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Introduction 
Knowing where our employees work is about more than maintaining accurate records- it’s about strengthening how we 
operate as a County. When departments have up-to-date location information, they can allocate resources efficiently, 
foster clear communication, and promote stronger collaboration across departments. Most importantly, in the event of 
an emergency, having current and accurate location details helps ensure the safety and well-being of every employee. 

 
Process:  
To update your work location address, please follow the steps below to make the change in EMACS. 

 

1. Log into EMACS and click on the Personal Details tile from the Employee Self Service homepage.  

2. Click on ‘Work Location’ tab located on the left-hand side of the screen. 
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3. Click on the magnifying glass icon in the location code box to open the search menu.  

4. A search menu will appear, allowing user to either select from the available list or search using specific criteria 
such as city, address, or other key words.  

To search using criteria, click the down arrow next to ‘Search Criteria’ to expand additional search fields.  
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5. Once you locate your work location address, click on it. The window will close automatically, and the selected 
location code will populate in the Location box field.  

Be sure to click ‘Save” to apply your changes.  

6. You’re all done!  

 

REMINDER: You can update your work location address at any time/as needed. Check your Personal Details regularly 
to ensure your information is accurate and up-to-date.  
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