Quick Reference Card - Basic ;‘Ll RIS
P1QSTOO Add Non-Standard Address t”ziﬁ?ﬁﬁmﬁf

Process: Use this process when you need to add a non-standard address in IRIS
on the Address Overview tab.

Role: Authorized Personnel Frequency: When Needed

BEGINNING

Enter the transaction code

Menu  Edit  Favaorit wtras PIQSTOO <- Two zeros on the end
gzl PIasTon 14

STUDENT FILE SCREEN

Student Number

Enter the student’s Student Number
Student number 1HE37F14

Press Enter to pull up the student’s
records

Student File

Click on the Student Master Data
THR & iES | azE g =

Display icon to the right of the Student

Number field Student number 1037714 (@) 0)f 2]
@0 Mame Fitt Derek: *04i1561987: Mal

STUDENT MASTER DATA SCREEN

Click on the Address Overview tab o Address Overview |

Display S1

Click on the Display <-> Change toggle
icon in the Application Toolbar "7 |& Account Balanc
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P1QSTOO Add Non-Standard Address

RIRIS

’ Integrated Resource
Information System

ADDRESS OVERVIEW TAB

Click on the Create icon below the Address
Overview section

Address Overdiew

| |co... [sddress descripd

| (U5 5478 Greene Avd

|_ U5 2158 Salsaletto

-

o

-

o
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@EE! Frint Previe

Street
— Py Enter the student’s street address
City
: , Enter the student’s city
CityiState/ZIP Code I Lexingtan ||
State
_ _ Enter the student’s state
| CityState/ZIP Code Lexington
ZIP Code
: Enter the student’s ZIP Code
| City/StaterZIP Code Lexington kY 40512 ||
Country (Required) Enter the address’ country
Country us . . .
Note: This is a required field!
Telephone Enter the student’s telephone number
Telephone BEOZ2486377 including area code

Press Enter to validate the data entry

Use the scroll bar on the far right of the screen
to scroll down to the Address Usages section

o Acdress Oviniew | o Standerd Address | " PerionsiDate | W POC Uity | o TrencrotsiMests | o DestSATAOT | o Sp

Vaid on BEF24/ 2008
Addioss Cmrneaw
|co.. |Adarmss gascpt

5473 Gmone An | Ladegion K 40512
4 2155 Balsaaho C1 ) Lisngion KY 40515

173 Hi 8t 1 Lmangton K 40517
Olo
[l Frent Pravew

[Gtand_Agaress
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P1QSTOO Add Non-Standard Address

RIRIS

’ Integrated Resource
Information System

Double-click on the appropriate usage folder

Note: Only one address is allowed for each
usage.

Address Usages
= [J Current
@ 5478 Greene Ave. [ Lexington KY 40512
3 University Housing

Standard

When the Create Address Usage window
displays, double-click on the appropriate
address

5478 Greene Awe. ! Lexington EY 40512

SAEo Coloalobbo CE | oudipodon by AQR]E

|123 Hi11 &t. ¢ Lexington KY 48512

Click on the Save icon located on the
Standard Toolbar

Edit ]

Student Goto Utilities  Settings

Maintain Student Master

Click on the Display <-> Change toggle icon
in the Application Toolbar

Maintain Stud
[ student & Accoun

Click on the Back icon in the Standard
Toolbar to return to Student File

o Hilities Setlings  Systerr

Click on the Back icon in the Standard
Toolbar to return to the Easy Access Menu

o Liilities Setlings  Systerr
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