FORMATION
LCH‘]UL.UG‘: ST
ERVICES “ r'|
I\\"\i-i'l||,-|'l{‘a‘.

u \I&ULHIT&
User Services

ww. its.masiate, edu

Spring 2004
Updating Your Email Address in Banner Web

Faculty and staff can managetheir email addressthat islisted inthe M SU Campus Directories (both printed
and on-line[www.msstate.edu/directory]). Updating adirectory email addressisdone through Banner
Web. Thisfactsheet will provide step by stepinstructionson updating your email addressin Banner Web.

1 Loginto Banner Web and you areontheM ain M enu screen. Click Personal I nformation.

ain Menu

4 Your last access wan on 26-FEB-2004 03:46:563 pm

 Personal Information

 Faculty & Departmental Users

. Emplayes Informastion

Note: Forinformation on how to access Banner
Web, seethe I TS FactSheet at
www.itsmsstate.edu/I nfor mation/
Documentation/services factsheets.php

2. At thePer sonal Infor mation screen, click Update Your Addr essInfor mation.

Parsonal Information

. Change ﬁn-.uut,,u Qusstians

. Chang pord
Updste Yaour Addrssa Information

| Parking Services venlcle Registration
. Visw Your Billing Statemant
| Wiew Your Account Detail
1 Make A Payment By Credit Card
L] -Order Your Revaille

| Unbifled Lak Printing

3. AttheUpdateAddressInfor mation screen, click Directory.

Update Address Information

G Selectthe address you walT to update by clicking an the address tpe link.

" 8

Type Description

Eiligg - The address where you recselve your bill
ther addresses and directory information
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4, AttheDirectory Update screen, an email addresswill appear. Thisaddresswill either beyour
Netl D @msstate.edu address or another addressyou have specified. You havetwo options.
a Y ES Digplay my email addressin the public campusdirectories.
b. NO Do NOQOT display my email addressin the public campusdirectories.
Select your desired option.

Directory E-Mall Please note: This ONLY affacts the emall address displayed In the campus direciones.
Address:* University emall corrzepondence will continue to be senfie tmgd@mestate. edu

which is currently belng forwarded to tgreeni@its. msstate edu |

Go o the MSU porial, enCampus, [fyou desire to change the address to which your uiversity email Ig

Select Desired forwarged andior
Option ragd the fact sheet entitled, "Forwarding Your Unlversity Email Address™
ﬁs Display my email address in the public campus directones

Do NOT display my email address n the public campls direciories.

(oreemdiie nmsslate ady ¥ - Ei‘l‘tali Addr«ESS

Note: ThisONLY affectstheemail addressdisplayed inthe campusdirectories. University emall
correspondencewill continueto be sent to your Netl D @msstate.edu address, which may currently
being forwarded to another address. For imformation on forwardingm visit thefactsheet entitled:
“Forwarding Your University Email Address’ at:
www.its.msstate.edu/I nfor mation/Documentation/pdfs/factsheets/Banner /forwar demail.pdf

5. When compl eted entering your email address, scroll to the bottom of the screen and click Update/
Verify Directory Information.

6. Congratulations, you have successfully updated your email addressin Banner Web.

Contact Information:
Voice: 325-0631 E-mail: helpdesk@msstate.edu Web: www.its.msstate.edu
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