Resolving Multiple IDs - Job Aid
University of
Northernlowa

Resolving Multiple IDs

Purpose: These instructions describe the current process used by Admissions to resolve the issue
of a user being assigned two different IDs.

¢ In Campus Solutions, inactivate the ID you do not wish to keep

e In Campus Solutions, if two applications exist, cancel the application you do not wish to
keep by updating the application status.

e Use the WW14 transaction to consolidate the 1D and SSN you wish to keep.

Inactivate the 1D you do not wish to keep in Campus Solutions

Step Action

1. Navigate to the Add/Update Person page: Main Menu > Campus Community >
Personal Information > Add/Update a Person.

Enter the U ID you wish to eliminate.
Click the Names link in the upper right corner.

Fa\.rn'rites Main'Menu > Campus Community > Personal Information > Add/Update a Person
- -

Biographical Details Addresses Regional

Pam Panther N * o

Person Information

Date of Birth: 03/20M1991 [§  Birth Information Campus ID:

Biographical History

Find | [4] 10f1 [»]

*Effective Date: 03/20/1991 |5 ==

*Marital Status: Single ~ Asof: |03/20/1991 |5

*Gender: Female -

National ID Customize | Find | | EJ CIPPEyL)

*Country *National ID Type National ID Primary

USA Q Social Seeurity Humber - |t [=]

4. Click the Name History link for the Primary Name.
Current Names Customize | Find | | | H W 120128
Name Type Name Effective Date Status Updated By Updated HName History
Primary Pam Pantner 11/18/2010 Active Eric T Winkel 17102010
Pam Panther I - : 11/18/2010 .

Preferred 11182010 Active Eric T Winkel 815-17TAM Mame History
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Step Action

5. On the Name History page, click the Add Row button.

Name Type History
Name History

Type of Name: Primary

Names Detail

Effective Date: 11/18/2010
Status: Active
Format Using: English
Updated By: Eric T Winkel

Display Name:
Formal Name:
Name:

Updated:

Find & 10r1 ¥

Pam Panther )=l

Pam Panther
Panther, Pam

11/18/2010 8:15:1TAM

6. In the new row, change the Effective Date to one day after the original date.

Names Detail

@ate: DE.-’J?E.QU 1@

Display Name:

Find [ 12028
Pam Panther EI

Status: Active - Formal Name: Pam Panther
*Format Using: English - Name: Panther, Pam
Edit Name
Updated By: Eric T Winkel Updated: 01172012 9:13:35AM
7. Click the Edit Name link.
Names Detail Find [4] 1-20f2 ]
Effective Date: h6/28/2012 [ Display Name:  Pam Panther HE

Status: Active -
*Format Using: English -
Updated By: Eric T Winkel

Formal Name:

Name:

Updated:

Pam Panther

Panther, Pam
0111772012 9:13:35AM
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8. Complete the following:

e First Name — Enter as the U ID that you are keeping
e Last Name — Enter Unknown

e Middle Name - Delete

e Click the OK button

Edit Name

Type of Name: Primary

Effective Date: 06/28/2012 [5) Status:  Active -
*Format Using: English Change Format

Prefix: -

First Name: Rikiiiiciind Middle Name:  (Remove)
Last Mame: Unknown

Suffix: -

(4

+ Display Name:
Formal Name:

Name:

Cancel Refresh

9. On the Name Type History page, click the OK button at the bottom.

10. Click the Name History link for the Preferred Name. Use the Delete Row button
to delete the Preferred Name. Click the [=] button. Click the OK button in the
prompt. NOTE: You must have “Correct History” to delete a name type.

Name Type History
Name History
Type of Name:  Preferred
Hames Detail Find 8l 10r1 B
Effective Date:  (01/30/2012 Display Name:  p - pooo o HED
Status: Actne Formal Name: Pamela Panther
Format Using: Englih Name: Ty o
Updated By: Enic T Winkel Updated: 01302012 9:03:38AM
i ) |
@ Cancel = Refresh
11.

Click the OK button at the bottom of the Names page to return to the Biographical
Details tab.
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Step Action
12. Delete the Date of Birth.
Addresses Regional
Pam Panther HERER Mames
Person Information
Birth Information Campus ID:
Biographical Hie';n)ryI Find | Kl 1of1 B
*Effective Date: |MF§!J FE)
*Marital Status: .U-r{l;(-nown - Asof: I[]g,f[]g;gmg__!_;_ﬂ
13. Delete the SSN by clicking the Delete button.
National ID Customize | Find | 3 | EJ IR
“Country *National ID Type National ID Primary
Usa aQ Social Security Number - I @
Add |
14, Inactivate the Address by clicking the Addresses link. Select the Edit/View
Address Detail link for each Active address.
Current Addresses Customize | Find | View 2 | (&) | U m 1-30f3 lﬂ
Add . Edit\View Add
LE"’“ Address Effective Date Status  Updated By Updated Toia v Addless
3028 Radcliffe Ave ; e
ikl lows Ciy, 14522454915 08202010 Actve et I82ANE
ohnson |
3028 Radcliffe Ave - —
T g lowa Ciy A 52245-491¢ 08202010 \Actve |SACT - 9WZ0Z0N0
15. For each “active address”, add a new effective-dated row and change the Status to

Inactive. Click the OK button. Click the Save button.

Note: For U IDs with a PFAPARENT patron affiliation, do NOT inactivate, check with Deb

Bartels first.
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If multiple Applications exist, Cancel the Application you do not wish to keep (in
Campus Solutions)

Step Action

1. Access the application you do not wish to keep. Select Main Menu > Student
Admissions > Application Maintenance > Maintain Applications. Select the
Application Data tab.

Favorites - Main Menu >  Student Admissions > Application Maintenance > Mantain Applications

Biographical Details Addresses Regional Application Program Data @Application Sclool/Recriting C

Pam Panther ren—

Academic Institution:  University of Morthern lowa Mo @

Academic Career: Undergiaduale Application Number: s

s " :

2. In the Application Data section, Application Center field, change the selection to
ERR - App Error. Note: You do not need “Correct History” to do this

Application Data

*Application Center:  |ERR QU AppError | *Admit Type: TRF Q. Transfer
*Application Date: 1216/2011 |3 Academic Level: Freshman -
*Created On: 12/16/2011 |[31) *Notification Plan: Regular hd
[T prior Application Application Method: Web Appl -
[T Previous Attendance From Date:
To Date:

[ Graduated early?
[ Not Currently Attending School
[T Electronic Signature

[C Criminal Conviction

16. Click the Application Program Data tab. In the Program Status section, select the
following:

e Program Action: WADM (Administrative Withdrawl)

e Action Reason: ERR (Application Submitted in Error)

Program Status

Status: Cancelled Action Date: 12/16/2011
|‘Program Action:  [WADNQ_  Administrative Withdrawal | |Action Reason: ERR @, Application Submitted in Error
Last Updated On: By: Evaluation

1. Click the Save button = Sav&

Note: If the student is matriculated, the Admissions or Student Records Functional
Lead must “Revoke Admissions” on the Student Records side and then update the
application status to WADM - ERR.
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Consolidate the ID and SSN you wish to keep, using the WW14 Transaction

Step Action

1. In My UNIverse, My Administrative Access pagelet, select the WW14
Transaction.

2. In the ID# Search field, enter both ID numbers with a comma and no space.
4T
&a University of
Northernlowa
UNI ID# Administration CONTAINS SENSITIVE DATA
5 LOGGED @ REC

Search | Create a Temp SSN
Name Search

[ Exact | Name Search

ID# Searcht

Instructions: vou may soarch for o record (109 or Socisl seturty numban ormidtipls recotds (any combination of IDFS and social secunty numbarsy, Enser S-digh UMI
|D#Fs andios & digit 3ocial securly numbers, Using & comend 16 separale gach enlry

The following example |s a seanch for an I0#, 3 sockal security numbes, and another ID#
Excarnpdy 1 22456, 123436709 6543

I BHEEEE SEERER I rfln-al;lmtl Search

3. Click the Search button.

Result: Records for both IDs display.

4. Select the checkbox for both records. Click the Consolidate button.

D% Search

Imstructions: You miy Search for one record (DR cr social Security rumben or muliphe 1ecords (any combinaian of IDFS and $ocial Securty rumbers). Enfer E-digit UMI
IDs#'s andbor 3-digil socisl security numbers, weing a comma bo zeparate each entry

The fallowing esample i3 a search for an IC#, & social security number, and another I0F
Exirply, { 22456 1 22406TE9 834301

HESERH HEEENE Cinaceve | Search

—

Ed“SE‘EUEd; Consolidata )

Seanched yaing 66068 realed aa LINT D=

Usorname

MEEMFIS Employes Bumber

Subscribed User Subscribed Program

pantherp

HHAERE | mamsas | ADD_PS_USER PEOPLESOFT 05-DEC-11

Username MIEMFIS Employes Bumber

Panther, Fam

Subscribed User Subrscribed Date

Subscribed Program

s B WEB_URGRD_SCHOLAR_APP ETUDEMT 2B-FEB-12
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Step

Action

5.

Select the ID and SSN you wish to keep. Click the Consolidate button.

UNI ID# Administration |CONTAINS SENSITIVE DATA |
ALL ACTRTY 15 LOGGED ) REC

Search | Craate a Temp SSH

Name Search

Clesxact| Mame Sesich

ID# Search

Instructions: You fay search o ome recoid (0 of social setunty number or mt&m:a ds (arry cornbination of IDFs and social $ecunity numbers). Erter B-digit LN
105 andfor S-digh social security numbers, using @ comma bo separate each entry.

The following example = a search for an ID#, & sotial securily number, and anothar ID#
Encampie. 1324061 2256700 60030

g e Oinactes | Search

Records to Consolidate

Socinl Security Number LINI s

PANTHER PAM
PANTHER PAM

i
|

T,
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