How to update mailstop 2.11.2021

1. Click on Campus Address in Blue Sky
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2. The employee update form will open, see below.

@ campusconnect.depaul.edu/psp/CSPRDI2/EMPLOYEE/SA/c/DU_SS_MENU.DU_CAMP_ADDR.GBL

c
Employee Campus Address

Susan Arenz

&Addresses

For detailed instructions please click the Campus Address Definition link

Campus Address Dl

*Campus: | Loop Campus - |
#Building: | DePaul Center v]
v|

*Floor: | LL_Lower level

*Office:

Enter your

e number i you sre unsure sbout your offics number

Additional |
Location

Information:
*Mail Stupl Frint and Mailing Services

w

Location: [] List All Mail Stops and Search

SAavE |

* Required Field

FOR EMPLOYEES: If you need assistance with this page or updating your information, please email HRCentral@depaul.edu

EG: to top



3. Click the drop down at the end of each box to make your selection.

c 8 campusconnect.depaul.edu/psp/CSPRD92/EMPLOYEE/SA/c/DU_SS_MENU.DU_CAMP_ADDR.GBL

Employ

Susan Arenz

&Addresses

For detailed instructions please click the Campus Address Definition link

Campus Address Definition

= | Loop Campus v|

*Buildi | DePaul Center vl

*Floor:

CDM Centar
DePaul Center
Lewis Center
O'Malley
Reskin

*0ffice:
out your office number

Additional |
Location

Information:

*Mail Stopl Print and Mailing Services W

Location: [] List All Mail Stops and Search

SavE |

* Required Field

FOR EMPLOYEES: If you need assistance with this page or updating your information, please email HRCentral@depaul.edu

EG: to top



4. Repeat these steps for Campus, Building, Floor, Office and Mailstop.
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Susan Arenz

&Addresses

For detailed instructions please click the Campus Address Definition link

Campus Address Definition

*Campus: | Loop Campus P |
*Building:| 55 E Jackson vl
*Floor: r

*0ffice: D?_Sev:ll'l.lthl Floar
038_Eighth Floor B
11_Eleventh Floor bout your office number

17_Seventeenth Floor

Additional

Location 19_Mineteenth Floor
20_Twentieth Floor
Information:| 21_Twenty-first Floor

*Mail Stop 22_Twenty-second Floor V
Location: [ List All Mail Stops and Search

Save |

* Reguired Field

FOR EMPLOYEES: If you need assistance with this page or updating your information, please email HRCentral@depaul.edu

IE‘G: to top



5. Click Save.

Employe

Susan Arenz

&Addresses

For detailed instructions please click the Campus Address Definition link

Campus Address Definition

*Campus: | Loop Campus i |
*Building:l 55 E Jackson Vl
*Floor: | 18_Eighteenth Floor bl |
*Office:
Enter your suite number if you are unsure about your office number
Additional |
Location
Information:
*Mail Stop [ Office of Advancement |

Location: D List All Mail Stops and Search

SavE |
BiSave
I

FOR EMPLOYEES: If vou need assistance with this page or updating your information, please email

* Required Field
HRCentral@depaul.edu

@G: to top



