MY HR DASHBOARD EMPLOYEE
SELF SERVICE (ESS) PORTAL-
ADDRESS CHANGE

My HR Dashboard ESS: https://spm-ep.prismhr.com/#/auth/login

e Login with your username and password.

e On the left-hand side of the screen select “Personal” then on the drop-
down menu select “Address”
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ABC123
Fort Smith, AR 72901
SEBASTIAN County

e Once selected, click on the “Change Address” link.
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https://spm-ep.prismhr.com/#/auth/login
https://spm-ep.prismhr.com/#/auth/login

e Complete all required fields marked by an asterisk (*). After doing so, click
the “Verify Address” Button.
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e On the verify address screen, if everything looks correct, click the “Submit
Change” button
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