


GHRP (W) - Workday
Click on Workday URL:

https://wd3.myworkday.com/sec/d/home.htmld


1. Click Menu
2. Then Click Personal Information

Click “About Me”



1. Click on Personal

2. Click IDs tab

3. Click on Verify
National ID button



4. Type in your Social Security Number

5. Click the OK Button at the bottom of 
the page.

6. If the verification fails, contact the 
NA SSC immediately. 855-557-3247

IMPORTANT!  
You will have 5 attempts to enter 
the correct SSN.



1. Click Personal Information tab

2. Please Verify your Gender and Date of Birth

3. If either is incorrect, contact the NA SSC 
immediately. (855-557-3247)

IMPORTANT!  
DO NOT edit Marital Status at 
this time.



1. Click Contact tab

2. Please Verify Contact information

3. Use Edit button to make changes

IMPORTANT!  
Personal information should be labeled “Private”.  
Work information should be labeled “Public”)



1. Click Emergency Contacts tab

2. Click the Add button to add an 
Emergency Contact



1. Click the Summary link

2. Click Add to add Education 
(If populated, do not edit.)

3. Click Add to add Job History 
(If populated, do not edit.)



1. Click Menu
2. Then Click Personal Information

Click “Photo”



Drag and drop you photo or click the Select files 
button and upload the photo. Then click Submit.



NavigatingView

CHARLIE SMITH (11111111)

Director, System Structures Select who to show on the org chart

Move up to higher reporting lines of org

Yellow line: indicates a Manager position

Navigate up and down the org structure directly

Light blue line: indicates an individual contributor




