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Editing your personal information

Step        : Log onto Employee Self-Service

Once logged into your 
HR Self Service account 

navigate to the 
‘Employee Self-Service’ 

tab; then click the 
‘Personal Information’ 

section.
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Editing your personal information

Please click the relevant option What would you like to do? 

Type of Change Required

I want to update my Personal Data

I want to update my Equality Information

I want to update my Addresses

I want to update my Bank Details
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Update my 
Personal Data

Next

You selected update my personal data.
Click Next to continue or click Option Page to return to the Type of Change required page.
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Editing your personal information – Personal Data

Step        : Navigating

Click on the 
‘Personal Data’ 

section.
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Editing your personal information – Personal Data

Step        : Review Current Data
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You will see your current 
details held on the system. 
Click ‘Show All and Edit’ 
to amend your details or 
click ‘Exit’ to return to the 
main Personal Information 
screen.
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Editing your personal information – Personal Data

Step        : Updating Your Information
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A screen with your 
information will appear. You 
will be able overwrite any 
information that you need to 
change. However the ‘*’ have 
to be filled. When finished 
you need to click Review.
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Editing your personal information – Personal Data

Step        : Review & Save
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When all your 
information has been 
updated and you are 
happy with the changes 
then click ‘Save’.
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Editing your personal information – Personal Data

Step        : Confirmation
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You will be navigated to 
a confirmation screen; 
your new details will be 
displayed on the screen.
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Update my 
Equality 

Information

Next

You selected update my Equality Information.
Click Next to continue or click Option Page to return to the Type of Change required page.
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Editing your personal information – Equality Information

Step        : Navigating

Click on the 
‘Equality 

Information’ 
section.
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Editing your personal information – Equality Information

Step        : Review Current Data
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You will see your current 
details held on the system. 
Click ‘Edit’ to start amending 
your details. Alternatively 
click ‘Personal Information’ 
to return to the main 
Personal Information screen.
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Editing your personal information – Equality Information

Step        : Updating Your Information
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Update your information 
and then click ‘Review’ 
once complete. Click 
‘Previous Step’ or 
‘Cancel’ to return to the 
Overview section.
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Editing your personal information – Equality Information

Step        : Review & Save

Illustrations © SAP AppHaus and licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License

When all your 
information has been 
updated and you are 
happy with the 
changes then click 
‘Save’.

Home Page NextPreviousOption Page

http://creativecommons.org/licenses/by-nc-sa/4.0/


Editing your personal information – Equality Information

Step        : Confirmation
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You will be navigated to 
a confirmation screen; 
your new details will be 
displayed on the screen.
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Update my 
Addresses

Next

You selected update my Addresses. 
Click Next to continue or click Option Page to return to the Type of Change required page.
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Editing your personal information – Addresses

Step        : Navigating

Click on the 
‘Addresses’ 

section.

Illustrations © SAP AppHaus and licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International License

Home Page NextPreviousOption Page

http://creativecommons.org/licenses/by-nc-sa/4.0/


Editing your personal information – Addresses

Step        : Review Current Data
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You will see your current 
details held on the system. 
Click ‘Show All and Edit’ to 
start amending your details. 
Alternatively click ‘Exit’ to 
return to the main Personal 
Information screen. 
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Editing your personal information – Addresses

Step        : Updating Your Information
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Once you have updated 
your information, then 
click ‘Review’. Please 
remember that 
everything with ‘*’ next 
to it needs to be filled in. 
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Editing your personal information – Addresses

Step        : Review & Save
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When all your 
information has been 
updated and you are 
happy with the 
changes then click 
‘Save’.
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Editing your personal information – Addresses

Step        : Confirmation
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You will be navigated to 
a confirmation screen; 
your new details will be 
displayed on the screen.
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Update my 
Bank Details

NextHome Page

You selected update my Bank Details. 
Click Next to continue or click Option Page to return to the Type of Change required page.
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Editing your personal information – Bank Details

Step        : Navigating

Click on the 
‘Bank Details’ 

section.
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Editing your personal information – Bank Details

Step       : Review Current Data
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You will see your current 
details held on the system. 
Click ‘Show All and Edit’ to 
start amending your details. 
Alternatively click ‘Exit’ to 
return to the main Personal 
Information screen. 
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Editing your personal information – Bank Details

Step        : Updating Your Information
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Once you have updated 
your information, then 
click ‘Review’. Please 
remember that 
everything with ‘*’ next 
to it needs to be filled in. 
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Editing your personal information – Bank Details

Step        : Review & Save 
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When all your 
information has been 
updated and you are 
happy with the changes 
then click ‘Save’.
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Editing your personal information – Bank Details

Step        : Confirmation
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You will be navigated to 
a confirmation screen; 
your new details will be 
displayed on the screen.
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Editing your personal information

Use the links on the right to take 
you to any other sections 

relating to Personal Information 
changes or click end.

Missed Anything?

1. Personal Data

2. Equality Information

3. Addresses

4. Bank Details
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Editing your personal information

The End

Any queries or feedback?
Please click here to tell 
the team.
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Remember to press ‘Log off’ in the 
top right-hand corner of your screen
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