How to Change a Name and Create or Search for an Alias 
[bookmark: _GoBack]This function may be used to change a name or to document an alias.  


After logging into the Central Registry, search for the EMT record using the EMT number or Social Security number in the Licensee > Edit module
 
[image: ]

Select the record you want to modify.

In the Person panel, click Details.
[image: ]
Change the licensee's name and click Save.


In the New Alias panel, select an alias type from the Type drop-down list
[image: ]

Enter the date in which the change is valid in the Date field and click OK.  
The alias type indicates the reason why the licensee's name is being changed.





To search for an alias, go into Licensee Edit.  Click on Licensee – Person Advanced and check the box “Include Alias.”  
[image: cid:image003.jpg@01D0194B.7EB8B460]

You will see the name you searched for and the Alias name underneath.  
[image: ]


At the bottom of the screen, you will see the Alias mini-panel that details any changes made to the name.  This will include First, Last, Nicknames, etc.
[image: ]
For questions, please contact the BLS Coordinator at (916) 431-3717.
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