eProfile: Email Address The University of Akron

eProfile: View/Modify Email Address

This document provides an overview of updating your email address using the self

service function available via ZipLine,

service application enables employees to view their current information and make
updates as needed.

There is a tutorial which accompanies this document. Please visit the Software Training

Services web site for a complete list of tutorials.

Important Tips to Remember when working in ZipLine

You will be logged out automatically after 20 minutes of
inactivity

Cookies must be enabled on your browser. If you need to enable

cookies, please visit the following website:
http://www.uakron.edu/its/learning/training/I[EBasics.php

If you experience difficulty in logging in and you have cookies
enabled, clear the cache on your computer. For instructions on

clearing cache, please visit the following website:
http://www.uakron.edu/its/learning/training/[EBasics.php

ALWAYS log out of the portal by clicking on the Sign Out link -
clicking the X does not end your session

Avoid using the b QEackstoalavfgz&ewBila G
in ZipLine. Always use the links available on the page to

navigate within ZipLine. Keep in mind, you may need to use the
scroll bar to view some of these links
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Log in to ZipLine

. . e Back. . - .
Avoi d usi ng Backlatton =  t nadigate while in
ZipLine. This may result in a “Page
the links available on the page to navigate within ZipLine. Keep in mind, you
may need to use the scroll bar to view some of these links.

1. Navigate to ZipLine. From the main page (http://www.uakron.edu) click the link for
Faculty/Staff. A link for ZipLine appears.

Log-In

¥ 0

SPRINGBOARD EXCHANGE

ZIPLINE

NOTE: You may also enter the url http://zipline.uakron.edu directly into the address bar
of your browser.

2. Login to ZipLine with your Uanet ID and password:

dl{[ygll%n ZipLine 2.0

Login to
ZipLine

password:

Log Me In!

Help Center

Contact the Support Desk at 330-972-6888 if you have forgotten your
UAnetID and/or password.
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3. You
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Holme hypl¢riink fgom tvithie the portal will always return
you to this tab (My Page).
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Welcome to ZipLine!

ZipLing is your Key to the UA Campus Cornrunity. ZipLineg can connect you to all UA an-ling applications including erail, university news,
announcerments, registration, grades, even the weather. ZipLine is all the information you need, at your fingertips now!

Use the "Personalize Content” link in the upper left to custorize the content of this page. Vou will find aptions to include links to your UA E-
mail and academic resources, news, weather and many more.

The "Personalize Layout” link will allow you to place your information in a twi- or three-column layout and control the contents of each
column. Be sure to use the Save button at the bottom to see your changes take effect

We are committed to providing our students and faculty with the best on-line experience we can. In order to make this Your Portal, we need
your involvernent. Please fill out the feedback survey with your suggestions for changes and additions you would like us to make. Tutorials
and infarmation on using ZipLine are available through Learning Technologies, Software Training.

Corning in October, Students and Faculty will have direct access to new self-service applications for Registration, Class Schedules, Grades,
etc. Watch for announcements concerning these changes in ZipLine's Campus Announcements, ZipMail and E-mail Digest.
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5. Notice the various options available under the My Profileh e adi ng

Servic € s

Perzonalize > Content = Layout

Educator Services |
Faculty Center
Review your clazs schedule infermation, view your clazs rosters and
enter grade information.

\

\<

Employee Services 8=

)

» My Compensation

My Benefits

Review health, insurance, savings, and flexible spending accounts
plans in addition to dependent and beneficiary information.
Benefits Summary

DependentiBeneficiary Info

Insurance Summary

Benefits Enroliment

Access your online payzlip, direct deposit, and other deduction or
contribution information. Review your job, =alary, and compenzation
history.

Payroll Messages

View Paycheck

Yoluntary Deductions

Direct Deposit

W-2IW-2¢c Consent

View W-2 Forms

\W-4 Tax Information

My Profile

Personal Information Summary
Home and Mailing Address
FPhone Mumbers

Email Addresses

Emergency Contacts

Marital Status

MName Change

Education

Ethnic Groups

UA Directory Information 1

und e
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View/Modify Email Address

Please note that changes to your Email Addresses can be made by using either of the
following methods:

e CIl i c KPerdormnldnfoimation Summary” |l i nk fr oBroftehe mai n
Change email addresses | button

page and then select the

e Cl i c KEmdilAddresses” | i nk f r o Brofilepage. mai n My

My Profile
‘ | Fersonal Information Summary |

Home and Mailing Address

Phone Mumbers

Emergency Contacts

[Marital Status

Mame Change

Education

Ethnic Groups
LA Directory Infarmation
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1. The Email Addresses page is displayed.

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

NOTE: Changes to your Uanet and UA Directory email address must be made
through the Uanet Services website—Cc | i ¢ k t h eAdd/Updatk UAt i t | ¢
Directory Email Address” i f you need to update

Email Addresses
Joe Smith

Updates to your UAnet and UA Directory email ad[%ess must be made through the UAnet
Senices website. The link for this is found below. Please allow 24 hours for updates made
through UAnet Services to be effective.

AddiUpdate UA Directory Email Address

Email Addresses

*Email Type *Email Address Preferred
UA Directory joestaff@uakron.edu O
UAMetID joestaff@uakron.edu

Add an Email Address

* Required Field

Save

Return to Personal Information
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2. After selecting to add a new email address, a blank row will be inserted at the bottom
of the list. Select the Email Type from the drop down list and then enter the new

email address. Click the ~ 53" button when you are finished.
£

Email Addresses
Joe Smith

Updates to your UAnet and UA Directory email address must be made through the UAnet
Senvices website. The link for this is found below. Please allow 24 hours for updates made

through Usnet Senices to be effective.

AddiUpdate UA Directory Email Address

Email Addresses

UA Directory joestaff@uakron.edu ¥
UA MetID joestaff@uakron.edu

w F] Delete

Add an Email Address

* Required Field

Save

Return to Personal Information

3. A confirmation is displayed. Click the OK button.

Email Addresses
Save Confirmation

V The Save was successful.

ok

For questions regarding Personal Information updates:
Staff, Faculty, Contract Professionals and Graduate Assistants call 330-972-7096
or e-mail Human Resources at: UnivOfAkronHRIS@uakron.edu

Page 7 of 7


mailto:UnivOfAkronHRIS@uakron.edu

