Employee Self-Service
Change Mailing Address

Steps

Screen Displayed

Procedures

To Sign-on to the Polk-1D Portal:

e Select the Internet icon from
your desktop.
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The Polk County Website is displayed.

On the Address Line:

http://www.mypolkschools.net

e Press Enter
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Vlelcome Register - Login
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Usemname:

Passward:
W Remenber Login
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The Polk-1D screen is displayed.

For Active Employees:

/’

Click in the Username field and

L Enter your Network or Email

username

Example: john.doe

Tab to the Password field and
Enter your Network or Email
password
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e Press Enter or Click Login

For All Others:

Please continue to use the username that
was assigned to you when you registered
and the password that you created at that
time.

If you do not remember your logon
information, contact the Help Desk at

519-8042 or 51586.
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My Applications
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To Change your Address or Telephone
Number:

Select Employee Self- Service
/\:rom the list of Applications

Eplopes el ervive Home My Applications - Change Peronnel Addres

Welcome

Anoteabout changingyour address.,

The Welcome to ESS page is displayed.

To Access the Change Address screen:

Click the “Click here to change
your address” message
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Your Current Mailing Address will be
displayed on the Change Mailing
Address screen.

Click the Edit Address button
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Employee Self-Service
Change Mailing Address

Steps Screen Displayed Procedures
7 Employes Self-Service Home My Applications  Change Personnel Address TO E d i t vou r Personal |n forma tion:
Welcome to Change Mailing Address o )
. |+ Highlight the field to be changed
YL and Press the Delete key on your
Street:  [Highlight Field > Press Delete * keyboard
ue:
“ _ e Type the correct information
sute: [T
telephone Zip Code: .
Telephone: :
Save Changes Cancel Changes
8 Once all changes have been made:
Welcome to Change Mailing Address .
ESS T /\Cllck the Save Changes button
Editing
Streel:  ighlight Fisld > Proxs Dolotn *
Save Changes
9 The Change Mailing Address screen will

Weleome to Change Mailing Address

Cufrest Adéresses

Wekonel™ ~* Logut
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be displayed.

NOTE:

The pending change has been submitted
and will occur within 24 hours of
submission.

You will not be allowed to submit
another address change until the
current pending address change is

complete.

To Exit the Change Address screen:

® Click the Logout option
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