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HOW TO UPDATE AN EMPLOYEE ADDRESS

PLEASE REFER TO THE STEPS BELOW:

Make sure you are in the correct company.

1. Click Employee
2. Select the Employee you want to edit
3. Click Edit
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4. Welcome to the “Modify Employee” Wizard will pop-up, click Next

Madify Employee X
Welcome to the "Modify Employee" Wizard!

This wizard will guide you through the process of medifying an existing employee.

Remember to go all the
way through and click
Finish for any changes you
make to be saved.

Ta continue, please click "Next™.

Click Next

| Cancel || < Back H Next >

5. Make the address changes
6. Click Next

Madify Employee =
General Information

MName: |James | | | |Wi|5un
Address: |23 Henderson Ct |
Address? | | Make the address changes | 5 |

City / State / Zip Code: Wiliamsburg | Ak - [65482
Social security number: |111-11-1111 |

Date of Birth | |
(MM/DDMYYY)

Phane | Fax | Email: | | | | | |

Employes 1D: | |

Department: - | Wiew/Edit Departments. . |

[] Inactive
| Cancel || < Back || Nm>‘| o

Mema:
Click Next 6
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7. Continue to click Next until you reach the Finish screen. Click Finish

Madify Employee X
Finish

‘wizard completed, please click “Finish” to update this employes
information.

Click Finish 7
[Ccancel J[ <Back || wee- || Finish/

The employee changes are now saved.
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