Employee Address Book Mini Manual

Subject:  Populating the employee mailing address field

The mailing address portion of the employee address book is shown below…
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There are four Address Lines to enter information.  Because NIS reads address information from line four up to line one or in other words from the bottom row up, the final line used in this area should be the address the employee uses to receive mail from the US Postal System (the delivery address).  While the USPS discourages using both a street address and a PO Box number, if an employee provides both a physical address and a PO Box number they should be entered as shown above.

If an employee only has a PO Box number, use only Address Line 1 when filling out the mailing information for the employee.

Please avoid when possible the use of Rural Route numbers. 

