
AlertMe Faculty & Staff Contact 
Information Update 

 
 
 

1.​ Log into MyHR. 
 

2.​ Select Personal Information Summary. 
​

 
 

3.​ Click the Change phone numbers button to add, delete or update a 
non-business phone type. “Home" and "Business" phones will get a 
recorded message and "Mobile" phones may get text messages. 
Standard text messaging rates may apply. 

https://www.csueastbay.edu/myhr/index.html


​

 
 

4.​ Click Add a Phone Number to add a new or edit an existing phone 
type. 
​

 
 



5.​ Select the appropriate type from the drop-down list, enter a new 
contact number or update existing phone number, and click Save.​
Please note: Business and On-Campus phone types cannot be marked 
as preferred. 
​

 
 

6.​ Select the Return to Personal Information hyperlink to return to the 
Employee tab. 
 

7.​ Click the Change email addresses button to add, update or delete a 
non-business or on-campus email. 



​

 
 

8.​ Click the Add an Email Address button to add a new email. 
​

 
 



9.​ Select the appropriate type from the drop-down list, enter a new email 
address or update existing email address and click Save.​
Please note: Your CSUEB Business email will always be marked as 
preferred. 
​

 
 

10.​Select the Return to Personal Information hyperlink to return to the 
Employee tab. 
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