UPDATE ADDRESS

QUICK STEPS
1. Onthe 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.

& S e R o ey B Gy — - : Ees—— - roam)

Accessibiity | @ Help | MyJobs  » Hello = Logout | |

e | o T ——————————————————————————————————
o Records Found ]
iew and modify your work in progress and track completed work.

M g comowied
Gocument tiame status Date Last Modified Approver
uotitications
Date Type Messsge uRL Delete
lew links to websites and view downloadable forms.
Topic Oepartment Link Attachment
fQuick Links =

JHPFAV - Click on a link below to access your favorite widgets. If you want to modify your favorites, click on the Add/Madify Favorites link
L

Leave Baisace

Update Address Page 1 of 7 11/21/2014



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.

Update Address 7 Q
Contact Name Information > Enter Home Address = » »
Pleasze verify the information in the fields below. Hame changes not allowed on this screen.
Contact Name Information
Preferred Hame Prefix: g Private Home: ‘ A ﬂ|
Preferred First Hame: YES g
Preferred Middle Name:
Preferred Last Name:
Preferred Name Suffix: FOURTH g
" =
Update Address @ €3
Contact Name Information > Enter Home Address = » »

Pleasze verify the information in the fields below. Hame changes not allowed on this screen.

Contact Name Information

Preferred Name Prefic: ;o g Private Home: |0

&

N
Preferred First Hame: ma. Click the X Residency Code: o
_ i -

Preferred Middle Name:

Preferred Last Name:

Preferred Name Suffic: n) jpTH g
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Update Address (PN

Contact Name Information = Enter Home Address = > >

Please verify the information in the fields below. Hame changes not allowed on this screen.

Contact Hame Information

Preferred Name Prefic ;= g Private Home: |1 /n ﬂ|

Preferred First Hame

Preferred Middle Hame: ICI
Preferred Last Name:

Preferred Hame Suffic £ pTH g

Enter your name Code: ypo @

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

field.
Update Address @ €3

Contact Name Information = Enter Home Address = » »

Please verify the information in the fields below. Name changes not allowed on this screen.

Contact Name Information

Preferred Hame Prefix: o g Private Home: |1, » ﬂ|
Preferred First Name: Residency Code: g ﬂ
™=}
o Preferred Middle Hame:
Preferred Last Name: Marningstar
Preferred Name Suffic: - Ty g
Next > | Submi |
Choose
Browse Clear
e A Choose pop up window will appear, vame prene:[ ] shortbeserigtion:| |
. . Name Prefix Short Description
allowing you to make a choice for each. | - socron
Select HOM HONORABLE
Select Wiss MISS
Select MR MISTER
Select MRS MISSES
Select Ws M

Cancel First Previous Next Last

Update Address Page 3 of 7 11/21/2014



e Select the Private Home check box to indicate that your home address and personal

phone numbers are open to the public.

Update Address (7] g

Contact Name Information = Enter Home Address = > >

Pleage verify the information in the fields below. Name changes not allowed on this screen.

Contact Hame Information

Preferred Hame Prefix: o g Private Home: | pysp, ﬂ|

Preferred First Name:

o Preferred Middle Hame: |:|
Preferred Last Name:

Preferred Name Suffi: £ jRTH g

Residency Code: vpo g

e Select Next or the Enter Home Address link to proceed to the next section.

Update Address O €3
U
Contact Name Information @er Home Addre@ 3 =
Cee—

Please verify the information in the fields below. Name changes not allowed on this screen.

Contact Name Information

Preferred Name Prefix: | o g Private Home: MIA ﬂ|

Preferred First Name: Residency Code: YES g

. Preferred Middle Name: l:l
Preferred Last Name:

Preferred Name Suffi: £ RTH g

(EZem
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ENTER HOME ADDRESS

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

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

Update Address

Contact Name Information = Enter Home Address = Enter Mailing Address = =

Update your new home address below. If your mailing address is the same as your home address, please check the Same Mailing Address box.

*Street1: (193 SESAME STREET | “ZiplPostal Code: [71712 |

Street 2: | | Country: | nited States ﬁ

city: ‘E'ALTNORE | County: B TIMORE CITY &

StatelProvince: 1yamy1 AND = same Mailing Addre

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

are identical

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

(FINX ]

Update Address

Contact Name Information = Enter Home Address = Enter Mailing Address = >

Update your new home address below. If your mailing address is the same as your home address, please check the Same Mailing Address box.

*Street1: 173 SESAME STREET | “ZipiPostal Code: 31712 |

Street Z: | | Country: | nitad States g
“City: | BALTIMORE | County: g TiioRE CITY 4
'
State/Province: MARYLAND g Same Mailing Address?:

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

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

Update Address @ €3

Contact Name Infermation = Enter Home Address = Enter Mailing Address @ Ph@
SSe——
If your mailing address is different from your home address, please enter it below.

*Street 1: (123 SESAME STREET | “ZipiPostal Code: 71212 |
sreet2: | | Country: nited States 4|
. “City: [BALTIMORE | County: B TIMORE CITY &
StatelProvince: yupyi AnD 2|

< Previous

e 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.
e At least one phone number must be entered.
e Select the Primary Phone check box on the line of the phone number you wish to be used

as your primary phone number.

Update Address @ €3

Contact Mame Information = Enter Home Address = Enter Mailing Address = E lacne = Enter Email

Update your new phone numberis below.

[«

“Phone: 14101234568 | Bt | | Type:

Phone: |443_123_4559 | Ext: ‘ | Type: |I'\u"|c|bile ﬂ| Primary Phone: [ ]
Phone: | | Ext: ‘ | Type: |Fax ﬂ| Primary Phone: [ ]
Phone: | | Ext: ‘ | Type: |Fax ﬂ| Primary Phone: [ ]

< Previous

¥
‘ Mext =

e 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.

Update Address O €3

Contact Name Information > Enter Home Address > Enter Mailing Address > Enter Phone = Enter Email |

Update you email addresses below.

kAt dene@snmewhere_cnm | CONTIE ran I_idne@snmewhere_cnm | P”ma”"E'"‘

E—mail:| | Confirm E-mail: ‘ ‘ Primary E-mail: [ ]

< Previous ' Submit .

e 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.

e 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.

M E ;; % Click the x to close the
Severity

Message notification and to continue

[} The document has been successfully submitted.

in ESS.
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