St. Claire Regional ™ o g et b mdste
Medical Center Personal Informgltion

Step 1
Go to scrstaff.org and click on “Employee Self Service” tab

(Only works in Internet Explorer ()

Step 2
Sign in using your User Name (ex: xx12345) And Password

Welcome

(Same as the User Name and Password you use for logging
into any SCR computer.)

API Healthcare |
Home | Employee | Benefits | Payroll

i Personal Informatio

26, 201 personal Contacts

Home | Employee | Benefits | payroll

Good morning _ , today is Tuesday, October 2! 2016 Step 3
When finished, make sure to Sign Out prior to clos g the browser window. C"Ck On the “Em ployee" ta b and C"Ck On
“Personal Information”

— Step 4
: % Make changes as necessary in the
DDDDDDDD T — correct fields
% _4

Continued on next page...



Employee Self Service: How to Update Personal Information (cont.)

API Healthcare Human Resources and Payroll Employee Self-Service

iome. oyee | Benefits [ payrol ‘
Effective Date:  10/25/2016 | save @

Employee Information Address Information

* First Name: Primary Address ~

~lastName: | Country: | United States -

Middle Name: teez:(
preferred Name: tne2: Step 5
Employee Code: ZIP/postal Code: |

avswecuny: || Click “Save”

Update Record

Please enter a date on or after today for which the change Step 6

kel Click the drop down box to
choose an effective date for the
oK Cancel changes you have made, then
click “OK”
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Phone Information

Primary Phone v

BEEP Phone E
Cell Phone

Office Phone

EXAMPLE

w Pager Phone

Primary Phone

Secondary Cell Nmer

-

WORK Phone

If you would like to add/edit a phone
number, click on the drop down box,
select which type of number you
would like to add, then enter the
number to the right.

Note: Last Name changes will be submitted as a request and will be approved through Human Resources
once proper documentation has been provided.



