Employee Self Service (ESS)

Updating your E-mail and location information in ESS e

The e-mail stored in SAP is used to send employee’s information related to their employment actions
(i.e. when a supplement is eliminated, hired or separate employment) the employee will receive an e-
mail.) If you don’t have an E-mail address, please see your site CAB Administrator.

Log on to SAP

1. Select Employee Self Service

2. Select Contact Information

3. A new window will open, Select Change Own Data
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Addreszes
Erter, change, or delete vour addresses.

4. Enter information for any or all of the fields.
5. Choose Review
6. Choose Save
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Communication

Area Code + Office Phone Mumber: || 754-321-3120 |
Extension: |2425 |
E-mail: z||=> | SROCKELMANZEBROVLE
Department
Building: |SAWIGRASS
Footm: 1244|
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