Instructions for Adding/Updating Permanent Legal Address

All of the following steps must be completed through Banner SeltService.With an active SHSWserD,
you canaccess Banner Sé&kervicerom the SHSUome paggwww .shsuedu)asfollows:

X

X X X X

Click onCampusTools,

Clickon My Sam,

Aickthe CampusResourcesab,

Click theBanner SelServicdink,

Clickthe applicable folder either Personalinformation and/or Employee

Permanent Legal Address

Using the following instructions,lgase makesurethere is an active/currenpermanent legal address
onyourfile andit is correctthrough BannerSelf

X X X X

ClickPersonalnformation, date in

"Valid Fromthis Date" field (donot adda date in"Until this Date"field )
Enter the address ilines 1, 2, an@ (as needed)
Enter the city, statezipcode,andcounty (if Texastype TX andcrollto your county)
Do not enter a Nation
Scrolldown and cliclSubmit

Note: do notinsert an addressthat you alreadyhavelisted —if it isincorrectmakethe changes
asinstructedbelow.

If you need tochange/update your permane¢galaddress

X X X X X

Click orCurrentnext to the permanent legal address

Enter today'date in"Valid Fromthis Date” field (do not adda date in"Until this Date"field)
Updatethe address in lines 1, 2,&(as needed)

Update city, statezipcode,andcounty (if Texastype TX andcrollto your county)

Do not changd&ation

Scrolldown and cliclSubmit



