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How to edit your PACE 365 profile and update existing information 

Should you need to ‘edit your profile’ for updating any new information e.g., updating line 

manager, the below instructions show how to update the information stored within your 

PACE profile.  

When you open up the PACE 365 system, the edit profile will show.  

 

 

Your PACE 365 profile will look like the above, some information may be there, and some 

fields may be empty. Update any missing or incorrect fields, by selecting ‘Edit Profile’ 

If you have used pace before your employee number may be pre-populated, if not type in 

your 8-digit employee number which can be found on ESR (your payslip/profile) followed by 

your Job Title. 

To search for you team, start typing your team’s name and a list of teams will appear (or enter 

your cost centre code), simply click the correct team and that will automatically update that 

field.  Once you have updated your team, the division will automatically populated and then 

select your band from the drop-down list. 

To search for your Line Manager and Reviewer, start typing in the first name and a list of 

names will appear, simply click the right person and that will automatically update that field.  

The pace schedule date will be the date that you will have your review with your manager.  

This date can be changeable for when the pace is complete and can be conducted when the 

time is right.  
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Once all information has been completed the save button will turn blue, click and your profile 

is all set  

 



3 
 

Your pace profile will now show all the information.  

 

You will now be able to start completing your PACE prep by clicking, Start PACE Prep. 

 

 


