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How to Update Your Contact Information
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3. Onthe Student Menu card, click on Update Personal Information
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4. Please check your Personal Details, Email, Phone Number and Address,
making sure they are up to date.
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5. You should have a Mailing Address onfile.
e |Ifthisis still your current address, no action required.

e If you moved to a new place, please update your new address. This new
address must be a Canadian address.

6. To update address, please follow the steps below:

a. Click the edit (pencil) icon to edit an existing address.
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b. You must put an End Date of the current address on file — Enter
today’s date (the day you update the address) in the “Valid
Until” box. This will be the last date your old address will remain

on file.

In this example, we have entered September 1, 2021, as the end date.

c. Click the Update button once you complete the step.
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7. Now you can return to the previous page and Add New Address.
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Mailing.

a. Enteryour current mailing address into the fields provided.

In the “Type of Addresses” drop down list, make sure you choose

b. “Valid From” date should be the day after your previous address

ended - do not overlap dates. If you enter today’s date to end your
old address, then enter tomorrow's date in the “Valid From” field to
active your new address. Leave the “Valid Until” date blank.

In this example, the start date is September 17, 2021.

c. Click “Add” button.
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