
 
 

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 

 
 
 
 
 
 
 
 
 



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. 

 
 
 
 
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: 
 

 



 
 
After filling out the required fields and pressing submit, the screen returns to this: 

 
If you are updating your Home Address, click on the pencil symbol (not the plus sign). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


