Steps to update your equality data

Step 1
Log into self service via https://selfservice.leeds.ac.uk/.

Step 2
From the home page, select the ‘Personal Information’ option.

¥ Overview

Working Time @ Expenses
® | uise expense claims and view progress of existing claims

In this area, you can request leave, and display your leave quota.
Work Information

Benefits and Payment
In this area you can display information relating to your employment at the University of Leeds.

]| "
< In this area, you can display your salary statement.

] Personal Information

wrey and maintain selected personal data.

Step 3
From the ‘Personal Information’ section, select the ‘Personal Profile’ option.

v Service Map

_—_- Personal Information
~|l Inthis area, you can display and maintain selected

—_
—_—

ge, or delete your perscnal
gxample, addresses or bank

Step 4
From your ‘Personal Profile’, select the ‘Equality Data’ tab.

This shows your current address as hekd by the University. If this is out of date or we do not currently have a home address stored for you please create a new record using the New Address bution above. You can aiso create a new Emergency Address/Contact record here.

B Add

Please note only UK addresses may be entered here. For any addresses outskle of the UK please contact your local HR administrator.


https://selfservice.leeds.ac.uk/

Step 5

From the ‘Equality Data’ tab, select the pencil/edit icon on the right hand side of the screen.

v Acdresses Porsonal Data Academc Quaiticatons. Bank Information Equanty Dota P60 |
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Step 6
You should now be able to view your current equality data. For any fields which are not
complete or which are incorrect, click on the drop down box to reveal the full list of options.

Update your information by clicking on the correct option.

[GSave and Back [ 3¢ ancel

~ Equality Data
Equality Data
Disabilty: ( No known dis|~ | ’ Ethnicity:
Gender: A Gender identity:
2 S > Two or more impairments and/or disabling medical conditions =
Marriage / Civil Partnership: = Religion or Belief:

| A specific learning difficulty such as dyslexia, dyspraxia or AD(H)D

Sexual Orientation: i’General Learning Disabiity (such as Down's Syndrome)

| A sociallcommunication impairment such as Asperger's syndrome/other autistic spectrum disorder

Along standing finess or health condition such as cancer, HIV, diabetes, chronic heart disease, or epiepsy |

e A mental health condiion, such as depression, schizophrenia or anxety disorder
Caring Responsibiiies: A physical impairment or mobiity issues, such as difficulty using arms or using a wheelchair or crutches.
Primary carer of a chid or chidren (under 18 years): Deaf or serious hearing impairment Y

Py cades of s s atiert chid o chiden Biind or a serious visual impairment uncorrected by glasses

Primary carer or assistant for a disabled adult (13 years and over): []
Primary carer or assistant for an okder person (65 years or older): |

O
Primary carer or assistant — Other adult: O
Secondary carer (another person carries out main caring role): [ |

Prefer not fo answer. Ll

Step 7
Once you have updated all fields, save your information by clicking on the ‘Save and Back’

option in the top left corner.

L5 Save and Back (93¢ Cancel

w Equality Data

Equality Data

Disability:

Gender:

Marriage / Civil Partnership:
Sexual Onientation:

Caring Responsibilities

Caring Responsibilities:

Primary carer of a child or children (under 18 years):

Primary carer of a disabled child or chidren:

Primary carer or assistant for a disabled adult (18 years and over)
Primary carer or assistant for an older person (65 years or older):
Primary carer or assistant — Other aduit:

Secondary carer (ancther person carries out main caring role):

Prefer not to answer:




Step 8

A confirmation message willappearinthe top left cornerto show yourchanges have been saved.

Data saved successfully

v  Addresses | PersonalData |  Academic Qu

Fer Information relating the University’s Equality policy please see tF
Disability:
Ethnicity:
Gender:
Gender identity:
Marriage / Civil Partnership:
Religion or Belief:
Sexual Orientation:
Caring Responsibilities:
Primary carer of a child or chiidren (under 18 years):
Primary carer of a disabled child or children:
Primary carer or assistant — Other aduit:
Primary carer or assistant for a disabled adult (18 years and cver):
Primary carer or assistant for an older person (65 years or clder):

Secondary carer (ancther person carries out main caring role):
Prefer not to answer:
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