
To access your Workday profile page, click your Profile icon     or 

Profile photo, then click View Profile. Your Profile page displays. 

All instructions in this QRG start from the Workday Profile 

page.
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ACCESS YOUR WORKDAY PROFILE PAGE

Your Workday Profile page displays information about you, 

including your ID number, academic information, contact 

information, student financials, and holds. 

Getting Started: Managing My Personal Information Student

ADD OR CHANGE YOUR CONTACT INFORMATION

1. Click the Contact tab. The Contact subtab is selected.

2. Click Edit. Within each section, click the Edit button to 

change existing information or click Add to add new 

information. You can also click within a field to edit.

3. Click Submit.

ADD OR CHANGE EMERGENCY CONTACTS

1. Click the Contact tab. Click the Friends and Family subtab.

To Add an Emergency Contact:

3. Click Add.

4. Select Emergency Contact in the Relationship Type field. 

To Edit an Emergency Contact: 

3. Click the Actions drop down menu for the emergency 

contact you would like to edit. If you do not see it, you may 

have to scroll your screen to the right.

4. Click Edit Friends and Family.

5. Modify your emergency contact’s information and click 

Submit.

6. Click here to learn more about managing third party users.
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https://sis.uark.edu/_resources/documents/workday/QRG_Adding%20and%20Editing%20Friends%20and%20Family%20Users.pdf
https://sis.uark.edu/_resources/documents/workday/QRG_Adding%20and%20Editing%20Friends%20and%20Family%20Users.pdf
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Getting Started: Managing My Personal Information Student

CHANGE YOUR PREFERRED NAME

If you choose, your preferred name will display within 

Workday instead of your legal name.

1. Click the Personal tab from the left menu.

2. Click Edit and uncheck the Use Legal Name as Preferred 

Name box.

3. Enter your Preferred Name. Click Submit.

4. Your new Preferred Name will show on your Workday 

profile after it has been approved.

MODIFY YOUR PERSONAL INFORMATION

1. Click the Personal tab from the left menu. 

2. Select the Personal Information subtab across the top of 

the page.

3. Click Edit. Enter or modify your personal information.

4. Click Submit.

Note: Legal name changes can be made 

through the Registrar’s Office. For more 

information, please visit Update Personal 

Information | Office of the Registrar | 

University of Arkansas.

https://registrar.uark.edu/student-records/update-personal-information.php
https://registrar.uark.edu/student-records/update-personal-information.php
https://registrar.uark.edu/student-records/update-personal-information.php
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