Instructions on how to View/Edit your address in SHARE portal

1. Go to info.share.nm.gov
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NEWS NEED HELP?

W2 Forms Now Available Online

Employee W-2 forms are now You can securely 2 by signing into SHARE HCM and navigating to the PayrollTie.

ccessing your W-2 oniine s the fastest and most convenient way 1o obtain your tax information. Paper copies wil be mailed if you are not opted in o receive your W-

‘Accessing your W-2 online is the fastest and most tway 1o obtain your tax information. P I be matleq iy toptedinto your w2 SHARE .2
electronically

HCM LOGIN

If you experience any issues accessing your W-2, please contact share help@afa.nm.gov.

SHARE Service Desk Update! RECENT NEWS

Effective Monday, Nov. 17, 2025, please contact the SHARE Service Desk for assistance with SHARE HCM, FSCM, ELM, and Secury: ‘SHARE MULTI-FACTOR AUTHENTICATION (MEA)
Emai share help@dfa.nm gov 'SHARE PROCUREMENT CONTRACTS PAGE HAS BEEN
Phone: 505.827-1234 PDATED
Please DO NOT use any previously published email addresses or phione numbers for SHARE assistance. ‘SHARE WEB ADDRESSES (URLS) UPDATED
SHARE HCM ALLHANDS

SHARE ELM NEWS
SHARE MFA Training Is Available!

Archive.

Mutti-Factor. be required to applications.

Search for "SHARE Multi-Factor Authentication” or SoNM-2073-1 in SHARE ELM to complete the required course.

SHARE MFA YouTube Video: click herel

SHARE MFA Job Ald: click herel

SHARE MFA FAQ: click here!

2. Loginto your SHARE HCM account

e Ontheright side of the page, click on HCM LOGIN.
e Enter your SHARE username and password.
o After logging in, you will land on your SHARE HCM home screen.
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Identity domain @
Production

User Name

Password
Password

Forgot Password?

Need help signing in?


https://info.share.nm.gov/

3. Navigate to your Address Information
¢ Click Personal Details.

e Thenclick Address

Search in Menu

Employee Self Service v

Last Pay Date 03/20/2026

Personal Details Benefit Details.
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4. Review and update your information
e You will see both your Home Address and Mailing Address listed.
o Please ensure both addresses are accurate and up to date

Personal Details

Addresses Contact Details Emergency Contacts Marital Status
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Updated 03/05/2026 Updated 03/05/2026

Sexual Orientation & Gender ID Ethnic Groups Additional Information
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Project Manager

Addresses Home Address
¢ Contact Details
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234 Ethnic Groups. Mailing

No data exists.

€§ Emergency Contacts
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e Additional Information

5. Save your changes

e After updating your address, click Save in the top right corner of the page.

| Cancel Address

Employee Instruction

To save United States addresses at least one of the following fields must get populated: Address 1, Address 2, Address 3

Change As Of | 03/27/2026 =)

*Country ‘ United States Q |

Address 1 ‘ ‘

Address 2 ‘ ‘

Address 3 ‘

| |

State ‘ Q |

Postal ‘

County ‘ |

Finally, Please confirm by going back to your personal details if the applied changes are
updated



