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Updating Your Home and Mailing Address

This guide details how to review and update your home and mailing address in HR Links.

IMPORTANT - If your address change was associated with a change in your duty station
(change to the city or state in which you work), you may need to update your benefits
and/or tax withholdings.

Benefits:

If you are currently enrolled in a Federal Employee Health Benefits (FEHB) plan that is a
Health Maintenance Organization (HMO) type plan and you relocate outside of the
geographic area from which the FEHB HMO carrier accepts enrollment, you may be
eligible to change plans. You have 60 days after the loss of coverage to make this
change. Contact your assigned Benefits Specialist for more information.

Tax Withholdings:
e Ifyour duty location change is within the same state, and you would like to
update the amount of your withholdings, you can make those changes in
Employee Express.

e Ifyour duty location change is to a new state, or to a city with locality tax,
download the appropriate forms, and submit them to the National Payroll Branch

at kc-payroll.finance@gsa.gov.

If you have questions about this process, please contact kc-payroll.finance@gsa.qgov.

GSA is unable to provide employees with tax or personal financial advice. As such, all
employees are recommended to consult a professional financial adviser or tax service
provider for assistance with making changes to their tax withholdings.

1. From the HR Links homepage, select the View/Update My Personal Info Tile.
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2. From the View/Update My Personal Info page, select Address Change (USF)

¢ Employee Self Service

View/Update My Personal Info

@ Additional Information Additional Information

[] Phone Number Change (USF) Gender Female

Date of Birth SRR

[= Address Change (USF)

Birth Country Uniled Stales
‘2 Emergency Contacts Birth State

Social Security Number __ 1 |
{i# Name Change (USF) Original Start Date
& Ethnic Groups Last Start Date ENSRSC_C

+" Self-identification Disability Employee Information

- T N
% Time Off Award Preference Contact the Human department if any of your Empl Infermation is incomect.

S Employes Security Clearance

3. From the Address Change (USF) page, select the Edit Address to update your address.

All GSA correspondence is mailed to your home address. While you can enter a mailing address, it
is not currently used for any purpose.

Address Type What to Enter How it is Used

Home Address Your street address, city, To mail all correspondence to you,
state, and zip code. including:
Do not enter a P.O. Box for o w2
your home address. @ Thrift Savings Plan (TSP)

correspondence
Mailing Address A street address or P.O. box. |This is not currently used for any
purpose.
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®} HR Shared Service ~ GSAUAT

New Window | Personalize Page | f
Address Change
sally Myers
Select Submit after you have entered your new address.
*Change As Of 12/17/2018 @

Current Home Address

Country | USAIQL united States

Address 123 North Hills Dr
Arlington, VA 22201

Current Mailing Address

Country - Other|USA |Q  United States

Address 123 North Hills Dr ST

Arlington, VA 22201

Submit

1. Make any necessary changes and select OK. Review the changes made to Current Home
Address or Current Mailing Address and select Submit to save.

@J HR Shared Service = GSAUAT

Edit Address

T — ﬁChangecounw
Address 1| 123 North Hills Dr
Address 2
Address 3
i

ty| Arlington State| VA 2 North Carolina

Postal| 22201

oK | Gancel

Note: Address change requests are routed to your HR Office for processing. Follow the
instructions below to check the status of your request. If your request has not been
processed within 5 business days, please contact your HR Office for assistance.

Review Your Home Address Request

This section demonstrates how to review the status of your address change request.

1. Loginto HR Links.
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2. Navigate to Self Service by selecting the NavBar icon, then Navigator, then Self Service.
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3. Select Review Transactions.
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Classic Home Review Transactions

Manage Delegation

4. From the Approval Status drop-down menu, select | have submitted.
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Favoritas = Main Menu ~ r  Belf Serdice = > Review Transactions

Review Transactions

This page allews you o view the slatiss and relevant nfarmation for any transaction you either submitted for approval ar
Fawe reviewed yourself. For each request you can get detaded information by selecting the hypedink

woprove s TP Retes
Approval Process [Delegation &k

5. Click the magnifying glass next to Approval Process, then select FederalAddrChg.

Look Up Approval Process x
Search by: [Process ID_w |begins with |
Laok Ug ._ | Cancel |Advanced Lookup

Search Results

View 100 Firet ‘& qazar1r B Lass
Prooess ID Dasoripiion bt Ciwner ID

Deedegatian Defegafion Shared Cam

DealegabionR evobe Revoke Accapied Request Shared Cam

FederalMameChg Federal Mama Chg Transaction Fed HCM
Farm#pgrowval Form Appraval Entr Comp
GE2A01_FaderalPARApproval GEA Federal PAR Approval |BM S5C
GEA01_PosilionReguest GEA01 Position Requess |BM S50
GEA0Z_FederalPARApprowal GEA OHG Federal PAR Approval 1BM 355
GEE3A0Z PositionReguest GEADZ_Position Request |BM S50
GEA03_FaderalPARApproval CAB's Federal PAR Appraval |BM 23
JPUPereonPrafles Person profile JPd
LeaveRagesd Wi Sel-Service Leave Reguest WA Custom
MCLMM _FedaralPARAppraval MCUA Fedarsl PAR Approval |BM S3C
OPMO1_FederalP ARApproval OPM Fedaral PAR Appraval IBM S2C
OPMOZ_FedaralP ARApproval OPM Voters' Rights Fed PAR App IBM S5C
eBenefisDocFilng eBenafits Document Filing B anefits

6. Click Refresh.
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Favoritas = Main Menu ~ r  Belf Serdice = > Review Transactions

-‘l.__-_ﬁz HR Shared Service

Review Transactions

This page allews you o view the slatiss and relevant nfarmation for any transaction you either submitted for approval ar
Fawe reviewed yourself. For each request you can get detaded information by selecting the hypedink

approval States (| have submitted w| St

Approval Process [FederalhddrChyg % |3

7. The status of your address change will display. The screenshot below shows that this
request was submitted on 5/7/2019, and the request is pending approval.

Favaribas « Main Menu ~ + Belf Service ~ > Review Transactions

‘fﬁ HR Shared Service  GSAUAT

Review Transactions

This page allvws you to view the stalus and relevant infarmation for any iransaction you aither submitted for approval ar
have reviewed yourself. For each request you can get detaled information by selecting the hyperdink

Approval Status |I have submitted 'Vl
Approval Process |FederalbddrChyg Q
Approval Transactions Find Finst ‘4 1of1 'k Lasi
Tranzaction Hame Submitted By Submittad On Behall OF Submitted On Thraad Status
Faderal Sddr Chy Transact STi2019 - 712 AM Pending View Detads

Transaction Details

*Effantive Dats Empl IO Emiploymesni Resord Hir Effantive 3aquence

2019-08-07 QO00EE10 o 1

8. Toview the address you requested and a detailed status of your request, click View
Details.
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Main Menu ~ + Eelf Serdice v

Fawavites «

Address Change

Effective Date 05072010

Review Transactions

‘Home Address

Country United States

Addrass 100 Main Streat
Anywhare, K8 10001

Mailing Address

Country United States
Agdress

|Fed Addr Change Approval Chain
Address Change:Pending
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