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Procedure 
 
 
  

 

 
Step Action 

1.   Click the Campus Community link. 
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Step Action 

2.   You will edit a student's address so click the Personal Information (Student) link. 

3.   Click the Add/Update a Person link. 
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Step Action 

4.   On the Add/Update Person page, if you know the student's MaineStreet ID, enter it 
in the ID field. Alternatively, you can enter the student's name. 
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Step Action 

5.   On the Biographical Details page, click the Addresses link. 
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Step Action 

6.   In the Current Addresses section of the page, click on the Edit/View Address 
Detail link. 
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Step Action 

7.   To edit an already entered Address Type, you must add an effective-dated row to the 
Address History section for that Address Type. 
 
Click the + sign to add a new row. 

 
8.   The new effective-dated row appears at the top of the Address History section and the 

Update Addresses link appears. Today's date appears by default in the Effective Date 
field. You can change the Effective Date to a future date if warranted. 
 
Click the Update Addresses link. 
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Step Action 

9.   Click the QuickAddress button to change the previously entered address. 
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Step Action 

10.   On the QuickAddress Address Selection page, enter the appropriate address into the 
Address Line 1 field.  

11.   Enter the appropriate City into the City field.  

12.   Enter the appropriate State into the State field.  

13.   Enter the appropriate Zip Code into the Postal Code field.  

14.   Now you're ready to run a search to validate the address you've entered and 
standardize its format. 
 
Click the Search button. 
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Step Action 

15.   If QAS was able to validate the address you entered, the address text will appear 
grayed-out. Also notice the address is entered in the proper case and the 4- digit postal 
code was added. 
 
If QAS incorrectly altered the address, click the Override link to change the address 
entered by QAS. 
 
When the correct address is entered, click the OK button. 
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Step Action 

16.   Click the OK button. 
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Step Action 

17.   Click the Submit button. 

 
18.   Click the Save button. 

 
19.   End of Procedure. 

 
  


