Updating employee equality and diversity information 

Follow the instructions below to update your personal equality and diversity information through myportal.  
If you don’t want to disclose a piece of information then please select non-disclosed.
	Instruction
	Visual

	1. Sign into my portal and the Employee Services Tab.
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	2. Click on the Personal Information Icon.
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	3. Click on Ethnicity, Disability and Military Status (Additional Personal Data).
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Enter, Change or Delete your Additional Personal Data.





	4. Click the Edit icon.

	[image: image5.png]L-0X

http://cpeprpci02s.glasgow.gov.uk 50100/irj/portal 7 Additional Personal ... X

File Edit View Favorites Tools Help

Y4 & Performance in 2013-14 - .. & Performance in 2013-14 -... &) Web Slice Gallery v & Free Hotmail ~ 4 v ) ~ (=] @ v Pagev Safety~ Tools~ @~
___

e O
| Personal Information |

Additional Personal Data | History, Back Forvard
» W__Adamonal rersonal vaa L

=1z 3 4 u

Overview — Edit  ReviewandSave  Confrmation

»

Employee Services

0077 - Equal Opportunities Details

Ethnic Origin: * White Scottish
Military Details
Military Status: Inactive |

Military Reservist Type:
Miltary Expiry Date:

Religion and Sexual Orientation
Religion & Belief: * ‘Church of Scofland <

Religion - Other: Employee Religion
Buddhist

‘Sexual Orientation: *
Sexual Orien. Other:

Disability Details

Disability: *
Disability 1
Disabilty Type: Other Christian

Other, please specify
Disability Date: /el Date:
Disability 2

Disabilty Type: 000

Disability Date: Learned Date:
Disability 3 =






	5. Click on drop down box next to ethnicity and select your ethnicity.
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	6. Click on the drop down box next to religion & belief and select your religion or belief.  If you select other please enter details in the box underneath the drop down box. 
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	7. Click on the drop down box at sexual orientation and select your sexual orientation.  If you select other please enter details in the box underneath the drop down box.
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	8. Click on the drop down box next to disability and select yes if you have a disability or no if you don’t.
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	9. If you selected yes for disability click on the drop down box next to Disability Type 1 and select the type of disability. 
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	10. Repeat steps 8 and 9 to disclose all disabilities.
	

	11. Click on review icon at bottom on the page.
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	12. Review your changes and click on save icon.
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@ The changes you made to your Additional Personal Data data were saved

What do you want to do next?

Go to Personal Information Homepage
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	13. Make sure you see the message – The changes you made to your Additional Personal Data were saved.
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Thank you for updating you employee equality and diversity information.


