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ESS – Maintain Address 
 
Location(s):   
 

Employee Self-Service 
 
Purpose:  Employee Self-Service (ESS) is available to all faculty, staff, and student employees. Tasks 
available in ESS include a variety of functions that pertain to Benefits, Payment, and Personal 
Information. The information contained in this document is for maintaining address.  Virtual Private 
Network (VPN) is not necessary to access ESS. 

1. Log into myNKU 
a. https://myNKU.nku.edu/irj/portal 

2. Select the Employee Self Service tab. 
3. Click Personal Information. 

 
 

4. Click Addresses.  

 

https://mynku.nku.edu/irj/portal
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Edit Permanent Address: 

1. Click Edit to maintain the permanent residence address. 
2. Click Exit to return to the Personal Information screen. 
 

 

3. Edit the Permanent residence. 
4. Click Valid as of Today or Valid as of Future Date. 
5. Click Review. 
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6. Click Save. 

 

7. A confirmation message will appear at the top of the screen. 
8. Click the appropriate link to return to Address Overview, etc. 
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New Mailing address: 

1.  Click New Mailing address to add a mailing address. 
 

 

2. Edit the Mailing address. 
3. Click Valid as of Today, Valid as of Future Date, or Validity Period. 
4. Click Review. 
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5. Click Save. 
 

 

6. A confirmation message will appear at the top of the screen. 
7. Click the appropriate link to return to Address Overview, etc. 
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