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Please contact learn@uif.uillinois.edu with questions or comments about this job aid. 

Requesting a Marriage/Divorce 
INDIVIDUAL RECORDS IN TED 

 

Because information like a marriage or divorce can be sensitive for constituents, this information must 

be done via a Biofeedback Add. Steps to do this can be found below.  

Additional information is available in the TED User Guide. 

 

Request a Marriage 

Step Task 

1. Locate the correct Individual record in TED. 

2. Click the Comments tab. 

3. In the Bio Feedback Comments section select the Bio Feedback Add option. 

4. Fill in the comment prompt with the information you have about the marriage. This would 
include the person who informed you and the date you were informed. If you have a date of 
the occurrence that is valuable information as well.   

 If both individuals have a record in TED, be sure to include the Lookup ID of both constituents.  

6. Select Save.* 

* When an edit is saved, a notification “Biofeedback Pending Updates” displays on the constituent record 

until processed. Once it has been processed the notification will no longer display on the record  

 

Request a divorce 
Step Task 

1. Locate the correct Individual record in TED. 

2. Click the Comments tab. 

3. In the Bio Feedback Comments section select the Bio Feedback Add option. 

4. Fill in the comment prompt with the information you have about the marriage/divorce. This 
would include the person who informed you and the date you were informed. If you have a 
date of the occurrence that is valuable information as well.   

5. If the household has a plan, be sure to include in the comment which constituent will 
continue that plan.  

6. Select Save.* 

* When an edit is saved, a notification “Biofeedback Pending Updates” displays on the constituent record 

until processed. Once it has been processed the notification will no longer display on the record  
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