Quick Reference Card - Basic

PIQSTOO Change Related Person Data

person.

Process: Use this process to change the information for a student’s related

Role: Authorized Personnel
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Student Number

Student number 1EE3FTF14

PIQSTOO <- Two zeros on the end

STUDENT FILE SCREEN

Enter the student’s Student Number

Press Enter to pull up the
student’s records

Click on the Student Master
Data Display icon to the right of
the Student Number field

STUDENT MASTER DATA SCRE

Click on the Tab List icon located
to the right of the tabs

Student File
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PCC Units
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Student Categary
Yisa/Residence Data
Athletics

Advisors
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RELATED PERSONS TAB

Click on the Display <-> Disp
Change toggle icon to move to =
change mode @’ Accoun

. . Felati hip T Fart
Click on the Select icon to the left |— SEIE LS _WE g ner? -
Contact is El Albert Giordino

of the row for the related person —t

you need to change |_|p} Contact is  ZiPitt Deborah

(I El

|_Relati0nshipType Partners Lega.. Emer... [Valid From |End Date Addressdescriptiol

| 05 Contact is & Albert Giordino ] 051472008 |12031/9938 5475 Oceanside Tr

. R i | b5 contact is @ |PittDeborah (] 05152008 12031/9898 2547 Greentree Ln
Click on the Maintain Related | z
Person button || B

[0 [ |[«[+]

|£E |£W’ith new related person &l | @ |||Q{’Displa}l related person | £ Maintain related person |

Marme
First Mame Pitt
Last Mame Dehorah
Change any of the following
information provided by the plleeL A
t dent_ House naofstrest 2547 Greentree Ln
Stu - CityiStatelZIP Code Lexington Ky 40502
First Name Country us [Ei
Last Name e
Address PO Box Address
Country (required PO Box
y (req ) ZIP Code il
Phone Number
Communication
Other communication... |
Telephone 6592725648 Extension
Fax Extension =

Click on the Save icon located on O
the Standard Toolbar =

Adit Goto  Extras

Click on the Back icon to return
to the Related Persons tab

Person. 50006411, role R
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Information System

If appropriate, click in the | |Relationship Type Partners Lega. |Emer. |} [valid Fram

Emergency Contact checkbox to A5 Contact is & |Albert Giording N 05/14/2008

select or deselect B5 Contact is  @|Pitt Deborah | 05i15/2008
= =

ities  Setlings

After editing the Emergency
Contact checkbox, click on the
Save icon
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