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Changing your e-mail address

In this tutorial you'll learn how to navigate to your UTDirect home page, how to select the Address 
Change icon, how to enter your changes, and how to confirm that your email address has been 
changed.

NOTE: 

●   Only you can change your e-mail address; a professor will not be able to change it for you. 
●   If you are an employee of the University, Blackboard will use your employee e-mail address 

by default. 
●   If you have not entered an employee e-mail address, Blackboard will list your e-mail address 

as "None." 
●   Once you have changed your e-mail address, it will take two or three business days for that 

information to be reflected in Blackboard. 

Click on the first link below to begin. If you have a question about a particular step, use this index to go 
directly to that section of the tutorial.

1. On the UT home page, click on the UTDirect logo.
2. On the UT EID login page, enter your EID and password, and log in.
3. Click on the Address Change icon near the top left corner.
4. Enter a new e-mail address or change the old one.
5. Click on the Update This Address button.
6. In the Employee Records section, change your e-mail address here as well.
7. Click on the Update This Address button.
8. Click on the Logoff link.
9. On the UT home page, click on the E-mail/Phone Directory link.
10. In the All UT Lisitings text box, enter your last name, and click Search.
11. Confirm that the information listed is correct.
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Changing your e-mail address

1. To begin, go to the UT home page at http://www.utexas.edu. Click on the UTDirect logo in the top right 
corner.

2. On the UT EID login page, enter your UT EID and password, and log in.
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3. On your UTDirect home page, click on the Address Change icon in the top left corner.
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4. On the Address Change screen, in the Student Records E-mail Address section you can enter a new 
address or change the old one.

5. After you've made the changes, click on the Update This Address button.

6. If you are a student and an employee, scroll down to the Employee Records section and change your e-
mail address here as well.
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7. Again, after you've made the changes, click on the Update This Address button.

8. When you've finished entering your changes, be sure to click on the Logoff link.
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9. Logging off returns you to the UT home page. Click on the E-mail/Phone Directory link to confirm that 
your address has been changed.

10. In the All UT Listings text box, enter your last name, and click the Search button.
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11. Confirm that the information listed is correct. REMINDER: Once you have changed your address, it will 
take two or three business days for that information to be reflected in Blackboard.
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