Updating Contact Details

Follow this link to access the log in screen: https://myemployment.coventry.gov.uk

Log in to MyEmployment.
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Welcome to the Resourcelink Self Service Portal
Once you log on you will be able to:

1. view your pay documents

2. change your personal details

3. view and amend your bank account details

TOLOGON:

1. Enter your Employee ID number. Remember to include leading zeros or |
letters (leading letters must be in capitals)
2. Click on 'forgotten password?'. The system will issue you a password

SignIn

Your employee number

s Employee
ID number
Your password
a

Signin v

letters (leading letters must be in capitals)

2. Click on 'forgotten password?". The system will issue you a password
via e-mail.

3. Enter this password into the 'your password' field

_m Self Service Deadline is Tuesday 14th November 2017
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via e-mail. Forgotten your password?
3. Enter this password into the 'your password' field \ P asswo I‘d
Gl . Accessibility
m Self Service Deadline is Tuesday 14th November 2017 Enable Accessibility Enhancements
MyView
. . Security questions
Welcome to the ResourceLink Self Service Portal i .
. Please complete the following security
Once you log on you will be able to: 3
3 questions so that we can ensure your answers
Zy¥iewyourpay documents . match data that is held on your ResourceLink
2: change your personal details ] Aurorarecord. Confl rm
3. view and amend your bank account details
TOLOG ON: What is your date of birth (dd/mm/yyyy)?/ date Of blrth
1. Enter your Employee ID number. Remember to include leading zeros or | ‘ o ‘

What was the greatest ever invention?

< Answer security

guestion

My Details
Update My Bank Details
Update My Contact Details

My Equality & Diversity Info

My Irregular Claims

Click on Update My Contact Details.


https://myemployment.coventry.gov.uk/

My Contact Details

| Contact |—| Emergency |—| Complete

Overwrite the existing information.

Contact Detail

IContact Details - Home

Address

[ Address

|_ Address

[ Adaress

Post Code [ Post code

Home Telephone [ Home Phone

Personal Mobile Phone

Number | Personal Mobile

Work Mobile Number [ Work Mobile

Work Email Address

Click Save to finish later,
or Submit to submit.

I WORK EMAIL ADDRESS

[ Next]
[ Save ][ Submit ]

Emergency Contacts

Click Next or the tab that says Emergency to update emergency contact(s).

Contact |—| Emergency [—| Complete Click the Relation Click Add Contact
to add a contact
to amend or remove \

Emergency Contact \

Relation Title Forename Surname

Emergency contact/Next of Kin | -

Emergency contact/Next of Kin | [

Spouse —

[ Add Contact ]

[ Previous ] [ Cancel ] [Next]

[ Savoe 1[ Suhmit ]




Select either Spouse or Next of Fill in the Details.
\ 7

v 4
Add Contact * ) /

* Relation [ —Select-- — v|

Title | VI

Forename |

Surname |

Relationship to
Employee |

Home Telephone
Number | |

Mobile Telephone
Number | |

Work Telephone Number | |
Emergency Contact Address

Country

Address | ]

Post Code |

[ Cancel Add Contact ] [ Save Contact ]

When finished, click Save to return and finish the changes later, or Submit to submit the changes.



