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It is our pleasure to introduce you to
the latest enhancements to Senior
ADMISSIONS Office.

Updates to Quick Entry and
Inquiry Applicant Search
Screens

Custom Fields in
Administration Maintenance
Expanded

We have added some enhancements to
the Quick-Entry Maintenance and
Inquiry/Applicant Maintenance
Search screens, as well as a new query
field which allows you greater options
for search records.

New Student Wizard Added
to Quick Entry and Inquiry
Applicant Maintenance

You can now define up to thirty-five
optional fields for recording
information specific to your school in
Administration Maintenance.
Previously there were only fifteen
custom fields available.

Mailings Tab Added to
Inquiry/Applicant
Maintenance

We have added a New Student
Wizard to Inquiry/Applicant
Maintenance which enables you to
search records that already exist in the
system before creating a new record.

Global Tracking Feature
Added to Admissions

We have added a new time-saving
Global Tracking feature to
ADMISSIONS which allows users to add
a tracking item to multiple records in
Inquiry/Applicant Maintenance all at
once by using the query function.

We have added a new Mailings Tab
to Inquiry/Applicant Maintenance
which displays all mailing items that
have been sent to an applicant, as
well as some new fields for adding
comments and sent dates to some of
the Mailings screens.

Checklist Groups Added to
Inquiry/Applicant
Maintenance

We have added a new Checklist
Groups feature which expands the
ways in which you can manage
checklist items. This feature allows
you to create checklist items for
specific checklist groups, and then
add an applicant to that group in
Inquiry/Applicant Maintenance
as needed.
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Quick-Entry Maintenance and Inquiry/Applicant Maintenance Search Screen
Enhancements

We have added some enhancements to the Quick-Entry Maintenance and Inquiry/Applicant Maintenance Search
screens, as well as a new query field which allows you greater options for search records.

BT Inquiy / Apphcant Search
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A query field has been added to both the Quick-Entry and Inquiry/Applicant Search screens, allowing
you to search for student records using your existing student queries, which you can select from the
drop-down list. You can also create a new query if needed.

We have removed the ID field from the Inquiry/Applicant Search screen, making the Last Name field
the primary field to use in searches. You can still search by ID by selecting the ID option in the Sort
By area.

The Edit Button in both search screens now allows you to view recently opened records. You can
select a record from this list to edit if you want. If you select Current Record from the list, the record
currently highlighted in the list below opens.

Setting Edit History Preference The Set Edit History Preferences dialog opens.
Ad d ed Set Edit History Preferences

You can determine the number of recently opened Nummbenof recent fems 1o show on search screen (Mak. 20) [ 10

records you want to display in the Edit History [ox ] cocd |

drop-down list in Edit History Preferences. . .
P y Enter the number of records you want to display in the

Click the Window Menu button =&l in the upper field provided. You can enter any number up to 20.
left-hand corner of the Inquiry/Applicant Search

screen, and then select the Set Edit History option
from the Window Menu.
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New Student Wizard Added to Quick Entry and Inquiry Applicant Maintenance

We have added a New Student Wizard to Inquiry/Applicant Maintenance which enables you to search records that
already exist in the system before creating a new record.

The New Student Wizard opens when you click the New Button in the Inquiry/Applicant Maintenance Search
screen. The first screen in the wizard, where you can enter search terms, is described below:

E= Find Inquiry / Applicant _ (O] x|
Enter the first and last name of the new Inguiry / Applicant: Select Schools
[Partial names are OK) W Lower Schoal =]
First [7 :v: Middie School
] Upper School
Last |a ¥ Summer School
v Emplopes
A
=

[~ 1 know this Inguiry / Applicant is new and not in the system alieady \
[ Meass | Fov | Conca |

|_,__

JMLIM

Enter search terms in the fields provided here, and selected the schools whose records you
want to search using the checkboxes provided in the area on the right. You must enter at
least the first letter of a last name to conduct a search. Once you enter your search terms,
the Next button becomes active. Click the Next button to search records. The Search
Results screen, described on the next page, opens.

If you know that the record you want to enter is new simply click the Finish button when this
screen appears, or hit the Enter key.
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If you conduct a search in the previous screen, the Search Results screen, shown below, displays your search

results:

EZl Find Inquiry / Applicant | _[Of x|
Select Inquiry / Applicant you wish to use:
Mame AdmYr | Grade Statuz | Address City State|  Telephone |
Firsten A& Ahrendt | 2002 ! Iriquiry i | I
| Athena Aigonis 2005 | Inquiy 11771 Eastépple Avenue  [Muskegon | MI |(816) 777-7272

Theadore Perseus ﬂrgnnls

[V The Inquiry / Applicant is not listed here, must be new

Apphcant

| 771 East Apple Avenue

Wi 6167777272

<« Prev iy | Finish | Cancel |
| oM

4‘

Search result will display in the main area. If you see the record you are searching for in the list,
you can highlight it and click the Finish button to proceed to Inquiry/Applicant Maintenance.

-

If you do not see the record in the list, place a checkmark in this checkbox and click the Finish button
to proceed to Inquiry/Applicant Maintenance, where you can create a new record for the applicant.

Custom Fields in Administration = e A o
M a.l n te n an C e EX p an d ed GEHETG||EheckI|st Itemsl Lettalsl Intaleslsl F'refelencesl
. . . . . School Addr Contral Infarmation
You can now define up to thirty-five optional fields Name [vour Schaol dission Year [ |
for recording information specific to your school in Line 1 [201 Baston Post Road West T —

.. . . . ast [nquin 247
Administration Maintenance. Previously there were tine 2 Marborough, M 01752 Inquin_D_yLength —
only fifteen custom fields available. e | e a1 @

. . . rF_ie\d Prompts

Lines 1-30 are for text fields, and lines 31-35 are W np: ERTETEE ﬂ T e
for dates. Each description can be up to twenty- R finiclectid bl

. . . Bl egion ical sensitivity
five characters long and will appear in the Custom 3| Teat | Financial i Package 3| Imagination 1 creatiity

H H H 4| Text 4| Motivation
Tab of Inquiry/Applicant Maintenance. — B S i A
B[ Text j B | Communication skills
| wm
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Global Tracking Feature Added

We have added a new time-saving Global Tracking feature to ADMISSIONS which allows users to add a tracking item
to multiple records in Inquiry/Applicant Maintenance all at once by using the query function. (This feature must be
added to the user’s security in SYSTEM ADMINISTRATION before it can be used. Otherwise it will not be visible to

users.)

For example, if you have sent the same invitation to all freshman applicants, you can enter the tracking once and
then use a query to add it to whichever records you want in one convenient step.

To update records with a global tracking item simply select Global Tracking » Insert from the Maintenance menu.

The Global Tracking Update screen show below opens.

3 Tracking Global Update Insert

Seach Topic 1

Query Lint In Process

wﬂl Fretheman Apohcants :]2'*” m'l I—
Concel_|

NUM

Click the OK button to add the item(s) included in the list
to the applicant records selected in the query. A window
opens which offers the option to print the pending

changes. Whether or not you print the pending changes,
all items will be added to the applicant records specified.

Use these buttons to manage items in the
Global Tracking List. Clicking the New or
Edit buttons opens Tracking Maintenance
(see below). To delete an item from the
list, highlight the item and then click the
Delete button.

To select which applicant records you want
to update with the new tracking
information, select a pre-existing student
query from this drop-down list, or create a
new query as needed. Only those records
included in the query will be updated with
the items included in this list.

Inserting a New Global Tracking Item in —
TraCk Mal ntenance Date m Invitat\o? ko :helfirst\v\r’eakend event far d
- - prozpective freshman

Track Maintenance opens when you click the New or Edit Tpe [Corverionalbial o]

buttons in the Global Tracking Update screen. You can Fersen JoDCDES o

add the date, the item type, specify follow-up action, and - FallowJp Action

add any other details as needed. Date  [07-102007 | Todays | =
Type lm

Click the OK button to add the item to the Global Tracking &

Update screen. Clicking the Cancel button will close Track [ o

Maintenance without adding the item to the list. =— [ fFist Veckend =l =

LCancel |
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Delete Global Tracking Item

Items entered in Global Tracking will display in the Track Tab in Inquiry/Applicant Maintenance for each record
selected in the query. These items can of course be deleted Inquiry/Applicant Maintenance individually if needed.

To delete a tracking item from multiple records you can select Global Tracking » Delete from the Maintenance
menu. The Global Tracking Delete screen described below opens.

E Tracking Global Update Delete Hi=1E3
Huen List | Use these query fields to specify the tracking item you
want to delete, and from which applicant records you

Applicants | Freshman Applicants x| & want it deleted.

Tracking | First\Weekend Invite, 1/3/2007 | S

Year (. ~]

Click the OK button when you are finished. The system
|—K| : | will tell you how many records will be affected by this
L Lance change, and will prompt you to confirm that you want to
- : : delete the item.
| UM
Contact Tracking Added to Options in S —
. - [~ Report Lphion:
Student Print Dialog st
When you select the Print button in Inquiry/Applicant P‘ Vists ™" Financial 4
Maintenance, the Student Print dialog shown on the s s
I‘Ight OpenS Alzo Frint these Reports:
I~ Checklist Item List [ Decision List

You can then select the checkboxes in this dialog as B e Gl
needed to determine which items you would like to -
. . . ikt O ption:
InCIUde In the prlnted report' ’7N0. of Copies |1 Page Range |1 Ta ISSSS Selup | ‘
We have expanded this list of options to include Content Concel_|
Tracking items.
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New Mailing Tab Added in Inquiry/Applicant Maintenance

We have added a new Mailings Tab to Inquiry/Applicant Maintenance which displays all mailing items that have
been sent to an applicant. This tab must be added to the user’s security in SYSTEM ADMINISTRATION before it can be
visible. Otherwise it will not be visible to users.

EE] Inquiry / Applicant Maintenance - Theodore Perseus Argonis [ Applicant |

Namel Addressl Infol Decisionl Checklistl Visitl Test Scnlesl Fin Aidl Cnnnectionl Trackl Medial Custom  Mailings [ Comments

‘ear |[,a_\||] vl
Date Letter Type Description
01-02-2007  : Student / Parent Application supplementany materialks
1]

dent / Parent Financial aid information packet
T T S B oo ooy i Delete |

dent / Parent Parent infarmation packet

oK I LCancel | Frint | Delete |
| wow
All information on this tab updates automatically for applicants when they are included in Student/Parent,

Checklist, or Student Advisor Mailings. Items can be deleted from an applicant’s record by highlighting the item
and then clicking the Delete button.

The information includes a date and description for each mailing item. This information is entered when you
create the mailing, and we have added Mail History Description and Sent Date fields to the Student/Parent,
Checklist, or Student Advisor Mailing screens, as well as Inquiry, Followup, Decision, and Checklist Letters screens
for this purpose.

2] Student / Parent Mailing [ (O] x]

Labels/Envelopes |Buw|d Merge FiIeI
—MName Output Type

Format IAS Saved j Farm Type ILabe\ [Lazer 2w 4) ﬂ Form Dptlnnsl
SEIEC{IFUH et jv Start at Label

™ Include Prefered Mame ’7Row |_1 Column |_1

- Dptior: i~ ey List

I Show Count Select Applicants I[A||]
[¥ Exclude Blank Addresses

v Include Active Addresses Orly
[ Include Send Mail Only

Admiszions Year IQDDB 'l
Status IAplecant 'l
Upper School 'l ;gb‘l

School Applying

Mail history description ‘W’intar ‘wieskend Invitations|
Sent Date 01-085-2007

Frint Update | Fiun P | Close I
| mow [

Select Addresses I[AII]

[ho options to zelect] I

Sorting conditions |[Defau\t Sort)
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Checklist Groups Added to Adding a Groups of Applicants to a
Inquiry/Applicant Maintenance Checklist Group

We have added a new Checklist Groups feature You can also add or remove groups of applicants to a
which expands the ways in which you can manage checklist group using our new Applicant Checklist Group
checklist items. This feature allows you to create Update feature, as described below.

checklist items for specific checklist groups, and e ]
then add an applicant to that group in 1 e ek ot

Inquiry/Applicant Maintenance as needed. P :

Checklist groups are created in SYSTEM R osins sekcu: SRl
ADMINISTRATION. Checklist items are then added to a Slep 2. Select Checkist Gioups

checklist group in Administration Maintenance. Giop Select

Intesnational 13

Once added to a specific checklist group, a checklist
item is only available in an applicant record when
you add the applicant to the checklist group in
Inquiry/Applicant Maintenance.

Step 3 - Select the operstion

This feature is useful if you want to create checklist

% Add selacted Groups ko Apphcants
items which would only apply to a specific category - nmmmmmm, 
of applicant (e.g., international students). Hote: Femoving the Groupe Wil deets the checkle! Feme from the Aophoant reconds!
Setting Up Checklist Groups in System I— W

Administration _ . .
Use the query function to select which applicant records
You can create a checklist group by opening Code you want to add to the checklist group. In this example, we

Maintenance in SYSTEM ADMINISTRATION, and then have selected all international applicants.
selecting the Admissions Checklist Groups option
from the Select a Code drop-down list. The screen

Select the checklist groups(s) to which you want to add the
applicants. All checklist groups that you have created in

shown below appears. Administration Maintenance are listed here.
2 Code Maintenance M=
—Code Selecting “Add selected Groups to Applicants” will add all
Select a code  [dmissions Checklist Graups =] checklist items associated with the checklist groups(s) you
o ] New | have selec_ted to the applicant_records. You can_also remove
niemational 1 applicants from a checklist group by selecting “Remove
GeEE selected Groups to Applicants.
Print

Click the OK button to save your settings.

OK I Apply | LCancel |
| pow [

Click the New button to add an active field to the
list, then enter the name and sort order of the
checklist group in the fields provided.

Click the Apply button to make the new checklist
group available in ADMISSIONS.
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Adding Checklist Items to Specific
Checklist Groups in Administration
Maintenance

Adding a Single Applicant to a
Checklist Group in Inquiry/Applicant
Maintenance

Checklist items are created in the Checklist Items tab in
Administration Maintenance. When you create or edit a
checklist item, you will see a new Group drop-down list.

This drop-down list will contain all groups created in
SYSTEM ADMINISTRATION. To add a checklist item to a
specific group, simply select the group from this list as
described below.

- Checklist Information
Sort Number |—5
/ Hame IBank Draft
[v Requied
Giroup Intemnational \
oK | Comcel |

“ Enter the name and sort number for the
checklist item in the fields provided.

If you want to add the checklist item to a
specific group created in System
Administration, select it from this drop-
down list. The default setting for this
field is NONE.

The name of the Checklist Group will appear in
parentheses after the name of the checklist item. As
always, checklist items have to be added to school
grades before they can be added to an applicant’s
record in Inquiry/Applicant Maintenance.

E=| Admissions Administration [_ (O] %]
Flle Edit

General Checklist IIEm8|Letters| \nterests| Preferer\cesl

[SehoskGrades - [15] “ Checklist tems - (5]

A% 2 (8] (=] || 51 - Barnk Draft - [Intemational] =l

4% 3.19) & 10)- Transcript

% 3-(10) & 151 Interests Questionnaire

o 10)- Transcript " 20) - Teacher Recommendation

M 18] - Interests Questionnaire
g 20) - Teacher Aecommendation
& 30) - Physical Farm

5] - Bank Draft - [International]

J & 30) - Physical Form

o s o
;
WewCheokis|  Edt | Dok |

| huw

1 items selected.

Once the checklist group has been created, you can
then add an applicant to the checklist group in the
Checklist Tab in Inquiry/Applicant Maintenance by
clicking the Select Groups button shown below.

[ Inqusy / Applicant Maintonance - Holcolm Donald Duncan | Applicant |

o] v | Do Chckb Vs Tt ] ot 1 ] o]l Gt |
Inuey: Appheart
Doe [Grizzo0 | SeespStesf =] Appkeston e (07072007
amlme [ =] Apphemiincd [T 7] Wawend iy
Cudgensmt | Sl | [ Hesken 5
FolowllpLotieSert [Opentinse =] | 1™ Fokdes Label T Aepkcation Complete [
e hebs
Thi Agicart bk o the o irouns | ettt nd dedn o l
1L || Activiy Date| Lester I | Ponk Digte Mot e
[m (] B
rC (=il i
= (= =
rC (=l I
r (=il =)
[0k ]| Cweel | Pt | pekee
[ o |

The Select Checklist Groups dialog, shown below,
opens.

Select Checklist Groups
Select Checklizt Groups
ntemational =

To add an applicant to a checklist group, select the
checklist group in the list that applies to the
applicant, and then click the OK button.

Once the checklist group is selected, all checklist
items associated with the checklist group will appear
in the applicant’s list of checklist items.
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