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CS – Update Application:  Personal (Bio/Demo) Information  
 
Purpose: The instructions below describe how to update Bio/Demo information, as new or 
corrected information becomes available.  To update data, access the application and navigate to 
the appropriate page.  Most Bio/Demo information can also be updated using Campus 
Community. The table below provides the topic/page for each item. 
 
 

Topic See page…
Update Name 2 
Update Address 5 
Update Phone 8 
Update Email 9 
Update Ethnicity 10 
Add/Update Decedent Data (Death) 11 
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Update Name 
 
Note:  An alternate way to access the Names page is to select Main Menu › Campus Community › 
Personal Information › Biographical › Names.  Enter search criteria and click the Search button. 
 

Step Action 
1. Navigate to the application.  Select Main Menu › Student Admissions › Application 

Maintenance › Maintain Applications 
 
Result:  The Maintain Applications search page displays. 
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Step Action 
2. Enter search criteria.  Click the Search button. 

 
Result:  The Application page displays. 

 
 
Note: If more than one record matches the search criteria, select the appropriate record. 

3. Click the Names link in the upper right corner of the page. 
 
Result:  The Names page displays. 
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Step Action 
4. In the Add/change a name section, complete the following: 

• Type of Name – Select the type of name to be changed 
• Effective Date – Populates to today’s date 
• Status – Select as appropriate 
• Prefix – Update if applicable 
• First Name – Update if applicable 
• Middle Name – Update if applicable 
• Last Name – Update if applicable 
• Suffix – Update if applicable 

5. Click the Submit button. 
 
Result:  The record will be updated with the name change.  The Name History displays all 
changes made to the name. 
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Update Address 
 
Note:  An alternate way to access the Names page is to select Main Menu › Campus Community › 
Personal Information › Biographical › Addresses/Phones › Addresses.  Enter search criteria and click 
the Search button. 
 

Step Action 
1. Access the application.  Follow steps 1-2 on pages 2 and 3. 
2. Click the Addresses link in the Contact Information section. 

 
 
Result: The Addresses page displays. 
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Step Action 
3. Select Edit/View Address Detail for the Address Type you wish to edit. 

 
Result:  The Address History page displays. 
 

4. Click the Add Row  button. 
 
Result:  A new address row displays. 

5. Click the Update Addresses link in the new address row. 
 
Result:  The Edit Address page displays. 
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Step Action 
6. Enter the new address information.   

 
Result:  The address is updated on the Address History page. 

 
 
Note:  To make a correction to an existing address, use the Update Address link 

7. Click the OK button to return to the Addresses page.  Click the Save  button. 
 
Result:  The new address is updated. 
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Update Phone 
 
Note:  An alternate way to access the Phone page is to select Main Menu › Campus Community › 
Personal Information › Biographical › Addresses/Phones › Phones.  Enter search criteria and click the 
Search button. 
 

Step Action 
1. Access the application.  Follow steps 1-2 on pages 2 and 3. 
2. In the Contact Information section under Phone, click the Add button. 

 
 
Result:  A new phone row is added. 

 
3. Enter the appropriate information in the new phone row.  Click the Save  button. 

 
Note:  To make a correction to an existing phone number, enter the correct information 

(type, phone number, preferred indicator) and click the Save  button at the 
bottom of the page. 
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Update Email 
 
Note:  An alternate way to access the Email page is to select Main Menu › Campus Community › 
Personal Information › Biographical › Addresses/Phones › Electronic Addresses.  Enter search criteria 
and click the Search button. 
 

Step Action 
1. Access the application.  Follow steps 1-2 on pages 2 and 3. 
2. In the Contact Information section under Email, click the Add button. 

 
 
 
Result:  A new email row is added. 

 
3. Enter the appropriate information in the new phone row.  Click the Save  button. 

 
Note:  To make a correction to an existing email, enter the correct information within the 

existing row (type, email address, preferred indicator) and click the Save  button 
at the bottom of the page. 
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Update Ethnicity 
 
Note:  An alternate way to access the Email page is to select Main Menu › Campus Community › 
Personal Information › Biographical › Personal Attributes › Ethnicity.  Enter search criteria and click 
the Search button. 
 

Step Action 
1. Access the application.  Follow steps 1-2 on pages 2 and 3. 
2. Select the Regional tab. 

 
Result:  The Ethnicity and History sections display on the Regional tab. 

3. To update ethnicity: 
 
• UPDATE EXISTING ETHINCITY: Click the Add button to add additional ethnic 

groups.  Enter the appropriate information in the new row.  Click the Save  
button. 

 
• To make a correction to existing ethnicity, enter the correct information within the 

existing row and click the Save  button at the bottom of the page. 
 

Note:  If changes are made to the Person is Hispanic or Latino checkbox, click the Save 
button. 
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Add/Update Decedent Data (Death) 
 
In the event that a student who has completed an application passes away, the Status is changed to 
“WADM”. 
 

Step Action 
1. Access the application.  Follow steps 1-2 on pages 2 and 3. 
2. Select the Application Program Data tab 

 
 
Result:  The Application Program Data tab displays. 

3. In the Program Data section, click the Add Row button. 

 
 
Result:  A new Program Status section is added.  Notice in the Program Data section 
header you will see multiple pages for each status. 
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Step Action 
4. In the Program Status section, complete the following: 

• *Program Action - Use the Look Up  button to update the *Program Action field 
to “WADM” (Administrative Withdrawal). 

• Action Reason – Select DEAT (Deceased) as the action reason. 
 

5. Click the Save button. 
 


