Job Aid

Manage Home and Mailing Address in GUS N, |5UScloud
HR and MAP — ALL EMPLOYEES o newstable secure gus

This Job Aid walks employees through the process to manage home and mailing addresses in
GUS HR and the State of Kansas Membership Administration Portal (MAP) if needed.

Audience: All Employees

Examples:
v Update home and mailing address in GUS HR using Employee Self Service (ESS).
See Step 1.
v Update home address in MAP (employees with State of Kansas Health Insurance
only). See Step 2.

Important: Employees who are also enrolled as PSU students will need to update their address in
GUS Classic.

Step | Action

la. | To update home and/or mailing address in GUS HR using Employee Self Service
(ESS):

NOTE: Employees can add the following types of addresses in GUS HR:
e Personal home Address (must be a US residence)
e Mailing Address (can be an address outside of the US)

Log on to GUS Cloud.
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1b. | On the GUS Cloud springboard, select the Navigator icon.

13 GUS Cloud

lc. Select “Personal Information” under “About Me.”

Navigator

Payables

Invoices

General Accounting
= General Accounting Dashboard
Journals

@ Period Close

Fixed Assets

5 Asset Ingquiry
=i/ Financial Reporting Center

My Workforce

8' » Person Management

About L
I% Personal Information
& Wy Portrait
[ Time
EE Expenses

& My Account

Procurement
‘Q Purchase Requisitions
|_ Purchasing

|— WMy Receipts
Directory
_-E-_ Person Gallery
_-E-_ Directory
4. Social
\™ Getting Started
@ My Dashboard
""Q Setup and Maintenance

Tools

=] Reports and Analytics

i’. Download Desktop Integration ...

[¥] Worklist

1d. | Your “My Details” page will open.

é My Details I >

Contact Information

Work Phone -

Home Address 1701 S Broadway
Pittsburg, KS 86762
Crawford
UNITED STATES.

Primary Mailing Home Address

Biographical Information

Last Name

First Name

Middle Name

Date of Birth

Nationality American

Legislation  United States
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le. | You can change an existing address and/or add a mailing address, if needed.

Note that every employee must have a “Home” address, and the “Home” address
must be a residence in the United States.

Click on the “Edit” button in the upper right.

A My Details Edit E

Contact Information Biographical Information

Middle Hame
Home Address 1701 S Broadway
Pitsburg, KS 85762
Crawiford Date of Birth
UNITED STATES.

Nationality ~American

Primary Mailing Home Address Legislation  Unied Siates

1f.

The “Edit My Details: Contact Information” page will open.

,
Edit My Details: Contact Information
T ——

Contacts == w

Primary Type Details
[ Work Phone b United States 1 v 820
v Werk E-Mai —
Address +

. . Home Address: 1701 S Broadway, Pittsburg, KS 86762, Crawford, UNITED STATES
Primary Mailing

sSox
Type Home Address
Effective Start Date 1M517
Country United States
* Address Line 1 1701 S Broadway
City Pittsburg
State KS

ZIP Code 66762
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1g. | Click on the pencil icon below the Primary address.

Edit My Details: Contact Information

Contacts == w

Primary Type Details
v Work Phone hd United States 1 v 620
v Work E-Mai _
Address s

. . Home Address: 1701 S Broadway, Pittsburg, KS 85282 Crawford, UNITED STATES
Primary Mailing

Type Home Address

Effective Start Date 1/15M7

Country United States

* Address Line 1 1701 S Broadway

City Pittzsburg

State KS

ZIP Code 66752
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1h. | Enter an Effective Start Date (mm/dd/yy) or use the calendar icon to select the
Effective Start Date.

Address +

i ___Home Address: 1701 S Broadway, Pittsburg, KS 88782, Craw ford, UNITED STATES
Primary Mailing

=

Type Home Addrezs

* Effective Start Date ) 5/13/17 i

Country United States
* Address Line1 1701 S Broadway
Address Line 2
Address Line 3
* City Pittsburg -
* State KS L 4
* ZIP Code 66762 v
Tax District h

* County Crawford -

1i. Enter the new Address. Use Address Line 2, if needed to enter apartment number.

Type Home Address
* Effective Start Date  S/13/17 b

Country United States

* Address Line 1 400 S Main
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1j. Enter the new Zip Code and hit Enter. (You do not need to delete the old City and
State.)

See step 14 below, if the Zip Code is not changing BUT you now live in a different
county.

AOUTESS =

. .. Home Address: 1701 5 Broadway, Pittsburg, KS 85762, Craw ford, UNITED STATES
Primary Mailing

®

Type Home Address
* Effective Start Date 51317 Efg
Country United States
* Address Line 1 400 S Main
Address Line 2

Address Line 3

* City  Pittsburg -

A4

* ZIP Code -
Tax District v
* County Crawford ¥
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lk | A dialog will pop up. You will need to click on the row with the correct “Parent

Geography” (City & County) to highlight it. Click Ok.

4 Search

Geography 64301

‘Geography
84801
84801
64801
64801
84801

84301

Search and Select: ZIP Code

Parent Geography
Duguesne, Jasper, MO

Shoal Creek Drive, Newton, MO
Prosperity, Jasper, MO
Gateway Drive, Newton, MO

Airport Drive, Jasper, MO

[‘.I\ffVIHEHE Newton, WO

Advanced

Search Reset

64801

i Joplin, Jasper, MO

84801

84801

843801

<

——
Redings Mil, Newton, MO
Dennis Acres, Newton, MO

Leawood, Newton, MO

IL. | The new City and State will now show on the page.

Address +

Primary Mailing

Type

* Effective Start Date
Country

* Address Line 1
Address Line 2

Address Line 3

Tax District

* County

Home Address: 1701 S Broadway, Pittsburg, KS 65762, Craw ford, UNITED STATES

x

Home Address
511317 e
United States
400 S Main
Joplin b4

v

v

v
Jasper b4

Date Created: 11/22/2017

Page 7




Job Aid

Manage Home and Mailing Address in GUS
HR and MAP — ALL EMPLOYEES

newstable.secure.gus

Im. | Click “Save and Close” in the upper right of the Edit My Details: Contact
Information page.
N
Edit My Details: Contact Information @nm[
E Contacts == w
In If your new address is in the same Zip Code as before but it is in a different County,
use the drop down box for Zip Code to open the Zip Code Search.
Address +
. ___Home Address: 1701 S Broadway, Pittsburg, KS 66762, Craw ford, UNITED STATES
Primary Mailing
x
Type Home Address
* Effective Start Date 514117 L‘I‘g
Country United States
* Address Line 1 00 S 250th Street
Address Line 2
Address Line 3
* City  Pittsburg v
* State KS
* ZIP Code 86762
Tax District v
* County Crawford v
lo. | Click on the word “Search
* City Pittsburg v
* State KS -
* ZIP Code B6TSZ L
Search...
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Ip. | The Search and Select: ZIP Code page will open. Type the zip code in the
“Geography” box.

Then Click “Search”

Search and Select: ZIP Code x

Advanced

Geography 86762|
‘Geography Parent Geography

No rows to display

< >

OK Cancel

1q. | A dialog will pop up. You will need to click on the row with the correct “Parent
Geography” (City & County). Click Ok.

Search and Select: ZIP Code x
A Search Advanced
Geography 66762

Search Reset

Geography Parent Geography

66762 University, Crawford, KS

66762 Pittsburg, Cherokee, KS

66762 Pittsburg, Crawford, KS

< >

0K Cancel
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Ir. You will now see the new County.

Type

* Effective Start Date

Country

* Address Line 1

Home Address
51417 i
United States

G600 5 250th Street

Address Line 2

Address Line 3

* City  Pittzsburg -

* State KS v

* ZIP Code [pETSE2 v
Tax District -

* County Cherokee

Is. | Click “Save and Close” in the upper right of the Edit My Details: Contact
Information page.

Edit My Details: Contact Information Save and Close  Carljel
= Contacts. -
A5 *
Primary Type Details
v Work Phone United States 1 v 620 235-4986 x
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It. To add a Mailing Address, follow steps 1 — 19 above to get to the “Edit My Details:
contact Information” page. Click on the “+” next to the word “Address.”
Edit My Details: Contact Information
E Contacts == w
Primary Type Details
[v Work Phone v United States 1 v 520
v Waork E-Mail G pitstate edu
Primary MailingHume Address: 1701 S Broadway, Pittsburg, KS 86762, Crawford, UNITED STATES
sox

lu. | Use the drop down box for “Type” and select “Mailing Address.” Follow step It,

above. Note that you can select a country other than the United States for your
Mailing Address. After you are complete, click Save and Close.

Address +

- ___Home Address: 1701 5 Broadway, Pittsburg, KS 66762, Craw ford, UNITED STATES
Primary Mailing

x
* Type Mailing Address w Type Home Address
* Effective Start Date  5/14/17 E."e Effective Start Date 111517
zd States
* Country  France ¥ Enter between 0 and 240
characters.

. . 1 S Broadway
Address Line1 |

Ci Pittsbur
Address Line 2 & g

State  KS
Address Line 3
ZIP Code 85752
* Postal Code
Tax District

* City or Town
County Crawford
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1v.

You can then select which address you want to set as your primary address. The drop
down menu will show which addresses have been entered.

Address =+

Primary Mailing ~ Home Address: N Cravvford, UNITED STATES |+

Once you have selected the appropriate address, click Save and Close in the upper
right.

To update your address within the Health Insurance Membership Administration Portal (MAP)

2a.

To update your address within MAP you will first need to access the site. The link is
http://www.pittstate.edu/office/hr/map.dot. Once there click the highlighted Health
Insurance Membership Administration Portal (MAP).

How to Log Into MAP using Single Sign-On

+ Click on Health Insurance Membership Administration Portal (MAP). Select Pittsburg State University from the drop down menu and click
“Select”. DO NOT BOOKMARK the Health Insurance Membership Administration Portal (MAF) link. Always access from this page (the
HRS MAP landing page).

2b.

This will then bring up the landing page for MAP. It will ask you to select your Regent
University.

Please select your Regent University:

Pittsburg State University v

[] Remember my choice
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2c. Your personal and contact information should now be displayed. ‘
Member & Family Information
Add and Edit Family Members
Family Member (click to view) Relationship On Benefits Eligible ]
I Employee No Yes Employee ID ]
Gender Male
Add Family Member
Marital Status Single
Contact Information
Manage Your Contact Information
Contact Label Information Actions
Address Home ' Preferred -
Contact Preferences
eltail
2d. Click on the green pencil and paper under the “Actions” column in the Contact

Information section.

Actions
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2e. Update your information with the required details.
Contact Label Home ~
Preferred
What is a Preferred Contact?
Address Line 1 [
Address Line 2 I
Address Line 3
City [
State Kansas zipcode [N
County (or Cherokee
Municipality)
Country USA - United States s
2f. Once you have updated your information then click “Save Changes”

Save Changes
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