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Entering the GMU Office Address
To enter a GM address, please follow the steps below:

1. On the Main Menu, enter PPAIDEN in the ‘Go To:’ box
2. In the ID box, enter the G# for the person whose office address you will add 

3. Control Page-Down three times (to the Address Information box) 

4. If there is already address information, use the down arrow key to reach a blank address form

5. In the Type box, enter GM
6. [tab] to Address box, enter 4400 University Dr 

7. [tab] to next box, enter the mail stop number (number only – do not type ‘mail stop’ or MSN before the number)

8. [tab] to the next box, enter the building and room number where the employee is working, if known

9. [tab] to ZIP/PC box, enter 22030 (City, state and county will auto populate) 

10. [tab] to Phone box, enter phone number if you have this info, the format is area code in the first box and the seven digit number in the second box (with no hyphen), the third box will be blank

11. Click Save icon (diskette) or F10 to save the record.  A completed screen shows below.
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