AlertMe Faculty & Staff Contact
Information Update

Log into MyHR.
Select Personal Information Summary.
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Welcome to MyHR Employee Page
Cal State East Bay's self-service system for emplovees.

Employees use MyHR to:
- review and update personal information
- enrall in benefits
review benefit and dependent information
- review, enter and approve student and hourly time
- review, enter and approve absence information
- wview paycheck and compensation history

- wiew employea employment opportunitias

Recruiting Activities

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
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Personal Information

Princess Jasmine
MName

Legal Hame Princess Jasmine
Preferred Mame  Princess Jasmine

To change your legal name, please visit the Payroll Office and provide the appropriate
documeantation 1o make the changs Frefemed name changes can be submatted throwgh our

campus directory Beguest a Change link

Phone Numbers
Phone Type Phong Mumber Extanaion Prafermed
Business 510/885-T847 O
Home S1(:855-1212 =

Email Addresses
Email Type Email Agdress Pratarmned
Business stepbystep@csueasibay edu =
Homa rEgeretteffime. com |

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

Phone Numbers

Phone Type *Telephone Extension Prefemred
Business 210/885-7647 |
Home 510/555-1212 il | Delete

| [ AsaaProne humeer ||



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.

Phone Numbers
Princess Jasmine

Enter your phone numbers below.

If multiple phone numbers are entered, specify your primary contact number
by selecting the preferred checkbox

Phone Numbers

Phone Type *Telephone Extension Preferred

Business 510/885-7647

Home 510/555-1212 Delete
‘Mobile 510/885-3000 ] Delete

[ Add a Phone Number _|

* Required Field

Save

Retum to Personal Information _

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.



MY

Personal Information
Princess Jasmine

Name

Lega! Name Princess Jasmine
Preferred Name  Princess Jasmine

To change your legal name, please visit the Payroll Office and provide the appropriate
documentation to make the change. Freferred name changes can be submitted through our

campus directory Reguest 3 Change link.
Phone Numbers
Pnone Typs Fhone Numbsr Extansion Praferrag
Business 510/885-T047
Home S10i556-1242 &~
|  Change phone numbers |

Email Addresses

Emaill Type Emaél Address Preferred
Business stepbystep@csueastbay adu v
Home rBderette@me com

I Change email addresses |1

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

Email Addresses

*Email Type Emsail Addreas Preferred
Busincss stepbysicp@csucastbay cdu
Home Rderetie@me com [ [ . Delete

I: Afd an bmail Adoress i




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.

Email Addresses

Princess Jasmine

Enter your emall addresses below.

I multiple emall addresses are enlered, specily your pnmary contact email
address by selecting the preferred checkbox

Email Addresses

Emall Type Emall Addresn Praferred
Business stepbystep@csusastbay edu
Homse: riderette@me com

Add an Email Address

* Reguired Field

21

Save

Raturm 1o Personal Infarmaton —

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