
                   STAR PeopleSoft Job Aid: Using eProfile 

 

This job aid provides instructions on how to update Personal Information within the eProfile module of 
STAR PeopleSoft. 
 

Step  Action 

1. 
Use the Main Menu and Sub-menus to navigate to the Personal Information Summary page.  

 

2. 

Click the Expand All link and then scroll down the page to view current data and to locate the 
section you want to update. 

 

3. 

To add or change an address, click Change Home/Mailing Addresses. 

 

4. 

To add a new address, select the type of address from the Address Type dropdown and click 
Add. 
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5. 

Fill in the fields with the appropriate address and click Save. 

 

6. 

On the Save Confirmation window, click OK. 

 

7. 

To update an address, click the  in the Edit column. Update the desired information on the 
Edit Home Address page and click Save. 
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8. 

When you are finished updating the address information, click the Return to Personal 
Information link. 

 

9. 

Click Change Phone Numbers to update or change a phone number. 

 

10. 

Click Add Phone Number to add a new phone number. 

To designate a number as your preferred contact number, check the Preferred box that 
corresponds to the number. 

To remove a phone number, click the  that corresponds to the number. 
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11. 

If you are adding a new phone number: 

    1. Click the Phone Type dropdown and select the applicable Phone Type. 

    2. Enter the phone number in the Telephone box. 

    3. Select the appropriate checkbox in the Preferred column next to your preferred phone 
number. 

    4. Click Save. 

  

The Save Confirmation page will appear after clicking Save. Click OK and then click the Return 
to Personal Information link to update additional information sections. 

12. 

Click the Change Emergency Contacts to update your emergency contacts. 

 

13.  

Click Add Emergency Contact or in the Edit column that corresponds to the contact you 
would like to update. 
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14.  

Complete or change the required information for your emergency contact and click Save. 

 

The Save Confirmation page will appear after clicking Save. Click OK and then click the Return 
to Personal Information link to update additional information sections. 

15. 

To add an additional email address, click Add Email Address. 
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16. 

To change an email address, you will delete the existing address by clicking the icon that 
corresponds to the address and then add a new address. 

 

17.  

To add a new email address: 

    1. Click Add Email Address. 

    2. Enter the address in the Email Address field. 

    3. Select the appropriate checkbox in the Preferred column to designate your preferred 
email address. 

    4. Click Save. 

The Save Confirmation page will appear after clicking Save. Click OK and then click the Return 
to Personal Information link to update additional information sections. 

18. 

To update your marital status, click Change Marital Status. 
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19. 

Select the I want to change my martial status event.  

 

20. 

The Change Status Date window will automatically appear. Enter the date the status change 
will take effect in the Date Change Will Take Effect field by typing the date in the 
MM/DD/YYYY format or by using the Calendar icon to select it and then click OK. 

  

21. 

The Submit Confirmation window will appear after you click OK. 

Click OK and then click the Return to Personal Information link to update additional 
information sections. 

 

22. 

When you have finished making all your updates, click the Home link in the upper-right corner 
of the screen to return to your PeopleSoft Homepage. 
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ADDITIONAL RESOURCES 

If you have further questions about any of the topics presented in this Job Aid, use the following 
supplemental resources available at  http://starconnection.wi.gov/Training/HCM 

 User Productivity Kits (UPKs):  

  PeopleSoft eProfile 9.2 > Using PeopleSoft eProfile Transactions >  

 Viewing Personal Information Summary 

 Changing Name Information 

 Maintaining Home and Mailing Addresses 

 Maintaining Emergency Contacts 

 Maintaining Email Addresses 

 Maintaining Phone Numbers 

http://starconnection.wi.gov/Training/HCM
http://starconnection.wi.gov/Training/HCM

