
Entering and Reviewing Personal Information 
Entering Social Insurance Number (SIN), Date of Birth (DOB) and Gender as a new 
employee 

• A welcome email that contains your username (firstname.lastname) and 
password will be sent to your personal email address

• Click on the link in your welcome email and login using the credentials 
provided

• A second email will be sent to you to enter your SIN, DOB and Gender.

• Click on the Save button

Note: This is the only time that you are able to enter your SIN and DOB in the 
process. Once it is saved, you cannot change this information. If you do find an 
error, please contact Human Resources to correct the information.

Reviewing Personal Information 

• Click on the Employee Home (i3) button on the MySeneca homepage

• Click on the Personal Details quick link
• The system will display the Personal Information page, with options to view and

update your address, contact details and emergency contact:
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https://erp.senecacollege.ca/


Address: 

• To update an existing address, select the address you would like to change 

• Enter the following information: 
o Change as of date 
o Address 1 
o City 
o Province 
o Postal code 

• Click on the Save button
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Contact Details: 

• To update contact details, select the detail you would like to change 
• Click on the Save button 

Emergency Contact: 

• To add a new emergency contact, click on the + add button 
• Enter the following information: 

o Contact Name 
o Relationship 
o Preferred (check off to select this contact as your primary emergency 

contact) 
o Address (if contact address is the same as yours, check off the box at the 

top) 
o Phone Number: 

 Check off ‘Same as mine’ if contact number is the same 
 Type 
 Number 
 Extension (if applicable) 

• Click on the Save button 
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