Quick Reference Card - Basic ;‘Ll RIS
P1QSTOO Create a Related Person l‘/’

Information System

Process: Use this process to create as many “related persons” records as provided
by the student. The records will include the person’s contact information. NOTE:
The undergraduate application asks for Emergency Contact, relationship to student,
telephone number, and email address.

Role: Authorized Personnel Frequency: When Needed

BEGINNING

Enter the transaction code

ME”‘IU Edit  Favorit #ras PIQSTOO <- TWO Zeros on the end
&zl PInsTon e

STUDENT FILE SCREEN

Student Number

Enter the student’s Student Number
Student number 1EE37714

Press Enter to pull up the
student’s records

Student File

Click on the Student Master
TaR &l S aEag| =

Data Display icon to the right of

the Student Number field Student number 10027714 @ |Z
_ﬁLNﬂm.E Pitt Derak: *0411 511 987
STUDENT MASTER DATA SCREEN
Click on the Tab List icon located - ['E
to the right of the tabs y Special atrib... || [
Address Overview
Standard Address |3
st SATAACT v Personal Data
e
Best SAT/ACT
Select Related Persons Sesial Aliroutes

Student Categary
wiga/Residence Data
Adhletics

Advisors

Related Persons
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RELATED PERSONS TAB

Click on the Display <-> @|E| Disp
Change toggle icon to move to =
change mode 7 | & Accoun

- =1
Click on the Create With New I EEJ— l
Related Person button located oY | el with new related person & [EI@
below the list of related persons L

) ||3£2With new related person E

Fatheris

Select the appropriate relationship Mother is

by clicking on it Spouse is
Legal Guardian is

Contact is
Mame
First Mame Pitt
Last Mame Deharah
Enter the following information e
provided by the student: House noustreet 2547 Greentree Ln
. i i Ky 40502
FI rst Name City/StateiZIP Code Lexington
Country Us @j
Last Name Time zone
Address
. PO Box Address
Country (required) FO B
Phone Number ZIF Code il

Cammunication

Other communication... |

Telephaone 8592725848 Extension

T T o

o
=]
Fax Extension

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

A system message will display |F@ Business partner 50006410 created
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Click on the Back icon to return

it

Extras

Zoto

Environment

to the Related Persons tab

Person.: 50006411, role R

If appropriate, click in the
Emergency Contact checkbox

rReIatiunship Type FPartners Lega. JEmer._J Valid Fram

A5 Contact is Bl |flbert Giording | 05/14/2008

A% Contact is &l |Pitt Deborah | 0511572008
=

>

After placing a check in the
Emergency Contact checkbox,
click on the Save icon

ities  Setlings Sys

Hent Master D
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