ADDRESSES ESS
ESS-17 | BUSINESS PROCESS PROCEDURE

The purpose of this Business Process Procedure is to explain how to set up or change your address in ESS in
the Integrated HR-Payroll System.

Business Process Procedure Overview

The Addresses service is located in the My Personal Data section of ESS. You can use this service to set up (or
change) the following address types:

o Permanent Residence - An employee's main address. You must have a Permanent
Residence for payroll purposes and can only have one active record at a time.

Note: If an employee has an infout of state change for this record, they must also
update their Tax Withholding Information.

e Emergency Contact - An employee's contact person, address, and telephone
number in case of emergency. You may have more than one record.

¢ Mailing Address - An employee can set their mail to be delivered to an address
other than their Permanent Residence. If used, employees may have only one
active record at a time.

e Deleting an Address — Employees can remove Emergency/Mailing addresses
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Edit Permanent Residence

=

1. From the Integrated HR-Payroll System Home Page, click into the My Data (ESS) tab. My Data (ES5)

@ Welcome:  Simon Monsen 80000120
Home My Data (ESS) OrgCharts Business Objects Home Page Admin Browser Admin SAP GUI LMS & NCVIP

Home > Home

Welcome to the OSC Integrated HR-Payroll
Quick Links [RESU

=] 3 = |
C i WWW.I(
assistance while using the site, plea ices.

am. to 5 p.m., Monday through Frid: 5-707-0707 if local to Raleigh or 1-865-
My Time NCBESTA(U) (1-866-622-3784) outside the Raleigh area.

Note: The portal will be unavailable weekdays from 8 to 8 p.m. and on Sundays from 2
to & p.m. for regular maintenance. Nortt

|~ [Pt
|

News of Interest |
Mu Pawv www.mynecret:

2. Click My Personal Data.

My Data (ESS) = Owverview = Overview

verview

fm

Employee Self-Service applications provide North Carclina State employees with easy access to information and services. This page gives an overview of the entire offering.

/ 14 &
% 1 I/ My Working Time %‘ My Benefils
/ Record your working times, plan your leave, and display your ime data = - i

Display the plans in which you are currently enrolled; enroll in new benefit plans during the

Quick Links State's
Record Working Time annual enroliment pericds; access State Health Plan forms.
My Pay M:{ Personal Data
Digplay vour pay statement or print/reprint your W-2/W-2c Manage your addresses, direct deposit, and tax withholding information.

3. The My Personal Data screen will be displayed. Click Addresses.
My Perzonal Data

My Personal Information

Aainiain your addresses.

NDTE Both address lines 1 and 2 are limited to 32 characters.
If you are making an infout of state change to your permanent
residence, please ensure your Tax Withholding Information

iz alzo updated.

Tax Withholding Information
Maintain the information on your Federal (W4), NC (NC4), or

P S U Y Y T TT
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4. Click the Edit button __Edit__ ynder the Permanent residence section.

Addresses
I» 1 2 3 4 o
Overview Edit Review and Save Confirmation

Permanent residence

Street Address: 2708 Crim Lane
City: Franklin

Mo TO7-0830
|

5. Update the Permanent address information.

NOTE: Both address lines 1 and 2 are limited to 32 characters.

| Eddresses
»— 1 2 3 L —
Owverview Edit Review and Save Confirmation

|Permanent residence

Country USA

cfo: | |

Address Line 1:* [2?09 Crim Lane |
Address Line 2 | |

Gity:* [Frankin |
County

State:* [North Carolina |

ZIP Code:* [27e08 |
Telephone: 919 |[7o7-0830 |

(=) Valid as of Today
(") Valid as of Future Date

(4 Previous Step | [ Review & @

5. Some of the address fields default from the Personnel Record. Make sure to enter the following
fields:

NOTE: A red asterisk (*) represents a field that is required.

Field Name ‘ Description

Country Identifies country. Accept USA, for United States of
America, as the default value.
c/o Abbreviation for in care of
*Address Line 1 The address street name, number, and apartment number
Address Line 2 (if applicable). Only Address Line 1 is required.
*City City
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County

*State State

*ZIP Code ZIP Code

Telephone Home Telephone number

6. Select one of the two options to choose when the change will take effect.

Valid as of Today:

The change will become effective immediately once saved.

Valid as of Future Date:

will become effective.

Use the Date Box to the right to select the future date the change

7. Once the information has been updated, click the Review button. | Review b |

=) Valid as of Today
("1Valid as of Fufure Date

&ddmsse&

»— 1 2 3 —

Overview Edit

Review and Save

Permanent residence

clo: | |
Address Line 1:* 2709 Crim Lane |
Address Line 2: | |

City:* | Franklin |
State:* |North Carolina |

ZIP Code:* | 27609 |
Telephone: 919 |[707-0830 |

(Oivalid as of Today

[05/232018 [0

|4 Previous Step || [ Review k]
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8. The information entered will be displayed. If there are any errors, click the Previous Step button
[« Previous Step | to return and correct the mistake. If the information is correct, click the save

button. [ Save
Addresses
I g
Overview Edit Review and Save Confirmation

Verify the Address data below %

Permanent residence

Country: USA

clo:

Address Line 1© 2709 Crim Lane
Address Line 2:

City: Franklin
County:

State: North Carolina
ZIP Code: 27609
Telephone: 919 707-0830

Valid from 05/23/2019

€ Previous Step | (Smve]|  (E5%)

The message, “The changes you made to your Address data were saved” will appear.

Addresses
Overview Edit Review and Save Confirmation

The changes you made to your Address data were saved

What do you want to do next?

NOTE: Updating your permanent address will NOT update the mailing address automatically if there is a
current mailing address established in the system. The mailing address must be changed separately if
necessary.

Add/Edit Emergency Contact Address

NOTE: Multiple Emergency contact addresses can be added. A telephone number is not required; however,
it is highly recommended in case of emergency.
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1. From the Addresses screen, click the New Emergency contact button |_Mew Emergency contact b

create a new Emergency contact record, or click the edit button __Edit__ to change an existing
Emergency contact.

)
Permanent residence

Valid until 05/22/2019 Valid from 05/23/2019

Sireet Address: 2709 Crim Lane Sireet Address: 2708 Crim Lane
City: Franklin City: Franklin
Telephone No.- TO07-0830 Telephone No.: TO7-0830

Emergency contact

Sireet Address: 2708 Crim Lane
City: Franklin
Telephone No.: T07-0830

—eeeeee———

MNew Emergency contact

e

:

Mailing address

Sireet Address: 2709 Crim Lane
City: Franklin
Telephone No.: T07-0830
I| New Emergency contact b ]I [ Ext |

2. Update the Emergency address Information. Once all the information has been updated, click the

review button. | Review |

Addresses
»— 1 2 3 i 4
Owerview Edit Review and Save Confirmation

Emergency contact

Country UsA
clo: I ]
Address Line 1:* [1600 Sandy Lane |

Address Line 2: | |

Gity:= Franklin |
County: |
State: * North Carolina - |

ZIP Code:* 27609 |
Telephone: 919  |[[707-0830 |

[4_Previous Step | [ Review ¥ @]

NOTE: Emergency contact addresses are always updated on a current basis.
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3. The information entered will be displayed. If there are any errors, click the Previous Step button
[« Previous Step | to return and correct the mistake. If the information is correct, click the save

button. [ Save

— 1 2 3 4

Overview Edit Review and Save Confirmation

Verify the Address data below
Emergency contact

Country: usa

clo:

Address Line 1; 1600 Sandy Lane
Address Line 2:

City: Franklin
County:

State: MNorth Carolina
ZIP Code: 27609
Telephone: 915 707-0830

|[1 Previous Step | [ Save |I

4. The message, “The changes you made to your Address data were saved” will appear.

I+ 1 2 3 4 4

Ave Confirmation

-
]
L1
I

[-
-
o
3
g
=1
L
[=1]
[

The changes you made to your Address data were saved

What dn v want fa dn navt?
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Add/Edit Mailing Address

It is important for the mailing address to be correct when it pertains to any written correspondence from the
State regarding benefits, tax information, etc. If there is no mailing address setup in the Integrated HR-
Payroll System, any written correspondence will be sent to the permanent address.

1.

create a new Mailing Address, or click the edit button

Addresses
e—— 1 2 3 4
Overview Edit Review and Save Confirmatic

Permanent residence

Street Address: 164 Barnes Avenue
City: Raleigh
Telephone Mo.: T07-0826

Emergency contact

Sireet Address: 164 Barnes Avenue
City: Raleigh
Telephone Mo.: T07-0826

I
New Emergency contact k|||  New Mailing address & |

From the Addresses screen, click the New Mailing address button

OR

NOTE: A Mailing Address is needed only if it is different than the Permanent Residence.

| New Mailing address k|

to

__Edit o change an existing Mailing Address.

Permanent residence

Valid until 05/22/2019

Street Address: 2709 Crim Lane
City: Franklin
Telephone MNo.: TO7-0830
Emergency contact
Street Address: 2709 Crim Lane
City: Franklin
Telephone No.- TO07-0830
Mew Emergency confact

Mailing address

Sireet Address: 2709 Crim Lane
City: Franklin
Telephone No.- TO07-0530

e Come)

| Mew Emergency contact D] Exi
2. Update the Mailing address information.
Addresses L
»— 1 2 3 L) —
Owverview Edit Review and Save Confirmation

Mailing address

Country USA

Lo I

Address Line 1:* [PO Box 1234

Address Line 20 |

City: = (Frankin |
County: |
State:* [Morth Carolina = |

ZIP Code:= (27808 |
Telephone: [a19 |[7o7-0830 |

You DO NOT need to complete Mailing Address if
it is the same as your Permanent Address.

(%) Valid as of Today
() Valid as of Future Date
) validity Period

4 Previous Step | | Review @
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Select one of the three options to choose when the change will take effect.

Valid as of Today: The change will become effective immediately once you have saved.

Valid as of Future Date: Use the Date box to the right to select the future date the change will
become effective.

Validity Period: Use the Date box to the right to select both when the change will start
and when it will stop.

NOTE: An end date of 12/31/9999 means the record will be active until another change is made.

Once all the information has been updated, click the review button. | Review b |

()Valid as of Today
() Valid as of Future Date

(©) validity Period [05/23r2019 [ to (1273179998 [

[1 Previous Step |

The information entered will be displayed. If there are any errors, click the Previous Step button
|4 Previous Step | to return and correct the mistake. If the information is correct, click the Save

button. | Save

I»—] 1 2 3

Overview Edit Review and Save

Verify the Address data below
Mailing address

Country: USA

clo:

Address Line 1: PO Box 1234
Address Line 2:

City: Franklin
County:

State: Marth Carolina
ZIP Code: 27609
Telephone: 918 707-0830

Valid from 05/23/2019

il Previous Step | [ Save |I

The message, “The changes you made to your Address data were saved” will appear.

»— 4 —

Confirmation

The changes you made to your Address data were saved

Wihat An e wrant fnodo nawb?
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Deleting an Address

1. From the Addresses screen, click the Delete button next to the record that needs to be

‘} Addresses

»— 1 —

Overview

Permanent residence

Valid until 05/22/2019 Valid from 05/23/201%

Street Address: 2709 Crim Lane Street Address:

City: Franklin City:

Telephone Mo T07-0830 Telephone No.-
Emergency contact

Street Address: 1600 Sandy Lane

City: Franklin

Telephone Mo.: TO7-0830

[Geee ]

New Emergency confact

Mailing address

Valid until 05/22/2019 Valid from 05/23/2018
Street Address: 2709 Crim Lane Street Address:
City: Franklin City
Telephone Mo.: TO7-0830 Telephone No.:
| Hew Ei contact k| [ Exit ]

NOTE: You cannot delete the Permanent residence.

2. The address to delete will be displayed. If there are any errors, click the Previous Step button

»— 1 2 sl

Owerview Edit Review and Sav

Verify the Address data below
Mailing address

Country: usa

clo:

Address Line 1: 2709 Crim Lane
Address Line 2:

City: Franklin
County:

State: Morth Carolina
ZIP Code: 27609
Telephone: 919 707-0830

Valid from 01/01/2008 to 05/22/2019

i1 Previous Step | [ Delete||
I

|4 Previous Step | to return and correct the mistake. If correct, click the Delete button again.
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3. The message “The following Address data was deleted” will appear.

Change Record

»— 4l

Confirmation

The following Address data was deleted

What do you want to do next?
Go to Addresses Overview
Go to My Personal Data Homepage

Go to Employee Self-Services Homepage
Mailing address

Country: Usa

clo:

Address Line 1: 2709 Crim Lane
Address Line 2:

City: Franklin
County:

State: Morth Carolina
ZIP Code: 27609
Telephone: 919 707-0830

Valid from 01/01/2008 to 05/22/2019

e 2/4/21 — Updated format, assigned reference number, and made accessible — Claire Ennis
e 8/6/21 — Updated for accessibility, Alt Text added — D. Genzlinger
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