Gregory-Portland Independent School District

How to Update Address in Skyward Employee Access

1. Log into Skyward Employee Access.

2. Click on the Employee Information Tab at the top left corner of your screen.
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3. Underneath the Employee Information Menu, select Personal Information.
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4. On the left-hand side, click on the arrow next to the Demographics tab if you do not
see the options for Address.

5. To make changes pertaining to your primary address or mailing address, click on the
Request Changes button under the Address section.
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6. Make the necessary changes in the New Address Box and click Save. Payroll will
receive notification that you have submitted a new address and will approve the
change. Be sure to change your mailing address as well if applicable.

Request Changes - Primary Address
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