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Module Objective

This module explains how to locate a student's address, phone, or email address.

Module Contents

This module contains the following lessons:

Lesson 1: Locating a student's address
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Lesson 1: Locating a student's address
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 Steps to locating a student's address:

Navigation: CAMPUS COMMUNITY > PERSONAL INFORMATION (Student) > ADDRESSES/PHONES > ADDRESSES
	Item
	Action

	1
	Click on the links in the navigation listed above; a search page will appear.
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	Item
	Action

	2
	Enter the student's Empl ID or last and first name, then click the yellow "Search" button:


	Item
	Action

	3
	There are many possible addresses.  In this example, 2 of 5 are showing.   
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	4
	To see all address types, click "View All"
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	4
	To look at another student, scroll to the bottom and click on Return to Search.
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Lesson 2: Locating a student's phone
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 Steps to locating a student's phone:

Navigation: CAMPUS COMMUNITY > PERSONAL INFORMATION (Student) > ADDRESSES/PHONES > PHONES
	Item
	Action

	1
	Click on the links in the navigation listed above; a search page will appear.
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	Item
	Action

	2
	Enter the student's EmplID or last and first name, then click the yellow "Search" button:
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	Item
	Action

	3
	To view next student, scroll to the bottom and click on Return To Search.
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Lesson 3: Locating a student's email address

[image: image10.png]


 Steps to locating a student's email address:

Navigation: CAMPUS COMMUNITY > PERSONAL INFORMATION (Student) > ADDRESSES/PHONES > ELECTRONIC ADDRESS
	Item
	Action

	1
	Click on the links in the navigation listed above; a search page will appear.


	Item
	Action

	2
	Enter the student's EmplID or last and first name, then click the yellow "Search" button:
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	Item
	Action

	3
	The student's email address appears
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	Item
	Action

	3
	To view next student, scroll to the bottom and click on Return To Search.
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