9.2 Update Personal Details/Names

Purpose: Use this document to reference how to update a student's personal details
through the Profile tile on the ctcLink Student Homepage.

Audience: Students; Student Services staff.

Update Personal Details/Names

Navigation: Student Homepage

1. Select the Profile tile.
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2. The Personal Details page displays and you will be on the Personal tab.
3. Select Primary Name. The student's Primary Name can be verified, but not updated.
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¢ ctelink Student Homepage Profile

5§ Personal Details Personal Biographic
¢ Contact Details Personal Details
=4 Addresses Date of Birth 01/091

Sex Male
{.B Emergency Contacts
Social Security Number =" 0{

l;i Ethnicity
Nameas
& Privacy Reatrictions +
Name Type
| nkin Primary »

4. The View Name page displays.
5. Select X to close the page.

View Name

Type Primary
Mame Format English
Prefix
First Name Nona
Middle Name
Last Name

Suffix

6. Select [+] to add a Preferred Name.

9.2 Update Personal Details/Names Page 2



¢ ctclink Student Homepage
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=4 Addresses
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- Privacy Restrictions Hame

Ms Nona

Profile

Personal Details

Date of Birth

Gendar Unknown

Social Security Number *™*%

Type
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7. The Add Name page displays.

8. Enter Type = "Preferred".
9. Enter Prefix.

10. Enter First Name.

11. Enter Middle Name.

12. Enter Last Name.

13. Enter Suffix.

14. Select Save.

Cancel

*Type

“Mame Format
Prefix

“First Name
Middle Name
“Last Name

Suffix

Add Name

Preferred

English

Athena

15. The updated Personal Details page displays.
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< ctelink Student Homepage Profile

ID
201331589

[i5 Personal Details .
Personal Details

£ Contact Details )
Date of Birth

[ Addresses Gender Unknown

Social Security Number ™ 5619
{E Emergency Contacts

Names
21 Ethnicity
+
®  Privacy Restrictions
- ¥ Hame Type
Ms Hona, Primary 3
Athena Praferred ¥

16. Select the Biographic tab.

¢ ciclink Student Homepage Profile

&5 Personal Details Personal Biographic

{;‘ Contact Details Biographic Details

Why are we collecting this information?
Ead Addresses Y 9
The primary purpose for collecting sexual erientation and gender identity information is to ensure inclusivity and success for all students in our system. It is
imperative, and a syslam geal, lo provide safe places for all students to be affirmed in their identity and learn in an environment free from harassment and

discrimination. In addition, this data will assist local colleges in providing services and creating programs and curriculum designed to support student success within
the LGBTQIA+ community

‘.G Emergency Contacts

28} Ethnicity ~ Gender Expression

&1 Privacy Restrictions Field Value
Gender Idantity No value defined 3
Sexual Orientation No vale defined ¥

17. Selecting Gender Identity will direct you to the Edit Details box.
18. From the Gender Identity drop-down list, select the desired choice and Save.
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Edit Details

A gender identity not listed
Female (Cisgender)
Gender Fluid

Gender Non-conforming
Intersex

Male (Cisgender)

More than one gender identity
Non-binary

Prefer not to answer
Questioning

Transgender Female

19. Select the Sexual Orientation drop-down list and choose the appropriate option and Save.

==

Edit Details

*Sexual Orientation i

Asexual

Bisexual

Gay
HaterosexualiStraight
Lesbian

Pansexual

Prefer not to answer
Queer

Questioning

Sexual orientation not listed
Two-Spirit

€ Why are we collecting this information?
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Sexual Orientation & Gender Identity: The primary purpose for collecting sexual
orientation and gender identity information is to ensure inclusivity and success for all
students in our system. It is imperative, and a system goal, to provide safe places for all
students to be affirmed in their identity and learn in an environment free from harassment
and discrimination. In addition, this data will assist local colleges in providing services and
creating programs and curriculum designed to support student success within the
LGBTQIA+ community.

20. Process complete.

€ Please get in touch with your college if you require immediate assistance with ctcLink.
Check out the contact information and highlights for each community and technical

college.
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