
PERSONAL INFORMATION CHANGES  

It is important that personal information changes be submitted through UKG in a timely manner. 
Submitting these changes through the UKG’s HR Action feature are important because they trigger 
connecting functions. (For example: Submitting a new address through the Address Change HR 
Action will trigger an updated address with any integrated benefit providers.) 

 

The HR Actions page will land on an instruction page (shown below) equipped to initiate the 
following actions: 

• Address Change 
• Direct Deposit Updates 
• Employee Contact Updates (emergency contacts, dependents, beneficiaries) 
• Name Change or Marital Status Change 
• Phone Number Change 

Simply read the instructions of the Action you’d like to perform and select “Start” to initiate and 
“Save” once complete. 

 


