Preferred Name/Gender & Legal Name/Gender

1) The preferred name/gender needs to be entered on the Student Data > Demographics
screen. This is the last name/first name and sex fields found on the demographics screen.
Example: If student is male and identifies as female, the preferred name needs to be changed
to female first name and female gender.
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2) The legal name/gender needs to be entered into the Legal Last Name, Legal First Name and Legal Gender fields.

3) To do this, Click on the ‘Change’ button on the lower portion of the student demographics screen.

4) Next click on the Show/Hide Legal Name button, also found on the lower portion of the student demographics screen. You can
now enter the legal name/gender into those fields.

5) Once you have that information entered, click the ‘Update’ button located on the lower portion of that screen to save the
information.

» SIDE NOTE - If users have permission to view the legal name information, they can click on Show/Hide Legal Name to see
that info without clicking on the ‘Change’ button. You can only add information to those fields by clicking on the ‘Change’
button.

> ADDITIONAL SIDE NOTE — The Alias information is used when student (as example), has as a Korean name and they want
to go by their American name. The American name is entered into the First Name Alias field, which is then visible on the
students demographics screen (First Alias). It also displays on teacher rosters, gradebook, etc.
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