
Employee Self Service 8.9 Reference Guide

 
 
My Personal Profile - Phone Numbers  
  
 
Log into the campus portal. 
Review business process guide 
titled “Accessing/Logging into 
Portal” for further instructions.  
 
On the Employee Self Service 
page, click Phone Numbers. 
 

 

 
 
Add a Phone Number 
 
Step 1: 
 
Click . 

 

 
Step 2: 
Select the Phone Type.  There 
can only be one of each phone 
type used. 
 
Step 3: 
In the Telephone field, enter your 
phone number. 
 
Step 4: 
If this number is to be your 
primary phone number, place a 

 in the Primary Phone box. 
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Step 5: 
Click  when all changes 
have been completed. 
 

 

 
 
Step 6: 
You will receive “The Save was 
successful” message.  Click 

. 
 
If you are changing a phone 
number, you can either highlight 
the former number and e
new number next to the 
appropriate phone type or delete
that numb

nter the 

 
er and add your new 

umber. n
 

 
 

 

 
Delete a Phone Number 

:  
Click 

 
Step1

. 

CSUF Date Last Revised: 07/31/2008 Page 2 of 4  
 



Employee Self Service 8.9 Reference Guide

 
 
 
Step 2: 
Confirm you want to delete the 
phone number.  Click 

 or  
 
To continue with the deletion, 
click, .  

 
 

 
Step 3: 
If you select Yes – Delete, you 
will return to the Phone Numbers 
page with the selected row 
already deleted.  Click . 
 

 
 
Step 4: 
You will receive “The Save was 
successful” message.  Click 

. 
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Correct a Phone Number or 
Phone Type 
 
Step 1: 
To change a phone number, 
highlight the phone number then 
enter the correct phone number 
and click  
 
 
 

 

 
 

 
Step 2: 
If you have no preferred phone 
number selected, you will receive 
the message to the right. 
 
Click OK, then check one of your 
phone numbers as “Preferred”.  
It is required to designate at least 
one phone entry as the preferred 
phone. 
 

 
 

 

 
Step 3: 
You will receive “The Save was 
successful” message.  Click 

. 
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