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 It is our pleasure to introduce you to 

the latest enhancements to the 
Admissions Office.  

Deactivate Addresses from 
Address Tab in 
Inquiry/Applicant 
Maintenance  
We have added a new button in the 
Inquiry/Applicant Maintenance 
Address tab: Deactivate/ Activate 
which allows you to activate or 
deactivate an address by simply 
selecting the address in the table and 
then clicking this new button. The 
system automatically makes the 
change.  

Swap E-Mail Address 
Positions in Address 
Maintenance 
There is also a new button in the 
Address Maintenance Address tab: 
Swap E-Mails.  This feature was 
added to easily allow you to swap e-
mail addresses if they were entered 
incorrectly. 

 

   

 

School Division Column 
Added to New Child Search 
Wizard 
The New Child Search wizard in 
Quick Entry and 
Inquiry/Applicant Maintenance 
now includes a school division 
column.  This will make the records 
easier to identify if you school has 
established multiple school divisions. 

New Application Fee and 
Amount fields in 
Inquiry/Applicant 
Maintenance 
An Application Fee Amount and 
Payment Type fields have been 
added to the Checklist tab in 
Inquiry/Applicant Maintenance.  

Preferred Names Added to 
Family Tab in Financial Aid 
Maintenance 
On the Family tab in Financial Aid 
Maintenance you are now able to 
see the preferred names of bother 
parents located below the Address 
area. 
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General Changes 
Deactivate Addresses from Address Tab in Inquiry/Applicant Maintenance 
We have added a new button in the Inquiry/Applicant Maintenance Address tab: Deactivate/ Activate. Before this 
update, you had to edit a record to remove the checkmark from the Active checkbox (or vice versa). Now you can 
simply select the address in the table and then click this new button. The system will automatically make the 
change. You can see inactive checkboxes by removing the checkmark from the Active Only checkbox. 

Place a in this checkbox to view 
only Active addresses. Without a 

, the table displays active and 
inactive addresses.

To deactivate an active address, highlight the 
address and then click this button. 
You can also reactivate addresses by 
highlighting an inactive address and 
then clicking the Activate button.

The Misc area 
shows Constituent 
IDs if the address 
record is linked to 
a record in 
ALUMNI/ 
DEVELOPMENT

 

 

Swap E-Mail Address Positions in Address Maintenance 
There is a new button in the Address Maintenance Address tab: Swap E-Mails. This feature was added to allow you 
to easily swap the e-mail addresses if they were entered in the wrong field. 

In our example, Adria’s e-mail address is in the Name 1 position because she is the alumna and therefore the 
primary constituent, so her information is stored in the name 1 position in Constituent Maintenance. In REGISTRAR, 
however, we want to display her e-mail address in the Mother/Name 2 field. 
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Admissions 
School Division Column Added to New Child Search Wizard 
The New Child Search wizard in Quick Entry and Inquiry/Applicant Maintenance now includes a school division 
column, shown below.  This will make applicant records easier to identify if you school has established multiple 
school divisions. 
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Application Fee and Amount fields Added in Inquiry/Applicant Maintenance 
An Application Fee Amount and Payment Type fields have been added to the Checklist tab in Inquiry/Applicant 
Maintenance, as shown below. 

 

 

Financial Aid 
Preferred Names Added to Family Tab in Financial Aid Maintenance 
On the Family tab in Financial Aid Maintenance you are now able to see the preferred names of bother parents 
located below the Address area, as shown below. 
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