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Description: This quick guide demonstrated how to update and view personal information such as
your preferred name and government IDs.

Applies to: Students
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1. Navigate to your Student Profile. Click the profile icon in the top
right corner of your Workday home page and click View Profile. 8

2. Click your name under “Student” to get to your Student Profile if

you are a student worker. On behalf of: Sally Student

1 View Profile

= venw IR Q sally student ® L =2 A

@ Location Manager

Sa”y StUdEnt v Student on Campus Wendy Manager Worker

2023 Biology Office Assistant- FWS

) ) ally Student
( Actions )
Student on Campus | Biology Student Supervisory Org (Wendy
Manager) | 2023 Biology Office Assistant- FWS

B &8

Email Student

B ally Student
Student | Suffolk University

Important: If you are a student worker, Workday
defaults to your worker profile. To change that
default see Set Default to Student Profile quick
guide.
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1. From the left-hand navigation pane, select the Personal tab. e
2. The Personal tab opens to the following sub-tabs, with options to :t:::::“:.::m
edit personal information:
a. Names: Legal or Preferred name. ::al
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https://sumail.sharepoint.com/:b:/r/sites/GeneralWorkdayTraining/Shared%20Documents/WS%20Guides%20and%20Resources/G225%20Set%20Default%20to%20Student%20Profile.pdf?csf=1&web=1&e=GYrJi5
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b. Personal Information: Demographic information including Gender Identity, Date of Birth,
Race/Ethnicity, and Pronouns.

c. IDs: Government IDs and
documents including Social
Security Number, Passport, Student | Suffolk University
and Visa. D))

Documents Additional Data

Hailee Student

Legal Name 1 item
Summary

d. Documents: Academic and
personal documents uploaded
to your profile.

e. Additional Data:
Miscellaneous student data.

Mame

Academics

Hailee Student
Student Financials

Action ftems and Holds Preferred Name 1 item

Name

Hailee Student
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UPDATE YOUR NAME o Personal Information IDs Documents Additional Data
1. From the Names subtab. —
2. Select Edit next to the name

you would like to change.

3. If you are changing your
Preferred Name, uncheck the
Use Legal Name As Preferred o
Name checkbox.

4. Update your name and complete all d
required fields with a red asterix.

Use Legal Name As Preferred Name D

Country % | % United States of America

5. Click Submit. (e | -
6. A confirmation will appear that your Fistiame | ates |
request has been submitted. o g MiddioName | |
7. Any changes will be routed to the restilame % | Student |
Student Records for review and suffx | =

approval . ~_ _emer your comment

@ Note: Legal Name changes require
Supporting Documentation.

a ( Save for Later )( Cancel )

UPDATE YOUR PERSONAL INFORMATION 0 b e At e

1. Select the Personal Information subtab. o
2. Select the Edit.

3. You can update your Gender, Date of Birth, Place sender .
of Birth, Race/Ethnicity, Citizenship Status, Dateofaith  07/08/19%

|/ Edit \\
e o

Personal

Sexual Orientation, Gender Identity, Pronoun(s),
and Military Service. All required fields with a red ehange Personal nformation
asterisk must be completed. Gender
4. To edit, select the Pencil icon and update your - o
information. Date of Birth
5. When all changes are complete, click Submit. .

d ( Save for Later ) C Cancel )
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UPDATE YOUR IDS
1. Select the IDs subtab. o ‘
2. Select the Edit. o { Edit v } — Change My Passports and Visas

3. You can update your Government IDs
and Passport and Visas.

National IDs 1 item

Country Alosicool 0 T

4. Select the ID you would like to edit. Unted Sttes of Americy  Ntiona s 1 sem

USe the + iCOn to Add IDS and the — Other IDs 1 Tilo *Country *National ID Type Current ID

icon row Remove IDs.

Other ID Type

United States of Social Security XX KKXKXX
i 1 America Mumber (SSN)
6. Complete all required fields. Colleague ID
7' Drag and Drop Or SeleCt a flle to add Government IDs 0 items =
any necessary AttaChments ':,:‘ *Country *Government ID Type

8. Once you complete your changes click Submit.

enter your comment

9. Your request will be routed to the appropriate (o)
parties for review and approval.

Attachments

Drop files here

0 .

\/ Select files -\I
AN S

o ( Save for Later )( Cancel )

VIEW YOUR DOCUMENTS

1. Select the Documents subtab.

2. You can view your academic and personal documents uploaded to your profile.

Names Personal Infsrmali@o Documents Additional Data
0 items ol Student Person Reviewed: Standard Reviewed: Generated

Document Type Category Comment Upload Date

No Data




