[bookmark: _GoBack]How to View or Change Your Personal Data in HRMS

To View Personal Data:

1. Log into HRMS via MyVHCC.
2. From the Main Menu select “Self Service”.
3. Select “Personal Information”.
4. Select “Personal Information Summary”.


To Change Personal Data:

To edit your name:

1. Follow the steps above to view your Personal Information.
2. Click the “Change name” button.
3. Click the “Edit” button on the “Preferred” row.  Please note that you may only change your preferred name, not your primary (legal) name.
4. Enter the information into the field you wish to change.
5. Click the “Save” button.
6. Click the “OK” button.
7. Click the “Return to Personal Information” link.

To edit your address:

1. Follow the steps above to view your Personal Information.
2. Click the “Change home/mailing address” button.
3. Click the “Edit” button beside the address you wish to update.
4. Enter the new address information into the appropriate fields.  Note:  you can edit the “On this date” field to reflect the date when the change will take place.  This field defaults to the current date; you can enter only a current or future date, not one in the past.
5. Click the “Save” button.
6. Click the “OK” button.
7. The screen displaying your updated information now appears.  Click the “Return to Personal Information” link.

To edit your telephone numbers:

1. Follow the steps above to view your Personal Information.
2. Click the “Change phone numbers” button”
3. To change a phone number already in the system, enter the desired information into the “Telephone” field and click the “Save” button.
4. To add a phone number, click the “Add a Phone Number” button; a new line will appear.
5. Click the drop-down arrow which appears on the new box in the “Phone Type” column.  Select the type of phone number you are adding from the list.
6. Enter the desired information into the “Telephone” field and click the “Save” button.
7. Click the “OK” button.
8. To delete a phone number, click the “Delete” button beside the number you wish to delete.
9. Click the “Yes – Delete” button.
10. The updated Phone Numbers screen appears; click the “Save” button.
11. Click the “OK” button.

Please note that a PowerPoint presentation for these procedures is available in the Human Resources section of the VHCC website.
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