How to update your Address via Employee Self Service

1.) First, visit the Enterprise Business Systems to login to the EBS Portal.

https://secportal.ebsp.msu.edu
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2.) Next, a login screen will appear - use your MSU NETID and Password to login.

Login

MSU ID: | |

Password: | . Login
Authenticator:

For Authorized Use COnly

* Manage NetlD and Password
+ EBS Support

Enter yvour MSU Net ID in lower case letters. MSU Met ID and
password are case sensative.

3.) After you have logged in, navigate to your ESS tab in the Portal (Note: the tab could read
ESS Salary, ESS CT, but starts with the letters ESS).


https://secportal.ebsp.msu.edu/�

4.) Next select the Personal Information area.

“w Perscnal Information <«

Thiz area contains personal information related to vour employment. This information
‘ includes personal contact information, veteran and dizability status and personal
1 emplovment information.

5.) Then select the Address link (shown below).

\ W Personal Information

Addresses
/ View or edit vour personal addresses.

Emergency Contact
Add a new or update an existing emergency contact.

Ferzonal Data

View and maintain items such as preferred name and title.

Worlk Location

View your university business address and work location.

Additional Communication Details

Edit communications details such as personal web address and alternate e-mail address.

veteran and Disability Status

Identify vourself as a veteran and/or a person with a disability. Your participation in this
survey is voluntary. The University is required to conduct this survey for itz affirmative
action program.

6.) You will now have the ability to view or change your address.

If you need to make address changes, select the Edit button in the permanent address
box.

Phene Mumber:
Edit

7.) A roadmap is provided at the top of the screen to show you were you are at in the
process.
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Owerview Edit Revigw and Save

Please be sure to enter all required fields when updating your address as denoted by a
red asterisk *



8.) After you have updated your address select the “review” button at the bottom of the screen.

Review I'

9.) After review, simply select the Save button.

10.) Once you have updated your address the roadmap will be highlighted in “yellow”
showing a “Confirmation button” and small green check box noting that “the changes
you made to your Address data were saved”.

e 4 O

Confirmation

T|‘|E changes you made to your Address data were saved e

What do you want to do next?

Go to Addresses Overview

5o to Personal Information Homepage
o to Emplovees Self-Services Homepage
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