
Employee Self Service (ESS) Address Change Request 
 

Log into ClassLink Portal through the egusd.net website by clicking on the EGUSD Portal link.  

 

 

Click on the ESS icon. 

 

 

 

 

Your home page will open automatically.  There will be no need to log in, however the user name and 
password are the same as logging on to your EGUSD computer. 



 

In the Personnel Info, you will have the ability to request an update to your address and/or phone 
number.  A name change will still require a visit to the HR office to provide a new Social Security card. 

 

 

 

If you have any 
messages, it would show 
here.  They just click on 
the button to view. 



A view of your Personnel Info screen.  To request a change to this screen, the click on the Change 
button.

 

 

 

 

 

 

 

 

 

 



A new window will open up showing what is on file.  You will have the ability to make changes here.   

               Original                            Changes made by employee 

       

 

 

 

 

 

 

 

 

 

 

 

 



At this point, a request has been sent to Human Resources.  When you return to your Personnel Info 
page, you can see there is 1 pending change request and one message. 

 

 

Click on your message button to view your message.

 

 

 

   



Click on your messages and a new window will open indicating your request and is waiting approval. 

 

 

Once HR has taken action, you will receive another message and receive an EGUSD email with a 
confirmation of approved/rejected/denied.  If rejected or denied, another submission is needed. 

 

  


