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  Click the Update Contact Information link     
  on the User Summary. 
.  

4   Enter or correct the contact data. 5 

10 

  Click the Finish button to save the change(s). 
6 
 

From the Home 
screen, click the 
Users fast link.  

1 Enter the 
Username or 
Last Name. 
 
Then click the 
Search Current 
button. 

2 

Click the user name link in the User Name field in the search results to display the User Summary. 
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