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[bookmark: _Toc225738237]Updating Addresses and Phones
[bookmark: _Toc225738238]Adding Permanent Address

Procedure


This topic will explain how to add a permanent address for a student.  Permanent addresses are required for international students enrolled at UW-La Crosse.

 
 

	Step
	Action

	1. [bookmark: 2_F3] 
	
Click the Campus Community link.




 
 

	Step
	Action

	2. [bookmark: 2_F5] 
	You can click on the left menu or jump to Addresses/Phones icon in the middle of the page.  This lesson will require you to click the links on the left menu.

Click the Personal Information (Student) link.


	3. [bookmark: 2_F7] 
	
Click the Biographical (Student) link.


	4. [bookmark: 2_F9] 
	
Click the Addresses link.




 
 

	Step
	Action

	5. [bookmark: 2_F11] 
	In this lesson, you will look up by last and first name.  You may also use National ID or Campus ID.

Click in the Last Name field.


	6. [bookmark: 2_F13] 
	
Enter the desired information into the Last Name field. Enter "Sjoquist".

	7. [bookmark: 2_F15] 
	
Click in the First Name field.


	8. [bookmark: 2_F17] 
	
Enter the desired information into the First Name field. Enter "Liam".

	9. [bookmark: 2_F19] 
	
Click the Search button.




 
 

	Step
	Action

	10. [bookmark: 2_F21] 
	Liam has one address on file.  It is his "Home" address.  You would like to add a "Permanent" address.  In this example, his "Home" address is the same as the "Permanent" address.

Click an entry in the Address Type column.


	11. [bookmark: 2_F79] 
	His "Home" address now appears in the "Add Address" section.  This will save time.

Notice, the Country is "SWE".  This address is formatted appropriately for the country of Sweden.

	12. [bookmark: 2_F23] 
	You must identify the "Address Type" you wish to add.

Click the Permanent option.


	13. [bookmark: 2_F25] 
	
Click the Submit button.


	14. [bookmark: 2_F81] 
	The "Permanent" address now appears in the listing of "Current Addresses".

	15. [bookmark: 2_F27] 
	
Click the scrollbar.


	16. [bookmark: 2_F29] 
	
Click the Save button.


	17. [bookmark: 2_F83] 
	This student has also provided a local phone number that you wish to enter.

	18. [bookmark: 2_F31] 
	
Click the Phones link.




 
 

	Step
	Action

	19. [bookmark: 2_F33] 
	Liam already has a cell phone.  You would like to add a local phone.

Click the Add a new row at row 1 (Alt+7) button.


	20. [bookmark: 2_F35] 
	
Click an entry in the Phone Type column.




 
 

	Step
	Action

	21. [bookmark: 2_F37] 
	
Click the Local list item.




 
 

	Step
	Action

	22. [bookmark: 2_F39] 
	
Click an entry in the Phone Number column.


	23. [bookmark: 2_F41] 
	
Enter the desired information into the Phone Number field. Enter "6087825555".

	24. [bookmark: 2_F43] 
	
Click the Save button.


	25. [bookmark: 2_F85] 
	To update an existing phone type, such as cell, enter the phone number in the appropriate row and click save.

	26. [bookmark: 2_F2] 
	End of Procedure.




[bookmark: _Toc225738239]Updating Address

Procedure


This topic will explain how to update an address.

 
 

	Step
	Action

	1. [bookmark: 3_F3] 
	
Click the Campus Community link.




 
 

	Step
	Action

	2. [bookmark: 3_F5] 
	You may also navigate to the Address page using the menu on the left.  This lesson will require you to use the icons in the center of the page.

Click the Addresses/Phones link.


	3. [bookmark: 3_F7] 
	
Click the Addresses link.




 
 

	Step
	Action

	4. [bookmark: 3_F9] 
	You may also search by National ID or Campus ID.  This lesson will search by last name and first name.

Click in the Last Name field.


	5. [bookmark: 3_F11] 
	
Enter the desired information into the Last Name field. Enter "Sjoquist".

	6. [bookmark: 3_F13] 
	
Click in the First Name field.


	7. [bookmark: 3_F15] 
	
Enter the desired information into the First Name field. Enter "Elliott".

	8. [bookmark: 3_F17] 
	
Click the Search button.


	9. [bookmark: 3_F107] 
	This student already has a "Home" address.  They have provided you with an updated "Home" address that will also be their "Permanent" address.  All enrolled international students at UW-La Crosse are required to have a "Permanent" address.



 
 

	Step
	Action

	10. [bookmark: 3_F19] 
	
Click the Edit Address link.




 
 

	Step
	Action

	11. [bookmark: 3_F21] 
	The updated address is in Japan.  You must "Change Country" to format the address for that country.

Click the Change Country link.


	12. [bookmark: 3_F23] 
	
Click an entry in the Description: column.


	13. [bookmark: 3_F25] 
	
Enter the desired information into the Description: field. Enter "Japan".

	14. [bookmark: 3_F27] 
	
Click the Look Up button.


	15. [bookmark: 3_F29] 
	
Click an entry in the Country column.




 
 

	Step
	Action

	16. [bookmark: 3_F31] 
	Notice the address format has now changed.

Click in the Postal field.


	17. [bookmark: 3_F33] 
	
Enter the desired information into the Postal field. Enter "1078420".

	18. [bookmark: 3_F35] 
	
Click the Look up Prefecture (Alt+5) button.


	19. [bookmark: 3_F37] 
	
Click an entry in the Description column.


	20. [bookmark: 3_F39] 
	
Click in the City field.


	21. [bookmark: 3_F41] 
	
Enter the desired information into the City field. Enter "Minato-ku".

	22. [bookmark: 3_F43] 
	
Click in the Address 1 field.


	23. [bookmark: 3_F45] 
	
Enter the desired information into the Address 1 field. Enter "1-10-5 Akaska".

	24. [bookmark: 3_F47] 
	
Click the OK button.




 
 

	Step
	Action

	25. [bookmark: 3_F49] 
	You must identify the "Address Type" you are adding or updating.

Click the * option.


	26. [bookmark: 3_F51] 
	In this example, the updated "Home" address is the same as the "Permanent" address.

Click the Permanent option.


	27. [bookmark: 3_F55] 
	
Click the Submit button.


	28. [bookmark: 3_F109] 
	The updated "Home" address and the new "Permanent" address now appear in the Current Addresses section.

	29. [bookmark: 3_F57] 
	
Click the scrollbar.


	30. [bookmark: 3_F59] 
	
Click the Save button.


	31. [bookmark: 3_F2] 
	End of Procedure.
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