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Add / Update a Record to State Directory

Add / Update a Record to State Directory Overview

The State Directory with employee email addresses and phone numbers is available online in
EnterpriseOne. Agencies are able to review this information for employees within their agency.
An Address Book record and an Employee Master must exist for an employee before that person
can be added to the State Directory. Agencies must communicate to decide when a record needs
to be added to the State Directory and when a record needs to be deleted. Information from the
Address Book automatically populates the State Directory.

Additions and changes to the State Directory DO NOT affect the employee’s Employee Master.

Add a Record to State Directory Lesson

Procedure

Step Action

1. State Directory Maintenance is the primary application for updating the Employee's
work contact information.

The information entered in this application will update information that appears in
the On-Line State Directory. Additionally, it updates the email address associated
with the employee's address book record.

The application Updates the employee's e-mail address in the ERP system and
allows for three conditions:

o0 Publish an employee's work contact information to the Phone Directory

o0 Publish an employee's work contact information to the Phone Directory,
excluding the e-mail address

0 Do not publish an employees contact information to the Phone Directory

2. Click the State of Nebraska link.

3. Click the Interfaces Master Menu link.
|Interfa|::es Master Menul

4. Click the Agency Phone Directory link.

[tgency Phone Directory

5. Click the State Directory Maintenance link.
State Directory Maintenancel
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ORACLE

D EDWARDS ENTERPRISEONE

Adminiatrati VEOES

State Directory Maintenance - Update Phone/Email Information

Select Find  Add Delete Close Tools

v @ +
Agency Number
No records found. Customize Grid a
Address Alpha Area Phone Firstand
Humber Hame Code Humber Middle Names Last Name
! o

Done

[ Trusted sites LS

Step Action

6. Click the Add button.

[+]

ACI—E, JD EDWARDS ENTERPRISEONE

State Directory Maintenance - Fix/lnspect Phone/Email Information
OK  Cance| Tools

B X =

Address Number

—

NIS Name |

Publish Employee Information
Please fill in the information for all employees. If
the employee does not wish the information to be

made public in the e-Phone Directory, please
check the appropriate box below.

™ Do Not Publish Emails

7 Do Mot Publish At All

First and Middle Names [

LastName [

Enter in the names as you want them to appear
inthe e-Phone listings. If the MIS Name (above)
is correct, nothing needs to be entered

Do not use quotes.

Electronic Address [

Area Code

Phone Number

Done

| Tl Tustedsies

[Fa - [=H00 - |
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Step Action
7. Address Number

Enter the employee's address book number. Use the visual assist if address number
is unknown.

Employee Name automatically populates from ERP system.

8. Do Not Publish Emails
Selecting Do Not Publish Emails will prevent electronic address from appearing in
the e-Phone Directory for the State of Nebraska.
9. Do Not Publish At All
Selecting Do Not Publish At All will prevent an employee from appearing in the e-
Phone Directory for the State of Nebraska.
If both options are selected, the employee will not appear in the e-Phone Directory.
10. First and Middle Names
Only enter information in this field if if the name in the ERP System's Name field is
NOT the way you want it to appear in the State Directory.
Please refer to the Entering Address Book Information Quick Reference Card for
instructions on how to enter names.
11. Last Name
Enter employee’s last name
12. Electronic Address
Information included in this field will automatically update the Employee's Email
address in their address book record. This email is used by the ERP system to notify
the employee via e-mail.
Types of notification include, but are not limited to:
o Notification of New Business Unit status (Business Unit Workflow)
0 Procurement Document Approval Status
0 Global Leave Administration - notification of Leave request approval/rejection
Note: Selecting Do Not Publish Emails will prevent this information from being
published in the e-State Directory.
13. Area Code & Phone Number

Telephone number to be published in e-Phnoe
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ORACLE" 1o EDWARDS ENTERPRISEONE .

Sign Out

State Directory Maintenance - Fix/lnspect Phone/Email Information
0K Cance| Tools

=]
Address Number 100378
NIS Name |F’EREZ,JUL\EJ

Publish Employee Information

Please fill in the information for all employees. If
the employee does not wish the information to be
made public in the e-Phone Directory, please
check the appropriate box below.

™ Do Not Publish Emails

Enter in the names as you want them to appear
I Do ot Fubisn A1 A1 nthe e-Phone listings. Ifthe NIS Name (above)
is correct, nothing needs to be entered

Firstand Middle Names |JUL|E JANE Da notuse quotes
LastName |pEREZ
Electronic Address |JIJ|iE! perez@nebraska.goy
Area Code
Phone Number
Done [T T & Tustedsites LS

Step Action

14. Click in the Area Code field.

15. Enter the desired information into the Area Code field. Enter "402".

16. Click in the Phone Number field.

17. Enter the desired information into the Phone Number field. Enter "555-1212".

18. Click the OK button.

19. Click the Cancel button.
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ORACLE’ PEREZ, JULE J [JPY300]
JD EDWARDS ENTERPRISEONE s
State Directory Maintenance - Update Phone/Email Information o

Select Find  Add Delete Close Tools

v @ + 01 X B

Agency Number
No records found. Customize Grid a
Address Alpha Area Phone Firstand
Humber Hame Code Humber Middle Names

Last Name

Done

[T T [ Tstedsites LS

Step Action

20. Click the Close button.

%]

21.

End of Procedure.

Update a Record to State Directory Lesson
Procedure

In this lesson you will learn how to update an employee record in the state directory.
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ORACI—E- JD EDWARDS ENTERPRISEONE

Adminiztrat I'ﬂEef VEOES

HUNT, ETHAN [JFY300]

EnterpriseOne Menu Fo
Open Applications
You have no running applications.

Open New Window

Fast Path

@

[ Favorites
I Content Development Tools

Welcome!

> EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

[ Roles

~ Actions
—Help

I Preferences

The EnterpriseCne Menu contains several links to the applications
These links will always be at the left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.

© Sign Out

Step Action

1. Click the State of Nebraska link.
[State of Nebraska|

2. Click the Interfaces Master Menu link.
Interfaces Master Menul|

3. Click the Agency Phone Directory link.
[tgency Phone Directory

4. Click the State Directory Maintenance link.
|5tate Directory Maintenance

5. Use the QBE line to enter information to help search for the employee who needs to
be updated. The most common way to search for them is to use their employee
number (Address Book Number) or their name.
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ORACLE" 1o EDWARDS ENTERPRISEONE 3 HHA‘; ‘j;fj‘

State Directory Maintenance - Update Phone/Email Information o
5?55‘ Fég gin g%ﬂe Cjuxsa 1;;'5
Mo records found. customize Grid & @I
4455871|
Step Action

6. After entering the search criteria click the Find button.

7. Make sure the radio button next to the employee you need to updated is selected and
then click the Select button.

8. You can update the employee's work phone number, email address, or their name.
Note: Enter the names as you want them to appear in the ePhone listings. If the
EnterpriseOne Name at the top of the screen is correct then you do not need to
enter anything in the name fields.

9. Selecting Do Not Publish Emails will prevent electronic address from appearing in

the e-Phone Directory for the State of Nebraska.

Selecting Do Not Publish At All will prevent an employee from appearing in the e-
Phone Directory for the State of Nebraska.

If both options are selected, the employee will not appear in the e-Phone Directory.
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ORACLE, JD EDWARDS ENTERPRISEONE

oK

=]

Cance| Tools

Address Number

14455871

State Directory Maintenance - Fix/lnspect Phone/Email Information

|

Adminiatrati VEOES

Employee Name [HUNT, ETHAN

Publish Employee Information
Please fillin the information for all employees. If
the employee does notwish the information to be

made public in the e-Phone Directory, please
check the appropriate box below.

[1Do Not Publish Emails

oo Not Publish At Al

Enter in the names as you want them to appear
inthe e-Phone listings. If the Enterprisecne
Name (above) is correct, nothing needs to be
entered.

First and Middle Names [

Do not use quotes.

LastName [

Electronic Address [ethan.a hunt@nebraska.goy

1402
4711111

Area Code

Phone Number

Done

+ Trusted sites

G v Hlow -

Step Action

10.

After making the necessary changes click the OK button.

RACI—E, JD EDWARDS ENTERPRISEONE

State Directory Maintenance - Update Phone/Email Information
Select Find  Add Delete Close Tools
v @ + 01 X B
Agency Number
Records 1-1 Customize Grig m]
|4455871 [
Address Alpha Area Phone: First and
Number Name Code Number Middle Names Last Name
(0] 4455871 HUNT, ETHAN 402 4711111
1] | 3|
Done < Trusted sites dh v Ho0w v

Page 8




AQ! Training Guide
Mm-.nhh.,fﬂ'.’sr. Add / Update a Record to State Directory

Step Action

11. Click the Close button.
12. You have successfully completed this lesson.

End of Procedure.
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