How to Change Your Employee Campus Address,
Mailing Address or Phone Number(s) in Banner

1. Login to AU Access from Auburn’s home page (auburn.edu).
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2. Click onthe Employee Services Tab in the top left-hand corner, and then click on the Self Service
icon.

AUBURN

UNIVERSITY

EMPLOYEES [ @etyIgVis

(@ 1)

Sol

Pay Stub Self Service Banner Admin Tiger Time AU Jobs
My Profile Travel
Available Sick Leave: 54.29 eTravel Vouchers
HR Home ici
Available Vacation Leave: 70.53 HR Forms Travel Policies
Leave Balances are accurate as of the last pay date. RAT 50
i Details (A Leave Form Handbooks & Policies
View Pay Stub .
Y Payroll & Benefits Professional Development
View Benefit Elections and Training
) ) Vendor Contracts d

Tiger Time (Kronos) Lynda.com

Fast-Train

Curriculum Management Employeejloots

AU Bulletin (Live) ' SANS Security Awareness
N km

Proaram Pronosal @ ePrint Email

Training (HRD)

3. Choose the Personal Information Tab, and then choose Update Addresses and Phones.
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View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses
View Emergency Contacts
Update Emergency Contacts
View Ethnicity and Race
Update Ethnicity and Race
Update Marital Status
Name Change Information
Social Security Number Change Information
Veterans Classifications
Disability Status
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4. Find the “Employee Campus Address” and click on the word Current to the left of the
address.
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Update Addresses and Phones - Select Address

(I

It is important that your addresses be correct.
-Mailing Address (both students and employees) is used for mailing official information such as W-2 forms.
-Local Address is where you currently reside. International students/employees must supply this information, even if it duplicates mailing address.

-Permanent Address (student) is your home address, an address to which mail can be sent when you are not enrolled (e.g. between terms).
Please confirm that your address types and information are correct.”

a Update an existing address by selecting the link next to the corresponding address. Insert a new address by choosing the address type from the list and selecting Submit.

Change of address information and USPS forms are available through this link.

Addresses and Phones
Mailing
Current:

Phones

Jan 1,2010 to (No end date) ~ Primary: 334-9999999
123 Anytown Lane

War Eagle, AL 12345
Employee Campus Address Phones
Current: Aug 24, 2015 to (No end date) Primary: 334-8444145
1550 East Glenn Ave

Auburn Univ, Alabama 36849
UNITED STATES



5. Type over the existing data that you would like to change. Do NOT add a date in the

Until This Date: MM/DD/YYYYfield. Once you've corrected all data, click the Submit

button on the bottom of the screen. Updated data will be available in Outlook and People

Note:

Finder within 24 hours.

Employee Campus Address is the address associated with the physical office that you
are located in. This is not necessarily the departmental address where you receive
campus mail.

e The name of your department does NOT need to be included as part of Address Line 1
(etc).
Incorrect Correct
Address Line T Payroll and Employee Benefits Address Line 7. 1550 East Glenn Ave
Address Line 2212 Ingram Hall Address Line 2
Address Line 3: Address Line 3:
e Phone numbers should be specified with the following format.
Area Phone
Code Number Extension
334 844#### <blank>
e Changes for Employee Campus Address Phone are only recognized on the Employee

Search

Campus Address screen. Changes to Home or Cell phone numbers should be made on
the Mailing address screen.
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Update Addresses and Phones - Update/Insert

T‘Required fields on address update or insert are Valid From This Date, Address Line 1, City, State or Province, and ZIP or Postal Code; all other fields are optional. If Nation is entered, only
Address Line 1 and City are required. Wh en updating an address you do not need to change the Valid From This Date value

Mailing

Valid From This Date:MM/DD/YYYY g1/01/2010|

Until This Date:MM/DD/YYYY

Address Line 1: 123 Aubie Way

Address Line 2:

Address Line 3:

City: War Eagle

State or Province: Alabama v

ZIP or Postal Code: 12345

County: Not Applicable T

Nation: Mot Applicable v

Delete this Address:

Primary Phone Number For This Address:

Area  Phone Extension International Unlisted
Code Number Access Code
and Phone Number
334 7654321 OR
Phone Type Area Phone Ext. International Unlisted Delete
Code  Number Access Code
and Phone Number
Select M OR

If you have any problems, please contact Karen Brown in ISS at 844-3657 or
brownk7@auburn.edu



