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Step-by-Step Instructions 

1. Log in to Student Services 
Visit Student Services (https://studentservices.leeds.ac.uk/) and go to 
“Personal Information”. 

 
 

2. Choose “Update Your Contact Details” 
A list of your current addresses and telephone numbers will appear. 

 
 

3. Edit an Address 
o To update an address (e.g., Emergency Contact, Permanent Home, or 

Term Time), click “Current” next to the relevant address. 
o If you cannot find the address type you need to update, select it from the 

dropdown list and click “Submit.”  

The addresses and telephone numbers in the image below are fictional.  
Do not replicate these addresses and telephone numbers.  
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4. Update Address Information 
o For Addresses in Listed Countries: 

▪ Use the dropdown menu next to "Country" to select your country. 
▪ In the “Search Address” box, type at least five characters of your 

address or postal code to find your address. 
▪ Click on the correct address to fill in the fields automatically (you 

can manually adjust them if needed). 
o For Addresses in other Countries: 

▪ If you cannot see the correct country in the dropdown menu, enter 
your address manually in the provided fields. 



 

 
 

5. Add Contact Information 
o Enter your main contact number in the “Main Contact Number” field. 
o Add additional numbers if necessary. 

 

6. Save Your Updates 
o Once all details are updated, click “Submit” at the bottom of the page. 
o You’ll return to the main page, where your changes should now be 

displayed. 

 
Important Notes 

• The addresses and numbers shown in the examples are fictional. Please use 
your own details. 

• Ensure all information entered is accurate, especially emergency contact 

details. 

 


