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Part Six. How to view and change your provider 
contact details 

6.1 How to view Provider Contact details 

To view the current contact details Te Kura has for your provider: 

Step 1. On  the ‘Providers’ menu, click on ‘View 
Provider Contact Details’. 

Result: The View Provider Contact 
Details screen will display (below). 
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Part Six. Viewing and changing Provider Contact details continued 

6.2 How to change Provider Contact details 

You are able to request changes to contact information for the following: 
• Coordinator email 
• Coordinator details 
• School office email 
• School postal address 
• School physical address 
• School telephone numbers 
• Principal details 
• Principals nominee details 

To change contact details: 

Step 1.  Go to the Providers menu  

Step 2. From the drop down options select 
‘Request For Information’. 

Result: The Request For 
Information screen will display. 

Step 3. Select what information you 
wish to change from the 
Information Request Type list of 
options. 

 

 

Step 4. Complete the relevant fields and 
Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes:  

• Those fields marked with a * are mandatory. 
• These changes are sent to the Enrolment Services enrolment inbox to action. 
• If your Te Kura Coordinator name and email address are to be changed please email the details 

to enrolment@tekura.school.nz and to your regional Relationship Coordinator. 
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