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 Click Personal Information  
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 To update addresses and phone numbers click ‘Update Addresses and Phones’. Please 

note that Blue Cross, Humana, and Teachers’ Retirement System need address updates as 

well. Contact Human Resources for assistance at 205-665-6055. 
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 Click the ‘Current’ link  
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 Fill out the required fields on address update are Valid From This Date, Address Line 1, 

City, State or Province, and ZIP or Postal Code; all other fields are optional. If Nation is 

entered, only Address Line 1 and City are required. When updating an address you do not 

need to change the Valid From This Date value. 

 To update or enter your cell phone number scroll down to Phone Type. Select Cellular 

Phone and enter cell phone number.  

 Click on Submit. 
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 To view Emergency Contacts, click ‘View Emergency Contacts’. 

 To update Emergency Contacts, click “Update Emergency Contacts’ 
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 Click the First Name listed under Emergency Contacts  

 

 Enter the contact information in the appropriate fields.  

 

 

 To add a new contact, instead of clicking the First Name in the list, click ‘New Contact’. 
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 To view ethnicity and race, click ‘View Ethnicity and Race’. 

 To update ethnicity and race, click ‘Update Ethnicity and Race’  
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 Click the appropriate boxes.  
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 To Update Marital status, click ‘Update Marital Status’. 

 

 
 

 Choose the appropriate status. Then click the ‘Update Marital Status’ button.  
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 To change PIN, click ‘Change your PIN’. 

 

 
 Enter Old PIN and New PIN in appropriate fields. Then click ‘Change PIN’ button.  

 

 


