ADDING & UPDATING HOME ADDRESS IN MYPACE PORTAL

1. Log into MyPace Portal at portal.pace.edu
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2. Click on the Staff tab on the left — this should be done for all employees including
Faculty, Staff and Students.
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3. Select the blue button Employee Dashboard.
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5. Under the Addresses section, select the pencil icon &
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to update your address.
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6. Scroll down until the Addresses section display. The Address section should be in
between Phone Number and Emergency Contact.
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7. Under the Home Address, please select the blue trash canicon ‘M) to delete the
current home address.

8. Thenselect I add mew icON to add the new address.
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9. A pop-up box will display, from the Address Type please select the Home Address
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10. Please fill out all the required fills to add your new address to the system such as the
Address Line 1, City, State/Province, County, Zip/Postal Code and Country.

11. Once completed, please select the Add button at the bottom.

12. The system will automatically add the new address to your profile.



