Quick Reference Guide

VIEWING PERSONAL INFORMATION

Logon to My UNIverse.
Click e-Business Login in the e-Business channel.
Enter your e-Business username and password.
Select UNI Employee Self Service

Applications
) Info_Tech Swes L MrETpIOyeE 5o
() ITS_Administration (E
(£ ITS Administration Timecard Mar

@&JUNI Employee Self Servicej
— YWorkflow Use

rpODE

Withholding A

Payslip
Timecard

5. Click Personal Information to view.

Employee Name Mary Merit University ID 345678
Email Address  mary.merit@uni_edu

Overview

Basic Details
Full Name Merit, Mary M
Date ofBirth 01-JAN-1360

o8 2000
Sacial Security Number 111-22-4444

Employee Number 9999
Email Address Mary-merit@uni edu

Main Address

Address Line 1 PO Box 123
Address Line 2
Address Line 3
City Cedar Falls
State 1A
Zip Code 50613
County Black Hawk
Published
Unpublished 319-273-2311
Type Home Privacy Protected

eigformation is not accurate, please Logon to MyUniverse to submit a change request.

Back

UPDATING PERSONAL INFORMATION

6. To update, click Login to MyUNIverse in the lower left of the screen.

7. Enter your CatID to login.

MyUNIverse | Calendar | A-Z Index | E-Mail | Contact UNI UNidirectory UNisearch

Personal
Information
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University records show the following name information:

8. Using the tabs, locate the information you would like to change.

9. Enter new information in the fields provided.

10. Click Save when finished.

For questions email ebusiness-help@uni.edu
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