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Vantage Step Action: Update Personal Information
In MyADP

This guide outlines step action to update personal profile information in MyADP, from an Employee perspective.

o Personal Information is where legal name, preferred first name, address or personal contact info can be maintained.

e Emergency Contacts is where you can provide info in event of an emergency.

o Demographic Information is where you can provide additional preferences.

o Employee Documents is where verifications to support adding a license or certification to your profile can be attached.

Steps below are the beginning step action to request a change to any of the above profile areas:

From MyADP home, click “accessing your profile”:

{ Jane Doe

. . Manager - Clinical Operations
b Good morning, Jane Doe
@ Time 9 I your profile up-to-date?

Q Review your information sy time by sscessing »
+ Benet
Bc

Click to Personal. Click arrow in top right corner of tile to open info / action, where able.

# Home
KX Pay
% Team Jane Doe

o lob Title

0

bt Employee ID: ###

T Benefits [c])  Time with Company: 1Year 9 Months

@ Talent
© Add status message
me B Add To Contacts
] Company

1 Team Analytics

Professiona Personal tompensation & Benefits

Personal Information

2 Preferred Name

° Personal details
here

Employee Documents

’ Demographic Information »

View demographic information such as marital
status, disability status, gender for insurance
and compliance, date of birth, highest
education level, military status and military
classification.

a0 upload and

Emergency Contacts

We need to know who to contact in case of
emergency.

Additional Information:
Personal

Personal details here
Time Sync

Personal details here
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PERSONAL INFORMATION:

1. From Personal, click arrow of Personal Information to view or submit update request.

# Home
& Pay
Jane Doe
=T
PRRES Job Title
@ Time Employee ID: ##
© Benefits Time with Company:
@ Talent
e © Add status message
il Company

124 Team Analytics

Professional  Personal Compensation & Benefits

Personal Information ’ Demographic Information ’ Emergency Contacts Additional Information: "
2 Preferred Name View demographic information such as marital We need to know who to contact in case of Personal
status, disability status, gender for insurance emergency.

Personal details and compliance, date of birth, highest Personal details here
o education level, military status and military

here classification.

Time Sync

0

Personal details here

2. Where you see Edit, Add or Delete options available — you are able to submit change requests to HR for review.
Once determination is made on change request, or if additional information is needed from you in order to complete the
change request, you’ll receive a notification from the system or HR team.
e Anyrequired fields are indicated with red asterisk and must be completed before system will allow save.

¢ Back Personal Information

@ The information below s stored in your personnel records and is not shared with the genaral employee population, other than Pronouns

Name
Legal Name Preferred Name @ # Edit
Full Legal Name can be maintained here Preferred Name preferences can be maintained here.
Address
Legal Address o Edit Mailing Address # Edit
Legal Address can be maintained here Mailing Address can be maintained here

Contact Information @

Personal Email +Add Home Phones + Add

None None

Personal Phones +Add Pagers + Add
None

intai Edit B Del
Personal Phone contact(s) can be maintained here # Edit @ Delete
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DEMOGRAPHIC INFORMATION:

1. From Personal, click arrow of Demographic Information to view or submit update request:

# Home
& Pay
Jane Doe
& T
= Job Title
® Time Employee ID: ##
Time with Company:
T Benefits pany.
@ Talent
e © Add status message D Add To Contacts
] Company _

W Team Analytios Professional Personal Compensation & Benefits

Personal Information 4

2 Preferred Name

Demographic Information >

View demographic information such as marital
status, disability status, gender for insurance
and compliance, date of birth, highest

Emergency Contacts

We need to know who to contact in case of
emergency.

Additional Information:
Personal

Personal details here

° Personal details
education level, military status and military
here classification.
Time Sync

Personal details here

2. Where you see Edit, Add or Delete options available — you are able to submit change requests to HR for review.
Once determination is made on change request, or if additional information is needed from you in order to complete the
change request, you’ll receive a notification from the system or HR team.
e Some areas you are not able to edit, if need to submit change request contact HR.

EMERGENCY CONTACTS:

1.  From Personal, click arrow of Emergency Contacts to view or submit update request:

A Home
X Pay
Jane Doe
& Team
Job Title
@® Time Employee ID: ##
3 Basem Time with Company:
enefits
@ Talent
: e e
il Company

144 Team Analytics

Professional  Personal Compensation & Benefits

Personal Information >

2 Preferred Name

° Personal details
here

Demographic Information >

View demographic information such as marital
status, disability status, gender for insurance
and compliance, date of birth, highest
education level, military status and military
classification.

Emergency Contacts

>

We need to know who to contact in case or

emergency.

Additional Information:
Personal

Personal details here

Time Sync

Personal details here
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2. Where you see Edit or Delete options available — you are able to submit change requests to HR for review.

Once determination is made on change request, or if additional information is needed from you in order to complete the

change request, you’ll receive a notification from the system or HR team.

3. Toadd, click Add Emergency Contact:

Add Emergency Contact

4. Enter details. Red asterisk indicates required field before system will allow save.

¢ Back Add Emergency Contact

Contact Type

O Primary

First Name *

Last Name *

Relationship *

[

J

I

+ Add Phone Number

Phone Type *

Country

Number *

[

v ] [ United States

xv] (

[j Same as my legal address

Country

[ Select one...

Street One

[

Street Two

[

City

State / Province

[

| (st ]

Postal Code

[

Cancel

EMPLOYEE DOCUMENTS:

T Remove

This is used for license & certification submissions. See Vantage Step Action - Add a License or Certification.docx for step action in

this area of Personal Profile.
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