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Viewing and Updating Your Address(es)



From the PAWS Employee Portal 
(https://paws.augusta.edu), select the SoftServ

Icon from the Quick Access Bar.



Log in using your AU NetID and Password.  This 
will be the same ID and Password that you use 
to log into Outlook.



You have successfully accessed SoftServ. Navigate to Personal Information so that you may 
update your personal home/mailing address. Please Note: A campus address is ONLY 
updated in Human Resources via Department request. 

Main Menu > Self Service > Personal Information > Home and Mailing Address



Select “Edit” icon to change a current address.



Enter your new address in the fields below:
*Please refer to the Address Format Instructions 
Change as of: (effective date of address change)
Address 1
Address 2 (if applicable)
Address 3 (if applicable)
City
State
Postal
County
Change As of: (effective date of address change)

Select “Save”.



You have successfully updated an address for Human Resources approval. To add a new address, please 
continue to the next slide. 



To add a new address, in this case a mailing address since a home address already 
exist, Select the “Address Type” drop-down box and select “Mail”.  Then select 
“Add”. 





You have successfully submitted a new address for Human Resources approval.  


