[image: image5.jpg]


[image: image5.jpg]

Additional Data Requirements 

Personal Information

Workforce Administration > Personal Information > Modify a Person or Add a Person > Biographical Details 
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Add a row and select from the drop down arrow for Highest Education Level and Save.

Workforce Administration > Personal Information > Modify a Person or Add a Person > Contact Information
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Email can be updated anytime.  You must select a preferred if adding more than one email type.  Type over the existing data to change.

JOB INFORMATION

Workforce Administration>Job Information>Job Data>Job Information
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Supervisor Level and Reports To, should default from PIN, to update add a row on the Work Location Tab, Action/Reason will be Data Change/Change Supervisor.  Supervisor Level field is SUPVR for supervisor or blank.  The Reports To field is the PIN number the employee reports to.

Reminder

Workforce Administration>Personal Information>Modify a Person or Add a Person>Regional
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TE- Verify Process Complete




E-Verify check box can be updated at a later date by adding a row, update the effective date and check the box 
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