Changing Your Home or Mailing Address

1. Log into the ADP Self Service Portal, the Self Service page will display. Select Personal
Information from the menu bar.
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Welcome To Your Employee Portal
Your one-stop source for HR/Payroll/Benefits/ Time Card information

What's New

¢ Toaccess the eTime system, go to the "Time & Attendance” dropdown and select "Welcome" via the
"employee" role

® Toaccess your benefits, select the "Benefits" dropdown via the "employee" role
® Tocheck and update personal information, go to the "Personal Information” dropdown via the "employee” role
L ]

To review or update your tax withholding, direct deposit or to view your pay stubs, select the "Personal
Information” dropdown via the "employee” role

For assistance with this system, please contact your local HR department.

2. Select Addresses from the drop down menu. Click on Edit at the bottom of the page.

AR

Home = | Time & Attendance « | Pay & Taxes « | Personal Information « | Benefits = | Carser =

General

Addresses Emergency Contacts
Addresses

Phone Numbers

The following addresses are stored n your personns

Notification Address

Notification E-mail Address: |:|
Home Address

street —1
ApvSuite:

Other:

City/Town: Brunswick
State/Prov: Georgia
Postal/ZIP: 31528

Country: Usa

Mailing Address
Street:

Apt/Suite:

Other:

City/Towm:

State/Prov:

PostaliZIP:

Country: UsA

Atermate £ mall Address: I

| —— T



3/ Enter the information you want to update and click on Save. The change is automatically
loaded into the Payroll and Human Resources system

Addresses

Home Address

Street:

Apt/Suite:

Other:

City/Town:

State/Prowv:

Postal/ZIP:

Country:

Primary E-mail Address:

Mailing Address D Same as above?
Street:

AptiSuite:
Other:
City/Town:
State/Prow:
Postal/ZIP:
Country:

Alternate E-mail Address:

Save . Cancel :I

Enter your changes and click Save. Note: Changes will take effect immediatehy.
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