Christian Brothers University
Data Entry Standards Policy / Procedure Statement

                                         for input into Banner 

Revised Date: 
11/5/08
Created:

9/01/97

Implemented into Banner:  1/4/98
Overview:
Data entry must be consistent to avoid duplication of records and to simplify searches.  Entered data must also look professional and attractive when inserted into word-processed documents.

Data Entry standards may need to be adjusted and added to as new modules are brought on line in case there are differences which are not known as of the present.



The academic year will be broken up into three divisions:




Fall Semester will end with 10 after the year:




Spring Semester will end with 20 after the year; and




Summer Semester will end with 30 after the year.





Fall 2004 will be 200510;





Spring 2005 will be 200520;





Summer 2005 will be 200530, etc.

Use the following items as standards when entering information into Banner:

Refer to pages 13-16 in this document for a detailed procedure for locating records within the Banner system.

BEFORE entering a new record, you must locate the person by looking up the name and/or ID.  A further means of verifying correct entry is through the birthdate if known. Unless these steps are done, we cannot control the duplications going into the Banner system.
Note:  Enter all name information in upper and lower case.

Banner distinguishes between “person” and “non-person” records.  A “person” record refers to an individual. A “non-person” record refers to a business, agency, foundation, or other non-human entity.

A person’s ID will always be system generated. This generated ID will consist of nine digits.  Since this is a unique system generated number, it should not be updated/changed.

A non-person’s ID, such as a bank or vendor, will be identified by using the instructions on pages 5-6.

Names: Legal Names will be used (no nicknames)

Once a student is coded as accepting the university or ready to register any name changes should be made by the Registrar’s office.  Any name changes to Alumni records should be made by the Registrar’s office. Vendor or Accounts Payable name changes will be made by the Business office. Employee name changes will be made by the Human Resources office.

Name Type:  The only Name Types that will currently be used in Banner are:



Maiden, for a maiden name; Married, for married name.

First & Middle Names:  Use upper- and lower-case letters.  Banner allows 15 characters for the first name field and 15 characters for the middle name field.  Spaces are NOT allowed in any of the name fields except in the emergency contact name fields. Information will be used from the application submitted originally.

First name & middle name combination:  Spell out the first name using upper- and lower-case letters in the first name field.  Spell out the middle name using upper-and lower-case letters.



Martha    in the first name field



Leslie
in the middle name field



Turner
in the last name field

First name & middle initial combination:  Spell out the first name using upper- and lower-case letters in the first name field.  Then enter the middle initial as an upper-case letter followed by a period in the middle name field.



Martha    in the first name field



L.
in the middle name field



Turner
in the last name field

First initial and middle name combination:  Enter the initial as an upper-case 

letter followed by a period, then the first name in the first name field. Then, spell out the middle name in upper- and lower-case letters in the middle name field. 





M.
in the first name field

Leslie 
in the middle name field



Turner
in the last name field

First initial and middle name combination as the first name:  Enter the initial 

as an upper-case letter followed by a period, then the first name in the                first name field. 





M.Lance

in the first name field

(blank)

in the middle name field



Turner

in the last name field

Last Name:  ALWAYS spell out last names.  If the student specifies a certain spelling, you must enter the name using the student’s guideline.  Banner allows 60 characters for last names.  Do not enter spaces after entering the name.

Hyphenated last names:  Do NOT enter spaces between the two names:  


Smith-Jones 


Cochran-Ashley

Prefix Names:  Names beginning with prefixes (Mac, Van, Di, etc.) require some attention.  The following section defines standards to use when entering such names. Prefixes, such as "Mr." and "Dr.", do not belong in the name field.  There is a separate prefix field for this purpose.

      D’, Da, De, Di, Du, Mac, Mc, O’, St, Van or Von:  Spell the name as the person does.  Be consistent.  
                            Do NOT leave a space between the two parts of the name: 

             

DeMartino rather than De Martino

MacDonald rather than Mac Donald
O’Leary rather than O’ Leary

                          Capitalize BOTH parts of the name:

DeMartino rather than Demartino

MacDonald rather than Macdonald
O’Leary rather than O’ Leary


EXCEPTION:  Spell out the name as the student does.  The following student spells her name as follows so her name must be entered as:

DeArmas

Suffix Names:  Names ending with suffixes (Jr., Sr. II, III, etc.) should be                                                               included in the Last Name field last name field only after completely spelling out the last name.  Type the suffix after the comma.  requires period after entering: Jr., Sr., Ph.D, F.S.C.  no period is required after entering: II, III


Wilson, II


Smith, Jr.

Preferred Name:  Use upper- and lower-case letters. If the person prefers to be known as anything other than the legal name, use the preferred name field to enter this data.  The preferred name is primarily used to determine the correct person record.  

Reports in general do not show this information.

Emergency Contact Name:  Enter using upper- and lower-case letters using the same data entry standards for name fields.  However, a space is valid in the last and first name fields to segregate the applicable suffix and prefix.  A period is not allowed in the middle initial field.

Last name:  This field is 25 characters long.  There is not a separate field for suffix so the suffix, if known, must be included in the last name field only after completely spelling out the last name.  If there is enough room for the suffix, type the suffix after the comma. 


Johnson, III



First name:  This field is 15 characters long.  There is not a separate field 



for prefix so the prefix should be included in the first name field only after 



completely spelling out the first name.  If there is enough room for the 


prefix, type the prefix but do NOT include a comma.




William Dr.



M Lance

Middle Initial:  This field is only one character.  Enter the initial in an upper-case letter.  Do NOT enter a period.

Legal Name:  If the person is a student, and they want to change their legal name, they must report in person to the Registrar's office with their official document (i.e., marriage license or legal document).  If the person is a current employee, he / she must report in person to Human Resources  with the same documentation.  

If the person is an alumnus, then the Alumni / Development office takes the request and sends a copy to the Registrar’s office.  Only the Registrar’s office makes the necessary changes to the legal name field in Banner.  

Non-Person: To ensure consistency in data entry of non-persons (i.e., institutions & 

companies, etc.), the following steps should be followed by each office or user that is required to make new entries into Banner:

Do a thorough search of the Banner database to verify that the non-person is not already present. (Unless this is done as the first step, we cannot control the duplications going into banner.)

1. Assignment of the ID:
a. Determine if the non-person is a bank or a non-bank.

b. bank non-persons: 

If the non-person is a bank, contact the financial aid office to determine 

if the bank has a number with the Department of Education. If it does, 

then the ID of the bank will be that number. These numbers are six digits 

long. If the bank does not have a number with the Department of Education, then the bank will be treated as a non-bank. 

c. non-bank non-persons: 

Press the generate ID button to make Banner generate a unique ID for this 

non-person. Generated IDs will be a nine-digit number.

d. Financial Aid loan guarantors must also be identified by 

the number from the Department of Education. If the loan guarantor is already present in Banner as a non-person, the ID will need to be changed to the three digit 

number used by the Department of Education.

2. Assignment of the name:
a. The name of the non-person should be the formal name of the 

non-person as listed on letterhead, invoices, checks, etc. Sixty characters are 

available to hold the name. 

b. If the formal name of the non-person alone makes it difficult to uniquely 

identify a non-person, add a forward slash and some kind of additional 

information like the city to help identify the non-person. 

c. If the formal name of the company starts with the word "A" or "The", enter 

the name initially without the "A" or "The" and save the record. Then edit 

the record again and change the name to the formal name. In this way, the 

non-person can be found with a search that does not start with "A" or "The" 

and the formal name will be printed on documents. 

3. Address 
* Because the title alone does not always uniquely identify a non-person, all non-persons must have at least one address so that other offices will know if this non-person is the one they want to process.


Gender:   For students, change of gender update must be requested through the Registrar's office. Depending on the nature of the update, official documentation will be required.

For alumni/development constituents only, Alumni/Development has the ability to correct gender. Official documentation should be provided and then forwarded to the Registrar’s office to be placed in permanent file and to make the necessary corrections to the permanent record.

Addresses: Use upper and lower case in all addresses except where the address type is AP and/or PO for use by the Business office only. AP and PO addresses will be entered in all upper case letters and no punctuation marks.  A vendor address type will be “BI” .  An organization address type will be “BU” and “OC”.  

Do NOT use the pound sign (#) nor the asterisk sign (*) in Banner. If an address uses the pound sign (#), replace with “No.” or “Apt.” or “Suite”, etc.

Banner stores addresses and phone numbers according to address and/or phone type.  Appendix A lists and describes address types. 

There is a total of three address lines separate from the line for city, state and zip.  The order for entering the address should be as follows:  begin entering information at the first line and use more lines if necessary leaving blank lines for the lines not used.  Do NOT enter spaces in the remaining blank lines.


address line number one:     ODW


address line number two:     Suite No. 3456



address line number three:   2051 Poplar Avenue 

For SC addresses enter data as described in the example below. If the SC address is system generated, leave as is.


address line number one:     Christian Brothers University


address line number two:     Box 99, BATT-999


address line number three:   650 East Parkway South 


You'll notice that the there is a comma following the box number, then a space, the abbreviation of the building, a dash, and then the room number. The syntax for the building and room was taken directly from the Faculty/Staff directory.

The room abbreviations would also follow the room legend that was established for the Faculty/Staff Directory.


AH:
Assisi Hall

B:
Battersby Hall
BE:
St Benilde Hall
BH: 
Barry Hall
BU: 
Buckman Hall
CW:
Cooper Wilson Center

GYM:
De LaSalle Gymnasium
K: 
Kenrick Hall
LAMB:Lamber Hall
LIB: 
Library
MAIN: Maintenance Building
MAUR:Maurelian Hall
N: 
Nolan Engineering Building
ROZR:
Rozier Hall
STCH: 
Stritch Hall
STJ:
St Joseph Hall
TC:
Thomas Center
TH:
University Theater



For some of the events entered through the Location Management Module, the Campus Events Coordinator may determine that the number portion of the address should not be displayed within the address line.  For addresses of such persons, the number in the street address will be entered as ?EM?.


address line number one:     ?EM? Blocker Drive

Street,
Spell out Street, Road, etc.

Road, etc.
Apartment
Abbreviate Apartment as Apt.  

Floor, Room,
Suite
Always spell out Floor, Room, and Suite.  Include these on the same line as the street address.  If the street address is too long to do this, put the entire number on the address line above the street address.

Suite 1025

123456 Antidisestablishmentarianism Rd.

Note, if this makes the entry too long to fit on one line, abbreviate using the abbreviations from Table 1 on Page 12.
Compass
Treat compass directions as follows:

Direction       Spell out single compass directions:



650 East Parkway South Street



10 Park Avenue South


Abbreviate compound directions (NE, SW) as two letters without periods and spaces:

17 NE Bail Road


When a compass direction follows the street name:

Abbreviate two-syllable directions and use a comma after the street name.



40 State Street, NW

In Care Of
Abbreviate In Care Of as c/o.  Place it on the first address line.



c/o Elvis Presley



123 Graceland Boulevard

Box
     
This is not for use with SC addresses.  Treat post office boxes as follows:

Numbers       Abbreviate P.O. with periods.


       P.O. Box 535


If an address includes both a P.O. Box and a street address, enter the P.O.


Box on the line below the street address.



23 Damon Runyon Road



P.O. Box 535


Enter a Rural Route (R.R.) and a box number on the same line separated by a coma 
and a space.



R.R. 2, Box 77

E-Mail Address  E-mail addresses are located in GOAEMAL (all general persons) and APAEMAL (alumni). E-mail address types for school, home, or even at work/business can be listed here. One of these e-mail addresses should be marked preferred. 

E-mail addresses with the extension “@cbu.edu” should appear only in the e-mail address that has ECBU as the e-mail address type and it should always be marked active.



                      

City Names  Treat city names as follows: Spell out compass directions and the words Fort and Saint when they are part of a city's name.



  East Orange rather than E. Orange



  Fort Lauderdale rather than Ft. Lauderdale



  Saint Paul rather than St. Paul

Abbreviations for military bases included in the City field

Banner allows 20 characters for city-name entry. If a city has more than twenty characters, use the following general abbreviations for military bases. 


Air Force Base

A.F.B.


Marine Corps Air Station
M.C.A.S.


Naval Air Station
N.A.S.


Naval Air Station Unit 2
N.A.S. Unit 2
 

Telephone
Enter the full phone number, including the area code and an extension when it is

Numbers
available.  Do NOT use hyphens or parentheses to separate the numbers.  Banner separates the area code and extension with spaces automatically.

617 2831000 1234 rather than 617-283-1000 x 1234

Telephone numbers must be entered in SPRTELE and should be appropriately linked whenever possible to an address type and the “main” telephone number should be flagged as “primary’.  The telephone numbers will be linked to the mailing address in Banner with the following exceptions:

CE-Cellular/Car Phone

FAX-Fax Number

PG-Pager/Beeper Number

TE-Temporary Phone

Zip Codes    Five digit zip-code is acceptable, but if a 9-digit zip-code is provided, it should be


entered. The zip code will need to be entered manually.


             Ex.: CBU’s zip code              38104-5581

                                           Cordova area zip code    38018

Nation

Nations are listed in a table (STVNATN) alphabetically using four characters. This field should only be used for international addresses.

County
The only counties that will be entered are the counties of the state of Tennessee.

Deceased
If a person is marked deceased, it may or may not affect whether the person is included in the population selection or letter generation.  Official notification needs to be sent to the Registrar’s office for students. Human resources office for employees, Institutional Advancement office for alumni so that the information can be placed in permanent file.

Table 1: Preferred Abbreviations (USPS)

Alley
Aly

Fort
Ft 

Point
Pt

Annex
Anx

Freeway
Fwy

Port
Prt

Arcade
Arc

Gardens
Gdns

Prairie
Pr

Avenue
Ave

Gateway
Gtwy

Radial
Radl

Bayou
Byu

Glen
Gln

Ranch
Rnch

Beach
Bch

Green
Grn

Rapids
Rpds

Bend
Bnd

Grove
Grv

Rest
Rst

Bluff
Blf

Harbor
Hbr

Ridge
Rdg

Bottom
Btm

Haven
Hvn

River
Riv

Boulevard
Blvd

Heights
Hts

Road
Rd

Branch
Br

Highway
Hwy

Row
Row

Bridge
Brg

Hill
Hl

Run
Run

Brook
Brk

Hills
Hls

Shoal
Shls

Burg
Bg

Hollow
Holw

Shoals
Shls

Bypass
Byp

Inlet
Inlt

Shore
Shr

Camp
Cp

Island
Is

Shores
Shrs

Canyon
Cyn

Islands
Iss

Spring
Spg

Cape
Cpe

Isle
Isle

Springs
Spgs

Causeway
Cswy

Junction
Jct

Spur
Spur

Center
Ctr

Key
Ky

Square
Sq

Circle
Cir

Knolls
Knls

Station
Sta

Cliffs
Clfs

Lake
Lk

Stravenue
Stra


Club
Clb

Lakes
Lks

Stream
Strm

Corner
Cor

Landing
Lndg

Street
St

Corners
Cors

Lane
Ln

Summitt
Smt

Course
Crse

Light
Lgt

Terrace
Ter

Court
Ct

Loaf
Lf

Trace
Trce

Courts
Cts

Locks
Lcks

Track
Trak

Cove
Cv

Lodge
Ldg

Trafficway
Trfy

Creek
Crk

Loop
Loop

Trail
Trl

Crescent
Cres

Mall
Mall

Trailer
Trlr

Crscnt
Cres

Manor
Mnr

Tunnel
Tunl

Crossing
Xing

Meadows
Mdws

Tunrpike
Tpke

Dale
Dl

Mill
Ml

Union
Un




Dam
Dm

Mills
Mls

Valley
Vly

Divide
Dv

Mission
Msn

Viaduct
Via

Drive
Dr

Mount
Mt

View
Vw

Estates
Est

Mountain
Mtn

Village
Vlg

Expressway
Expy

Neck
Nck

Ville
Vl

Extension
Ext

Orchard
Orch

Vista
Vis

Fall
Fall

Oval
Oval

Walk
Walk


Falls
Fls

Park
Park

Way
Way

Ferry
Fry

Parkway
Pkwy

Wells
Wls

Field
Fld

Pass
Pass



Fields
Flds

Path
Path

Flats
Flt

Pike
Pike

Ford
Frd

Pines
Pnes

Forest
Frst

Place
Pl

Forge
Frg

Plain
Pln

Fork
Frk

Plains
Plns

Forks
Frks

Plaza
Plz

Name Search - Preface to Application Specific Instructions

It is important that no one be entered into the Banner database more than once.  Before you enter information about a person, you must search the database to see whether that person already has a record.
The steps for pursuing a name search differ from system to system, using different fields to look for existing records and others to check address information.  You can find information about name searches for the different Banner systems in Table 2 on pages 14-15. The following information applies to all systems.

If you have the person's ID, search for that first.  If that brings up any records, you can be sure the person is already entered in the system. Next, check the person’s name as well to make sure that this is the correct person.

If you do not have the ID search for the person's name.

Using a wild card search allows you to enter part of a name, search for a name with and without spaces, or search for a name that might have been spelled differently in an earlier entry.  The Banner wild card is the % symbol.  In Banner, this symbol stands for any letter, number, or symbol, or any group of letters, numbers, and symbols.

To search for a student whose name may be Griffith or Griffin, type Griff% in the Last Name field and Execute Query.  This causes Banner to display all names beginning with Griff.  To search for MacDuff whose name might be spelled with or without a space after the Mac, search for %Duff. To search for Coca Cola  whose name might be spelled with or without a space after the word Coca, search for Coca%.
Banner searches (except Soundex searches) are case sensitive.  That is, they look for only upper-case (capital) letters when you type upper-case letters, and for only lower-case letters when you type lower-case letters.  If you search for %Beth, you will find Mac Beth and MacBeth but not Macbeth.  All Banner searches (including Soundex searches) are also space sensitive.  That is, they look for spaces whenever you enter spaces.  If you search for Mac Duff, you will not find MacDuff.

If you cannot locate the record through the standard search, the Soundex 

Search can be used.  After the search results display records on the SOAIDEN form, but does not display the record needed, click on the Soundex button on the bottom of the form. Enter letters for how the name may sound.  You can use last name, first name or both names. For example, if you enter Hanes in the last name box then Hanes, Haines, Haynes, Hines, etc. will show on the screen as search results that sound like the name entered.

Multiple
Banner often holds more than one record for the same person.  If a

Records
student changes his / her name or ID, Banner registers the change but keeps the old information in the database.  This makes it possible to find someone using the old name or ID information.

Only the record with the most recent name and ID information is current.  To determine the current record, see the change indicator in the Change field, the farthest right column of the search form.

No entry in the Change field indicates the current record for that person.

I in the Change field indicates that the ID in this row has been changed.  This row shows the old, previous ID.

N in the Change field indicates that the name in this row has been changed.  This row shows the old, previous name.

Common
In the case of a common name, a duplicate entry may not indicate

Name         another record for the same person. (For example, there may already be a different Jennifer Smith in the system.)  To determine whether a name belongs to the person you are searching for, check the person's address or other available information. This can be done by using the “Details” button on the SOAIDEN form.

Legal
In order to include the Legal Name in a name search, any legal name 

Name
change will  require that the legal name be entered in both the Legal Name field as well as the current name. 

Maiden
The maiden name for a student will be stored as a previous name so that

Name
it must also be considered in a name search.  

Table 2:  Student/Alumni Name Search Steps
When searching for a person's name from the Student or Alumni Systems:

Go to the Person Name / ID Form (SPAIDEN or APAIDEN).


1)  Press ID (button) and select the Person Search Form.

              
     If you know the person's ID number, enter it in the ID 

                              field and select Search.

a)
If this search finds a record, the person has a record in 


Banner. You can Select that record to bring that record back 

     to the original form., or



b)
If this search does not find a record, continue to search for the person's name.


2)  Enter the person's name in the name fields and then press Search.
     If the name begins with a prefix, enter the name with the wild card               
(%) in place of the prefix.  Use no space between the wild card and 
name.  This will show if the person has a record both with a space 
after the prefix and without one. 



3)
If you do not find a matching name, Exit to your original form.

If you find matching names, there are two possibilities:



1)
You find only one matching name.  That is, only one record with the same name has no change indicator in the Change field.


a)  Move the cursor to that record.


b)  Select to bring that name to your original form.

c)
Check the address in the address block and other verifying 
information (e.g., date of birth, class year, academic year, 
academic program, or employee department) if possible.  If 
the address is different from that of the person you searched 
for, this is not a duplicate record but only a matching name 
(there might actually be two Jennifer Smiths, for example).

d)
Clear the form and enter your new information.

2) You find more than one matching name.  That is, records under two different IDs have the same name and no change indicator in the Change Field.

a)
Press Detail to bring the information to the Person Name / ID 

Search Detail Form (SOAIDNS or APASBIO).

b)
Press Search to display all name and ID information for the 
name you selected, then move the cursor between the records 
while checking the other information available in this form to 
see if either record belongs to the person you are seeking.

c) If information indicates that one of these is the person you are searching for, Exit to the search form, then place the cursor 



  on the matching record and Select to bring it back to your 

      original form. By doing so, you are then able to check the

                                        address, school, other important information, etc., to make

                                        sure that this is the correct person.

Appendix A:  Address Type Definitions

AP
Accounts Payable Address


This is for use only in the Business office for Accounts Payable checks

BI
Billing Address for Vendors


This is for use by the Business office for billing vendors.

BU
Business/Work Address

This is a person's business address.

DI
Diploma Address

Maintained by the Registrar’s office, this is the address to which the

diploma will be sent.

HQ      Corporate Headquarters

Used for non-person* records, this is the permanent address for corporations or

a Foundation. For Purchasing, this is a company’s headquarters’ address.

LO
Local Address

            This is a local address for students who do not reside in student housing. 

MG
Matching Gift Address
Only for Alumni/Development use, this is the address of a matching-gift company when that is different from the Corporate Headquarters (CH) address.

MA
Mailing Address
This address type is required.  Address where official university correspondence is sent.  In most cases this will be the home address.  Students can maintain this address on WWW.

OC
Organization Contact
This address type is for the organization contact for use by the Institutional Advancement office.

PA
Parent's Address

Primary contact for a parent(s) of a student.  This would be the address to mail 
to a parent if only one parent address existed.  A housing applicant can maintain 
this address on WWW.

PL
Parent's Alternate Address

If two different parents should receive mailings, then PA is the primary contact 
and PL is the secondary contact.  A housing applicant can maintain this address 
on the WWW.

PO
Purchase Order Address


This is for use only in the Business office for purchase orders.

SC       Campus/School Address

This is the student’s on-campus housing address, maintained by Student Affairs

office. This is also the department address for staff, faculty and administration. 

TE
Temporary Address

Supersedes the current mailing address for official university correspondence


for the specified date range.  This is the same as a seasonal address.  A person can maintain this address on WWW.

*Banner distinguishes between "person" and "non-person" records.  A "person" record refers to an individual. A "non-person" record refers to a business, agency, foundation, or other non-human entity.

Non-USPS addresses: A value is required by Banner in certain address fields (city, state, zip code).  GSU standard requires a period (.) in those required fields where the non-USPS address does not include a value for that field.

Appendix B:  Telephone Type Definitions

AP
Accounts Payable Phone


This is for use only in the Business office for Accounts Payable.

BU
Business Phone

This is an employer or business phone. 

CE
Cellular/Car Phone

This is a person’s cellular/car phone.

DI
Diploma Phone

This is the phone number of a student where their diploma will be sent.

EM
Emergency Phone

A person's emergency phone number.

FAX
FAX Number

The FAX number that a person or non-person entity might use.

HQ      Corporate Headquarters

            For Alumni/Development use with non-person* records, this is the main phone

            Number for a corporation or foundation. For Purchasing use, this is the

            Company’s headquarters’ phone.

LO
Local Phone


This is a local telephone number for students who do not reside in student housing.

MA
Main Phone

The phone where the person wishes to receive calls.  Usually the home phone.  

MG
Matching Gift Phone
For Alumni / Development use only, this is the phone of a matching-gift company when different from corporate headquarters (CH) phone.

OC
Organization Contact
This is for the organization contact for use by the Institutional Advancement office.

PA
Parent / Guardian Phone


A student's parent or relative, this is usually the phone of the parent the student 

           lives with.

PL
Parent / Guardian Alternate Phone

A student's parent or relative, this is usually the phone of the parent the student 
does not live with.

PG      Pager/Beeper Number

           This is a person’s pager and/or beeper number.

PO
Purchase Order Phone


This is for use only in the Business office for purchase orders.

SC       Campus/School Phone

           This is the phone number of those students who live on campus or use campus

           Housing. This is maintained by Student Affairs office.

  TE
Temporary Phone

A temporary or leave-of-absence phone for any person* record; this is the 
same


as a seasonal or vacation phone.  This phone type must be linked to the 
appropriate temporary (TM) address.

*Banner distinguishes between "person" and "non-person" records.  A "person" record refers to an individual. A "non-person" record refers to a business, agency, foundation, or other non-human entity.
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