
Self Service Spotlight: Personal Information 
 
 
 
After successfully logging into PeopleSoft HR, you will be directed to the Employee 
Home page that contains a menu of available services.  By clicking any of these links, 
you can view your information and edit selected information contained in the PeopleSoft 
HR database. 
 
In this Self Service Spotlight, the Personal Information feature is being highlighted. 
By clicking on the Personal Information Home link, you can view your current personal 
information on file in PeopleSoft HR and change certain information such as your home 
address, personal telephone numbers, emergency contact information, and non-HCC 
email addresses 
 
 

 
 
When you click the Personal Information Home link on the Employee Home Page, you 
will be directed to the menu below.  



 
Personal Information Home 
 
First, let’s look at the Personal Information Summary, by clicking the link noted in red 
below: 
 

 

Click this link to return 
to Employee Home 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Personal Information Page 
 
To change your home address information, click the yellow Change Home Address 
button on the Personal Information page.  Then click Edit, Save, and OK on the 
subsequent screens.  To change your personal telephone numbers, emergency contact 
information, and alternative email addresses, click the corresponding yellow buttons. 
 
 

 

 

Your Name 

Your Address 

Phone 
Numbers 

 



 
 
NOTE: HCC is not currently recording personal information such as birth country, birth 
state, and military status in PeopleSoft HR.  These fields may be blank or contain the 
PeopleSoft default information. 
 
 

 

Your birth date 

Your SSN 

Your hire date 

Your ethnicity 

 
Tip!  Navigation within PeopleSoft HR 
 
At the bottom of each PeopleSoft screen, there are one or more “Go to” links.   Rather 
than using your browser’s “Back” button, it is preferable to use these “Go to” links to 
navigate between the pages (see yellow arrow above). 
 


	Personal Information Page

