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From the Edison homepage click
on the ‘matrix’ at the top, right-
hand side of the page.

M) Help v SignOut : (@

N/

PARTNERS
FOR HEALTH




FOR HEALTH

Select “Benefits WorkCenter” located
under the WorkCenters header.

TN edison

Benefits & Health

Quick Links

The links provided here are a curated
list of popular links, and various
external links. Power users can access
workcenters and other systems.
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Select “Modify a Person.”
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™ Health Plan Enrollment

= Workforce Administration
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Enter the employee’s Edison ID then click “Search.”

Personal Information

Find an Existing Value

w Search Criteria

Name

Last Name

Second Last Name
Alternate Character Name

Middle Name

Include History

PARTNERS

Empl ID | begins with v

Correct History

Enter any information you have and click Search. Leave fields blank for a list of all values

Add a New Value

00599047

begins with v

begins with

begins with w

begins with

begins wath w

Case Sensitive
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How to update an employee’s marital status in Edison

1. Change the effective date to today’s date - this is the day the
change took place.

2. Change your selection in the “marital status” field.

Biographical History Q 10f2 w|| b || P
‘Effective Date . Today’s date . |
‘Gender | Male w
“Highest Education Level | A-Not Indicated v

o
BEW

As of | 12/31/2022

Language Code v

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s marital status in Edison

Change the “As of” date to match the effective date.

Biographical History Q 1of2 v 0 || D
‘Effective Date  Today’s date H -
*Gender | Male v
"Highest Education Level | A-Not Indicated v
‘Marital Status Marmed =
Language Code v Calendar
Alternate ID
Full-Time Student

MNational ID
m| Q
sountry *National ID Type National ID

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s marital status in Edison

If you're only updating the employee’s marital status, click the
save button at the bottom of the page to save your changes.

— - - FE—— - — —_— —

USA Q Social Security Number v 123-55-5555 <+ + -

W

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s date of birth in Edison

Click on the calendar icon next to date of birth

Biographic Information

08/05/1982

"Date of

Birth USA

Birth Birth
Location Location

PARTNERS

Years 40

United States

Months 6

Waive Data Protection

Click here to go

back to ‘How to’
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How to update an employee’s date of birth in Edison

Select the correct date.

Biographic Information

T e
i OasvTRez g Years 40  Months 6
Birth - ]
Date of Calendar b 4
Death
- August v | 1982 w .
Birth USA a9 ,
Country Fd States
Birth S M T W T F s
State
Birth Birth 1 / 3 4 5 6 ! Waive Data Protection
Location Location 1 8 9 10 1 ] 14 .
15 18 17 18 19 1 =

Biographical History
22 23 24 26 X 21 28 ||

‘Effective Date | 1231/ 29 30 3 +

‘Gender | Male Current Date

"Highest Education Levei | A-Not Indicated v

Sinnlea i A ~f | 127017009
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How to update an employee’s date of birth in Edison

If you'’re only updating the employee’s date of birth, click
the save button at the bottom of the page to save your
changes.

— — e —— — - - —

USA Q Social Securnty Number v 123-55-5555 = + -

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s name in Edison

Click on the ‘plus sign’ icon (+). This adds a row to the name B
section - adding a row creates a new record for that employee
while keeping the historical record.

Name Q 1of2 ~«  » | D
Effective Date |D2/07/2023
Format Type | Enghsh v

Display Name _ _
-ake MName

Biographic Information

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s name in Edison

Click “Edit Name."”

“Effective Date | 02/07/2023

"Format Type | English

Display Name
.y Fake Name
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How to update an employee’s name in Edison

Add the first and last name of the employee

you're updating. Then, click “OK.”

"Effective Date | 02/07/2023 &4

English Name Format

Name Prefix

Middle Name

ﬂ "Last Name

MName Suffix

Display Name
Formal Name

MName

Name

ﬂ "First Name Fake

Name

Fake Name
Fake Name

Name Fake

......

¥

%TNELS R _.E-m | Singie

Asof 12012022 fE]
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How to update an employee’s name in Edison

If you'’re only updating the employee’s name, click the save
button at the bottom of the page to save your changes.

— - - FE—— - — —_— —

USA Q Social Security Number v 123-55-5555 <+ + -

W

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s mailing address in Edison

Click the “Contact Information” at the top of the page.

o :
Biographical Details | Contact Information | Regional
i ]
Notreal Name Person ID
Name Q 1o0f3 v | b

‘Effective Date | 02/07/2023

‘Format Type | English

PARTNERS
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How to update an employee’s mailing address in Edison

Click the “view address detail” link.

(2
L

Notreal Name EmplID 00509047

Current Addresses
B Q

Address Type As Of Date Status Address

|

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s mailing address in Edison

Click the plus sign (+) icon, then select “Add
Address” link.

Address History

Address Type Home

Address History Q

Address )

Effective Date 1

Country

"Status A Q

R

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s mailing address in Edison

Make your changes where necessary. Then,
click “OK"

Edit Address

Country United States
Address 1 |[110 40th Ave N
Address 2
Address 3

City | Nashwille State TN Q | Tennessee

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s mailing address in Edison

Please note: A verify address message may appear. If you are
sure the address is correct, click OK. If you're not sure, copy the
web link starting with http and ending with jsp and pasting it into
your browser’s address bar and hit enter - to verify the accuracy of

the address.

Address 3

The address entered could not be validated. (26000 2)
Please check the following website 1o ensure the accuracy of your address
Curate

2ip4 usps com/zipd/welcome jsp or contact your Human Resources Office. If the address is acc

nitp /2
then click "OK”, otherwise click "Cancel” to go back and change your address

ﬂ. S
Click here to go

%TNELS back to ‘How to’
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How to update an employee’s mailing address in Edison

After all changes are made to employee’s
address, click “OK.”

Address Type Home

Address History Q
. 9 ™ + =
Effective Date 02/07/2023 [ Address
Country |USA Q
“Status | A Q

Effective Date

Country

Status

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s mailing address in Edison

This will return you to the Contact Information page.
If you'’re only updating the employee’s mailing address,

click the save button at the bottom of the page to save
your changes.
USA Q Social Security Number v 123-55-5555
PARTNERS
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How to update an employee’s Social Security number in Ediso

Scroll down to the bottom of the page to the
“National ID” section.
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Biographical Details Contact Information Regional
Person ID
Name Q| [tof2 v [ > |[ > |1 Viewa
“Effective Date |03/18/2024 ]| +=]
*Format Type | English ~..-|
Display N Edit Name | |
=piay Hame Amy Rouchon
Biographic Information
“Date of 03/04/1980 ‘ Years 44 Months 0
Birth
Fein —f | |

Click here to go

back to ‘How to’
choices




Under “National ID Type,” click the down arrow and
change Social Security number to ‘Former SSN.’

¥ Mational ID

5 Q
"Country *National ID Type National ID Primary ID
USA Former SSN + —

%TNELS Click here to go

back to ‘How to’
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How to update an employee’s Social Security number in Edison

Click the plus sign (+) icon to
make a new row.

¥ Mational ID

5 Q
"Country *National ID Type
USA Q Former SSN

PARTNERS

National ID

Primary ID

Click here to go
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How to update an employee’s Social Security number in Edison

Type in the correct Social Security number. Then, click
the Primary ID box to the row with the correct Social
Security number.

¥ MNational ID

B Q
"Country "National ID Type National ID Primary ID
USA Q Former SSN v

USA Q Social Security Number v
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How to update an employee’s Social Security number in Edison

If you're only updating the employee’s Social Security
number, click the save button at the bottom of the page
to save your changes.

— — e —— — - - —

USA Q Social Security Number v 123-55-5565 e
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