
Self Service – Ethnic Groups 

  
Introduction This transaction is used to edit a member’s Ethnic Group.  A member’s 

ethnic group is designated at time of accession; however, situations may 

arise when an edit is necessary. 

  
Procedures See below. 

 

Step Action 

1 Select the 9 more… link from the Tasks column in the Employee pagelet. 

 
 

2 The Tasks page will display. Click the Ethnic Groups link. 

 
 

  

 Continued on next page 

  



Self Service – Ethnic Groups, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Current Ethnic Groups data will display. Ethnic Group data may be deleted or 

added.  In this example, we will delete the Black or African-American 

designation.  Select the Delete icon. 

 
 

4 The Delete Confirmation screen will appear. Click the Yes-Delete and Save 

button. 

 
 

  

 Continued on next page 

  



Self Service – Ethnic Groups, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 The Ethnic Groups page will display minus the previous ethnic category. The 

member may now add a new or corrected category.  Click the Add an Ethnic 

Group button.   

 
 

  

 Continued on next page 

  



Self Service – Ethnic Groups, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Click the Description drop-down and make a selection.  Then click the Save 

button.    

 
 

7 Once saved, the confirmation message will appear.  Click the OK button.   

 
 

  

 Continued on next page 

  



Self Service – Ethnic Groups, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 The Ethnic Groups page will appear with the updated information. 

 
 

  

  


