Workday: How to change your Address
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In Workday, in the upper right-hand corner, click on the person icon and select ‘View Profile’:
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Pepe, Eileen

l View Profile

On the left hand side in the blue box, scroll down and select ‘Contact’. Then select ‘Edit’:
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Select the pencil on the right-hand side of the current address to update:
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The effective date will always be the date you are updating your address. Update your address as necessary,
and select ‘Submit’”:

Effective Date

10/28/2024 [£]

Country #*

* United States of America

Address Line 1 *

Address Line 2

City *

State *

®* Connecticut

Postal Code *

County

New Haven
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Please note, if you are updating to an international address, you will add this under ‘Additional Address’ and
select ‘Submit”:

Home Contact Information

Primary Address

Address &

42 Spindrift Lane, Guilford, CT 06437

Usage

Visibility

Private

Additional Address

Add H
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