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Objective | To learn how to navigate the Dashboard & menu features of Workforce Ready
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JT Good afternoon, Jane () You're all caught up!

Clock Announcements 2
/A Security Profile does not allow @ Welcome to Workforce Ready Employee Self Service!
editing of your timeshest.
— Review your Personal Profile by Clicking on your name at the top of the screen.
Wednesday, Nov 8 Update Personal Informtion
1 2 ,42 P M 1. Click the Show Menu icon to open the Navigation menu (top left corner of screen).

2. Click the My HR option & from the drop down menu select HR Actions.

3. Navigate and click on the Available tab for a list of HR Actions to appear.

4. Click the Start option to the right of the selected action to update your personal information.
5. Complete all * mandatory fields & click submit when finished.
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