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Job Aid: Entering A Name - NAE SCREEN OVERVIEW

MAE-Mame and Address Entry
Samples Jr., Mr. Student |0 0340639  Home: 810-232-1122
h2h2 Flirit Ml 48503
Perzon ID gi
5. > Address (15252 Yale 5t -
6. —» CS2/Cnty | Flint MI | [ 48503 | [G Geneses | 8.
7 —» HRes Chty/State |G Geneses k| Michigan |
' Country | Source | ~l =
9 | Phane/Ext/Ty £10-232-1122 | ext 15| |HOME Home Phane =
| —» Oiign/Date CNT Cortact w | | 10/27/05 13
10. // 5.5.M | 326-26-3263 tddress Change / '
11 ] Birth Date | 010241920 Source
12.. // Et.hnic.-"Gender B Elack, Nomn-Hispanic | ) . Date
T Mail Codes hd | = By
14// E -t ail &dr W V| |martyguldstein@gmail.cum
15. // Pref Mame |Mr. Student Sarnples, Jr. |
16. / bail Mame br. Student Samples, Jr. | =
// Other LFM Cample | |Student | | | =
17. /
18.
19.
I
Required Field All Fields Marked in Red MUST be filled in. Field Not Used
I
Pre-Filled Field

01/25/2007 Job Aid: Entering A Name - NAE 20of 15



Job Aid: Entering A Name - NAE

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Entering A Name

Mnemonic: NAE

File Name: JA_NAE_Draft.ppt

Application: APPS-ST-DM-PSL-NAE

Primary Dept:  Admissions, Human Resources
Effective Date: July 10, 2006

Revision Date: July 18, 2006 Rev # 1

Purpose:

Use the Name (NAE) screen to create new students and employee records. The information
that is compiled from data from this screen is very valuable to the college. When ever you can
update and verify this information, please take the time to ensure that good data is entered into
this screen. If for instance, you see that a student/employee is missing their gender or ethnicity
please take the time to enter/update their information.

Summary Steps

1.

2.

o

Login to Datatel. Click APP, then Click ST.
Type “NAE”’, click GO.

Person Lookup, take the time to make sure
that the person does not already exist in
Datatel.

Name LFM — enter the Last Name, First
Name and Middle Name of the new person
that you are entering. Place your cursor in
the Prefix field and select the appropriate
Prefix - Mr., Ms., Mrs., Dr. etc.

Suffix — Enter the Jr., Sr. or MD.

Address — enter their current address.
CSZ/Cnty enter the Zip first, and the City
State, Zip and County will prefill.
Res/Cnty/State — enter the residence
County the person lives in.

Source — Person Type Source
Phone/Ext/Ty — enter the person’s phone
number, also enter the Ty — type field.

01/25/2007

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Origin/Date — enter how and when the
person was entered into Datatel.

S.S.N — Enter the Social Security Number.
Birth Date — Enter the birth date using the
MM-DD-YYYY format. Double Check the
Year.

Source — Returned Mail

Ethnic/Gender — Enter the person’s
Ethnicity and Gender.

Mail Codes — Enter the mail code that is
appropriate for the person.

E-Mail Adr — enter the Mott e-mail and
other emails for the person.

Pref Name — Enter the Preferred Name if it
is different than their Name LFM.

Mail Name — Enter the Mail Name that the
person wants any correspondence sent to.
Other LEM — This field will summarize any
changes that the person has had.

Job Aid: Entering A Name - NAE
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Job Aid: Entering A Name - NAE SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide Task Bar

1. Actions are Bold. Quick Access v | Elco d x ua «l ﬁ [E @

Data to enter is “Italic”.

> Notes are bulleted. Enter Mnemonic Execute  Save Cancel Save Cancel Delete Menu Field
: or Select from Button All Record Tree Help
= Field Codes Dropdown

Field Names are underlined. |ﬁ| s | B
. ave
Click means use the mouse. Lal |i| xit

N

Enter means use the keyboard.
Press means use the keyboard. — A |

ook w

Courze Levels | 100 Eeaqinning L v Courze Levels | 100 Beqinning L | =

100 Beginning Level —Indi .
DROP DOWN LIST — 500 Advanced Level SCROLL - Indicates more than one selection is

Click Icon, Clickitem [FE Cantirwing Ed allowed. Click Arrows to scroll up or down. This
example shows #1 is level 100.

First  Previous Next Last on the list. DEY Developmental
Record Record Record Record

@ Status CALENDAR - Click | " CALCULATOR - Click
: Icon. Click Arrows to lcon. Click or press
|,|':‘|| Achive w |!] Gun Mon Tus Wed Thu Fri  Sat EI . -
A ; scroll to month and year. IIIEIEIEI calculator keys_ Click
DETAILS — Click Icon to open a new window oo o gllt(:khsl)atgb\(()\: tg?gltgg Lzl Enter. Orjusttype
to display or record more details for the field. il i ' o || -] humber into field.
When done, click Save.
Original Function Keys
Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen
. Help Help Insert Page Back Back Back o | EOL Back
Shift > Jump ‘ X |
Field Detail Window Field Window Field Element Direct Finish Update Screen Screen
Help Jump Jump FWD FWD FWD Access Jump FWD
F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |ﬁ‘ F11 F12
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Job Aid: Entering A Name - NAE STEP BY STEP INSTRUCTION

g Step 1: Login to Datatel
Dakakel
1. Double Click on the Datatel Icon.
el _ 2. Enteryour*“User ID” and “Password”
» Database should be [collive]

# Datatel - coltest - ST

File Edit B Favorites Options  Help .
Qucktee V' e QD X® T O @ 3. Click OK.
CORE .
s | o Al 55 AL - Academic Records 4. Atthe Datatel Menu Bar, Click on Apps
= g T emic Records _J AM - Recruitment/Adrissior 5 CI|Ck ST
HR.
Sl < Datatel - coltest - ST 6 In the Quick Access area, enter “NAE”
: File Edit Apps Faworites Options Help 7 CIICk GO
Quick Access || v | M8o 200 X 7 @ @
= = ST M AC - Academic Pecords
o AC - Academic Records _ AM - Reciitment/admissions Mamt
_J &M - Recruitment Addmizzions Mgt _J AR - Accounts Receivable
Flg -1 _J AR - Accounts Receivable _J CC - Communications Management
NﬂE-NameandAddressEntr}ll Step 2 PeI’SOH LOOkUp
_ 1. The Person LookUp allows you to make sure that the
Pref Ferson 10 [ person you are entering doesn’t already exist.
M LFtd .
s = | >  Check first for the Datatel ID number (encourage
e | ,_F] = I | them to remember it).
Fies Cri/State »  Then for the Check by Soc. Sec. #.
Country . .
Phone/Ex/Ty »  Or You can search by their First and Last Name.
e Person LookLl ‘ot i
e | - | 2.  If the person does not exist in Datatel, you can type in
- (] (o] (0ea) (o) (5] the person’s first and last name, and you get the Alert,
Ethnic/Gender = = L Fi Help )
Mail Cades = then go ahead and Add the record. The other options
Etln | I is to look them up by the Last name, since the person
Mail Name Recardnt found - Reenteror Add may have used an abbreviated name.
Other LFM [ ] o] [ 4 |

Fig—-2
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Job Aid: Entering A Name - NAE

MNAE -Mame and Address Entiy

Step 3: Name LFM

Sample, Student

1. Itis recommended that you go back to the Prefix
dropdown box and fill in the Prefix of Mr., Mrs., Ms. Etc.
The person Name LFM; Last Name, First Name and
Middle Name will prefill based on what you enter in the
original search screen.

The Person Id will be automatically assigned to the

Prefix v Person ID | 0332256
Name LFM EEL I T | Student
Suffix v 2
Address )
CSZ/Crity
Res Cnty/State
Country Source e 3
Phone/Ext/Ty ’

Origin/D ate
S5.5.N

Birth Date
Ethnic/Gender

@ person, this will be know as their DATATEL ID.

Address Change
Source v
Date

Fig—3

Mail Codes | = By
E-Mail dr v

Pref Name | Student Sample

Mail Name Student Sample

Other LFM

MAE-Mame and Address Entry

Step 4: Suffix

Sample, Mr. Student

1. Type or select from the dropdown the appropriate

Prefis | Mr, ~ Perzon D | 0339387
Narme LFM Middie Suffix, i.e. Jr. Sr. or Md.
Suiffis v
Address IR Jr A
52 /Cnty |7 i
i 1]
Res Chty/State £50 Fan i
CoLintry WHD NPh b Source | =
Phone/Ext/Ty |up .0 -
A DDs D.DS F
Origin/D ate CFA CFA [El
S.5.M ||RET Retired Address Change
. usa usa
Birth Date ({zap USAF Source v
8 USMC LISMC
Ethnic/Gender FET) FET] 14 Date
Mai Codes ig% LS . I:ASSWE'IW C.50, By
E -t ail faclr s c e
CHC CHC.
Pref Mame | Mr. § o cLL
Mail Name [1]]#Cs) CS.l.
CSP CSP
Other LFM £55% C55%
CAC CAL
CFC CF.C.
CFIC CFLC
i CFP CFP
F|g -4 i CIC.
CID Cl1D.
CLU CHFC CLU. CHF.C ™

01/25/2007
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Job Aid: Entering A Name - NAE

MNAE-Name and &ddress Entry
Step 5: Address

Sample Jr., Mr. Student 1D: 0332257

Prsts i v Persen!D [1G32357 1. Enter the person’s address, if there is more than one
T address you can use the up and down arrows to
C52/Criy [ 35503 : navigate between addresses i.e. Parents Home,

Address [1]] 6252 vale 5t F):
Fiez Cnty/State

Phone/Ext/Ty
Qrigin/D1ate
55N
Birth Date
Ethnic/Gender
tail Codes
E-Mail

v @
Addiess Change
(i) Source v
M Date
v By
v

Country Source v SChOOI -

Pref Mame | kr. Student Sample, Jr
tail Mame tdr. Student Sample, Jr
Oither LFM

Mew Record

Fig—5
NAE-Mame and Address Entry Step 6 CSZ / Cnty

Sample Jr.. Mr. Student 1D O

Flint I

_ 1. When entering the CSZ: City, State, Zip, you just need to
Nere L [ = i — enter the zip code in the first field and the City and State will
T 5 pre-fill with the appropriate information.
Pl CrteStoto |__[TERwne wakasenrE] D Posnnames 2. Fillin the CSZ/Cnty — County

C5Z/Criy | Flint &l 48503
Country | US4

. ooy ConwTER, i GoREE Make sure to use the first 3 letters of the county
CrrigindCrate Saq: Cowney 1D Dagcraprisn
| >  GEN for Genesee
Birth Crate e [ i
Ethmchenr i:i 18: CLA Clare > LAP fOl' Lapeer
Mail Codes [1 19: C1T Clinmon
o) >  SHI for Shiawassee
el ame I Lde D — . con « »
M ene (0510 o e e »  If you are not sure, use the “...” to LOOK-UP the
S counties, make sure to use the 3 Letter abbreviation.
County LockUp H : "Tm"“ c-::::
O zs: t;olr: Toustic
O ;0: G atiat
O 31: esr Trand Teaverse
] 32: HIL Hillsdale -
S Rimba (1) gy (51 o Fhetucns H [x
Fig—6 o
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Job Aid: Entering A Name - NAE

MAE-Mame and Address Entry

Sample Jr.. Mr. Student I0: 0

Flint kWl

Step 7: Res Cnty/State

. | Person D [0352267 1. Fillin the Res Cnty/State — Residency County, thi§
Sulfs Ly v would be the county and state that the person resides
Meiviggd &7 EEAZE =i in, to determine in/out district tuition rates.
iy S S = Make sure to use the first 3 letters of the county
et uL, @ R > GEN for Genesee
ot = e > LAP for Lapeer
et s L b » SHI for Shiawassee
el _ e e » If you are not sure, use the “...” to look up the
Ma one (e Skt Sonpl. ) counties, make sure to use the 3 Letter
abbreviation.
2. The Country field will prefill based off the CSZ/Cnty
field.

Fig— 7
MAE-Mame and Address Entry

Sample Jr.. Mr. Student
Flitit
Prefix | Mr,
Mame LFM R

Suffis | Jr.
Address 5252 Yale St
CSZ/Crty | Flint
Res Cnty/State | GEN  Geneszee
Country | USA  USA
Fhone/Ext/Ty §10-222-2229
Origin/D ate
S5N
Birth Date =
Ethnic/Gender
Mail Codes
E-Mail el v
Fref Marme | kr. Student Sample, Jr.
tail Marme r. Student Sample, Jr.
Dthier LFM

Contraller Phone(s]
Fig—8
01/25/2007

Step 8: Source

1.  The Source field is used to identify the different person
) [Sudent types other than students:

. » ALM — Alumni
M| }8&03 » FAC - Faculty
Il Michigan o | S > STF _ Staff

I BUS Eusind®LM Alumni
> CRP Corporation
¥ i FMD  Foundation
iddress Chat| ORG  Organization
Source FRD Friend
M Date OTH Other
FAC Faculy
¥ By |MOSTF  staff
ETR Board Trustee
El  Educational Inst-Quarter
EIS Educational inst-Semester
H5Y  High School Visitation
COL College Might
EDC

Person |D | 0332257

Mew Record Mo Walues
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Job Aid: Entering A Name - NAE

MAE-Mame and Address Entry

Sample Jr., Mr. Student I0: 0

Flirit Ml

Prefix | br.
Mame LFM BEll=
Suffix |,
Address F262‘Yale St
CSZ/Cnty | Flirk
Res Chty/State | GEM - Genesee
Country | US4 ULS.A
Phone/Ext/ Ty 810-222-2222
Origin/D ate
S5
Birth Date =]
Ethinic./G ender
Mail Codes
E-Mail Adr v
Pref Hame | Mr. Student Sample, Jr.
Mail Narme Mr. Student Sample. Jr.
Other LFM

Contraller Phane(s)

Fig-9
MNAE-Mame and Address Entry

Person D | 0332257
E] Student
v
4]l 48503

il Michigan
Source v =

] ALM Alumni
= CRP Corporation
i = FMD Foundation
Address ChanORG  Organization
Saource FRD  Friend
M Date OTH Other
FAC Faculy
" E By 5TF  staff
BTR Board Trustes
El Educational Inst-Quarter
EIS Educational inst-Semester
H5W  High S chool Visitation
COL College Might
EDC

Mew Record Motalues

Sample Jr.. Mr. Student 1D: 0
Flirt kI
Prefis | br.
Mame LFh L

Suffis |,
Address 5252 Yale St
CSZ/Cnly | Flint
Fes Cnty/State | GEM  Genesee
Country | USA  ULSA
Phone/Ext/ Ty 810-222-2222
Origin/D ate
S5
Birth Date =)
Ethnic/Gender
Mail Codes
E-Mail dudr v
Fref Mame | br. Student Sample, Jr.
Mail Marne Mr. Student Sarmple, Jr.
Dther LFM

Element Phone(z)

Fig—9b
01/25/2007

Person |0 | 0332257

E] Studert
v
]l 48503
M1 Michigan
Source |
E] v/ =
v BUS  Business
l‘,_.CAFE Car Phone
Fie  Fax Mumber
HOME Home Phone
Y] PAGE  Pager
= CELL Cellular phone
| A MA

Mew Record Walue 141

Job Aid: Entering A Name - NAE

Step 9: Phone/Ext/Ty

Enter the Phone/Ext/Ty number for the person.
Format should be XXX-XXX-XXXX. If the person has
more than one phone number, you can use the Up and
Down Arrows on your keyboard to navigate between
the phone numbers or hit the Detail Button.

The Source Field allows you to select one of the
primary contact source.

Step 9b: Phone/Ext/Ty

Enter the Phone/Ext/Ty of phone number that the
corresponding phone number longs to. Each phone
number should have a corresponding Type.

9 of 15



Job Aid: Entering A Name - NAE

MAE-Name and Address Entry

Sample Jr., Mr. Student

Flir

Prefis

t

il

Step 10: Origin/Date

Perzon |0 | 0332257

Mame LFM E] Student
Suifis | Jr. “
Address 5252 Y ale 5t IF =
CSZ/Thty | Flint il 48503
Fes Cnly/State | GEM  Genesee MI Michigan
Country | US4 U.5.A Source v =
Phone/E=t/Ty g10-222-2222 E] HOME Home Phaone =
Origin/Date v (|
S.5M |MLT  Mailing List Address Change
.Blith Date EH_} FI:':F;%T:CIIISt Source v
Ethnic/Gender (0T Conwversion M Date
Mail Codes REF  Reference 2 By
EMail Adr WEB WEB ADMISSIONS -

Pref Hame | Mr. Student Sample, Jr.
I ail Hame bdr. Student 5 ample, Jr.

DOther LFM

Fig — 10

MAE-Mame and Address Entry

Sample Jr., Mr. 5

Prefiz |pr. b
Mame LFM EEE
Suffiz | Jr.
Address B252 sl St
CSZ/Chty | Flint

Fies Chty/State

GEN Genesee

Step 10b: Origin/Date

Person [D | 0332257

E] Student
v
LB
] 48503
I Michigan
Source v =
] HOME Home Phane e
v 08/03/05
Addresz Change
Source v
Drate
Tue Wed Thu Fri Sat By -
1 2 3 4 5 —
L] 9 m M 12 =
15 16 17T 18 19 = -
22 23 24 25 2% =
29 30 #H

Country | US4 ULS.A
Phone/Ext/Ty 810-222-2222
Origin/Diate |CHT  Contact
SEN 123121234
Birth Date
Ethnic/Gender g<
Mail Codes
. Sun  Man
E-Mail Adr v
Pref Mame | Mr. Student Sample, J 5 7
il Mame Mr. Student Samp 13 14
Dther LFM 0 2
2T 28
Fig—10b
01/25/2007

Job Aid: Entering A Name - NAE

1. The Origin type is used to identify how the contact
information has been updated, the Date pre-fills.

1. If you need to change the Origin type you could also
change the Date by selecting the date in the calendar.

10 of 15



Job Aid: Entering A Name - NAE

MAE-Mame and Address Entry

Sample Jr., Mr. Student

Flirt

Prefis | br.
MName LFM I
Suffis |5,
Addiess 5252 Y ale 5t
C5Z/Crty | Flint
Res Crty/State | GEN - Geneses
Country | USA  LLSA
Phone/Ext/ Ty 810-222-2222
Origin/Date |CMT  Contact
S5MN 123121234
Birth Date =
Ethnic/Gender
Mail Codes
E-Mail Adr
Pref Mame | kr. Student Sample, Jr.
b4 ail Wame bdr. Student Sample, Jr.
Dther LFh

b

Fig — 11

MAE-Mame and Address Entry

E] Student
w
IF] -
lull 43503
I Michigan
Source w
] HOME Hame Phane v
v 083406
Address Change
Source v
il Date
A By

Person (D | 0332257

Flirt
Prefix | pr. v Perzon |0 | 0332257
Mame LFM EEET E] Student
Suffis |, i
Address 5252 Y ale 5t I =
CSZ/Crty | Flint ]l 48503
Fes Chty/State | GEM  Genesee I Michigan
Country | USA 5.4 Source w
FPhone/E«t/Ty 02222222 E] HOME Home Phone e
Origin/Date |CMT  Contact hd 05/03/06
S5M 123121234 Addreszz Change
Birth Date: (| Source v
Ethnic/Gender Drate
Mail Codes K By
. Sun Mon Tue Wed Thu  Fri Sat
E-Mail Adr v T s ala =
Pref Mame | k1. Student Sample, J 5 7 8 9 1w 1 12
il Mame Mr. Student Samp 13 14 15 16 17 18 19
O A 20 2 2 23 24 25 2%
2T 28 29 0 I
Fig — 12
01/25/2007 Job Aid

Step 11: S.S.N

1.  Enter the complete S.S.N - Social Security Number of
the student. This field is very important because it is
directly related to their Financial Aid and other types
reporting fields.

Step 12: Birth Date

1. You should enter the Birth Date in the following format:
MM-DD-YYYY (01-30-1948). If you want to use the
Calendar Button, make sure you pay attention to the
Year.

: Entering A Name - NAE 11 of 15



Job Aid: Entering A Name - NAE

MAE-Mame and Address Entry

Sample Jr., Mr. Student

Flirt

Prefis | br.
MName LFM I
Suffis |5,
Addiess 5252 Y ale 5t
C5Z/Crty | Flint
Res Crty/State | GEN - Geneses
Country | USA  LLSA
Phone/Ext/ Ty 810-222-2222
Origin/Date |CMT  Contact
S5MN 123121234
Birth Date =
Ethnic/Gender
Mail Codes
E-Mail Adr v
Pref Mame | kr. Student Sample, Jr.
b4 ail Wame bdr. Student Sample, Jr.
Dther LFh

Fig — 13

MAE-Mame and Address Entry

Flirk bl

v Person (D | 0332257
E] Student
w
IF -
[l 43503
I Michigan
Sourze =
] HOME Home Phane e
v 08/03/06
Address Change
Source v
M Date |R Returned Mai
vz e

M Mew Address Form

WEN Wendaor Application Farm
COR  Conection

APP Common Application Farm
‘WEB  Changed through wWeb

Prefis | br b
Mame LF BT
Suffis |y,
Address 5252 ale St
CEZ/Chty | Flint
Res Cnty/State | GEN  Genesee
Country |USA  US5A
Phane/Est/Ty
Qrigin/D ate:
55N
Birth Date =
Ethric/Gender
Mail Codes
E-Mail Adr -
Pref Name | M. Student Sample, Jr
b ail N ame tdr. Student Sample, Jr.
Dther LM

Rezidence State/Province LookUp

Fig — 14
01/25/2007

Person D | 0332257
E Studert
v

MAE-Harme srd Address Ermny | FUIN-Frenson Conlact Infomabon

using ETINICS, Wiew: BTIMICS

(| meq: wehnice 1 ascrspeion

(| 1 A American Indian/Alas
O 2 A Amian Or Pacific Tel
O 3 B Black, Non-Hispanic
] 4 Hispanic

O 5t UN Uniersoem,

] 6w Wnite Nom-Hispaniz
O

O

(]

O

(]

O

O

O

O

O

Carbrallar LooklUp Barslution Page 171
Swyg Husbue, (Fllag, (Flort/Sulect:

[H] [x]

Job Aid: Entering A Name - NAE

Step 13: Source

1. This field is used to update information for the student,
for instance if mail is sent and it is Returned Mail.

Step 14: Ethnic/Gender

1.  The Ethnic/Gender field requires that you select one of
the existing Ethnic classes, this is designated by the
Federal Government, so we do not create new Ethnic
classes.

2. The Gender Field is automatically filled in when the
Prefix is filled in. This is a very important reporting field,
so everyone has to have a gender. If you need to enter
it in please only use: M — Male and F — Female.

12 of 15



Job Aid: Entering A Name - NAE

MAE-Mame and Address Entry

ID: 0340644 Home: 810-2
52 Tale St Flirt Ml 48503

Student Jr., br. Sample

Prefix | pr. e Person [D | 0340644
VEUERNZ NN Student E] Sample
Suffis | Jr. w
Address 5252V ale Gt. I =
CSZ/Crity | Flint 48503 GEM Genesee
Res Cnty/State | GEM  Genesee M1 Michigan
Country | US4 UL5.A, Source v
Phone/Ext/Ty §10-222-2222 E] v|=
Origin/Date | MLT  Maiing List 01418407
S5M 123121234 Addresz Change
Birth Diate | 05/19/1967 Saurce v
Ethnic/Gender | white Mon-Hispanic [ Date

Mail Codes

E-MailAdr [TJ[NM No Mail

B4 Bad Address
F're.fName il M5 Mo szolicitations
Mail Name (1Ufhws Mo wiork Calls
Other LFM PO Phone Only
MNP Mo Phone Calls
LO  Letter Only

Controller Mail Codes
Fig — 15

,\\%IAE-Name and Address Entry

= By |MGOLDSTE

Adding Yalue 2

Prefix | pr. v Person D | 0340644
Mame LFM BaER E] Sample
Suffis | Jr. w
Address 5252 Yale St. LBIE
CSZ/Crty | Flint 48503 GEM Genesee
Fes Crty/State | GEM  Genesee Ml Michigan
Country [USA  USA Source w
Phone/Ext/Ty §10-222-2222 E] v|=
Origin/Date |MLT  Mailing List 01418407
S5M (123121234 Address Change
Birth Diate | 06/19/1367 Source v
Ethnic/Gender |w  white Non-Hispanic M Date

Mail Codes (T[LO Letter Only
E-Mail Adr + | | student sample@gmail com

Pref Mame |kr[LO  Local
Mail Name LU rur ol ids web
Other LFM EDI Elect Data Interchange:

Cantraller E-Mail Adr

Fig— 16
01/25/2007

By |MGOLDSTE

Walue 141

Job Aid: Entering A Name - NAE

Step 15: Mail Codes

1.  The Mail Codes field is used to identify the various
types of mail that a person could receive. It allows you
to identify BA — Bad Address if correspondence has
been sent to the person and the mail was returned.

Step 16: E-Mail Adr

1. Mott E-Mail Address: Student e-mail into the field first,
any secondary e-mail can be put in by using your
arrows to navigate up or down between the email
address.
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Job Aid: Entering A Name - NAE

MAE-Mame and Address Entry

Step 17 & 18: Pref Name and Mail Name

Sample Jr.. kr. Student 1D:

Flirik ]l
1.  The Preferred Name and Mail Name field will pre-fill

Prefis | br. A Perzon D | 0332257 . .
Name LFM [EEES I [Student based off the Prefix and Name LFM field on the form.
p - » If a student requests that their mailing name be different,
£sZ/Crty Fiit MI| | 4a503 this could be modified in this field. E.g. William wants
Fes Cnty/State | GEN G I Michi . ay . .
e S = to be called Bill. Enter Bill in the Pref field.
Phone Ext Ty ai0-z2zeeee E] HOME Haome Phone v =
Origin/Date |CNT  Contact hd 02/03/06
S5N 123121234 Address Change
Birth Date: ] Source v
Ethhic/Gender 2] Date
Mail Codes = By
E-Mail Adr v

Pref Mame | Mr. Student S ample, Jr.
Mail M ame Mr. Student Sample, Jr. =
Dther LFM 5

Fig— 17 & 18

MAE-Mame and Addresz Entry

Sample Jr.. Mr. Student ) Step 19 Other LFM
Flint 48503
" P[';i: o & 0 (s Person D) 1. You will see the Other Last First Middle names the
ame Sample uden
Sulf )y v person has had.
e AL 8= 2.  If a person changes their name, make the change on
Fies Cnip/Stalte | GEN _Geneses M Michigan the Name LFM and the change will automatically
Country [USA  1LS.A Source v = . ..
Phone/Ext/Ty (1] 8102222222 ] HOME Home Phons 9| = populated into the Other LFM. It is important to save
Drigin/Date [CNT  Cantact v 08/03/06 :
Cen T thess Change the change in order for the changed name to stay.
Birth D ate Source -
Ethinic/Gender &} Date
Mail Codes E By

E-Mail Adr -

Pref Mame | Mr. Student Sample, Jr.

b ail Mame tr. Student Sample, Jr.
Other LFK

Fig — 19
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u”i':k’é":':m e dX Q% 7 O @ Step 20: Save Your Work

MNAE-Mame and Address Entry | \

Sample Jr., Mr. Student

Flirk

1. Verify your entry
2. Correct as needed.

Person 1D | 0332257 3. Click the Save button.

Prefix
MName LF [] |Student | |
Suffix ) w
Address (15252 Yale St IiE =
CSZ/Cty | Flint MI | 48502 | |
Fes Cnty/State | GEN  Genesee tdl Michigan
Country | US4 1S54 Source | 8 =
Phone/Est/Ty (1] B10-222-2222 I | | |HOME Home Phane 8=
Origin/Date | CNT - Cantact Vl |DB;’03HDF\S—@
SSM 123121224 Address Change
Birth Diate: _@ Source »
Ethnic/Gender W White Non-Hispanic | Date
Mail Codes v| = By

E-Mail Adr v

Pref Hame | kdr. Student S ample, Jr. |

tdail Mame tdr. Student Sample, Jr.

Dther LFM (1] | |

Fig — 20
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