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Student Profile Address Instructions 
You are required to list a local residential address in your Terra Dotta profile, for it must be reported to the US Department of 
Homeland Security through the SEVIS system. This must be a physical address where you currently live in the United States, NOT a 
Post Office Box number or a non-U.S. address. 

 
In your Terra Dotta profile, your US address must be located in the "Profile Address (SEVIS)" section. Your "Profile Address (SEVIS)" 
address may be the same as the address in your "US Physical Address" section, but the "Profile Address (SEVIS)" will be the only US 
address sent to SEVIS. 

Adding/Editing Your Profile Address 

To update your "Profile Address (SEVIS)" address, log into tds.visaservices.duke.edu and go to your Terra Dotta home page.  

Note: When you first log into Terra Dotta you will be directed to your home page automatically. If you are currently looking 
at a record in Terra Dotta then click the "User" button in the black menu bar and select "My Home". 

 

 
On your home page, you can tell if you already have a "Profile Address (SEVIS)" address by looking in the "Profile" section on the 
right. If you see the "Profile Address (SEVIS)" address then you already have that information on your Terra Dotta profile. If you 
need to add or edit your "Profile Address (SEVIS)" address, then click the "Edit Profile" button. 

 

https://tds.visaservices.duke.edu/


On the "User Profile" screen, click the "Address Info" button to view your addresses. There are four types of address, but the only 
address that you can edit is the "Profile Address (SEVIS)" address. To edit the "Profile Address (SEVIS)" address, click the pencil icon 
in the "Actions" column. 

 

 
On the "User Home Page: Edit Profile Address (SEVIS)" screen you can enter the information for each component of your US 
address. Refer to the instructions in the "Proper US Address Formatting for SEVIS" section below to ensure that you are entering 
your US address correctly. The "Address" portion has two fields that represent "Address Line 1" and "Address Line 2". The “Address 
Line 1” content should begin with the street number and street name. 

 

 

While in the "Address Info" section, please take the opportunity to confirm that the "Foreign Address" is your permanent 
international address and that it is entered correctly. You cannot edit this address in Terra Dotta as this information is from Duke Hub. 
If something is wrong with the "Foreign Address", either you will need to update Duke Hub or the University Registrar will need to 
make the updates. Please contact the Office of the University Registrar at 919-684-2813, if you have any difficulties entering your 
"Foreign Address" in Duke Hub. 



Proper US Address Formatting for SEVIS 

Your "Profile Address (SEVIS)" address must have a street number, street name, city, state, and zip code in that specific order. 
Ending words like "alley", "street", and "drive" must follow the approved USPS Street Suffix Abbreviations. The "state" must be in 
the standard two-letter abbreviation. 

 
If your address includes words like "suite", "apartment", or room numbers they should follow the approved USPS Secondary Unit 
Designators. These abbreviations should be added to the end of the "street name" in THE “Address Line 1” field or placed in 
“Address Line 2”. 

 
Note: If you are living on campus, please refer to this Campus Address List to see the proper physical street address of your 
building. 

The table below provides some examples of the “Address Line 1” and “Address Line 2” formatting: 
 

 Example #1 Example #2 Example #3 
Address Line 1 1748 Oak Ln Apt 4 14 W Griffin St Rm 15 423 Towerview Dr 
Address Line 2   House 1C Rm 34 

 
If you are not sure if your address meets these requirements, you can test your address with the USPS Look Up a ZIP Code tool. To 
use the USPS tool: 

1. Select the "By Address" tab. 
2. Enter the components of your address into the individual textboxes. 
3. Click the "Find" button. 
4. The results will load, and you will see the address you entered in the preferred USPS standardized format. 

You can then take your address as it appears in the USPS tool and enter it as your "Profile Address (SEVIS)" address in Terra Dotta. 
The USPS tool may add a hyphen (-) and four extra digits to your zip code, but you should only use the first five digits of the zip code 
in your "Profile Address (SEVIS)" address. Please also remember to include your US phone number in your "Profile Address (SEVIS)" 
address. 

http://pe.usps.gov/text/pub28/28apc_002.htm
http://pe.usps.gov/text/pub28/28apb.htm
https://pe.usps.com/text/pub28/28apc_003.htm
https://pe.usps.com/text/pub28/28apc_003.htm
https://tds.visaservices.duke.edu/_customtags/ct_DocumentRetrieve.cfm?token=eyJ0eXAiOiJKV1QiLCJhbGciOiJIUzI1NiJ9.eyJwYXlsb2FkIjp7InRpbWVzdGFtcCI6IjIwMjQtMDYtMTdUMTY6NDI6NTciLCJleHBpcmVMaW5rIjpmYWxzZSwiZmlsZUlkIjoxNjcwMTl9fQ.FoH4ZAOloFGMFozS2dmnF7kNELOYVJNd8b9D8d3S4YU
https://tools.usps.com/go/ZipLookupAction!input.action
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