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Quick Reference: Mid-Year Enrollment Process

Review the necessary steps to enroll student(s) into your school after your school has stopped accepting
contracts for Next Year student enrollment. The recommended procedure to enroll students after the
Next Year student enrollment session has ended is to physically print an Enroliment contract within the
Enrollment Management application.

Note: If your school uses Online Enroliment to publish contracts and you have already begun your
Enrollment process for the upcoming school year, you will need to create a paper contract for students
who are enrolling Mid-Year.

If the student(s) that need to be enrolled into your school are not currently in the Advantage system,
you will need to add the student(s) as new Inquiry/Applicants in the Admissions application and then set
the Current Decision to Accepted in the Decision tab. This automatically makes the student(s) available
in the Enrollment Management application. When the student(s) become available in the Enroliment
Management Application, you can then print the Enrollment contact.

To perform the Mid-Year Enrollment procedure:

1. Open a student Applicant record in the Admissions application. The Student Applicant record should
have (Accepted) appearing after the student’s name.

Inquiry / Applicant Maintenance IPon Polymur ( Accepted ) I =6 P

Mame lAddressl Infol Decision] Checklist] \-"isit] Test Scores] Fin Aid] Connection] Track] Medial Eustoml Mailings] Comments l

Name

Firzt Paly Iiddle Last Palyraur Suffix -

.D. 000057 Preferred Poly SortKey POLYMUR, POLY Full Names

Current Schaal Biographical

School A MIDDLE SCHOOL @, Gender 0.0 fge
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Applving Far Referral/Source
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Grade 1 AdmizsYr 2012 Gradr 2024 Dezcription

[ Repeating [ Midyear Referral -y
ag ] [ Cancel ] [ Pritk ] [ Delete

Select F for Female OF M for Male Students |
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The (Accepted) indicator in the title of this screen only appears if Accepted is selected from the Decision

Type column in the Decision tab.

Inquiry / Applicant Maintenance - Poly Polymur ( Accepted ) = | ] e
Namel Addressl Info Decizion lEhecinstl Visitl Test Scoresl Fin Aid] Eonnection] Track] Medial Customl Mailingsl Commerits l
Decizions
Diecizion Date Decizion Type | Date Sent Motes Letter Archive [ Mew ]
Accepted 04-11-2013; [ 04-11-2013
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Deny
Early Accept
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Enrallment_T ezt
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Enter the Decizion(z] for this Applicant. |

2. Open the Enrollment Management application and click Maintenance > Students and search for the
student(s) by entering the proper search criteria. Once you have confirmed that the student is available
in the Enrollment Management application, enter the necessary Enrollment data. The Enroliment data
should include the Enrollment Deposit, Due Dates, Tuition, and Discount Amounts.

Applicant Maintenance: 0006067 - (Poly Polymur) =& =
Enrallment lAddressl Financial Aidl Custom] Online Eontractsl Comments l
General Information ‘withdrawn Information
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Tupe ~  Student Group :] 55N WD Date
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i Board/D i
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Contract Print Rec'd M - Date
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3. In the Enrollment Management application, click Enrollment Contracts > By Student or By Family.
Enter the necessary information on the Labels/Envelopes tab. For more information about the fields in
the Labels/Envelopes tab, see the Enrollment Management System Reference Guide. Ensure that you
enter the correct year in the Admissions Year field for the Mid-Year student enrollment and create a
new query in the Query List area that will enable you to select the student(s) who need to be enrolled
Mid-Year.

Enrollment Contracts = | B | S
Labels/E rvelopes | Build Merge File| Publish Enntracts]
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Shawe Count Form Type [ ~ || Farm Options
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[ Inciude Send Contract Orly
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Group
[[.-'1'-.II] = G, Create query for Mid-Year
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4. When you have entered all of the necessary information on the Labels/Envelopes tab, click the Build
Merge File tab to produce a text file (*.txt) to use with your word processing program’s mail merge
function. You can include more than just mailing information in the merge document by selecting the
Save All Data, Include Send Mail Only and Include Send Contact Only options. For more information
about the fields in the Build Merge File tab, see the Enrollment Management System Reference Guide.
Ensure that you enter the correct year in the Admissions Year field for the Mid-Year student enroliment.

Enrollment Contracts = | = P
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5. When you have entered all of the necessary information into the Build Merge File tab, click Build. If
you have selected the Show Count checkbox on the Build Merge File tab, the Enrollment Contracts
screen appears displaying the number of items selected. Click Yes to proceed with the build process.
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6. Specify the file name and directory in which to save the .txt file. The file name defaults to
SENIORWP.TXT. Rename this file, or save the file with the default name, and remember the directory

location where you are saving this file.

F Y
8] Save Merge File ﬁ
Savein: &% 0S(C) ~-O 2 > Er
Name - Date modified 2
SRecycle.Bin 6/29/2012 5:38 PM 1
|, Apps 2/14/201212:07 AM
. Centura 9/10/2012 4:18 PM
.. crystal 10/16/2012 1:20 PM
L. dell 2/15/2012 213 PM
< T '
Flename:  SENELIALA]
Save as type: [T.-_n Files (" bd) v] [ Cancel ]
|

7. Click Save on the Save Merge File screen.

8. Open your word processing program and build the merge data file.
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