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Personal Information 
Changes:

1. Address Change

2. My Contacts Update

3. Phone/Email Change

1

My Pay:  

1. Pay Statements

2. Tax Withholding Tax 
(Form W-4)

3. Tax Information

4. Direct Deposit Change

5. W2s

3

My Benefits:  

1. Life Change Events

2
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To perform a Personal Information Change from the HCM Dashboard, navigate 
under “My Information Update” and click on your desired area to update.

Click on “Address Change”, “Phone/Email Change, or “Contact Change” to kick 
off each HR Action.



EMPLOYEE SELF SERVICE

CLICK TO EDIT MASTER TITLE STYLEADDRESS CHANGE

VIGOR@WORK EDUCATION 4

Address Change is to change your primary address upon moving. To kick off the 
Address Change, click on “Start” on the right hand side. 

Also note that if moving to a new state, you must also complete a new 
withholding form to ensure you are paying the proper state taxes. You can find 
the form by clicking “here” on the second line, or by navigating to “My HR > 
Forms > Government Forms > Withholding”  
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Once within the Address Change, populate all required fields, as well as 
the “Effective From” date when this change should take effect.

Once complete, click “Submit”
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My Contacts Update is to update your emergency contacts, dependents, 
and beneficiaries. 

To kick off, click on “Start”



EMPLOYEE SELF SERVICE

CLICK TO EDIT MASTER TITLE STYLEMY CONTACTS UPDATE

VIGOR@WORK EDUCATION 7

Click on “+Add” to add new contacts, as well as the “Effective Date” 
when this change should take effect. 

The “Add Account Contact” will open. Fill out the Required 
information, and select the “Contact Type”. A contact can be one or all 
of theses contact types. Once done click “Save”.

Once complete, click on “Submit”
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Phone/Email Change is to update your personal 
phone number and email. 

To kick off, click on “Start”



EMPLOYEE SELF SERVICE

CLICK TO EDIT MASTER TITLE STYLEPHONE/EMAIL CHANGE

VIGOR@WORK EDUCATION 9

You will first be able to enter 
or edit your Cell Phone, Home 
Phone, & Work Phone. 
Selecting your Primary Phone 
is required. Be sure to enter 
the “Effective From” Date as 
well.

Once complete, click 
“Continue”.

Next, you can enter or edit 
your Personal Email and 
Secondary Email. Please note 
for Production, Personal 
Email will be your Username

Once complete, click 
“Submit”.
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In the event you need to 
update your benefits, 
navigate to your HCM 
Dashboard.

On the right hand side of 
your dashboard you will find 
a tile titled “My Benefits” 
and click on “Life Change 
Event”.

The Life Change Event 
Window will pop up. Enter 
the Date of the Event, and 
select from the drop down of 
Life Change Events.

Once complete, click “Save”.
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You will be taken to the 
appropriate checklist for your 
selected Life Change Event.

Enter all required 
information, include 
supporting information, and 
update your benefits as 
needed.

To proceed to next checklist 
item, click on “Continue”. 

Once complete, click on 
“Submit”.

Once submitted, HR will 
review and approve.
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My Pay can be found on your HR Dashboard by 
navigating under “My Pay” and click on the 
area you want to see/change.
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Click the “Pay 
Statements” link 
to view summaries 
of recent pay, with 
links to more 
details AND to 
historical views of 
your paystubs

HISTORIC VIEWS

DETAILED VIEW

1,421.23 1,437.14
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Click the “Tax 
Information” 
link to view 
details about 
your federal, 
state, and local 
tax withholdings 
(where 
applicable)

THIS IS INFORMATIONAL ONLY. 

TO CHANGE YOUR WITHHOLDINGS, 

GO TO THE “TAX WITHHOLDING” SECTION

YOU MAY ADJUST YOUR TAX WITHOLDINGS 

BY SUBMITTING A NEW FORM W-4 VIA 

THE “FORMS’ LINK IN THIS NAVIGATION
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Click the “Tax 
Withholding 
Change” link to 
view your active 
tax withholding 
documents 

To change your withholding, you must submit a new W-4

Clicking this opens an 

interactive Form W-4 you 

complete and sign online.

Click here 

to save your 

work and 

finish later
Click here to 

download and 

print a copy

Click here to submit 

your W-4 changes for 

processing by payroll
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Click “W2s” to 
open the W2 
repository. 
Since this system 
is brand new, 
it does not yet 
contain any W2s. 

You should click this 

button and complete the 

consent form in order to 

view future W2s online

x
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Click “Direct Deposit Change” 
add and/or edit your Direct 
Deposit settings.
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The date the change 

should take effect

To edit an existing 

direct deposit amount

Click here to submit 

your changes to Payroll

To add a new 

bank or account

“Sign” online acknowledgement form
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