Sonoma State University

Common Management System

Student Administration

Peoplesoft hcm 8.9

CHANGE AN ADDRESS
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 you need to change already exists
6. Click on the Edit/View Address Detail link to the right of the address you need to change (for example: Home)
7. Click on the + button to insert a new effective dated row. (This preserves the current address for historical purposes. NEVER delete a row)
8. Click on the Update Addresses link
9.  Make the necessary changes to the address and click OK
10.  Review the address on the Address History section and click OK. (If you have made a mistake, click on the Update Addresses link and correct)
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.
