VERIFY NAME, ADDRESS, AND CONTACT INFORMATION

Log in to your Genesis Employee Portal, then find and click on the Contacts tab at
the top of your screen.
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Verify that your Address, Email, and Phone Number are correct.
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If you need to change any of the information in the system, you will need to
complete a Change of Name, Address, or Contact Information form. Follow the
steps below to complete this form.

Click on the Documents tab at the top of your Genesis Employee Portal screen.
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Next, click on Employee Forms at the left side of the screen.

S £l aw-«l w0 “‘ eeh ﬁ““"" _Sl’m-ul m o et m(nmh ”Mlomw--
\i Swiim IO a\muy {5 Gu

nscatrowe Appirirvs Evgboyes Parmm  Cinvtrmens

[

2021422 Documena Libewry
Satend von Al el

Thoa s a0e e dasanimiin ses b

Waft Cradentisls

There are o credentioh svalahibs of ths the

Staft Corvifications

Thars are no orodeniiah svalabibe of 14 thne

© (yhont Conthamna

Verify that you are on the correct school year by checking the School Year box
above the form folder tabs. Then, click on the Default Folder for Employee Forms
tab.

G Genesis S -
G - . -
GchoolFl &) Osen Evobment g Buou S Payvd [T Baations m P Regorts O Conacts ] Amendance  (2) Swie WOt i Seciny
Fimployew Porte) b en x
Docunerts  IETTESEREUTE  Contracs
Quaraita L {1758 UUIUIL LA

D 2020-21 Employee Forms

e Sivaed Vo B0 FE0 N - ULl
.
. Frocusny  Locies  Dwn  Sone Gaberned On  Achiase
1 ot e Sty 0 W O raFan B8 Vs s PO
2. Crargs of Murw Agchess 31 Casract Infammues - 200021 Dy Sezanyn 18 | @ rarun 13 Vs s ror
1 broxren St Pobcies el Negetetiors - 202021 Schent e % wiaat | [ 53 Ve et B Vew m e
4 Persorrl Rapeey + 200021 Sehiad ww  Bowd (e VS0 | YewFen o || BB Vs PR



Next, find the form called Change of Name, Address, or Contact Information and

choose the button on the right of that form marked Fill Form...
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Fill out each section of the form ONLY if your information in that section has
changed. Be sure to click the Save button when you have entered all of the

necessary information.
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Finally, click the Sign and Submit Form button to finish the form.
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