
View/Change Mailing Address 
 

Introduction This guide provides the procedures for a Retiree, Annuitant, or Former 
Spouse to update their mailing address in Direct Access (DA).  

 
Information There are a couple of things to keep in mind when updating your mailing 

address:   
 

• The changing of your mailing address only affects the mailing of paper 
pay slips, 1099Rs, paper checks, and the Retiree Newsletter.  If you need 
to change your state of legal residence or state tax withholding, you will 
need to contact PPC Customer Care at 1-866-772-8724 or 785-339-2200. 
 

• If changing your address to a foreign mailing address, you will have to 
contact PPC Customer Care at the numbers above. 

 
Additional 
Information 

Log into DA Self Service at Direct Access Self Service. 

 
Procedures See below. 
 

Step Action 
1 Select View/Change Mailing Address. 

 
Note:  Some Retirees may have more than one user access; in which case, you 
will need to select the Self Service tab to view the Self Service menu. 
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View/Change Mailing Address, Continued 

 
Procedures, 
continued 

 

 

Step Action 
2 The Mailing Address page will display.  To update the mailing address, click 

Edit to make changes. 
 
Note:  If the mailing address is correct, simply click the House icon in the upper 
right corner of Direct Access to return to the Self Service menu (Step 6). 

 
 

3 Overtype the current information with the new mailing address.  Enter the 
address using ALL CAPS with NO punctuation and NO special characters.  It is 
also recommended to abbreviate wherever possible (i.e. Street = ST).     
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View/Change Mailing Address, Continued 

 
Procedures, 
continued 

 

 
Step Action 

4 Once all the information has been entered, click Save. 
 
Note: Changes will generally take effect the 1st day of the following month. 

 
 

5 The Mailing Address page will be re-displayed with the updated mailing address.   

 
 

6 To return to the Self Service Menu, click the House icon in the upper right corner 
of Direct Access. 
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