How to update personal information in

Asure.

After logging in, click the “EE Info” button then “Employee Information
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To update your address and phone number, click the “Edit” button:

Employee Information

Email Address & Password

Here is your email address used to login, this address is used for all system correspondence.

Email Address acorrell@miu.edu [Change]

Password *“***+*% [Change]

Address & Phon

Name Ashlee Rae Correll Cell Phone 4026182850
. Company Email .
Salutation idrens 272 comel@gmail.com
Address Line 1808 Simula Ln Use Secondary o
1 Address
Address Line Apta Secondary Address
2 1
City Maharishi Vedic City Secondary Addresz
State 1A Secondary City
Zip Code 52556 Secondary State
Home Phone 4026182850 Secondary Zip
Work Phone
Employee
Profile

Update your information then click “Save”:

Employee Address Change

Mailing Address
aciress | ep— address 2 [l Salutation) v
oy — ] swe [gumaw ] » -]
County | Country Use Secondary Address:
Altermate Address
iddress 1 | ddrass 2 |
city | state | ~ 7

Contact information

Wk Phone ] CelPhons | Q-

()



To update your bank account information, scroll down to “Direct Deposit/Pay Distribution” and click
the pencil icon:

Direct Deposit/Pay Distribution

Account Type Amount Status
)X x-SR Checking Deposit 100%
Printed Check 100%

©

Update your information then click “Save”:

Employee Direct Deposit Changes

15t Direct Deposit

*O0RS | | — || —
Re-key Routing and Account #-> | |

ORS [ |
2nd Direct Deposit
Re-key Routing and Account #-> | ]
® Checking Accourt %O0RS [ |
ar Divsct Depostt O Savings Account
Re-key Routing and Account #> | ]
Physical Check Payment 100 | *%of remaining $ paid here - = ™1
SS=Eass s ST
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