
 

How to update home address & contact information 
 
This guidance will show you how to update your existing home address & contact information 
within the ERP.  
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Click ‘Personnel information’ within 

the Your Employment section. 

Click on the ‘Contact information’ tab 

Click into the ‘Home’ address line. 
This line will be highlighted in blue 

once selected.   

Once the ‘Home’ address line has 
been selected your current home 

address & personal contact 
information will populate below. To 
update the address details, click on 

the Look up Address button 

The Address Lookup box will appear. Enter the Post Code for your address 
e.g., PA4 9AB, and click Search.  
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Click Save. 

When the search results 

appear, find the correct address 
from the list, and click on it. The 
address will populate in the 

address box, click Select.  

 

Review the details of the 
address and click Accept.  

To add your personal phone number or email address click into the field 
and type the details.   

 
NOTE: The email address saved in the ‘Home’ address line will not be 
used as the primary email within the system to receive alerts or 

communications. Only the email saved within the ‘General’ address line will 
be used as your primary email within the ERP.  


