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Workdoy Step by step Guide
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Change your own personal Information

Purpose

To guide employees through the process of updating their personal information in
Workday, such as contact details, emergency contacts, and address, ensuring records
remain accurate and up to date.

Overview

Workday allows employees to update their personal information directly through their
profile. This includes:

« Home and work contact details
« Emergency contacts

e Address and personal identifiers

Step-by-Step Instructions
1. Access Your Profile
A. Log in to Workday.
B. On the homepage, click on your profile icon or your name.

C. Select View Profile.
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3. Navigate to Personal Data and Edit Your Information
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A. Click the Actions button or the Edit icon next to the section you want to update

B. Choose Personal Data from the list.

(e.g., Address, Phone, Email).
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Hilda Hebert

Local Recruiter

& Maintain Worker Docu...

Benefits

Business Process

>
>
Compensation >
Expenses >

>

| Help

Personal Data

Recruiting >

Scheduling >

Talem >

Q Search

Change My Home Contact Information
Change My Work Contact Information
Change Emergency Contacts

View My Emergency Contacts

View My Primary Address Changes

Social Networks

Change My Personal Information
View My Personal Information
Change My Photo

Change My Legal Name

Change My Preferred Name

Change My Name Pronunciation
View My D Information
Mainain My Payment Elections

Delete My Photo

Business Title
Manager

Location

Local Recruiter
Sarah Meijer

@ Rabbit Hill

Manager
Sarah Meijer

B4 hildashere@landal.com

idress

Job Details

Employee ID

@amzmmn

a

nhout 21 3888 NR Nieuw Milligen Gelderland Netherlands

n & Employer Branding (Sarah Meijer)

4. Add or Update Emergency Contacts

evel

e

E100225

Training Demo Top Level Hierarchy
Employer Branding (Sarah Meijer)

Loeal Recruiter

Loeal Recruiter
Recruitment Specialist
Regular Permanent
Employee

Full ime:

100.00%

@ Rabbit Hill
01/01/1990

01/0171990
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A. In the Personal Data section, select the Change Emergency Contacts.

B. Fill in the required details (Name, Relationship, Phone).

C. Click Submit.

Q search

Change Emergency Contacts Hilda Hebert

Primary Emergency Contact

Legal Name

Legal Name *

Relationship

Relationship *

Preferred Language
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Note:

o Review your personal information quarterly to ensure accuracy.

o Keep emergency contact details current.
o Use official formats for addresses and phone numbers.
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