1. Loginto Lawson From your Summa @work landing page

2. Underthe Human Resources column select “Edit Profile”
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3. Select “Personal Information” from the left-hand side and “Create” next to

Addresses.

= Michael Scott's Profile ] Rehire  Terminate
At A Glance
Work Assignments Contact Information ) AddPhone  {] AddEmail ] AddIM
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Dates & Service
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No Data Available

Addresses » 7 create

D 123 Darrow Rd Yes Yes Yes




4. Once “US” is selected in the “Country” Field you can enter the new address by filling
out the form completely. Including the effective date and hit “Save”

= Address

Effective Date

1/2/1233 =}

(D Unavailable Date

Description

Moving next door

Country

us Q7 | ¢ united States
Street Address

124 Darrow

City

Stow

State/Province

OH £y
Ohio
Zip Code

44224
County/District

Summit

¥4 Send Mail Tn This Address

Note: Your address will not change immediately; it should be approved within one

week. If you are moving out of state, please follow that process and communicate with
summapayroll@summahealth.org

If you have any questions or concerns, please contact Human Resource Information
Systems at hrisadmin@summahealth.org



