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A. PURPOSE 

 
This policy establishes a uniform system to process informational records of employees, vendors, 
and students of Old Dominion University.  
 

B. AUTHORITY  
 
Code of Virginia Section 23.1-1301, as amended, grants authority to the Board of Visitors to make 
rules and policies concerning the institution. Section 7.01(a)(6) of the Board of Visitors Bylaws 
grants authority to the President to implement the policies and procedures of the Board relating 
to University operations. This includes the authority to create policies and procedures regarding 
the input and maintenance of data in the Banner Administrative Information System.  

C. DEFINITIONS 

Banner Administrative Information System - The term used to reference the Ellucian information 
technology system, Banner®. Banner is the administrative software system used to manage 
student information, financial aid, finance, and human resources at Old Dominion University. 
 
Legal Name – The name that is used for official governmental documents such as licenses, 
passports, or tax forms. 
 
Preferred Name – The name designated by the individual as an alternative to their legal name. 
 

D. SCOPE 
 

This policy applies to all employees, students, and vendors of the institution (and their 
employees). Employees include all staff, administrators, faculty, full- or part-time, and classified 
or non-classified persons who are paid by the University. 
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E. POLICY STATEMENT 
 
The maintenance of consistent address, name, and social security number or Federal Employer 
Identification Number (FEIN) in Banner is assigned to the departments that have been designated 
as the custodians of that information due to the nature of the work performed by those 
departments. 
 

F. PROCEDURES 
 

When changes need to be made to the information on file with the University, the process 
outlined below must be followed to make the changes: 

 
1. Name Changes 
 

a. Employees* : If an employee’s name changes, a new social security card with the new 
name must be provided to the Department of Human Resources. Copies of social security 
cards should never be sent via email. A secure form for uploading is available on the 

https://www.odu.edu/human-resources/forms
https://ww1.odu.edu/registrar/forms
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
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The legal name will be used when it is required for business, legal, and external purposes such 
as finance, financial aid, diplomas, transcripts, policy records, conduct records, medical and 
health records, and payroll. Faculty names in Canvas will reflect the legal name, not the 
preferred one. 
 
The Preferred Name website provides more detailed information about the procedures for 
selecting a preferred name. 

 
3. Address Changes 

 
a. Employees* : All employees are responsible for maintaining current address information 

with the University. Employees must complete their change of home address into the 
University’s self-service system at leoonline.odu.edu. Also, full-time employees must 

https://ww1.odu.edu/academics/academic-records/preferred-name
https://ww1.odu.edu/facultystaff/communication/website/content-management/university-directory/mpm
https://ww1.odu.edu/registrar/forms
mailto:register@odu.edu
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
https://www.odu.edu/human-resources/forms
https://ww1.odu.edu/registrar/forms
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c. 

http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
https://ww1.odu.edu/facultystaff/communication/website/content-management/university-directory/mpm
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