A hf/[ggcyCollege Update Address & Contact Information
of Ohio

Purpose:
To update your address or other contact information for correspondence from the college. Mercy College sends all
correspondence to your designated HOME address.

Process:
1) Loginto your EmpowerMe account at www.mercycollege.edu/empower.
2) Select Account Settings.

——  p— R TTAI " #T———— ot
Student Records Schedule ~ Student E wrepan Account Settings

WELCOME — ik

3) Select Update Personal Information.

Student Billing ~ Financial Aid ~ Admissions ~ Account Settings ~

p—
Student Records ~

Schedule =

D M MCKG”IP Change Password
i n Update Personal Information
that is my ID?

4) Select the specific information you would like to update. (To update email addresses select Address) (ex.
Address).

Student Billing ~ Admissions ~ Account Setfings ~

Student Records ~

Schedule ~

Update Personal Information

Changg{lurrentﬂllersettings: Person: Term: SP-22- Spring 2022 Dept: Crse: Sect: App. Year:

LasgMame: Title:
Firsgame: Middle: Suffix:
Bor Alias: Prior:
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5) You are able to update your current information, remove it, or add new contact information.

Schedule = Student Billing Financial Aid Admissions Account Settings

Student Records ~

Update Personal Information

Your address information

Personal Email Address Update

OH UsSA
_@mercycollege.edu

Home Address 2221 Madison Avenug Update

Toledo OH USA
registrar@mercycollege.edu

The address information you are going to change
There is no record

Add New Address Info —

Return to Main Screen

6) Submit the necessary information and select the Update Address button.

Registration

5 h = Student Billing ~ Financial Aid ~ Admissions ~ - Account Settings ~

Student Records ~

Update Personal Information

AddrType:  HOME Effective: 1242016 | & | | & (mmidaryyyy)
Postal/Zip: Plus4:

Address 1: N

Address 2: Address 3: |

City: Toledo CarRte: |

Country: United States v | State: Ohio ~|

E-mail: I @mercycollege.edu

Update Address —

a. If you want the update to occur on a specific date, select a specific effective date.

Registration

Student Records ~ s h e Student Billing ~ Financial Aid ~ Admissions ~ - Account Setfings ~

Update Personal Information

Addr Type:  HOME Effective: 11242016 | _
Postal/Zip: Plus4:

Address 1: N

Address 2: Address 3: |

City: Toledo CanRte: |

Country: United States ~| State: Ohio ~|

E-mail: amercycollege.edu |

Update Address Cancel
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b. If Updating a PEML/Personal Email address
i. Onlyinclude Non-Mercy College email addresses.
ii. Youonly need to include a state and the email address all other information can be left blank.

~EnTollment

Student Records Schedule = Student Billing Financial Aid Admissions Account Settings

Update Personal Information

AddrType:  PEML Effective: 10202017 |G | | & (mmiddiyyyy)
Postal/Zip: | Plus4:

Address 1: |

Address 2: |Address 3 | |

City: lcanRte:

Country: United States v | State:

E-mail: _ |
Update Address

7) Your request to update information will be processed within 5 business days. For questions please contact the
Office of Student Records by emailing registrar@mercycollege.edu.
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