents

— 2 | 1 2
Drvarviews Edi i AN Save Comimiation

* Previfus Step Mew Spouse w Drivorced spousa * Maw Child b | Haw Stepchild ! Ezit
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County of Erie

There are many fields available to input, you will have to scroll down on the screen to see
them all. The only required field is first name, last name, and gender. This information
does not update any W4 or insurance information.

Click Review when data has been added.

¥Welcoms Lo Stilwsll [

| [Searen advanzdves:y

Employes Self-Service R

Oweryleswy | Employes =

| Histary, Eac

I Famlly MemberiDependents

i

4
Croardisvy Edit Reviaw and Sera Canfirmadian

Hame
First Mame: *

Lasl Marme: - Ezs

Qther Title: |

Data at Birth .k
P ' S
Crala of Birh:

Mame at Birth:
Sender: *Nlale ~ Famala

Hmums murmhie: an= drest

Ciher Fersonal Data
Saclal Securly Mumber:

Medlanally: -
Second MHallanallby: =
Third Mativnalily: =

Refarence Parsennel Mumber:

Addrest

Streel and House Mumber:
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County of Erie

Sedarch N

Employee Se

D | Empio

| Histary, Be
olma: =

ZIP Code:

Couniry: -
Telephane: 0ag

Fhysicians

Physician 1:

1D Mumber:

Physlclan 2:

I Mumber:

Skaz and Challenge

Stelus:  Studer
edicara
 Sraker
Millary Servica
" Financlally Independent
T Challenge
Drisability Dats: e
Mofification Crate: |

@ Yalld from Taday -
 Walid from =
 Walidily Periad

1 Previous Siep  Feview
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County of Erie

After reviewing the data, you can select "Save” to update the information.

You will then see screen below. There is a note “"The changes you made to your Family
Member data were saved”.

From here you can select where you want to go next. For this example, we select “Family
Members / Dependents Overview”.

Welcoms Lol stiwel = g /R UG
| [Bearen Adwai::dzesy

Employee Sell-Service Learming

Oweryleswy | Employee Search | Wiarking Time | by Benefits and Payments | h'y Personal Informetlan

| Histary, Ber

@ The changes you made te your Famity Marbar daia viera savam
I

Golo Employee seft
Hame

First Meame: nr.

Lasl Mare: ES3

Other Title: Ie

EHlIces Narmepage

Data at Eirth

Drele of Binh:

Mame at Birth:

Gender: Male

Dther Fersonal Data

Saclal SEL"IJTH:-,' MMumber:
Melanallty:

Second Matlanallty:

Third Matlenaliy:

Reference Personnel Mumber:

Address

Stresl and House Murber:
Address Line 2:

Cily:

Slala:

ZIF o

o
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County of Erie

You will then see the data you just entered. You can edit or delete this by selecting the
appropriate option. You can also add new spouse or child from this screen. Click “Exit” to

return to "My personal Information” screen.
o i - i
m i ‘“‘ﬁc:h_": Help  Log
Search Adeaniid Tesria

Employee Self-Serylce

Overvlewy | Employes Search | Wiarking Time | by Benefits and Paymeniz | hiy Personal Informetlan

| Higlary, Eac

Famlly Member'Dependents

— 4 2 1 | 4 3
Dvarviews Edil Fuawigni and Sawe Corfirmativon
Spouze
Valid from Toeday
Firsl Marne; Rr.
Last Mame_ ESS
Date af Birth:
| Edit | Dalate
* Previous Step Mew Divarced spousa * Mew Child b Maw Stepchild ! Ezit

If you have any difficulty accessing any service please call helpdesk at 858-6715.
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