Personal / Business Data Change Procedures

Rigby Employees

Personal address, phone, emergency contact:

1. Go online to make these changes effective in HR, Payroll and Benefits

https://reibenefits.reed-elsevier.com
2. Notify the person who enters your expense reports into the system so your

expense checks come to your new address.

Rigby Field Sales Employees

Personal address, phone, emergency contact, business office address, phone, fax or storage area information:

1. Go online to make your personal changes effective in HR, Payroll and Benefits

https://reibenefits.reed-elsevier.com
2. Notify Mary Alice Enright about address/phone changes on your expense reports.

maryalice.enright@rigby.com
3.   Notify Linda Lamatsch, who is responsible for updating the Rigby Rep Info List.

This information is accessed by various departments within Rigby.

linda.lamatsch@rigby.com
4.    Notify Gail Hilliard in Austin, who makes changes in the Lotus Notes data base. 

This will be then available to the Sales Correspondents for sample mailings.

ghilliard@steckvaughn.com
