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Add Address via Student Center

Concept

The QuickAddress (QAS) system validates addresses against the &8s Postal Service
address file. QAS also automatically corrects nasms, applies preset address standards and
auto-fills missing information (county, 4 digit aed This topic covers how to add addresses via
the MaineStreet Student Center using the QuickAsidsgstem.
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Procedure

Step Action

1. From the MaineStreet Portal, click tBeudent Self-Service link.

2. Click theStudent Center link.
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Step | Action

3. To add a new address, click on the drop-down amnative other personal
information field.

I other persanal... VI
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Your Student Center

Enroliment

My Class Schedule
wiizh List

Academic History
Grades ECO 100J-0001

LEC (7603)
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LEC (7789)
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LEC [7938)
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Your Home Address
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Gradebook

Schedule

SEARCH FOR CLASSES

Mo Hold,
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Location: TBA
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Location: TBA
MoWe 11:004M -
12:150M
Location: TBA
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Location: TBA
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weekly schedule b

Your Mailing Address

My Home Address
Bangar, ME 04401

other personal... Your Home Phone

My Mailing Adcress
Bangar, ME 04401

Your UMS email address

207/893-9999

myname@meine edu

~ To Do List
~ Enrollment Dates

Enrollment Appointment
You may begin enrolling
for the 2008 Fall Regular
Academic Session session
on January 20, 2008,

details b

Program Advisor

Mone Assigned

Sign out

3

| @

& Local intranet F100% -

Action

Click the Addresses list item.
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Your Student Center

53

= SEARCH FOR CLASSES
Enrollment Bloeadines URL Gradebock
My Class Schedule =
Wish List Holds
Schedule Ho Hold!
Academic History
TuTh 12:30PM -
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Location: TBA
HTY 200-0003 TuTh 11:004M - details b
Lec (8058) 12:15PM
Location: TBA
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Lacation: TBA Program Advisor

waekly schadule B Gl fecimed

~ Personal Information

[ Contact Information
Slemar farien Your Home Addrass “Your Msiling Addrass
Names L
Ussr preferances My Home Address My Mailing Address
Bangor, ME 04401 Bangor, ME 04401
Addresses b ® Your Home Phone Your UMS email address
207/999-9993 my name@maine sdu

il | &
%J Local intranst F 100% v

Step Action

5. Click theGo button.
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(S

Workiist Add to Favorites.

Student Name do.lo ¥®

Addresses

View, add, change or delete an address.

Address Type |Address | |

My Home St

Home Bangor, ME 04401-2592 edit
Penobscot
Wy Mail St

Mail Bangor, ME 04401-2592 edit
Panobscot

ADD A NEW ADDRESS

goto... v|®

Done

& Local intranet F100% -

Step | Action

To add a new address, click thdd a new address button.
| ADD A NEwW ADDRESS |
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>
QuickAddress Address Selection
Address Line 1 |
Address Line 2 |
Address Line 3 |
city [
State [
Postal Code [
County |
Search Cancel
powered by
Quick Address
Done %J Local intranst F 100% v
Step Action

7. The QuickAddress 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 informaimunty, 4 digit code).

Enter the appropriate City in tl@ty field.

9. Enter the appropriate State into ®tate field.

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

11. | Now you're ready to run a search to validate tldress$ you've entered and
standardize its format.

Click the Sear ch button.
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»
Edit Address
Country: United States Chanae Countri
Address 1:
Address 2:
Address 3
Postal: City: State: Maine
County:
OK Cancel QuickAddress
Override
& Localintranet 100% v
Step | Action

12. | If QAS was able to validate the address you entdhedaddress text will appear
grayed-out. Notice the address is entered in tbhpgsrcase 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, clickdKebutton.

OKl
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Home Worklist Add to Favorites. Sign out
=
Student Name
Addresses
Add a new address
erify your address information below and select the address type(s) associated with it on the right.
An asterisk (*) to the right of a type indicates that another address is already associated with this type. If you
choose this type, you will automatically override the previous address. Any type that is grayed out is for
display only or is otherwise unavailable for assaciation with an address.
Add a new address
16 Billing 5t Edit Addresd
Bangor, ME 04401-5106
Penobscot
Date new address will take effect [01/28/2008]( (example: 12/31/2000)
SAVE
Return to Current Addresses
%J Local intranst F 100% -

Step Action

13. | The next step is to select the appropriate addypssin theAdd Address
Types section. Place a checkmark next to the appropaiddeess.

Note: if the new address should not go into effectlunfuture date, enter the future
date in theDate new address will take effect field.

14. | Click theSave button.

SAVE
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(S
Add a new address

Save Confirmation

LT —
fox]

& Local intranet F100% -

Step | Action

15. Iick theOK button.

16. | End of Procedure.
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