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DESCRIPTION
This job aid is for DPRs and Central HR.

The purpose of this job aid is to show the steps for updating the business email as the primary

method of contact for employees.
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UPDATE WORK EMAIL AS PRIMARY CONTACT METHOD

e loginto INFORMS.
e Navigation: Navigator> Workforce Administration > Personal Information >

Modify Person.
NavBar: Navigator o
Al = | Workforce Administration &
Rec-enl T Personal Information 3
1- Job Information >
My Favorites Global Assignments N
E Headcount FPS >
Navigator
Labor Administration 3
o
I- Absence and Vacation >
Classic Home

e Enter the Empl ID of the employee whose record should be updated.
e Check Correct History box.
e C(lick Search.

Personal Information

Enter any information you have and click Search. Leave fields blank for 2 list of all values.

Find an Existing Value ‘ | Add a New Value |

~ Search Criteria

Empl ID | begins with + “

2 . Name | begins with +
Last Name | begins with v

Second Last Name | begins with +
Alternate Character Name | begins with +

Middle Name | begins with «

D lInclude History | (CJ Correct History | Case Sensitive
Clear Basic Search B Save Search Criteria
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Click Contact information tab.

< HOME Modify a Person

‘ Biographical Details ‘ Contact Information ‘ Regional ‘

3. Person ID

Name Q | 1of1 v | ViewAl

Effective Date 11132006 t -
Format Type E

e Check the Preferred box for the business email.

Email Addresses

5 Q 120f2 v View Al
4. *Email Type *Email Address Preferred

Business v XOMSKDaniel Gonzalez3@miamidade govX11521X + =

Home v XOMSKDG312@msn.comX11521X O + =
5. Click Save.




