DASH- Review and Update Personal Information- Address

To access the DASH landing page, enter https://dash.tennessee.edu/home into the browser. Select
the box labeled “Employee Self-Service Finance, Human Resources, Facilities.”

*You may be prompted to enter your UT NetID and password before the DASH landing page
populates.

Select the Company Single Sign-On button and use your UT Net ID and password to sign in.
Complete the DUO authentication.

*If you were prompted to enter your NetlD and password before this screen, you may not need to
enter it again here.
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DASH- Review and Update Personal Information- Address

You may be taken to a welcome page if it is the first time signing in. Navigate to the main dashboard
by selecting the home icon on the top right side of the screen.
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On the main dashboard, under the “Me” tab, select the Personal Information app.

My Team

QUICK ACTIONS

Personal Details

Document Records

Identification Info

My Client Groups

Risk Management

Directory

HR Assist

Journeys

Contract Management

Receivables

Time and
Absences

Payables

L

Career and
Performance

B4 Contact Info o

=
-
- Ll

m

Family and Emergency Contacts

My Organization Chart

My Activity Center

My Public Info

Personal
Information

i

Roles and
Delegations

On the Personal Info screen, select Contact Info.
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Personal Details

Details about yourself, such as name,

date of birth, marital status, and
national identifier.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

©

Document Records

Manage your document records and
associated attachments, such as birth
and marriage certificates, awards, and
recognition.

Employment Info

Details about your assignment, such
as legal employer, business unit,
department, and location.
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Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

My Compensation

View your compensation details, such
as salary and personal contributions.
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Opportunity
Marketplace

8 Contact Info

Add or update ways you can be
reached, such as phone, email, and
address.
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DASH- Review and Update Personal Information- Address

Select the pencil icon next to each section to update or remove information. Select Add to add
any additional contact or address information.

information.
Select Add to add additional contacts.

Note: Hover the cursor over the help

“ommunicatior icon(s) for further details. 4 Add
@ Home Email Close m d

mary.manager@tennessee.com

Approval in progress. See how it's going.

& Home Address Start Date 7’
Dmast 2/22/2024
Varnville, SC 29944
Hampton

United States

Once an update or addition has been made, select the Submit button to save or the Cancel button
to exit.

&9

“Country Address Line 2 &g
| United States
Type ZIP Code Complete the fields for the additional addresses.

Home Address 29944 Select Submit to save changes or Cancel to
cancel any changes.

“Start Date *City
2/22/2024 (g Varmville
e Close
“Address Line 1 “State
tesst sC
“County
Hampton

To return to the main dashboard, select the Home icon in the top right corner of the screen.
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