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Case Directory

Procedure

The Case Western Reserve University directory is available online and as a mobile
application at case.edu/directory.

To update your directory listing, log into the HCM system at case.edu/hcm and update

the CASE Directory Address information located under the Personal Information
category.
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Step | Action

1. Click the Self Service link.
7 Self Service

2. Click the Personal Information link.
| 3 Personal Information |

3. Click the CASE Directory Address link.
L"1 CASE Directory Address
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CASE Directory Address I
Empl ID: 1022586 John Smith
Business Title: Training Analyst Last Updated:

‘Campus Mailing Location

Department: 231118 Vice President, TS

Default Location Code: 7019 UGEN - VP Info Tech Services

Override Campus Mailing Location: o2 @, UGEN -Tech Infrastructure

‘Campus Mail Building: Crawford Hall =
‘Campus Mail Room: LL

Physical Campus Office Address
Office Building: Crawford Hall Office Room: 508
Suppress Campus Office Address in Online Directory

Off Campus Office Address

Address 1: ‘1234 SMITHRD

Address 2 [APT 111
city: [cLevELAND State: [0H @, Ohio Postal: [44107 4

Off Campus Office Phone: 216/222-3333

Suppress Off Campus Office Address in Online Directory

Updates will appear in the online directory the next day.
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Step

Action

The CASE Directory Address screen appears.

CASE Directory Address

Note: Most of the information appearing on this screen will be
pre-populated by your Human Resources department.

Locate the Campus Mail Building field under the Campus Mailing
Location category. If this field displays an incorrect location, it can
be updated as follows:

Note: This field determines where your mail will be sent, not your
actual physical location on campus.

To select a different location, click the Override Campus Mailing
Location lookup button (hourglass).

Override Campus Mailing Location: | |-_“":'7"2 @,
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Look Up Override Campus Mailing Location

Search by: Location Code begins with

[ LookUp || Cancel |Advanced Lookup

Search Results

First [{] 126201263 [f] Lasﬁ

Building
CAS - Geological Sciences AW Smith Building
ENG - Chemical Engineering AW Smith Building
UGEN - Facility Op Cust Serv Adelbert Hall
UGEN - Major Gifts Adelbert Hall
UGEN - VP Info Tech Services Adelbert Hall
UGEN - Univ. Communication Adelbert Hall
UGEN - Gift Planning Adelpert Hall
UGEN - General Counsel Adelbert Hall
Off. of International Affairs Adelbert Hall
Donor Relations and Events Adelbert Hall
UGEN - VP for Research Adelbert Hall
UGEN - Student Affairs Adelbert Hall
UGEN - Eg. Opport. & Diversity Adelpert Hall
UGEN - VP for Public Affairs Adelbert Hall

. . 1
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Step | Action

6. If you click on the Building header link, the list of buildings will be
sorted alphabetically. The screen will only show the first 100 locations.

Building

Note: You can click the First and Last arrows to move to the next 100
listings.

First i 1-263 of 263 E Last

7. Click the Location Code number of the building you wish to choose
for mail delivery.

Location Code
7216
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CASE Directory Address 1

Empl ID: 1022586 John Smith

Business Title: Training Analyst Last Updated:
Campus Mailing Location

Department: 231118 Vice President, ITS

Default Location Code: 7019 UGEN - VP Info Tech Senvices

Override Campus Mailing Location: 7072 @, UGEN-Tech Infrastructure

Campus Mail Building: Crawford Hall P
Campus Mail Room: LL

Physical Campus Office Address
Office Building: Crawford Hall E‘ Office Room: 508
Suppress Campus Office Address in Online Directory

Off Campus Office Address

Address 1: |1234 SMITH RD

Address 2 [APT 111

city: [cLeveLan State: [OH @, Ohio Postal: [44107 B
Off Campus Office Phone: 216/222-3333

Suppress Off Campus Office Address in Online Directory

Updates will appear in the online directory the next day.

Step | Action
8. The Campus Mail Building: field will populate with the entry you
selected.

Campus Mail Building:
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CASE Directory Address

Empl ID: 1022586 John Smith

Business Title: Training Analyst Last Updated:

‘Campus Mailing Location

Department: 231118 Vice President, ITS

Default Location Code: 7019 UGEN - VP Info Tech Services

Override Campus Mailing Location: 7072 @, UGEN-Tech Infrastructure

Campus Mail Building: Crawford Hall =
Campus Mail Room: LL

Physical Campus Office Address
Office Building: Crawford Hall E‘ Office Room: 508
Suppress Campus Office Address in Online Directory

Off Campus Office Address

Address 1: |1234 SMITH RD

Address 2 [APT 111
City: [cLEvELAND State: OH @, Ohio Postal: [44107 4

Off Campus Office Phone: 216/222-3333

Suppress Off Campus Office Address in Online Directory

Updates will appear in the online directory the next day.
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Step | Action

9. You can make updates to your campus address under the Physical
Campus Office Address category.

Select an entry from the Office Building: drop down menu.

| Office Building: |

10. If applicable, type a room number into the Office Room: field.

11. | You can click the Suppress Campus Office Address in Online
Directory check box to prevent your work address from displaying in
the online directory.

| Suppress Campus Dfﬁcehddress|
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CASE Directory Address

Empl ID: 1022586 John Smith

Business Title: Training Analyst Last Updated:
‘Campus Mailing Location

Department: 231118 Vice President, ITS

Default Location Code: 7019 UGEN - VP Info Tech Services

Override Campus Mailing Location: 7072 @, UGEN-Tech Infrastructure

Campus Mail Building: Crawford Hall 3
‘Campus Mail Room: LL

Physical Campus Office Address
Office Building: Crawford Hall B Office Room: |508
Suppress Campus Office Address in Online Directory

Off Campus Office Address

Address 1: |1234SMITH RD

Address 2 [APT 111
City: [cLEvELAND State: |OH @, Ohio Postal: 44107 LY

Off Campus Office Phone: 216/222-3333

Suppress Off Campus Office Address in Online Directory

Updates will appear in the online directory the next day.
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Step | Action

12. | Use the Off Campus Address category to update your home
address in the online directory.

Enter the address and telephone information into the fields provided.
You can use the State: lookup button (hourglass) to capture the state
abbreviation if desired.

13. | You can click the Suppress Off Campus Office Address in Online
Directory check box to prevent your home address from displaying in
the online directory.

| Suppress Off Campus Office Addressl

14. | Scroll to the bottom of the CASE Address Directory window and
click the Save button.

Save

Note: Updates will appear in the online directory the next day.
15. | End of Procedure.
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