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Quick Reference: Separating Families with the Divorce Process

If a Constituent record has been created, you must unlink the Constituent record in the
Alumni/Development application to process a divorce. If you attempt to process a divorce with a linked
Constituent record in another application, such as Registrar, Accounts Receivable, Dean’s Office or
Summer School, you will receive an error stating that you must unlink the Constituent record in
Alumni/Development. However, if a Constituent record has not been created, then you can perform the
divorce process in applications other than Alumni/Development.

To unlink Constituent records in Alumni/Development:
1. Open the Alumni/Development application.

2. Click Maintenance > Link / Delete Constituent. The Constituent Link / Unlink / Delete screen
appears.
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3. Locate the Constituent record that you want to unlink using the search icon. When you click the
Constituent record, the Constituent and Spouse I.D. fields are populated with the linked Constituent

record. If the Spouse I.D. field is not automatically populated, this indicates that the Constituent record
that you chose is not linked to another Constituent record.
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On this screen you can set the new marital status and edit the Constituent and Spouse Primary
Addresses. Click Unlink when all necessary changes have been entered.
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4. After you click Unlink, you receive a screen stating that the Constituent records have been unlinked.
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The constituents have been successfully unlinked.

5. Open another application, such as Registrar, Accounts Receivable, Dean’s Office or Summer School, to
confirm that the Address tab on the Applicant’s record now displays separate P1 and P2 addresses.
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