
ESS0201 – Address, Phone, Email, Ethnic Groups, and Emergency Contact Changes
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Start End

1
Want to 
Update 

Address?

2
Update Home or 
Mailing Address 

3
Want to 

Update Phone 
Number?

4
Update Phone 

Number 
(Home, Cell)

5
Want to 

Update Email?

6
Update Email
(Home, Other) 

7
Want to 

Update Ethnic 
Groups?

8
Update Ethnic 

Groups 

11
SPS:

Updated w/
Employee Change 

No No No

Yes Yes Yes Yes

12
Notification: 

Confirmation of 
Update

(1)

Yes

10
Update 

Emergency 
Contacts 

9
Want to 
Update 

Contacts?

No No

13
Adhoc Report:
Audit Address 

Changes

14
Adhoc Report:
Audit Phone 

Numbers

15
Adhoc Report:

Audit Email 
Address

16
Adhoc Report:

Audit Ethic 
Groups

17
Adhoc Report:
Missing Ethnic 

Groups

18
Adhoc Report:
Audit Personal 
Data Updates

13
Adhoc Report:
Audit Address 

Changes

17
Adhoc Report:
Missing Ethnic 

Groups

18
Adhoc Report:
Audit Personal 
Data Updates

14
Adhoc Report:
Audit Phone 

Numbers

15
Adhoc Report:

Audit Email 
Address

16
Adhoc Report:

Audit Ethic 
Groups

The employee name change will 
be sent to CPB and health benefit 
providers if the employee is a 
benefit participant.



ESS0202 – Name Change
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Yes

No

Valid Values:
Marriage
Divorce

Court Approval Notify Employee the Required Proof 
Documents Based on their Selected 
Reason for Name Change

The employee name change will be sent to CPB 
and health benefit providers if the employee is a 
benefit participant.

1
Select Reason for 

Name Change

4
EE Attaches 
Scan/Sends 
Supporting 

Documentation

2
Have Proof 

Docs?

9
Is EE a Ben 

Particip?

10
Go To 

BA0303
Event Maint 
Enrollment-

Web

End

12
Notification:

 Name Change 
Approval or Denail

8
EE Name Change 

Updated SPS

6
Verify Proof 

Documentation

Start 3
Enter New Name 

Yes

5
Notification:

 Name Change 

7
Required  

Proof 
Received ?

No

11
Adhoc Report:

Audit Name 
Changes

Yes

No



ESS0203 – Marital Status Change
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No

Valid Values:
Married

Divorced
Legally Separated

Widowed

Notify Employee the 
Required Proof 

Documents Based on 
their Selected Reason 

for Marital Status 
Change

Yes End

10
Notification:

 Marital Status 
Approval or Denal

12
Is EE a Ben 

Particip?

2
Have Proof 

Docs?

4
EE Attaches 
Scan/Sends 
Supporting 

Documentation

Start

1
Select Reason for 

Marital Status 
Change

7
Verify Proof 

Documentation

3
Enter Marital 

Status Update

6
Notification:

Marital Status 
Change

9
EE Demographic 
Data Updated in 

SPS

6
Notification:

Marital Status 
Change

8
Required  

Proof 
Received ?

Yes

No

13
Go To 

BA0402
Review Mar 

Status 
Change

14
Go To 

BA0303
Event Maint 
Enrollment-

Web

11
Adhoc Report:
Audit Marital 

Status Updates

11
Adhoc Report:
Audit Marital 

Status Updates



ESS0204 – I-9 Information 
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No

Yes

12
Adhoc Report:

I-9 Receipt/
Expiration

11
Adhoc Report:
I-9 Form (PDF)

10
Notification: 

Confirmation of 
Update

1
Want to 

Complete I-9 
Form

Start End

2
Complete 

Section 1 of I-9 
form

3
SPS:

Updated w/
Section 1 

4
EE Attaches 
Scan/Sends 
Supporting 

Documentation

5
Notification: 

I-9 Form Section 
1 Completed

6
Verify Proof 

Documentation

7
Required  

Proof 
Received ?

9
SPS:

Updated
 Sections 2 and 3  

Yes

No

A

A

8
Completes

 Sections 2 and 3  

11
Adhoc Report:
I-9 Form (PDF)

12
Adhoc Report:

I-9 Receipt/
Expiration



ESS0205 – Grant Authorization to Release Employee History
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The Agency will need to assess if they have system 
access to the employee data for the timeframe specified 
on the request.

If they do not have access, the request will need to be 
processed by DBM OPSB who will have full access to all 
employee data.

If the employee specified an email 
address on the request or the recipient is 
a State employee, the PDF file can be 
emailed.

3
Agency Have 
Access to All 

History 
Requested?

6
Email or Mail PDF 

Report to 
Recipient

7
Receive 

Employee History 
Report

Start

4
Forward Request 

to DBM OPSB

1
Sends Email to 

authorize release

5
AdHoc Report:

Employee History 
Report 

2
Reviews 
Request

No

Yes

5
AdHoc Report:

Employee History 
Report 

6
Email or Mail PDF 

Report to 
Recipient

8
Notification: 
Confirmation 

Request 
Completed

End
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