
 

 

 

 

 

How to: Complete “Information Review and 
Complete” task item 

1. Log into Navigator. 
 
 

 

 

 

 

 

 

2. Once at the Student Homepage, click on “Tasks”.  
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3. Your To Do List can be accessed by clicking on “To Do List” in the 
menu bar. However, the page should default to your To Do List. 
Once there, you will click on “Address Phone Email Emergency 
Verification” in the chart listed under Task. 

 

 

 

 

 

 

 

 

4. Read the information provided in Step 1 of 5 on your address, 
telephone, personal email address, and emergency contact 
information verification. Then, click “Next”. 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Review/ Edit your contact details within Step 2 of 5.  
 
To add an email, please see steps 6-7. To add a phone number, 
please see steps 8-9. 
 

6. Email: Under the “Email” heading please click on the “+” button.  
 

 

 

 

 

 

 

 

 

 

 

7. In the pop-up window, select your email type in the drop-down 
menu next to *Type. Then type in your email in the box provided 
next to *Email. You may select the check box if this is your 
preferred email. Then, click “Save”. 

 

 

 

 

 

 

  



8. Phone: Under the “Phone” heading, click on “Add Phone”. 

 

 

 

 

 

 

 

 

 

 

 

 

9. In the pop-up window, select the phone type in the drop-down 
menu next to *Type. Fill in the Country Code (if the number is out 
of country). Provide the phone number, and extension if 
necessary. Check the box next to “Preferred” if this is your 
preferred number. Then, click “Save”. 

 

 

 

 

 

 

 

 

  



10. To complete step 2 of 5, click “Confirm”.  
 

 

 

 

 

 

 

 

 

 

 

 

 

11. Click “Next” to continue to step 3 of 5. 

 

 

 

 

 

 

 

 

 

 

 

 

 



12. Review/ Edit your addresses within Step 3 of 5. To add a 
home/ permanent address, click on the “+” button under the 
respective address types. 

 
 

 

 

 

 

 

 

 

 

 

 

13. Fill out the address form (please see the red arrows below 
for the required input values) and then click “Save”. 

Note: When filling in the state, you must click on the search icon 
to select the state for the state to be validated. 
 

 

 

 

 

 

 

 

 

  



14. If you input/ edited any information, please click “Confirm”. 
Then, click “Next” to continue to Step 4 of 5.  

 

 

 

 

 

 

 

 

 

 

 

 

15. Within Step 4 of 5, to add an emergency contact, click on 
“Add Contact”. 

 

 

 

 

 

 

 

 

 

 

 

 



 

16.  In the pop-up window, enter the emergency contact’s 
name, relationship to you, and phone number. Then, click “Save”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

17.  To complete Step 4 of 5, click “Confirm” and then “Next” to 
proceed to the last step. 

 

 

 

 

 

 

 

 

 

 



 

18. Click “Submit” to complete the Information Review. 
 

 

 

 

 

 

 

 

 

 

 

Note: As soon as your information review and complete is submitted, 
it will immediately be removed as a hold/ to do list item. 


