
 

 
 
 

 
Changing a Person’s Name 
 
Description 
Occasionally a person’s name will change (i.e., marriage, divorce, adoption). When the 
name is actually changing (and not being corrected), the Identities tab can be used to 
change the name. When using this method, the old and new names are both linked to the 
person. Therefore, when searching for ‘All People’, entering either name will display the 
person’s records.  Further, records that exist for the original name will continue to be 
available for the new name. 
 

1. In the Navigation Pane, expand Census  and click on People.   In the ‘Search’ 
field, type the current last name. Click on the person’s name to choose him/her. 

2. The full Census screen will display with all the tabs. Click on the Identities tab. 
 

 
 

3. Click on the New button. 
4. Enter the new Last Name, First Name, and Gender. 
5. The Effective Date will default to ‘TODAY’. Change the date, if needed. 
6. Click on the Save button. 

 

 



 

7. The Identities Editor screen will display both identities with the most recent one 
marked ‘Current’. 

 

 
 

8. After you refresh the screen, the new name will display. You can refresh the 
screen by clicking on the Demographics tab to see the new name display. 

9. When searching under ‘All People’, the person will display regardless of which 
name you use. 

 

 
 
 

Searching for 
the ‘old’ name, 
the new name 
will appear in 
the results list 


