
 

Modify Identity 
Work Instruction  
Transaction Code(s):  NA

Published on 10/24/2014 Modify Identity.udc Page 1 of 9

Purpose

Use this procedure to edit the identify of an employee or contractor.

Trigger

Perform this procedure when employee information such as the main phone number has changed.

Menu Path

Use the following menu path to access the transaction: Identify Managment > Manage.

Transaction Code

NA

Helpful Hints

You can click the Add to Favorites button to add the action button to your Manage screen.
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Procedure

1. Start the transaction using the menu path or transaction code.

Employee Overview - State of Mississippi - MAGIC Portal - Windows Internet Explorer

2. Click .
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Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer

3. Click the Manage tab .

Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer

4. As required, complete/review the following fields:

Field R/O/C Description
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Field R/O/C Description

Find: Required

Example:
Mark*

Remember, use the * 
wildcard to help in your 
search.

5. Click .

Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer

6. Click  to select the employee name you want to modify.
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Identity Management - State of Mississippi - MAGIC Portal - Windows Internet Explorer

7. Click .

Identity Management - State of Mississippi - MAGIC Portal - 
Windows Internet Explorer

8. Click .
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Identity Management - State of Mississippi - MAGIC Portal - 
Windows Internet Explorer

9. Click .

Identity Management - State of Mississippi - MAGIC Portal - 
Windows Internet Explorer

10. Click .

Click the Add to Favorites button to add the button to the Manage screen.
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SAP NetWeaver Identity Management

11. As required, complete/review the following fields:

Field R/O/C Description

Primary Telephone 
Number:

Required

Example:
601-458-1212

Any of the fields in white may 
be changed or entered.  
Gray fields are not 
modifiable.

12. Click .
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SAP NetWeaver Identity Management - Windows Internet Explorer

13. Click  to close the Modify Identify screen.
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Result

You have modified the identify of an employee or contractor.


