CCPS Employee Personal Information Change Procedures

Address & Phone Update:

Locate the Employee Resources folder in ClassLink

Log in to RECORDS (single sign on process)

Select Available Forms
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Complete form and SAVE FINAL

Name Change Procedure:

Locate the Employee Resources folder in ClassLink

Log in to RECORDS (single sign on process)

Select Blank Docs
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Select Name Change from Blank Docs
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Complete form including adding a copy of your new Social Security card and SAVE FINAL



NAME CHANGE

Please enter your new name as it appears on your Social Security Card: *
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W-4 Update:

Locate the Employee Resources folder in ClassLink
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Log in to RECORDS (single sign on process)

Select Blank Docs
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Select W-4 from Blank Docs




Complete form and SAVE
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