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ULATING THE MY INFORMATION PAGE

Audience: All Caregivers

Date published: February 1, 2022

Application(s): IS Self-Service Portal/ServiceNow

This job aid provides caregivers with instructions for populating or updating their personal information
(specifically personal email, personal cell, and personal cell carrier) on the My Information page of the IS Self-

Service Portal. These three fields (personal email, perso

nal cell phone, personal cell phone carrier) will be

used to receive verification codes when the self-service password reset tool goes live.

1. Access the IS Self-Service Portal via the following link:

right corner, click on your name, and then click on ‘M
page directly via the following link: https://umassme

https://umassmemorial.service-now.com/sp. In the top
y Information’. Or, you can access the My Information
morial.service-now.com/sp?id=user_profile.

Iy Information

Sign Out

2. The My information page will open. On this page, you will be populating the personal cell phone, personal cell
phone carrier, and personal email fields under the ‘About’ column of the page.
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Upload Picture

Preferred First Name Kure

Location
100 Front St., Worcester, MA O
(Offices & Cubicles)

Building 100 FRONT ST
Floor 2

Manager Clllg {EERY

Corparate-Cel-Rhone
Personal Cell Phone 763:000¢
Personal Cell Phone Carrier

Personal Email k*****r@gmail

Home Phone (Empt

PN

£ hitipsy//umassmemarial.service-now.com/spid=user_

Business Phone 774-445-2128

Kimilire Dz .U
Email «illlre d=jllllju@umassmemorial.org
Title 1S CONSULTANT

Department S Shared Services
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3. Personal Cell Phone: Click on the underlined text, enter your personal cell phone number, and click ‘Save’.

Personal Cell Phone (Empiy)
Perg
Personal Cell Phone

Pars

763000081 l
Hom
PIN

Cancel Save

4. Personal Cell Phone Carrier: Click on the underlined text, click in the ‘Personal Cell Phone Carrier’ field or on the
dropdown arrow, select your carrier from list, and click ‘Save’.

FPersonal Cell Phone Carrier Verizon

Personal Er
Personal Cell Phone Carrier
Home Phon
-
PIN 1215
Cancel Save
Building 100 FROMT &T
Floor 2 | Q
manager Greg| L A -
Business Phon |-Mobile
Ting

Corporate Cell
TracFone Wireless
Personal Cell P
UMass Memaorial
Personal Cell P

Us Cellular
Personal E Verizon
Home Phaol R B M
PIN 1215 ‘

Cancel Save
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5. Personal Email: Click on underlined text, enter your personal email, and click ‘Save’.
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Personal Email k***r@gmail.com
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PIN
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