Update of Directory Address via Self-Service by Employee

LOGIN to Banner Self-Service

1. Navigate your web browser to http://sutton2.mvsu.edu
2. Click Enter here
3. Login using your University ID number and Pin
ADD Office Address Field
1. Click the PERSONAL INFORMATION tab Alumni and Eriends  Advancement Offi
Search | || e |
2. Click UPDATE ADDRESS(ES) AND PHONETS)
I |nk Mississippi Valley State University Information System
Alumni and Friends  Advancement Officers

Search | |[ee

Update Address(es) and Phone(s)
View E-mail Address(es)
Update E-mail Address(es)
Directory Profile
View Emergency Contacts
Update Emergency Contacts
Update Marital Status
Mame Change Information
Saocial Security Number Change Infocrmaticn
Answer a Survey

RELEASE: 8.9.1

3. Choose OFFICE / DEPARTMENT in the Type of Address to Insert:
(Drop down box at the bottom of the page)

Updyte Address(es) and Phone(s) - Select Address

:i, Tow e an existing address, click the link next to the corresponding address
To insed new address, select the address type from the pull-down list at the bottom of the page and then click Insert.
Note: Entel\ng overlapping dates may change the effective dates on existing address records.

For change of addres\information and USPS forms, click here. Use your browser’s Back button to return to this page

Addresses and Phones

Mailing Phones
Current: .
Type of Address to Insert:
Billing
r 1 Business
Submit | Mailing
Office/Department
Parents
Permanent

[ View Addres:


http://sutton2.mvsu.edu/

UPDATE Office Address

You are here: Update Address(es) and Phone(s) - Update/Insert Page

Update Address(es) and Phone(s) - Update/Insert

@ When updating or inserting an address, Address Line 1, City, State/Province, and 7IP/Postal Code are required fields; all ather fields are optional. f vou a
published

Walid From This Date:MK,DDYYYY
Uintil This Dete-MM/DDYYYY

Address Line 1:

Address Line 2: |

Address Line 3: |

City: | |
Stale or Provinoe: |I'-.H:|t Applicable i

2P or Postal Code: | |

County: | Mot Applicable Vl

Nation: [Mot Applicable w|
Delete this Address: O
Primary Phone Mumber For Thiz Address:

Area Phone Extension International Unlisted
Code Mumlser Access Code
and Phone Mumber

OR
- | ] o T [

Phone Typs Area Phone Ext. International Unlisted Delete
Code Numiser Apress Code
and Phomne Number

| Select v I 1l | O |

| Select | | | |

|Select | | | oF |

| Select V] | l e

[Select w!| I | ok |

| Submit || Reset |




Fill in the Following Fields:

Field

Valid From This Date:
Address Line 1:
Address Line 2:

Address Line 3:
Address Line 4:
If no Suite
Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:
If no actual Office #
Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:

Data

Today’s Date

Full name of Building
Suite #

Office #

(Department’s Box Number) 14000 HWY 82 W # 0000

Full name of Building
Office #

(Department’s Box Number) 14000 HWY 82 W # 0000

Full name of Building
Office #

(Department’s Box Number) 14000 HWY 82 W # 0000

City: Itta Bena
State or Province: MS
Zip or Postal Code: 38941

Primary Phone

Department’s Phone

ADD the following phone types
Office Your direct line. The phone number at your desk.
xxxFax The main office's fax number.

Example with Building, Suite and Office #

#

Valid From This Date:MM/DD/YYYY 04/19/2021

Until This Date:MM/DD/YYYY |:|

|Wi|liam W. Sutton Administration Building

Address Line 1:

Address Line 2:

|Student Records / Suite 205

Address Line 3: |Ofﬁce 201
City: |Itta Bena |
State or Province: | Mississippi V|
ZIP or Postal Code: |33941 |
County: [Not Applicable v|
Nation: [Not Applicable v|
Delete this Address: O
Primary Phone Number For This Address:
Area Phone Extension International Unlisted
Code Number Access Code

and Phone Number
|[662  ||2543326] ]| | or | |

O
Phone Type Area Phone Ext. International
Code Number Access Code
and Phone Number

[Office v|[e62 |[[2546378 || | oR |
[xxxFax v|[e62 |[2549808 || | or |

Unlisted Delete



Example with Building and Office #

Valid From This Date:MM/DD/YYYY 04/19/2021

Until This Date:MM/DD/YYYY |:|

Address Line 1:
Address Line 2:
Address Line 3:
City:

State or Province:
ZIP or Postal Code:
County:

Mation:

Delete this Address:

|Admini5tration Annex I

Primary Phone Number For This Address:

Area Phone
Code Number

|office 201

[

|1tta Bena |

|Mississippi V|

[38941 |

|N0t Applicable V|

|N0t Applicable v|

O

Extension International Unlisted

Access Code

and Phone Number

and Phone Number

662 |[2543336 | or | |
O
Phone Type Area Phone Ext. International
Code Number Access Code
and Phone Number
[office vl|les2  |[2546378 || | OR |
[xxxFax vl|lee2  |[2549808 || | OR |

l662 ||2543336 | or | |
[l
Phone Type Area Phone Ext. International Unlisted Delete
Code Number Access Code
and Phone Number
[Office vl|les2 |[2546378 || | OR | |
O 0O
[xoxxFax vlles2 |[2549808 || | OR | |
O O
Example with Building Only

Valid From This Date:MM/DD/YYYY 04/19/2021

Until This Date:MM/DD/YYYY |:|

Address Line 1: |HG Carpenter Auditorium |

Address Line 2: || |

Address Line 3: | |

City: |Itta Bena |

State or Province: | Mississippi Vl

ZIP or Postal Code: |33941 |

County: [Mot Applicable v|

Nation: [Mot Applicable v

Delete this Address: O

Primary Phone Number For This Address:

Area Phone Extension International Unlisted

Code Number Access Code

Unlisted Delete




SUBMIT

Click Submit

UPDATE

Submit Reset

Select a Different Address to Update

Email Address

1.
2.

w

Click the PERSONAL INFORMATION tab
Click UPDATE E-MAIL ADDRESS(ES)

o e D0k | Alumni and Friends

ncement Offic

Search | || Go |

Change PIN

Change Security Question
View Address(es) and Phone(s)
Update Address(es) and Phope(s)
View E-mail Address(es)
Update E-mail Address(es)
Directory Profile

View Emergency Contacts
Update Emergency Contacts
Update Marital Status

Name Change Information

Social Security Number Change Information
Answer a Survey

RELEASE: 8.9.1

Note: We are using Work Email 1 in the directory, therefore,

If Work Email 1 is listed,
a. EDIT Work Emaill
Q) Click the email address
2 Make the necessary
changes.
(3) Click Submit

Note: Please use your campus email address in
this field.

If Work Email 1 is NOT listed
b. ADD Work Emaill
Q) Choose Work Email 1 form

Update E-mail Address{es) - Select Addre

j_, T updste an g gling el address, cligh Beg w-mad address
= To et monEw el wddress, select wn address type from th

[=-rmail Addreiies

Work Ne 1
R TR

Typar of T-mall 10 It | coinpy w

e, aecounts Payable
LSubmit| Constitumnt Email
Email Addrass from FAFSA
Homs Mo 1
Homa Mo 2
Payrol
Toheal email
Work RO 1
MWork No 8

AELEOYE: N7



drop down list
) Insert the necessary changes.
(3) Click Submit
To include other email addresses choose the email type from the list and insert the
information.

Accounts Payable
Cons_.tituent Email
Email Address from FAFSA
Home Mo 1
Home Mo 2
Parent Email Address from FAFSA
Payroll
School email

RELEASE: 8.7 Work Mo 1
Work No 2

© 2021 Ellucian Company L.P. and its affiliates.

Work No 1

E-mail: |name@musu.edu| x |
Comment: | |
Delete this address: |

Make this your Preferred address: [ |

Preferred not specified

Submit || Reset |

DISPLAY Directory Profile

To display the new or edited address information on your Directory Profile

1. Click the PERSONAL INFORMATION tab ”"”"”"“ ——
2. Click DIRECTORY PROFILE link e
3. Click the YES CHECK BOX in the DISPLAY IN

DIRECTORY column for the Office address, Change PIN
: Change Security Question
Off!Ce phone number’ . .. View Address(es) and Phone(s)
Office Fax number and Email address(es) you would fike to Update Address(es) and Phone(s)
1 View E-mail Address(es)
ap_pear on y_our prOfIIe' Update E-mail Address(es)
Click Submit Changes Directory Profile

View Emergency Contacts

Update Emergency Contacts

Update Marital Status

Name Change Information

Social Security Number Change Information

Directory Profile

\_j/ Your current directory grofile is displayed. Check the boxes next to items you wish 3 include in the directary. Items without checke

Directory Item urrent Listing Display in
Directory Answer a survey

Name : t Yes RELEASE: 8.9.1
Permanent Address: | Not Reportea No
Permanent Telephone/: Not Reported No
Office Address : Administration .- O

14000 HWY 82 West

MVSU 77 7

Itta Bena, MS 38941
Office Telephone/: - O
Fax Number : O
Employee Department : . T e e waees . Yes
Employee Pojition Title : - oot .7 | Yes
E-mail : O

Submit Changes H Reset ‘




VIEW Directory Listing

1. Click Exit

2. Click Return to Banner Self-Service Homepage
3. Click Campus Directory

4, Search for your name.



	Update of Directory Address via Self-Service by Employee

