Entering and Updating

Names & Addresses
INn PayServ

February 2010




During the Hire Process




[ Name History { Personal History | |dentity/Diversity

Person 1D 010720100

*Effective Date: 0440712040 |[3]

Format Using: Enalish
Display Name:

Edit Name
English Name Format

Prefix:

First Name:

| Middle Name:

|
Last Name: |
Suffix: |

>

™, Display Name:
Formal Name:

Hame:

Cancel




Entering Names

Edit Name

English Name Format
Prefix

First Name: [KELLY \Middle Name:  |L.
Last Name: |GREEN |
Suffix: | b |

7, Display Name: KELLY GREEN
Formal Name: KELLY GREEM
Hame: GREEM KELLY L.

Cancel Refrezh




Upon selecting OK you will be returned to the
Name History page.

/ Name History % Personal History |/ |dentity/Diversity

Person I1D: 010720100
Find | View All First 51 1 of 4 LZ Last
*Effective Date: 01/07/2010 |[3

Format Using: Enaglish
Display Name: KELLY GREEM Edit Mame

Biographic Information
Date of Birth: I:IIE.I 0 Years 0 Months

Birth Country:  |USA|Q, United States

srnse | [a

Birth Location: |

FAS Code L] Prior SSN

[ Mew York Retiree Indicator

[l waive Data Protection

Biographical History

*Effective Date: :IEJ
“Gender: Unknown  »

*Highest Education Level: A-Mot Indicated
*Marital Status: | Single
Language Code: | b |




e —
Proceed to Personal History

Add Address
Detail




{ Name History | Personal History Y ldentityDiversity

Person I 010720100

Current Addresses ind | View B st 401
Address .5 ofpate Status Address
Type AssLudE ol ATEsR

Add Address

S Detail

Phone Information

*Email Address

#|

Address History

Address Type:

History Find First °! 1 of 1

*Effective Date Country Status  Address: +][=]
| B usaQ Add Address

] | Cancel | Refreshl




Entering an Address




Edit Address Page

Edit Address

Country: Lnited States

Address 1: |

Address 2;




Edit Address

Country: Lnited States

Address 1: |259 Mountain View Way |

Address 2: | |

City: Castleton | State:Q New York postal:

County: |Rensselaer |

ook | cancel |

Address History

Address Type:

Address History Find First (21 1 of 1

*Effective Date Country S5Status Address:

|D1f[]?f2[]1ﬂ |Eﬂ |LJS.A |Q N 259 Mountain View Way Add Address
Castleton, NY 12033

Rensselaer

] | Cancel | F-!efreshl




Completed Address

/ Mame History | Personal History % |dentity/Diversity ',

Person ID: 010720100

Current Addresses ind | View All | B8 First ] 1 051 ("] Last
Address

As Of Date Status Address
Type

259 Mountain View Way

EditView
01072010 A Castleton, MY 12033 A—ddress Detail El
Rensselaer -

Phone Information
Extension Preferred

O [+ [=]

First (51 1 of 1
*Email Address Preferred

3| O




Updating
Names & Addresses




Changing an employee’s name




[ Biographical Details _Contact Information | Regional
Person ID: 010720100 GREEM,KELLY L.
1 of1
Effective Date: 01/07/2010

Format Using: Enaglish
Display Name: KELLY GREEM View Mame

[ Biographical Details Y Contact Information | Regional |

Person ID: 010720100 GREEM KELLY L.

*Effective Date: |:|

Format Using: English
Display Hame; KELLY GREEM Edit Mame

Find | View All First %1 1 of 2 [} L ast




Edit Name
English HName Format
Prefix:

First Name: [KELLY \Middle Name: L.
Last Name: 'HANNAFORD |
Suffix: | Iv;|

7, Display Name: KELLY GREEN
Formal Name: KELLY GREEM
Hame: GREEM, KELLY L.

] | Cancel | Refresh.l

[ Biographical Details | ContactInformation | Regional

Person 1Dt 010720100 GREEM KELLY L.

Find | View All First U

*Fiective Date: 01/21/2010 |[39)

Format Using: English
Display Name: KELLY HAMMAFORD Edit Mame




Changing an Employee’s Address




[ Biographical Details | ContactInformation Y Regional

GREEM KELLY L.

Current Addre:

Address o ofpate Status Address
Type
258 Mountain View Way
Home 0/072010 A Castleton, MY 12033
Fensselaer

Person ID: 010720100

First 1 af1 LZ Last

View Address E|

Detail

A

Address History

Address Type:

Address History

Effective Date Country Status Address:
259 Mountain View Way

01/07/2010 USA A Castleton, NY 12033
Fensselaer

Cancel

1 of 1




Address History

Address Type: Home

Address History
*Effective Date Country *5tatus Address:

:‘jg‘ Q 259 Mountain View Way

Castleton, MY 12033
Rensselaer

Effective Date

s - 259 Mountain View Way
01072010 USA Castleton, NY 12033

Rensselaer

] | Cancel | Ftefresh




Edit Address

Country: Inited States

Address1: | 110 State Street

Address 2: |

City: |Albany | State:Q New York

County: |Nbﬂﬂ}1 |

ok | cancel |

Address History

Address Type:

Address History

*Effective Date Country *Status  Address: +][=]

0112812010 USA A 110 State Street Add Address
5 lusaj Q Albany, NY 12207 -

Albany

Effective Date

010712010 USA 258 Mountain View Way

Castleton, WY 12033
Rensselaer

Cancel Refresh




{ Biographical Details § Contact Information ' Reagional |

GREEM KELLY L. Person ID: 010720100

Current Addresses

Address .5 ofpate Status Address
Type
259 Mountain View Way )
01/07/2010 A Castleton, NY 12033 sEied ees
Detail
Rensselaer —

Phone Information

Preferred

O [+] [=]

*Email Address

L

Updﬂt&.-'[:isplﬂyl &2 Include History | [ Correct History

El save | L\ Return to E‘naar::hl Previous tab | (=% Nexttab | iy Refresh |

Biographical Details | Contact Information | Begional




Menu 3
|®

Search:

/ Payroll Data 1 ' Payroll Data 2

[ My Favarites
[ Pay3Ser Custom
[ Workforce Administration GREEM KELLY L. Emplid: 010720100 EmplRcd Nbr 0 Company: MNYS

[+ Benefits L .
- Fayroll for Norih America Paycheck Delivery Option (® company Distribution O Postal Service

=~ Employee Pay Data USA Distribution Mail Option

[> Tax Information .
I Deductions () Home Address () Mailing Address () Check Address  Update Check Address

— Additional Pay (Agency) Update Employee's Check Addr

— Adjust Sal Withhold
Balance Current and Future Addr Find | View A
— Time Entry

~ Iime Enfry (OSC) ‘EffectiveDate:|  |B  *Status:
— Warkers Comp Refund
— Warkers Compensation Country: |:|Q
Data
— Create Additional Pay Address: Edit Address
— Reqguest Direct Deposit
— Update Payroll Options
[ Payroll Processing USA
[- Retroactive Payrall
[ Payrall Distribution
[ Periodic Payroll Events
UsA
[= 3. Quarterly Processing
[= 5. Annual Processing
[ Payroll Interface
[> Organizational Development
[ Workforce Monitoring




