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Personal changes step to step guide

IFS is used to submit any personal changes, these are changes to address, name, contact
information, emergency contact and bank details. Changes to your address, emergency contact
and your personal contact information will be submitted to your line manager for approval, once
approved it will become live on the system. Once you submit your bank details, these will be live
straight away.

For Managers approving any changes please go to page 7.

How to make changes to your Address

To check your current personal information held on the system, please click ‘My IFS’ Links heading,
select the option "My personal information” — You wont be able to make any amendments this is a
view only. To access IFS Click here.

To make any changes please follow the steps below

Under ‘My IFS' Links heading, select “Change Personal Information”

My Personal Information Change cup--J
€ 8~ Add Remove

Person Info

Preate Phone Private Mabile Pravate Ema

In order to update your new -
. ) Gurpreet mai \D_
address your old address will ~~ # =™ :

need to be ended. . ®

Open Map

X Modify Existing Information
Select Area
e Click Address = Y @ > I >
Cancel
X Modify Existing Information
Select Are
,..-(u;ﬂ

e Click edit
{  FReguesied Change Address ID Couniry Valdity Period Addresst Address2 Post
H a

Address Types of Address 1D : 4

= |V | B &~ Add Edit | Remowe

I
g
'a@n ;

I

|01



your

C@ The Midcounties . Mod
) odify Address
p Co-operative o

_____—
o e E—
Enter the end date (When you left the address) and .
press ‘Modify and Confirm. If you press modify this
wont be submitted for approval. o

Adding your new address

e Press Add e Click Address
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Open Map

Modify Existing Information

o Enter the next corresponding number for the address ID, i.e. if your address ID was 4, input 5.

Next enter the validity period for your new address. This will need to be in sync with your last
address's validity period ended. le if you left your address on the 05/03/2025, your new validity
period would be 06/03/2025. The end date would need to be entered as '31/12/9999".
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0 Enter your new address details

sacress Detats
[ 13 vellow Brick Road

| kansas
couny
‘ WARWCKSHIRE

||cv346m

9 Select Address Type as ‘Home' click the default slider, press done and finally ‘Save and Confirm’,

My Requestad Changes

You will be able to see your pending changes, once approved by your manager they will
disappear and be live on the system.
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How to make changes to your name

My Personal Information Change cuw--{ g
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Before making the change, please provide your manager with a copy of your name

change documents, Managers will need to submit this to the People Shared
Services team via Service now to be saved on your file.
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6 Amend your first name/ last name / Title / and marital
status as necessary. You wont need to amend your o I e I —
Internal/External display names as this will be picked up
automatically. Once you have made changes press Save
and confirm

You will be able to see your pending changes, once approved by your manager they will
disappear and be live on the system.

Requesten
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How to make changes to your personal contact information

o Press add e Press Contact Methods

My Personal Information Change cu-J N
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Open Map

Add New Information

9 Select the relevant communication method from the drop down menu. le Mobile, Email,
Phone. Within the value input your new details.

Add New Contact Method
communicanon Methad vaadiyy Periag
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o Next select your current address from the Address |ID drop-down menu, and select default
per Method and address.

Address Connection

Description

3 T || 13 vellow Brick Road -]
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O34 6DA

Open Map

Additional Contact Information

Default per Method Default per Wethod and Address Name Descrigtion
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e Press Save and Confirm Save I Sawe and Confirm Cancal

0 You will be able to see your pending changes, once approved by your manager they will
disappear and be live on the system.
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How to make changes to your emergency contact information

o Press add e Press Contact Persons

My Personal Information Change cu--- I
& m Modfy  Remove

PersonInfo Select Area
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@
Cancel
Open Map

9 Input the new details such as First name, last name, phone, and relationship. Select
Emergency contact. Lastly Press Save and confirm

o You will be able to see your pending changes, once approved by your manager they will
disappear and be live on the system.
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How to make changes your Bank Details

o Under Bank Details Change, press the + Button

Bank Details Change

i Personid

Vo dista)

Payce Name Accouns Number

Sor Code Bulkding Society No

9 Input your Bank Details, then press Save. (Please ensure these are correct, as once
submitted they will go live without your managers approval)

Bank Details Change
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Save Cancel New
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Managers guidance on approving
personal changes

Within your Business Manager lobby in IFS you will be able to view any Personal
Information Change requests

@ > My Administration > Lobby Overview > HR Advisor > Business Manager 1

Business Manager ]

Manager Links MY EMPLOYEES EMPLOYMENTS T EXPIRE Direct Repart Expenses

My Colleagues IFS Self Service No. Empio... B... Job Title
Colleague Info Change Kronos ke
Colleague Employ Change iLearn e - Ao Bl BUSTRir 1 0 0
gl Colleagues Connect 4. Aaron .. B.. Teamlead..
IFS Business Managers 8_ Aaron B Customer _

Further Overview

1 il aliis: within 30 days

Delegate Invoices
Delegate Expenses
Expenses to Manage
Submit Expenses
Order Reports

o Click into the Personal Information Change requests, the changes will be displayed

Personal Information Change Requests

9 Highlight the change and Press Information change Detail to view the change

¥V kB B v Approve Reject Details Information Change Details

[©) Show Confirmed  Clear QX Sewings

W& person
-

e The change will be displayed, review the information
and Press Approve. If you do reject any changes speak =
to the colleague directly as they may need to resubmit k
the change. Once the change is approved this will be
live on the system.

Exic

Approving a name change

When approving a name change, the colleague will need to provide you with the documents for
you to verify before you approve them on IFS. You will need to provide the documents via Service
Now click here for these documents to be saved on the colleague file.
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