How to change your name, address, phone number, or other personal information in RTC records

It’s extremely important for the college to know when you make changes to your personal information. When you move, change phone numbers, get married and change your name, make sure to change that information in your college records.

1. Open the Internet and go to the college home page. www.rtc.edu
2. Click on Student Services (white print on black background at the top menu)
3. Click on Student Online Services.
4. Click on My Contact Info.
5. Type your Student ID number and Pin. Your pin is your birthday in 6 digits, for example, mm,dd,yy
6. Click on View or Change. 
7. Click on Change My Address and make the necessary changes.
8. [bookmark: _GoBack]Click on Submit Address Change. Make sure you close the browser to keep your information secure.
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