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How to Update Office Location and Work Address
1. On your home page, click on your picture in the upper right hand corner.
2. Click on your name where it says View Profile.
3. Under your picture there will be a list of tabs you can view, click on the Contact tab.
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4. From there, click on the Edit button.
5. Scroll down to where it says Work Contact Information and click Add under Alternate Work Location.
a. Put the effective date as today
b. Enter your office number in Address Line 1
c. Enter BYU-Hawaii’s address in Address Line 2
d. [bookmark: _GoBack]When you’re done, it should look like the example below (pg. 2)
[image: ]BYU-Hawaii’s address
Enter your office number here.
Ex) MCK 123/HGB 101/GYM 456
Today’s date
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Alternate Work Location

Address
LSB 136, 55220 Kulanui St, Laie, HI 96762

Effective Date
08/07/2018 [

Use Primary Home Address.
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