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ADD A NEW ADDRESS TYPE
CAMPUS COMMUNITY > PERSONAL INFORMATION (STDUENT) > BIOGRAPHICAL (sTUDENT) > ADDRESSES/PHONES  > Addresses
1. Log into PeopleSoft

2. Navigate to the above through the left-hand menu
3. Type in the ID or search by other data if necessary
4. Click SEARCH
5. Click VIEW ALL to verify that the address type does not already exist
6. In the Add Address Types column on the right hand side, click on the check box to the right of the new address type you are adding (for example: Mailing)
7. In the Add Address section, click on the Edit Address link
8. Type in the address information and click OK
9.  Review the address that appears in the Add Address section and click SUBMIT. (If you have made a mistake, click on the Edit Addresses link and correct)

10.  A green check will appear to the right of the address type telling you that it is okay to add this type

11.  Scroll to the bottom of the Addresses page and click SAVE
Note: SSU only records the following address type: Home, Mailing, Billing, On Campus, and Diploma.  DO NOT USE any other address types.
