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Quick Reference: Linking an Inquiry/Applicant record to a 

Constituent record 
 

If you are creating a new Inquiry/Applicant record in the Admissions application, and the 

Inquiry/Applicant record has a relationship to an existing Constituent record, you will want to link the 

two records during the Inquiry/Applicant setup process.     
  

                                                             

To link an Inquiry/Applicant record to a Constituent record:   

1. In the Admissions application, click the Inquiry/Applicant icon. 

 

 
 

2. On the Inquiry/Applicant Search screen, click New.  
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3. On the Find Inquiry/Application screen, uncheck the I know this Inquiry / Application is new 

and is not in the systems already checkbox. Then click Next>>. 

 

 
 

4. On the next screen, ensure that the The Inquiry/Application is not listed here, must be new 

checkbox is selected and click Finish. The Inquiry/Applicant Maintenance screen appears.  
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5. On the Inquiry/Applicant Maintenance screen, click the Address tab and click the New button. 

 

 
 

6. On the New Address screen, select Parent 1 and then click Search Constituents.  
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7. The Constituent Address Search screen appears. Search for the Constituent that is related to the 

Inquiry/Applicant and click OK.  

 

 
 

8. Once you select the Constituent record, the Constituent information that you have selected 

appears on the New Address screen. Click OK. 

 

 
 

 

 

 

 



                                                                                              
 
 

 
 
 

Page 5 
 

  

9. Review the information in the Constituent record and click OK.  

 

 
 

10. The Constituent information selected appears in the Inquiry/Applicant’s Address tab. 

 

 
 

 


