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Banner Student Biographic 
 
Objectives 
 
 
After reviewing this information, you will be able to: 
 

• View and update biographical information for student 
• Maintain Confidentiality/FERPA Restrictions 
• View and update academic major for student 
• View and update Residency status for student 
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View and Maintain Student Biographic Information 
(SPAIDEN) 
 
View and Edit an Address  
 
1. Open General Person Identification form (SPAIDEN).  Enter the student’s ID and 

next block. Select the Address tab. The current address is displayed.  
 

 
 
 
 

 

 
 
 

 

 
 
 
2. If this is an address change for an addres

needs to be made inactivate.  Inactivate t
Address box. 
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Students can have more than one 
Address Type however, only one active
address per type. 
 
The default address is the PR address. 

 

s currently on record, the old address 
he address by checking the Inactivate 

 



Banner Student Biographic 

 
3. Next, from the Record menu, select insert. 
 

 
 
 

NOTE:  Students can have only ONE active address per type.   
 

 
 
4. A blank record is created.  Enter the From Date (today’s day.)  (You do not need to 

enter a To Date unless this is a temporary change.)  Select the address type and 
enter the new address. Source indicates how the address change was reported.  
Click the down arrow to view choices.  Save changes. 

 

 
Updating the phone number here, will 
update the phone number on the 
Telephone Tab.   
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5. The student record will now show the new address.  Use the vertical scroll bar to 

review previous address changes and address types. 
 

 

Vertical 
Scroll 
Bar 

Note 
Each change for 
the Address Type 
will increase the 
sequence number.

 
 
 
 

 

 
 
 

 

 
 
 
NOTE:  This 
student had two 
Address 
Types.  They 
are both active 
and valid 
addresses for 
the student. 
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View and Edit Student Telephone Number 
 
1. Open General Person Identification form (SPAIDEN), enter the Student’s ID and 

next block.  Select the Telephone tab. The current telephone numbers are displayed 
in alphabetical order by type. 

 

 

 

 
2. Changes for the telephone number not associated with an address change, su

adding a business phone is done on SPAIDEN or SPATELE.   From the Reco
menu, select insert. 

 

 
 
3. This will create a blank record.  Insert new information.  (A student can have m

Telephone Type’s.)  
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NOTE: 
These are both active 
telephone numbers for 
the student but 
different Telephone 
Types. 
 
Only one is checked as
the primary phone 
number. 
ch as 
rd 

 

ultiple 
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4. Enter the telephone type and telephone number.  If this number is associated with an 
address type, enter that data as well. The primary box should be checked if this is 
the telephone number to use for the student.  Save data. 

 

 
 
 
 

NOTE:  Be sure to uncheck other telephone numbers if you are changing 
the primary telephone number. 
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View and Edit Student Personal Information 
 
View Student and Change Name 
 
1. Open General Person Identification form (SPAIDEN), enter the Student’s ID and 

next block.  The student’s current name will appear.  Next block. 
 

 
 
2. To change the student’s name tab down to the last name and type in the new name.  

Save data.  Names changes are tracked on the Alternate Identification screen. 

 
 
3. Click on the Alternate Identification tab and the former name will show.  Indicate 

the Name Type for the reason for the change on this screen.   
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Birth Date, SSN, Gender other biographic records. 
 
1. Open General Person Identification form (SPAIDEN), enter the Student’s ID and 

next block.  Select the Biographical tab. The student’s information is displayed. 
 
 

            
 
 
2. Update information by entering the information in the appropriate field or selecting 

the drop down menu to view the options. 
 
 

 
 

NOTE: 
 
Changes made to the 
social security number 
can be viewed on the 
SSN/SIN/TFN History 
screen (GUITINH). Effective 

Banner 7.3 
New fields for 
race/ethnicity 
processing. 
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Deceased Records 
 
1. Update Deceased record by checking the Deceased box and enter the deceased 

date on the Biographical tab on SPAIDEN.   
 
 

 
 
2. A warning message will appear whenever the student’s record is accessed 
  

 
 

3. A deceased indicator will appear on screen accessed. 
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 View and Edit Student Emergency Contact Information 
 
1. Open General Person Identification form (SPAIDEN), enter the Student’s ID and 

next block.  Select the Emergency Contact tab.  Emergency contact information is 
shown. 

 

 
 
 
2. Enter the Priority as 1 and enter the individual’s information. To add another contact 

to go to the Record menu, insert and put the next person as priority 2.  If the person 
already listed is now a lower priority for emergency contact, change the numbers in 
the priority field to reflect the correct order. 

 

 

Use vertical 
scroll bar to 
view other 
contacts. 
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Maintain Confidentiality/FERPA Restrictions (SPAIDEN) 
 

1. Open General Person Identification form (SPAIDEN), enter the Student’s ID and 
next block.  Select Biographic tab.   

 

 
 
2. Update a student’s record per request for confidentiality by checking the 

confidential box on the Biographical tab on SPAIDEN.   
 
 

 
 
 

3. A confidential warning would appear whenever the student’s record is accessed. 
 

 
 
 
 

4. The word Confidential will appear on the student’s screens. 
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View and Maintain Student Academic Major 
 
1. Open General Student form (SGASTDN), enter the Student’s ID and next block. 

Select the Curricula tab. The students current Curriculum will display. 
  

  

 

“Y” Indicates 
the curriculum
is active. “N” 
indicates it is 
not. 
 
 
2. If the change is for the current term listed, select the Change Curriculum button in

the Curriculum block.  The current curriculum will be made inactive and the new 
curriculum will show.  For changes to terms other than the current term listed, skip 
step 7. 

 
 
3. If the student is currently registered for classes, a new record will not open and the

following message will appear in the auto hint line.   

 
 
 

 
If the student is not currently registered for classes, skip the next step. 
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If there are more
curriculums for 
this student click
here to view 
them. 
 

 

to 
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4. Access the student record on SFAREGS and select the Curricula tab. Select the 
change curriculum button on this screen. 

 
 

 
 
 
5. A new record is created.  Enter the Catalog Term, Priority, and Program. Press 

enter and the rest of the data will fill in.  Save data. 
 

             
 
 
 

Catalog Term = the current 
term 
 
Priority = 1 
 
Program = Code for degree 
selected.  (A drop down box 
will give the codes.) 

6. Click the Field of Study tab to view the new major.  
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7. If the change is for a different term a new term needs to be created on SGASTDN.  
Click on the drop down menu next to New Term and select Create New Effective 
Term. 

 

 
 
8. Enter the new term and save.  The previous curriculum will default in.  To change it, 

select the Curricula tab. 
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9. Click on the Change Curriculum button and the screen will clear and the new term 
will default in.  Enter the new curriculum information and save. 

 
 

             
 

 
 

Catalog Term = the current 
term 
 
Priority = 1 
 
Program = Code for degree 
selected.  (A drop down box 
will give the codes.) 

10. Click the Field of Study tab to view the new major.  
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View and Maintain Student Residency Status 
 
1. Open General Student form (SGASTDN), enter the Student’s ID and next block. The 

information for the student is shown on the Learner tab. To change the Residency 
status for a student where the New Term field is the same as the current term, click 
in the Residence field and change the code.   

 
 
2. A warning message appears indica

Click “OK”.  Save the data.   
 

3. If the student is currently registered
the auto hint line when you try to u

 

 
If the student is currently

 

If the term here is the current term
you are making the change for, 
make that change here. 
 

ting the change may impact fee assessment. 

 
 

 for classes the following message will appear in 
pdate the record.   

 

 registered for classes, skip to step 6.  
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4. If the change is for a term later than the term currently on the student’s record, a new 

term needs to be created for the student.  Create a new General Student Record on 
SGASTDN for the student by selecting the Down Arrow on the New Term field and 
choosing Create New Effective Term from the menu.   

 

 
 
 
5. Enter the new term and new Residence code.  Save data. A new term has been 

created.  The old term is still viewable by clicking on the scroll bar to view prior 
records. 

 

 

Previous term 
with “out of  
district” rate. 

 
 

 

New term with 
“in district” 
rate. 
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6. If the student is currently enrolled in classes for the term, access the student record 
on the Registration form (SFAREGS) by entering student ID (or executing a student 
query on SOAIDEN or GUIALTI) and the current term. Next block and select the 
Student Term tab. 

 

 
 
 

  
 

7. This will open the “Student Term” record.  Change the Residence code to “1” for In 
District and save. 

 
 

 
 
 
8. Click on the Registration tab to Assess fees. 
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9. The registration screen is displayed again and the fees will be re-assessed for 
student the for current registration period to now reflect the In District rate. 

 

 
 
 
 

 
 
 

 20


