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Introduction 

The Kentucky State University Data Standards Manual provides requirements for properly entering information into the 

Banner Enterprise System. This manual is a living document. 
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Preferred First Name  

If a preferred name exists, enter this name (also known as a nickname) in the Preferred First Name field.  This is an 

optional field.    

Examples: 

William Knight prefers to use the name ‘Bill’.  Enter ‘Bill’ in the Preferred First Name field.  

D Mark Wilson prefers to use middle name ‘Mark’.  Enter ‘Mark’ in the Preferred First Name field. 

Alexander James Jones prefers to use the initials ‘AJ”.  Enter ‘AJ’ in the Preferred First Name field. 

Mary Ellen Smith prefers to use her first and middle name.  Enter ‘Mary Ellen’ in the Preferred First Name 

field. 

Middle Name 

The middle name is not a required field 
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Definitions of addresses 

 BI – Billing Address 

Accounts Payable uses this address when the purchase order address (BU) is not the same as the invoice address.  

The billing address (BI) is used only by Accounts Payable. 

 BU - Business Address 

The Business address (non-
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http://pe.usps.gov/cpim/ftp/pubs/pub28/pub28.pdf


http://pe.usps.gov/cpim/ftp/pubs/pub28/pub28.pdf
http://pe.usps.com/text/dmm300/602.htm%23xd_602_1_4


http://pe.usps.gov/cpim/ftp/pubs/pub28/pub28.pdf
http://www.usps.gov/ncsc/
http://www.canadapost.ca/personal/tools/pg/manual/PGaddress-e.asp


https://www.canadapost.ca/cpo/mc/personal/postalcode/fpc.jsf
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E-Mail  
Students, faculty and staff at the University receive internet access and e-mail services.  Use of these privileges requires 



http://www.ssa.gov/employer/ssnvshandbk/failedSSN.htm
http://www.socialsecurity.gov/employer/ssnvhighgroup.htm
http://www.socialsecurity.gov/employer/ssnvhighgroup.htm




 25  µҏdӁŞʰᵐ ᶠ- dӏs Us ing the Dept. of Educer>>  New Ethnicity/Rece Codes 





http://www.hhs.gov/ocr/privacy/






 30  Appendix A2 Non-Person (Vendor)    



http://www.cpe.ky.gov/
http://www.cpe.ky.gov/NR/rdonlyres/023F25B8-63E8-49C8-B2B3-46188088CFDD/0/201011CDBGuidelinesFinal.pdf
http://www.cpe.ky.gov/NR/rdonlyres/023F25B8-63E8-49C8-B2B3-46188088CFDD/0/201011CDBGuidelinesFinal.pdf
http://www.ssa.gov/employer/ssnvshandbk/failedSSN.htm
file://///horus/research/Banner/Data%20Standards/Standards%20Docs/Other%20Ways%20to%20Determine%20if%20an%20SSN%20is%20Valid
http://www.socialsecurity.gov/employer/ssnvhighgroup.htm
http://www.actstudent.org/regist/lookuphs.html
http://www.actstudent.org/scores/scodes.html
http://www.itl.nist.gov/fipspubs/fip55-3.htm
http://www.itl.nist.gov/fipspubs/co-codes/states.htm
http://en.wikipedia.org/wiki/Federal_Information_Processing_Standard_state_code


http://pe.usps.gov/cpim/ftp/pubs/pub28/pub28.pdf
http://pe.usps.gov/cpim/ftp/pubs/pub28/pub28.pdf
http://www.usps.gov/ncsc/
http://www.canadapost.ca/personal/tools/pg/manual/PGaddress-e.asp
http://zip4.usps.com/zip4/welcome.jsp
http://www.canadapost.ca/personal/tools/pg/manual/PGaddress-e.asp
http://www.airweb.org/?page=1500
http://nces.ed.gov/ipeds/news_room/ana_Changes_to_10_25_2007_169.asp
http://edocket.access.gpo.gov/2007/pdf/E7-20613.pdf
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Appendix I 
Disclosure of Student Information 

Kentucky State University complies with the Students Right to Know and Campus Security Act, Public Law 101-542, as 

amended by the Higher Education Technical Amendments of 1991, Public Law 102-26. KSU will disclose the following 

to all current and incoming students: basic institutional information, the completion or graduation rate within 150 percent 

of normal time for completion of all students in all programs, the number of students who received athletically-related 

student aid, the completion or graduation rate within 150 percent of normal time for completion of students received 

athletically-related student aid, campus security policies and campus crime statistics. 

http://www.kysu.edu/about/divisions/officeofthepresident/institutionalresearch/Students_Right_to_Know.htm 

FERPA Statement 

Student Information Booklet, 2009-2010, Pages 6, 7, http://www.kysu.edu/NR/rdonlyres/8383F5CB-C252-4EE7-BEB8-

696899975DB8/0/094_103_Info_Booklet.pdf 

PRIVACY OF STUDENT RECORDS  

http://www.kysu.edu/about/divisions/officeofthepresident/institutionalresearch/Students_Right_to_Know.htm
http://www.kysu.edu/NR/rdonlyres/8383F5CB-C252-4EE7-BEB8-696899975DB8/0/094_103_Info_Booklet.pdf
http://www.kysu.edu/NR/rdonlyres/8383F5CB-C252-4EE7-BEB8-696899975DB8/0/094_103_Info_Booklet.pdf
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University in an administrative, supervisory, academic or research, or support staff position (including law enforcement 

unit personnel and health staff); a person or company with whom the University has contracted (such as an attorney, 

auditor, or collection agency); a person serving on the Board of Regents; or a student serving on an official committee, 

such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks. A school 

official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her 

professional responsibility. Upon request, the University discloses educational records without consent to officials of 

another school in which a student seeks or intends to enroll. (NOTE: FERPA requires an institution to make a reasonable 

attempt to notify the student of the records request unless the institution states in its annual notification that it intends to 

forward records on request.) The right to file a complaint with the U.S. Department of Education concerning alleged 

failures by Kentucky State University to comply with the requirements of FERPA. The name and address of the Office 

that administers FERPA is: Family Policy Compliance Office U.S. Department of Education 400 Maryland Avenue, SW 

Washington, D.C. 20202-4605 



 

http://nces.ed.gov/ipeds/
http://www.hhs.gov/ocr/hipaa/

