
Employee Self Service: 
How to Update  

Personal Information 

Step 1 

Go to scrstaff.org and click on “Employee Self Service” tab 

(Only works in Internet Explorer       ) 

Step 2 

Sign in using your User Name (ex: xx12345) And Password  

(Same as the User Name and Password you use for logging  

into any SCR computer.) 

 
Step 3 

Click on the “Employee” tab and click on 

“Personal Information” 

 

  

Step 4 

Make changes as necessary in the  

correct fields 

Continued on next page... 



Step 5 

Click “Save” 

Note: Last Name changes will be submitted as a request and will be approved through Human Resources 

once proper documentation has been provided. 

 

 

 

 

 
 

 

 

 
 
 

 
 

 
 

  

If you would like to add/edit a phone 

number, click on the drop down box, 

select which type of number you 

would like to add, then enter the 

number to the right. 

Step 6 

Click the drop down box to 

choose an effective date for the 

changes you have made, then 

click “OK” 

Employee Self Service: How to Update Personal Information (cont.) 

EXAMPLE 


