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Banner Faculty Services 

Updating Contact Information within Banner 
 

1. Log into myCuesta (http://my.cuesta.edu). 
Contact Computer Services (x3248) for assistance. 
 

2. Locate the My Web Services channel,  
usually on the Work Life tab. 
 

3. Click the folder, Banner Self-Service. 
The folder will “expand”, revealing  
subfolders. 
 

4. Click the folder, Personal Information. 
The folder will “expand”, revealing  
subfolders and selections. 

 
5. Click the My Addresses and Phones link. 

 
 
 
 
 
The View Addresses and 
Phones screen will appear. 
 
 
 

 
6. Click the link, Update 

Addresses and Phones. 
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The “Update Addresses and 
Phones – Select Address” 
screen will appear.  

 
 
 
 
 
 
 
 
 

7. Click the drop-down arrow  
for the Type of Address to Insert field. 
 

8. Select the desired address type  
from the list. 

 
9. Click the Submit button. 

 
The “Update Addresses and 
Phones – Update/Insert” 
screen will appear. 

 
10. Enter the appropriate 

information in the 
required/desired fields. 
 
NOTE: The following fields 
must be completed and not 
left blank: 
• Valid From This Date 
• Address Line 1 
• City 
• State or Province 
• Zip or Postal Code 
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11. Once the necessary data 
has been entered, click the 
Submit button at the 
bottom of the screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The “Update Addresses and 
Phones – Select Address” screen 
will reappear with the new 
address information appearing 
on the screen.  
 


