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UPDATE ADDRESS 

QUICK STEPS 

1. On the Home tab click the Update Address link in the Welcome! widget. 

2. The Update Address Wizard appears. 

3. Follow the Wizard’s steps to update your contact name, address, phone number and 

email address information. 

4. You must complete the email address update in order to use the new “Forgot Password” 

feature of ESS. 

 

DETAILED STEPS 

1. Under the Home tab, select the link for Update Address. 
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2. The Update Address wizard pop up box appears.  

CONTACT NAME INFORMATION 

Your Contact Name Information is displayed. You can change your contact name as 

desired.  In this example, Marjorie may wish to be contacted as Marge. Follow the steps 

below to update your name. 

 

 

 

 

 

 

 

 

 

 

 

Click the X 
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Enter your name 

 To change your Preferred Name Prefix or Preferred Name Suffix, click the arrow in that 

field.  

 A Choose pop up window will appear, 

allowing you to make a choice for each. 
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 Select the Private Home check box to indicate that your home address and personal 

phone numbers are open to the public.  

 

 

 

 

 

 

 

 

 

 

 Select Next or the Enter Home Address link to proceed to the next section. 
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ENTER HOME ADDRESS 

 Use the Enter Home Address section to update your address.   

 Make any necessary changes to your address in the appropriate field.  

 Click the Same Mailing Address check box if your home address and mailing address 

are identical 

 

 Click the Next button or the Enter Mailing Address link to continue the wizard. 

 

  Select Next or the Enter Phone link to proceed to the next section. 
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ENTER MAILING ADDRESS 

 Update any changes to your mailing address in the appropriate address fields. 

 Click the Next button or the Enter Phone link to continue the wizard 

ENTER PHONE 

Use the Enter Phone section to add up to four phone numbers. 

 At least one phone number must be entered. 

 Select the Primary Phone check box on the line of the phone number you wish to be used 

as your primary phone number.  

 Select the Next button or the Enter Email link to proceed to the next section. 
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ENTER E-MAIL 

Use the Enter E-mail section to add up to two e-mail addresses.   

NOTE: At least one e-mail address must be entered in order to be able to reset your password at 

the login screen.  See the section on Password Management.  

 

     

 Select the Primary E-mail check box on the line of the e-mail address that you wish to use 

as your primary e-mail address.   

 Select Submit to save your changes or Previous to return to a previous section.  

PLEASE NOTE: At any point in the wizard, you can skip to the section you need, or use the Submit 

button when you finish any section. 

You will receive a notification confirming that your changes have been successfully received.  

Click the x to close the 

notification and to continue  

in ESS.  
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