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Address Change

Concept

Description:

Add address types (Home, Mailing, Campus, Check) ate stored and updated in Personal
Information.

- Employees should be encouraged to make changbditdHome and/or Mailing Address
information via self-service.

- This process may be used to add/edit addresgeban the Human Resources offices.
- Changes are effective-dated and involve insedimgw row of data.
NOTE: In order for Federal and State taxes to be propey calculated:

Non-Resident Aliensmust have their home country address on the Adqrage entered as
Home Address. Their current (local) address shbaléntered as Mailing Address.

Studentsmust have their current (local) address on therdskipage entered as Home Address.
If they also have a permanent (home or out-of-stddress it should be entered as Mailing
Addresslf the student is a non-resident alien then the nomesident alien process should be
used.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf
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Navigation:

Personalize Content | Lavout

Menu =
| Search:

\ |®
[ Wiy Favarites

[ Self Serice

[ Manager Self Service

> University of Maine System
[ Waorkforee Administration

> Benefits

(> Time and Labor

- Payroll for Morth America

[ Workforce Development

[> Organizational Development
[ ¥ypriforee Monitoring

[ Sat Up HRMS

> SetUp SACR

(> Entarprise Components

[ Reparting Tools

[ PeopleTools

[~ Return to Poral

[~ hly Personalizations

| by Dictionary

-0 KRBk u-LUAD

" BeopleSoft

S @ mnternet

Step Action

1. Click theWorkforce Administration link.

[i= warkforce Administration]

2. Click thePersonal Information link.

[z Persanal Informatian|
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Searc

[ Wy Fawarites

[ Self Senvice

[ Manager Self Service

(- University of Maine System

[~ Workforce Administration
|

> Biographical
[» Organizational
Relationships
[ Persanal Relationships
[ Citizenship
[ Disahility
— Add a Person
- Modify a Person
— Person Organizational
Summary
— Search for People
[ Joh Information
[ Warkforce Reports
[ Benefits
[ Time and Labor
- Payroll for Morth America
(- workforce Development
> Organizational Development
(- Workforce Monitoring
- SetLp HRMS
- SetLlp SACR
[ Enterprise Components
- Reporting Tools
[ PeopleTools
|- Return to Portal
- My Personalizations
= Mty Dictionary

ﬁf Personal Infermation

Maintin information about & person regardess of Jobs

Add a Person

E" Search for People
Search for peaple in the database using flexible Searchivatch

criteris

Ll‘/‘,[ Personal Relationships
" Create or modify the relationships that & person has
Dependent information

metcency Corlact

mergency Cortacts Report

Modify a Person
Moty & person's basic information, SUCh 35 Name and cortact

infarmation

m Biographical

| Maintain biographic intormation far & person incluing names,
addresses, drivers licenses, hank accounts, ete

Mlodity & Person

Search by National 1D

Driver's License Data

G More

L‘// Citizenshi

" Ciizenship, ‘isa, Fermits information for & Person
Idertification Data

Emplovee Presence Test USA
Citizenship/CourtryMviss Audit

Passport/viss Expiration Audit

)

o

Person Organizational Summa
View & sumimary of allthe organizations| relationistips for &
person

Organizational Relationships
Creste or modity the organizational relationships that 5 Person
can isve.

Aeid & POl Relationshin

Maintain  Ferson's PO| Refin

Person Checkist

Manage Hies

Disability

Indlicate if & worker is disabled and o recard detals of the
disabiity

= Disabilties

&) Dore

5 Interet

Step
3.

Action

Click theModify a Personlink.
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Procedure:

Mew window | Help | B2k

Personal Infermation
Enter any infarmatian you have and click Search. Leave fields blank for a list of all values:

EmpliD: heging with v

Alternate Character Name:| hedins with

Name: beging with ||
Last Naime: begins with v ||
Second Name: begins with v ||

Middle Name: hegins with

include History [ Correct History [] Case Sensitive

Search ‘ Clear ‘ Basit Search Save Search Criteria

Find an Existing Value | Add a New Value

€] Done B @ Internet

Step Action

4, Enter EmplID, Name or Last Name. Drop down mestarsbe used to select
'begins with', 'contains’, etc. to assist in laugtn employee. The more
information that is entered, the narrower the deard the shorter the search
results list for review.

5. Click theSearchbutton.

If multiple employee records are listed, click be appropriate employee record
to continue.
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ID: 00935859 EmplRcd# 0

Home:
B

NewWindow | Help | Customize Page |

Person ID: 0088888
| Last
Effective Date: 08/01/2008 =
Format Type: English
Display Name: Susan Brawn Wiew Mame

Biographic Information

Date of Birth: 02061949 i B0 Years 5 Months

Date of Death: )

Birth Country: usa Q@ United States
Birth State: Q
Birth Location: |

\Waive Data Protection []
Biographical History

Al First ) 1of 4 L7 Last
T 0801/2009 [ =1
e Female v
‘Highest Education Level; | F-2-Vear Callege Degree v
“Marital Status: [ single v|asof: [oemtizoog 5
Language Code: Y
Alternate ID:
[JFull-Time Student
~ National ID C First 1911 of 1 ¥l Last
*Country *Hational ID Type
usa QL Social Security Number 005-48-9999 [=]

B save | L\ Returnto Search | [=] notity | & Previous tab | = Nexd tab | L Refresh | Eeadd | EUpdsteDisplay | # Incluge History

Biographical Details | Contact Information | Resional

8 @ Trusted sites

Step Action

0. Click theContact Information tab.
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0 0 HEG %02 a-Uhs

# MaineStreet —

\Biagraphical Betails ] Contact Information Regional

Susan Brown Person ID: 0088338

Current Addresses

Addiess  hs orDate [Status |Address
Type

302 Stillwater Ave View Address
S I Ol Town, ME 04468 Detail
302 Stillwater Ave View Address
Old Town, ME 04468 Detail
Barrows Hall 113 View Addrese
Orono, ME 04469 Detail
View Address
Detail

Mailing 08/27/2003

Check 08191985

Campus 121182008 Barrows Hall 101

Phone Information

Cellular | [207/444-5557

|Hume

Email Addresses fer o Find [ B Fra [ [
Business Shrown@maine.edu =
Home ~ | [5Brown@hatmail com [F] =]
| other + | [sUSAN@EECE MAINE EDU 0 =

B seve | L\ Returnto Search | S Notity | @& Previoustab | S Next tab | ) Refresh | Eradd | Flpdeteispley | 42 Include History

Bioaraphical Details | Contact Information | Regional

MewWindow | Help | Customize Page | B,

&) Dore

8 @ Trusted sites

Step Action
7. TO UPDATE AN EXISTING ADDRESS:

Click theView Address Detaillink for the address that is to be updated.

iew Address
Detail
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Q-0 NG LHke & =@-JFd B

‘# MaineStreet

B

NewWindow | Help | Customize Page |

lAddress History

Address Type: Mailing

Address History Find  First 4] 1 g1 1 [P Last
Effective Date Country Status  Address: =

302 Stillwater Ave
Old Town, ME 04468

08/2712003 USA A

OK Cancel Refresh

&) Done B @ Trusted sites

Step Action

8. Click thePlus (+) keyto add a new row.
9. Enter the effective date of the change intoEffective Datefield.
10. Click theAdd Addresslink to add a new address.

NOTE: Country defaults to USA and Status A (Active). Gpa if applicable.
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C-©0 KRG LT

' MaineStreet

(=
New Window | Help | Customize Pace | J&
[Edit Address

@ 3-% = U3

Country: United States

Address 1:

Address 2:

Address 3:

Postal: City: State: Maine
County:

ok || canal | Quickaddress

Override

For detailed instructions to edit an address, click on Help' in to upper righthand corner
ofthe screen. Click on 'UPK!, then ‘Edit Address via Employes Selt-Sewice’ and then
select'Ses It

Ifyou need additional help, please contactyour Hurman Resources Department.

&) Done B @ Trusted sites

Step Action
11. Click theQuickAddress button.

QuickAddress

12. Enter the first line of the address (street orBRR) into theAddress Line 1field.

13. Enter the Zip Code for the address intoRiestal Codefield.
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-0 KRG LHre RS m-LHS

# MaineStreet

NewWindow | Help | Customize Page |

QuickAddress Address Selection

Address Line 1 54 Summit Circle

Address Line 2 ‘

Address Line 3 [
city \
State [

Postal Code (0402

County [

Search Cancel

H
2
3

&) Done B @ Trusted sites

Step Action

14, Click theSearchbutton.
QuickAddressoftware will search the USPS database for theecbaddress.
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C-©0 KRB L,KS L =

# MaineStreet

(=
New Window | Help | Customize Pace | J&
E

dit Address

-8 KK

Country: United States

Address 1:

Address 2:

Address 3:

Postal: City: State: Maine
County:

0K Cancel AiiickAtdress

Override

For detailed instructions to edit an address, click on Help' in to upper righthand corner
ofthe screen. Click on 'UPK!, then ‘Edit Address via Employes Selt-Sewice’ and then
select'Ses It

Ifyou need additional help, please contactyour Hurman Resources Department.

&) Done B @ Trusted sites

Step Action
15. Verify that this is the correct address inforroati

Click theOK button.
(0] 14 |
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D L% 2% E-LEdS

lAddress History

NewWindow | Help | Customize Page |

Address Type:

Mailing
Address History Find  First [4] 1.2 o1 2 [ Last
*Effective Date Country *Status  Address: FHE
0801/2009 5 [usa @ (4 (@ 54 SummitCir R ENRIEES
Westhrook, ME 04082-3641
Cumberland
“Effective Date =
0812742003 usa a 302 Stillwater Ave

Qld Tawn, ME 04468

OK Cancel Refresh

8 @ Trusted sites

Step Action

16. Click theOK button.
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MaineStreet

C | Find | =

‘Email Type ‘Email Address Preferred

Business [Bbrown@maine edu =
Home ~ | [5Brown@hatmail com [F] =]
[otrer v | [BUBAN@EECE MAINE EDU (] B

@SEVE‘ RREIUmIDSEan:h‘ =] Notity | @& Previous tab Nexﬂahl beEirEsh‘ Sk Add

£ Include History

Bioaraphical Details | Contact Information | Regional

&) Dore

8 @ Trusted sites

Step Action
17. Click theSavebutton.
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Step Action
18. TO ADD A NEW ADDRESS TYPE:

Click thePlus (+) Keyto add a new row.
[]
19. Click the drop down arrow to select from theédress Typelist.

[]

20. Click the appropriate list item in theddress Typelist.

Billing
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Step Action
21. Click theAdd Address Detaillink.
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Step Action

22. Enter the effective date into tEdfective Datefield.
23. Enter country code into ti@ountry field.
24. Click theAdd Addresslink.

L 1
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Step Action

25. Enter the first line of the address (Street orBRR) into theAddress Line 1
field.

26. Enter the Zip Code into tHeostal Codefield.

27. Click theSearchbutton.

QuickAddressoftware will search the USPS database for theecbaddress.

L
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Step Action
28. Verify that the address information is correct.

Click theOK button.

[ ]
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Step Action
29. Click theOK button.

L]
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Step Action

30. Click theSavebutton.
31. End of Procedure.
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