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%Iﬁ How to Change / Update Your Social Security Number (SSNs)

Social Security Numbers (SSNs) for current Staff, Faculty, Postdoctoral Associates/Fellows can now be updated
directly in Workday!

To add/update/change your social security number:

In the search bar in Workday, type: add/update social security number and select that task:

Yale Q add/update social secu @

> Add/Update Social Security Number

Custom Task

Enter your social security number without spaces, dashes or symbols. Then, upload your NEW social security
card. Select OK when added.

Add / Update Social Security Number

Employee Name
Current SSN

Enter 9-digit New SSN without spaces, dashes or symbols (e.g., 123456789) *

123456789

Please upload your NEW Social Security Card:

Social Security Card *

Drop files here

or

Select files

Changes / updates to your Social Security Number will not appear in Workday until the documentation submitted is verified by the Employee Service Center.
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Please note changes / updates to your social security number will not appear in Workday until the
documentation submitted has been verified by the Employee Service Center.
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How to Change / Update Your Social Security Number (SSNs)

Students:

If you are a student employee and you want to submit, correct or update your Social Security Number (SSN) in
Yale's records, please use this link to securely submit your updated Social Security number information:

Request for Students Taxpayer Identification Number Form SSO URL

When your Social Security number has been submitted, corrected or updated, the information will feed
electronically to Workday. Please contact the Employee Service Center to request an updated tax document.

Employee Service Center
Email: employee.services@vyale.edu

Students - Terminated

Terminated student employees must submit a copy of their Social Security card to the Employee Service Center
via fax to (203) 432-5153 or in person at 221 Whitney Avenue, New Haven.

Important Reminder:

All employees who have obtained a valid Social Security Card must have your |-9 updated to fulfill this required
compliance. Please submit your SSN changes through Workday so your |-9 can be updated.
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