Person Alias Update Screen Tips
Person Alias Update screen uses

· Add or Change Legal or Preferred names

· Add or Change Social Security Number (SSN)

· Add or Change Date of Birth (DOB)

· Add or Change Date of Death (DOD)

Accessing the Person Alias Update screen
· From the FIND screen; use the F16 [Shift F4] key.  In many cases, information on this screen can be changed without contacting the Client Maintenance Unit (CMU).
Changing information such as Name, SSN, DOB, or DOD

· In the Person Alias Update Screen type over the existing information. Use either Verified (V) or Reported (R) and the appropriate source code. 
· NOTE: Verified/Reported Fields are to the right of the name; SSN, DOB, or DOD fields. The verified/reported status may be changed from "reported" to "verified". It may not be changed to "assumed". Assumed values are generated by systems only. CMU can override the verified or assumed status.
Verified/Reported field values

· R = Reported.  Person data is from a reported, not verified source, such as school records or employee ID. Person data may also be reported from the CM, FS, Child Support FACIS or ACCESS systems when the person is not receiving benefits or is receiving benefits from a program that does not require verification of the data.
· A = Assumed.  Person data is assumed to be correct if it is from the CM or FS system. The "A" status can only be added by the system.
· V = Verified.  Person data is from a verified source of data, such as birth certificate, social security card, etc.
· NOTE: Verified and Reported Source Codes can be found by using the Help Menu. Place your cursor over the field and hit [F1].

What you can do if the code is:
· R (Reported) – You can make any changes needed.
· A (Assumed) – You can make a change if the information you have is VERIFIED according to the Verification Sources listed on the Help Menu. If not, you will need to contact CMU for an override.

· V (Verified) – If the information is from another VERIFIED source, then you can make the change yourself by typing ‘V’ over the verification source code (e.g., changing a name verified by birth certificate (BC) to the new married name verified by marriage decree (MD). 
If the information cannot be changed due to verified status, contact CMU at 503-378-4369 to do an override.  
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