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How to Add Your Ethnicity via Employee Self Service

1. After successfully logging into PeopleSoft, click on the Personal Details tile.

NYC .
e W I D
Employee Self Service ~ < 20of5 >
-~
Delegations Careers Time
o= B &)
Payroll ] [ Personal Details 1 Person Profile
O o ( ) ( )
Y e
o V o e
L3
Last Pay Date 09/17/2021
Benefit Details ] Performance ] Wellness & Safety
®2® iy
S anfy

2. On the left side of the “Personal Details” Page, click on the Ethnic Groups tab.

£ Employee Self Senice Personal Details

JOHN SMITH®
Service Aide
& Addresses Addresses
@ ¢ Detail Please Note: Home Address changes made into or out of the five boroughs of NYC may have a tax implication. Please call Payroll Shared Services at 646-
&g’ Contact Details 694-7777 for any questions. Be advised Special Officers and Supervising Special Officers are required to submit proof of address for all Home Address
changes. You will receive a confirmation email from Human Resources Shared Services (HRSS) to confirm your request has been received.
& Name If you have any questions, contact HRSS at (646) 458 -5634 or via email at EmployeeSelfService@nychhc.org.
Home Address
2% Ethnic Groups 101 LALA LANE
- °k Current b

BROOKLYN, NY 11218
{2 Emergency Contacts
a0 Additional Information Mailing

No data exists.

‘ Add Mailing Address

& Veteran Status
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3. Choose your ethnicity type by clicking on the choices provided for questions 1 and 2.

rsonal Details

£ Employe Service

JOHN SMITH ®

Service Aide

Addresses Ethnic Groups
. Contact Details 1) Are you Hispanic or Latinx? Explain
B Name O Yes
@® No

455 Ethnic Groups

2) What is your race? Select one or more. Explain

& Emergency Contacts Asian

e, Additional Information & Black or African American
[ Native American/Alaskan Native

Vet Statl - . -
€5 V=R E RS [ Native Hawaiian or Pacific Islander

[J White

Voluntary Self-ldentification

The employer is subject to certain g tal rec ing and reporting requi for the administration of civil rights laws and regulations. In order to comply with
these laws, the employer invites | to ily self- \demlfy their race or ethnicity. Submission of this information is voluntary and refusa\ to provide it will not subject
you to any adverse treatment. The information obtained will be kept confidential and may only be used in accordance with the provi: of laws, executive orders,

and regulations, including those that require the information to be summarized and reported to the federal government for civil rights enforcement. When reported, data will not
identify any specific individual

Save

4. Click on Save once you have selected all that apply.

rsonal Details

< Employe: Service

JOHN SMITH®

Service Aide
i Addresses Ethnic Groups
J Contact Details 1) Are you Hispanic or Latinx? Explain
f5 Name O Yes

® No

A% Ethnic Groups
8 Emergency Contacts 2) Whla:} i:syil:nur race? Select one or more. Explain

a, Additional Information ¥ Black or African American

[J Native American/Alaskan Native

Vet Stat
4 Veteran Status [ Native Hawaiian or Pacific Islander

O wWhite

Voluntary Self-ldentification

The employer is subject to certain governmental recordkeeping and reporting requirements for the administration of civil nghls laws and regulations. In order to comply with
these laws, the employer invites employees to voluntarily self-identify their race or ethnicity. Submission of this information is voluntary and refusal to provide it will not subject
you to any adverse treatment. The information obtained will be kept confidential and may only be used in di with the provisi of licable laws, executive orders
and regulations. including those that require the information to be summarized and reported to the federal government for civil nghls enforcement. When reported, data will not

identify any specific individual

«Q

You have successfully added your ethnicity!
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