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| Overview

The Personal Details folder provides access to your information held in the
HRIS (Human Resource Information System).

You can access this information at anytime and ensure that it is correct.

To access your Personal Details login to StaffOnline and open the Personal
Details folder.
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\ Personal Contacts

To view and update your personal contact details click on the Personal Details
folder then select Personal Contacts.

1. Your personal information is displayed in a condensed format as
below.

FPersonal Contacts

Contact Details |Home Phone |Work Phone [ Street Address 1 (Poast Code
Contact Details (1234567 9999 123 Smith 5t 0999

This page wasz produced July 16, 2007 11:39 am by program WHS022 (revizion 10.1)
Copyright @ Talent2 Warks Pty Ltd. (ACH 010 602 592)

2. To edit this information click on the Contact Details link. This will
open the contact screen and you can edit as required.

Fersonal Contacts

Home Phone 1234567

Work Phone (9999
Home Address
Street Address 1 PO Box 789

Street Address 2

SuburhTown |Charles Darwin University

State |NT - NORTHERM TERRITORY hd
Post Code |0999 ﬂ
Country
|_ Copy Home Address to Postal Address J

Postal Address

Street Address 1 (123 Smith St
Street Address 2
SuburhTown |Darwin

State | MNT -MHORTHERM TERRITORY b
Post Code 0333 | =

Coumtry

Update I I Clear I
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3. When you have made your changes click on the Update button and
ou will receive a Success message as shown.

Personal Contacts

Suecess! Row updated

Version 10.0 Page 3 of 8 July 2007



ﬁCharles Darwin

UNIVERSITY

Australia

Personal Details

StaffOnline User Guide

\ Emergency Contacts

To view and update your emergency contact details click on the Personal

Details folder then select Emergency Contacts.

Your current emergency contacts are displayed as below.

Emergency Contacts

Contact Name | Priority | Relationship |Work Phone [Home Phone |Mobile Phone | Email
LADY Judy Srmith | 1 Friend 12345645 |T369456 04090409049 | judy.smithg@home.com

Add new Emergency Contact record

To edit a contact, click on the Contact Name link which will open the
contact so you can make changes as required.
NOTE: You can set a priority on your emergency contacts if you

refer.

Conmtact ID
Priority

Title
surname
First Name
Relationship
Woaork Phone
Home Phone
Mobile Phone

Email Adidress

Address

Emergency Contacts

3476
1

MISE - Miss
Srnith

Judy

Friend

Rhh 45R9
RB5 BhYR
04090409049

judly smithEwork. org.au

l Lpdate H Delets H Clear]

When you have made the required changes click on the Update button

and you will receive a success message.

Emergency Contacts

Success! Row updated
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1. To add a new contact click on Add new Emergency Contact record.
Emergency Contacts
Contact Mame | Priority | Relationship |Work Phone [Home Phone [Mobile Phone |Email
MISS Judy Srmith | 1 Friend 555 4560|556 6596 | 04090408048 |judy.smith@work org.au
Add new Emergency Contact recard

2. Complete the details for the new contact and click on the Insert button

when complete.
NOTE: You can set a priority on your emergency contacts if you prefer

Priority

Title
surname
First HName
Relationship
Work Phone
Home Phone
Maobile Phone

Email Address

Address

Insert || Clear

Emergency Contacts

3. You should receive a Success message as below.

Emergency Contacts

Success! Row inserted
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\ Dependants

NOTE: This information is not required.

StaffOnline has the facility to record your dependants. To view and update
your emergency contact details click on the Personal Details folder then select
Emergency Contacts.

1. Any current record of dependants will be displayed.
Dependants

Dependant  [Title | Surname |First Name | Relationship | Birth Date
1. Dependant | MRS | Graen Jane 5B - Sihling

Add newy Dependant record

2. To edit a dependant, click on the Dependant link which will open the
contact so you can make changes as required.

Dependants

Title | MRS - Mrs 7
Surname |Green
First Name | Jane
Second Hame
Third Hame

Relationship | SE - Sibling hd
Birth Date [

I Update H Delete HCIearI

3. When you have made the required changes click on the Update button
and you will receive a success message.

Dependants

Success! Row updated
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To add new dependants click on Add new Dependant record.
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Dependants
Dependant  [Title | Surname |First Name | Relationship | Birth Date
1. Dependant | MRS | Graen Jane 5B - Sihling

Add newy Dependant record

Complete the details for the new dependant and click on the Insert
button when complete.

Title

Surname
First Name
Second Name
Third Hame

Relationship

Birth Date

Dependants

Insert || Clear

You should receive a Success message as below.

Dependants

Success! Row inserted
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\ Disability Information

To update your disability information, login to StaffOnline, open the Personal
Details folder and select Disability Information.

1. The information PMD has currently for you will be displayed as below.
To update this field click on the Disability link.

Disability Information

Disahility | Type
Cisahility | 014 - Mo

2. Select either Yes or No and click on the Update button.

Disability Information

Disability | 014- Mo ¥ |

014 -Mao
[ Update [5757vee

3. You will receive a Success message.

Disability Information

Suecess! Row updated

Disability | 013 -"es v |

Update I I Clear I
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