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Update your Contact Information on the my.mun.ca portal

Access the Employee Services tab to update your Home Address

In Banner, the “Employee Home Address” is your primary address at Memorial University used for all
formal employee distributed communications such as Blue Cross Health/Dental correspondence, etc.

» Log onto my.mun.ca by clicking on ‘LOG IN’ from the main Memorial University web page
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» Use your Memorial user ID and Password (contact IT Services for assistance if needed -
help@mun.ca) to access the portal
» Once logged in, access the ‘Employees’ tab to view the Employee Self Service window and select
‘Current Pay, Leave, Equity and Employee Self Service Data’, and then select ‘Personal Information’
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Dnline Learning Employee Self Service

To access your employee information, click the buttons
below:

Online Learning
ONLINE.MUN.CA

Access your Brightspace (D2L) course site, as well as academic or
administrative sites, in Memorial University's learming management system.

Support Centre

Current Pay, Leave, Equity and
Employee Self Service Data

Memorial Pension Information
and Tools

| 55Q Travel Health Card |

et Office 365

Update HR Address on Self Service January 25, 2021



UNIVERSITY

St John's Campus  Grenfell Campus ~ Marine Insfilule  Harlow Campus  Online Leaming

MEMORIA
UNIVERSITY

Memorial Self-Service

Newfoundland & Labrador, Canada

m Main Menu Services
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Main Menu

& Personal Information
& student Main Menu

Apply for Admission, Register. View your academic records
& Employee Services
‘& Employment Equity Survey
A confidential survay to help us batter understand our workforce and develop initiatives to improve inclusiveness and diversity. ons of our core values.
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2020 Ellucian Company L.P. and its affiliates.

I Johu's Gampus  Grenkell Carpass Marine obiole Hakrer Cammpars O L earming

UMNIVERSITY

Memaorial Self-Service

Newfoundland & Labrador, Canada.
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Personal Information Menu

* Students are advised 2020 12202 slips representing tuition paid and months enrolled at Memorial will be available electronically on Student Saelf-Service toward the end of February
2021,

TH you have already provide To provide your STN, dlick on Enter Social Tnsurance Number (STN) in the menus helow.

TH you have any quest
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(B Change Security Question

(£ view E-mall Addresses

@f Update E-mail Addresses
@f\«'iuw Addresses and Phones
@ Update Addresses and Phones
@Spnd Email Address verification

Hued to varily senai ctivn reuipt? Start confirmative hare.

@f View Emergency Contacts

(7 update Emergency Contacts

@7 Indigenaus Status

@Enter Soclal Insurance Number {SIN)
RFLFASF: 8.9.M1

@ 2021 Ellucian Company L.P. and its affillates.

1. On the Personal Information Menu page, click Update Addresses and Phones. You should
proceed to Update Addresses and Phones page with a list of all of your current addresses in
Banner.
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2. Onthe Update Addresses and Phones page, click the Current link associated with the Employee
Home Address.

Employee Home Address Phones
Current: Apr 01, 2012 to (No end date) Primary: 709-5796021

5031 Hetchman St

4692A

Apt # 621

St John's, Newfoundland and Labrador  A1A 2W1
Canada

3. Onthe Update Addresses and Phones page for the Employee Home Address, update the form with
your new address and phone number. Please include a new “Valid From This Date” (formatted
DD/MM/YYYY) with your new address and phone number(s) to indicate when the address/number
should start to be used.

Student Main Menu Employee Services

Search IE\ RETURN TO MENU SITE MAR HELP EXIT
Update Address and Phones

‘When adding or changing your address you must enter a street line one, a city, province and postal code. A foreign address requires only a street line one,
city and a country. A primary phone number for the address is optional. Additional phones associated with the address may be entered in the Additional
Phones area. Enter the date that the address becomes valid in the VALID FROM THIS DATE field (such as today's date) and in the UNTIL THIS DATE field,
the earliest date that the address is no longer valid. If there is no known end date, enter 12/12/2099.

Employee Home Address

valid From This Date:MM/DD/YYYY

Until This Date:MM/DD/YYYY

Address Line 1: |4 Legion Rroad |
Address Line 2: ‘ |
Address Line 3: ‘ |

City: st John's |
State or Province: [Newfoundland and Labrador + |

Z1P or Postal Code: [a1a 2w1 |
Nation: Canada ~]

Delete this Address: (]
Primary Phone Number For This Address:

Area Phone Extension International Unlisted
Code  Number Access Code
and Phone Number
[0 |[sss1387 I B ] O
Phone Type Area Phone Ext. International Unlisted Delete
Code  Number Access Code
and Phone Number
[Select v LOR. ] [m]
[Select ] [m] [m]
[Select ] [m] [m]
[Select v [m] [}
[Select v ] [}

\ Submit || Reset |

4. At the bottom of the page, click the Submit button to save the address update.

You should see your newly updated address and phone number on the Update Addresses and
Phones page.

Employee Home Address Phones
Current: Jan 15, 2021 to (Mo end date) Primary: 709-5551387

4 Legion Road
St John's, Mewfoundland and Labrador A14 2W1
Canada
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