
PeopleSoft V9.1

Viewing and Updating Your Phone 

Number(s)



From the PAWS Employee Portal 
(https://paws.augusta.edu), select the SoftServ

Icon from the Quick Access Bar.



Log in using your AU NetID and Password.  This 
will be the same ID and Password that you use 
to log into Outlook.



You have successfully accessed SoftServ. Navigate to Personal Information so that you may 
update your phone number(s). 

Main Menu > Self Service > Personal Information > Phone Numbers



To update an existing phone number, enter the new number in the existing field in 
which is needs to be changed.  Select “Save”.  To add a new phone number, please 
proceed to next slide.



Select “Add Phone Number”. 



A new line will automatically be inserted.  Select the appropriate Phone Type by 
choosing the down arrow. 



Enter the new telephone number.  Select “Save”.  You have successfully added a 
new phone number to your personal information.  


