Quick Reference Card - Basic ‘Ll RIS
PIQSTOO Change Non-Standard Address lt,m

Information System

Process: Use this process when you need to change 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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ADDRESS OVERVIEW TAB

Address Overiemn

In the Address Overview section, click on the rCD... Address description
Select icon to the left of the address you want s 5473 Greene Ave. § Lexington Ky 40

to change [f 2158 Salsaletto Ct.f Lexington K 4

Addrass Overview

r Co... [Address description
US 5478 Greene Ave. §L
J5i 2158 Salsaletto Ct

Click on the Choose icon below the Address
Overview section

o]
]
s [EF
I [E9 = |
Standard Address
2 |5 FrintPreview || Intemat versions
Street Address
Street 8478 Greene Ave
City/State/ZIP Code Lexington K¥ 40512 H H -
. T B Change the appropriate fields:
Time zene BT 2l House No/Street
PO Box Address 1
PO Box Clty
ZIP Code et State
Communication ZI P Code
Other communication...
Telephane 8592454787 Extension = Country
[ TGO THGhe E
Fax Extension = Telephone
E-hiail o
Standard Comm.Method & Dependent -= Independent. |
Comments
Press Enter to validate the data entry
Student Edit Goto IHilities  Settings
Click on the Save icon located on the &
Standard Toolbar
@ Maintain Student Master
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Click on the Display <-> Change toggle icon Maintain Stud
in the Application Toolbar [} student || @ Accoun

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

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