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Procedure

Home Workist Add to Favorites Sign out
Help

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. Click the Campus Community link.

[ Campus Community
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A

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 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...

ﬁcummunmanons
Wanage communications for a person or an

external organization

[ Person Communications

[ Organization Communications

[ Mass Change - Communications
4 ore.

ﬁ Comments
Track comments for a person or external

organization
[ Comments - Persan
[ Comments - Organization
[ Set Up Comments

2 More:

Service Indicators {Student]

Service Indicators

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

I Service Indicator Data

= Active Service Indicators

=] Service Indicator Audits:

‘your insttution

= Service Indicator Data

= Active Service Indicators
=l Service Indicator Audits

Committees Campus Event Plannil
Hanage committess inside your insttution
=l Manage Committees
= Committee Type/Role

3 Event Management

[ Wiew Event information
[ Set Up Events

= Addiupdate a Person

<

(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:

Grant or limit a student's access to services at

Plan an in-campus or an off-campus event

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

ﬁ Checklists
Manage checklists for a person, an external

organization or an event
[CiPerson Checklists
(1 Organization Checkiists
C1Event Checkiists

5 More

ﬁ 3C Engine
Manage and run the 3C Engine.

[15et Up 3C Enaine
=] 3C Engine Trigger Resutts
=1 Run 3C Engine

ﬁ 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

% Local intranst F 100% -

Action

You will edit a student's address so click Beesonal | nformation (Student) link.

Click theAdd/Update a Person link.
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Home Worklist Add to Favorites Sign out
= Personal Information A New Window | Help | n

(Student)
I Biographical (Student)
> Identification (Student) Add/Update Person
> Participation Data Enter any information you have and click Search. Leave fields blank for a list of all values

(Student)
I Biodemo Processes Find an Existing Value | Add a New Value

(Student)
[ Health Information

(Student) ID: begins with

— Search/l

— AddiUpdate a Person Mational ID: | begins with

v
Campus ID:| begins with
~
v

[ SEVIS Last Name: begins with

[> Checklists

e First Name:| begins with |+

[ Gomments [include History [ Correct History []Case Sensitive

[» 3C Engine

[> Senvice Indicators

I Senice Indicators Search | Clear | Basic Search (B Save Search Criteria
(Student)

[» Organization

> Committees Find an Existing Value | Add a New Value

[» 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

& Local intranet H100% -

Step | Action

4, On theAdd/Update Person page, if you know the student's MaineStreet IDegeitt
in thel D field. Alternatively, you can enter the studentsme.
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New Student

*Effective Date: 01/28/2008

Biographical Details | Addresses Regional Um Pers Inst Rel

“cencr

National ID

Address Type: Home Addresses
Effective Date: (01/28/2008

Status: Active

Country: USA

Address:

16 Central St

Bangor, ME 04401-5106

Penobscot

= save | £LReturn o Search | [=] Notify | ) Refresh |

Biographical Details | Addresses | Regional | Um Pers Inst Rel

*Marital Status: Single v | Asof: |01/28i2008

stom
*Country *National ID Type MNational ID Primary
Usa Q Social Security Number

“Type Phone Ext Country [Preferrea |
EIE

Citizenshin
ErAdd| FUpdateiisplay | 2] Include History | [5# Correct History |

Names
Person Information

Date of Birth: B Birth Information
Biographical History

First (11 1 of 1 ¥ Last

FH[E=

| Find First 1) 1 of 1 L2 Last

<

%J Local intranst F 100% -

Step Action

5. On theBiographical Details page, click théAddresseslink.

Addresses
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_Home Worklist _Add to Favorites _Sign out
(S
New Window | Help | Ci Page | B
Biographical Details | Addresses Regional Um Pers InstRel
New Student 0537665 [H]
Current Addresses Customize | Find oon) B8 Fist 4] gope [H Last
Effective Date [Status | C0i0VieW Address
Detail
16 Home 5t "
Home  Bangor, ME 04401-5106 01282007 Acive  EOUView Address
Detail
Penobscot
|Add Address Add Address Types
Effective Date: |01/28/2008 Status: 0O = Home
Mailing
Country: USA QU United States -
[0 Business
Address: Edit Addi Add Linkag
Seiaddess [e2s nkege O Residence Hall
O Campus
Submit Reset [0 siling
[0 Check
* Active address exists
Explain
@ save | S\Returnto Search | [=] Notify | s Refresh | Eradd | FupdateDispla Z Include History [& Correct History
B hical Details | Addresses | Regional | Um Pers Inst Rel
& Local intranet E100% v

Step | Action

In the Current Addresses section of the page, click on tEglit/View Address
Detail link.

Edit"View Address
Detail
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=
Mew Window | Help | Customize Page | 15,
Address Histery
Address Type Home
Address History Find First [4] 1.0f 1 [+ Last
Effective Date  Country Status Address =
18 Home 5t Update Addresses|
0282007 USA Active Bangor, ME 04401-5108 s
Address Linkage
Penobscot
oK Cancel Refresh
Done %J Local intranst F100% v

7. To edit an already entered Address Type, you nilgiaaeffective-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@ftdress History section and the
Update Addressdsk appears. Today's date appears by defauftditfective Date
field. You can change the Effective Date to a fatdate if warranted.

Click theUpdate Addresses link.
Lpdate Addresses|
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Home Worklist Add to Favorites _Sign out
>
New Window | Help | Ci Page | B
Edit Address
Country: United States Ehange Couniré
Address 1:
Address 2:
Address 3:
Postal: City: State: Maine
County:
aK Caricel QuickAddress
Qerride
& Local intranet F100% v

Step | Action

9. Click theQuickAddress button to change the previously entered address.

QuickAddress
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New Window | Help | Customize Page | o,

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% -

the

Step Action
10. | On theQuickAddress Address Selection page, enter the appropriate address into
AddressLine 1 field.
11. | Enter the appropriate City into ti@ity field.
12. | Enter the appropriate State into ®tate field.
13. | Enter the appropriate Zip Code into tPastal Code field.
14. | 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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»
Mew Window | Help | C: Page | /&

Edit Address

Country: United States Change Country

Address 1:

Address 2:

Address 3:

Postal: City: State: Maine

County:

Ok Cancel
Override
Done & Localintranet 00% v
Step | Action

15. | If QAS was able to validate the address you entdhedaddress text will appear
grayed-out. Also notice the address is entereldrptoper case 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.

Ok |
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Worklist Add to Favorites Sign out

(=3
New Windaw | Help | Customize Page |

Address Histery

Address Type Home
Address History First 4] 1.2 012 [*] Last
Effective Date Country Status Address EI
01/28/2008 | [USA Q |Active _| Z8HbmeE] Updaie Addresses
Bangor, ME 04401-5105
Address Linkage
Penobscot
Effective Date Country Status Address [#[=]
16 Home St Update Addresses
VIR GEw AR Bangor, ME 04401-5106
Penobscot Address Linkage

oK Cancel Refresh

%J Local intranst F 100% -

Step Action

16. | Click theOK button.
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e Workiist
»

Mew Window | Help | C:

Add to Favorites

Sign out

=
page | B

Biographical Details | Addresses Regional

Um Pers InstRel

New Student 0039999 [H]
Current Addresses Customize | Find cat) B First (4 gor1 M Last
Effective Date [Status | C0i0VieW Address
Detail
16 Home St §
Home  Bangor, ME 04401-5106 012812008 Active  CoilViewAddress
Detail
Penobscot
|Add Address Add Address Types
Effective Date: |01/28/2008 Status: 0 - Home
Mailing
Country: USA QU United States -
[0 Business
Address: Edit Addi Add Linkag
SR, (e2s nkeae [J ResidenceHall
O Campus
Submit Reset O Billing
[0 Check
* Active address exists
Explain
@ save | S\Returnto Search | [=] Notify | s Refresh | Eradd | FupdateDispla Z Include History [& Correct History

hical Details | Addresses | Regional | Um Pers Inst Rel

& Local intranet

H00% -

Step | Action

17. | Click theSubmit button.

18. | Click theSave button.

19. | End of Procedure.
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