PERSONAL INFORMATION CHANGE REQUESTS

The University of Calgary follows fair and consistent processes when handling employee requests to
change personal informationhik directive outlines the process University of Calgary emplayerss
follow to change personal information, includitegyal name change, divorce, marriage, gender
reassignment ocorrectionto other personal information

Managingpersonalinformation - employee

Step 1: Change employee name and / or contact informatinrMy UCalgary’ PeopleSoft

You can update your personal information in tilg UCalgaryportal (log into the My UCalgaportal >>
All about me >> My info). Stdpy-stepinstructions for updatingin employeename, phone number,
address, email address or emergency contact information is available at
https://www.ucalgary.ca/hr/trainingdevelopment/howlearningresources/university
essentials#peoplesoftssentialsinder Personal Information.

Step2: change a user's username/email addre§§ Support)

Onceall changes have been matgePeopleSoffit can take up to 24 hours to process), the employee
will needto confirm the change to the username and email addidis=ctly to|T Help Deskt 403220
5555 or by lgging a ticket to

Managingbenefit information —employee and @pendents



PERSONAL INFORMATION CHANGE REQUESTS

DocumentationRequirements

In casesvhere documentation is necessary, it will obly used for the purpose of confirmirfigmily

status for benefit eligibility, coveragkatesor to calculatepremiums For example, whem@ptional

insurance coverage is available to our employees and their dependents, the prenéugesenally

based on gender, smoker / nemoker status and age. Should a death or other benefit become payable,
the insurance provider may request identification from the insured individual.

Appropriate tentificationmay also be requestet validate the identity of an individual for payment of
claims,or in sane cases, evidence of insurabilibay be necessarp provide coveragender any of the

optional or basic group plans in order pay a bendfite supporting documentation that will be required
isdependenton the impact the change will have on the employee’s group covefegeexample, if an
employee divorces their spouse, and the spouse is no longer covered under the benefit plan, a copy of the
divorce decree will be required for the employee records in cod#pp coverage under our plan.

Any time an employee is required to provide supporting information or documentation, there must be a specific


https://www.albertahumanrights.ab.ca/publications/bulletins_sheets_booklets/sheets/history_and_info/Pages/protected_areas_grounds.aspx
https://www.albertahumanrights.ab.ca/publications/bulletins_sheets_booklets/sheets/history_and_info/Pages/protected_areas_grounds.aspx

