Relationships OG / Quick Guide

@ Recording Data about Relatives, Spouses, etc. of a Student or Applicant

Description
This Guide demonstrates how to record and update information about a student’s (or applicant’s) relationships with other peo-
ple. These other people could be in the Campus Community, or be external to the System. Adding a relationship does not auto-

matically enter the person into Campus Community; it simply permits a record of contact information and the type of relationship

with the student.

For more detailed coverage of this subject, see the Business Process: CC005 Relationships.

Navigation

Student Recruiting > Maintain Prospects > Relationships> Relationships

or
Student Admissions > Application Entry > Relationships > Relationships

or
Campus Community > Personal Information (Student) > Biographical (Student) > Relationships > Relationships



@ Relationships

Step 1: Search for the student/
applicant

The search criteria will vary somewhat
depending on which navigation you
used.

If you want to view or update an existing
relationship, use the tab:

Find an Existing Value

To add a new relationship, click the sec-
ond tab:

Enter the student’s ID and click

Add

FYI

Tip: To perform a search when using
the Add a New Value tab, put a ? In the
ID field and click the look up button.

This will bring up a search page where
you can search on name to get the stu-
dent’s emplid.
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Enter any infarmation you have and click Search. Leave fields blank for a list

| Find an Existing Value | 1
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Relationship Nbr: Iﬁ
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Relationship: | = j | j

™ mclude History I Correct History | Case Sensitive

Last Hame:
First Hame:

gearch |

Clear | Basic Search Save Search Critaria
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Relationships
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Find an Existing Walue | Add a Mew Walue




Step 2: Enter Relationship Data

The Relationships page has 3 tabs. Fill
in as much data as you have on each
tab.

On the Relationships tab, if the related
person is in the Campus Community da-
tabase, enter his/her emplid in the Re-
lated ID field. This will automatically fill in
address, phone, etc. information on the
other two tabs.

If the related person is NOT in Campus
Community, leave the Related ID field
blank.

Use the pull-down Relationship menu to
select the relation this person has with
the student.

Enter the related person’s name in for-
mat: lastname,firstname (note: no blank
after the comma).
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Relationships [ 1 |
Charlotte Czerny 0539777
Relationship Find | view &1 First [ 4 o 4 [ Laet
‘Effective Date: 07/21/2008 [+  ‘Status: [Active -] =]
Related ID: ﬂ ‘Relationship: | Mane Indi _%
‘Name:
Prefix: I 'l Suffix: Q
Sex: I "l Marital Status: I ‘I ‘GuaNdian: [4EA, -
NID Country: Q NID Type: Q Nationa\ID:
Comment: —\
‘Status: Aption ‘[
Eingraphica| Deta”s LEQEC'{.*I Communication RECipiEﬂtS | Jaint IRGIMINISHP: IOIH Relat :[' I
Brotier -
Daughlar =1
S Employee
Bsave | Elnotiry | Ertcd | HEE Ermployer b
| marial status: B SpoUse L
Relationships | Relationship Address | Relationship Detail Father
HID Type: Friend N
Granddaugh
Grandfathr
Grandmothr
Grandson
Communication Ln Co-Makr
Ln Co-Sign |
Ln Refamnc
Mother L i
MNeighbor I
Relationship De' Nong Indi
Other
Fartner i
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Step 3: More Data Fields

The Biographical Details link is only Chaotie Czemy

used when the related person is in Cam-
pus Community.

Do not use Biographical Details for an Related ID:

external person! ‘Name:

Prefix: s

The Communication Recipients and
Joint Communication Management
buttons are not used.

Sex:

NID Coumtry:  |JSA O

‘Effective Date; 07/21/2008 [#]

Czerny, Caraling

IFemaIe *I

0538777

Fir=t E 1 of 1 E Last
(=]

Find | *fiew &1

‘Status: I Active - I
., *Relationship: I Mather vl

- Suffix: &
Marital Status: I Widowed = l ‘Guardian: P -
NID Type: FR & Mational ID:

Comment:

To record any association that the re-
lated person may have with the Univer-

Biographical Detail

Does not wish to receive phaone calls|

Legaw“ Communication Recipients | Jaint Communication Management

sity System (that is, legacy data) click

B zave | [ motify |
Relationships | Relationship Add

oy

E'-l-.ﬂ.ddl FlpdateDizplay | Zlinclude History

ess | Relationship Detail

On the Legacy Information page, select
the Affiliation type from the pull-down
menu, date information if you have it,
which Institution, etc. Add more rows if
needed using the | button.

Relationship

Legacy Information

Legacy Relation to Institution

[
Alum Law School
Alurni

Board Ofvisitors
Board of Visitars Law Schoal
Daonor Law Schoal
Donar UM System

Trustee UM System

Ok

To return to the Relationships page,

First (4 4 o 1 ] Last

e |Find | B

(Academic Program

[5] | University of Maine v” = =]

Add

click | oK |




Step 4: Relationship Address tab.

If the related person has an ID in Cam-
pus Community, the address information
will be copied from that person’s Bio-
graphical data.

If the person is external (as in our exam-
ple), you will need to enter an address.
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| Reltionships | Relationship Address | |
Charlotte Crerny 0&39777
Relationship Address Details Find | iewe Al First 4] 1af1 [ Last
Effective Date: 07i21/2006 Status:  Active =]
Relationship:  mother Czerny,Caraline
Related ID (or Name) Address
Address Type: LI I Joint Address

Countny, _——p VTS

Fill in the Country field first.

Second, click Edit Address.

This will bring up the usual address entry

form. Fill it in and click
| 0k |

Address: Edit Address|

Primary ID Address
Address Type: I HOME v| I Joint Address

Country: Linited States

Address: 1111 First 5t
Danfarth, ME 04424
Wiashington




Step 5: Relationship Detail tab

Enter whatever data you have in this tab.
None of this data is required.

Step 6: Save

Click Fsave
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[ 1 | Relationship Detail
Chartlotte Czerny 0539777
z Fir=t Izl 1af 1 IE' Last
Effective Date: 07/21/2006 Status: Active [=]
Relationship:  Mother Czerny,Caraline

Daytime Telephone
Day: | Eve: Fax:
Email ID:
URL Address:

Relation Demographics
Income: UsD Q Cccupation: 3,
External Org ID: &, Employer:
Highest Education Level: | j

Relation Residency
Country: USA QL United States State: a3, Date:

Country of Citizenship
Citizen Country: [USA 0 United States Citizenship Status: | |
Birth Country: US4 QL United States
Fhones Email Address Biographical Details Citizenship and Passport Data

Esave | Elnotify | Eragd | HFlpdateDisplay | &Zlinclude History




To update a relationship:

Step 1: Search
If you want to view or update an existing
relationship, use the tab:

Find an Exisling Value

In the example on the right, the person
has two relationships recorded. Select
the one you want to update.

The relationship is effective dated, so to
update it (for example to change the
Status to inactive), you must add a new
effective dated row.

Use the button to add a new row
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Enter any information you have and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value ] |

ID: [begins with =] D53a777 Q,
Relationship Nbr: m

National ID: | begins with v|
Last Name: | hegins with 'l
First Name:

Ibegins writh v|
Relationship: |: j | j

I Include History I Correct History [ Case Sensitive

search | _ Clear | Basic Search gy Save Search Criteria

Search Results
iy Al

and make the required changes.

1D Name National ID |NID Short Description [Related People ID |Relationship [Name
0539777 Czerny Charlotte Anna 999999999 S5k hlank Mother Czerny, Caroline M
0539777 Czerny Charlotte Bnna 999999999 S5M hlank Brother CzernyJoseph M
[ Rolationships | ] 1 m
v
Charlotte Czerny 0639777
4]
‘Effective Date: 0112172006 [0 ‘Status: | Active =] > =

Related ID:

, *Relationship: IMuther vl

‘Name: Czermy, Caraline
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Relationships are not controlled by Insti-

Relationships |

tutional security. All Institutions share
this data.

Charlotte Czermy

Therefore, if you make a change to a re-
lationship—for example, make it inac-
tive—you should enter a comment that

Bl

‘Effective Date: 0712172006

identifies you and your Institution, as well Related ID:
as why the change was made. ‘Name: Czermy, Caroling
. Prefix: M -
See the example on the right.
Sex: I Female vI
f'"‘“::' 'Lo-".".llltlj'- 4 Ie'n' o\

‘Status:

Suffix:

Marital Status: IWidDWEd 'I "Guar dian:

I Inactive VI

0538777

First (4 102 B Last
(=]

Find | Yiew Al

a
F s

[ Y] (2

BTy

)

?hrl'ivrﬂ'lHB&]

Step 2: Save your changes. Comment:

.

Changed ta Inactive by student request. ERE, LIMS, TI21IDE|

J

Click Esave Biographical Details LEQECYl

Communication

Recipients | Joint Communication Managerment |

B =ave | L\Return to Search |

Prewvious in List

+E|Mext in List | [=]notify | E‘muul

Update Display | &

Relationships | Belationship Address | Belationshin Detail




