MONONA GROVE SCHOOL DISTRICT

Howtovlewand/orChangeﬂomeAddressm
Employee Access

This guide will take you step by step on how to view and if needed, change your
home address within Employee Access.

STEP 1-LOG INTO EMPLOYEE ACCESS
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Forgot your Login/Password?
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B Enter your 6-digit Login ID and Password—If assistance is needed with
your Login, email payroll@mgschools.net

B Keep “All Areas” selected for the Login Area
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STEP 2: CLICK ON EMPLOYEE INFORMATION
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STEP 3: CLICK ON PERSONAL INFORMATION
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STEP 4: CLICK ON ADDRESS
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At this point, you can view to make sure we have the correct home mailing
address on file for you. If what you see is correct, then you can exit out of
Employee Access. If you need to make changes, please continue with this
process.
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STEP 5: CLICK ON REQUEST CHANGES
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STEP 6: ENTER YOUR CHANGES

® please use all CAPS and spell out your complete home address. For

example: 5301 MONONA DRIVE instead of 5301 MONONA DR
B Once complete, click on Save

Employee: TRAINING TRUETIME

Current Primary Address

5301 MONONA DR
MOMONA, WI 53716

New Address
House # Dir  Street Update with Current Primary New Primary Address Preview
Address: [ 5301 MONONA DRIVE -
_ 5301 MONONA DRIVE
Address 2: | MONONA, WI 53716
5.U.D: | #: PO Box:
* Zip Code: .53716 i City/State: MONONA, WI
County: = Township: bt

Asterisk (*) denotes a required field
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STEP 7: VERIFY YOUR CHANGES

B At this point, your changes are pending District approval
B Verify your changes within the red box.
o If everything is correct, you can exit out of Employee Access.
o If something is not correct, click Undo Request Change and you will
start the process over.
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During the next paycheck processing date, this information will be updated
within the payroll system.

This concludes the process.

04/16/2015



