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My Details: 

Personal Details, Contact Details, Emergency Contact & Equal Opportunities 

You can view and edit your personal information using MyHR 

 

- Click My Details, to display more options  
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Personal Details 

You have access to edit your Title and Preferred Forename.  

- To edit, type over the existing information 

- Click Submit (bottom right corner) 

 

 
 

- If you need to amend any other details on this screen, please email 

payroll.department@xentrall.org.uk with details of the change.  
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Contact Details 

You have access to edit your home address and contact numbers. Please ensure this screen is kept 

up to date with any changes. 

- To edit, type over the existing information 

- Click Submit (bottom right corner) 

 

 

- If you need to amend your Work Phone Number or Work Email Address, please email 

myhr@xentrall.org.uk with the details of the change.  

  

mailto:myhr@xentrall.org.uk
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Emergency Contact Details 

Please ensure your Emergency Contact Details are kept up to date. This information is available to 

your Manager and HR Advisory. 

- To edit, click the link under Relation  

- Scroll down the page 

- Type over the existing information  

 

 

- Click Save Contact (bottom right corner)  
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Equal Opportunities  

Completing this section is voluntary. The information provided will be kept confidential and is for 

monitoring purposes only. 

- To edit, type over the existing information 

- Click Submit (bottom right corner) 

 

 

 


