Quick Reference Card - Basic

PIQSTOO Change A Student’s Address

RIRIS

’ Integrated Resource
Information System

Process: Use this process when you need to change a student’s address in IRIS.

Role: Authorized Personnel

Frequency: When Needed

Enter the transaction code

Menu  Edit  Favorit
&zl FIasTon e

Student Number

Student number 1EE3FF14

PIQSTOO <- Two zeros on the end

STUDENT FILE SCREEN

Enter the student’s Student Number

BEGINNING

Press Enter to pull up the student’s
records

Click on the Student Master Data
Display icon to the right of the Student
Number field

Click on the Standard Address tab

Student File
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Student number
&% Mame

10037714
Pitt, Derel: *0401 511987 hial

@Dl

o Standard Address

STUDENT MASTER DATA SCREEN

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

Standard Address
& |3 PrintPreview || intemat versions |

Street Address
Street 5478 Greene Ave
City/State/ZIP Code Lexington k¥ 4512 : . .
- = Rm— B Change the appropriate fields:
Jime zone £t il House No/Street
PO Box Address City
PO Box
ZIP Code ] State
Communication ZIP Code
Other communication...
Telephane 8502454787 Exfnsion E Cou ntry
e PN o
Fax Extension = Telephone
E-Mail (=]
Standard Comm.Methad g Dependent-= Independent.. |

Comments

Press Enter to validate the data entry

Student
Click on the Save icon located on the &
Standard Toolbar

Edit Goto  Utilities  Settings

Maintain Student Mastel

@— - -
Click on the Display <-> Change toggle icon Maintain Stud
in the Application Toolbar [ stdent|[@ Aocoun

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

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