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About Release 91_6

This release includes changes to the Online Enroliment module to allow the use of HTML templates
instead of PDF documents for enrollment contracts, thereby making contract templates easier to
design and maintain, and averting PDF-related compatibility issues for My BackPack parent users.
There are also some minor changes to System Administration to better manage online web user
accounts for Online Admissions and Online Summer School Registration.
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Online Enroliment: HTML Forms for Contracts

You can now use a special HTML contract editor to create your online enroliment contract tem-
plates, instead of the Microsoft Word templates that were previously used to create PDF enroll-
ment contracts. There are two primary benefits associated with this new method:

1. The template creation and maintenance process is more user-friendly, allowing you to select
elements such as buttons, checkboxes, and dropdowns from a menu, rather than entering
complex formulas to achieve the desired results.

2. The resulting contracts are produced as HTML forms, averting Adobe compatibility problems
experienced by some parent users (primarily Mac users) with the PDF forms.

These notes highlight some of the information you will need to convert your current contract tem-
plates to the new format and/or create new contract templates. If you have any questions or prob-
lems, please contact your Senior Systems Project Coordinator for assistance.

Things to Know About HTML Contract Templates

You will still need to create separate templates for each major variation of enrollment contract that
you produce. As with the previous method, you can also create additional documents to be sub-
mitted by parents (e.g. medical or housing forms, etc.). All of these templates are stored on your
My BackPack server.

Contracts and additional documents can be extensively customized using merge fields for data-
base information. You can format text as desired, and you can include features such as images or
graphics, checkboxes, radio buttons, dropdowns, text boxes for user input, date fields (with a cal-
endar tool), and fields that are calculated based on formulas (e.g. Tuition Amount - Scholarship
Grant' or Tuition Amount/2"). You must also be sure to include:

« a'Submit' button (you can rename this if desired)
« atleast one 'Back To Enroliment Home' button (you can rename this if desired)
« aposition for validation messages (error messages for required fields)

These three items are automatically included on the blank form when you create a new contract
template; you can then move or re-configure them if necessary.

Note: The first time you use the contract editor, you will need to specify the path to your My
BackPack server (in the format 'https://servername/SeniorApps' - replace "servername" with your
MBP server name). If you ever need to change this value, just select File > My BackPack URL
from the main menu in the contract editor, enter or change the URL, and click SAVE.
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Creating and Maintaining HTML Contract Templates

You will create and maintain HTML contract templates using a word-processor style interface that
has special menu options to insert and configure particular features, as described below. You can
use the Preview tab at the bottom of the screen as needed to get an idea of the resulting output,
however merge fields will not be filled with data in this editor (if you want to view a sample con-
tract with actual data, you will need to use the 'View' option in the publishing process for one or
more student records from the database; you can then decline to actually publish the sample con-
tract).

Be sure to save each template with a unique and easy-to-identify name (it is a good idea to save
your template frequently during the creation or editing process!). When you select to save, the sys-
tem displays a dialog box that allows you to enter a new Template Name or to choose from a list of
existing templates. You can also specify the Template Type (‘Contract’' or 'Additional Document') at
this time. After creating your first template, you can speed the creation of similar versions by sav-
ing the file multiple times with different names to quickly create copies which you can then edit
and re-save.

Note that the template file is used at the time of publishing AND each time a user views or opens
the contract, so if you make changes to a template and then re-save it AFTER contracts have been
published, you will receive a warning message that those already published contracts will imme-
diately reflect the new change the next time they are viewed or opened. If that is not your inten-
tion, change the template name before saving.

Using The Contract Editor

You can access the contract editor by selecting Enroliment Contracts > Contract Editor from
the main menu in the Enroliment application. The contract editor begins with a new file in 'Edit'
mode, but you can then open an existing template if desired. You can switch between 'Edit' and
'Preview' mode as desired using the tabs at the bottom of the screen.

Tip: If you want to copy text from your previous Microsoft Word templates, you should first copy
the text to the Notepad, and then copy from the Notepad to the HTML form editor. This inter-
mediate step will remove any extraneous hidden characters that can cause problems with the
HTML forms. Do not attempt to copy the formulas from those templates.

The sample screen on the next page shows the contract editor interface in 'Edit' mode, as it
appears when you first create a new contract template. The highlighted toolbar contains options
for the special HTML form features and merge fields, and the following table describes how to
insert and/or configure each HTML form feature.
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Note: Keep the following points in mind when creating and editing contract or additional doc-
ument templates:
« In some cases you may need to double-click to position your cursor correctly in the doc-

ument area of the screen.
« Use options such as centering of text with care--HTML formatting may change based on the

size of a user's browser window and other factors, and the results may not be what you
intend.

« Page breaks may be entered by positioning the cursor and clicking the = icon, however
they only apply to PDF versions of the contract or document that are viewed AFTER it has
been submitted, and do not affect the screens that parents use when completing and sub-
mitting the contract or document.

Feature Description How To Use
Text Box Inserts a box into « Position cursor and click A..
(Label) A which you can type « Double-click inside box to edit text.
or place text for a « Label (box) can be repositioned or deleted as a
label (not editable unit.
by parents) « Use "handles" to re-size box.
« Toinsert a merge field, place the merge field else-
where on the document, then copy and paste it
into box (then delete original if necessary).
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Feature Description How To Use
Back To Enroll+Inserts a button that To insert a new button, position cursor and click
ment Home  |returns parents to ¥,
Button 7 the Online Enroll- To re-configure existing button, click on button to
ment Home Page in select it, then right-click and select Input Prop-
My BackPack erties. You can change button text by editing the
contents of the Value field (do NOT change the
Name or the Type) and you can format button and
text appearance using options on the Style tab.
Click OK when finished.
Use "handles" to re-size button.
Date Field Inserts a field for Position cursor and click &.
(With Cal- date input, along Select 'Custom' and enter Field Name.
endar) & with a calendar tool Click 'Required' checkbox if field is required.
to allow parents to Enter Default Value if desired.
select rather than Click OK.
type the date; date Use "handles" to re-size box.
is returned with To re-configure existing field, click on box to select
enrollment data it, then right-click and select Input Properties.
Make changes as needed. Click OK when finished.
You can remove calendar tool icon if desired.
Note: Disregard anchor icon that may appear after
editing or saving (will not appear to parents).
Submit But- |Inserts a button that To insert a new button, position cursor and click
ton -~ submits the contract ~

or additional doc-
ument for approval;
after submission,
parents can no
longer make
changes

To re-configure existing button, click on button to
select it, then right-click and select Input Prop-
erties. You can change button text by editing the
contents of the Value field (do NOT change the
Name or the Type) and you can format button and
text appearance using options on the Style tab.
Click OK when finished.

Use "handles" to re-size button.
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Feature Description How To Use
Text Entry Inserts a box into Position cursor and click [,
Box Fl which parents can Select 'Custom' and enter Field Name.
enter free-from text Click 'Required' checkbox if field is required.
or edit a default Enter Default Value if desired.
value (see also Text Ad]USt Max Length if desired.
Area); user input is Click OK.
returned with enroll- Use "handles" to re-size box.
ment data To re-configure existing field, click on box to select
it, then right-click and select Input Properties.
Make changes as needed. Click OK when finished.
To insert a merge field as a default value, place the
merge field elsewhere on the document, then copy
and paste it into box or the Default Value field
(then delete original if necessary).
Image Inserts an image or Position cursor and click sl

graphic

Type URL for image (on My BackPack server), OR
click UpLOAD, then click BROWSE, locate file on
your computer or network and click OPEN, then
click UPLOAD to copy file to My BackPack server
and insert URL.

Enter Tool Tip and/or Alternative Text and adjust
Layout options if desired.

Click OK.

To re-configure existing image, click on image to
select it, then right-click and select Image Prop-
erties. Make changes as needed. Click OK when
finished.

Checkbox ¥

Inserts a checkbox
that parents can
click to select (more
than one checkbox
in a group can be
selected); value of
'Y'is returned with
enrollment data if
box is checked
(otherwise blank is
returned)

Position cursor and click ',

Select 'Custom' and enter Field Name.

Select True' for Default Value if you want the box
to default to being checked; otherwise select
'False'.

Click OK.

Type text associated with checkbox into document
next to the box.

To re-configure existing box, click on box to select
it, then right-click and select Input Properties.
Make changes as needed. Click OK when finished.

© 2010 Senior Systems, Inc.
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Feature Description How To Use

Radio Button |Inserts aradio but- |Note: Insert as many radio buttons as needed to include
o ton that parents can |the entire list of options, but be sure to that all buttons
click to select from a |in the list use the same Field Name so that they work

list of mutually exclu-| together properly. Only one button can have a Default

sive options; value |Value of True' (selected as the default choice from the
selected is returned |list).

with enrollment data « Position cursor and click &',

« Select 'Custom' and enter Field Name (must match
other buttons in list).

« Click 'Required' checkbox if field is required.

« Select True' for Default Value if you want the but-
ton to be the default choice; otherwise select
'False'.

« Click OK.

« Type text associated with the option into doc-
ument next to the button.

« To re-configure existing button, click on button to
select it, then right-click and select Input Prop-
erties. Make changes as needed. Click OK when

finished.
Combo Box |Insertsadropdown « Position cursor and click E&.
(Dropdown) |list from which par- « Select 'Custom' and enter Field Name.
= ents can choose a « Click 'Required' checkbox if field is required.
single option; value « Select 'Custom Values' and click Abp to add an
selected is returned option to the list. Then enter the Value to be
with enrollment data returned if that option is selected, click in Label

field to enter text that will display to parents, and
check the Default checkbox if this option is to be
the default value.

« Click ADD again and repeat as necessary to add
more options to the list.

« You can click on a list item to select it and then
click DELETE to remove it, or click Up or DOWN to
change the sequence.
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Feature

Description

How To Use

Text Area &

Inserts a multi-line
scrolling text box
into which parents
can enter free-form
text; text entered is
returned with enroll-
ment data

Position cursor and click .

Select 'Custom' and enter Field Name.

Click 'Required' checkbox if field is required.
Adjust Max Length if desired (maximum number of
characters that may be entered), and set Number
of Rows and Columns (number of characters long
and wide) to set box size on screen.

Click OK.

Use "handles" to re-size box.

To re-configure existing field, click on box to select
it, then right-click and select Text Area Prop-
erties. Make changes as needed. Click OK when
finished.

To re-configure existing list, click on box to select
it, then right-click and select Input Properties.
Make changes as needed. Click OK when finished
You can double-click in box to insert default text.
To insert a merge field, place the merge field else-
where on the document, then copy and paste it
into box (then delete original if necessary).

Formula x*

Inserts a box with a
calculated value as
specified by a for-
mula

Position cursor and click =,

Click in Formula field to type formula and/or use
buttons and merge field dropdown at top of win-
dow to insert operators, functions, and/or
amounts from the database. Formula status at bot-
tom of window indicates whether formula is valid.
Click OK.

To re-configure existing formula, click on box to
select it, then right-click and select Input Prop-
erties. Make changes as needed. Click OK when
finished.

Div (Floating
Text Box) [

Inserts a floating
text box that can be
positioned as
desired on the page
(not editable by par-
ents)

Position cursor and click 1.

Double-click inside box to edit text.

Label (box) can be repositioned or deleted as a
unit.

Use "handles" to re-size box.

To insert a merge field, place the merge field else-
where on the document, then copy and paste it
into box (then delete original if necessary).

© 2010 Senior Systems, Inc.
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Feature

Description

How To Use

Merge Fields

Inserts a student or
enrollment-related
field from the data-
base (and also posi-
tions error messages
for required fields)

To insert a merge field, position cursor and then select
from the Merge Field dropdown. Merge fields are sur-
rounded by % symbols. To remove a merge field, just
delete the text and the % symbols.

Note: Your template must include the special %Va-
lidation_Msg% merge field. This allows you to locate
where error messages for required fields should appear
if parents attempt to submit without completing or select-
ing all required fields on the form, and does not other-
wise display to parents. This will usually be located near
the top of the template where it will most easily be vis-
ible to parents.

Publishing HTML Contracts

The HTML contract publishing process is very similar to the process for publishing PDF contracts.
As before, you must select to publish 'By Student'. On the Publish Contracts tab, there is a new
option in the Output Type section of the screen where you will select 'Publish HTML' and then
select your Contract Template from the dropdown:

Enrcliment Contracts

=)

Labels/Envelopes | Build Merge File Publish
Options
| Show Count
/| Exclude Blank Addresses
V| Include Active Addresses Only
V| Include Send bail Only

Include Send Contract O

Mew Students

Output Type
Publish PDF

@) Publish HTML

Query List

Contracts

Contract Tempk

Contract Templats | Buasic Contract 2010-2011 -

Admizsions Year (2010

Euisting Students
| Show Nest ear's Information

| Student - |
Group

Al - ﬂ

School

Select Students
Select Addresses

Sorting conditions
Frint [ ate

[ty

[ty

[[Defaul Sort)

01-05-2010

Publish | [ Close

MM

It is always a good idea to view some sample contracts prior to publishing to make sure that your
template works correctly. You can do this by proceeding through the publishing process (selecting
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only a small group of students if desired) to the screen where you review the list of generated con-
tracts and then select the actual contracts to publish from the list. Without selecting to publish any
contracts, you can click the 'View' link for a contract to see the contract page as the parents will see
it. And, if you need to make changes or adjustments to the template, simply close the view (but
not the list), open the contract editor again, change the template, re-save it, and then click the
'View' link again. Because the contracts are dynamically generated each time they are viewed, any
template changes will be reflected without having to close the list and re-publish.

Additional Documents

Templates for additional documents are now automatically added to the Online Documents list on
the Documents tab of Online Enrollment Setup when you save them, and do not need to be
uploaded separately. Because these documents are now created dynamically when accessed or
viewed by parents, they can in some cases be pre-filled by using merge fields in the template.
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System Administration: MBP Online User Accounts

Because there are now two different types of Online Web Users (applicants for Online Admissions
and registrants for Online Summer School Registration), several changes have been made in Sys-
tem Administration to distinguish between those groups of users and to display relevant infor-
mation regarding both admissions applications and summer school registrations where applicable.

« On the My BackPack User Search screen, you can now filter separately for 'Online
Admissions Applications' and 'Online Summer School Registrations':

My BackPack User Search =HACIH] X
=N - -
I_*ﬂ' B Edit E Delete ﬁ’| Cloge
Search Far: Sort By Sort Order
Constituent Last Mame i
D Faculby/Staff First Name @ Azcending
U P = )
tdent Email ") Descending
o
18] Clzers [ Commurity: I[A"] -
‘*b— —ﬁ"
1.0. Mame Constituent | Parent E-Hail Tel No. Birth D ate -
SaLES Sales and Marketing | stevey@senior-systems. o 564-9874 06-12-15974
Sally Sally Robbins | lkirschner@senior-spstem: 404-555-8888 ©  01-01-1970 -
I Search complete. | MLIM

« On the My BackPack User Maintenance screen for online web users, there are now
two separate tabs at the bottom of the screen for Admissions and Summer School, dis-

playing information about applications and registrations respectively:

o L — |
My BackPack User Maintenance - Edit Elglﬂ_hj

Account Account Valid D ates
User .D. Start D ate
Pazsword sssssae End Date
Confirm Pazzword  sessses [ Lok Accaunt
First Mame Rebecca LastLogin | 12-15-2009 9:02 AM
Lazt Mame Silver Comments
Telephone H85-7E96
E-pail rsilver@senior-systems. com
Birth Drate 11-01-1960 i

Admissions  Summer
Registrations
Mumber of pending r

School [2]

eqgistrations [

Submitted registrations:

Bill Silver

M ame

Summer on the Hil

Grade | School Registering For | Approved?

Jill Sibver

5

Summer on the Hil

[ ok

] I Cancel

| NUM
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. The Remove Online Web Users function that deletes all online user accounts now has
separate options for Admissions and Summer School, so that you will only remove user
accounts for one of the applications at a time (since most schools have different seasons and
requirements for maintaining each type of account).

File | My BackPack | Edit Tools Reports Help

Group Maintenance »

Preferences

My BackPack User Maintenance

Auto-Assign Web User »

Assign Groups to Web Users

Remaove Groups from Web Users

Remove Online Web Users » Admissions

Web User Mailing » Summer School
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