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Edit a Government ID 

This guide explains how to edit or add your government ID In Workday. 

To edit or add a government ID, namely a Social Security Number, you will need to upload a copy 
of the Social Security card or other documentation showing your name and ID number.   

 
Editing or Correcting an Existing Social Security Number 

 
1. Form your student profile, select "Personal" in the left navigation menu. 

 

 
 

2. From the top navigation bar in the Personal Dashboard, select "IDs". 
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3. You will see the last 4 digits of the existing SSN on record. Select the "Edit" button.   
 

 
 

4. To edit/correct an existing Social Security number, enter it in the "Add/Edit ID" 
field. The remaining fields can be left blank. 
 

 
 

5. In the "Attachments" section, drag and drop files or click the "Select files" 
button to upload relevant documentation. 
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6. Once attached, select “Stu-Student-Data” in the "Category" field, so that the 

document routes correctly for filing. Then click the blue "Submit" button. 
 

 
 

Adding a Social Security Number to a Record 
 

1. From your profile, select "Personal" in the left navigation menu. 
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2. From the top navigation bar in the Personal Dashboard, select "IDs". 

 

 
 

3. Click on the "Add" button and select "Edit Government IDs" from the drop-down. 
 

 
 
 

4. Click on the "+" sign under National IDs. 
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5. Enter "United States of America" into the "Country" field, enter "Social Security Number 

(SSN)" into the "National ID Type" field, then enter the student's Social Security Number 
into the "Add/Edit ID" field. The remaining fields can be left blank. 

 

 
 

6. In the "Attachments" section, drag and drop files or click the "Select files" button to 
upload relevant documentation. 

 
 

7. Once attached, select “Stu-Student-Data” in the "Category" field, so that the document 
routes correctly for filing. Then click the blue "Submit" button. 

 

 




