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Date:  August 1, 2021 
 
 

Subject:  EMPLOYEE ADDRESS UPDATES AND CORRECTIONS 
 

 

The Personnel Department utilizes your address in the PaySR payroll system to notify you 
about employee benefits, including notification of Open Enrollment and benefit plan 
changes. It is important that employee address, phone number, and emergency contact 

information be updated timely in PaySR. If you have had a change of address, please 

contact your department’s Human Resources office for a change of address form, or 

update your address in D-Time.  
 

D-Time Self-Update 
To update your address in D-Time, log-
in to your D-Time account and select the 
“My PaySR Profile” icon from the D-
Time menu on the left side of the 
window. Update your address in the 
“Employee Address” section and click 
“Save” at the bottom of the window once 
you have completed the update (as 
shown in the image on the right).  
 

Open Enrollment 
Open Enrollment will take place October 
1-31, 2021 for coverage effective 
January 1, 2022. To ensure you receive 
Open Enrollment materials and other 
important information regarding 
employee benefits, address updates 
and corrections should be made in 

PaySR no later than August 17, 2021. 
 

If you have other questions regarding 
address changes, please contact your 
department’s Human Resources office. Thank you for your attention to this matter. 
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