Finding a Person’s E-mail Address in Banner 5

1. Type GOAEMAL into the Direct Access box and press enter.
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2. The GOAEMAL, E-mail Address Form, will appear.
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3. If you know the ID (SSN) of the student, type it in the ID field. If you don’t know the ID, click
the flashlight icon to search for the student.

4. The person’s name appears after the ID is entered.
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5. Click on the Next Block button on the toolbar | Jﬁl or click in the E-mail Type field to view or

6.

enter information.
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If you are entering information, remember you will need to enter the E-mail Type, and then the
E-mail address. E-mail addresses consist of a userid followed by the @ sign, followed by the

domain name.

a. After entering the information, you must save your work by clicking on the Save button on

the toolbar

Click the Rollback button on the toolbar to repeat or click the Exit button when finished to
return to the Main Menu.
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