Verify and Update Phone Numbers and
Email Addresses in PeoplePortal

e Sign In to PeoplePortal at https://peopleportal.llu.edu
e Locate: Employee Self Service > Personal Information > Phone Numbers/Email Addresses
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Definitions
Phone Type Describes the type of device or location to which a number is assigned such
as: Home, Office, Cell, Pager
Preferred A primary or preferred contact is assigned to one number and one email

address.

The preferred email contact is always set to an employee’s work email and
cannot be changed.
myLLU Viewable Assigns visibility permission for phone numbers and email addresses

Hidden: Emergency and administrative notification purposes only

Public: May appear in public facing web pages

Secured: Will appear on directory lookup or VIP, but not public facing web
sites

Campus Emergency Selected phone numbers and email addresses to be used to send notification
Notification via Send Word Now in the event of a campus emergency.



https://peopleportal.llu.edu/

Phone Numbers

e Review listed phone

number(s) Phone Numbers
Entor your phone numbers below
e If numbers appear to Phooa irembers
. Myl Campys Emetgeec
be accurate, click Phooe Type “Tolaphone Extension Profeired Viewable Motficatea
SAVE to confirm 2004551212 J Higden - v Delote l

Otee 14090 Migden - Delote

A3d a Phona Numbet ]

MyLLU Viewable:

Hidden . Emergency and admind ive notification purposes only

Public - May appear in public facing web pages

Secured - Will appear in directory lookup or VIP, but not public facing web sites

Enter the 10.digit phone number with area code, o.g, 93095551212, with no dashes or
other characters, the systom will format the number.

Only Phone Types of Home, Cell, and Other will be passed 1o API Staffing and
Schoduling.
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If PeoplePortal recognizes something improper with a listed number, a pop-up message will appear.

Message 1) “Phone not formatted correctly, must be 10 digits only — including area code”

PeoplePortal does not permit shortened numbers such as phone extensions, pager numbers, and
numbers without area codes.

e Click OK to continue ey 1)

° Enter number in the I P:m not formatted conectly, must be 10 Sgits only - induding atea
correct format and Phone Numbers

click SAVE (10 digits ‘
with no dashes or
other characters)

Entar your phone numoers telow. | ‘,

Phone Numders

Myl Campes Emergency
Phone Type “Teleghony Extonsion Profaried Viewable Noication

Other 14090 Higgen - Delote I

AQd 3 Phone Numder I

MyLLU Viewable:

Hidden - Emergency and admink ive notification purposes only

Public . Moy appeoas in public lacing web pages

Secuted - Will appear in directory lookup or VIP, but not public facing wob sites

Enter the 10.digit phone number with area code, 0.g. 9095551212, with no dashes or
other characters, the system will format the number.

Only Phone Types of Home, Cell, and Other will be passed to API Staffing and
Schoduling.
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Message 2) “A Phone Type has been inactivated (blank). Please delete and re-enter using an available

Phone Type.”
Previously, cell phones were listed in PeoplePortal with the Phone Type = MOBP (Mobile Phone). MOBP

has been replaced with:

X Cell with Texting — cell phones that can receive text messages
X Cell No Texting — cell phones that cannot receive text messages

e Click OK
Phone Numbers
e C(Click Delete to
Entar your phone numDers Delow.
remove the number Phone Rumbers

Phone Tyoe “Teephone Exteasion Prefarred Viewable Notibcation

MyLLY Campys Emergency

PORSTL- 1212 v Hiaden - s

_Deiee |
YL 0000 Hiaden - Dealote I

e Select Add a Phone

Other
Number to re-add
AGd 3 Phone NumBes — ——
MyLLU Viewable: x .
Hidden . Emergency and admig | '\ .»‘.Dhc:: :::L::: b«n:n;;::a!od (blank). Please defete and re-enter

Secured - Will oppear in direct| A prevously wsed Phone Type has been mactiveted and shows oo the
page 35 missng the Phone Type descnption (Blank), The data cannct
Enter the 10.digit phone numbe | Be taved untl the Phone Number row is deleted and reertered, using
other characters, the systom -j | an sctive phone type from the deop down.

Public - May appear in publi:j |

Only Phone Types of Home, Ca |
Schoduling.
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Save I \ /

Phone Numbers

Enlar your phone NUMDENs Calow
Phone Numbers

MxLLY Camous EmeIpency

Phone Ty “Telephone Extenae Preforred  Viewabio Nothcaton
0NS55-1212 J Hiaden - 7/ Dedete f

Other 9092550000 Hidden - Dedete I

Agd 3 Phoas Number I

MyLLU Viewable:

Hidden - Emergency and admini ive notification purposes only

Public . Moy appear in public facing web pages

Secured - Will appear in directory lookup or VIP, but not public facing web sites

Enter the 10.digit phone number with area code, #.9, 095551212, with no dashes or
other characters, the system will format the number.

Only Phone Types of Home, Cell, and Other will be passed 1o AP1 Staffing and
Scheduling.
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Phone Numbers
Delete Confirmation

? A2 yOU SUre yOu want 10 delele Pnone Numses (MCBP)?

Yes - Detete | | No- Do NetDetate |

If the following pop-up
appear:

e Click OK

e Select or add another
phone number

e Check the Preferred
column to make it the
preferred number

e Resume deleting the
number that is
missing Phone Type

Phone Numbers

Enter your phone numbders telow
Phone Numbess

MLy Campss Emetnescy

Phone Type “Telepbone Exteanion Preferred Viewakse Notiicabon
WRSES-1212 v Hidden - v Delete I
Other 0450000 Hidden - Delets

AddaPhone Numser | e

MyLLU Viewabie: ‘.

Hidden - Emergency and adminij l \ Yo cannot delete the peeferred phone.
Public . May appear in public fa &
Secured . V‘tlll:;;om Iﬁ dlmc(o: You must designate » new preferred phone before deleting this phone
Entor the 10.digit phone number

other charactors, the systom will :

—_— % |

|
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|
Only Phone Types of Home, Cell) 00 v "

Scheduling.
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Save I

e Select Add a Phone
Number

e Using the drop down
feature, select the
appropriate Phone

Type

e Enter Telephone
number with no
dashes or other
characters

e Enter Extension if
appropriate

o Select Preferred if
appropriate

Phone Numbers

Ended your phone rumbers Delow
Phooe Numbers

MyLLy Camepes Emermeocy
Phone 1ype ~Isiechoae Exlonsion Prefecred Viewabie Neaicaton
Omer POAS55-0000 7 Hiaden - Deleto
Agd a Prone Numoer _ |
MyLLU Viewable:

Hidden - Emergency and administrative notification purposes only
Public - May appear in public facing web pages
Securad - Will appear in directory lookup or VIP, but not public facing web sites

Enter the 10.digh phone number with aroa code, 0.g. 2095551212, with no deshes or
other characters, the system will format the number.

Only Phone Types of Home, Cell, and Other will be passed 1o API Stalfing and
Scheduling.
* Required Fiedd
Save '
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e Choose myLLU e

Viewable setting

Enter your phone numbers elow
Phone Numbders
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Pages Work

Phone Numbers

Enter your phone rumbers Delow
Paone Numbers

MxlLu Camous Emeroency
Phoae Type “lelophoae Exiansion Prefecred Viewable Mot
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A2d a Phone Number I

MyLLU Viewable:

Hidden - Emergency and administrative notification purposes only

Public . May appear in public facing web pages

Secured - Will appear in directory lookup or VIP, but not public facing web sites

Emter the 10.digit phone number with ares code, e.g. 3055551212, with no dashes or
other characters, the system will formot the number.

Only Phone Types of Home, Cell, and Other will be passed to AP Staffing and
Scheduling.
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Confirmation is received ——

and changes are saved Save Confirmation
once the Save
Confirmation screen

appears 3

‘/ Thie Save was successiul




Email Addresses

Note: The Preferred and Campus Emergency Notification selection cannot be deleted from an
employee’s campus email address

e Review listed email
address(es)

e If email addresses
appear to be
accurate, click SAVE
to confirm

Emall Addresses

Emal Addresses

MLy Campys EmeQency
‘Emall Type Emall Addenss Proferred  Viewalie Notifx abon

Camgus roumama@iy. ecu Hidden « Delete I

A0q an Email Asdress |

MyLLU Viewable

Hidden - Emergency and administrative notification purposes only

Public . May appear in public facing web pages

Secured - Will appear in directory lookup of VIP, but not public facing web sites

Your Campus email is designated as Preferred and you are unabla to edit this email
type. if your Campus email address is incorrect, contact the HRIS department.
* Requivec Fiala

Save

Confirmation is received
and changes are saved
once the Save
Confirmation screen
appears

Emall Addresses
Save Confirmation

V' e Swe was successia
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To add an additional
email address (if desired):

e Select Add an Email
Address

o Follow the same steps
as adding a phone
number

e Click SAVE when
finished

Email Addresses

Ermad Addresnes

MLy Campys Lnvrgoncy
“Emad Type £mad Addrass Proferred  Viewabie NOUSCABON
Cameus youmamegiu. ecu Hidden ~ Dalete I
AGd 30 Emat ASess \
MyLLU Viewabie:

Hidden . Emergency and administrative notification purposes only
Public . May appear in public facing web pages
Secured - Will appear in directory lookup or VIP, but not public facing web sites

Yout Campus email is designated as Preferred and you are unable to edit this email
type. If your Campus email address is incorroct, contact the HRIS department.
* Required Frsld

Save







