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Updating Phone Information

1. Click the Main Menu icon located in the upper left corner

= Centrla

HEALTHCARE

2. Expand the My HR section, and then click HR Actions
&

2 My Information
® My Benefits
# My HR

HR Actions

Checklists

3. Click the Start link fo open the Address Change form

4. Enter the Effective Date
a. Kronos defaults to the Phone section

5. Enter the new cell and/or home phone numbers

Phone/Email Change

Plaase enber oy ndw infomation bel c'++':r\r:e frished, phease remamber bo cick Save and Submil

Once submitied, this information will be updated in your acoont

Phone

Email
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6. Click SAVE, and then click OK when the confirmation screen displays

‘ SAVE I CONTINUE

/\_/\‘_1‘-_’ Hooray!

K Phone/Email Change is saved.

a. Kronos automatically moves to the Email section

7. If the Effective Date is different than the effective date for the phone change, enter
the date

8. Enter the Primary Email address

a. Optionally, you can enter a Secondary Email address

Fhane/Emall Change
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Ok TN T FYOITLIN A1 D e Y i BT

8§ Fhow Er=uil

9. Click SAVE, and then click OK when the confirmation screen displays

10. Click SUBMIT, and then click OK when the confirmation screen displays

Submit HR action request

You are about to submit HR Action request. Do you want to

continue?
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a. The Phone/Email Change form is submitted and automatically approved
= {Gﬁ#.'_.q 1210PM [Eastern)
| AVAILABLE | OPEN

All Statuses = This Year «

" Phane/Email Change (1)

11/0872018 Approved Approved Automatically




