Verify your Employee Address Change request Employee Self Service

The Information in this document will help determine if the Address Change you
requested has been approved or rejected.
You’ll learn about:

= My Work in Progress
» Document Comments
= My Completed Work

My Work in Progress

Once you've submitted an Employee Address Change request, an ESS Employee
Address document is created. This document must be approved by Human
Resources before your address change actually occurs.

You can view your submitted document on the My Work in Progress page of the
My Info tab.
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Verify your Employee Address Change request Employee Self Service

Your ESS Employee Address document will have a Status of ‘Submitted’, but a
Phase of ‘Pending’. This means that although you submitted the document, it’'s
pending Human Resources approval.
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Human Resources can either Approve or Reject your ESS Employee Address
document.
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Document Comments

If Human Resources rejects your ESS Employee Address document, the document
will be displayed on the My Work in Progress page with a Status of ‘Rejected’
and a Phase of ‘Draft’.
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To view the document, select the document ID.
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Selecting the Document Id will display the document. If there is an image of a
Push Pin next to the Document Comments link, it means that Human Resources

has left you a comment.
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To view the comment, select the Document Comments link. The comment will be
displayed.

In the example below, the comment from Human Resources indicates that the
From date of the Employee Address Change document is in the past. Address
Changes can not have a historical date, therefore, you would have to update the
From date of your document for it to be approved.
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Please Note: Human Resources will review your Employee Address change
document within two business days. You will be contacted by phone or email if
there is a problem with your document.
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Select the Back link to get back to your Employee Address document.
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In this example, the From date must be changed.
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Once the change is made, select the Submit button.
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My Completed Work

You can view your submitted approved/final documents on the My Completed
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If Human Resources approves your ESS Employee Address document, the
document will be on the My Completed Work page with a Status of ‘Submitted’

and a Phase of ‘Final’.
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Once the document is approved, your address has been changed with Human
Resources.
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