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DATA STANDARDS  – STUDENT SYSTEM

General Person Records

1.
BANNER FORM:  SPAIDEN

(i)
Name:

Required Fields:
Last and First Name

Optional Fields:
Middle Name, Prefix, Suffix, Preferred First Name

Data Entry Tips:

· Entered in mixed case

· Commas are NOT Used

· Spaces permitted between multiple names (e.g. Mary Ann)

· Periods (system will generate period following a SINGLE  initial (e.g. Jack R. Smith) EXCEPTION:  data entry required if more than one initial entered (e.g. 

Last:
Smith

First:

John

Mid: 
A. H

· When entering an un-hyphenated double last name such as Monica L. Creton Quinton:

Last:
Quinton
First:
Monica

Mid:
L. Creton

· Only punctuation to be used are the apostrophe AND hyphen (e.g. O’Donnell, Jean-Michael OR Fenton-Cozzi

· Omit spaces between syllables (.e. Mc, Mac, La, etc.) and the main portion of the name.  However, if the portion of the name is an abbreviation rather than a syllable (i.e. Saint=St), a space is maintained between the name elements (i.e. John R St Pierre)

Mc Donald


=
McDonald

Mac Pherson


=
MacPherson

La Pine


=
LaPine

St. John


=
St John

Van Husen


=
VanHusen

De La Rosa


=
DeLaRosa

Van der Linden

=
VanderLinden


Cooper-Smith


=

Cooper-Smith



Anderson Johnson

=

Johnson

DO NOT USE SUFFIXES IN THE LAST NAME FIELD.  (e.g. III, Jr., M.D., etc. should never be used in the last name field.

Double  names WITHOUT hyphens – (e.g. Monica Lou Creton Quinton): Lou Creton would be input as the middle name and Quinton would be input as the Last Name

If an individual goes by one name only, enter that name in the last name field

Names such as Von Drake, Mc Master, St. Laurent should be entered as the individual requests

An individual’s middle name should be entered when possible. If the middle name is not available, then the middle initial should be entered.  If a person provides two or more middle names, a space or hyphen may be used in between.  In the case of two middle initials, enter both separated by a space.  

Enter nicknames or a name that an individual “goes by” in the preferred name field.  If an individual goes by their middle name instead of first name, then enter the first name initial in the first name field and the middle name in the middle name field.  Do not combine the first initial and middle name in the first name field.  

Example:

A.Harvey Stegmyer who prefer being called Harry

· First name = A

· Middle Name = Harvey

· Last name = Stegmyer

· Preferred Name=Harry

Note:  Salutations using first name in word merges (like Dear Harry) should be scripted to use preferred name if non-blank else use first name.  This will prevent salutations such as Dear A.

(ii) Addresses:

Required Field:  


Type (Business/Mailing/Parents/Billing)

City, State/Province

ZIP/PC (Note:  For Canadian addresses, enter postal code first, city and country will populate.).  

Country

Effective Dates:  Default of effective date is date entry is made – this can be changed (past or future).  Address will remain active until an end date is entered (this can be future dated).  

All historical addresses are stored in the system (whether entered in INB or via the web).  

Data Entry Tips:

No punctuation used

Do not use pound sign (#)

Address Line 1 should contain a street name and number, suite and apartment numbers.  Do not enter PO Box in address line 1.

e.g.
1123 W Parkway Blvd Ste 200


425 Main St Apt 2

Address Line 2 should contact PO Box information entered with no punctuation.  Do not use the # to designate the box number.  If no street address, then enter the PO Box in address Line 1.

e.g.
PO Box 445

Address Line 3 is used primarily for foreign addresses

Short forms used wherever possible

St=Street

Ave=Avenue

Crt=Court

Cres=Crescent

Rd=Road

Cir=Circle

Dr=Drive

Fwy=Freeway

Hwy=Highway

Pkwy=Parkway

Rural Route Addresses – Print rural route addresses as RR 2 Box 152.  Do not use the words RURAL,NUMBER,NO., or the pound sign (#).

Directionals – The US Postal Service recognizes the following eight standard directional abbreviations:

N,S,E,W.NE,NW.SE,SW

2.
BANNER FORM:
SPATELE

(i)
Telephone Number(s):

Required Fields:

Phone type (matches address type) & Phone Number

3.
BANNER FORM:
SPAPERS

(i)
Biographic Information:

Required Fields:

Gender, Date of Birth, SIN

4.
E:Mail Addresses (BANNER FORM GOAEMAL)

Types – Personal and Confederation College
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