Job Aid —Updating Bio-Demo Information

University of AR

Northernlowa

Updating Bio-Demo Information using Campus Community

Purpose: The instructions below describe how to update Bio/Demo information, as new or
corrected information becomes available. To update data, access Campus Community and
navigate to the appropriate page. The table below provides the topic/page for each item.

Topic See page...
Update Name 2
Update Address 4
Update Phone 7
Update Email 8
Update Ethnicity 9
Add/Update Decedent Data (Death) 10
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Update Name

Important! If the user is also employed at UNI (Click the Affiliation icon W 1o determine),

then do not make the name updates, instead direct the user to HR to complete the updates.

Step Action

1. Navigate to the Names page. Select Main Menu > Campus Community >
Personal Information > Biographical > Names.
Or

Select Main Menu > Campus Community > Personal Information Student) >
Biographical (Student)> Names.

NOTE: Alternate navigation is: Main Menu > Campus Community > Personal
Information > Add/Update a Person, click the Names link.

Favorites - Main Menu > Campus Community > Personal Information > Add/Update a Person
- b4 b4 hd

[_El [\l ew 'v"vrinD‘."‘.f
Biographical Details Addresses Regional

Pam Panther s * oy =

Person Information

Date of Birth: 01/18/1992 3] Birth Information Campus ID:

2. Enter search criteria. Check the Include History box. Click the Search button.

Result: The Names page displays.
Names
Fam Pather HEHREY w*

Casbomize | Find |

Al 4.3 002 Bl

Current Hames LELNY |

DeEOR00
Frimary DAZOMF0 datren gy
Predemed OAROMFE0 Acirve E’_l{gm"

[

Hams Hislory

i Histony
Addichange a mame
Type of Hams L -

Effective Date: OTR262011 W Stadus: Al
*Feamal sing: English Chaange Foimal

Prafio: v

Farst Nama: Mudalie Hame:
Last Name;

Suffix: il

v Display Name:

Formal Ramse:

Maamz:

Sulenil Resat

& Save &k RetrmioSearch (o liobdy

/. UpdaleDagly it Hamny o Carrect Heslery
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Step Action

3. 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 — Defaults to Active

Prefix — Update if applicable

First Name — Update if applicable

Middle Name — Update if applicable

Last Name — Update if applicable

Suffix — Update if applicable

Add/change a name

|T1,'pe of Name Preferred vI
|Eﬁective Date: 071262011 |[5) | Status:  Active -
*Format Usinag: English Change Format
Prefix: -
First Name: Beth Middle Name:
Last Hame: Olson|
Suffix: A
4. Click the Submit button.

Result: The record will be updated with the name change. The Name History
displays all changes made to the name.

5. Click the Save button.

Name Update Tips:

e Primary Name — This is the “official name”

e We no longer use the Middle Name field for maiden name. Name changes are always
effective dated, so we have a historical record of the changes.

e The Search/Match feature matches on current and former names.

e When entering names, use the correct case. Unlike the Legacy system, Campus Solutions
is case sensitive. What you enter is what you get.
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Update Address
Step Action
1.

Navigate to the Addresses page. Select Main Menu > Campus Community >

Personal Information > Biographical > Addresses/Phones > Addresses.
Or

Select Main Menu > Campus Community > Personal Information(Student) »
Biographical (Student)> Addresses/Phones > Addresses.

FE!'I\DCHF.'H Hlﬂliﬁﬂu ) Ql‘f‘ﬂl.llfh?ﬂ‘ﬁ'l.lﬁw ‘ Persomllgfurmmn E Bﬁl:lqphlﬂ| » ﬁddfwﬂﬁhﬁ » Addresses

Addresses

Enter any informalion you have and dick Seanch. Leave fizlds blank for a lkst of all values

Find an Existing Value

Mamimum number of rows to retum (up to 3003 300
I begins with =
Campus It begins with -
Hational I peginz with «
Last Hame pegins with

First Namee peginz with -

Include History Cormect History Casa Sensitive

Search Clear  Basic Search a8 Save Search Crideda

2. Enter search criteria. Check the Include History box. Click the Search button.
Result: The Addresses page displays.
Addresses
Fam Fanther gEEESE
Current Addresses Customize | Find | | = | ) 8 45 00z
Address Effective Edithiew Agdress
Tyoe Address Date Stalus  Updaled By Undated Datadl
126 North Ganeviewns St
Permanem ceqar Falls, 14 50613-1713 05/0912011  Active EE,EEEE;: o
. Black Hawk St
1300 Wast 23rd S1 At 35E e )
bocal - CedarFalls, 14 50613-3079 0509/2011  Inactive ii;‘ﬁf},‘ e Addrass
L - J v
Black Hawk
Add Address Add Address Types
Effective Date: (07262011 M siamys:  Adive - " FamansntHeme
Local Mailing
Country: US4 O, United States
Dipdoma
Address: Edit Address Address Linkage Residence Hall
LI Office 1
; LI Office 2
Submit Reset
Billing
* Active address exists
Explain
@ save LU Retwnto Search [ Moty 73 Redresh & updaleisplay | inchede History [ Correct History
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Step Action

3. Select Edit/View Address Detail for the Address Type you wish to edit.

Address Type

Local Mailing

Address History

Effective Date Country Status
05/09/2011 USA

Updated By

Effective Date Country Status
08/03/2010 USA Active

Updated By

Effective Date Country Status
0140141901 USA Active

Inactive

Result: The Address History page displays.
Address History

Address
1300 West 23rd St Apt 35E
Cedar Falls, 14 50613-3079
Black Hawk

Updated

Address
1300 West 23rd 5t Apt 35E
Cedar Falls, 14 50613-3079
Black Hawk

Updated

Address
1300 West 23rd St Apt 35E
Cedar Falls, 14 50613-3079
Black Hawk

Find 4] 4.3 073 [
FE

Update Addresses
Address Linkage

05/09/2011 5:17:52AM

[+ [=]

Update Addresses
Address Linkage

08/03/12010 4:32:02AM

(=]
Update Addresses
Address Linkage

Updated By Updated 06M72010 10:02:27AM
OK Cancel Refresh
4. Click the Add Row [*] button.

Result: A new address row displays.
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Step Action
5. Click the Update Addresses link in the new address row.
Address History Find (0 14 014 [
Effective Date Country Status Address E|
07/26/2011| 8] |USA @ Inactive  ~ 1300 West23rd 5t Apt 35E
Cedar Falls, 14 50613-3079 RS TRaoE
Black Hawk
Result: The Edit Address page displays.
Edit Address
Country: United States Change Country
Address 1:  |1300 West 23rd St Apt 35E
Address 2:
Address 3:
City: Cedar Falls State: ||A Q lowa Postal:| 50613-3079
County: Black Hawk
O | Cancel
[C] override Address Verification
6. Enter the new address information.
Result: The address is updated on the Address History page.
Address History Find ﬂ 14 of 4 ﬂ
Effective Date Country Status [Address E|
07/26/2011 [&] |USA O Inactive ~ | 1010 College Street Update Addresses
Cedar Falls, |A 50613-3079 Aidress Linkage
Black Hawk )
7. . .
Click the OK button to return to the Addresses page. Click the Save i
button.
Result: The new address is updated.
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Update Phone

Step Action
1. Navigate to the Phones page. Select Main Menu > Campus Community >
Personal Information > Biographical > Addresses/Phones > Phones.
OR
Select Main Menu > Campus Community > Personal Information (Student) »
Biographical (Student)> Addresses/Phones > Phones.
Fa\.rovr'rtes MainvMenu > Campus Cvummun'rty > Personal Igformation 3 Biogriphical 3 Addressevsjphones > Phones
Phones
Enter any information you have and click Search. Leave fields blank for a list of all values.
Maximum number of rows to return (up to 300): (300
ID: begins with = ||
Campus ID: begins with
National ID: begins with
Last Name: pegins with
First Name: pegins with «
[ case sensitive
Search Clear Basic Search Save Search Criteria
2. Enter search criteria. Click the Search button.
Result: The Phones page displays.
Fa.'-:n'rl'.es Ma.nl-'ler-u Campiss C'-:nrrrr-.lnl‘.\' Persanal Igfnrrnat,-:nr'. E--:l:ra'l:-hb:al Acr.rm's.'ﬂ-'lanes Fhones
Phone Numbers
Fam Panther HEBEEH L
Phone Delail
Parmanent Home v  INHTEE-5112 v El
Add
3. Correct the existing phone or add an additional phone type.
If you wish to Then...
Correct the existing phone Enter the new phone information in the existing
row.
Add a new phone type Click the Add button. Select the desired Phone
Type, enter the phone number, and check
Preferred if applicable.
Note: You can only have one Preferred phone.
4.

Click the Save & 3% | hytton.
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Update Email
Step Action
1. Navigate to the Electronic Addresses page. Select Main Menu > Campus

Community > Personal Information > Biographical > Addresses/Phones >
Electronic Addresses.
OR

Select Main Menu > Campus Community > Personal Information(Student) »
Biographical (Student)> Addresses/Phones > Electronic Addresses.

Favorites © Main Menu > Campus Community > Personal Information > Biographical » Addresses/Phones : Electronic Addresses

Electronic Addresses

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 200); 300
ID: pegins with = [

Campus ID: begins with
National ID: pegins with
Last Name: pegins with
First Name: begins with

4 444

[CIcase sensitive

Search Clear |Basic Search Save Search Criteria

2. Enter search criteria. Click the Search button.

Result: The Electronic Addresses page displays.

Faw-'t_-f-‘!‘.';i Mam ‘!_49?-1. Campus E'u-rrwrl‘:y Passanal JE-‘-:-I'nati:-r B-:nn:ra'phcei .'II:-I:EQ'SEE_"E-':'!'I-:I!'IES Blactronic Addresses
Electronic Addresses
Pam Panther HEEzEE -*

Emad Information

LML = |pemanyognuni.adu Ll ::-]
an |
3. Correct the existing email or add an additional email type.
If you wish to Then...
Correct the existing email Enter the new email information in the existing
row.
Add a new email type Click the Add button. Select the desired Email

Type, enter the Email Address, and check
Preferred if applicable.
Note: You can only have one Preferred email.

Click the Save & £2¥& | hytton at the bottom of the page.
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Update Ethnicity

Step Action
1.

Access the Ethnicity page. Select Main Menu > Campus Community > Personal

Information > Biographical > Personal Attributes > Ethnicity.
OR

Select Main Menu > Campus Community > Personal Information(Student) »
Biographical (Student) > Personal Attributes > Ethnicity.

Favorites | Main Menu > Campus Community > Personal Information > Biographical » Personal Attributes » Ethnicity

Ethnicity

Enter any information you have and click Search. Leave fields blankfor a list of all values.

Find an Existing Value

Maximum number of rows to return [Up to 300) ’W
1D: pegins with - l—
CampusID: beginswith - | |
NationallD: beginswith - | |
LastHame: beginswith - | |
First Name: pegins with ~ l—

[Tl case Sensitive

Search Clear |BasicSearch Save Search Criteria

2. Enter search criteria. Click the Search button.

Result: The Ethnicity page displays.
Ethnicity

...... ;
Pam Panther HEHHES

Person is Hispanic or Lating I Yes, sedect Ethnic Groap

-

Ethnicity Customize | Find | = | D 2l 400 B

Senan " ik Group  Description  Ethmic Category Primary IPEDS Porcentage 02! updated By

US4 |y [WHITE Y, White White i o 1

325 32FM EI
[ as |

Record Last Updated QEOEY 335 32PU Record Last Updated By

B Save A Asturnto Search  [S] keaty T Refresh

3. To update ethnicity:

If you wish to Then...

Correct the existing Enter the updated ethnicity information in the
ethnicity existing row.

Add a new ethnic group Click the Add button. Select the desired Ethnic

Group enter additional information and check
IPEDS box.

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, two updates must be
made. Prior to making these updates, if the deceased student was currently enrolled you
should process a Term Withdrawal before updating the Program/Plan information:

e Student Program/Plan — Program Action is changed to “WADM?” (Administrative
Withdrawal), and the Action Reason is changed to “DEAT” (Deceased).
e Update Campus Community Decedent Data

Step Action

1. Access the Student Program/Plan page. Select Main Menu > Records and
Enrollment > Career and Program Information > Student Program/Plan

2. Enter search criteria. Click the Search button.

Result The Student Program/PIan tab displays.

& -_',.,-. ___“_ m | Shrdant n Fudon o-Flan Shudent ASnbules Shucend Deprees
Pam Panther oo EE n i 1
Academic Carser Uindergraduale Caresr Requarement Tem Studen! Canoer Nbr; 0
Fiad 0 ¢ ory B
Sratus ACRE I Program =HE
“EMectre Date DIzt W Effective Sequencs: !
"Program Action: PLNC [Q, Plan Change Action Date: driiezii
Action Reason bl Joint Prog Appr
" Acadeamis Instution; UhaCs 4, Universdty of Mortherm iowa
*Academic Program; COET 5 Education-Teaching Ao

From Applicaban
*felmmit Term: 2082 |13 2008 FALL Application Nbr;

Application Program NEr

Requinement Term: g2 008 FaLL

Expeitod Grmd Teim b “Campia: (MAIN 4 (AT *Achd Load: FUl-Time w

[&) Saww | A Rt bo Seaccs [ Netdy T Ratesh + A UpdatwDapiiy ) Inciude Hulory # Commett Hislory

3. Click the Add Row button.
Find | 14 1 of 1 L]

Status: Active in Program =
*Effective Date: 01102011 [ Effective Sequence:
*Program Action: PLNC | & Plan Change Action Date: 0711812011

Action Reason: Q Joint Prog Appr: ]
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Step Action
4, Complete the following:

e *Program Action - Use the Look Up < putton to update the *Program
Action field to “WADM” (Administrative Withdrawal).

e Action Reason — Select DEAT (Deceased) as the action reason.

Status: Deceased Action Date: 06/11/2010
*Program Action: WADM Q) Administrative Withdrawal Action Reason: pEAT @, Deceased
Evaluation
5 . 5
. ave
Click the Save & button.
6.

Update Campus Community Decedent Data. Select Main Menu > Campus
Community > Personal Information > Biographical > Personal Attributes »
Decedent Data

OR

Select Main Menu > Campus Community > Personal Information (Student) »
Biographical (Student) > Personal Attributes > Decedent Data

Favorites | Main Menu > Campus Community > Personal Information > Biographical » Personal Attributes » Decedent Data

Decedent Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): (300
1D: begins with - (454030

Campus ID: begins with -+

National ID: begins with

Last Name: begins with -

First Name: pegins with -

[ case Sensitive

Search Clear |BasicSearch Save Search Criteria
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Step Action
7. Enter search criteria. Click the Search button.
Result: The Decedent Data page displays.
Decedent Data
Date of Death =
Place of Death
Death Certificate Nbr
& save | S\ Retumn to Search | [=] Motify
8. Enter the Date of Death or date UNI was notified of the Death. If you have
additional information you may enter it also however; it is not required.
9. Click the Save button.
Result: The description “Deceased” will now display next to the student ID on
many pages in the system. Example: Student Services Center:
Fh'l:l'rm!‘s Manyenu »  Campus E‘?ﬂ‘l'l'lJﬂb‘.'Y » Student Senvices Ctr (Student)
Pam Panther ID: #2344 DECEASED
[Sludenl cEnlar H e ral info ]r admissions " tranafer cradi ][ academics H finances " financial aid ]
Pam's Student Center
My Clais Schadule I'Ih E
Shopping Cark
My Planner |F.I|LL 2011 Schedule
[=F1ty Schedule Studaent Athlete
other academic... @ W f;ihl[;%ﬂ;;;;liz}uj %‘i‘::idi3t_ﬂ{-ﬁ‘::'-h:g|;::r Priority Registration
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