
Checking Phone Numbers in Self-Service 

If you start on the main SNU Portal Page, you’ll want to click on the Self-Service button on 
the left side of the page.  

 

 

For now, you can either access your User Profile via the link in the announcement at the top 
of the page, or by clicking on the person/circle icon on the left side of the screen and then 
on the User Profile option in the drop-down.  

 

 



 

 

Once you have your User Profile screen open, scroll to the bottom where you will see the 
Phone Numbers section. If your cell phone number is not listed in this section, you will 
need to enter it using the + Add New Phone button. If you see your cell phone number listed 
but it is listed as anything other than “cell phone” in the Type column, you will need to re-
enter it using the +Add New Phone button.  

 

 

 

 



Once you click on the +Add New Phone button, fill in the appropriate information and 
select “Cell Phone” from the drop down in the Type window. Then click the blue “Add 
Phone” button on the lower right of the Phone Details box. This will take you back to your 
User Profile screen and you should see your phone number added as a “Cell Phone” in the 
Type column.  

 

 

 

 

NOTE: You will have noticed “SNU Alert Phone 2” and “SNU Alert Phone 3” as options in the 
Phone Details box too. If you have up to two other cell phone numbers that you would like 
to receive SNU Alerts on, you can follow the same procedures to add each of those 
numbers separately as well.  


