Names: Adding and Updating OG / Quick Guide

@ Maintaining Student Names

Description

Several types of names can be stored in a student’s bio-demo data. This Guide covers how to add or update a name. Nmae
types used by the UMS are: Primary (legal name), Preferred, Diploma and Former. Names are effective dated, which means
that when you change a name you add another row for that name type. This maintains a history of name changes. It isn’t nec-
essary to have all name types entered. However, everyone in Campus Community will have at least a Primary name. They will

also have a Preferred name which is created from the Primary name when the person is entered into the database.

Students and applicants can enter/change their Preferred and Diploma names through self-service. Primary and Former names
must be entered by staff, after examining documents such as Social Security cards, marriage or divorce certificates, etc. Stu-

dent employees are responsible for informing Human Resources about their name changes as well.

For more detailed coverage of this subject, see the Business Process: CC002 Names.

Navigation

Campus Community > Personal Information (Student) > Biographical (Student) > Names



Step 1: Search for the person.

Some fields may be populated based on
your User Defaults.

Enter criteria and click —>c2rch

This brings up the Names page.
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Enter any information you have and click Search. Leave fields blank for a list of

ID: [begins with |5 Q
Academic{:areenlz_;l |Undergraduate j
Mational ID: Im

Campus ID: Im

Last Name: Im

First Hame:

" Include History ] Correct History ] Case Sensitive

Search |

I begins with 'I

Clear | Basic Search Save Search Criteria
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Step 2: The Names Page

In our example to the right, Charlotte has
2 names: Primary and Preferred.

To either add a new type of name or
change an existing name, you can use
the Add/Change a Name fields below
the Current Names list.

To add a NEW type of name, use the
Type of Name pull-down menu to select
the type, then fill in the remaining fields.

By default the Effective Date for this
new name will be the current date. How-
ever, you can set that to some other
value.

Once you have entered the new name,

click Submit |

If the new name does not appear in the
Current Names list, click the refresh but-

ton
)
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Charlotte Czerny 0639777

Current Names First E 1-2 of 2 El Last

Customize | Find | View Al | BE

Charlotte Czerny 07102006 Active Mame History
Charlotte Czerny 07H 02006 Active Mame History

Add/change a name

Frimary
Freferred

Type of Hame
Status: I Active 'I

Effective Date: 0712712006 [5)

*Format Using: English Change Format

Prefix: I 'I
First Name: Middle Hame:

Last Name:

Suffix: I j

7, | Display Name:

Formal Name:

Name:

Names
Charlotte Czerny

submit | Reset |

0539777
& save | ELReturn to Search | [=]notify Current Names Customize | Find | View 4
Effective Date
07/1062006

Primary

Preferred Charlgtte Czerny 071042006 Active

Addichange a name
Type of Name '
Effective Date:

Status: I Active 'l

Diploma
Former
Preferred
Primary

*Format Using:

Prefix:
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We have added a Diploma name for
Charlotte.

Now we want to change her Preferred
name.

Step 3: Change an Existing Name

To update a name using Add/Change a
Name, click the Name Type in the Cur-
rent Names list for the name you want to
change (Preferred in our example).

This will fill the Add/Change a Name
fields with the old name.

Edit the name, click Submit |

We’'ll see an alternative way of editing a
name on the next page.
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Charlotte Czerny

Current Names

0539777

Customize | Find | View All | i First E 1-3 of 3 II' Last

Name Type Eftective Date

Primary Charlotte Czerny 07M10/2006 Active Mame History
Preferred Charlotte Czerny 07M0/2006 Active Mame History
Diploma Charlotte Czerny 07127120086 Active MName History

Add/change a name

Type of Name | Freferred
Effective Date: 072712006 [+

Status: I Active 'I

Middle Hame:

 Display Name:
Formal Name:

Name:

submit | Reset |

*Format Using: English Change Format
Prefix: | 'I

First Name: Lottie

Last Name: Czemny]

Suffix: | j

"

[ save | L\Return to Search | =] Motify |

Update/Display | & Include History

[EF Correct History
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Alternatively, to change an existing
name, click the Name History link next to
the name you want to update.

To add a new effective dated row—that
is, to add a new version of that name

type, click the
yp

This will bring up a page where you can
enter the new name.
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Charlotte Czerny

Current Names

Primary Charlotte Czerny
Preferred Charlotte Czerny
Diploma Charlotte Czerny

05839777

Customize | Find | View All | i First (4] 1-3 of 3 [+ Last

Effective Date
07M0/2006

07M10/2006
072712006

Active
Active
Active

HAIME MISTOry
Mame History
Mame History
Mame History

Mame Type History

Hame History

Type of Name: Preferred
Find First E 1-2 of 2 E Liist
Effective Date: Format Using: Name: Status:
Q72712006 English Czerny, Lottie Active
Effective Date: Format Using: Name: Status: - El
0710/2008 English Czerny,Charlotte Anna Active

OK | Cancel |




Q@

@ Names

The new row lets you set the Effective
Date for this new version of the name.
Click the Edit Name link to enter the new
name.

After entering the new version of the
name (Charlotte’s Primary name in this

example, click |
0K |
Click | oK |again to return to the

Names page.

Step 4: Save

On the Names page, click Esave |
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Effective Date: *Format Using: Hame: Status: .El
0712712006 [ |English Bl czemy.Charotte Annabelle | Edit Mame | Active v
| S— —
Effective Date: Format Using: Name: Status: =]
0712712006 English Czerny,Charlotte Annabelle Active
OK | Cam:ell
Names Detail
Edit Name !
Type of Name: Primary
Effective Date: 07/31k2006 El Status: I.-'\dive 'I
*Format Using: English Change Format
Prefix: I 'I
First Name: Charlotte Middle Name:  /Annabelle
Last Name: Czerny
Surffix: | j
.  Display Name: Charlotte Czerny
Formal Name: Charlotte Czerny
Name: Czerny,Charlotte Annabelle
0K Cancel




