Updating Personal Information

Including Gender, Ethnicity/Race, Pronouns, Disability and Military Status

8 Steps View most recent version (4

Created by Creation Date
Alex Drabik Nov 29, 2024

Last Updated
Nov 29, 2024

1of 8


https://app.tango.us/app/workflow/6d91a55b-df85-4084-b95a-a25d637253fb?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 1

Click on Employee button

In top right hand corner, select the Employee button
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STEP 2
Click on 'View Profile"

Select 'view profile' to be taken to your employee information
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STEP 3

Select 'Personal’ tab on left hand side menu
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STEP 4
Click 'Edit' to update

To change items related to Ethnicity/Race, Citizenship, Gender Identity, Pronouns, Disability
and Military status, select the edit button and update as appropriate. (please note: 'Gender’
must remain as sex assigned at birth due to insurance needs and enrollment)
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Personal

Gender Female

Date of Birth 10/01/2020

Age 4 years, 1 months, 28 days

Marital Status (empty)

Hispanic or Latino

Race/Ethnicity White (United States of America)
Citizenship Status  (empty)

Gender Identity (empty)

Pronoun (empty)
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STEP 5

Select the pencil button on any category to update

Scroll through and update the applicable fields as necessary by clicking the pencil button and

then viewing options under each category.
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STEP 6

Click ellipses to view options and update
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STEP 7

Click check mark to 'lock in' any updated selections

Please note: this does not finalize and submit your updates until the big blue 'Submit' button
at the bottom of the screen is selected
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STEP 8

Select 'Submit’ at the bottom of screen to finalize all changes
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Female
Date of Birth

Date of Birth * z

10/01/2020

Age
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