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     Quick Reference Card 
 Maintain Personal Information 

 

ESS – Maintain Personal Information 
 
Employee Self Service (ESS) is available to all faculty, staff, and student employees.  Tasks 
available in ESS include view benefits participation, view pay statement, and maintain personal 
information.  The information contained in this document is for maintaining personal information.  
An employee’s permanent or mailing address can be maintained within personal information 
which can be very important during tax season. 
 
Virtual Private Network (VPN) is not necessary to access ESS. 
 

• Once logged into https://mynku.nku.edu/irj/portal, click the Employee Self Service tab 
(A). 

 

 
 
• Click the Personal Information tab (B). 
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• Click Addresses to enter, change, or delete address information (C). 
 

 
 
 
Edit Permanent Address: 
 
• Click Edit to maintain the permanent residence address (D). 
• Click Exit to return to the Personal Information screen (E). 
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• Edit the Permanent residence. 
• Click Valid as of Today or Valid as of Future Date (F). 
• Click Review (G). 
 

 
 
 
• Click Save (H). 
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• Click the appropriate link to return to Address Overview, etc. (I). 
 

 
 
 
New Mailing address: 
 
•  Click New Mailing address to add a mailing address (J). 
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• Edit the Mailing address. 
• Click Valid as of Today, Valid as of Future Date, or Validity Period (K). 
• Click Review (L). 

 

 
 
 
 
• Click Save (M). 
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• Click the appropriate link to return to Address Overview, etc. (N). 
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