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Accessing your Student Record:

1) Access your Student Record by clicking on the Quick Link in the Students tab on SUSSED.
Alternatively you can access your record by navigating directly to
www.studentrecords.soton.ac.uk

Home | Services | Finance  News Students  Researchers School = My Home  Li

Quick Links ER8
Uni-link bus Sports and Email Online Blackboard Exam Susu
timetables wWellbeing timetable timetable

online booking
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Fee payments Enrol online  Manage my IT | My student] Order ID card Key dates Planon Self
online account record Service

@R

Room bookings  iSolutions

2) Login using your University Username and Password:

User Login
3

Flease enter your user Username and your Password then click
Login.

When you have finished, please Exit and close your browser to
protect your privacy

PLEASE NOTE: For the best experience of Banner Self Sarvice
please ensure you are using Google Chrome 39 or Mozilla
Firefox 34.

Banner Self Service is optimised for the most current browsers.

Username I I

Password | | |

If you cannot remember your Username or Password, please go to www.subscribe.iss.soton.ac.uk
and use the Forgotten Username or Password links.



http://www.studentrecords.soton.ac.uk/
http://www.subscribe.iss.soton.ac.uk/

Selecting Which Address to Update:

1) Click on the Personal Information tab, then select Update Addresses and Phones:

Southampton

View Addresses andPiones | Updase Addeesses an d View E-mail Adresses Virw Emergency Contacts

Phaes

2) You will now see a list of all active addresses shown on your student record. Check the list of
addresses to see if the address you have been asked to update is shown (e.g. Term Time
Address or Permanent Address.

3) If the address is shown, click on the Current hyperlink to update the address:

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

G | Home torrmaation =+ Uprdate Auldewasies) and Phone{s]

Lxamms Corruspondance Address Phanes

n Address{ticket etc) Phones

Permanent Address Phones

Phanes

4) |If the address is not in the list, go to the bottom of the page and select it from the Type of
Address to Insert list and click the Submit button to insert a new address:

Type of Address to Insert: Saject




If your Address is in the UK:

UK Addresses cannot be typed directly into the page; to enter a UK Address, please click on either
the UK Address Search or UoS Halls Search buttons located at the top of the address:

Personal Information | Shudent Serces | Programme Catslogue | Envrd Han
Update Address{es) and Phone(s) - Updaleilnserl
- » Update Addressies] and Phone(s) - Update/insert

# | Fostal code for UK addresses or 3 Nation for ofher addresses ane rogused. 1 you o not Ancw e date vou are leaving an address you may leave the Unsl Cate biark. 1f

button or the University of Southampton {LioS) Halls Search bution.
bect the couns wlund*doodnm Hise. This udIIthI o youl 10 enter the addiess In the Balds that follow,

o s fincd yout addewan try mmovineg amy additional detail bom the search parametais such o lo<ality fo.g, "Highield™). dually pou reed onby enter 8 postcods of a street rame and cify for the snarch to find yout address.

UK Address Search:

1) Enter your full postcode, including the space in the Postcode field.
You can optionally provide your house number in the Line 1 field.

- et Rt
| University of Southampton - Banner m - le Chr... @ﬂu

https://studentrecords.soton.ac.uk/BNNRPROD/szkaddr_pk
UNIVERSITY OF

UK Address Search Southampton

Postcode [SO17 18] |
AND/OR
Line 1
Line 2
Line 3
City

Clear Search

2) Click the Search button; you will now be shown a list of addresses which match the
information you have provided in the Search Results box:

Search Results: Double click on an address, then Save
University Of Southampton, University Road, 50U =




3) Double-click on your address from the list; it will be copied to the search fields as shown
below. Finally click the Save bu_t:con to update the Address form.
' . . . -—: - » IEI E
[ University of Souﬂ'@tcn- Bﬁleis_'ﬁtm‘n_ 3¢ le Cl-l:... 5 = J
https://studentrecords.soton.ac.uk/BNNRPROD/szkaddr_pk

UNIVERSITY OF

UK Address Search Southampton

||| postcode |S017 183 |
Ifl| AND/OR
{1] tine 1 University Of Southampton

Line 2  |University Road
Line 3
City SOUTHAMPTON

Clear | Search

Search Results: Double click on an address, then Save
University Of Southampton, University Road, SOU «

Save “ Exit




UoS Halls Search (Term-Time Address Only):
You should only use this tool if you are living in a University Hall of Accommodation.

1) Select your Hall from the drop down list and enter your flat or room number in the box
provided, then click the Save button to update the form with your Halls address

' I
| University of Southampton - Banner System - Goo... | = (= 9

{8 https://studentrecords.soton.ac.uk/BNNRPROD/szk ()

UNIVERSITY OF

Halls Lookup SOthhampton

Hall | Aubrey House v Save
Flat/Room Exit Bl
Required Fields:

The following fields must be completed before you can submit your address:

Permanent and Term-Time Address:
Valid From This Date:DD/MM/YYYY

Until This Date:DD/MM/YYYY

1) The Valid From This Date entry must be in the past for the address to be active
2) The Until This Date entry should be left blank until you move out

Term-Time Address Only:

Type of Term Accommodation: Select

Accommodation Term Code : 2014-2015 Academic Session v

1) The Type of Term Accommodation should reflect where you are living; Halls of Residence
are recorded as Institution maintained property.
2) The Accommodation Term Code should always be set to the current academic year.



Council Tax Exemption (Term-Time Address Only):

Please read the information carefully and tick the box if you consent for the University to share your
details with participating councils:

Countil Tax Exrmati iun

axempton, you may be liable for the il amount of council tux owed for a property. Furthe informarion can be found

If your Address is Overseas:

Overseas addresses can be typed directly into the fields on the page. Please select your country
from the drop-down list to allow entry:
Term Time Address
Valid From This Date:DD/MM/YYYY 20/02/2015
Until This Date:DD/MM/YYYY 01/07/2015

Country: United States ¥
Address Line 1:

Address Line 2:

Address Line 3:

City:

ZIP or Postal Code:

Type of Term Accommodation: Other rented accommodation v
Accommodation Term Code : 2014-2015 Academic Session ¥
Delete this Address:

Submitting Your Updates:

1) To Submit your updates, go to the bottom of the page and click the Submit button:

Select a Different Address to Update

2) If there are any errors, a message will be shown at the top of the page which details the
problems:

© Errors occurred. Please try again.
Address Line 1 must be entered.
City must be entered.
Term Code and Accommodation are required.

3) If you are unable to update your address or are not sure what to do, please contact the
Student Records Team on 02380 599 667 or sturec@soton.ac.uk.
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