
How	to	update	your	office	address/phone	number	for	the	BU	Directory	
	

	
1. Go	to	the	Employee	Self	Service	(ESS)	Tab	in	BUWorks	and	click	on	the	“Personal	

Information”	link.	
	
	

	
	
	
	

	
	
	
	
	

	

2. Click	on	the	“Office	Address”	link.	
	
	
	
	
	
	
	

	
	

	
	
	
	
	
	
	
	
	
	



3. Click	on	the	“Edit/Create”	button.	
		

	
	
	

4. Make	the	necessary	changes	under	“Primary	Office	Address”	and	click	“Review”	
when	completed.	

	

	
	
	
	
	
	
	



5. Review	the	changes	and	if	everything	is	correct	click	“Save”.		If	more	changes	need	
to	be	made,	click	“Back”	to	return	to	the	edit	screen.	

	

	
	
	

6. Once	you	click	“Save”	you	should	receive	a	confirmation	message	saying	your	
changes	have	been	saved.		You	can	now	click	“Exit”.			

	


