Update the Student’s Personal Information
Navigation:

Student Admissions > Application Maintenance > Add/Update a Person
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Review the information on the following pages and make the necessary updates. 
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Overview of the Biographical Details tab
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Add or Update a Name

Click the Names link on the Biographical Details page
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  To save your changes, click the Save button.
Correct a Name
Only some users have access to Correct History. Only use it to correct a misspelled name.
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Click the Correct History button

Click the Names link 
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Update an Existing Address
Click the Addresses tab
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Correct an Address

Only some users have access to Correct History. Only use it to correct a misspelled address.


Click Correct History



Add a New Address Type

Click the Addresses tab

Update Phone and Email Information
Click the Biographical Details tab.

Make sure that you indicate one Phone and one Email as “Preferred”!
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  To save your changes, click the Save button.
Update Ethnic Group
Click the Regional tab.
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  To save your changes, click the Save button.
Update Visa Permit Information
To access the Visa/Permit Data page click the link on the Biographical Details page.


Update Citizenship Status

To access the Citizenship page click the link on the Biographical Details page.
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Enter the new address and click OK





Click the Addresses tab





Click the Edit/View Address  Detail link next to the address type that you want to correct





Insert a new row here to update the Marital Status and Gender





Existing names are listed here





Click the Visa/Permit Data link or the Citizenship link to go to these pages








Complete the Visa/Permit information and click OK.


Don’t forget to save when you get to the Biographical Details page.





Enter the Citizenship Status and click OK. For non-citizens, record their status in the USA and then add a row and record their status in their native country.


Don’t forget to save when you get to the Biographical Details page.





Existing Phone or Email addresses can just be replaced with the new or corrected information.





To add a new Phone Type or Email Type, click the Add button.








Select the Address Type


Enter the Effective Date


Click Edit Address link


Complete the address information


Click Submit


Click Save





Click OK again. Your changes will not be saved until you click the Save button.





Click the Edit/View Address  Detail link next to the address type that you want to update





Click the Name History link to see all name changes





To update an existing name or add another name, select the Type of Name, enter the Effective Date and complete the name information.





Click Submit


You will see the change listed under Current Names.





Click OK





Enter the EmplID and click Search





If you do not know the EmplID, you can search by National ID (SS#) and/or First Name and Last Name








The new row is added above the existing one.


Enter the Effective Date, select the Country and click the Update Addresses link.





Click the Addresses link (or the Addresses tab at the top) to add or update an address 





Add and update Phone and Email Address here





Click the Names link to add or update a name





Click the Add a new row button next to the address that you want to update





National ID (Social Security Number) is required here





Date of Birth is required. Click the Birth Information link to enter the Birth Country.





Only one Ethnic Group is required. It is not necessary to add a new row here to update it.





Click the Name History link next to the name that you want to correct





When you get to the next page click the Edit Name link





Make the correction





Click OK until you return the Biographical Details page





Click Save








Click the Update Addresses link





When you get to the next page make the corrections





Click OK until you return to the Addresses page





Click Save
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