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Personal information provided on this form is confidential.
 Completed forms should not be reproduced or electronically transmitted without encryption

All hard copies of completed forms should be securely stored

Incorrect PIDM Information

Incorrect PIDM:  __________
Incorrect Bear #:   _____________________

Name Tied to Incorrect PIDM:    ________________________________
_________________________________________
___________________

Last


First



Middle


Mark all GUASYST Roles that apply:
___Admissions Undergrad
____Admissions Graduate
___Registration
___General Student


___Financial Aid
___Accounts Receivable
____Human Resources 
___Vendor (AP)
___None
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Correct PIDM Information

Correct PIDM:  ___________
Correct Bear #:   ______________________

Name Tied to Correct PIDM:    _________________________________
_________________________________________
___________________

Last


First


Middle


Mark all GUASYST Roles that apply:
___Admissions Undergrad
____Admissions Graduate
___Registration
___General Student

___Financial Aid
___Accounts Receivable
____Human Resources
___Vendor
___None

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Preliminary containment steps to be completed by University employee initiating this form:
 DO NOT USE added to the name tied to the Incorrect PIDM  
Date completed: __________________


“Multiple PIDM” Hold assigned to Incorrect PIDM 
Date completed: __________________
__________________________________________________________________________________
________________
__________________
Name of employee who added “DO NOT USE” and Multiple PIDM Hold

Department

Phone Number
Forward this form to Undergraduate Admissions Data Steward. Campus Box 10
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Data Steward Multiple PIDM correction and Information Technology authorization processes:
Undergraduate Admissions:

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No
____NA 
If yes, AND the incorrect PIDM has ONLY an Admissions role, Information Technology services is authorized
to purge all remaining data from the Incorrect PIDM.
  

_____Yes
____No
____NA 
Do any of the affected individuals need to be notified of a Bear ID # change? 

_____Yes
____No
____NA 
If yes, the individual was notified of the Bear ID # change on _______________________ (date) by _____Telephone _____Email ____Postal Service.

Authorized Data Steward Name________________________________
Signature _________________________________
Date_________________
Forward this form to Graduate Admissions Data Steward, Campus Box 135
Graduate Admissions:

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No
____NA

If yes,  AND the incorrect PIDM has ONLY an Admissions role, Information Technology services is authorized

to purge all remaining data from the Incorrect PIDM.
  

_____Yes

____No
____NA 
Do any of the affected individuals need to be notified of a Bear ID # change? 

_____Yes
____No
____NA 
If yes, the individual was notified of the Bear ID # change on _______________________ (date) by ____Telephone ____Email   ____Postal Service.

Authorized Data Steward Name________________________________
Signature _________________________________
Date_________________
Forward this form to Registrar Data Steward, Campus Box 50
Registrar:

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No
____NA

Information Technology services is authorized to purge all remaining data from the Incorrect PIDM.
  
NO - NA for Registrar
Do any of the affected individuals need to be notified of a Bear ID # change? 


_____Yes
____No
____NA

If yes, the individual was notified of the Bear ID # change on _______________________ (date) by ____Telephone ____Email   ____Postal Service.

Authorized Data Steward Name________________________________
Signature _________________________________
Date_________________
Forward this form to the Financial Aid Data Steward, Campus Box 33.
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Incorrect Last Name:  ________________
Incorrect Bear #:________
Data Steward Multiple PIDM correction and Information Technology authorization processes:

(Continued from Page 1 and Forwarded from Registrar data steward)

Financial Aid Data Steward:

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No
 ___NA

If Yes, AND the incorrect PIDM has ONLY a Financial Aid role AND the student has not yet received any Financial Aid,

Information Technology services is authorized to purge all remaining data from the Incorrect PIDM.
  
_____Yes

____No
____NA

Do any of the affected individuals need to be notified of a Bear ID # change?


_____Yes
____No
____NA

Authorized Data Steward Name____________________________________ Signature _________________________________
Date_________________
Forward this form to the Accounts Receivable Data Steward, Campus Box 14.

Accounts Receivable/Bursar Data Steward:

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No

Information Technology services is authorized to purge all remaining data from the Incorrect PIDM.
  
NO - NA for Accounts Receivable 

Do any of the affected individuals need to be notified of a Bear ID # change?


NO - NA for Accounts Receivable
Authorized Data Steward Name____________________________________ Signature _________________________________
Date_________________
Forward this form to the Human Resources Data Steward, Campus Box 54
Human Resources:

The incorrect Employee Bear ID # has been marked “Inactive” on Human Resources Banner Form PEAEMPL.

_____Yes
____No 
____NA

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No 
____NA
If Yes, AND the incorrect PIDM has ONLY a Human Resources role AND the employee has NEVER been paid,

Information Technology services is authorized to purge all remaining data from the Incorrect PIDM.
  
_____Yes
____No
____NA

Do any of the affected individuals need to be notified of a Bear ID # change? 

_____Yes
____No
____NA 
If yes, the individual was notified of the Bear ID # change on _____________________________ (date) by ____Telephone ____Email   ____Postal Service.

Authorized Data Steward Name__________________________________​__
Signature _________________________________
Date_________________
Forward this form to the Payroll Data Steward, Campus Box 5.
Payroll:

The incorrect Employee Bear ID # has been marked “Terminated” on Human Resources Banner Form PEAEMPL.

_____Yes
____No
____NA

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No
____NA
Information Technology services is authorized to purge all remaining data from the Incorrect PIDM.
  
NA for Payroll 

Do any of the affected individuals need to be notified of a Bear ID # change? 

NA for Payroll
Authorized Data Steward Name__________________________________
Signature _________________________________
Date_________________
Forward this form to the Vendor (AP/Purchasing) Data Steward, Campus Box 61
Vendor (AP/Purchasing):

The incorrect Vendor Bear ID # has been marked “Terminated” on Banner Vendor Form FTMVEND.

_____Yes
____No
____NA

Using standard Banner processes, all information possible has been moved or removed from the Incorrect PIDM.  

_____Yes
____No
____NA

If Yes, AND the incorrect PIDM has ONLY a Vendor role AND the Vendor has NEVER been paid,

Information Technology services is authorized to purge all remaining data from the Incorrect PIDM.
  
_____Yes
____No
____NA

Do any of the affected individuals need to be notified of a Bear ID # change? 

_____Yes
____No
____NA

If yes, the individual was notified of the Bear ID # change on _______________________ (date) by ____Telephone ____Email   ____Postal Service.

Authorized Data Steward Name__________________________________
Signature _______________________________
Date_________________
Forward this form to Information Technology Services, Campus Box 19
To be completed by Information Technology Data Base Administrator:

Check GUASYST to ensure that the Data Steward for EVERY role has completed the required steps and signed this form. 
_____Yes
____No

The incorrect PIDM does not have ANY data other than a “DO NOT USE” name and a Multiple PIDM Hold record
 _____Yes
____No
____NA

If yes, AND AUTHORIZED BY THE ABOVE DATA STEWARDS, the incorrect PIDM has been purged.
_____Yes
____No
____NA

Authorized IT Data Base Administrator Name: ______________________
Signature _______________________________ 
Date_________________
File form in Information Technology Services office and present to Multiple PIDM committee as requested.
Form revised and approved 10-9-2006
BANNER Multiple PIDM Correction Form Instructions
A unique PIDM (Person Identification Master) number is assigned by the Banner System to connect all data that is associated with each “person” and “non-person” record maintained in the Banner System.   These unique, Banner System generated PIDM numbers cannot be accessed or changed by functional area Banner users.  Only authorized Information Technology Data Base Administrators can access or make any non-system generated changes to a Banner PIDM.

Occasionally in error, a multiple Banner PIDM is created for a single “person” or “non-person” in the Banner System.  When this occurs, the multiple information records created cannot be accurately stored or retrieved by the Banner System.

To avoid creating a multiple PIDM, a thorough search must be conducted by authorized personnel before creating a new “Person” or “Non-Person” record in the Banner System. This search is conducted using the Banner form “GOAMTCH.” 

Common matching is set up to search on the following criteria:

“Persons”:
First Name
Middle Name
Last Name 
Date of Birth
SSN




“Non-Persons”:
Non-Person Name






TIN

If a Social Security Number (SSN) or Taxpayer Identification Number (TIN) is provided by a student, employee or vendor, it should always be used during the common matching process to make sure that no other records have been created in the Banner system previously using the same SSN or TIN.

Despite the careful use of “Common Matching,” multiple PIDMs are still occasionally created in error.  Eliminating these multiple PIDMs requires a planned and continuing coordinated effort by the Multiple PIDM Clean-up committee.  This committee is made up of key Banner Module users from the various Banner modules: Finance, Student, Financial Aid, and Human Resources.

Members of the Multiple PIDM Cleanup Team regularly review Multiple PIDMs that have been created to determine which PIDM to maintain and which PIDM to eliminate using the following procedures:

1. The Banner roles (admissions, general student, registration, vendor, financial aid applicant, employee, etc.) assigned to each PIDM are determined using the Banner form “GUASYST.”

2. PIDMs with registered student, financial aid, accounts receivable and/or employee roles generally have precedence over PIDMs with only admissions or vendor roles.

Once the correct PIDM for continued use is identified, the incorrect PIDM is restricted from further use by the following procedures:

1. The words “DO NOT USE" should be entered at the end of the last name in the last name field for the PIDM that should no longer be used.  This change should be made to “SPAIDEN”, “PPAIDEN” or “FOAIDEN” and to the Legacy XDB system as appropriate.  This alerts users not to use the record until it is purged from the system. The name of the employee completing this step and the date of completion should be documented on the Multiple PIDM Information Correction Form.”  
2. A hold should be put on the incorrect PIDM using the “SOAHOLD” form. This prevents further transactions from occurring against the incorrect PIDM record. The name of the employee completing this step and the date of completion should also be documented on the Multiple PIDM Information Correction Form.”  
3. If necessary, the student, employee or vendor affected by the Multiple PIDM is notified of the correct Banner Bear Number that they should use.

4. All information that can be manually removed from an incorrect PIDM using standard Banner Processes should be removed by Banner Functional Area employees.  If appropriate, this information should be manually reentered into the correct PIDM. The name of the employee(s) completing this step and the date of completion should also be documented on the “Multiple PIDM Correction Form.”  
5. Some information cannot be manually removed from incorrect PIDMs using standard Banner processes.  An example of such information would be Accounts Payable Vendor check payment history information.  Check payment history cannot be altered by accounts payable or purchasing employees after it has been processed. The authorized data stewards from all areas affected by a multiple PIDM must process the corrections required to correct and/or contain information processed using an incorrect or multiple PIDM by completing the “Multiple PIDM Correction Form.” 
6. After all Banner Data has been removed from the incorrect PIDM, the incorrect PIDM should be purged from the Banner System by an authorized Information Technology Data Base Administrator.
