Add & Edit Addresses

Click Campus Community.
Click Personal Information.
Click Biographical.

Click Addresses/Phones.
Click Addresses.
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Note: To view address history, click Include History.
[l Include History

Enter the desired ID number or Last Name and First Name.

7. Click Search. Addresses are shown. If more than two addresses exist, click View

All to see all addresses.
8. Click Edit Addresses.
9. Enter Address.
10. Enter City.

11. Enter State or click the Look Up icon for the State field and click Look Up. Then,

choose the appropriate state.
12. Enter the Zip Code.
13. Click OK.
14. Select the Address Type.
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Select the Address Type.
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15. Click Submit.

16. Click Edit/View Address. The Address History is shown.

17.  To remove an address, click the Remove icon. [~
18. Click OK to exit.
19. Process Complete.
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