View/Update My Address
or Phone Number

(for Faculty and Staff)




Accessing the Personal Information Menu
To access the Personal Information Menu,

Qerform these steps:
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Personal Information

Answer a Survey

Change Security Question
View Addresses and Phones
Update Addresses and Phones
View E-mail Addresses

Update E-mail Addresses
Directory Profile

View Emergency Contacts
Update Emergency Contacts
Update Marital Status

Name Change Information
Social Security Number Change Information
Change your PIN

Need to update your PIN? Change it here.
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Instructions

e On the Personal Information Menu, click
View Addresses and Phones. The View
Addresses and Phones page appears.
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To update Addresses and Phones, perform these
steps:

e On the Addresses and Phones page, click the
Update Addresses and Phones link at the
bottom of the page.
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On the Update Addresses and Phones-Select
Address page, click the Current link.

Update Addresses and Phones - Select Address

&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.

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

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

Addresses and Phones

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

Springfield, Ohio 45505
United States of America
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Enter the New Address and enter the New
Telephone Number information.

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