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Address Change

Follow the instructions to change or update your current address.

1. Click onthe CSU EMPLOYEE SELF-SERVICE responsibility to expand the menu. Click Personal Information.
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Instructions: A summary of your persenal information is displayed below. Specific instructions for each category (Full Name, Date of Birth, Organizational Email Address, Phone Numbers) will guide you through the applicable process should you wish to request an update.
For assistance, please contact Human Resources at (970) 491-MyHR (6947).

| Basic Details

If you would like to make a change to your ethnicity, race, veteran status, or disability status, please complete the form at http://oeo.colostate.edu/employee-celf-identification-form. If your name, marital status, or date of birth is incorrect, please send an email to
hrs records@mail.colostate.edu

i
Full Name John Employee

Federal reporting requirements mandate that your name uiized for employment must identically mstch your Socal Seetirity card, In crder to satisfy this requirement, you must present official decumeniation to your
departmental HR lizison, Acceptable validation may include your newly susd Socisl Security card or 2 Social Security Administration receipt.
Marital Status (&)
Date of Birth 29-JUL-1965 (i)
Employee Number 00111

Organization Email Address jehn.employee@colostate.edu (i)

2. Scroll down to the Main Address section, click the Update button.

If your address displayed below is incorrect, you may edit it by dicking the "Ypdate"button.
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3. Onthe Main Address: Choose Option page, the choice will automatically be selected, and click on Next.

Colorado
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Main Address: Choose Option

| Cance!'

Select the type of change you want to make: Correct if details of the address are incorrect, or enter a new address.

© Correct or amend this address.
@ Enter a new address if you have moved.

e Logout Preferenc

4. Change/update address information as needed (Address, City, State, Zip Code, County) on the Main Address:
Enter New Address page. Click on Next when completed.
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Click the “Mext"button to continue after you update your current mailing address (e.g., 123 Main Street, A-1). To locate your City, select an eption in the search menu and select "Go". Entering your Zip Code will automatically populate the City field.

* Indicates required field

Effective Date 01-Sep-2015
Type Current Mailing Address
Country United States

US Address Style
* Address Line 1
= ity J &
State
* Zip Code ,_
County ,—

Cancel | | Save For Later [ Back

pyright (c) 200

5. This brings you to the Personal Information: Review page where you can review your changes before they are
submitted.
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Personal Information: Review

cancel | | Printable Page \ | Badk | | submit

Employee Name Employee Number
Organization Email Address Business Group Colorado State University
@ Indicstes Changed Ttems,

I you wish to further madify the information displayed below, click the "Back” button ar if you wish to remove your entry, click the “Cances” button.

If you have modified your record, please diick “Sabmit”ta autharize your employer, Colorado State University, to update your Persanal Information.

Current Proj
Effective Date 10-Mar-2003 01-Sep-2015 0
Country United States
Address Line 1 123 Main Sto
City Fort Collins
State co
Tip code 80526 @
County Larimer

Cancel | [ Printable Page | [ Back | [ Submit

cle. All rights reserved
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6. Click Submit if you are satisfied with your entry

7. Click Return to Overview, it will take you back to your Personal Information page.
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Your changes have been apphed.

8. If address change is complete, click on Logout.
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