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Quick Reference: Viewing and Printing an Enrollment Contract

for a Graduate

You can view and print an Enrollment Contract for a student’s Graduate record in the Enrollment

Management application. To do this, you will need to make the record available in the Enroliment
Management application (if it's not there already), and then open the PDF of the student’s Enrollment

Contract and print it directly.

To print a Graduate Enrollment Contract in Enrollment Management:

1. Open the Student Maintenance Search screen in either Accounts Receivable or Registrar, and
select Graduate in the Students in group drop-down menu.
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2. Select the student from the list to whom you would like to send the Enrollment Contract and
enter 12 into the Current Grade field. Click OK to save the student record. This makes the
student record available in the Enrollment Management application.
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3. Open the Enrollment Management application and open the Student Maintenance Search
screen. Select Graduate from the Group drop-down menu, and open the student record for
whom you would like to print the Enrollment Contract.
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4. Click the View link on the Applicant Maintenance screen. The Enrollment Contract appears in
either in My BackPack or in a PDF format. You can now directly print the PDF from My BackPack
by clicking the Printable Version link, or you can print the Enrollment Contract directly from the

PDF.
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