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¥ Employee Self Service

Benefits

Add an eMail Address

1. Click the Personal Details tile on the
Employee Self Service home page.

2. Click the Contact Details link in the
Actions panel on the Personal Details
page.
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5. Enter your email address in the Email
Address field.

6. Click the Save button.
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All employees are assigned a business eMail
address. You cannot edit or delete this address.
It must be your preferred eMail address.
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