Getting Started

ACCESS YOUR WORKER PROFILE PAGE

Change Your Work Contact Information

Your Worker Profile page displays information about you, including your office location, phone number, and compensation. Note

that the visibility of sensitive information is controlled by individual users’ security profiles.

Note: All instructions in this job aid start from the Worker Profile page. To access your Worker Profile page,
click your Profile icon, then View Profile.

From the home page:

1. Click on the Cloud Icon in the upper right-hand corner of the home page.

CHANGE YOUR WORK CONTACT INFORMATION

Click on View Profile under your name.
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3. Click on Actions Tab under your name
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Click your Actions button.

Actions

Benefits

Calendar

Job Change

Payment

Payroll

Business Asset

Business Process

Compensation

Manage Work

Payroll Interface

Personal Data

Procurement
Recruiting

Talent

88
==
=1
(O
=
=
=1
=
=
3

Time and Leave

Workday Account
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Change My Home Contact Information

I Change My Work Contact Information ]

View Contact iInformation

Change Emergency Contacts

View My Emergency Contacts
View My Primary Address Changes

Social Networks

Change My Personal Information
Edit Personal Information

View My Personal Information
Change My Photo

Change My Legal Name

Change My Preferred Name

Wiew My ID Information

Change My Veteran Status Identification
Complete Form -9

Change Self-ldemtification of Disability
Maintain Payment Elections

Delete My Photo

Time in Position 4 year(s), 7 month(s),

5. Select Personal Data

Y.

SO | Baltimore

Your screen shots may vary in color from this document; however, processes are correct as of revision date.
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6. Click on change my work contact information

7. Enter your new information under the Address, Phone, Email, Instant Messenger, Web Address fields.

Chanrr'_ M Work Contact Information

Email

Instant Messenger

Web Address

8. Click submit and then click done.

STILL HAVE QUESTIONS ABOUT WORKDAY

For additional support and questions about Workday please contact your agency HR Practitioner
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