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iSolved: Contact Information or Name Update

Options for these two updates are located in different areas of iSolved but both are documented here.

Updates include:

Contact Information Update: Address, phone number, e-mail
Name Update: Marriage/Divorce

1. Access iSolved.

2. Loginto iSolved.
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3. Select ‘Contact Information’ from the drop-down list on the left side of the screen. In this area updates can be made to
the address, phone or e-mail. Name updates can only be made in the Life Events Wizard. Step 4 will outline the Life

Events Wizard. After updates are made click ‘SAVE'.
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Time -~
Time Card
Employee Absences
Time Off Balances
Employee Calendar
Employee Welcome
Employee Messages
ESS Misc Data Sets
ESS Misc fields
Pay History
W2/ACA/1099 Forms
Benefits Summary
Benefit Updates
Benefit Plan Details
Benefit Enroliment Wizard
Life Events Wizard
Life Events History
Contact Information —
Certifications
Certification/License Updates
Direct Deposit Updates
Employee Form -9
Documents
Pending Reviews
Performance Review History
Tax lindates Wizard

. I - croup: Monthly
Employee #: 1 NN

Salary (Variable Hours Entered): #8##..

Contact Information

(%) Cancel

B save

ployee Name

#First Name:

Hire Date: 4/7/2025
Work Location: N

Preferred Mame:

Middle Mame:

Name updates can only be made
in the Life Events Wizard.

* Last Mame:
Prefix:
Suffix:

Employee Address
& change of address may cause a change in taxes.

Address:

L
*Zip Code: I

_ Hit Enter Key in zip code field to retrieve city list.
City:

State” v

Taxable School District: v

Contact Information

Home Phone: |
Mobile Phone: | | —

s ok Phone:

Fax Number:

Personal Email:




4. Select ‘Life Events Wizard’ from the drop-down list on the left side of the screen. Use the drop down to select the life
event and event date. Upload documents supporting the update. Click on Next.

. _ _ Pay Group: Monthly Hire Date: 4/7/2025 Department: 0700 - Staff Enumerator Hours:
- Employee # [ = 521>y (variaole Hours Entered). ###%..  Work Location: [ | | BB = rroject code: N - NaSS Supervisor Hours:
Search the menu H H

Life Events Wizard
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Time

ange in personal status or circumstance known as a Life Event can impact benefit elections.

Time Card + Use this wizard to report Life Events.
Employee Absences « Documents relevant to the event, such as a mauiage li il uche attached.
» To begin select a 'Lifs e, upload any applicable documents and click Next”

Time Off Balances

Employee Calendar

Select a Life Event Documents

# Life Events: | voo® | | | Upload Document |

Employee Welcome

Employee Messages
ESS Misc Data Sets
ESS Misc fields

Pay History
W2/ACA/1099 Forms

| Add Another Document |

* Event Date: | 5/2/2025 | a2

Benefits Summary
Benefit Updates
Benefit Plan Details

Benefit Enrollment Wizard

Life Events Wizard

5. Click through the remaining life event screens answering all questions. Remember to ‘SAVE'.



