
How to Edit Candidate’s Personal Information in Workday 

 

 

• Open Workday and search the candidate’s name. 

 
 

• Choose their candidate profile. 

 

 

• Click “Actions”, then choose “Personal Data”, then choose “Edit Contact Information” 

 

 

 

 

 

 

 



 

• You will now have the option to update the candidate’s Name, Address, and Contact 
Information. Click “OK” to save. 

 
 
 

• You may not be able to update the email if it was used to create the Workday candidate 
profile. The candidate will be able to update their email in their Workday employee 
profile after their start date. 


