
How to Update Employee Email in COP HR Employee Self Service 

1. Log into Oracle 

2. Click to your Menu button in the upper left (button with three horizontal lines) 

3. Choose COP HR Employee Self Service, and then choose Personal Information 

  
4. Scroll to the Basic Details section, and click the Update button in that section 

 



 

5. Choose “Enter new info… “ to add new info or update your info while preserving past versions (e.g. 

changed your email or home address); or choose “Correct… “ if you’re fixing a typo or misspelling. 

6. Click the Next button on the upper right. 

 
7. Go to the Organization Email Address field in the Other section and add or modify your work email, 

then click the Next button in the upper right. 

 
 

8. Skip the Ethnic Origin info page by clicking the Next button on the upper right. 

  



9. You will see a Personal Info Review Page showing you the changes you’re about to make.  Changed 

values are indicated with a blue circle.  Review your changes to make sure they’re correct and click 

the Submit button in the upper right to complete your changes. 

 
 

This Organization email is used for Self-Service password resets (Login Assistance); if it’s missing or 

invalid, you won’t be able to use Login Assistance and must contact OnePhillyHelp@phila.gov. 

 


