CASE WESTERN RESERVE

PeopleSoft 8.8 Quick Reference Guide:
CASE Directory Address Update Manager Navigation

www.case.edu/erp/hcm

1.

2.

4.

From the left hand navigation menu, click Manager Self Service
Click Case Time Reporting
Click CASE Directory Address

The CASE Directory Address search screen will appear.

CASE Directory Address

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value

Empli: begins with

Department: | hegins with ~
Empl Rcd Nbr: | = w
Name: hegins with

[Ocase sensitive

Search | Clear | Basic Search ] Save Search Criteria

Enter the Employee ID of the indivual

%% To view all the employees to which you access, leave the Employee ID

5.

blank and click =&t |
Click Search |

The CASE Directory Address screen will appear.
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CASE Directory Address

Fraplil 1002602 Jonss Hark

Business Tl Director Last Updatedt: QL0006 SYE
Dopatimen: 501000 DeaniGanenl Agmin

Dofaul Location Code: 1143 LAWY - Exhool of Lan

Ot Campirs Maling Location: Y

Carmgrs Mol B Gund Hall

Compers Mail Roon: Lk

Oifice Duibdung: ¥ Office Roomc:

0 St o Camipiss OMMco A1 o4% i Onilini D sctory.

061 Campus Cdfice Addross:

Ribdiess 1:
Ridiess 2
<y Statal 4 Postat
O Camnpus Office Phoiw:

s " lice A

Updates will appear in the enline directery the next day,

Al Indeemation Home
Home and Mallng Address

6. If updates are necessary, make the appropriate changes

7. Click — =2
A Save Confirmation screen will appear.

8. Click M to continue
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