Tips on Creating New Records and Using Common Matching

The importance of not duplicating records

e When creating a new person it is extremely important to do a thorough search before creating the record.
e Creating duplicate records causes numerous problems.
o0 Students may end up having registration on one record, financial aid data on another and
payment history on yet another record.
0 This causes issues when it comes to reporting correct information to federal and state agencies
0 Students may encounter problems when viewing data such as transcript information.
e There is no easy way to combine records.
o0 To combine several records into one is a manual process which requires significant analysis and
each record has to be handled separately.

Checking for matches when creating a new person

To create a new record for a student or an employee, go to SPAIDEN, PPAIDEN or directly to GOAMTCH. If
you start off on SPAIDEN or PPAIDEN you will be taken to GOAMTCH where you will enter search criteria
before creating the new record.

Click on the ‘Generate
ID’ icon.
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When you click on the ‘Generate 1D’ icon you are taken to GOAMTCH where you will perform a thorough
search before creating the new person.
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Do a next block or control page down which will take you into the form.
In this example | am asked to create a record for someone who has given us the following information:

Last Name: Sankies

First Name: Lark

Street Address: 12 Front Street
City: Fort Myers

State: FL

SSN/SIN/TIN: 555-99-1212
Birth Date: 16-Sep-1970
Gender: Female

Determining which and how much information to enter will require you to make some judgments and also be
creative. The reason for this will be explained below.
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Click ‘Duplicate Check’

Click on the ‘Duplicate
Check’ icon.
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First Name: SSN/SIN/TIN: 555991212
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|
|
|
Street Line 1: |
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City: | E-mail Type:
State or Province: ,7@ E-mail: |/
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County: I—EI Duplicate Check [& Details (2 View Comments [ZI
Nation: ’—EI Select ID @ Update ID B Create New @
Potential Matches (1)
D A Name ¥ SSN/SIN/TIN Birth Date Gender Matched or Hierarchical Address Telephone E-mail
|@oonzzesa [ambris, Lark [5sss1ziz  [16-SEP-1970 [F [Mo Matching or Hierarchical Address found [ra matches o Matches B
| | | \ C | \
| | | \ ! | \
| | | \ (] | \
| | | \ i | \
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Matching Rule Sets | v|| v‘ ‘ v|
1=Primary S5N/SIN/TIN Match, 1D NULL Match, First Mame MULL Match, Middle Mame WULL Match, Birth Day NULL Match, Birth Month MULL Match, Birth Tear Match, Birth = |
| i R T e T | r -
Currentidentification number. An *'indicates a changed ID. J
Record: 1/1 | N \ | =05C>

As you can see, | only entered the applicant’s social security number, year of birth and sex.

Here are the reasons:
e Inthe case of a female applicant the individual may have applied to the college at an earlier date using
their maiden name and later reapplied using their married name.
o | left out the day and month of the birth date because the day and month are sometimes transposed.

As you can see this is the same person only the last name is different.

Once you’ve confirmed it’s the same person as on the application, select either the “Select ID’ or ‘Update ID’
icon. When you select the ‘Select ID” icon it allows you to make changes to data that may need to be updated
such as the last name and address in this case. Selecting the ‘Update ID’ icon will automatically allow updates
of new information provided the no information existed in that field. If you had entered the address and nothing
was in the address field in the system then the new address will automatically be added. The process will not
overwrite existing information.

Created by dsankies 3



Since the first line is the record | wanted and I clicked on the ‘Update ID’ icon | received a warning message
telling me certain data will not be updated. | am then taken back to SAPIDEN after clicking OK where I can
update and save the new information.

If the applicant had only provided a partial social security number | could have entered what | know and
performed the search. See below.
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1D: ’m Matching Source: ’.LPH?SON—FCreate Person Record
Data Entry
Last Name: |Sank|es Non-Person Name: | / Partial
First Name: [Lark SSN/ SN FE E—
Middle Name: | Birth Date: Day: ’_ Month: ’_ Year: |19 SSN'
Address Type: ’W E[ Mailing Gender:
Street Line 1: |12 Front St
Street Line 2; | Telephone Type: MA E Mailing
Street Line 3: | Telephone: ’_ - ’— ’—
City: |Fnr‘t Myers E-mail Type: WE[ Applicant Email Address
State or Province: ’FL_B Florida E-mail: |
ZIP or Postal Cude:’iEl
County: Duplicate Check @ Details E Yiew Comments @
Nation: Select ID @ Update ID @ Create New @
DA Name ¥  SSN/SIN/TIN Birth Date Gender Matched or Hierarchical Address Telephone E-mail
|@ooo1se6z [Tanigawa, James H.  [ssse7137s  [12-sEP-1988 ’M_ [ o mMatching ar Hierarchical Address found Mo Matches Mo Matches -
|@ooo1ases [antitori, Tvena L. [ss5772312  [16-DEC-1983 [N | [No Matching or Hiersrchical Address found [Mo Matches Mo Matches -
|@00022071 |Issal Abdulrehman M. |55553?439 ‘26-MAY-19?8 ’M_ |NU Matching or Hierarchical Address found |NU Matches ‘ND Matches ‘_
|@oonzzesa [ambris, Lark [s55991212  [16-SEP-1970 [F [No Matching or Hierarchical Address found Mo Matches [N Matches
|@oo10z738 [Flipse, silvia H. [ssss08928  [23-Mav-1349 [F | [No Matohing or Hierarchical Address faund [mo Matches Mo Matches
Clear and Return to Data Entry all addresses All Telephones All E-mails
Matching Rule Sets [ = - -]
1=Frimary SSN/SINATIN Match, 1D MULL Match, Last Name/Mon-Person Mame No Match, First Mame Match, Middle Name NULL Match, Birth Day WULL Match, Birth Month M
| e e | » :
Current identification number. An = indicates a changed |D. J
Record: 8/7 | | | | «=08C=
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Here’s another scenario:

Last Name: Sanchez

First Name: Alexander

Street Line 1: 123 Golden Drive
City: Cape Coral

State: FL

SSN/SIN/TIN 888-22-3399
Birth Date: 06-JUL-1985

I perform the search entering all of the above information. See below for the results.
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View Comments [?
1D: ’m Matching Source: ’A_PERSON—[TCreate Person Record
Data Entry
Last Name: |Sanchaz MNon-Person Name: |
First Name: |Rlexandar SSNFSINSTIN:
Middle Name: | Birth Date: Day: E Month: E Year: W
Address Type: ’K E Mailing Gender:
Street Line 1: |123 Golden St
Street Line 2: | Telephone Type: ’MA—B Mailing
Street Line 3: | Telephone: ’_ - ’— ’—
City: |CaDE Coral E-mail Type: AFPL E[ Applicant Email &ddress
State or Province: ,?E Florida E-mail: |
ZIP or Postal Cude:,im
County: I—EI Duplicate Check [& Details [2 View Comments @
Nation: ’—EI Select ID @ Update ID @ Create New @
[Wateh Potential Matches (17
D & Name ¥ SSN/SIN/TIN Birth Date Gender Matched or Hierarchical Address Telephone E-mail
|@oonzzes1 [sanchez, Alex k. [ [07-3UN-1985  [M [MA=123 Golden Drive Cape Coral FL 33909 Mo Matches [N Matches B
|@00105426 |Sanchez, Alejandro | ‘12-JAN-1974 ’M_ |No Matching or Hierarchical Address found |No Matches ‘ND Matches
|@DI312I31I34 |Santnrn, Alexandra | ‘Dl—]AN—lQEl F |Nn Matching or Hierarchical Address found |Nn Matches ‘Nn Matches
|@UE|138867 |Sandars, Aleeta F, | ‘18—APR—1944 ’M_ |No Matching or Hierarchical Address found |No Matches ‘ND Matches
|@DDl41035 |Santa Maria, Alexander | ‘2?-OCT-1989 ’M_ |Nn Matching or Hierarchical Address found |Nn Matches ‘Nn Matches |
Clear and Return to Data Entry All Addresses All Telephones All E-mails
Matching Rule Sets | vH v| ‘ v‘
1=Primary SSN/SIN/TIN Match, 1D MULL Match, Last Mame/Mon-Person Marme Match, First Mame Match, Middle Mame MULL Match, Birth Day Mo Match, Birth Month Mo Mat -
e | » = =
Current identification number. An *'indicates a changed ID. J
Record: 1/7 | | \ | =05C>

As you can see the first row returned is one I’m interested in. Here are some important things to note.

The first name in Banner is Alex. The search allows you to perform searches using aliases. Aliases are usually
Bob=Robert, Alex=Alexander Catherine=Katherine etc. The list of aliases are maintained locally so if you
come across any new ones please let your supervisor know so they can be added to the database.

If you take a look at the birth date, in Banner it is 07-Jun-1985 but the applicant supplied 06-Jul-1985.
Transposing the day and month is a common mistake being made during data entry so please be careful.
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Once you’ve completed your search and you’re sure the applicant does not already exists then click on the
‘Create New’ icon and the record will automatically be created with the data you entered.
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ID: |GEMERATED Matching Source: |A_FERSON [TCreate Person Record

Data Entry

Last MName: |Layna Non-Person Name: |

First Name: |Petra SSMASIN/TIN: 000118885

Middle Name: |Simone Birth Date: Day: ,; Month: ,; Year: W
Address Type: ’K E Mailing Gender:

Street Line 1:
Street Line 2: |

|3 Country Rd

Ma BMa\\ing

Telephone Type:

Street Line 3: | Telephone: 239 - 9991212
City: |FUrt Myers E-mail Type: AFPL E[ Applicant Email &ddress
State or Province: |FL E Florida E-mail: |

ZIP or Postal Code: |33919 E

County: EI Duplicate Check [& Details [2 View Comments @
Nation: EI Select ID @ Update ID @ Create New @
D & Name ¥ SSN/SIN/TIN Birth Date Gender Matched or Hierarchical Address Telephone E-mail
|@00021629 |Cruz, Dorgeris |DDDDDDUDD ‘DZ-JUL-].QTS ’F_ |NU Matching or Hierarchical Address found |NU Matches ‘ND Matches |
|@oo0zz743 [Patel, Hardik <. [000000000  [04-FER-1985 | [M | [No Matching or Hierarchical Address found [mo Matches Mo Matches
|@DI31IJDI314 |NaranjnJ Christian C. |DDDDD5826 ‘ZE—DECJQE‘E ’Mﬁ |Nn Matching or Hierarchical Address found |Nn Matches ‘Nn Matches
|@UE|1EIE|2E|6 |Emarsum Andrea |UUUUDSEIS ‘DI—JAN—I%S ’F_ |No Matching or Hierarchical Address found |No Matches ‘ND Matches
|@oo100z07 [Etheridge, Bonnie [oooo0se1s  [o1-1am-1365 | [F | [No Matching or Hiersrchical Address found [Mo Matches Mo Matches B
Clear and Return to Data Entry All Addresses All Telephones All E-mails

Matching Rule Sets | vH v| ‘ v‘

1=Primary S5N/SIN/TIN Match, 1D NMULL Match, Last Mame/Mon-Persan Mame Mo Match, First Mame Mo Match, Middle Name NULL Match, Birth Day Mo Match, Birth Month
4| 7 | 3

-

Current identification number. An *'indicates a changed ID.
Record: 177 || - \

Search results are above.
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Created record is below.
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ID: GEMERATED Matching Source: A_PERSON ¥ Create Person Record

Data Entry

Last MName: Layne Non-Person Name:

First Name: Patra SSMASIN/TIN: 000118885

Middle Name: simone Birth Date: Day: 1z Month: 12 Year: 1987
Address Type: Ma ¥ Mailing Gender: Fernale hd

Street Line 1:
Street Line 2:
Street Line 3:
City:

State or Province:

3 Country Rd

Fort Myers nt Email Address
Generated ID: @0O0022952. Identification record

created; Biographical record created; Address record

created; Telephone record created; E-mail record

created.

FL ¥ Flarida

AN

ZIP or Postal Code: 33919

County: - ails £ View Comments &
Nation: - e ID Create New &
D & Name ¥ SSNFSIN m—mrmwmum—wmmeu—m—mmess—J Telephone E-mail
@O0021629 Cruz, Dorgeris 000000000 02-JUL-1973 F Mo Matching or Hierarchical Address found Mo Matches Mo Matches -
@O00zz743 | Patel, Hardik . Qoo00o0o00  04-FEB-1985 M Mo Matching or Hierarchical Address found Mo Matches Mo Matches
@00100014  Maranjo, Christian C. 000005826 26-DEC-1963 M Mo Matching or Hierarchical Address found Mo Matches Mo Matches
@00100206 Emerson, Andrea o00o0se1s  01-)&NM-1965  F Mo Matching or Hierarchical Address found Mo Matches Mo Matches
@00100207 | Etheridge, Bonnie 000005819 01-14KM-1965  F Mo Matching or Hierarchical Address found Mo Matches Mo Matches
Clear and Return to Data Entry All Addresses All Telephones All E-mails

Matching Rule Sets - - -

1=Primary S5N/SIN/TIN Match, 1D NMULL Match, Last Mame/Mon-Persan Mame Mo Match, First Mame Mo Match, Middle Name NULL Match, Birth Day Mo Match, Birth Month
[l r

4

Current identification number. An *'indicates a changed ID.
Record: 177 | N \ | =05C>
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ID:  |eoo0zzesz [ [Layne, Fetra 5.

Generate ID: @

Alternate Identification Telephaone Biographical E-mail

=

Current Identification

Emergency Contact

[ Inactivate Address

To Date: =]

From Date:

Address Type: Source:

Street Line 1:
Street Line 2:
Street Line 3:
City:

State or Province:

County:
Nation:

Telephone Type:
Telephone:

Recard: 171

Sequence Number:

ZIP or Postal Code:

WE‘ Mailing
1

‘3 Country Rd

\

\

Fort Myers

FL EFIUrida

33913 =]
I
(]

G E[Ma\\mg
239 - [aso1z1z

[

Address start date; format (DD-MON-YYYYT; blank is always effective.

| <=08C=

Delivery Point:

Correction Di

Carrier Route:

Last Update

User: DSAMNKIES
Activity Date: 21-SEP-2007
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