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This presentation takes you through the steps to review and update:
personal details, contact information and family and emergency contacts.



Enter this web address in your browser and press the enter key.

https://edrm.login.us2.oraclecloud.com/



This is where you will land.

Click the “Company Single Sign-On” box.



Type the same user name and password used to log on to your TCNJ 
email. This also known as your, “single sign on”.

Press “Sign in”.



This is where you will land.

Click the “home”                icon found at the upper right side of the screen.



You will land here. 

You should see that the “Me” option is underscored.  Next, click the “Personal 
Information” tile.

You may now begin the process of reviewing and, if necessary, updating your 
personal information.



From this screen we will navigate to your personal information, 
contact information and your emergency contact details.

Begin by selecting the “Personal Details” option.



I made changes to my demographic 
information as indicated by the check marks.

Here is your demographic information.  Please review all 
fields and change those that are blank, or that are inaccurate.



Once Personal Details are updated, it’s time to submit the changes.



I submitted changes to my demographic information.  As you see, Cloud 
informed me that there were errors that must be corrected prior to my 
changes being recorded.

In this case, I needed to add effective dates for my changes.



The errors were corrected and my changes are recorded, subject to approvals.  
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This is the screen that appears once changes have been submitted.

Upon review of the changes you submitted, you have the option to 
withdraw the request and to begin again.  To do so, click “Withdraw” 
on the top right of the screen.



This screen informs you that your changes are in the approval process.



Once you have finished reviewing and updating Personal Details, 
press the back arrow to return to the Personal Info screen.



From this screen we will navigate to “Contact Info”.
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Contact information is here.  If any of your contact 
numbers or address are inaccurate or missing, click the 
pencil            icon next to that mode of contact, or your 
address. HCM Cloud will open that particular mode of 
communication to enable you to update it.



Here, I have updated one of my contact phone numbers.

Click, submit once your update is complete.



Click the “add” button to enter details associated with any 
of your contact phone numbers.



I entered a comment about when you contact me on my mobile phone 
number.  

I made my mobile phone number my primary number.

I submitted the change.



Are you moving to a new address, or did you 
update your address in Cloud? 

If so, there is one more step to complete the 
address change process.  This is for benefit 

plan purposes:

Complete a  Change of Address Form
and submit it to hr@tcnj.edu

https://hr.tcnj.edu/wp-content/uploads/sites/128/2020/01/Change-of-Address-Form-Fillable.pdf
mailto:hr@tcnj.edu


The Change of Address Form 
must be submitted to the 
Office of Human Resources.  



Once you have finished reviewing and updating Contact Infoails, 
press the back arrow to return to the Personal Info screen.

Once you have finished reviewing and updating Contact Info, press 
the back arrow to return to the Personal Info screen.



From this screen we will navigate to “Family and Emergency Contacts”.



Click the “add” button to add a new Emergency Contact.

OR

To update a current emergency contact, click on the name of the individual 
and her/his contact information will display.  



Here, you will enter all pertinent 
data for your emergency contacts.

Once you are finished, click the 
submit button on the top right of 
the screen.



I entered relationship data for my emergency contact and also designated this 
emergency contact at my primary emergency contact.



I have added an additional phone number for my emergency contact. 
I do not want this phone number to be the primary contact for this 
individual so I did not check the “primary” box.



The changes I entered are being reviewed.  I will be notified once the 
changes are approved.



Once your changes 
are approved you will 
be notified via email.  

This slide, and the 
next are examples of a 
data change approval 
notification.



Please note the 
bottom of the screen.  

Though the data 
change was approved, 
the person reviewing 

the information 
added comments.  If 
additional changes 
need to be made, 

repeat the process.  



You have learned how to update:

◦ Demographic data

◦ Your contact information

◦ Your family and emergency contacts



Please submit to: hr@tcnj.edu.


