ESS Tutorial: Address Change

Step 1: Log in using City user ID and password Step 2: Click on Perjonal Information

Employee Services
EP;
= =
v Map
| 4
. Personal Information v Working Time
Maintain Addresses and Contacts, Bank Information and Family Members O Record your Working Time, View Leave History and Balances
5 Benefits 10 Payment

Review, Enroll In and Manage your Benefit Choices Display your Pay Advice, Change your Tax Withholding
SAP Inbox I N Travel and Expenses

L4 Access the SAP Business Werkplace O Create Travel or other Business Expense Reimbursements

Step 4: Click on the pencil icon under Permanent residence
Step 3: Click on Personal Profile or Mailing address to update the applicable address(es).

. v Addresses [&Add,
Employee Self Servige Area Page =
Back Permanent residence
Contact Name &
- Street Name: 1234 Valley Drive
City: Seattle
Telephone Number. 2601234567
Your Personalpata Emergency Contact #1
Personal Profile Contact Mame:  Jim & Alice Smith—Parents 2l
Maintain Personal Data here (for example, addresses, bank details or dependents) Street Name: 987i Mountain Drive
Spokane
Mote: Punctuation or special characters are not allowed within addresses Telephone Number: 5553659874
Mailing address
Contact Name: Ped (]
StreetName: PO Box 567
Seattle

Telephone Number. 2601234567

Step 5: Lines with an asterisk (*) must be completed.
Once the address is updated click Save then Save and Back
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Step 6: After clicking Save and Back, ESS will take you back to the Personal Profile page.
To log out of ESS click Log off found in the upper right corner of screen. Then, click Yes.
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