Ad d Fess Ch an g e BUILDING AMERICA"

Quick Reference Guide

For assistance, please create a ticket.

Overview 3. Click on the pencil icon under the Permanent Address heading to update
Former employees and Retirees have the ability to update their address your physical address.

within the SAP ePayroll site. If you need to change your address, use this o D + Personal Data

guide for assistance. -ty t0seRs

© el LI Name: Union Pacific Retiree Details

Employee 1D

1. Begin the address change process by logging into the SAP ePayroll site. If
this is your first time logging in, your user ID will be your seven digit %) Permanent Address
employee ID. The default password is UPRR + the last four of your social
security number with no spaces (Ex: UPRR1234). If you have any issues Permanent residence

logging in, contact OSS at 800-621-8953.

Address: 1400 Douglas St.
ity: Omaha

Qualified Pension Login (ID starts with #9 on paystub)  Nebraska

Zip Code: 68179

If your plan identifier is the #9 plus your 7-digit Employee ID, use this link o access Union Pacific pension payments and Country: USA
1099Rs from 2009 to present. To log in to SAP ePayroll, enter your seven-digit Employee |0 and your SAP ePayro
password. Your default SAP ePayroll password will be "UPRR" plus the last four digits of your Social Security Number

(e.g. UPRR1234). After logging in for the first time, you will be prompted to change your password. 4. Enter your new address information into the appropriate fields

i

4Back Forward» History Personalize

Retiree

2. After logging in to the SAP ePayroll site, click on the “My Profile” tab.

m Pl Retiree > ePayroll > My Profile

- - - - Overview
4Back Forward »  History Personalize

- My Paystubs Edit Permanent residence

+ My Profils O sae

+ My Benefits

Fl| Retiree = ePayroll = Overview « My W-4p

—{overview) |

erview

= My Paysiubs - Unlock Personnel Number

- My Profile View My Paystubs Address
Review, print or save a copy of your paystub. Please note that if you have not already consented to online delivery of your
» My Benefits paystub, you will be prompted to do so before you will be able to view them. Care of:

* Country:

- My W-4P View My 1099Rs * Address: | 1400 Douglas St

+ My 1099Rs Review, print or save a copy of your 1099R. If you have not yet consented for online delivery of your 1099R, please help us save * City: | Omaha
paper waste and mailing costs by consenting for online delivery. You'll never have to search for a copy of your 1099R again!

- Unlock Personnel Number Enrall or Change My Direct Deposit = State: | Mebraska

Sign-up for direct deposit or change your current direct deposit bank accounts. You can now create a Main bank and up to three * Zip Code: | 68179
additional banks where you can have a portion of your paycheck deposited. Please note that the Other bank elections will be
satisfied first and any remaining amount from your paycheck will be sent to the Main bank account.

Review or Change My W-4P Elections

Review or change your federal or state {if applicable) W-4P withhelding elections. Copy to Mailing Address
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5. If your permanent address and mailing address are the same, you may
click the Copy to Mailing Address button to update the mailing address at the 7. After clicking the Save button, click the Back button.

same time. m

4 Back Forward » History Personalize

Retiree
ePayroll » My Profile

Edit Permanent residence Retiree = ePayroll = My Profile
[&] save || ¢a Back . Overview

+ Country + My Paystubs Edit Permanent residence

Address

» My Benefits

Care of.

= Address: | 1400 Douglas St = My W

*City: | Omaha » My 1099Rs
“ State: | Nebraska

* Country:

) » Unlock Personnel Number
* Zip Code: | 68179

Address

* Address: | 1400 Douglas St.

* City: | Omaha

6. To save the address change, click the Save button 8. The updated address will appear under the address heading(s).

fi

4 Back Forward p History Personalize

9. If your mailing address is different than the permanent address, the
process can be repeated by clicking the pencil icon under the Mailing
Address heading.

Retiree

i Retiree = ePayroll > My Profile
= Overview

- My Payslubs Edit Permanent residence 10. Addresses changed in the SAP ePayroll site will be sent to Union

- My Profic <& Back Pacific’s vendors (medical insurance providers, Vanguard for the 401(k),

o = etc.). It can take up to week after the address is changed for the vendor to

oy 1000 = Country: receive the update. The address will not be sent to the Railroad Retirement

. Untock Pereonmet Namber Board (RRB). To update the address with the RRB, call 877-772-5772.
Address

+ My W-4P

Care of:

* Address: | 1400 Douglas St

* City: | Omaha

Page 2 of 2 Copyright © Union Pacific Railroad 2012
Revision Date: December 18, 2018



