Changing your office phone number using Employee Self Service
(Please note: This is where you go to change your work phone numbers as they appear in the Outlook address book.

Updates take place in PeopleSoft and are sent to Outlook on a nightly basis. Changes made to your information in ESS
will appear in Outlook the next day. If your User ID starts with “X” contact the Service Desk to make changes.)

Click on Employee Self Service on the eweb home page (http://eweb.cabq.gov)
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Log in with your Outlook username and password
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Please use your Active Directory (Outlook)
FOR ASSISTANCE username and password to login to PeopleSoft.
Call the Helpdesk at 768-2930
if you have difficulty logging in.

User ID: I

Password:

Click on Employee Self Service > Personal Information > Phone Numbers
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Enter your correct phone numbers as needed and click Save.
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Enter your phone number below.
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Phone Type *Telephone Extension Preferred

Main D ] Delete |
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* Required Field

B Be Sure to Click Save!
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While you are at it, please review Personal Information including Emergency Contacts and make sure that they are up
to date as well.
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