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General Description

Description / Scope: Updating biographical information from an individual constituent record.

Purpose: This tool streamlines the biographic update process by allowing any TAS user to submit
biographic updates directly from an individual record in TAS rather than having to send the
individual's ID number and information updates in an email to submit it to Advancement Records.

The submissions will automatically be routed to the Records team where they will be reviewed
and updated in TAS. Typical turnaround time is within 1-3 business days.

The tool will reduce the chance of errors by eliminating the need for the Records staff to re-key
information from an email into the database.

The form can be used to update a single tab or multiple tabs. When you're ready, click the
submit button found at the bottom of each screen.

Who Performs /
Responsibility: Any TAS user can access the form.

When to Perform: Specific Circumstances:
To submit the following types of updates for an individual record already in TAS:
: Personal information
Addresses
Phones
Emails
Employment
Spouse
Individual relationships

Overview of Steps

1. Navigate to the constituent record that you want to update.

Click the Bio Update Request link found under Tasks in the explorer bar on the
left hand side of the screen. This will open the Bio Update Request form.

Enter any updates to the constituent's personal information on the Personal tab.
Enter any updates to the constituent's address information on the Address tab.
Enter any updates to the constituent’'s email addresses on the Email tab.

Enter any updates to the constituent's phone numbers on the Phone tab.

Enter any updates to the constituent's spouse or life partner relationship on the
Spouse Relationship tab.

8. Enter any updates to the constituent's employment information on the
Employment tab.

9. Enter any updates to the constituent's individual relationships on the
Relationships - Other Individual tab. Examples include children, parents, other
relatives, financial advisors, etc.

10. Click the submit button from any tab to complete the update request.
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Detailed Steps

@ Navigate to the constituent record that you want to update.

Special Warnings:
The bio update request form is available only on TAS records for individuals. It is not currently
available on organization, household or group records.

Click the Bio Update Request link found under Tasks in the explorer bar on the left hand side of the
screen. This will open the Bio Update Request form.

How to Do:
Blackbaud CRM™

'Hom “onstituents

Requie @ ?‘ Brutus Buckeye

1 Buckeye Lane Loolkup ID: 01211075
Columbus, OH 43210
1-800-GO BUCKS

€ Revenue and recognitior

nstituencies:

Clicking the link will take you to a form with tabs for updating personal info, addresses, emails,
phones, spouse info, employment info and individual relationships.

You can use the form to update a single tab or multiple tabs. When you're done making updates,
just click the submit button found at the bottom of any tab. This will submit all of the changes to
the Advancement Records team. Most updates will be completed within 1-3 business days.

Special Warnings:
You must be viewing the record as a Constituent to see the Bio Update Request link.

, Constituent

]
1, Group member

LAREES 0T

@ Enter any updates to the constituent's personal information on the Personal tab.

How to Do:
The Personal tab can be used to update name fields, marital status, deceased information,
gender or birthdate.

The Ohio State University Foundation Page 2 of 13 Status: Approved
Printed: 10/03/2014



Rec-Bio-0004

Revision #: v2

Bio Update Request Form in TAS Updated: 10/03/2014

[T ——

it Name Srutus
WMiddlle Name
Last Mame: Buckeye
Familial Suffix P
Profeczional Suffoe X,
Mickname:
Msiden name:
Maritsl status: Urierown ».
Constibuent is deceased
Deceased Date:
Deceased source:

Decessed

Hote: Enter the website URL for the obitusry or othes sousce if sopicabile (ot required)
Gender Unircen

Birth date

Mote: Entar any additionsl notes e mstn
This comment will not display on 4

Comment:

Questions abiout this form or ather blagraphic data? Emall bloupdate® ow.sdu or call (614) 292-2141

Subme Lancel

Name information
Enter new information directly into the text boxes or use the down arrows to pick the appropriate
value.

To update an existing value, you may type over it or pick a new value from the drop down. To
delete incorrect information, you may delete what is in the field and leave it blank.

Marital Status
Choose the appropriate value by clicking on the drop down arrow.

Constituent is deceased

Check the box and fill in the decease date and source if known. If you have a link to the obituary
or other online source, please copy and paste it into the Deceased Source URL field.

Enter the date in mm/dd/yyyy format. If you do not know an exact decease date you can enter a
month and year (mm/yyyy) or just a year (yyyy).

Gender
Choose the appropriate value by clicking on the drop down arrow.

Birth date
Enter the date in mm/dd/yyyy format. If you do not know an exact birth date you can enter a
month and year (mm/yyyy) or just a year (yyyy).

Comment
Enter any additional notes or instructions in the comments box.

If you have other updates, navigate to the appropriate tab.

If you have no further updates, go to step 10.
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@ Enter any updates to the constituent's address information on the Address tab.

How to Do:

Add an address

Click this button to add a new address. If the new address replaces an existing address you can
indicate that by checking the "Recently moved/changed from this address?" checkbox.

Bizgraphic Update Request a8

3 Add an address |

2 Clear Address Dats

Miew Addres

MNote: See the Employment tal far employer address changes.

#| Add this address to Spouse

Type Home ¥

Country: Uinfed States 2

dddress 1 Szacium Or

i Columbus

State orig v i
il 45210

| Recertly moved/chenged from this address 7

el peicirass: Hama (1 Budorye Line: Primary .
MNote: One address must be marked as primarny
Enfarmatian Source Comment: | Ferapeding riarmation from

returned mail.

Mote: See the Employment tab for employer address changes.

Addrase 1036 Maansail Dr

City: Maples

‘ate Flgriga

a1 34714-7811

Type Seasonal

Country Unded States

Sescoral Start Date (MM/DD) 11136
Semsond Erd Dane MMTD] a1

I8 Primary (This & the peelerned address.]
Miobe: Ore address must be marked as primany

Questions about this form or other biographic data? Bmail bicupdate@os.edu or call (614} 292-2141

Submit, || Cancel

Existing addresses
For an existing address you can:

Mark a new preferred address by checking the "Is Primary" box.
Update the Seasonal Dates for an existing seasonal address

Mark an address as no longer valid when you do not know the new address by checking the
"This is not a valid address for this constituent" box.

Report a typographical error by noting it in the comment box at the bottom of the screen.
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If you have additional updates, navigate to the appropriate tab.

If you have no further updates, go to step 10.

Special Warnings:
Business addresses should be updated on the Employment tab.

You cannot uncheck the "Is Primary" check box. Instead, click the "Is Primary" check box next to
the address you want to mark primary and the old primary flag will automatically be unchecked. If
there is only 1 current address on the record, add a new address and mark it primary.

@ Enter any updates to the constituent's email addresses on the Email tab.

How to Do:

Add an email
Click this button to add a new email address. If it should be the preferred email, check the "Is
Primary" box. If not, it will be added as type "Other."

Biographic Update Request

Address m Phone  Spouse Relationship  Employment  Relabonships - Other Indiadua

& Add an email

75 Clear Email Data

Ernail Address: | bbuckeye@brutus com

Note: One email must be marked as primary.
[Any address not marked as primary will be added as email type ‘Other’)

Email Address: |
Type: Other
[#] This is not a valid email for this constituent
1 Is Primary (This is the preferred email)

Mote: One email must be marked as primary
[&my address not marked as primary will be added as email type 'Other’)

Email Address: brutus@csued
Type: Prafarrad
This is mat a valid emiil for this constituent
ib Primary (Thiz is the preferred email)

Mote: One email must be marked as primary
{Any address not marked as primary will be added as email type ‘Other’)

MNote: Enterany additional notes or instructions hare.
This camment will not display on the constituent record

Comment:

Existing email addresses
For an existing email you can:

Mark a new preferred email by checking the "Is Primary" box.
Mark an email as no longer valid.
Add a note in the comment box.
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If you have additional updates, navigate to the appropriate tab.

If you have no further updates, go to step 10.

Special Warnings:

You cannot uncheck the "Is Primary" check box. Instead, click the "Is Primary" check box next to

the email you want to mark primary and the old primary flag will automatically be unchecked. If
there is only 1 email currently on the record, add a new email and mark it primary.

@ Enter any updates to the constituent's phone numbers on the Phone tab.

How to Do:

Click this button to add a new phone number. If you enter the 10-digit number and press the tab
key, the phone number will be formatted with parens and a hyphen.

If the new number replaces an existing one you can indicate that by checking the "Phone
number changed?" checkbox and selecting the number it replaces in the drop down box.

Biographic Update Request
€3 4dd & phons

7 Clear Phone Data

Phone Type Hame -
Phane Mumber: {E14) 292.2625
Country: Urted States >

Nate: Cne phone must be marked & primary
4| Phone number changed 7

Odd Phone Mumber to replace: | Home-1-800-GO BUCKS B

Infarmation Source Comment:

Note: If you have new contact information, please add it first before updating existing,
Phone Mumber:  [514) 291-5802
Phane Type: Business

Country

[Z 1= Primary (This i the preferred phane)
Mote: One phone must be marked as pamany

This i nat & vahd phane number for this constituent.

Phone Mumber  1-B00-GO BUCKS
Phone Type: Home
Country:
Is Primary (This is the preferred phane)
Mote: One phone must be marked as primary

Thiis s nat & valid phone numiber for this constituent,

Existing phone numbers
For an existing phone number you can:

Mark a new preferred phone by checking the "Is Primary" box.
Mark a phone number as no longer valid.
Add a note in the comment box.
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If you have additional updates, navigate to the appropriate tab.

If you have no further updates, go to step 10.

@ Enter any updates to the constituent's spouse or life partner relationship on the Spouse Relationship

tab.
How to Do:
Add new spouse relationship
First check to see if the spouse has a record in TAS using the Constituent Search box. If the
record is found, highlight it and click select. The spouse name fields will automatically populate.
Notice that the name fields are grayed out. If you need to change the spouse name fields, first
complete this request; then navigate to the Spouse record and submit another Bio Update
Request.
If the spouse record does not exist in TAS, you can enter the new spouse information and
marriage information in the fields displayed.
Biographic Update Request ]
7 Clear Mew Spouse Data

Constituent Search; Wi, Bonrie jean Suceye s

Marriage Date if known juse format MM/DDOYYYE | 97272004 al

Banrie . Buckeye is the Spause b |

Brutus Buckeye is the Spouss » |

Marital status Maried b4

Lokup ID: Ms. Batty Ann Buckeye

Spouse Tithe Ms.

Spouse First Name Batty

Spouse Middle Name: Ann

Spouse Last Narme: Buckeye

Familiad Suffixc

Prafessional Suffic

Mickname:

Maiden name:

Marriage Date if known (use format MM/DD/YYYYY ")

Date Marriage Dissobved if known (use format MM/DDYYYYR

Brutus Buckeye is the Former Soouse .

Betty A Buckeys it the: Feemer Spousa .

Marital statuis: Divarced .
Update an Existing Spouse Relationship
For an existing spouse relationship you can:

Add the marriage date
Add the divorce date
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Change the relationship type

Spouse oy

Deceased Life Partner
Deceased Spouse
Former Life Partner
Former Spouse

Life Partner

Spouse

Surviving Life Partner

Surviving Spouse

Change the marital status

Divorced

Married
Partner
Separated
Single
Unknown

Widowed

Add a comment

Note that if you update the marital status to Divorced, the relationship type will automatically
update to "Former Spouse"

If you have additional updates, navigate to the appropriate tab.

If you have no further updates, go to step 10.

Enter any updates to the constituent's employment information on the Employment tab.

How to Do:

Add new employer relationship

Click this button to add a new employer. (If the constituent does not have a current primary
employee, you will already be on the add screen and will not have button.)

First check to see if the employer has a record in TAS using the Employer Search box. If the
record is found, highlight it and click select.

If the employer does not have a record, you can enter the Employer information in the fields
displayed.
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7 Chear New Emphoyer Data
Employer Search: el
Employer Name Bucksyes R Us
Empioyes Relationship Type: | Empioyes »
Employer Relabanship Types | Empiayer w
Fefatiorship Start Date: 9715204 =
Retationship End Date ]
] Primary Employer Relaticnship 7 &
Job Title: CEC
lob Categony: o
Job Dept/Branch/Dwision
Employes’s Work Address
Country: United Stases i
123 Buickeye Way
Address:
City: Calumibus
Sate Oy e
il 43210
Set a5 primary address (This is the preferned address.)
Phare
Leakup ID: 000146
Employer Mame: The Ohio State Unaversity Alumni Association Ing
Relatiarship Start Cate: i
Relatiorship End Date (8
Primary Employer Relatinship 7
¥ Farmer Employer 7
Employes retired 7
Existing employment information
If the constituent has a current primary employer relationship on the record you can:
- Update the start date
Add an end date to indicate when the person stopped working for organization listed
Uncheck the Primary Employer flag
Indicate that it is a former employer
Indicate that the employee has retired from the organization listed
Update or add a job title
Update or add a job category
Update or add the branch or division the employee works for at the existing organization
Update or add the employee's work address. Note that this should be the specific location
where the employee works which may be different from the organization record's primary
address in TAS.
Change the primary flag on the employee's work address
Mark the employee's work address as not valid
Add or update a work phone number
Add a comment about the information source for the address
Add additional comments or instructions.
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|ﬂ Acd new employer relationship

[f the empioyer hasn't changed but the person has a new job title, or business addrass. a1 their current company
ftype aver the existing infarmation for the current employer. If the current employer has changed
check the Former Employer check box below and click on the Add a new employer refationshp butbon,

Loskup 10
Employer Mame:

Relagionshap Start Date:

Relaionshsp End Date:

Job Title:

Job Categony:

lob Dept/Branch/Divisiom
Employee’s Work Address:

Country.

Address:

City
State:

il

Infarmation Scurce Comment:

Phane

0001345
The Ohiic: State University Alumni Assooation Tng
&

¥| Primary Employer Retationship ¥
| Former Employer 7

| Employee retired 7

Mascol

o
Linted SEaes BE
2200 Crervtangy River Rd
Langabergper Alume House
| Catumbus
O b

| 43z10-1035

| Thes is mot & valid address for this constituent

Note: Enter any additional notes or instructions here.
This commeant will not display on the corstituent record

Comment

OSU Employees

If the constituent is a current OSU employee, you may not update their employment information
using this form. A note will appear in red at the top of the Employment tab on employee records.

Employment information for OSU employees is maintained by the Office of Human Resources.
Employees should submit changes to the employee self-service site or contact their unit's human
resources office. Changes made in the HR system are uploaded to TAS every 2 weeks.
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& A newy emplayer mlabenshug

Mote:  Employment information for OSU employess is maintsined by the Office of Human Resources.

Employees shoald submit changes to the employes seif senvice site or contact thelr wnit's human resources office.

Changes made in the HR sysiem are uploaded to TAS every 2 weels,

Lookup It 0000750

Ermployer Name: The Qg Sate Linheeraty

Employee's Waork Address

St as primary address [This is the preferred address.)
This is nat & valic addnss Tor this cormtauent

[rioemation Scurce Comment:

Hate: Entar any additional notes o sctructions hare.
Thes comment well Aat display an the candlituent recond

Comment

Queestions about this farm or other biog data? Bmail bi Basu.edu or call (614) 2022141,

| Submit |

Lanced

If you have additional updates, navigate to the appropriate tab.

If you have no further updates, go to step 10.

Enter any updates to the constituent's individual relationships on the Relationships - Other
Individual tab. Examples include children, parents, other relatives, financial advisors, etc.

How to Do:

Search for the related individual's record in TAS and click on the select button.

The individual's name field from TAS will display on the screen.

(You cannot update the related individual's name field here. You would need to go to the related

individual's record and submit the name change from there.)

If applicable, enter the relationship start date and/or end date.

Use the drop down box to indicate how the individuals are related to each other.

Enter any additional notes in the comment box.
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Biographic Update Request

Personal  Address  Ema Phone  Spouse Relationship  Employment [EENETEIEER oIS GEIVE T

€ Add another relationship

Relationships-Other Inc
Only relationships for individuals already in TAS can be added here.

Search for the related individual's record in TAS: | Mr. Al Buckeye L2

Note: [f record is not found, use the comment box below to request a new record

Related Individual Title: Mr.
Related Individual First Name: Al
Related Individual Middle Name:
Related Individual Last Name: Buckeye
3

Relationship Start Date: 9/1/2014

L

Relationship End Date:

Brutus Buckeye is the: Client

Al Buckeye is the: Attorney

Note: Enter any additional notes or instructions here.

This comment will not display on the constituent record.

(If you are requesting a new record, please include as much information
as possible about the constituent.)

Comment:

If the individual already has a relationship on the record, the information from the relationship
record will populate on the screen. You can add start dates, end dates or change the relationship
type and reciprical for the existing relationship.

To add additional relationships, click the Add Another Relationship button.
If you have no further updates, go to step 10.

Special Warnings:

Only individuals who already have a record can be added as a relationship using the search
feature on this screen. You may use the comment box to enter information about an
Organization relationship or an individual not already in TAS or send an email to
bioupdate@osu.edu

Click the submit button from any tab to complete the update request.
Result:
The following pop up message will apear:

1 Click Ok to submit your changes or cancel to continue updating this
S record.

[v0k] | Cancel |

If you have additional updates to make to the record, choose cancel and navigate to the
appropriate tab. Otherwise click OK and the following message with appear:
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Blackbaud CRM B

\ i' i You will receive an email when your requested changes have been made in

ok |

The Advancement Records office will review the request and make the updates to TAS. You
should receive an email letting you know the update is complete. The typical turn around time is
1-3 business days.

Troubleshooting

Common Problems: If you are not able to navigate to fields toward the bottom of the screen or to the submit button,
use the scroll bar on the constituent record.
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