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Student Self-Service: Adding Addresses

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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Home Add to My Links Sign out

My Links: | Select One: ~

Personalize Content Layout Sun, bar9 08 5:25PM Homepage Help
MaineStreet Hews B &
[ Employee SeltService
[> Student Self-Service
[ Enterprise Applications
[ Training Tools & Matetials
[ Technical Support
— Ehopping Plaza
— My Personalizations

Welcome to the MaineStreet UMS portal.
In tarch or April (depending on your campus),
registration for Fall 2008 classes will be done in information, tools, and resources specific to your role in the Univeralty of Maine System as a faculty
MaineStreet, not in WebDSIS, Financial Aid member, staff member, student or applicant for admission.

information will rerain in WebDSIS until February
20089,

fNiews from MaineStreet Wid-February 2008 issue

Step Action

1. From the MaineStreet portal, click tBeudent Self Service link.
[ student SelfSemice |

2. Click theStudent Center link.
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MaineStreet

Procedure

Your Student Center sl
SEARCH FOR CLASSES |
Envollment Bdoeadiines U= [ sradebook
My Class Schedule " "
Wizh List This Week's Schedule
Llass Schedule Mo Holds,
Academic History X _
Grad [, ECO 10o-00a1 TuTh 12:30PM
rades E] LEC (7603) 1:45PM
Location: TRA No To Do's,
- MoWe 9:30AM -
[other acadernic.. ¥ | [ e [1?2?0;9]0020 101454H ~ Enroliment Dates
Location: TBA
SEr 100K-0005 Mo e 11:004M - Enrollment Appointment
£ 12:15PM “fou may bagin enrolling
LEC (7938] Location: TEA for the 2008 Fall Regular
Academic Session session
[, GEY 101K-0011 :-i;;;ﬁqopM - on January 20, 2008, =
D Lap (7940) !
Location: TBA
5, HTY 200-0003 TuTh 1Li004M - details b-
LEC (8038) Location: TBA
D LEc (Bos4) Gi40PM dvi
Location: TBA EpporslRusison
weekly schedule b ieme CeEghe
~ Personal Information
Demoagraphic Data Contact Information
Hemographic Uata
Emergency Contact
Your Home Address Your Mailing Address
Names =
User Preferences My Home Address My Mailing Address
Bangor, ME 04401 Bangor, ME 044001
other personal... %) Your Home Phone Your UMS email address
207/999-9999 iy name@maing edu
v
4| 1 | =
.Q Local intranet #100% -

Step  Action

3. To add a new address, scroll down toPessonal | nformation section of the Student
Center and click on the drop-down arrow in titieer personal information field.

I other persanal... VI
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Your Student Center

Enrollment

My Class Schedule
wish List

Academic Histary
Grades

(ether academiz IO

E“éDEad\inas

Class
E‘ﬂ ECO 100J-0001
o
LEC (7803)

[, EMG 120H-0020
@ Lec 7789)

[, GEY 100K-D005
9 Lec r7938)

[, SEY101K-D01L
D Lep r7540)

[, HTY 200-0003
D Lec rs058)

[ HTY 388-0001
9 Lec rs0s4)

@‘ URL

[% Gradebock

This Week's Schedule

Schedule

TuTh 12:30PM -
1:45PM
Location: TBA

Moie 930AM -
10:454M
Location: TBA

Mowe 11:00AM -
12:15PM
Location: TBA

Mo 1:00PM -
3115PM
Location: TBA
TuTh 11:004M -
12:15PM
Lacation: TBA
Tu 4:10PM -
Grd0PM

SEARCH FOR CLASSES |

Mo Holds,

Mo To Do's,

7 Enroliment Dates

Enrollment Appointment
“fou may begin enrolling
for the 2002 Fall Regular
Acadernic Session session
on January 20, 2008,

details b

Program Advisor

Location: TBA

Mone Assigned

other parsonal... %

weekly schedule B

Contact Information

Your Mailing Address

My Mailing Lodress
Bangor, ME 04401

Your Home Address

My Home Address
Bangor, ME 04401

Your Home Phone
207/993-9999

Your UMS email address
my namegnaine. edu

< 1ii

| =

[%

"Q Local intranet

H 100%

Step  Action
4, From the drop-down menu, click éxddressesto select it.
|Addresses |
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Your Student Center &

Enrollment E&Deadlines ’@ UFRL @ Gradebook

My Class Schedule - -
e This Week's Schedule
Class Schedule Mo Holds,
Academic History ) _
Grodes [, ECO 100)-0001 'lr?;r;p:ﬂz.aupm
= 9 ke (7e0m) 149P -
Location: TBA No To Do's.

Loman _
(: EMG 120H-0020 8 2
ke ; Enroliment Dates
Ei" LEC (7729) 10:454M

Location: TBA

SEARCH FOR CLASSES |

GEY 100K-0005 MoWe 11:00AM - Enrollment Appomtmept
Ea 12:15PM You may begin enralling
LEC (7938) Location: TBa for the 2002 Fall Regular

Academic Session session

Mo 1:00PM - an January 20, 2008,

3113PM
Location: TBA

TuTh 11:004M -

[, SEY101k-0011
D Lep (7340)

Eo ES(ZEDD%’E?)DDS 12:15PM details
Location: TBA

0 Lec (2064) £:40PM o v
Location: TBA [z [FETm visor

weekly schedule B Mone Assigned

¥ Personal Information

Demoaraphic Data Contact Information

Emergency Contact Your Home Address Your Mailing Address

lzmes L
User Prefarences My Home Address My Mailing Address

Biangar, ME 04401 Bangor, ME 04401
Addresses v|® Your Home Bhone Your UMS email address

2071/999-9939 Ty Name@maing . edu

< i | =
| .Q Local intranet H100% -

[%

Step  Action
5. Click theGo button.
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# MaineStreet —
ome Worklist Add to Favorites
=13
Student Name 2]
Addresses
View, add, change or delete an address.
Address Type |Address | |
Home hg\;:ogr%er'gtME 04401-2592 edit
Penobscot
Mail “S‘QTZHUSJ, ME 04401-2592 edit
Penobscot
ADD A NEW ADDRESS |
T —C
Done ‘QLocaI intranet H100% -
Step  Action
6. On theAddr esses page, click thédADD A NEW ADDRESS button to add an address.
| ADD A NEW ADDRESS |
Page 6
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# MaineStreet

Worklist Add to Favorites

=13

QuickAddress Address Selection
[Mclress Line 1

|
Address Line 2 |
Address Line 3 |
city |
|

|

|

State

Postal Code
County

Search ‘ Cancel |

powered by

Quick Address

Done

‘j Local intranet H100% -

Step  Action
7. The QuickAddress Address Selection page opens.

The Quick Address (QAS) system validates addresses against thd lat8sPostal
Service address file. QAS also automatically casretisspellings, applies preset
address standards and auto-fills missing informagounty, 4 digit code).

Enter the street address for the address typengoadaing in thé\ddress Line 1
field.

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

9. Enter the appropriate State into ®tate field.

10. Enter the appropriate Zip Code into fPastal Code field.
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# MameStrcet

ome Worklist Add to Favorites
3

QuickAddress Address Selection

Address Line 1 [16 hilling straet
Address Line 2 |

Address Line 3 |

City [bangor

State |me

Postal Code 04401

County

powered by
Quick Address

Done

‘a Local intranet H100% -

Step  Action
11. Now you're ready to run a QAS search to validageaitidress you've entered and
standardize its format.

Click the Sear ch button.

Page 8 Last changed on: 7/28/2008 9:42 AM



' Process Document
MaineSteet Student Self-Service: Adding Addresses

# MaineStreet

Worklist Add to Favorites

=13
Edit Address
Country: United States Ehange Couniri
Address 1:
Address 2
Address 3:
Postal: City: State: Maing
County:
0K I Cancel I QuickAddress
Querride
‘3 Local intranet H100% -
Step  Action

12. If QAS was able to validate the address you entdhedaddress text will appear
grayed-out. Notice the 4- digit postal code wasealdd

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

If QAS has no record of the address you entered have three options:

* Display all street numbetsthis lists all addresses that most closely m#ieh
address you entered and you can enter the mostclmstching address.

* Use Original search addres$his prompts QAS to accept the address you
originally entered.

* Edit original search address and search agtiis returns you to the screen where
you entered the address and allows you to ediadhdeess.

After the correct address is entered onEll@ Address page, click theOK button.

)
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# MameStrcet

Worklist Add to Favorites Sign out
3

Student Name

Addresses

Add a new address
Verify 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 vou

choose this type, you will automatically override the previous address. Any type that is grayed out is for
display only or i= otherwise unavailable for as=ociation with an address.

Add a new address Address Types
16 Billing St [] Home *
Bangor, ME 04401-5106
Penobscot O mail =
|:| Business
C: *
Date new address will take effect |01/28/2008 [ (example: 12/31/2000) =meus
[] eilling
SAVE O] Check

Feturn to Current Addresses

‘a Local intranet H100% -

Step  Action
13. The next step is to select the appropriate addypssin theAdd Address
Types section. Place a checkmark next to the appropaiddees

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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Add to Favorites
Add a new address Saved
Save Confirmation
“ The Save was successful.
foki
4 i ] >
@Local intranet H100% -
Step  Action
15. Click theOK button.

16. End of Procedure.
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