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This user guide covers how CSUF students can modify their personal contact information, emergency contact 
information, and SMS text phone number for notifications. For detailed instructions on accessing the Student 
Center, please visit the IT Training website: http://www.fullerton.edu/ittraining.  
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Processing Steps Screen Shots 

Changing Your Personal 
Contact Information 
 

From your Student Center on Titan 
Online, scroll down to the Personal 
Information section. 

Step 1: 

 
On the right are links to update 
Home Address, Mailing Address, 
and Local Phone Number. 
 

 Although you can view your 
Student Email Address on this 
page, you cannot modify it. 
 

 

 
 

 

Click on either Home Address or 
Mailing Address. Both links will 
take you to the same screen. 

Step 2: Changing Home or 
Mailing Address 

 

 
  

http://www.fullerton.edu/ittraining�
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Your current Home and Mailing 
Addresses will appear. 

Step 2a: 

 
Click Edit next to an address to 
modify the address. 
 
To delete an address, click Delete 
next to the address you wish to 
delete. 
 
To add a new address, click Add A 
New Address. 
 

All students are required to 
provide a Home Address; therefore 
you cannot delete your Home 
Address but you may edit it. 
 

 

 
 

 

When editing or adding an address, 
make the necessary modifications 
to the address on the screen. 

Step 2b: 

 
Then click OK to save your 
changes. 
 

 

 
 

 

To return to the Student Center, 
select “Student Center” from the 
drop-down menu at the top right 
and then click the double arrow 

button ( ). 

Step 2c: 
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To change any of your phone 
numbers (including your local 
phone number) click on Local 
Phone Number. 

Step 3: Changing Phone Number 
 

 
 

 

All of your current phone numbers 
will appear. 

Step 3a: 

 
To modify a phone number, simply 
type over the current contents of the 
Telephone field. 
 
To change your preferred phone 
number (the one CSUF will use for 
all automated calls), place a check 
mark in the Preferred column next 
to the number you wish CSUF to 
use. 
 
To delete a phone number, click the 
Delete button next to the phone 
number you want to delete. 
 
To add a new phone number, click 
Add A Phone Number. 
 
When you are finished making 
changes, click Save. 
 

 

 
 

  



Changing Personal Contact Information  
for Students FINAL 

Last Revised: 1/25/11 Page 4 of 8 

Processing Steps Screen Shots 
 

You will receive a confirmation 
message that your changes have 
been saved. Click OK. 

Step 3b: 
 

 
 

 

To return to the Student Center, 
select “Student Center” from the 
drop-down menu at the top right 
and then click the double arrow 

button ( ). 

Step 3c: 
 

 
 

Changing Your Emergency 
Contact 
 

From your Student Center on Titan 
Online, scroll down to the Personal 
Information section. 

Step 1: 

 
Click on Emergency Contact. 
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Your current emergency contact 
information will appear. 

Step 2: 

 
To view a contact’s details, click on 
the contact’s name. 
 
To edit a contact’s details, click the 
Edit button next to their name. 
 
To delete a contact, click the Delete 
button next to their name. 
 
To add a new contact, click Add An 
Emergency Contact. 
 
To change the primary emergency 
contact, click Change The Primary 
Contact. 
 

 

 
 

 

When adding or modifying an 
emergency contact, fill in the 
individual’s contact details. 

Step 3: 

 
Once you have filled out this page, 
click Save to save your changes. 
 
If you do not want to save your 
changes, click Return to 
Emergency Contacts. 
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When you select the Same 
Address as Individual or the 
Same Phone as Individual check 
box, additional options become 
available to you. 

Step 3a: 

 
Specify which address and/or 
phone number that is currently 
associated with you that you would 
like associated with your 
emergency contact.  
 

Use these options when you 
live at the same address as your 
emergency contact and/or share a 
phone number with your emergency 
contact. 

 

 
 

 

If you save your changes, you will 
receive a confirmation that your 
changes have been saved. Click 
OK. 

Step 3b: 
 

 
 

 

To return to the Student Center, 
select “Student Center” from the 
drop-down menu at the top right 
and then click the double arrow 

button ( ). 

Step 4: 
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Changing Your SMS Text 
Phone Number 
 

From your student portal, click on 
Profile. 

Step 1: 

 

 
 

 

In the Profile section, your current 
SMS text phone number will be 
displayed next to Cell Phone.  

Step 2: 

 
Click on the cell phone number to 
modify it. 
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Modify your SMS text phone 
number by typing over the existing 
phone number in the Cell Phone 
Number field. 

Step 3: 

 
If you do not wish to receive 
campus emergency notifications via 
text message, click the Remove 
Number button. 
 
Once you have made your 
changes, click Update. 
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