
How to Update My Personal
Information in Banner via SSB
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Log in to SSB



Select the Personal Information box

Note: you may have more (or less) options than shown in the example; choose Personal
Information from your available options



Select the Update Addresses and Phones box

Note: you may have more (or less) options than shown in the example or the layout may appear differently 
on your screen; choose Update Addresses and Phones from your available options



Current Address & Phone in Banner

You can review the current address 
and phone that HR has for you.  



Before Moving On –
Add End Date to Current Address

Click on Current to add an end date to 
the address currently on file



Enter the date before your new 
address will be valid in the Until This 
Date: MM/DD/YYYY field; then click 
Submit at the bottom



The new end date will appear next to 
the address currently on file



To add your new address or phone 
number, click the down arrow next to 
Select

Submitting Your New Address



Choose Main/Mailing Address from the 
drop-down menu (it is the only option 
allowed); then click the Submit button



Before You Begin Entering Data

• WVMCCD adopted specific Data Standards during the implementation of 
Banner

• Please follow the basics of these:
• Do not use all CAPS
• Do not use punctuation (i.e., no commas, no periods, no apostrophes, no # signs, 

etc.)
• Enter address number, street and any apt or unit info in the Address Line 1 field

• Example: 1234 Bascom Ave Apt 3
• Abbreviate the street names (i.e., Ave, St, Ct, Blvd, Rd, Expy, Ln, Pkwy, etc.) without 

periods
• Abbreviate secondary designator (i.e., Apt, Bldg, Sp, Unit, etc.) without periods



- Please use Data Standards 
(see previous page for 
more info)

- Do NOT use punctuation 
(no periods, no commas, 
no # signs, etc.)

End date not required

State is required

Leave As Is

Leave As Is

Do Not Use Second Address Line

Do Not Use Third Address Line

- You do not need to 
provide multiple phone 
numbers, unless you 
choose to.

- Do NOT use punctuation 
(no dashes, etc.)



We recommend only 
submitting updates for the 
following options:
- Home Phone
- Main Phone
- Mobile Phone 
- WVM Campus (Staff)



Enter all pertinent information 
that you would like to update
(see highlighted examples on 
the left)



Click Submit once you have 
confirmed the information is 
accurate



You can now see that your new 
address has been submitted 
and will be reflected as your 
current address as of the 
effective (or From Date) you 
entered
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