Review and Update My Address

In this session, we'll provide a overview of how to review and update your address.
First, you will need to navigate to Oracle HR and sign in.
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2 Begin by navigating to the main menu and ensuring the "Me" section is selected.
This area contains your personal profile and account information. If it is not
already highlighted, select "Me".
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3 The main part of the page contains Apps. The Apps displayed are specific to your
role and corresponding access. Note: You may not have all the same access as
what is shown in this overview.
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4 Once you are in your profile, locate the "Personal Information" option. Select this
option to access information related to your identity and contact records.
Note: The Personal Information section allows the user to review, update and
maintain basic personal information such as name, address, and contact details.
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5 Within the Personal Information menu, find and select "Contact Info". This page
displays the various ways the organization can reach you, including your address,
phone number, and email. You will manage your address from this area.

{ Personal Info

| Personal Details

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

Contact Info

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

| Document Records

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

@

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
of emergency.

Employment Info

Details about your assignment, such as
legal employer, business unit, department,
and location.




6 After entering the Contact Info page, locate the "Address" section review the
address information currently listed. Take a moment to confirm that the address
on file is accurate and complete. If you notice any outdated or incorrect
information, you will have the option to make updates.
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7 If an update to the user address is needed, locate the pencil icon located in the

upper right section of the address section. The pencil icon represents the edit
function
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@ Mailing Address
Station
Road
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Country

United States
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Home Address
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8 After completing your updates, review the information for accuracy. When you are
confident that everything is correct, select "Submit" to save your changes. Your
updated address will now be reflected in your profile.

Contact Info

Address

Delete ml Cancel }
Country

United States @
Type
Home Address

*When does this address change start?

mm/dd/yyyy Y

Enter 03/08/2024 if you're correcting a mistake in this address.
*Address Line 1

Station

Address Line 2

Road

*ZIP Code

16801

*City
State College ﬂ




OracleHR

UNIVERSITY OF SOUTH FLORIDA

Contact Info

Communication | tad v | A
& Home Phone rd
Work Email

Home Email ra

AddrESS + Add | A

Home Address Start Date rd
Station 03/08/2024
Road

State College, PA 16801
Centre
United States

9  This ends the walkthrough for Review and Update Address.
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