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How-To Guide 

Updating Your Contact Information 
 
 
Verify and update your contact information with the College using the Algonquin College Student Information 
System, otherwise known as ACSIS. 
 
 
 
STEP 1 
 
Log in to ACSIS, using your student number.  
 

 
 
 
 
STEP 2 
 

Select Profile under Account. 

 

 
 

https://acsis.algonquincollege.com/students/
https://acsis.algonquincollege.com/students/


 

 Last Revised April 16, 2021   2 
 

How-To Guide 

 

 

STEP 3 
 

View your contact information.  

 

If you need to add a Local Address, remove an address, or edit your Home/Local address, phone number, or 

email click the Edit my Profile button. 
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Option #1 - Updating Information 
 

Update the information that needs to be changed, then click Save My Profile. 
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Option #2 - Adding a Local Address 
 

If you have a permanent address (for example your parents’ house) and a more temporary local address (for 

example Residence or an apartment near the College), you can keep the permanent address on your file as 

the Home Address and enter the other as a Local Address.  

 

Add the contact information to the Local Address section. If you have the same phone number as the one 

listed under your Home address, enter it under the Local Address too.  

 

When done, click Save My Profile. 
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Option #3 - Removing an Address 
 

Students who previously had both a Home and Local Address but who now only want one address on file 

should update their Home Address and delete all information from the Local Address.  

 

When done, click Save My Profile. 

 

 


