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Add/Update Employee and/or 
Dependent Address 

 
Important:  The following Address Rules/Information should be considered when adding, editing, or 
inactivating addresses for your employees:  
  

• The ACTIVE “Address” MUST contain the most current effective date.  
• An INACTIVE “Address” CANNOT contain the most current effective date.  
• An ACTIVE “Address Type” other than 'Home' or 'Mail' CANNOT contain the most current 

effective date.  
• Address1, State, City, and Postal fields are required fields.  
• If an employee has address types of 'Home' and 'Mail' with the same effective date, the 

employee’s W-2 will be sent to the 'Mail' address.  
• Retirement Division uses the ‘Home’ address for employee’s records.  

Changing an Existing Employee Address to a NEW Address 
 

Navigation: 
Select Core-CT HRMS 
Click Workforce Administrator tile 
Click Manage Human Resources tile 
Click Modify Person tile 
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Process: 
Enter Search Criteria.  
Check the box for Include History. 
Click Search. 
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Select the Contact Information tab. 

Click  to add a new address. 
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Select an Address Type from the drop-down menu. 
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Select the Effective Date the new address will take effect. 
Select Active from the Status  drop-down menu. 
Click  Done when complete. 
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The new address will display as the Current address. 
Click Next to proceed. 
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Click Submit 
 

 

Add Additional Address Type for Employee  

Navigation:  
Select Core-CT HRMS 
Click the Workforce Administrator tile 
Click the Manage Human Resources tile 
Click the Modify Person tile 
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Process: 
Enter Search Criteria.  
Click Search. 
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Select the Contact Information tab. 

Click  to add a new address. 
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Select an Address Type from the drop-down menu. 
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Select the Effective date. 
Enter “USA” in the Country field. 
Enter the address in the Address Detail fields. 
Click Done when complete. 
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The new Address Type is displayed correctly. 
Click Next to proceed. 
 

 
 
Click Submit 
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Adding an Employee’s New Dependent Address  
  

Navigation:   
Core-CT HRMS> Workforce Administration>Personal Information>Personal Relationships> 
Dependent Information   
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Process: 
Enter Search Criteria.  
Click Search. 
 

 
 

On the Name tab, click the Edit Name button to add Dependent Name. 
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Enter dependent/beneficiary’s name. 
Click OK 
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Click the Address tab 
Verify the Effective Date 
If Dependent lives at the same address as Employee, click on the Same Address as Employee 
checkbox and then click Save. 
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If Dependent does not live at the same address as Employee, select the Edit Address button. 
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Select Change Country if other than United States. 
Enter dependent/beneficiary’s address. 
Click OK 
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The Address tab displays with the address information. 
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Update an Existing Employee’s Dependent Address  

 Navigation:  
Core-CT HRMS> Workforce Administration>Personal Information>Personal Relationships> 
Dependent Information   
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Process: 
Enter Search Criteria.  
Click Search. 
 

 
 
Click the Address tab 
Click  
Verify the Effective Date 
Click Edit Address 
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The existing address displays, type in new address over the existing one. 
Click OK 
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The Address tab displays the updated information. 
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Complete Employee’s Dependent Personal Profile Information  
  
Click on the Personal Profile tab to add Effective Dated Personal Information on the employee’s 
dependent. 
Effective Date defaults to today’s date (change date if necessary).  
Enter relationship, gender and marital status (and any other information). 
Click Save 
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