View and Update
Address and
Contact
Information

City of Dallas

Job Aid
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1. Loginto Workday using your Workday
credentials.
2. Select Profile
3. Select View Profile
The first 3 steps are the same but notice we
added 2 more steps highlighted in red.
Personal Information IDs Documents Additional Data 4. SeleCt Personal
5.  Edit to make changes

Follow the steps on the next page to continue.
Personal
OF  summary Gender
Overview Date of Birth
Compensation Age
Benefits Country of Birth
Region of Birth
Pay
City of Birth

Absence
Marital Status
Contact

Hispanic or Latino
Persanal

Race/Ethnicity
Performance
Citizenship Status
Career
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Edit Information:

* Use the pencilicon next to the fields you want to update (e.g., home
address, phone number, email).

« Enter the new information.
+ Click the check mark to save your changes.

Submit Changes: After making all necessary updates, click "Submit" to finalize
the changes.




