Quick Guide

Per sonal Data Change

—

1. Click theWorkforce Administration link.
[ wiarkforce Administration|
2. Click thePersonal Information link.
[ Personal Informatian|
3. Click theM odify a Person link.
Enter EmplID, Name or Last Name. Drop down mesarsbe used to select 'begins wit
‘contains', etc. to locate an employee. The moiz tthat is entered, the narrower the
search and the shorter the search results lisetaew.
5. Click theSear ch button.
If multiple employee records are listed, click tpgpropriate employee record.
Search
6. Click thePlus (+) key to add a new row of data into tBeographical History section.
7. Enter the effective date of the change intoBEffective Date field.
8. Click the drop down arrow to select from tHeghest Education Level list.
9. Click the appropriate item from th&ghest Education Level list.
F .
10. Click the drop down arrow to select from tarital Status list.
11. Click the appropriate item from tiéarital Status list.
[single |
12. Enter the effective date of the change to MaBtattus into thés of field.
13. Click theContact I nformation tab.
Contact Information|
14, Click thePlus (+) key in thePhone I nformation section to add a new row of data.
15. Click the drop down arrow to select from tPleone Type list.
16. Click the appropriate item from tiRhone Type list.
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17. Enter the desired information into thelephone field.
NOTE: Enter phone number without spaces or dashes. Nuwithée re-formatted upon
tabbing out of the field.
18. Click thePlus (+) key in theEmail Address section to add a new email address.
19. Click the drop down arrow to select from taemail Type list.
20. Click the appropriate item from tlieMail Type list.
[Horme |
21. Enter the new E-mail address into thenail Address field.
22. Click theRegional tab.
Regionall
23. If adding a new ethnic group that will be desigasasPrimary, it is necessary to
‘unclick’ the current Primary indicator prior todig a new row.
24. Click thePlus (+) key in theEthnic Group section to add a new row.
25. Click theL ook up Ethnic Group button.
[&]
26. Click an entry in thé&thnic Group column.
27. |CE”CK thePrimary option.
28. Click thePlus (+) key in theHistory section to add a new row.
29. Enter the effective date of the change intoEffective Date field.
30. Click the drop down arrow to select from télitary Status list.
31. Click the appropriate item in the Military Statis.
|eteran of the Wietnam Era |
32. Click theEligibleto Work in U.S. option to indicate that you have received an ¢:Stlis
employee.
O
33. Click theSave button.
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34.

End of Procedure.

Date Created: 8/28/2009

Page 3




