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Updating/Viewing Personal Information

This document provies an overview of updating employee personal information using

the self service function available via Zipl
self service application enables employees to view their current information and make

updates as needed.

There isa series obnline tutoriaé which accompaythis document. Please navigate
http://www.uakron.edu/its/learning/training/PayrolIHRSelfService .ghg seletcthe link

f o Persénal Informationo t o | ocate the tutorials. Each
the process to view and update the various categories of personal information which are
documented in this manual.

Important Tips to Remember when working in ZipLine

V You will be logged out automaticaly after 20 minutes of
inactivity

V Cookies must be enabled on your browser. If you need to enabl
cookies, please visit the following website:
http://www.uakron.edu/its/learning/trainin g/IEBasics.php

V 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/I[EBasics.php

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

VAvoid using the b O,Eack.%mav'@aiewﬁilac
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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Notes on Updating Personal Information

e The majority of the pdates to personal information are real tiineneaning they
take effect immediately upon hitting the Save button. Only the following
information isNOT immediately updated due to the requirement of gmmaite
legal documentation whidllUST accompany the request:

o Name Change
0 Education (adding a degree)

e For those changes which require documentafimeandeducationany ofthe
following legal documentare accepted:
0 Marriage License
Divorce Decree
Dri ver 6s License
Social Security Card
Diploma (for degrees)
Official Transcript

O O O0OO0Oo

¢ An email notification will be sent indicating the request has lsebmittedfor
marital status and name chan@e@3NLY these two changes will result in a
confirmation email.

¢ An email notification will be sent once the requested personal information has
beenupdatedfor the followingchangesmarital status, namendeducation.

e Changes to marital status which result in changes to benefit elections must be
made within 31 dys of the marital status change date. Please be sure to contact
Benefits at (330) 9742092 to obtain and complete your benefit elections form.

e Complete the appropriate payroll forms if a home address change results in a
change in school district. Ak is provided on the address change pageljast
your W4/IT4 form after making a change in marital statsink is provided on
themarital statushange page to accabss payrollform.

¢ If your address change involves a move out of state pleatzcttme Payroll
Office at 330972-7205.

e NOt her Personal |l nformati ono such as gend
found on theView Personal Information page. Please contact Human
Resourceat 330972-7096if any of this information is incorrect.
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Access Personal Information T Log in to ZipLine

. . @Back . .
Avoid using the b ™  tenadigate Baleirk b u
ZipLine. This may resuladedho amdPagee
the links available on the page to navigate within ZipLine. Keep in mind, ya
may need to use the scroll bar to view some of these links.

1.

Navigate to ZipLine. A link for ZipLine appears on The University of Akron hom
page in the lower right corner. You may also enter thettpl//zipline.uakron.edu

directly into the address bar of your browser.
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‘What is the Akron Advantage?

Support the University
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Current Students. Faculty / Staff

‘ Most UA offices closed Dec. 23 to Jan 1. Details.
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2. Login to ZipLine with your Uanet ID and password:

[3 University of Akren - Z1pline - Miciasoft e et Expior S
>
.,

Contact the Support Desk at 33072-6888 if you have forgotten your
UAnetID and/or password.
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3. You are now logged in to the portal. Thepactul ar page s Mpwn
Page®d t ab. i@ome hygerlink fjomtwithin the portal will always return
you to this tab (My Page).

4. The tabs in the upper left corner contain information related to your role at the

Universityi Faculty/Staffand Students. You will see a tab for those roles which
currentl y b eRaaltyfptaffotalC! i ck t he A

O

Page6 of 41

10/02/2007 ©2007 by The University of Akron



