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Procedure

Add to Favorites Sign out

Help

Workiist

Menu -]
Search:

@
[ My Favorites

[ University of Maine Systems
[ Self Service

[ Workforce Administration
> Campus Community

I Student Recruiting

[ Student Admissions

[ Records and Enroliment

[ Curriculum Management
[ Financial Aid

[ Student Financials

- Academic Advising

[> Contributor Relations

[> Set Up HRMS

[> Set Up SACR

I- Enterprise Components

I QuickAddress Pro Web Int.
[ Worklist

[ Application Diagnostics

> Tree Manager

> Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password

— Wy Personalizations

— Lly System Profile

— Ly Dictionary

" PeopleSoft

% Local intranet: H 0% -

Step Action

1. Addresses are added and edited fiedit Address page. There are different
navigation paths to thedit Address page. For this example, click tRampus
Community link.

[- Campus Community
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Waintain bio/demo information about people and organizations, maintain 3 information

[» Personal Information
[» Personal Information

pg\ Campus Community

Add to Favorites gn out

Personal Information
Enter personal data, biographical, heatth,
identification and participation information.

(Student) " Student Services Center A Student Services Cir {Student
I SEVIS W View an at-a-giance overview of astudentzs W View an at-a-glance overview of a student;s
I Checklists information. Find quick links to more detailed information. Find quick links to more detailed
> Communications information and to common administrative information and to common
© Comments tasks. tasks.
I» 3C Engine
[> Service Indicators
I Senvice Indicators ﬁ Personal Information ( Student] SEVIS
(Student) Enter personal data, biographical, heatth, \laintain and evaluate SEVS reportable
[ Organization identification and participation information for a information for F, I and J visa hokders.
I Committees student. 1120 Forms
I Campus EventFlanning =] SearchiMatch CIEM Alerts
I National Student Index 5] Address Search [C £/M Full Course Exceptions
NZL =l AddilUpdats a Person 10 Wore:

— Student Services Center
Student Sewvices Cir
Student

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
[ Curriculum Management
[+ Financial Aid

[- Student Financials

> Academic Advising

[- Contributor Relations

[> Set Up HRMS

[> Set Up SACR

[~ Enterprise Components
[ QuickAddress Pro Web Int
[ Worklist

(- Application Diagnostics
(- Tree Manager

[ Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service

— Change My Password

— My Personalizations

— My System Profile

— My Dictionary

5 More...

Communications
Wanage communications for a persen or an
external organization
[ Person Communications
[ Oroanization Communications
[ Mass Change - Communications
4 More.

Comments
Track comments for a person or external
organization
[ Comments - Persan
=) Comments - Organization
[ 5et Up Comments
2 More.

4 P

Service Indicators {Student]

Grant or limit a student's access to services at
‘your insttution

= Service Indicator Data

= Active Service Indicators

=l Service Indicator Audits

Service Indicators

Grant or limit an individual's access to
services at your institution

I Service Indicator Data

= Active Service Indicators

=] Service Indicator Audits:

Campus Event Plannil

Plan an in-campus or an off-campus event
3 Event Management

[ Wiew Event information

[ Set Up Events

= Addiupdate a Person

Committees

Hanage committess inside your insttution
=l Manage Committees

= Committee Type/Role

= Address Search
=l Add/Update a Person
& More...

Checklists
Manage checkiists for a person, an external
organization or an event
[CiPerson Checklists
(1 Organization Checklists
[CaEvent Checkiists
5 More.

4

3C Engine

Wanage and run the 3C Engine.
(1 5et Up 3C Engine

] 3C Engine Trigger Results
=1 Run 3C Engine

4

Oraanization
Wanage extemal organizations information
C1Create/Maintain Qrganizations
=] Change Organization ID
(1 Review Organizations
4 More

Hational Student Index NZL

Frocess NSI data to and from the NZL Ministry
of Education and review suspense file.
[CiProcess NS|

EINS| Suspense

FEINS| Additional Data

e

hittps:/fpsfn.maine. sdu:7802/psp/CSTST/EMPLOYEE(HRMS/c/CC_BIO_DEMO_DATA_STDNT.ADDRESS_SRCH.GEL?PORTALPARAM

%J Local intranst F 100% -

Action

(Student) link.

You are entering an address for a student so tHieRer sonal | nformation

Click theAdd/Update a Person link.
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= Personal Information A

(Student)

I Biographical (Student)

I» Identification (Student)

I Participation Data
(Student)

[ Biodemo Processes
(Student)

[ Health Information
(Student)

— Search/l

[ SEVIS
[> Checklists
[> Communications
I» Comments
[» 3C Engine
[> Senvice Indicators
[+ Semvice Indicators
(Student)
[» Organization
[» Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Semvices Cir
Student
[ Student Recruiting
[+ Student Admissions
[ Records and Enroliment
> Curriculum Management
[- Financial Aid
[- Student Financials
> Academic Advising
[- Confributor Relations
[ Set Up HRMS
[> Set Up SACR
(- Enterprise Components
[ QuickAddress Pro Web Int
[ Worklist
[ Application Diagnostics
[ Tree Manager

> Reporting Tools v

Add/Update Person
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Home: Worklist Add to Favorites Sign out

New Window | Help | /&,

ID: begins with

‘Campus ID:| begins with

Mational ID: | begins with

Last Name: begins with

v
v
v
v

First Name: begins with

v

[include History [ Correct History []Case Sensitive

Search | Clear | Basic Search (Bl Save Search Criteria

Find an Existing Value | Add a New Value

Done

& Local intranet H100% -

Step

Action

On theAdd/Update Person search page, if you know the student's MaineStizet
enter it in the ID field. You can also search toe student by entering their name.
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Biographical Details | Addresses Regional Um Pers Inst Rel

New Student 0099999 (] Mames
Person Information

Date of Birth: [ Birth Information Campus ID:

Biographical History

View A First (11 1 of 1 X Last
“Effective Date:  01/28/2008 [31 FH[=]
“Marital Status: | Single v| Asof: [01/28/2008

Gancer

National ID Customize | Find First 1] 1 of 1 ¥ Last
“Country  [*NationalbType ~|[HationaliD | ermay [
s a

VisaPermit Data Citizenshin
[E save | £\Return to Search | [=] Notify | 3 Refresh | s Add Update/Display | 2] Include History | [5# Correct History |

Biographical Details | Addresses | Regional | Um Pers Inst Rel

<

%J Local intranst F 100% -

Step Action

5. On theBiographical Details page, click théAddresses link.

Addresses
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Home: Worklist Add to Favorites Sign out

Mew Window | Help | C Page | &
Biographical Details | Addresses | Regional | Um PersInstRel
Mew Student 0093399 IB
No current addresses exist.
[Add Address Add Address Types
Effective Date: [01/28/2002 [ ggapue: 0O Home
ailing
Country: USA @ United States g vaiing
[0 Business
Address: it A A inkao;
Edit Address ddress Linkage [l Residence Hal
O Campus
Submit Reset [0 siling
[0 Check
B save [ E\Returnto Search | [] Motify | 3 Refresh ‘ B Add JE Include History | [5# Correct History
Biographical Details | Addresses | Regional | Um Pers Inst Rel
& Localintranet w100% v

Step

Action

There are several different types of addressesf alhich have effective dates and
will be stored as history. All students will hav@amanent address which will be
populated from the firdlome address entered and will never be changed. The
Permanent address is stored for research and rimayletrposes and is never
modified unless it was mistyped.

When communicating with students there are sewkffarent hierarchical address
types whereby if one type is blank, the next tyjlelve examined. If that one is also
blank, another one will be checked, and so on.&&eno need to enter the same
address in all the different types.

Although you are adding a new address, clickBtl# Addresdink in Add
Address section of the page.

Edit Address
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QuickAddress Address Selection

Address Line 1 |

Address Line 2

Address Line 3

State

Postal Code

New Window | Help | Customize Page | o,

|
[
[
city [
[
[
[

County

Search Cancel
pomered by
Quick Address

&J Local intranst EA00% v

Step Action

7. TheQuickAddress Address Selection page opens.
The Quick Address (QAS) system validates addresses against the lai8sPostal
Service address file. QAS also automatically casreusspellings, applies preset
address standards and auto-fills missing informaftimunty, 4 digit code).
Enter the first line of the address.

8. Enter the appropriate City in ti@&ty field.

9. Enter the appropriate State into Btate field.

10. | Enter the appropriate Zip Code into thestal Code field.

11. | Enter the appropriat€ounty into theCounty field.

12. | Now you're ready to run a search to validate thiresd you've entered and

standardize its format.

Click the Sear ch button.
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Step

Action

13.

If QAS was able to validate the address you enfehedaddress text will appear
grayed-out. Notice the address is entered in thpgrrcase and the 4- digit postal
code was added.

If QAS incorrectly altered the address, click eerride link to change the address
entered by QAS.

When the correct address is entered, clickOKebutton.

Ok |

Worklist Add to Favorites Sign out

=3
New Window | Help | Customize Page | .5,

Biographical Details Addresses Regional Um Pers InstRel

MNew Student EEEEE] m
No current addresses exist.
|Add Address Add Address Types
Effective Date: (011282008 [ seatus: [0 Home
Mailing
Country: USA @, United States oo
[0 Business
Address: Edif Address Address Linkage "
[ ResidenceHall
16 Central St
Bangor, ME 04401-5106 [0 Campus
Penobscot [ Biling
Submit Resst 00 Check
B save | L Return to Search | [ Hotify Q)REfresh‘ EAdd ] Include History | [ Correct History

Biographical Details | Addresses | Regional | Um Pers Inst Rel

& Local intranet F 00w~

Step | Action
14. | The next step is to select the address type iAtlieAddress Types section. Place a
checkmark next to the appropriate address.
Note: if this address should go into effect on a futueiedyou can enter the future
date in theEffective Date field.
15. | Click theSubmit button.
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Step | Action

16. | Notice the address you entered now appears iGuiheent Addresses section of the
page.

Note: if you had entered a futukeffective Date, the address will not appear in the
Current Addresses section until that date arrives. You can view loaage it by
clicking theEdit/View Address Detaiink.

Click theSave button to save the address.

17. | End of Procedure.
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