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ESS - Personal Information — Address and Contact Information

1. Address and Contact Information - The Address and Contact Information screen under Personal
Information allows employees to view their Permanent Address and any other address on file with
PASSHE. The Address and Contact Information screen also provides employees the ability to
view/maintain their primary contact number(s), emergency contact address and phone number(s),
campus address and phone number(s), as well as the ability to end any current mailing address.

1.1. To begin, select the Address and Contact Information link from the Personal Information menu
in ESS.

EinPloYee Serr-Senm:e >> Personai Informatlon e

This page will provide you with information about each available Employee Self-Service (ESS) applicati
overview page will be shown to the left of the ESS application that vou can use to return to this page.

Available Applications

Personal Data

Display your basic personal and employment information.

r‘. m

Address and Contact Information
Dizplay vour main address and igy other ddress(es) stored in th, HCM]W Here you m

1.2. The employee’s current Permanent Address, Emergency Contact, Campus Address, and
Mailing Address information on file with PASSHE will automatically be displayed.

Permanent Address Campus Address

Change Contact Information | Change Campus Address
Country: USa Department:
Street Address: 815 Susan Circle Building:
City: Enola Floor:

State: Pennsylvania Room:
County: CUKMBERLAND Box:
ZIP Code: 17050
Work Ph
Primary Contact Unlizsted Humber or one
Work Fax
Home Phone: T17-412-1111 O )
Work Mobile
Mobile Phone: O
Work Phone: O

Personal E-Mail:

Change Contact Data Change Mailing Address
Name: Emergency Contact Country:
Country: USa Street Address:
Street Address: Test Street City:

City: Mechancisburg State:

State: Pennsylvania County:

ZIP Code: 17050 ZIP Code:
Primary Contact Unlisted Humber

Home Phone: TAT-412-1111 O

Mobile Phone: O

Work Phone: O
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Permanent Address Maintenance

1. Under Permanent Address, employees have the option to update the following:

e Home Phone (Option to make number unlisted)

¢ Mobile Phone (Optional and can be the same as Home Phone)
o Work Phone (Optional)

e Primary Contact (Required)

e Personal E-Mail (Optional)

NOTE: ESS does not allow employees to update their permanent address. Employees must contact
the Human Resource Office in order to update their permanent address. The Permanent Address on
file will be used for sending mail to the employee. If a different address is to be used for mailings,
employees must visit their Human Resource Office as well in order to provide a Mailing Address.

2. To begin making changes under Permanent Address, click Change Contact Information.

Change Contact Information I ‘,*— ‘
Country: Usa ’
Street Address: 915 Susan Circle
City: Enola (
State: Pennsylvania P
County: CUMBERLAND ,
ZIP Code: 17050 i

Primary Contact Unlisted Humber I
Home Phone: T17-412-1111 O
Mobile Phone: O ’
Work Phone: O Q

Personal E-Mail:
p— e e P .

3. The Update Contact Information window will appear allowing employees to make changes.

» The following guidelines should be used for entering data. (NOTE: If data is entered in an
erroneous format, additional guidance will be provided on screen when Save Changes is
attempted.)

e At least one phone number must be provided.

¢ Only one number can be chosen as the primary contact number.

e Phone numbers must be in the format of 123-456-7890.

e Employees may choose to make the Home Phone an Unlisted Number.
¢ Home Phone and Mobile Phone can be the same number.

¢ Mobile Phone, Work Phone, and Personal E-Mail are optional.
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4. From the Update Contact Information window, the Home Phone and the Work Phone along with
ext. can be entered directly in the spaces provided.

Update Contact Information E

You may make all changes to your phone numbers below. You must enter at
least one number and have one number checked as your primary contact.

Please enter all numbers in the format 123-456-F890.

Primary Contact Unlisted Number

Home Phone: TAT-412-1111 O
Mobile Phone: Sd O

Work Phone: T17-703-5800 ext, I:l

Personal E-Mail; Add

Save Changes | Cancel Update |

4.1. In order to enter a Mobile Phone, select the Add button.

SOt R T =TT —
Mabile Phone: _Add| g

Work Phone: T717-703-5800 ext O

Y 2 Rt

Ly

£

Perzonal E-Mail: Add

- il “_*W.ﬂwr“‘

e,

S

4.2. The Add Mobile Number screen will appear. Enter the New Mobile Phone, select the Mobile
Carrier from the drop-down box, and select Add Mobile Number

Enter mobile number & select mobile carrier

Pleaze enter all numbers in the format 123-456-7820.

Mew Mobile Phone: * T17-635-0000 4/

Mabile Carrier: * [ADVANTAGE COMMUNICATI] = | | @ ADVANTAGEPAGING.COM

Add Mobile Numberl Remove Mobile Number || Cancel
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4.2.1. The Update Contact Information screen will appear again. The Mobile Phone field will
be populated with ***-x**.x*xx = Selact the Save Changes button.

Mobile Phone: _Update | O

Work Phone: ext. O

Personal E-Mail: Add

\ Save Changez | Cancel Up-date|

4.2.2. The following message will appear confirming changes have been saved.

.{lj

“our centact information has been updated succesfully.

Permanent Address

Change Phone Mumber(s) |

Country: Uss

- Street Address: Permanent

R . . =Y
\..q.w*_._’." W\ ",

4.2.3. To update or remove a previously entered Mobile Phone, return to the Update Contact
Information screen and select the Update button.

You may make all changes to your phone numbers below. You must enter at
least one number and have one number checked as your primary contact.

Pieaze enter all numbers in the format 123-456-7830.

Primary Contact Unlisted Number

Home Phone: TI7-412-1111 |
Mobile Phone: =" _Update | O
Work Phone: ext. O
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4.2.4. Before making any updates, users will be required to enter the Previous Mobile Phone.

A new mobile number is only accepted if you enter the previous mobile number correctly and click your "Enter' key on the keyboard

FPlease enter all numbers in the format 123-456-T890.

Previous Mobile Phone: 4".‘-

New Mobile Phone:

Mobile Carrier:

Update Mobile Number | | Remove Mobile Number | | Cancel

4.2.5. Once the Previous Mobile Phone field has been completed, select the Enter key on the
keyboard.

4.2.5.1. Toremove a mobile phone completely, select the Remove Mobile Number

button.

A new mobile number is only accepted if you enter the previous mobile number correctly and click your "Enter’ key on the keyboard

Flease enter all numbers in the format 123-456-7830.

Previous Mobile Phone: |717-635-0000 x

Mew Mobile Phone: *
Mobile Carrier: * ﬂ

Update Mobile Number | Remove Mobile Number | Cancel

4.2.5.2. To change the mobile phone, enter the new number in the New Mobile Phone
field, select the Mobile Carrier from the drop-down box, and select Update Mobile

Number.

A new mobile number is only accepted if you enter the previous mobile number correctly and click your "Enter’ key on the keyboard

Flease enter all numbers in the format 123-456-7830.

Previous Mobile Phone: |717-635-0000 x
New Mobile Phone: * 4——-—-‘ -~

Mobile Carrier: * ﬂ

v

Update Mobile Number | Remove Mobile Number | Cancel
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4.2.5.3. The Update Contact Information screen will appear. To commit to the changes,
select the Save Button.

You may make all changes to your phone numbers below. You must enter at
least one number and have one number checked as your primary contact.

Pleaze enter all numbers in the format 123-456-F830.

Primary Contact Unlisted Number

Home Phone: T17-212-1111 |
Mobile Phone: Sd n

Work Phone: ext. O

Personal E-Mail: | *eesssressess: == Update

\ Save Changes | Cancel Update |

4.2.5.4. The following message will appear confirming changes have been saved.

.{lj

“our centact information has been updated succesfully.

Permanent Address

Change Phone Mumber(s) |

Country: Uss

- Street Address: Permanent

R i . =Y
gl S et g,

4.3. In order to enter a Personal E-Mail, select the Add button.

FE— PR— ey mamet T s e, et L

Home Phone: T17-412-1111 O

Mobile Phone: 7" _Update | O
Work Phone: ext. Il

F
4l Personal E-mai [Aoa | Mg

[ e SR __rr-‘h-m—-u*“'l . A
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4.3.1. The Add Personal Email screen will appear.

Add Personal Email E

Enter personal email address

Previous Personal Email : //
Mew Personal Email: * |test@wehmail.oum X| :

Add Personal Email ﬁwe Personal EI‘I‘Iﬂi|| Canc:el|

4.3.2. The Update Contact Information screen will appear again. The Personal E-Mail field will
be populated with *****+x@*+x+x xkx = Selact the Save Changes button.

Work Phone: ext. LT
Personal E-Mail; =@ = Update

/

—* Save Changes | Cancel Update |

4.3.3. The following message will appear confirming changes have been saved.

“our centact information has been updated succesfully.

Permanent Address

Change Phone Mumber(s) |

Country: USA

-~ Street Address: Permanent

e o - . Ee
R TV T e ,
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4.4. To make changes to or remove a previously entered Personal E-Mail, follow these steps:

4.4.1. Select Change Contact Information from the Permanent Address section.

Permanent Address

—

Change Contact Information - ‘

Country:

UsA *
-it:re Aff‘rf?\ 918 %uiag E'Euz_.[e\r,

4.4.2. Select the Update button next to the Personal E-Mail field.

You may make all changes to your phone numbers below. You must enter at
least one number and have one number checked as your primary contact.

Piease enter all numbers in the format 123-456-7890.

Primary Contact Unlisted Number

Home Phone: TAT-432-1111 |
Mobile Phone:  ~"— _Update | O
Work Phone: T17-T03-5555 ext. O

@r&unal E-Mail; e e @'—

Save Changes | Cancel Update |

4.4.3. The Personal E-Mail pop-up window will appear. Enter the personal email address that
is currently on file into the Previous Personal Email field and click the ‘Enter’ key on the
keyboard. This will unlock the New Personal Email Address field as well as the Update
Personal Email and Remove Personal Email buttons.

Eloor
Update Personal Email E

A new personal email is only accepted if you enter the previous personal email correctly and click your "Enter' key on the keyboard.

Previous Personal Email : | test@passhe.edu

Mew Personal Email: *

Update Personal Email | Remove Personal Email | Cancel
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4.4.3.1. If updating the personal email address on file, enter the new email address into
the New Personal Email field and select Update Personal Email.

Update Personal Email

A new personal email is only accepted if you enter the previous personal e

Previous Personal Email . | test@passhe.edu

Mew Perzonal Email: * newemaili@passhe.edu b___

| Update Personal Email

_ rnu'.reP\ersunalEmail| Cancel|

—

4.4.3.2. If completely removing the personal email address on file, select Remove
Personal Email.

Update Personal Email

A new personal email is only accepted if you enter the previous personal er

Previous Personal Email : |test@passhe.edu

Mew Perzonal Email: *

Update Personal Email | | Remove Personal Email |

4.4.4. The following message will appear to indicate changes have been made successfully.

“our contact information has been updated succesfully.

Permanent Address

Change Phone Numberis) |

Country: USA

-, Street Address: Pgrmanent

R N . =
xﬂ‘w*w W\,,
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Emergency Contact Maintenance

1. Under Emergency Contact, employees have the option to update the following:

e Emergency contact name

o Emergency contact address

e Emergency contact home phone (Option to make number unlisted)
e Emergency contact mobile phone

o Emergency contact work phone

e Emergency contact primary contact number

2. To begin making changes under Emergency Contact, click Change Contact Data.

s . - pras

Emergency Contact

Change Contact Data
e

Mame: Emergency Contact
Country: Usa
Street Address: Test Street
City: Mechanicsburg
State: Pennsyhrania
ZIP Code: 17050
Primary Contact Unlisted Humber
Home Phone: 717-555-1234

Mobile Phone: 717-452-1234 O
Work Phone: T17-352-1234 ext 34 O

3. The Update Emergency Contact Information window will appear allowing employees to make

changes.

» The following guidelines should be used for entering data. (NOTE: If data is entered by the
user in an erroneous format, additional guidance will be provided on screen when Save

Changes is attempted.)

e All address fields are required.

¢ At least one phone number must be provided.

e Only one number can be chosen as the primary contact number.

e Phone numbers must be in the format of 123-456-7890.

¢ Employees may choose to make the Home Phone an Unlisted Number.
¢ Home Phone and Mobile Phone can be the same number
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3.1. When finished making updates, click Save Changes.

e A e e e o i e, F

e

. . | Make all changes to your emergency contact data below. An emergency contact
{ | name and primary phone number are required before you may save your update.

g
;
| Mame: Enter Name
':-_‘:._ Country: United States ﬂ
._’: Street Address: Change Street
.‘ City: Mechanicsburg
':\ State: Pennsyhvania j
? |zP Code: 17050

& Fleaze enter &l numbers in the format 123-456-7890.

g

I Primary Contact Unlisted Number
_;’ Home Phone: | 717-555-4567 |:|

/| Mobile phone;  |717-452-4567

* Work Phone: | 717-352-1234 | ext. [4567 0

?
!
:

{ _
i :
. Sawve Chan gesl Cancel Update |

.,

PRI —— M\‘—J-—J! o™

NOTE: To cancel updates, click on Cancel Update and changes will be discarded.

4. The following message will appear confirming changes have been saved.

“our contact information has been updated succesfully. ;‘

Permanent Address
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Campus Address Maintenance

1. Under Campus Address, employees have the option to update the following:

o Department (required)
e Building (required)

e Floor

e Room number
o Box

e Work phone

e Work fax

¢ Work mobile

2. To add a new campus address or to begin making changes to a pre-existing campus address,
select Change Campus Address.

4,
*.1 Campus Address

e

}3 Change Campus Address | J\j_

k.‘: Department: Campus Address
™3 Building: Building _
if Flaor: Floor f
E Room: 1
E--\;_ Box: 28 %
,z'\' Work Phone T17-542-1234
f Work Fax 717-588-1234
™, Work Mobile

3. The Update Campus Address window will appear allowing employees to make changes.

» The following guidelines should be used for entering data. (NOTE: If data is entered by the
user in an erroneous format, additional guidance will be provided on screen when Save
Changes is attempted.)

o The Department field will default from the employee’s organizational assignment and cannot
be modified.

e The Building field is required to be completed. Employees will be provided a drop-down list
of buildings to choose from depending on the university at which they are employed.

¢ Floor, Room Number, Box, Work Phone, ext., Work Fax, and Work Mobile are optional
fields.

e If phone numbers are provided, they must be in the format of 123-456-7890.
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3.1. When finished making changes, click Save Changes.

Update Campus Address E

Make all changes to your campus address below.
Department name and building are required to save
your address changes.

Department: A&F SAS HCM Team

Building 0140 Vartan Way | = |

Floor: 2

Room Number: |36

Box: 33

Piease enter all numbers in the format 123-456-7890.
Work Phone T17-542-1234 | ext. 1111

Work Fax

Work Mobile TIT-577-1234

Save Changes | |Cancel Update |

NOTE: To cancel updates, click on Cancel Update and changes will be discarded.

4. The following message will appear confirming changes have been saved.

“our contact information has been updated succesfully. l -

Permanent Address
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Mailing Address Maintenance

1. Under Mailing Address, employees have the option of ending the validity of their mailing address if
one is already on file. If no Mailing Address exists and an employee attempts to access the
Change Mailing Address button as in the example below, a message will appear indicating that
adding a mailing address must be done by visiting the HR office. To exit, select the Cancel Update
button.

Mailing Address
Change Mailing Address —— A mailing address is only necessary if you want mailings to
arrive at an address other than your permanent residence
Country: address.
Street Address: To add a mailing address, please contact your campus HR
City: office.
State:
County:
ZIP Code: T
Cancel Update

NOTE: The Permanent Address on file will be used for sending mail to the employee. Mailing Address
should only be provided by the employee if they desire mail to be sent to an address other than
Permanent Address.

2. For employees who already have a mailing address on file but no longer wish to receive malil at that
particular address, the Change Mailing Address feature can be used to end the validity of the
mailing address. To begin, select Change Mailing Address.

Mailing Address

Change Mailing Address |

Country: UsA

Street Address: Address Line 1 Test
City: Mechanicsburg
State: Pennsyhvania
County: CUMBERLAND

ZIP Code: 170501234
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3. The Change Mailing Address window will appear. Select Remove Mailing Address.

Change Mailing Address E

If you no longer wish to receive mailings at
the address shown below, select the
"Remove Mailing Address" button. By ending
your mailing address, mailings will now be
sent to your permanent residence address.
If you wish to add a new mailing address,
please contact your campus HR office.

Please note that a mailing address is only
necessary if you want mailings to arrive at an
address other than your permanent
residence address.

Cancel Update(| Remove Mailing Address

NOTE: To cancel updates, click on Cancel Update and the process will be abandoned.

4. The following message will appear confirming the Mailing Address has been ended.

“our contact information has been updated succesfully. l -

Permanent Address

(NOTE: The Mailing Address will now be blank reflecting the address has been removed.)

Mailing Address

Change Mailing Address |

Country:

Street Address:
Citw:

State:

County:

ZIP Code:
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