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CHANGE TO PERSONAL DETAILS

To make a change to your personal details once logged in click on
the forms button shown to the left.

This will open all available forms that you are able to edit and select
the form you wish to use. See below all available forms that you can
select from.

»w My Form Submissions 0

Available Forms

A Personal (9)

) Addrass Form l}
) COfitact Detais

H-_ Current Beneficiary Information
=) Direct Deposit

=) Emergency Contacts

ﬂ, Equality, Diversity & Inclusion

=) Equality, Diversity & Inclusion Policy

Once you have selected the form you will Address information

be able to change all of the information x Deleto

fields. You can override the data already in et | Smmey Cait | Akt 05 | e i | ks || ki
the system or you can ‘add’ a new I N VR e
address/ secondary address by selecting

the ‘Add’ option.

You can also add any supporting _
documents you feel appropriate. - )

Supporting Doguments

When you are done simply select submit.

Depending on the details you have
requested to change this may go to
approval from you line manager. If so, you
will be sent a notification once this has
been approved.
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