Accessing the Personal Information Menu
To access the Personal Information Menu, perform these steps:

Instructions

1. On the Main Menu, click Personal Information. The Personal Information Menu appears.
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Viewing and Updating Addresses and Phones
To view Addresses and Phones, perform these steps:

Instructions

1. On the Personal Information Menu, click View Addresses and Phones. The View Addresses
and Phones page appears.
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&R Your active addresses are sorted by address type.

Addresses and Phones

Billing Phones

Current: Apr 16, 1993 - (No end date) Primary: None Provided
1629 Tibbetts Ave Biling: 513-3254217
Springfield, Ohio 45505
United States of America

Mailing Phones
Current: Apr 16, 1993 - (No end date) Primary: None Provided
1629 Tibbetts Ave Mailing: 513-3254217

Springfield, Ohio 45505
United States of America

[ Update Addresses and Phones ]
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To update Addresses and Phones, perform these steps:

Instructions

1. On the Addresses and Phones page, click the Update Addresses and Phones link at the
bottom of the page.
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&R Your active addresses are sorted by address type.
Addresses and Phones
Billing Phones
Current: Apr 16, 1993 - (No end date) Primary: None Provided

1629 Tibbetts Ave Biling: 513-3254217

Springfield, Ohio 45505

United States of America
Mailing Phones
Current: Apr 16, 1993 - (No end date) Primary: None Provided

1629 Tibbetts Ave Mailing: 513-3254217

Springfield, Ohio 45505

United States of America

A 4
[ Update Addresses and Phones ]
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2. On the Update Addresses and Phones-Select Address page, click the Current link.

Addresses and Phones
Billing Phones
Current: Apr 16, 1993 to (No end date) Primary: None Provided

1629 Tibbetts Ave Billing: 513-3254217
Springfield, Ohio 45505
United States of America

Mailing Phones
Current: Apr 16, 1993 to (No end date) Primary: None Provided

1629 Tibbetts Ave Mailing: 513-3254217
Springfield, Ohio 45505
United States of America

Type of Address to Insert: | sglact e

Update Addresses and Phones - Select Address

E Entering overlapping dates may change the effective dates on existing address records.

Change of address information and USPS forms are available through this link.

&R Update an existing address by selecting the link next to the corresponding address. Insert a new address by choosing the address type from the list and selecting Submit.
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3. On the Update Addresses and Phones-Update/Insert page, in the corresponding fields, enter
the New Address and enter the New Telephone Number information.

Update Addresses and Phones - Update/Insert
“ Required fields on address update or insert are Valid From This Date, Address Line 1, City, State or Province, and ZIP or Postal Code; all other fields are optional. If Nation is
entered, only Address Line 1 and City are required. Wh en updating an address you do not need to change the Valid From This Date value.
Mailing
Valid From This Date: MM/DD/YYYY [g4/16/1903
Until This Date: MM/DD/YYYY
Address Line 1: 1629 Tibbetts Ave
Address Line 2:
Address Line 3:
City: Springfield
State or Province: Ohio -
ZIP or Postal Code: 45505
County: Mot Applicable v
Nation: United States of America v
Area Code:
Phone Number: OR International Access Code
and Phone Number:
Extension:
Unlisted in Web Directory: O
Delete this Address: O
Phone Type Area Phone Ext. International Unlisted Delete
Code Number Access Code
and Phone Number
Mailing ¥ ||513 | 3254217 O O
Select = O O
Select & O O
Select M [} O
Select b O O
[ Select a Different Address to Update ]

4. Click Submit. The Update Addresses and Phones-Select Address page appears, displaying
the current information changes.



