Updating The Campus Directory

In order to make sure our Campus Directory is up to date we are asking if you would take a few minutes to log
into the Employee Self Service System, which feeds into our online Campus Directory, to review and update
your campus address as needed.

Below are instructions.

Thank you for taking the time to review the Campus Address on file and update it as needed.

Log Into ESS via the following link: https://portal.passhe.edu/irj/portal

e Step One Log Into ESS

e Step Two, on the main ESS Screen select “Personal Information” in the left hand column
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Display your personal data, addresses, and bank information. Here
you can also manage your ethnicty information.

e Step Three, on the Personal Information Screen select “Address and Contact Information” in the left
hand column
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This page will provide you with information about each available Employee Self-Service (ESS) application for you to access in this sub-section of ESS. To access an application, simply click on the link shown below
and you will be taken to a new page with the ESS application you have chosen. A link to this sub-sections overview page will be shown to the left of the ESS application that you can use to return to this page.

Available Applications

Personal Data

Display your basic personal and employment information,

Address and Contact Information

Display your main address and any other address{es) stored in the HCM system, Here
you may also update your paimary contact number(s), mailing address, emergency
contact, and/or campus address,



https://portal.passhe.edu/irj/portal

e Step Four, on the Display Address and Contact Information Screen review the Campus Address that
appears on the right hand side of the screen
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e If your campus address is correct no additional action is required

e Step Five, If your campus address needs to be updated select “Change Campus Address” at the top of
the Campus Address Screen

e Step Six, on Update Campus Address dialog box make the necessary change to your campus address
and select Save Changes as the bottom of the box
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