How to Add or Update Addresses
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1) Sign into your
student portal at
my.ucsc.edu.

2) Click Main

Menu, then My
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3) In the Personal
Information
section, choose
Addresses from
the drop down
menu. Click “Go.”




Add an Address

4) To add an
address, click Add
a New Address.

Ok | Cancel|

f Personal Information W Security ]
| addresses ” phone numbers ” email addresses ” emergency contacts |
Addresses
Wiew, add, change or delete an address,
Address Type |Address
Pl ;i:tgag:slze g: 35062 _edit |
Bilimg éggtgag:slze g,ta 95062 _edit | delete |
Permanent ;ggtgag:slze g; 95062 _edit |
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Edit Address
&
Country: United States Change Country -
Address 1: |
Address 2: |
Address 3: |
City: | State: Q Posta|
County: |

4a) If the address is
in the United
States, skip to step
4c. If the address is
not in the United
States, click
Change Country.

Look Up Country
Search by: |Country vlbeginswith|u| -
Look Up | Cancel |Advanced Lookup

4b) Scroll through
the list to pick the
country, or enter
the first letter in
the country name
and click Look
Up.

Search Results P
“Wienn All 1-100 of 247 )] Last
Country Description
ARV Aruba
AFG Afghanistan
AGO Angola
AlA Anguilla
ALA Aland I=lands
ALH Alhania
AND Andorra
Edit Address
Country: United States Change Country

Address 1 [990 Slug Drive

Address 2 |

Address 3t |

City: [capitola State:[ca @ Califania

County: |
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Ok | CEnceIl

4c) Enter the
address and click
OK.




Addresses 4d) SElECt the
Add a new address address type(S) fOf

Werify your address information below and select the address type(s) associated with it on the right, this addreSS.
An asterisk (*) to the right of a type indicates that another address is already associated with this type. If you -
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display only or is otherwise unavailable for association with an address,
address type can be
990 Slug Drive Edit Addrass Mail g £ found In The
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save | Changes.”
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4e) Enter the date
the new address
should begin to be
used.

4f) Click Save.

Add a new address

Save Confirmation

O/ The save vas succasshul 49) This screen

< confirms the
o] address was saved.
Click OK.




Update an Address
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Wiew, add, change or delete an address,

Address Type |Address |

990 Slug Drive
Capitola, CA 95010
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Santa Cruz, CA 35062
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Delete an Address
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Security ]

| addresses ” phone numbers || email addresses ”
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View, add, change or delete an address,

Address Type |Address |

990 Slug Drive
Capitola, CA 25010
123 Sample St

Santa Cruz, CA 95062
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5) To update an
address, click the
Edit button next to
the address.
Follow steps 4a —
4qg above.

Addresses

Delete Address

Delete Billing Address

123 Sample 5t
Santa Cruz, CA 95062

Date delete will take effect

P

D'ELETE | <
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0zf26/2009 (exarnple: 12/31/2000)
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6) To delete an
address, click the
Delete button next
to the address.
Some address
types are required
and so cannot be
deleted, only
updated.

6a) Enter the date
after which this
address should not
be used.

6b) Click Delete.

Delete Address

Delete Confirmation

?

Hi Are you sure you want to delete this address (Billing)?

VES - DELETE | ge——dlawlonarneiere |

6¢) Click Yes -
Delete.




