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Perform a search to locate the account, using the Username or combination of Last Name, partial Facility Name + % or 
User Type. 

 

 

Click the User Name in the search results to display the User Summary Page.  
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   On the user Summary Page, click the Update User link which is located on the bottom of the second box, containing the 
   User’s name and address information.  
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     Click the Edit link for the current name history. 
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Before you can change anything, you must end date the current record. 
Enter yesterday’s date or the effective date of the name change in the End Date field and click the Update button. 
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The change was saved, and the record displays the name with an end date. Now you can edit the name and/or title. 
 

Click the Add Name button in the Name History section of the page. 
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Enter the change(s) to the full name as it should appear including any changes, enter the effective date of the name 
change in the Start Date then click the Add button. 
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The updated information now displays as a separate record in the Name History section of the page with a checkmark in 
the Current box. 
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If you also need to update the address, click the Return to History button. 
 

Note: Instructions for updating user addresses are in a separate QRS. 
 
 
If all name and address revisions are completed,  
click the Return to Detail Page button. 
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