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PURPOSE

Purpose

This document explains the key activities involved in reviewing or updating an address as an
employee. It provides an overview of the sub-processes involved, as well as step-by-step
procedural guidance to perform the activity.
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Step Action

1. Navigate to Employee Self Service > Personal Details

2. Select the current address to make any changes.

Personal Details

< Employee Self-Service

Kilvondra Stocker &)
Hr Business Systems Section Cf

& Addresses Addresses

¢} Contact Details Home Address

inferms

1st Avenue

22l Social Media APT 001 Current

13

2 Marital Status

R Name Mailing Address
8669 MWV 36th Street

Doral, FL 33166

4k Ethnic Groups As of 021872022
%3 Emergency Contacts

&, Additional Information

& Disability

4 Veteran Stalus.

& Fomlg

Submitted for Approval
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Step

Action

Make any applicable changes.
Select the Save button.

Employee Instruction

Te save Uniled States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3

Change As OF |nzr|5:2022 ‘

Address Type Home

Country |IJnileﬂ States

Address 1 |15t Avenue

Address 2 |APT 100

Adaress 3 |

City |Miami

State |Flur'l!a

Postal 33132

County |
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Step Action

4, Note: The address will go through a validation process to ensure the address is
a valid USPS address.

Select the Done button to accept the suggested changes or select the Accept
User Entered Address toggle to decline the suggestion.

Address Validation Results

Address Entered

Result Message No matches

Country USA

City MIAMI BEACH
State FL

Postal Code 33141

Country USA
Address Line 1
Address Line 2
Address Line 3
City
State
Postal Code

Please click OK to accept the address . CANGEL

Accept User Entered
Address




