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How to Update  
Employee Personal Information

1.  Sign into your employer website at 
TCDRS.org, then click “Employee 
Accounts”.

If you have Benefit Administrator or Security Administration access rights, you can update your employees’ 
personal information for them from your employer website. If you need Benefit Administrator access, please 
contact the Security Administrator for your employer to discuss your access.
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2.  Enter the Social Security number for the 
employee and click “Lookup”.

1

4

3.  Click “Update employee information”. 

4.  Select the information you 
would like to update. You can 
update your employee’s:
a.	 Name
b.	 Birth Date 
c.	 Gender
d.	 Mailing Address
e.	 Email 
f.	 Primary and Secondary 

Phone Numbers 
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5.  Make the update then click 
“Save”.

	 Once you click “Save”, we will 
send a confirmation to your 
employee.
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6.  You can view your activity by 
checking in “Portal Activity”.

If you have any questions or need help, please call  
TCDRS Employer Services at 800-651-3848. 
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