Guide to updating your personal information in My.HR.

To update your details, log into the My.HR, navigate to the ‘My Profile’ icon in the top right-
hand corner of the screen and click on ‘My Profile’ menu option.

My profile

Qy

Jobs and links >

L Settings >

This will open the My Profile screen (example below) from which you can go into the
individual titles to edit contact information, add emergency contacts and sensitive
information.

Personal Employment

My personal details ¢ Edi Confidential information

Select the links below to view or amend your information
Name Special requirements >

Known as: Sensitive information and Conflict of Interest »

Contact information

ES Home - Mailing Address:
: Mobile telephone:

B User e-mail address:

-+ Add address ~+ Add contact details

Friends and family

Type Contact name Relationship Contact number Primary contact

Emergency contact Emergency Contact Yes

-+ Add emergency contact

If you encounter any issues, please do not hesitate to contact Itrentadmin@]lboro.ac.uk.

Thank you for your taking the time to ensure your details are correct.
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