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Employee Self-Service - Update Business or Set-Up Additional Email Address 
 
To begin > Navigate to the Personal Information Summary page.  
 

Step Action 
1. Log into Employee Self Service, type 
your [UserID and Password] 
 
 
 
 
 
 
 
 
 

 
 

 
 

2. Click [Sign In]  
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Step Action 
3. Click [Main Menu]   

 
  

4. Click the [Self Service] link.  
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Step Action 
5. Click the [Personal Information] link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

6. Click the [Personal Summary] link 

 
7.Using the vertical scroll-bar, scroll 
down to the Email Addresses section.   
 
Click on the [Change Email Addresses] 
link 
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Step Action 
8. Use the Email Addresses page to 
view, add, update, or delete email 
addresses.   

 

 
 

9. Click the (+) button to add a new row.  
 

 
 

10. Use the Email Type field to select the 
type of email address the user is adding.  
 
Click the [Email Type] drop-down list to 
select a different email type.  
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Step Action 
11.After making your Email Type 
selection, enter the full email address in 
the [Email Address] field. 
 
 
 
 
 
 
 
 
 
 

 

 

12. Click the [Save] button. 
 
Note: the Business email address has a 
check mark in the Primary Email 
Account field. This indicates the business 
email address is the preferred email 
address. Only one email address can be 
marked as preferred. 
 
 
 
 
 
 

 
 

 

13. End of Procedure Note: Employees cannot delete business email addresses, only the 
system administrator can do this. Employees should keep their business 
email address updated at all times.  
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