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This document outlines the steps for updating student addresses in the GUI using
the validity date option. Validity dates gives the user the ability to change an
address using a future date. This process will use the following transaction code:
PIQSTO0O0.

SAP Menu Path and Transaction Codes:

SAP Easy Access
= | & | B S| v .

[ (] Favorites
= =1 SAP menu
[ (] Office
[* (] Cross-Application Components
[* [J Logistics
[ (] Accounting
[* [J Human Resources
== 29 Student Lifecycle Management

Enter the student’s UK Id number in the Student Number field or search by clicking the
possible entries icon.

Student File

€

E:
B
P

L

‘Student Number | (O Pl

- MajorsMinors/Options h Registratio Program Type Progression h General Data h.
Selection Criteria -

Key Date |E| Possible Entries lcon

Progression Results

Pragram Type = @




@ Student File
TER wEEHI PEWR A

SR 3 2 R/

@ Maintain Student Master Data
%2 [ Student & AccountBalance | AccountData T B

Doe, Jane; *09M11/1968; Female

Gender ) Male @ Female () TBD 28

Title 4 Mrs. ] Validon  04/24/2009

Last name Doe O Mo periods

First name Jane Initials

Middle name Mame prefix ]|

Known as Other title El

Mame at Birth Title El

1D number Birthplace

Birth date 0971171968 Birth ctry/reg. =]

Died on Entrd Mat.at Birth B

Mationality ] Other Mty B B
Marital Stat. B



Example # 1 - Student requested the PERMANENT address be changed effective today.

58|@ Maintain Student Master Data
%% [ Student | g AccountBalance | AccountData | TF (@

10702764
Doe, Jane; *09/11/1968; Female

Valid on B4/24/2009
Address Overview
|—|Co_ Address Description Valid From  |Valid To Maove |
_IIJS 620 South Broadway / Lexington KY 40506 01/01/0001  [12/31/9999 Both addresses are valid from
|us  |500 Park Place / New York NY 10022 01/01/0001  [12/31/9999 the begin date

4]
(~]

B e <[]
Move | PrintPreview |  Change History o]

Address Usages

= |3 unent
] 01/01/0001-12/31/9999 630 South Broadway / Lexington KY 40506 ] standa Current address is Lexington
- R i

] International

= k=Y Permanent

01/01/0001-12/31/9999 500 Park Place / New York NY 10022 ] Standard Permanent address is New York

Yalid From |Walid To Move
01010001 [12/31/9999
01010001 [12/31/9999

Make sure to use the Create icon
under the Address Overview section!

|
]I — =




ontract Partner Change: Adt

Business Partner 10702764 Jane Doe ! 630 South Broadway / Lexington KY 40506

Address Data
| . Print Preview ||
Street Address
Street
CityrState/ZIP Code
Country

Internat. Versions

1200 Wall Street
Mew Yark
U= United States

WY

| 2 - Enter new address |

10005

Time zone

PO Box Address
PO Box
Fostal Code

Communication

Other communication... |

Telephone Extension =2
Mobile Phone =
Fax Extension E
E-Mail

Standard Comm.Method Dependent -= Independent.. |

2 |
E_B - Enter valid-frum_j

Comments and valid-to dates
Address Valid From @4/30/2000 Address Valid To 12/31/9999|[=)

—G - Click green check__j

FI_E"'T': % | Print Preview Contract accounts Creditwarthiness

Address Overview

Co... |Address Description Walid From  |Valid To Move
US‘ 500 Park Place { New Yark NY 10022 01/01/0001  [12/31/9999
US  |630 South Broadway / Lexington KY 40506 \01/01/0001  (12/31/9999
US  [1200 wall Street/ New York NY 10005 04/30/2009 [12/31/9999
New address is listed in
Address Overview section
\ _ O
[0 [ [« [+]
m Mawve || Print Preview || Change Histaory |
Address Usages
=[] Standard Address
01/01/0001-12/31/9999 630 South Broadway / Lexington KY 40506
= [J Current
01/010001-12/31/9999 630 South Broadway / Lexington KY 40506 Standa
University Housin .
g - t_n'f | - 5 - Double click Permanent
niernationa address type to assign the usage
~ =9 Permanent
01/01/0001-12/31/9999 500 Park Place / New York NY 10022 Standard




Validity Period for Address Lisage
Valid From B4/730/2009  Valid To 12/31/9909

Co.. |Address Description Yalid From [Valid To
US  [630 South Broadway / Lexington KY 40506 010140001 [12/31/9999

_

6 - Select the new address
\__and click the green check

[«][¥]
(v ]gn %
Address Llsages
= [J Standard Address Previous and
01/01/0001-12/31/9999 630 South Broadway / Lexington KY 40506 H{I-Z'W address
= (] Current linked as a
01/01/0001-12/31/9999 630 South Broadway / Lexington KY 40506 Standa “Psage to thte
3 University Housing adg:gsine”
(7 International . type
- ClEara with validity
dates.
01/01/0001-04/29/2009 500 Park Place / Mew York MY 10022 Standard ;j
04/30/2009-12/31/9999 1200 Wall Strest/ New York NY 10005 Standard

g @ wBlee@ i 000 BR QB

@@ @ Maintain Student Master Data ( _ _ j
7 - Click Save icon

%2 [ Student g AccountBalance | AccountData T @

8 - Select "yes" to
update change

|@Dﬂahas been saved




Example # 2 — Student requested the CURRENT address (which is also the STANDARD
address) be changed effective today.

7®| & Maintain Student Master Data
% [ Student | & AccountBalance | AccountData TF (B

EIE2

sﬁ@ Gl
10782815

&5 McDonald, Ronald; *04/11/1966: Male

Valid on o4/287/2009

Eajofe — =

Address Description Valid From  |Valid To Move
901 Mugget Court/ Paris KY 40361 01/01/0001  [12/31/9999
599 Big Mac Alley / Lexington KY 40514 01/01/0001  [12/31/9999

Both addresses are valid from
the begin date

%E:Q

I O s | K10
Move | PrintPreview |  Change History o]

Address Usages
=~ [[J Standard Address
[2] 01/01/0001-12/31/9999 599 Big Mac Alley / Lexington KY 40514
<= [J|Current
01/01/0001-12/31/2999 599 Big Mac Alley / Lexington KY 40514 | Standard Current address is Lexington
[ omversity HoosT
QJ_m‘_Emajjnn:I
= &1 Permanent
01/01/0001-12/21/9999 901 Nugget Court/ Paris KY 40364 Standard Permanent address is Paris

| |co... [Address Description valid From |validTo  |Move
- [Us [a01 Nugget Court/ Paris KY 40361 01/01/0001 [12/31/9999
\Us  |599 Big Mac Alley / Lexington KY 40514 01/01/0001 [12/31/9999

1 - Click create icon [<]




_1 6702815

Address Data
@ E Print Preview || Internat. Versions
Street Address
Street 701 Cheeseburger Drive
City/state/ZIP Code Micholasville KY 40358
Country Us United States 2 - Enter new address @
Time zone ( and email address j
Fi
FO Box Address The email address is
PO Box used for other processes
Postal Code from the standard
address

Communication

Other communication... |

o S KL S

| Dependent -= Independent.. |

Telephone Extension
Mobile Phone
Fax Extension
E-Mail ronmcd@uky.edu
Standard Comm.Method B
(" 3 - Enter valid-from
Comments L and valid-to dates

)

Address Valid From Q473072009 Address Valid To

4 - Click green check

12731 mggg

' = @| Print Freview || Contract accounts || Creditworthiness |

Address Usages

= [[] Standard Address
01/01/0001-12/31/9999 5899 Big Mac Alley / Lexington KY 40514

-
01/01/0001-12/31/9999 5899 Big Mac Alley / Lexington KXY 40514
(7 University Housing
(7 International
= &3 Permanent

01/01/0001-12/31/9999 901 Nugget Court/ Paris KY 40361

5 - Double click "current” address
type to assign the usage

Standard

Standard



Walidity Period for Address Usage
Valid From 04/30/2009 Valid To 12/31/9999

Co... |Address Description Walid From
US  |901 Mugget Court / Paris KY 40361 01/01/0001

Walid To
12/31/9999

B

6 - Select the new address
and click the green check
o >

ODe—— . aD
v |es %

~ [ Standard Address; address type to assign the usag
01/01/0001-12/31/99599 598 Big Mac Alley / Lexington KY 40514

Address Usages ' T - Double click "standard” j
e

= [J Current
01/01/0001-04/29/2009 598 Big Mac Alley / Lexington KY 40514 Standard
04/30/2009-12/31/9999 701 Cheeseburger Drive / Micholasville KY 40356 Stan

[ University Housing
7 International
= {3 Permanent

01/01/0001-12/31/9999 901 Mugget Court/ Paris KY 40361 Standard
Yalidity Period for Address Usage
Valid From B4/30/2000 Valid To 12/31/990849
Co... |Address Description Valid From |Valid To
s 1 Mugget Court/ Paris KY 40361 1/01/0001  12/31/2999

ré - Select the new addressj
and click the green check

Y

[d]o]

[l [ [« ][]
v |68 K|




Address Usages

= {[] Standard Address
01/01/0001-04/29/2009 539 Big Mac Alley / Lexington KY 40514

04/30/2009-12/31/9999 701 Cheeseburger Drive / MNicholasville KY 40356 F Standard and
= [J Current Current Address

01/01/0001-04/29/2008 599 Big Mac Alley / Lexington KY 40514 Standard types show new

04/30/2000-12/31/9999 701 Cheeseburger Drive / Nicholasville KY 40356 ﬁ. address with

3 University Housing validity dates
[ International
= 23 Permanent
01/01/0001-12/31/9999 901 Nugget Court / Paris KY 40361 Standard

& Maintain Student Master Data ( 9 _ Cii . j
= — - Click Save icon
%2 | [ Student | §> AccountBalance | AccountData TF B

This popup window
may not appear
depending on the
type of change.

10 - Select
"yes" to update
change

I@Dalahaﬁ been saved

«»* Personal Data w# Address Overview Additional Data VisaResid
Standard Address
=2 |32 Print Preview | Internat versions |
Street Address
Street 701 Cheeseburger Drive
CityrState/ZIP Code Micholasville KY | 40356
Country us United States Kentucky
Time zone EST E
PO Box Address Werify on Standard
PO Box Address t'._:lb that address
S — updated wrth_ new address
and email address
Communication
| Other communication... |
Telephone on o
Mobile Phone ==
Fax Extension o>
E-Mail ronmcd@uky.edu ==
Standard Comm.Method i Dependent = Independeant.. |




Example # 3 — Address Deletion (the address was entered on the wrong student)
@& Maintain Student Master Data
% [ Student | g AccountBalance | AccountData | TF (@

4= [ % EX
10702819 || &

Shanks, Holly, *10/28/1990; Female

401 Liberty Hills / Lexington KY 40509 04/01/2009  |04/29/2009

After entering the new address you realize that you
have entered it on the wrong student record.

\1- 3elect the new address and click the delete icun____/_ig

Address Usages
=[] Standard Address
@ 04/01/2009-04/29/2009 401 Liberty Hills / Lexington KY 40509
[2] 04/30/2009-12/31/9999 1050 Dogwood Trace / Lexington KY 40514
= 3 Current
[£] 04/30/2009-12/31/9999 1050 Dogwood Trace / Lexington KY 40514 Stand:
] University Housing
[T International
[ Permanent

10



2 - Select

"delete" to

remove the
usage

3 - Click green check
to continue

v

Address Overview

| |co... |Address Description

Walid From

\alid To

wove [0

us  |a01 Liberty Hills / Lexington KY 40509

04/01/2009

now need to be corrected.

f rﬁddress has been deleted. The previous
address has a valid-to date that has ended
and the usage has been deleted. This will

J

1
[D]

[l

[« ]

Move | PrintPreview |  Change History

B

Address Llsages

= 3 Standard Address

O Current F
(7] University Housi

(7 International
(] Permanent

11

04/01/2009-04/29/2009 401 Liberty Hills / Lexington KY 40509




Address Ovenview
Co... |Address Description Walid From |Valid To Move

. ~
1 - Select address and
click "choose" icon

[«]D]

[0
IE@EI Maove || Print Preview || Change History ||@|
=

[dD]

_1 8702819

Address Data

@ E Print Preview || Internat. Versions |

Street Address

Street 401 Liberty Hills

City/State/ZIP Code Lexingtan KY 40509

Country Uz United States Kentucky

Time zone EST @

PO Box Address
PO Box

Postal Code [l

Communication

Other communicatian... |

Telephaone Extension
Mobile Phone

Fax Extension
E-Mail

Standard Comm.Method B |

o 04 KX 54

Dy~ .
2 - Change valid-to
. date to 12/31/9999

Comments
Address Valid From 04/01/2009  Address Valid To 12/31 199951

3 - Click green check

EE IEH Print Preview || Contract accounts || Creditworthiness |

12



Address Overview

| |co... |address Description valid From |validTo  |Move
US 1401 Liberty Hills / Lexington KY 40509 04/01/2009 [12/31/9999
s _ _ —
Address is now valid-to
the high date
[]
[~]

D
Move | Prin

iew || Change Histary H@

Address Lsages

= ) Standard Address

04/01/2009-12/31/9999 401 Liberty Hills / Lexington KY 40509

7 University Housing 4 - Double click "current” address
(7 International type to assign the usage

(7 Permanent

Yalidity Period for Address Usage
Valid From B4/30/2000  Valid To 12/31/990849

Co... |Address Description Walid From |Valid To
_lco. |addressDescription  |validFrom |validTo |

5 - Select the address and
click the green check

13



Address Usages
= [[] Standard Address
@ 04/01/2009-12/31/9999 401 Liberty Hills / Lexington KY 40508
~ {5 Gurer
@ 04/30/2009-12/31/9999 401 Liberty Hills / Lexington KY 40509 Standard
(7 University Housing
(7 International
(7 Permanent

Address has now been assigned
to the current address type

Utilities

] = dOjeee CcnE anon BE @®
@@ Maintain Student Master Data ( _ . ]

6 - Click Save icon
% [ Student g AccountBalance | AccountData T (B

T - Select "yes”
to update

change

14



Example # 4 — Student requested the PERMANENT address be changed effective 8/1/09.

8@ Maintain Student Master Data
“ [ Student @ AccountBalance  AccountData TP @@

Patrick, Swayze; *08/18/1952; Male

Yalid on Bs/a7/2009
Address Ovenview
|: Co.. [Address Desmw' Yalid From  |Valid To II.IWE i I
= ———
US 600 Firebrook Blvd / Lexington KY 40514 05/07/2009 |12/31/9999 Both addresses are valid from
US  |4500 Hollywood Blvd / Hollywood CA 90027 \05/07/2009 |12/31/9999 the date the student was created
] [+]
|1 I | [
OU/S  Mmove | PrintPreview |  ChangeHistory [
Address Usages
= [J standard Address
[£) 05/07/2009-12/31/9999 4500 Hollywood Blvd / Hollywood CA 90027
=~ [ Current ]
05/07/2009-12/31/9999 600 Firebrook Blvd / Lexington KY 40514 Standard Current address is Lexington
[(A-rrirersit-Hawstas
International
= 3 Permanent 1
05/07/2009-12/31/9999 4500 Hollywood Bivd / Hollywood CA 90027 Standz Permanent address is California

Valid From |Walid To Move
exington KY 40514 05072009 [12/31/9999
CA 90027 08072009 [12/31/9999

Make sure to use the Create icon under
the Address Overview section!

1 - Click create icon

]I — =

(D]

r@_?ﬁ Move || Print Preview || Change History “@l

15



_1 672822

Address Data

|% |3  PrintPreview | Intemat Versions
Street Address
Street Martin Castle
CityrState/ZIP Code Versailles KY 40383
ﬁ::::ﬂe = Hniied States l 2 - Enter new address ' Lzl
PO Box Address
PO Box
Postal Code [l
Communication

Other communication... |
Telephone Extension =5
Mabile Phone 5
Fax Extension =3
E-Mail pswayz2@uky. edu =
Standard Comm.Method ] | Dependent -= Independent.. |
(3 - Enter valid-from
T and valid-to dates
Address Valid From Ba/01/2009  Address Valid To 12/31 IQ'E'E'EH
4 - Click green check
% PrintPreview = Contractaccounts || Creditworthiness |
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¥ Personal Data ¥ Standard Address o Address Overview

Additional Data W

Address Overview
rli}n... Address Description YWalid From |Valid To Move
- |us 600 Firebrook Bivd / Lexington KY 40514 05/07/2009 [12/31/9999
WS 14500 Hollywood Blvd / Hollywood CA 90027 05/07/2009 [12/31/9999
\US  |Martin Castle / Versailles KY 40383 08/01/2009 [12/31/9999

Mew address is listed in

Address Overview section

RN - =

[ e <[]

Move || Print Preview || Change History ||@|

Address Usages

= [[] Standard Address
05/07/2009-12/31/9999 4500 Hollywood Blvd / Hollywood CA 90027
= [J Current
05/07/2009-12/31/9999 600 Firebrook Blvd / Lexington KY 40514
(7 University Housing
(7 International
= =3 Permanent #

05/07/2009-12/31/9999 4500 Hollywood Bivd / Hollywood CA 90027

5 - Double click Permanent
address type to assign the usage

Validity Period for Address Usage
Valid From aasod /2009 12/31/99409

Standard

Standsz

Co.. |Address Diescription Walid From |Valid To
US  |600 Firebrook Blvd / Lexington 514 05/07/2009 12/31/9999

N

6 - Select the new address Make sure to change the Valid
and click the green check From date to the future date
per the student's request.
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Address Usages

= [J Standard Address

| 05/07/2009-12/31/9999 4500 Hollywood Blvd / Hollywood CA 90027 .
w e Previous and
= [J Current

new address
linked as a usage

05/07/2009-12/31/9999 600 Firebrook Blvd / Lexington KY 40514 Standard
(7 University Housing

(7 International to the Permanent
niernatoanal

address type with
= &3 Permanent validity dates.
05/07/2009-07/31/2009 4500 Hollywood Bivd / Hollywood CA 80027 Standz
08/01/2008-12/31/9999 Martin Castle / Versailles KY 40383 Standard

N

@] @

S EnES

POQ CHE DDon B

LT oy '..'\.n':

%Iﬁl Maintain Student Master Data g :
- Click Save icon
% [ Student g AccountBalance | AccountData TF (B ;

This popup window
may not appear
depending on the
type of change.

10 - Select
"yes" to update
change

|@Da|anas been saved
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