How to Add a Mailing Address

About

This section describes how to:
* View and verify your primary mailing address
¢ Add a mailing address.
¢ Designate a primary mailing address

How To:
1. Navigate to the “Personal Information” page. For steps on navigating to this page, see
page 4. On this page, click on Contact Information

0 Personal Details

Details about yourself, such as name, date
of birth, marital status, and national
identifier.

@ Identification Info

View and edit your passport, driver license,

visa, and citizenship info.

@ Family and Emergency Contacts

Add family and friends to contact in case

Document Records

Manage your document records and
associated attachments, such as birth and
marriage certificates, awards, and
recognition.

Contact Info

Add or update ways you can be reached,
such as phone, email, and address.

Employment Info

Details about your assignment, such as



Clicking on contact information will bring you to this page. To edit your contact information,
stroll down and click the “Add” button at the top.

Home Phone rd
Home Email £
&  Work Email

mm) Address +add | A

& Home Address Start Date ra
8/8/2016

UNITED STATES

The following screen opens: Fill out all required fields. To save time, input the zip code of the
mailing address, which will bring up the following screen:
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After filling out the required fields and pressing submit, the screen returns to this:
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If you are updating your Home Address, click on the pencil symbol (not the plus sign).



