Update your Mailing address and/or Create a Tax Purposes Address in Umoja

Step 1:

Login to the Umoja Portal and select Employee Self-Service SM
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Step 2:

In the Employee Services screen, select Personal Information
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You can display an overview of the status of your open processes here.

In this area, you can use services fo maintain and display your personal data.




Step 3:

In the Personal Information screen, select Addresses
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You can display your personnel file here.

Step 4:
In the Address Data Overview Page, Edit an Existing Mailing Address.

Select Edit to update Mailing Address or Permanent Address
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Step 5:
In the Address Data Overview Page, Create a New Mailing or Permanent Address.

Select Mailing Address or Permanent Address and enter the required information

Address Data Overview Page

v Address Data | [ Maiing Address ‘ [ Permanent Address [ Emergency Contact [*j Duty Station [ TDY Address [’j TaxPurposes [ Famiy Address (Prior DS)

Address Data

Tax Purposes Address

If the mailing address is different from where Tax Communications or Tax checks should be mailed,
create a Tax Purposes Address.

Step 6:

Select Tax Purposes and enter the required information
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