
 

 
 
 

 
Correcting Names 
 
Description 
Some people are input incorrectly – the last and first names are reversed, or the name is 
incorrectly spelled. In these cases, you will correct the name in Census. After saving the 
changes, the correct name will display on all screens. If the name is to be changed as a 
result of marriage, divorce, adoption, etc., refer to the reference sheet for Changing 
Names. 
 

1. In the Navigation Pane open the Census then select People. Open the Search tab 
and type the incorrect last name. Click on the person’s name to choose him/her. 

2. The full Census screen will display with all the tabs. Open the Demographics tab. 
3. Correct the name. Click on the Save button. 

 

 


