DALLAS ¥

INDEPENDENT SCHOOL DISTRICT

How to Update Personal Information in Oracle

1. Log into Oracle at http://ebsprod.dallasisd.org.

If you are unable to login, contact the IT Service Desk at (972) 925-5630.

2. Navigate to @ Employee Self-Service & Human Capital Management Information
2 Personal Information.
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3. Review the information under Phone Numbers and Main Address. Click Update to make
changes.
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TO UPDATE YOUR PHONE NUMBERS

4. Select the type and enter the number. Click Add Another Row, if necessary. Once all
numbers are enterred, click Next.

Phone Enter and Maintain
Icancel ‘ Save For Later } | Next }
Employee Name Employee Number u
Organization Email Address Business Group DISD

Please DO NOT update/delete the work phone as it’s being maintained by the district's
Enterprise Active Directory. You need to submit a remedy ticket to have your workphone
number updated via the “IT Help” icon on your desktops or by clicking the icon below.
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5. Confirm the information on the review screen. If correct, click Submit.

Personal I;ﬂ'orma’don: Review
Cancel | | Printable Page | | SaveFor Later | Badk | | Submit |
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To help approvers understand the request, you can attach supperting documents, Images, or links to this action.
None Add
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6. You will receive a confirmation.

7L | confirmation
Your changes have been applied.
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TO UPDATE YOUR MAIN ADDRESS
7. Select Enter a new address if you have moved. Click Next.

Note: The correct or amend selection is not available.

Main Address: Choose Option

el i

Employee Name s mmes Employee Number ]
Organization Email Address = Business Group DISD
Select the type of change you want to make: Correct if details of the address are incorrect, or enter a new address.

© Correct or amend this address.
@ Enter a new address if you have moved.

8. Enter the information. Click Next.

Main Address: Enter New Address

Cancel | | Save For Later | Back | | Next |
Employee Name | || o Employee Number .
Organization Email Address o Business Group DISD
Select your country and enter your address.

* Indicates required field
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Cancel | | Save For Later | | Back | | Next |

9. Confirm the information on the review screen. If correct, click Submit. You will receive a
confirmation.
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