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Personal Data 

Section  Key Points Screen Sample 
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Enter Personal Data information as needed. 
 
Check the Delete box to remove this value from the existing 
record. 
 
 
 
 
 
 

 

 
 
 

U.S. Home Address 
Section  Key Points Screen Sample 

A
 

 

B  
 

C  
 
 

Enter the employee’s local address. Use Address 2 and 
Address 3 as necessary. 
 
Check one or more of the Delete boxes to remove the 
corresponding value from the existing record. 
 
Entering a Postal code will populate City, County, and 
State. 
 

 

 






