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Abstract 

The Admissions module in CAMS is designed to track information for prospective 
students, applicants, and attending students. Data that is entered during the 
recruitment process is easily copied to the applicant/student record so that at no 
time is a user required to reenter data. Much of the information collected in this 
module is shared across other modules. Such examples are addresses, 
contacts, colleges, and more.  

In addition to collecting data, there are many tools available in the Admissions 

module that will facilitate recruitment efforts. The Communications Management 

functionality will help users to quickly and effectively reach prospective students 

through email and mail merge processes. Many reports are readily available as 

well that will help evaluate the results of your recruiting efforts. 

Document management features available for applicants and students allow 

institutions to provide a paperless work environment when it comes to 

referencing documents submitted by and required of students. In addition to 

being able to easily view the statuses of needed documents from the 

administrative site, students can track their status through their secure access to 

the Student Portal. 

The terminology that is prevalent in the documentation in regards to individuals 
passing through the system is explained here to provide an understanding of how 
CAMS views the varying types of individuals in Admissions: 

 Prospect ï Any prospective student for your institution. These may be obtained 
through standard means such as email, phone call, various recruiting events, through 
the import process and from the online application.  

 Applicant ï CAMS Enterprise considers a person an applicant once they are 
required to turn in additional items such as an application, documents for evaluation 
(transcripts, letters of recommendation, etc.). Their prospect record is easily copied to 
the student module.  
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 Admitted ï The use of type and status fields determine whether a person is an 
applicant or admitted. Once the applicant has been processed and they have been 
accepted for attendance at your institution, their status is changed from Applicant to 
Admitted. Please note that these descriptions are merely provided as general 
guidelines and that your institution may implement specific criteria to designate at 
what point an individual reaches each level. Applicants and Admitted students are 
treated the same in many features and functions within CAMS Enterprise. For 
instance, you can assign housing, apply financial aid, and unofficially register both 
types.. Therefore, it is not necessary to move an individual to the status of Admitted 
until you are ready.
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Disclaimer 

Three Rivers Systems, Inc. makes no representation or 
warranties with respect to the contents or use of this guide. 
Further, Three Rivers Systems, Inc. reserves the right to revise 
this guide and make changes to its contents at any time without 
obligation to notify any person or entity of such revisions or 
changes. 
In no event will Three Rivers Systems, Inc. be liable to buyer or 
any other party for any damages, including any lost profits, lost 
savings, or other special incidental or consequential damages 
arising out of the use of or inability to use such product, even if 
Three Rivers Systems, Inc. has been advised of the possibility 
of such damages, or for any claim by any other party. 
© 2007 Three Rivers Systems, Inc. All rights reserved. All 
company and product names included in this site may be 
trademarks or registered trademarks of their respective 
companies. The information contained in these pages is 
subject to change at any time without prior notice. 
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Admissions Module Knowledge Checklist 

Upon completion of training in the various areas of the Admissions modules, users should be proficient in 

the following areas. The user should be able to perform the following processes, answer the listed 

questions and provide adequate explanations.  

Prospects/Recruiting 

Creating/Maintaining Prospect Maintenance Records 

 Name Tab 

 Supply name information including salutation, titles, etc. 

 Explain the purpose of Status. 

 What is User Audit and how is it accessed? 

 Create Prospect Addresses. 

Á What addresses are required in the Prospect module? 

Á What fields are required in the address record? Why are all basic address 

fields not required? 

 Send email to Prospect. 

 Explain purpose of Event and how it can be used.  

 What is significance of entering a Recruiter value in this screen? 

 Explain use of Greetings. 

 Other Tab 

 Create Prospect Contact record. 

Á Why is user taken to a search/select screen before contact can be added? 

 Add Prospect College record. 

 Scores Tab 

 Add High School for Prospect. 

 Create Scores record. 

 Interests Tab 

 Add Interest record. 

 More Tab 

 Add Award and Explain use of Awards in Prospect record. 
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 User Defined Fields 

Other Processes 

 Create Prospect Note 

Á Who can view Prospect notes? 

 Merge Duplicate Prospect Records 

 Delete Prospect Records 

 Prospect Reports 

Applicant/Student Admissions 

Creating and Maintaining Applicant and Student Records 

Load from Prospect 

 Use search criteria to locate prospect(s) to be loaded to student 

 Select appropriate copy options 

Á What is Transfer Type? 

Á What is Transfer Status? 

Á Explain impact of copy function for Activities. 

Á What is the impact of deleting a prospect at this time? 

Student Admissions Information Window 

Admin 1 Tab: 

 Student ID: How is this determined? 

 Student Addresses: What are the required addresses? 

 What is the impact of checking ñShow on Directoryò? 

 What is the purpose of the camera icon? 

 How are pictures added to a student record? 

Admin 2 Tab: 

 Grade Catalog ï how is this used and what is the effect of the Grade Catalog in the 

Student Status record? 

 Explain the purpose of the GPA Group. 
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 From where do the Grad Date and Conferred Date populate? 

Activity Tab: 

 Identify a distinct difference between activities in the Student record vs. those in the 

Prospect records.  

 What determines the term value of the activities that are copied from Prospect to 

Student? 

Demographic Tab: 

 What do the orange labeled fields represent? 

More Tab: 

 Colleges ï Create college record. 

Á Provide examples of College Type 

 Interests ï Create Interest record. 

 Scores ï What is the purpose of this Scores record? 

 Degrees ï Enter a Degree record.  

Á What determines whether or not a degree will appear on a transcript? 

Á What is Sevis Type? 

Á Why is supplying Anticipated Grad Date and/or Expected Grad Term 

significant? 

 Contacts ï Create a contact record. 

Á Explain the difference between ñPrimary Contact Typeò and ñContact Typeò. 

Á Can Contacts be added to more that one individualôs record? 

 Previous Name 

Á How are entries made in this location? 

Á What initiates an automated entry? 

 Ethnicity 

Á How does this differ from the Ethic Origin in the Demographics tab? 

 Greeting ï Add appropriate greeting entries. 

Á What is the purpose of the various greetings? 
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 Relations 

Á What type of relationships can be entered in this form? 

Á What is the purpose of the Reversing Relation drop down? 

 FERPA 

Á What link does this function have with the FERPA warning that is displayed 

when opening the CAMS application? 

Á Create a FERPA record. 

Á Where and when is this FERPA warning displayed? 

 User Defined 

Á How are fields added to this window? 

Á What types of fields are available? 

Á What attributes can the user define? 

 GPA Group 

Á What is the purpose of the GPA Group? 

Address Maintenance 

 Copy Address 

 Address History 

Delete Student 

 What prevents student record deletion? 

 How can students be deleted even if they fall under the restricted criteria? 

Student Notes 

 What 3 types of notes are available? 

 How are access groups created? 

 What field is cause for discretion? 

Student Access 

 Access Campus 

 Portal Access 

Applicant Evaluations 
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 What is the purpose of this function? 

Student Sevis 

 Explain purpose of this window. 

Laptop Tracking 

 Track issuance of equipment. 

Student Status Record 

 May have initial input from Admissions office/primary use is for the Academic 

Records department (Registrar) 

 When are status records created? 

 What effect can the status values have? 

Maintaining Organizations and Contacts 

 Add an organization 

 Add contact information for the organization 

 Add communications activities for organization 

Á How can these activities be used? 

 Organization Reports 

Á Run Labels report 

Á Create export merge 

Maintaining Contacts 

 Create contact record 

Maintaining High Schools and Colleges 

 Add a high school record 

 Add a college record 

 Can these values be inactivated so that they do not appear in a selection list for data 

entry? 
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Communications Management 

 

 Activity Setup 

 Explain the different activity types: 

Á To-Do 

Á Email 

Á Export 

Á History 

 Create activity group 

 Create sequence of activities 

 Loading Activities to Prospect and Student Records 

 Add single activity to individualôs record 

 Add activity sequence to individualôs record 

 Mass add activities to multiple prospects/students 

 Processing/Reporting on Activities 

 Generate Working To-Do List 

 Generate export correspondence 

 Generate email correspondence 
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Prospect Records 

Creating Prospect Records 

At the moment you begin recruiting an individual, you can add them to the 
prospect records and begin tracking their progress, including level of interest, 
as well as many details about the prospect that you can later use as 
selection criteria in reports or targeted mailings. Keep in mind that 
information recorded in the prospect record can later be transferred to the 
student record should that individual apply to and eventually enroll at your 
institutionðyou are never required to duplicate data entry efforts. Prospects 
can be added to CAMS through an import process or they can be individually 
entered as the inquiry is received. The following instructions will lead you 
through the creation and maintenance of records directly in CAMS. 

Step-By-Step: Create a Prospect Record 

1. From the CAMS Enterprise Home page, click Admissions >Prospects 
>Change Prospect. The Select Prospect window will open. 

 

Figure : Select Prospect Screen 

2. You can use any combination of the fields as filters to check for an existing 
prospect. You can also use partial words, such as last name to retrieve a 
broader range of names.  

Note: CAMS Enterprise automatically takes the user to the selection screen to search for 
the new inquiry in the existing records. By following this process, the occurrence of 
duplicate entries can be reduced. 

3. If no matches are found, click Add on the Select Prospect window. A blank 
Prospect Maintenance window will open to the Name tab.  

4. In addition to containing basic name and address information, the Prospect 
Name and Address form is used to track such data as enrollment intentions, 
prospect status, and more. Prospect Name form is accessed through the 
Prospect Maintenance window by clicking Admissions >Prospects 
>Change Prospects or Add Prospects >Name tab. 
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Figure : Prospect Maintenance 

5. Enter the Expected Entrance Term (Reference Table: Term Calendar). This 
is the anticipated term of enrollment in your institution. The value here will be 
the same term value used to create the Student Status record when the 
Prospect is loaded into the Student record. If you mistype the term the field 
will change to a dropdown to facilitate selection.  

6. Supply name information, including the salutation, titles, etc. as appropriate. 
The First and Last name are required fields. 

Cancelled ï Indicate whether this is an active record. The default is set to 
No, which indicates this is an active record. If the record becomes inactive 
(for example, prospect informs institution of decision to attend another 
school), then select Yes for Cancelled. This allows you to accurately report 
on active prospect records without having to eliminate the record altogether.  

Entry Date ï Defaults to the current date. 

Salutation (Ms., Mr., etc.), Suffix (Jr., III, etc.), and Preferred (nickname) 
name ï This information can be used in mail merge letters. 

Prospect SSN ï Social Security Number. 

Status ï This field is used to track the stages in the recruiting process.  

Show User Audit/Show Greetings ï This link toggles between the two 
options. The User Audit displays who created/changed the record and the 
date/time in which it was done. Show Greetings allows for the entry of 
personalized greetings for a prospect. You can use these additional greeting 
fields in mail merges, envelopes and labels. 

Send Mail ï This feature will allow you to send an email to the prospect 
using the email addresses entered in the address records. 

Entrance Program (Reference Table: Programs) ï This field is intended to 
be used to identify the program (not to be confused with Degree Major) in 
which the prospect is interested. Examples of this are Graduate, Undergrad, 
Nursing, etc. 

Notes: This field is critical to GPA Group Specific fees when the Load From 
Prospect feature is used to Add a Student record.  The Program must be linked 
to a GPA Group with the appropriate Application Fees TransDocs.  See the 
Application Fees section of this document. 
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Event (Glossary Table: Events) ï The activity that brought the prospect to 
the institutionôs attention. This can be an actual event such as a college fair, 
high school visit, or other óeventsô such as a web inquiry or media 
advertisement. Reports using this field can help evaluate results of recruiting 
efforts. 

Enrolled ï If the prospect is currently enrolled in your institution (in another 
program, for instance), change the Enrolled field from the default of No to 
Yes. 

User Defined Code (Glossary Table: Userdef Code) ï Utilize this field for as 
designated by your institution for the purpose of storing additional information 
that is not collected in the existing fields. This field cannot be renamed but is 
available from the reports BYOR. For user defined fields that can be 
renamed, see the User Defined Fields located on the More tab.  

Campus ï (Reference Table: Campuses) field associates prospects and 
students with a primary campus. Students can still take classes at other 
campuses but the campus listed here will be considered their primary 
campus. This field carries over to the studentôs status record. Depending on 
the billing option selected in the Configuration screen it can affect how the 
student is charged tuition. 

Recruiter (Reference Table: Recruiters) ï The name of the recruiter working 
with this prospect. This will allow you to generate working to-do lists and 
activities by recruiter. It can also contain recruiting areas, which allows the 
institution more flexibility when recruiters leave as you do not have to change 
all their prospects to the new recruiter because they are still associated with 
the area. 

Initial Degree (Glossary Table: Earned Degree) ï The degree for which the 
prospect initially expresses interest. 

Attendance Type (Glossary Table: Attendance Type) ï Type of attendance 
such as Full Time, Evening, etc. 
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7. Enter the prospect Address information by right-clicking in the address data 
grid to open the Prospect Address form.  

 

Figure : Prospect Address Window 

8. Click Add.  

Note: A minimum of one address is required to complete the creation of a prospect 
record. The Addresses field is a required field. If the address is unknown, enter minimal 
information in the address field such as ñUnknownò. This will meet the need for the 
required address record. 

9. You may continue adding prospect information by clicking on any of the other 
tabs in the Prospect Maintenance window, or you may save this information 
to the database by clicking Save or clicking the ñXò to close the window. 

It is not uncommon that 

new inquiries come to an 

institution through email 

or phone message and an 

address for the individual 

is not available. Because 

the Address record is 

required to complete the 

creation of a Prospect 

record, use such entries 

as ñUnknownò in the 

Address 1 line. 
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Prospect Maintenance Window Details 

Following is a brief explanation of each of the other tabs found in the 
Prospect Maintenance window. For additional detail, please consult the 
CAMS Enterprise online help files. 

Other (Demographic) Tab 

Click the Other tab. You can enter prospect demographic information, add 
an organization, Many institutions use the demographic information to help 
them build strategies for their recruiting efforts. Gender, birth information, 
citizenship and marital status are entered here. 

Prevously Applied ï Is a yes/no field. The Applied for Term can also be 
selected. 

 

Figure : Prospect Other Tab 

Organization ð An organization can be the prospectôs church, business, 
etc. Tracking a prospectôs organizations may help to target recruiting efforts, 
as well as help advisors better serve the prospect. 

SEVIS information for non U.S. citizens can be entered here. Additional 
SEVIS information can be entered when the prospect becomes an applicant 
or student. 

How did you hear about us? ï Allows additional information to be entered if 
the Event field needs explanation. 
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Scores Tab 

You can enter the high school, current GPA, class rank, and projected GPA, 
and graduation date.. 

 

Figure : Prospect Scores Tab 

High School ï To enter the prospectôs high school you must use the Look 
Up icon to the right of the High School Name field to search for the school. If 
the high school is not found then it must be entered in the High School 
Lookup (see page 92) screen and then applied to the prospect. 

Test Scores - Scores for standardized tests, such as ACT and SAT, and 
custom tests can be entered here. Test Score Templates are defined in the 
CAMS Manager module, CAMS Manager >Lookup Table Options >Test 
Score Table Setup. (See Step-By-Step in the Student Test Scores section 
of this document.) 

Activities Tab  

The Activities tab is the location in which you will store your communications 
management information. Assign pre-established sets of activities to 
prospects and add individual activities as well such as phone calls, letters, 
meeting notes, etc. From these lists, generate to-do lists by recruiter or 
prospect, utilize on-screen working to-do list or print out various activity 
reports. More on communications management is discussed in the 
Communications Management section on this document. 
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Figure : Prospect Activities Tab 

Interests Tab 

Prospect Interests are recorded in a two-tiered format: category, then item. 
Use this feature to list all the prospectôs interests. Keeping track of a 
prospectôs interests provides additional ways to encourage prospects to 
attend the institution. For example, if a prospect is interested in football and 
the institution has a big football game on Friday night a recruiter could send 
an email from CAMS Enterprise to all prospects who are interested in football 
and invite them to the game with a free ticket. 

 

Figure : Interests Data window 
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More Tab 

The More tab holds additional data for prospect Colleges, Contacts, Portal 
Access, User Defined fields, and (Anticipated) Awards.  

 

Figure : Prospect More Tab 

Prospect Contacts ï Prospect Contacts allows you to record contacts for 
prospects. Contacts could be a prospectôs parents, teachers, religious 
affiliates, siblings, business associates, or any person with whom the 
prospect has contact. 

Prospect Colleges ï If the prospect is a college prospect who wants to 
transfer to your institution, you can track college information using the 
Prospect Colleges field. The college must be entered into CAMS Enterprise 
before you can apply it to the prospect. (See College Names in this 
document.) 

Portal Access ï Before a prospect can access the portal they must have a 
portal handle (login name) and portal password. 

 

Figure : Prospect Portal Access 

Access to the portal can be enabled by checking the Enable Portal Access 
checkbox. The portal handle and password can be sent to the prospect by 
using the email link located to the right of the portal password field. If a 
prospect forgets their password their password can be reset from here. 

Awards ï The awards located in the Admissions module are used as 
recruiting tools. List potential awards the prospects may be eligible to receive 
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should they decided to attend the institution. The data entered here can be 
used in reporting as well as award letter generation. 

Note: Awards entered in the More tab do not affect financial aid for the prospect.  

User Defined Fields, in addition to the many data fields available, CAMS 
Enterprise also provides several User Defined fields which can be utilized to 
capture other data about prospects and students. The labels to these fields 
are renamed according to the institutionôs needs within the CAMS Manager 
module. There are three fields for each of the following field types; 
Dropdown, Text, Date, Numeric, Currency, Checkbox, and Memo. The 
institution decides which of the available fields will display on the More tab 
and which ones are required fields. Any information captured in the prospect 
area may be copied forward to the student record. 

 

Figure : Prospect User Defined Fields 
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Emailing Prospects 

After the address record has been created and saved to the database, 
emails can be sent directly to the prospect while you are working with their 
record. Up to three email addresses can be entered for each address type 
that is recorded for the prospect. When sending an email, you will have the 
option to select which of these addresses you wish to use or you can send to 
all email addresses for this individual. 

Step-By-Step: Send Email to Prospect  

1. From the Prospect Maintenance window, click Send Mail. This link is found 
just above the Address data grid on the prospect record. 

 

Figure : Prospect Address Grid 

 

Figure : Prospect Email Form 

2. Confirm the From address. This value defaults to the email address that is 
set in your User Profile in CAMS Manager User Administration. This value 
can be changed to reflect an address to where you want replies sent. 

3. Select the prospectôs email address(s) to which you wish to send. 

4. Add an attachment to your message by clicking on the Browse button.  

5. Designate the Importance level. Normal is the default value. 

6. Type or paste a message into the Message box.  

7. Click Send Message or Cancel to exit without sending the message. Upon 
sending the message, a confirmation page will be displayed. Click Return to 
go back to the main screen. 



 CAMS Enterprise ï Admissions Module 

Page 21 of 105 

 

Figure : Prospect Email Form 

Note: The email example provided here is for the purpose of emailing an individual 
prospect while working with their record. Email to multiple prospects simultaneously can 
be accomplished through Prospect BYOR and Prospect Correspondence reports.  
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Prospect Notes 

Creating Prospect Notes 

Notes can be used to track additional information regarding your prospects. 
These notes are public notes meaning that all notes for the prospect are 
visible in this screen, but only those users who have been granted access to 
this menu item will be able view them.  

Step-By-Step: Create a Prospect Note 

1. Open the Prospect Note window through Admissions >Prospects 
>Prospect Notes. 

 

Figure : Prospect Notes Form 

2. Right-click in the data grid to add a new record. 

 

Figure : Prospect Notes Detail 

3. Enter the appropriate date for the record. This value will default to the current 
date. 

4. Enter prospect specific information into the Notes area. 

5. Click Add to save the record or Cancel to exit without saving. 
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Prospect Questions 

When prospects are filling out an online application they may have questions. 
Prospect Questions allows a prospect to ask a question and view a reply 
directly from the application screen. This will allow them to get answers 
without having to leave the online application. It also allows admissions 
personnel to ask questions of the prospect via their application screen. 

Step-By-Step: Submit a Prospect Question 

1. From the CAMS Enterprise Home page, click Admissions >Prospects 
>Prospect Questions. The Prospect Questions window displays. 

 

Figure : Prospect Questions Window 

2. Click the New Question button to open the Question detail window. 

 

Figure : Create Question 

3. Click the search icon next to Prospect ID to select the Prospect. 

4. Enter your question, and then click Update. The next time the prospect 
accesses their online application they can view and respond to the question. 
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Step-By-Step: Answer a Prospect Question 

1. While prospects are working on their application they may have a question. 
They can submit their question directly from the online application screen. 

 

Figure : Application Question Screen 

2. To find and answer prospect questions from the CAMS Enterprise Home 
page, click Admissions >Prospects >Prospect Questions. The Prospect 
Questions window displays. 

 

Figure : Search for Questions 

3. Select the desired criteria, and then click Find. You can search for 
unanswered questions or all questions. 

4. On the Questions tab, highlight the question in the top grid then right-click in 
the bottom data grid to open the Answer detail window. In the bottom grid of 
the detail window, type the answer to the question that is shown in the top 
grid. 
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Figure : Question and Answer Screen 
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Prospect Merge 

Use the Prospect Merge function to delete possible duplicate prospect 
records prior to loading them into prospect admissions. Duplications may 
occur if more than one record has been entered for the same person. Each 
record will have its own unique ID, but the prospect information might be 
slightly different due to a name misspelling, incorrect address, etc. This 
function allows you to select a master record, and then choose which 
elements of the duplicate record you want to merge into the master record. 
CAMS keeps a history of all merges, which is found in the Prospect 
Maintenance window by clicking on User Audit.  

Step-by-Step: Perform a Prospect Merge 

1. From the CAMS Enterprise Home page, click Admissions >Prospects 
>Merge to open the Merge Duplicate Prospects window.  

2. Enter search criteria with which you wish to locate prospects. For example, if 
the records are duplicated in every way minus the spelling of a name, enter 
the first couple of letters of the name and click Find. A list of any prospects 
matching the search criteria displays in the Search Results data grid.  

3. Double-click the records you wish to merge to move them to the Merge List 
data grid. Typically you will merge only two records, but CAMS allows you to 
select as many records as you wish.  

 

Figure : Prospect Merge Data Grid 

4. Designate the Master Record, (the record into which the other records will be 
merged), and then click Next. The Modify tab displays with the records to be 
merged displayed in the top data grid, and the master prospect record 
displayed in the lower data grid.   
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Figure : Merge List detail 

5. In the top data grid, click the appropriate fields to merge. Available merge 
fields include last name, first name, middle initial, status, and prospect SSN. 
The values for the field clicked in the top data grid will display in the master 
record in the lower data grid. Click Next to continue to the Review tab.  

6. Review the prospect record displayed in the data grid. Click Merge Records 
Now to merge the records. A confirmation message displays asking whether 
you want to continue the merge. Click Yes to continue. CAMS merges the 
records and displays a confirmation record when complete. Data that is not 
selectable will be retained in master record. For instance, a prospect birth 
date in a merge record will not merge into the master record if different from 
the birth date in the master record. The master record will retain the birth 
date. 

Note: Activities from the merge record will be added to the master record. For 
example, if the merge record has five activities, and the master record has five 
activities, the master record will contain ten activities after the merge is complete. 
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Deleting Prospects 

On occasion the need arises to remove prospect records that may have been 
inadvertently added or those that were added from the online application with 
false names such as, Mickey Mouse. This process is easily performed from 
the Admissions module and does not require special IT intervention. Access 
to this menu item is generally not given to all Admissions users, but instead 
should be given to select individuals whose role includes this authority to 
delete prospect records. 

Step-By-Step: Delete Prospect Records 

1. Open the Delete Prospect window by clicking Admissions >Prospects 
>Delete Prospect. 

 

Figure : Prospect Delete Window 

2. Use the selection criteria in this form to locate the prospect or prospects you 
wish to delete. The Entry Date From and Entry Date To fields can be used 
to find all prospects that were entered during a specific time frame including 
from the online application.  

3. Check the Select for Delete box next to the appropriate name. 

4. Click Delete to remove the prospects. 
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Prospect BYOR 

Generating Prospect Reports 

If you have reviewed the General documentation which covers BYOR, you 
already have a good understanding of how this feature in CAMS operates. 
To begin, BYOR is a location in CAMS where you Build Your Own Reports. 
In the Prospect BYOR, specific criteria is selected that will narrow the group 
of prospects for which you are reporting. Take advantage of this feature to 
target your recruiting efforts to a specified group and to evaluate those efforts 
as time goes (i.e. how many prospects turned into applicants and admits as a 
result of a particular recruiting event). 

Step-By-Step: Generate BYOR Reports 

1. From the CAMS Enterprise Home page, click Admissions >Prospects 
>Reports >BYOR. The Prospect BYOR screen will open. 

 

Figure : Prospect BYOR 

2. Select desired criteria. There are three pages of criteria from which to narrow 
your group of prospects. The more items selected, generally the narrower the 
grouping. 

3. Click the Reports tab and select the desired report format.  

4. Click the User Defined Criteria button to open selection detail for any User 
Defined items that have been set up for your institutions use in the Prospect 
Maintenance window. Click Return to return to the Reports tab. 

5. Click Print. The displayed result varies depending upon the report format 
chosen. 
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a) Standard Crystal Reports. These standard CAMS reports are 

displayed in Crystal Reports viewer and can be sent to the printer as 

desired. 

b) Email. Users define a single email message that will be sent to all 

individuals selected using the BYOR criteria. 

c) Export. This report option produces a tab delimited ASCII file in the 

userôs defined Merge/Export directory (as set in CAMS Manager 

User List) for all individuals selected through the BYOR criteria 

forms. 

d) Merge Reports. The BYOR Merge Report option provides the user a 

custom list of Crystal Reports defined specifically for mail merging.  

i. These reports are custom reports created by your 

institution and stored in the Prospect BYOR Merge 

Report Directory default location: [//<IIS Server 

Name>/<Path to CAMS Enterprise Virtual 

Directory>/<Application Variable ómmProspectsô (as 

defined in global.asa)>]. When Merge Report is 

selected as your report option, all files in this location 

with the extension of .rpt will appear in the list for 

selection. 

ii. Export output fields are derived from the SQL Server 

View, CAMS_ProspectBYORMerge_View 

 Crystal Report Active Data Definition is called 

CAMS_ProspectBYORMerge.ttx. 

It is located with the UNC path of the virtual root of CAMS 

Enterprise reports subdirectory. 

6. Use the Reset button to clear all values and select new criteria.
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7. Click Print to view the report. Two samples have been provided below. 

 

Figure : Three Across Labels report 

 

Figure : Prospect Event Summary report  

Many other reports are readily available so that a true picture of your 
recruiting efforts can be easily evaluated. 
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Admissions: Student Records 

Creating Student Records 

Students can be added to the CAMS database in one of two methods. 
Student data can simply be entered directly into the Student Admissions 
Information forms, which is referred to as the manual process or student 
records can be created by copying existing prospect records to the student 
forms, a process known in CAMS as Load from Prospect. 

Step-by-Step: Load Student from Prospect 

1. From the CAMS Enterprise Home page, click Admissions >Students 
>Add Student. The CAMS Enterprise Add Student dialog box opens. 

2. Select the Load From Prospect option and click OK. The Load Prospect 
window opens.  

Note: If you select the Add Student Manually option, a blank Student Admissions form 
appears and you will have to enter all information manually. 

3. Enter the appropriate search criteria to display a list of prospects.  

4. Click the check box next to the name of the prospect(s) you wish to load. 
Multiple prospects can be loaded simultaneously. 

5. Click Load to continue to the Prospect Copy Options dialog box. 

 

Figure : Prospect Copy Options 

6. Select the Transfer as Type (Glossary Table Category: Student Type). This 
will apply to the Student Type field and will designate the type of student this 
person is, such as Applicant, Admitted, etc. and can be used as search 
criteria. 

7. Select the Transfer as Status (Glossary Table Category: Status). This will 
apply to the Applicant Status field on the Student Admissions page 2. This 
field can be used as search criteria but it also determines if the student can 
register for classes or not. 

When loading a student from 

prospect, all or select 

prospect information can be 

copied to the student record 

This function eliminates the 

need for entering data more 

than once. 
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Prospect Copy Options 

Charge Application Fees ï If selected, all fees (as defined in the 
Application Fees Reference Table in CAMS Manager) will be automatically 
generated and placed in the Billing Batch titled Application Fees.  Refer to 
the Application Fees section of this document. 

Copy Interests ï The entries made in the Interests tab of the Prospect 
Maintenance window can be recorded in the student record by selecting this 
option. 

Copy Interests: Copy entries from the Prospect Interests form in Prospect 
Maintenance. 

Copy Incomplete Activities: Copies all prospect activities not yet 
completed. 

Copy Completed Activities: This will copy all prospect activities marked as 
completed from the prospect record. 

Delete Incomplete Activities: Deletes all incomplete activities from the 
prospect record. 

Delete Completed Activities: This option will delete all completed activities 
in the prospect record. 

Copy Activities ï This option, if selected, will copy incomplete prospect 
activities to the student record. It is quite common, however, that activities for 
applicants and admits differ from those of prospects and therefore you may 
prefer to leave this data in the prospect record.  

Copy User Defined ï This field, as labeled, is defined by your organization. 
It exists in Prospect Maintenance as well as Student Admissions Information. 
If you opt not to copy the value from prospect to the student data, this field 
can then represent another use in the Student data. 

Delete Prospect ï Check this option if you wish to delete the prospect 
record after copying. If you do choose to delete the prospect, you will no 
longer have this data to use for statistical reporting. 

Notify Student of Portal Access ï This option will send an email (as long 
as there is a valid email address in the Email1 field in the prospectôs address 
form) to the student informing them of their portal access, with login ID and 
password. 

8. Click OK to accept selections and continue copying. A status message will 
appear next to each prospect name to indicate whether the process was 
successful, or if it failed. 

Note: CAMS safeguards against duplicate student records by preventing a load of a 
prospect that has already been loaded. In this case, the Load Result field displays Failure. 
Double-click the Load Result field to access a message describing why the load failed.  

Once a prospect moves to the student module you should never modify data in the 
prospect record as that data will not be available from the student record. 
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Maintaining Student Records 

After a student record has been created, whether it was added manually or 
loaded from prospect, the record is maintained in the Student Admissions 
Information forms. Following are brief descriptions of the functions found in 
each of the tabbed forms in the Student Admissions Information window.  

Admin 1. (Admissions 1) Tab 

Many of the fields in this form are populated when a student is loaded from 
prospect, provided that the corresponding prospect fields have been 
completed. This form consists of basic student information such as the 
expected entrance term, name, address, student type, and admissions 
counselor.  

 

Figure : Student Admissions 1 window 
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Admin 2. (Admissions 2) Tab 

This form has student academic information such as initial major, initial 
status, attendance type, etc. Like the first tabbed form, information here can 
be populated by copying existing prospect data during Load from Prospect 
process.  

 

Figure : Student Admissions 2 window 

Grade Catalog ï This field should only be used if you need to ensure that a 
student uses a specific Grade Catalog and they do not have a Student Status 
record for a particular term that they have classes for. (See Student Status 
one page 62.)  

Applicant Status ï This field can restrict the registration ability of the student 
depending on what option is listed. For more information about the Applicant 
Status field and registration refer to the Registration Process PDF or online 
help. 

Deceased ï If set to Yes then an alert window will display with the words 
Student Deceased. 

Note: The Programs lookup table contains an Active field. Only programs checked as 
Active will display in the drop-down menu. Programs with the Active field blank will not 
display in the drop-down menus, but will still display in degree audit and transcripts. 

Demogr. (Demographic) Tab 

General demographic information is stored in this form. Additional fields are 

available to record such information as a studentôs drivers license number, 

citizenship, ethnic background, marital status, etc. Much of the information 

entered here is used in the generation of IPED (Integrated Postsecondary 

Education Data) reports. SEVIS information for international students can be 

collected here, or on the Admissions >Student >Student SEVIS window. SEVIS 

information collected on the Demographic tab will also be visible in the Student 

SEVIS window. 
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Figure : Student Demographic Tab 

H.S. (High School) Tab 

Tracking the high schools from which students come may be a very useful tool to 

an institutionôs recruiting efforts. Test scores, whether from standardized testing 

or unique to your institution, are also entered here. (See Step-By-Step the 

Student Test Scores section of this document.) 
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Figure : High School Tab 

Activity Tab 

You can use this form to track activities for the student. Activities are any 
document such as a letter, or physical event such as an interview or a phone 
call. You can add individual activities or load a sequence of activities. 
Tracking student activities in CAMS Enterprise is beneficial because many 
reports and working to-do lists can be created based on the information 
entered here. 

More Tab 

The tab labeled óMoreô contains several additional data forms: 

 

Figure : More Tab Options 
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Colleges 

Store information on previous colleges attended for transfer students, or track 

where students go when they leave your institution. You can record credits 

earned, credits transferred, as well as GPA information. 

Interests 

Record unlimited areas of interest for your students. Interests can be categorized 

as extracurricular, vocational, or any other category that would apply to students 

for your institution. Once entered, this data can be used to generate student lists 

for special events, or help a counselor to advise students in academic selections 

based on vocational interests. 

Scores 

All test scores are entered in the High School tab. This Scores form was used to 

record scores for tests that may be unique and specific to your institution, such 

as entrance exams, proficiency exams, etc. It has been disabled and no 

additional tests may be entered here. All tests previously entered are now 

displayed as historical data. 

Degrees 

Account for all degrees possessed by your students, whether it be degrees 

earned elsewhere or from your institution.  

Contacts 

Track multiple, unlimited contacts for each student. Contacts are grouped by 

type, values to be defined by your institution. 

Previous Name 

Anytime a student name is changed in the Student Admissions Information 

window, CAMS will automatically populate the Previous Name form with the older 

information. Data can be entered into this form manually as well. 

Ethnicity 

Student demographic information, including ethnicity, is commonly collected in an 

IPED (Integrated Postsecondary Education Data) Report.  

Greeting 

Your institution can record a variety of greeting information for use with mail 

merges, including spouse information.  

Relations 

Use this form to track student relations and reversing relations. For example, you 

can record a relation such as brother to sister (and sister to brother for a 

reversing relation) if both siblings are students at your institution.  

FERPA  
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This allows you to determine whether various FERPA items (FERPA Items 

Glossary table) such as work phone, cell phone, street address, etc. are 

displayed. In addition to determining whether items will or will not be displayed, 

you may also designate recipients of FERPA information. See the online help for 

more details.  

User Defined 

In addition to the many data fields already available, CAMS also provides several 

User Defined fields which can be used to capture other data about prospects and 

students. The labels to these fields are configured according to your institution 

within the CAMS Manager module. Any information captured in the prospect area 

may be copied forward to the student area if desired. See the online help for 

more details. 
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Application Fees 

Application Fees are charged during the Add Student process in Admissions 

>Student >Add Student. If you opt to charge Application Fees, there are three 

options. 

1. General Application fees can be charged to all students regardless of 

GPA Grouping or Program.  

2. Application Fees can be charged by GPA Grouping, such as 

Undergraduate or Graduate. 

3. Application fees can be further defined by a Program within a GPA 

Group. For example, a Nursing program requiring fees in addition to 

those charged for all Undergraduate students can be created. The GPA 

Group has one set of fees, and the Nursing program has additional fees 

assigned.    

Application Fees are set up in CAMS Manager >Lookup Table Options >Table 

Maintenance >Reference Tables. Once set up in the Reference Tables, the 

application fees will be charged to the Application Fees Billing Batch when the 

student record is added, provided the option to charge application fees is 

selected. Application fees can be associated to the student record in any of the 

following ways. 

 The General Application fees (fees not associated with a GPA Grouping  

or Program) will be created in the Application Fees Billing Batch when 

the student record has been added. 

 When new students are added using the Load From Prospect feature, 

add the Expected Program which has been linked to a GPA Group and 

the applicable fees will be created in the Application Fees Billing Batch 

when the student record has been added. 

Note: This is the only way GPA Group specific fees can be assigned when using the 

Load From Prospect feature. 

 For student records that are manually added, the application fees can be 

assigned by selecting an Initial Program with the GPA Group linked, or 

by adding the GPA Group directly to the student record. 

 

General Application Fees 

Application fee setup is a two-step process. First, create a TransDoc for each 

application fee charged, then apply the TransDoc to a fee in the Application Fees 

Reference Table.  If the Application Fees TransDocs have already been created, 

skip to step 4 below. 

 

Step-by-Step: Create Application Fees 
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1. From the CAMS Enterprise Home page, click CAMS Manager >Lookup 
Table Options >Table Maintenance >Reference Tables.   

2. Highlight the TransDoc reference table, then right-click in the Records of 
Table data grid to add a new TransDoc. 

 

 

Figure :  Reference Tables 

3. Complete the TransDoc with the appropriate information and click Add to 
save. 

 

 

Figure : Add TransDoc 

4. Highlight the Application Fees reference table and right-click in the 
Records of Table data grid to add a new application fee. 
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Figure :  Application Fees 

5. Select the appropriate TransDoc, then enter the amount of the fee. 

 

Figure : Add Application Fee 

Note: As long as the GPA Group field is blank, the fees will be assigned to every student 

at the time the student record is added. 

6. Click Add to save the fee. 

7. Add the Student Record (refer to Creating Student Records section of this 
document). 

8. Click Yes when prompted to Charge Application Fees to new Student. 
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Application Fees by GPA Group 

If using the Load From Prospect function to add a new student record, the GPA 

Group must be selected in Prospect Name in order to charge the fees when the 

student record is added.  If a student is added manually, the fees can be 

assigned by either selecting a GPA Group, or by selecting an Initial program that 

has fees linked to GPA Groups. 

Step-by-Step: Create Application Fees by GPA Grouping 

1. Repeat steps one through five in the section above (Create Application Fees) 
to create the Application Fees to be linked to the GPA Group. 

2. Select the GPA Group from the drop-down list. 

 

 

Figure : Select GPA Group 

3. Click Add to save. 

 

4. If more than one application fee will be charged, repeat this process until all 
the Application Fees have the TransDoc and GPA Group assigned. 

 

Step-by-Step: Assign Specific Application Fees to a Program 

1. Highlight the Programs reference table, and double-click to select a specific 
program from the Records of Table data grid. 
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Figure :  Programs Reference Table 

2. Select the GPA Group from the drop-down list. 

3. Click Update to save the GPA Group to the Program. 

 

Figure : Program and GPA Group 

Step-by-Step: Assign Application Fees by GPA Group to a 

Manually Added Student 

1. From Admissions >Students >Add Student select Add Student Manually 
from Select Add Student Option window. 
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Figure : Add Student Manually 

2. Select Yes to Charge Application Fees to a new student? 

 

Figure : Charge Application Fees? 

3. Complete the required information on the Admin. 1 tab (Student Type, First 
Name, Last Name, Address). 

 

Figure : Add Student Required Fields 

Warning: If any data other than the required data was entered before Add New GPA 
Group is clicked, it will be replaced with the data specific to the GPA Grouping selected. 

4. Click the Admin. 2 tab. 

 

5. Click the Add New GPA Group button. 
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Figure : Add New GPA Group 

6. Select the GPA Group from the drop-down list. 

7. Click Add. 

 

Figure : Select GPA Group 

8. Complete the remaining data fields on all tabs and click Save. 

 

Step-by-Step: Assign Application Fees by Program to a 

Manually Entered Student. 

1. From Admissions >Students >Add Student select Add Student Manually 
from Select Add Student Option window. 
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Figure : Add Student Manually 

2. Select Yes to Charge Application Fees to a new student? 

 

Figure : Charge Application Fees? 

3. Complete the information on the Admin. 1 tab. 

 

Figure : Add Student Required Fields 

4. Click Add to add the address and return to Admin. 1 tab. 

 

5. Click the Admin. 2 tab. 
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6. Select the Initial Program from the drop-down list. 

 

 

Figure : Initial Program with Application Fees 

Note: Initial Program must be linked to GPA Group(s) that has admission fees 

assigned. 

7. Complete the remaining data fields on all tabs as appropriate and click Save.
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Student Addresses 

Adding Student Addresses 

Student addresses can be maintained through Admissions either in the Student 

Admissions Information window, Page 1 or strictly by accessing the Change 

Address window (Admissions >Students >Change Address). The latter option 

allows institutions to grant more restrictive access rights to particular personnel. 

Thus, if maintaining addresses is the userôs only function in CAMS (i.e. student 

workers), you do not have to give access to the entire student record and can 

therefore maintain student confidentiality. 

Note: Students must have three types of active addresses; home, local, and billing. 
Without these address types the students will not display on certain reports and in some 
areas of the student portal. 

The following example demonstrates the process of adding a new address using 

the Student Admissions Information window. 

Step-by-Step: Add Student Address  

1. From the CAMS Enterprise Home page, click Admissions >Students 
>Change Student. The Student Admissions Information window will open. In 
the first tab (Page 1), right-click in the Student Addresses data grid. 

 

Figure : Address Data Grid 

The Address Entry form opens 

There is no limit to the 

number of addresses 

you can store. Simply 

indicate whether or not 

the address is active by 

entering óYesô in the 

field labeled Active. 

This feature allows you 

to maintain a complete 

address history for your 

Students. 
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Figure : Address Entry form 

2. Select Address Type, three of which are already supplied by CAMS in the 
Address Glossary Table: Local, Home, and Billing. While these three address 
types are preset in CAMS, your institution can create as many types 
necessary.  

It is important to know that upon saving the record, if only one of these 

pre-established address types is used to create a new address record 

(i.e. Home), CAMS will automatically generate records with the 

remaining two (Local and Billing) by copying identical data from the 

initial record. These are the addresses to be used in such reports as the 

studentôs grade card, billing statements, etc. 

3. Identify whether or not this address is current by indicating the Active status 
(Yes/No). 

4. Continue by populating the appropriate address fields, including email and 
phone. CAMS uses the primary email address when sending email to a 
student.  

5. Click Add to save entry or Cancel to exit without saving. 

6. Repeat these steps for as many addresses as you wish to store for a 
student. 

Note: If no entries are made to the Local, Home, and Billing addresses, the address 
information will be missing from many of the CAMS generated reports. Some reports 
require an active address in order to be generated. 
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Copy Student Addresses 

This process will copy the selected address to another address type of your 

choice. If an active address of that type exists, then the copy function will set it to 

inactive and create a new active address from the address copied. If an address 

of this type does not exist, one will be created with the active field defaulting to 

No.  

Note: This function is not available through the Student Admissions Information window 
Address form. It must be accessed through Admissions >Students >Change Address. 

Step-by-Step: Copy Student Addresses 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Change Address. Highlight the address you wish to copy (source 
address), and then click Copy. The Copy To Which Address Type form 
opens with the selected address displayed in the Source Address field. This 
field may not be edited. If you wish to use a different address, click Cancel 
and then select another address from the list.  

2. Select the Destination Address Type from the drop-down list, and then click 
Copy. A confirmation message displays asking whether you want to copy the 
selected address to the destination address. To continue, click Yes. Another 
confirmation message displays once the copy function is complete. 

Note: If the address is considered to be an active address, then you must double-click the 
address to modify the active address field as it defaults to No.
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Student Test Scores 

Entering Test Scores 

All tests and their scores are entered on the High School (H.S.) tab of 
Student Admissions Information window. CAMS provides several 
standardized test templates from which to choose. Additional test score 
templates can be created through CAMS Manager, Test Score Table Setup. 
Each test can have its own set of information fields, score fields, percentile 
fields, placement checkboxes and user defined fields. The CAMS Manager 
will input the test names in the Test Name field. 

Step-By-Step: Enter a Student Test Score 

1. From the CAMS Enterprise Home page, click Admissions >Student 
>Change Student. The Student Admissions Information page opens.  

2. Click the H.S. tab. Right click inside the Test Scores data grid. A blank test 
scores window displays. 

 

Figure : Test Scores Entry window 

3. Select a Test Name; the fields available for the selected test will display.  

Note: Only those fields deemed necessary by the CAMS Manager will be available. Non-
essential fields will remain grayed out and unavailable. 

4. Enter a Test Date then select values for the remaining fields in the upper 
portion of the entry form. Whether or not these fields are available for entry is 
determined by the Test Score Template setup in CAMS Manager. 

5. Enter scores in the corresponding test score fields. Fields below the test 
scores are used for percentiles, placement requirements, and unique user 
defined fields, if required. 

6. Click Add or Update to save the record or Cancel to exit without saving the 
changes. 

 

Test Scores 

Percentiles 

Additional 

Fields 

Placement 

Checkboxes 

User Defined 

Fields 
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Student Test Score BYOR 

In the Admissions >Student >Report >BYOR on the Interest/Activity 
(Int/Act) tab there are test related fields used to search against entered tests. 
When searching for tests you must select a Test Name and then one or 
more Test Subject Names. You may only search for one test per report and 
only those Test Name Subjects used in that report. 

Note: ACT and SAT test date fields are also on the Scores tab and can be used to search 
for these specific test dates. These two fields will allow you to search for both the ACT and 
SAT dates concurrently. Do not use these fields at the same time you use the fields on the 
Int/Act tab. 

GED tests can also be recorded in the Student Test Scores section. You may have as 
many GED tests (attempts) as necessary. These tests will work with the Student Test 
Score BYOR. There is an additional field on the H.S. page called Report GED Date. This 
field can be used as the actual date that a student passed the GED. It is placed on this 
page in addition to the test scores to facilitate quick viewing as to whether a student has 
graduated high school or took the GED. The Report GED Date field is used on the 
Admission Verification report. If you use this report you will need to populate this field in 
addition to any entries you make in the Student Test Scores section. 

Importing Test Scores 

CAMS Enterprise will import certain national level test scores, ACT, SAT, 
GMAT, PRAXIS, TOEFL, and GRE. When importing test score records 
certain criteria is used to match score records with correct individual prospect 
and/or student records. There are three types of matches that CAMS 
Enterprise uses. 

Full Exact Matches 

Partial Exact Matches 

Fuzzy Matches 

Matches 

Matches can also be broken down to Exact or Fuzzy. An Exact match is 
defined as criteria the meets all items that can identify a unique record. A 
Fuzzy match is defined as criteria that meets all items but cannot be used to 
definitively identify a unique record. The following is a breakdown of what 
criteria constitutes an Exact match or Fuzzy match. 

Exact Match For A Prospect 

a)  
Match SSN, Last Name 
or 
Match Last Name, First Name, Zip Code, Birth Date 
or 
Match Last Name, First Name, Zip Code, Phone 
or 
Match Last Name, First Name, Zip Code, Address1 
or 
Match Last Name, First Name, City, State, Birth Date 
or 
Match Last Name, First Name, City, State, Phone 
or 
Match Last Name, First Name, City, State, Address1 
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Fuzzy Match For A Prospect 
b) 
Match SSN 
or 
Match Last Name, First Name 
or 
Match Last Name, Birth Date 
or 
Match Last Name, First Three Letters of First Name, City, State 
or 
Match Last Name, First Three Letters of First Name, City, Zip Code 

Exact Match For A Student 
a) 
Match SSN, Last Name 
or 
Match Last Name, First Name, Zip Code, Birth Date 
or 
Match Last Name, First Name, Zip Code, Phone 
or 
Match Last Name, First Name, Zip Code, Address1 
or 
Match Last Name, First Name, City, State, Birth Date 
or 
Match Last Name, First Name, City, State, Phone 
or 
Match Last Name, First Name, City, State, Address1 

Fuzzy Match For A Student 
b) 
Match SSN 
or 
Match Last Name, First Name 
or 
Match Last Name, Birth Date 
or 
Match Last Name, First Three Letters of First Name, City, State 
or 
Match Last Name, First Three Letters of First Name, City, Zip Code 
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The following items display the criteria used in determining the type of match 
a record is. 

Full Exact Matches 

Exact Match Prospect, No Match Student  

Exact Match Student, No Match Prospect  

Exact Match Student, Exact Match Prospect - Same UID  

Partial Exact Matches 

Exact Match Prospect, Fuzzy Match Student  

Exact Match Student, Fuzzy Prospect  

Fuzzy Matches 

Fuzzy Match Prospect, Fuzzy Match Student  

Fuzzy Match Prospect, No Match Student  

Fuzzy Match Student, No Match Prospect  

Exact Match Student, Exact Match Prospect - Different UID  

Exact Match Multiple Students Or Exact Match Multiple Prospects  

Step-By-Step: Import Test Scores 

1. From the CAMS Enterprise Home page, click Tools >Import >Admissions 
>Test Scores Import. The Test Scores Import page opens. 

 

Figure : Test Scores Import window 

2. Click Browse to select the file to be imported. You must use a UNC path to 
designate the import file. The file must also be accessible by the SQL server. 
In this example an ACT test scores file will be imported. 
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3. Select the File Type. There are a standard set of importable test files. The 
years after each file type defines what file layout is being used.  

 

Figure : Test Scores Import File Types 

4. Click Create New Students/Prospects for Unmatched Records if new 
student or prospect records should be created for records that do not match 
an existing student or prospect record. If this is checked then select Insert 
To Prospects or Students. Select an Address Type if necessary.  

Note: Address type does not have to be selected. If a type is selected and unmatched 
records are going to Prospects then CAMS Enterprise will create the address type 
selected and a Home address type. If unmatched records are going to Students then 
CAMS Enterprise will create the address type selected and a Home, Billing and Local 
address type. If a type is not selected CAMS Enterprise will create a Home address in 
Prospects and a Home, Billing and Local address in Students. 

5. Click Next. The New Records or Create New Students/Prospects for 
Unmatched Records window displays depending on what was selected on 
the first window. 

 

Figure : Score Import New Records window 

6. If Create New Students/Prospects for Unmatched Records was selected 
then the first screen displays all individuals who did not match any criteria. 
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7. Select the records to import by checking the corresponding Import 
checkbox. Those records not checked will not be imported. If there are two 
records for the same individual only one prospect/student record will be 
created but both test scores will be imported. 

8. Click Next. The Exact Matched Records window displays. 

 

Figure : Scores Import Exact Match window 

The Exact Matched Records window displays those records that met the 
criteria for an Exact Match. This window will normally not be changed. 

Warning: If changes are necessary it is important to make the change in the 

correct data grid.  

The upper data grid displays those records that are in the file being imported. 
If you uncheck the Import checkbox in the upper grid then that record will not 
be imported.  

The lower grid displays information that is being imported related to the 
record highlighted in the upper grid. If you uncheck the Selected checkbox in 
the lower grid and the Create New Students/Prospects for Unmatched 
Records checkbox on the first window was checked then this record will be 
imported into CAMS Enterprise as a new prospect or student record. 
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9. Click Next. The Partial Exact Matched Records window opens. 

 

Figure : Partial Exact Matched Records window 

In this window a record will have a match in both the prospect and student 
modules. One will be an Exact match and one will be a Fuzzy match. A 
decision will need to be made on which record to associate the imported 
score(s) with. 

In Figure  the first student in the upper grid is highlighted. In the lower grid 
the two matches display. One is an exact match and one is a fuzzy match. 
Compare the fields to determine which record the import should be 
associated with. Currently in the figure the exact record is selected. You will 
see that the UID is different for both records. If you keep this setting then the 
import will associate with the 47,784 UID. If you select the second match it 
will associate with the 47,785 UID. 

10. Select the correct record in the lower grid. 

Warning: If changes are made it is important to make the change in the 

correct data grid.  

The upper data grid displays those records that are in the file being imported. 
If you uncheck the Import checkbox in the upper grid then that record will not 
be imported.  

The lower grid displays information related to the record highlighted in the 
upper grid that will help in determining which record to associate the score(s) 
with. If you uncheck both Selected checkboxes in the lower grid and the 
Create New Students/Prospects for Unmatched Records checkbox on 
the first window was checked then this record will be imported into CAMS 
Enterprise as a new prospect or student record. 
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11. Click Next. The Fuzzy Matched Records window displays. 

 

Figure : Scores Import Fuzzy Matched Records window 

This window displays those records that can possibly match records in 
CAMS Enterprise. 

The upper grid displays those records that can be imported. In the lower grid 
it displays the record that there was a fuzzy match with. 

In Figure  the highlighted record displays that it was a fuzzy match with a 
prospect record. 

 

Figure : Scores Import Fuzzy Matched Records window 

In Figure  the highlighted record displays that it was a fuzzy match with a 
student record. 

 

Figure : Scores Import Fuzzy Matched Records window 
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In Figure  the highlighted record displays that it was an exact match with 
both a prospect and student record but the UID was different. 

Warning: If changes are made it is important to make the change in the 

correct data grid.  

The upper data grid displays those records that are in the file being imported. 
If you uncheck the Import checkbox in the upper grid then that record will not 
be imported.  

The lower grid displays information related to the record highlighted in the 
upper grid that will help in determining which record to associate the score(s) 
with. If you uncheck both Selected checkboxes in the lower grid and the 
Create New Students/Prospects for Unmatched Records checkbox on 
the first window was checked then this record will be imported into CAMS 
Enterprise as a new prospect or student record. 

12. Select the correct record to associate the imported score(s) with. 

13. Click Next. The Stored Procedures window opens. 

 

Figure : Scores Import Stored Procedure window 

The Stored Procedures window allows the selection and running of custom 
stored procedures that the institution may have created. They can be run 
before and/or after the scores import. 

In the left window all stored procedures will be displayed. Highlight a stored 
procedure and use the double right arrows to select it to run the stored 
procedure before the import or after the import. It will display in the upper and 
lower windows on the right side. You may add more than one stored 
procedure in each window. Use the double up or down arrows to prioritize 
the stored proceduresô running order. 

If there are numerous stored procedures in the list they can be filtered by 
using the Stored Procedure Name Prefix field. End in the beginning letters 
of your stored procedure and click the ReQuery button to filter the list. 
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14. Click Next. The Review and Process window displays. 

 

Figure : Scores Import Review and Process window 

This window allows you to verify what imports will take place. The first 
column is Import To. You will see it display New for those records that will 
be created in CAMS Enterprise. If it lists a prospect or studentôs name then 
the third column, RecordType, will display what type of record the score(s) 
import will associate with. The SelectedUID field will ensure that it is going to 
the correct record. 

15. After the records are reviewed click Finish. 

A dialog box will appear when all the records have been imported. 

Imported Scores 

When scores are imported into a prospect or studentôs record they will be 
marked as Official ï Import in the ScoresSource column of the Scores 
window. 

 

Figure : Test Scores window 
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Student Status 

Maintaining Student Status 

From CAMS Enterprise Home page, click Admissions >Students >Student 

Status. The Student Status window opens and you will be able to:  

Manage Student Statuses: Enrollment, Academic, Registration and Set 
Academic Alerts. 

Track Student Degree Programs by term. 

Record Extracurricular Activities by term. 

Assign an Advisor 

The first tab in this window, Status and Programs, displays two data grids: 

Student Status Records and Student Programs for Term. In addition to the data 

fields, CAMS provides a User Defined button that includes several fields which 

can capture other data about students. Labels to these fields are configured 

according to your institution within the CAMS Manager module. See the online 

help for more details. 

The remaining tab, Extra Curricular Activities, is reserved for recording student 

involvement in particular events or extracurricular activities for a specified term. 

Student Status Records 

The Student Status Records are displayed in a list format, one record per term. 

The records can be created manually by right-clicking in the data grid, but most 

often are the result of creation through Student Registration.  

 

Figure : Student Status Records grid 

The first status record is created by default when the person is entered or 

transferred into the Student module, either as an applicant or student. 

Upon registering a student for courses, CAMS will automatically create a student 

status record based upon defaults set in CAMS Manager. This record can be 

modified directly in the status entry form in the Registration window at the time of 

registration, or by going to the Status and Programs window. 

The Student Status Entry form is opened by either right-clicking in the data grid 

(to add new record), or double-clicking a specific record in the list to modify an 

existing status. 



 CAMS Enterprise ï Admissions Module 

Page 63 of 105 

 

Figure : Student Status Entry form 

Detailed field descriptions and instructions can be found in CAMS Enterprise 
Online Help, but here are some important facts you should know about 
particular field values in Student Status: 

Campus, Cost Type, and Refund Type ð Are critical in calculating tuition 

and refunds at time of registration. Without the proper entries in these fields, 

a student could be charged incorrectly. If these fields are left blank at time of 

registration, default values of Main Campus, Default Cost Type, and Default 

Refund Type will automatically be populated in these fields. 

College Level ð Can be automatically calculated and updated based on 

earned hours if the Classification field is populated with the value of 

Classified. Unclassified values will result in the College Level NOT being 

automatically updated and instead, it will be populated with the existing value 

from the previous term.  

Note: If this field is left blank, it is equivalent to marking the record as Classified. 

Alert ð Set Academic Alerts by setting the Academic Status field to an 

option that has been configured to alert (Status Code reference table) when 

selected. This Alert field will display Yes the next time you access the form. 

The Alert screen displays the same information found in the Student Status 

form, thus allowing the flexibility to apply Alerts due to any of the statuses, 

Enrollment, Registration, or Academic. 

Note: Changing the Alert field manually will turn off the alert screen for future terms but 
not affect the Academic Status of the student.  

Charge Insurance ð If this field is marked óYesô, a charge will be generated 

and added to either the Unofficial Registration batch or the Official 

Registration batch upon saving registration. 

Student Registered ð When a student registers, for the specified term, 

either officially or unofficially, this value changes to Yes. If withdrawn from all 

classes it will change to No. 



 CAMS Enterprise ï Admissions Module 

Page 64 of 105 

Grade Catalog ð Grade Catalogs can be set for each term. This allows a 

student to be under a certain grading scale for a term but a different grading 

scale for another term. This will keep grading integrity for each term If there 

are no special grading scales then the óblankô grade catalog should be used.  

By default all Grade Catalog fields are empty or óblankô and use the blank 

grade catalog. So no special steps are necessary to ensure each student is 

graded correctly. 

If a Grade Catalog needs to be set for a student it will be set here in the 

Student Status window for the particular term.  

Note: There is a Grade Catalog field on the Admin 2 tab of the Studentôs Admission 
record. This field is only referenced if there is no Student Status record for a particular 
term that the student has classes for in their maintenance screen. 

This Grade Catalog will carry over to successive terms when copied 

manually or a student registers for the following term. 

Student Program for Term 

Use the Student Program entry screen to record a studentôs major and minor 
degree of study for the specified term. This feature allows you to keep 
historical records of program changes students may make from term to term. 
Students can have multiple programs per term, with a different status and 
advisor for each if necessary.  

Note: The term is populated based on the correlating Status Record that is highlighted. 

The studentôs advisor is set here. The Advisors reference table has an active 

checkbox. When checked, only those advisors will display in the advisorsô 

dropdown field. 

Extracurricular Activities 

As with the Student Program term, the term field in the Extracurricular Activities 

entry form is also populated based on the Student Status record that is selected 

prior to moving to this tab. Record term-specific activities you wish to track for 

your students in this location. You can later use this data in reporting, for 

instance to pull up a list of all who participated in a particular sport, or event. This 

can be used to keep track of students on sports teams for transcripts and grade 

cards. 

Warning: There must be a Student Program for Term for Student Status 

record in the upper grid if registration reports are to display correct results.
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Student Evaluations 

The Evaluations section of CAMS Enterprise provides you with the ability to 

manage entrance requirements and applicantôs compliance for your institution. 

To implement this feature, you will first need to set up the requirements your 

institution has established, after which you can apply the appropriate grouping to 

your applicants. This section will take you through that process with an 

explanation of each evaluation type as well as step-by-step instructions. 

Note: The Student Evaluations is not related to Degree Audit. 

Evaluation Setup 

Before recording entrance requirements for a student, you must first set up the 

requirements for a particular term. First you will set up the Subjects (English, 

Math, Biology, etc.) and their Groupings (Basic, Advanced, General, etc), the 

subject Sequences (different sequences of required subjects for different 

programs at your institution for example), and the College Semester types 

(used to distinguish and calculate between Quarterly and Semester). 

Step-by-Step: Set up Subject and Grouping Tables 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Evaluations >Setup. The Evaluations Setup window opens. 

2. First set up the Subjects, then any necessary associated Groupings. All 
existing entries will be displayed in the data grid. 

3. To add a new Subject, right-click in the Subject reference table data grid to 
access the entry form.  

4. Type the name of the subject or topic in the Subject field (i.e. Science, 
Humanities, English, etc.) 

5. Click Add to save entry or Cancel to exit without saving. 

6. To associate Groupings with Subjects, right-click in the Subject grouping 
table data grid to open the detail form. 

7. Select the Subject from the drop-down. Type the Grouping name and 
Description.  

8. Click Add to save entry or Cancel to exit without saving. 

Step-by-Step: Set up Sequences 

Sequences will allow you to quickly load a group of prerequisite requirements to 
a studentôs evaluation. For example, your institution may have one set of 
required prerequisites to enter your Bachelor programs and a different set of 
requirements to enter your Master programs. Use Terms, Categories, or both to 
create different groups of sequences. 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Evaluations >Setup. The Evaluations Setup window opens. 

2. Click the Sequence/College tab.  

3. Right-click in the Sequence data grid to open the Summary sequence detail. 
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4. Enter the Term if desired; select the Subject, Grouping, and Category. The 
Grouping drop-down will only be populated for a Subject if it was previously 
set up in the Subject/Grouping tab. 

5. Enter the Units Required for this subject. 

6. Click Add to save entry or Cancel to exit without saving. 

Step-by-Step: Set up College Semester Types 

College Semester Types will be applied to the Student Colleges entered in 
Student Admissions Information. Credit factor conversion can be set up as your 
institution requires. For example a college using Semesters may accept 
prerequisite courses from institutions using a Quarterly system at a ratio of 2/3 
credit applied for each credit completed at that college and credits completed at 
other Semester colleges would be accepted at a ratio of one to one. 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Evaluations >Setup. The Evaluations Setup window opens. 

2. Click the Sequence/College tab. 

3. Right-click in the College Semester types data grid to open the detail form. 

4. Enter the Semester Type such as Quarter or Semester. 

5. Enter the Credit factor conversion for this College Semester type as credits 
should be calculated when considered for your institution. Example: if your 
institution is on a Semester system and you accept prerequisite courses from 
a college on a Quarterly system at a ratio of 2/3 to one, you would enter 
0.66666 (decimal can be carried out to five places). 

Note: If the Credit factor conversion field has been changed a message displays 
upon updating asking if you would like to mass update all students based on the 
new credit factor. Clicking Yes will update all current Evaluation records with the 
new conversion factor. Clicking No will not update existing records. All new 
records created will use the new conversion factor. 

Applicant Evaluation 

Now that the evaluations, or entrance requirements, have been defined, you 
can apply them to your applicants. Begin first by accessing the Evaluate 
Student window. 

Step-by-Step: Apply Evaluation to Applicant 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Evaluations >Applicant. 

2. To create Summary requirements, click the Summary tab and continue with 
the following steps: 

Load a sequence, or group of requirements: 

a. Load a summary group by clicking Load Prerequisite Seq 

(Sequence). 

b. Select appropriate Term and Category to display the specific list of 

requirements you wish to add. If you do not select a specific Term, 

Category, or both ALL Subjects will be loaded in the record. 
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c. Click the Load Seq button to apply to this student. Load additional 

sequences in the same manner. 

Enter a single requirement: 

a. To add a single entry, right-click in the data grid. 

b. In the Summary Evaluation entry form, select the appropriate 

Subject, Subject sub grouping and enter the Units Required for 

this subject. 

c. Click Add to save or Cancel to exit without saving. 

3. To add course evaluation details, click the Course Detail tab and continue 
with the following steps: 

Student Colleges: 

a. The Student Colleges data grid will be populated from the Student 
Admissions Information record. Colleges may also be added here by 
right-clicking the data grid to open the Student Colleges detail form 
to record college information for the student. Double-click existing 
entries to edit. 

b. When adding a new college, enter the college using the search icon. 

c. Select the College Type from the drop-down (College Type glossary 
table). 

d. Enter information as desired. Credits Transferred and Credits Earned 
should be zero for applicants which you are evaluating.  

Note: Credit factor conversion must be entered in Evaluations Setup in 
order for CAMS to correctly calculate the differences between different 
semester types such as Quarters and Semesters. 

Load Evaluation Courses: 

a. Add a single course to the studentôs record by right-clicking in the 
Evaluation Course Detail data grid. The Course Detail entry form 
will open. 

b. Select the Subject and Subject sub grouping, Department, 
Course ID, Course Type, and Description from the studentôs 
transcript. 

c. Select the Grade from the drop-down.  

d. Enter the Units Attempted and tab to the Units Earned field which 
will populate automatically according to the Credit conversion factor 
entered in setup. GPA Hours, Quality Points, and GPA are 
calculated using the default (blank) grade catalog and the grade 
entered for the course. 

e. Enter the Completion Date, if desired. 

f. If this is not a required prerequisite course, ensure the Is a 
prerequisite checkbox is not checked. 

g. If you are adding a course that has not been added as an Evaluation 
Summary course you will be prompted with a choice to create a 
summary record. If Yes is selected to create a summary record, a 
pop up will display allowing you to enter the Units Required for this 
subject. 
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h. Click Add to save entry or Cancel to exit without saving. 

Note: If a grade. such as ñPò or ñSò (which may have no Grade Points value entered in the 

grade catalog), is to count as Units Earned for the applicant but NOT affect the Progress 

Reportôs overall GPA, ensure  that Affect Cumulative GPA Hours field is NOT checked 

in the blank grade catalog in CAMS Manager >Lookup Table Options >Custom Grade 

Entry for that grade. 

 

Reports 

The Student Evaluation Report will display the Colleges attended, prerequisite 

and elective degree credits, test scores as entered in the Student Admissions 

Information window, a summary of subjects and subject sub groupings, and 

individual course information. 

Step-by-Step: Print Student Evaluation Report 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Evaluations >Applicant. 

2. Click the Report tab. 

3. Select the test(s) from the Include Tests scroll box if desired. 

4. Click Print.
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Student SEVIS 

Student and Exchange Visitor Information System (SEVIS) is a program 
used in maintaining information on international students and exchange 
visitors in the United States. The Student SEVIS and Dependent Information 
window provides you with a location to consolidate information collected on 
non-immigrant students (F and M visa), exchange visitors (J visa). Minimal 
SEVIS information can be recorded in Admissions >Student >Change 
Student >Demogr tab. SEVIS information entered through the Demogr tab 
displays on those same fields accessible through the Student 
SEVIS/Dependents window, and vice versa. The Student SEVIS/Dependent 
window has more fields available to capture more detailed SEVIS 
information. In the list below, fields shared between the Demogr tab and the 
Student SEVIS/Dependents window are denoted with an asterisks (*). 

Step-By-Step: Enter Student SEVIS Data  

1. From the CAMS Enterprise Home page, click Admissions >Students 
>Student SEVIS. The Student SEVIS/Dependent window displays. 

 

Figure : Student SEVIS Detail 

2. The following fields are available for data entry: 

 Country of Citizenship (Country Codes glossary table)* 

 US Citizen* 

 Birth Country ï (Country Codes glossary table)* 

 Date of Birth  

 Visa Type ï (Visa Type glossary table)* 

 Visa Issue DT 

 Visa Exp. DT* 

 I-20 Exp. DT ï Certificate of Eligibility expiration date 

 English Proficiency Req* 

 Reason Not Required* 

 Alien ID* 

http://xm-storm.threerivers-cams.com/cent/help/Students/hlpceStuDemographics.htm
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 Alien ID Issue Dt. 

 Alien ID Exp. Dt 

 SEVIS ID 

 I-94/Adm # ï Arrival\departure form number 

 Passport #  

 Passport Issue Dt 

 Passport Exp. DT 

 Date of U.S. Entry 

 Passport Issuer (SEVISPassportIssuer glossary table) 

 Source of Funds (SEVISFundSource glossary table) 

3. Click the Save icon to save this information or Cancel to exit without saving. 

Step-By-Step: Add SEVIS Dependent Information  

1. From the CAMS Enterprise Home page, click Admissions >Students 
>Student SEVIS >Dependents tab. The Student SEVIS/Dependent tab 
displays. 

 

Figure : SEVIS Dependent Information 

2. Supply dependent information including the following:  

3. First Name and Last 

4. Date of Birth 

5. Birth Country (Country Codes glossary table) 

6. Visa (VISA Type glossary table) 

7. Indicate the dependent's relationship to the student. 

8. Click Add to save this information or click Cancel to exit without saving. 
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Maintain Student Evaluations 

Once evaluations have been setup and added to student records, the next 
step is to monitor an applicantôs compliance with the requirements. This is 
done easily by accessing the same forms as we did when applying 
evaluations to applicants.  

Step-by-Step: Update Applicant Evaluation 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Evaluations >Applicant. Select the student and the Summary Evaluation 
form will open. 

 

Figure : Summary Evaluation data grid 

2. Update the Units completed by clicking in the Units Earned column for the 
particular subject being updated and entering appropriate value. Note that 
the Units Remaining is automatically calculated by deducting your entry to 
the Units Earned from Units Required. 

3. To update Course evaluations, Open the Course Evaluation form by 
clicking Admissions >Students >Evaluations >Applicant, Student 
Courses tab. 

4. Right-click in the data grid to access the Course Evaluation entry form. 

 

Figure : Course Evaluation Entry form 

5. Enter values into fields for those items your institution tracks; Units 
Attempted, Units Earned, Completion Date, Letter Grade, and College Name. 

6. Click Add to save entry or Cancel to exist without saving changes. 

Note: Use the Student Reports tab in the Evaluate Student window to view and print the 
status of an applicant or studentôs progression in completing their requirements. 
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Student Access 

The Student Access Entry form defines the access campus for the active 
student. This definition can be used to group classes of students together for 
customized access privileges.  

If your institution so chooses, you can define a group of students under some 
specified Campus name (Campuses reference table). You can then define a 
User Account with access to only that ñCampus,ò in which case the User will 
only see the student records associated with that Access Campus.  

Users categorized as a Super User in the User List are granted access to all 
student records regardless of the value defined in Access Campus. 

You can set the studentôs portal access here. 

Step-by-Step: Set Student Access 

1. From CAMS Enterprise Home page, click Admissions >Students 
>Student Access. The Student Access window opens. 

2. Select the studentôs Access Campus from the list. 

3. Enter the studentôs Network Username and Network Password. These fields 
are informational only. They do not affect the studentôs actual log in 
username or password. 

4. Enter the studentôs Portal Handle and Portal Password. These fields are 
automatically filled in upon creation of the student record. The default is to 
use their last name and system UID for their Portal Handle and their last 
name for the password. It is recommended that you change the password 
using a more secure password convention. 

5. Check the Enable Portal Access checkbox. If this is left unchecked the 
student will not be able to log in even if they know their user name and 
password. This is a nice feature to disable a portal account. 

6. Enter the studentôs Phone Office Code. 

7. Click Add to save entry or Cancel to exit without saving. 

Note: Click the email icon to send the studentôs portal information to the student. You 
should only do this after all other information has been entered. CAMS sends the portal 
information and then displays a message stating that the email has been sent. CAMS 
uses the Home address E-Mail 1 field as the primary email address. This email template 
can be modified on the SendStuPortalInformation.asp page located in the CAMS 
Enterprise root folder. 

 

Figure : Student Access window
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Student BYOR  

Generating Student Reports 

If you have reviewed the General documentation which covers BYOR, you 
already have a good understanding of how this feature in CAMS operates. 
To begin, BYOR is a location in CAMS where you Build Your Own Reports. 
In the Student BYOR, specific criteria is selected that will narrow the group of 
students for which you are reporting.  

Step-By-Step: Generate BYOR Reports 

1. From CAMS Enterprise Home page, click Admissions >Students >Report 
>BYOR. The Student BYOR Criteria Selection window opens. 

2. Select desired criteria. There are six pages of criteria from which to narrow 
your group of prospects. The more items selected, generally the narrower the 
grouping. 

 

Figure : BYOR Criteria Selection 

3. Click the Reports tab and select the desired report format.  

4. Click the User Defined Criteria button to open selection detail for any User 
Defined items that have been set up for your institutions use in the Student 
Admissions Information window. Click Return to return to the Reports tab. 

5. Click Print. The displayed result varies depending upon the report format 
chosen. 

a. Standard Crystal Reports. These standard CAMS reports are 

displayed in Crystal Reports viewer and can be sent to the 

printer as desired. 

b. Email. Users define a single email message that will be sent to 

all individuals selected using the BYOR criteria. 
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c. Export. This report option produces a tab delimited ASCII file in 

the userôs defined Merge/Export directory (as set in CAMS 

Manager User List) for all individuals selected through the BYOR 

criteria forms. 

d. Merge Reports. The BYOR Merge Report option provides the 

user a custom list of Crystal Reports defined specifically for mail 

merging.  

i. These reports are custom reports created by your 

institution and stored in the Student BYOR Merge Report 

Directory default location: [//<IIS Server Name>/<Path 

to CAMS Enterprise Virtual Directory>/ <Application 

Variable ómmStudentsô (as defined in global.asa)>]. 

When Merge Report is selected as your report option, all 

files in this location with the extension of .rpt will appear 

in the list for selection. 

ii. Export output fields are derived from the SQL Server 

View, CAMS_StudentBYORMerge_View 

 Crystal Report Active Data Definition is called 

CAMS_StudentBYORMerge.ttx. 

 ÅLocated with the UNC path of the virtual root of 

CAMS Enterprise reports subdirectory. 

6. Use the Reset button to clear all values and select new criteria. 

7. Click Print to view the report. Below is an example of a report.  

 

Figure : Three Across Labels report



 CAMS Enterprise ï Admissions Module 

Page 75 of 105 

Communications Management 

Communications Management allows you to apply an event or sequence of 
events to prospects or students. Here, you can record phone calls, letters, 
meetings, interviews, etc. Record activities as they occur as well as activities 
that are planned for a future date. Use this data to generate activity reports 
and on-screen to-do lists. To simplify the instructions on the following pages, 
prospects and students will be referred to as individuals, and instructions will 
apply to both prospects and students unless otherwise stated. Prospect 
Activity records are accessed through Admissions >Prospect >Add or 
Change Prospect >Activity tab. Prospect Correspondence and Working-To-
Do reports are accessed through Admissions >Prospect >Reports 
>Correspondence or Working-To-Do.  Student Activity records are accessed 
through Admissions >Students >Add or Change Student >Activity tab. 
Student Correspondence and Working-To-Do reports are accessed through 
Admissions>Students >Report >Correspondence or Working-To-Do.  

Activities can be added to an individualôs record singly or as a group 
(sequence).  

Activities can be found on a ñTo-Doò list, used in email, or exported for use 
in your choice of media such as a word processing or spreadsheet package 
(MS Word, Excel, and more). Letters, phone calls, and interviews are 
examples of possible activities.  

Groups are sets of activities to be applied to individuals for a specific 
purpose. For example, an Admissions office may have a group called 
Incoming Freshmen that contains activities such as letters pertaining to a 
studentôs entrance to the institution.  

Staff members within Admissions offices can create new sequence groups, 
apply activities, insert them in specific records, and generate the activity. The 
list of activities is defined in the Activity Lookup reference table. The CAMS 
Manager will add the list of activities to this table which will be used to define 
all communications management groups.  

Step-by-Step: Add a Single Activity 

1. In the Activity tab, right-click within the list box to display the activity entry 
form. Select an activity from the drop-down list (Activity Lookup reference 
table). 

 

Figure : Add an Activity window 



 CAMS Enterprise ï Admissions Module 

Page 76 of 105 

2. Enter description of the activity, or in the case of recording details of a 
meeting of phone conversation, enter those notes. If the activity is being 
added as it is occurring (i.e. phone call), enter the completion date. 
Otherwise leave the field blank at this time. 

3. Select the Activity Type: To-Do, Export, Email, or History. 

If Export is selected for activity type, then select the Document Name from 
the drop-down list (field only appears after clicking Export). 

If Email is selected, then select the email template from the drop-down list 
(field only appears after clicking Email). See Correspondence Email Setup 
for more detail on this topic. 

If History is selected, the activity is already complete and is being recorded 
for historical purposes only. History is available for student activities only. 
This option is not available for prospects at this time. 

4. Click Add to save the entry or Cancel to exit the form without saving. 

Letter Sequences 

As part of the Communications Management functions within CAMS, groups 
of activities can be created so that multiple activities can be added to a 
student record simultaneously. The process of setting up letter sequences, or 
groups of activities, begins by creating groups (as many as needed) and then 
assigning all activities applicable to that group. Once groups of activities 
have been established, they can be added to Prospect or Student records.  

Step-by-Step: Create a New Group and Letter Sequence 

1. From the CAMS Enterprise Home page, click Admissions >Lookups 
>Letter Sequences. The Admission Letter Sequences window opens. Click 
the Groups tab. 

2. Right-click in the Letter Sequence Groups data grid to add a new group, or 
double-click a group name to edit an existing group. 

Note: Do not modify the blank (zero) record. This is required by the system and must 
remain blank. 

 

Figure : Activity Group window 

3. Enter the Group Name. This is the value that will appear in the group 
selection drop down list when adding a group of activities to a record. 

4. Enter Group Description that further identifies this group. 

5. Select the Doc Organization Unit (DocOrgUnit Glossary table). If you are 
creating a group of activities for students, select the Student Doc 
Organizational Unit. If you are creating a group of activities for prospects, 
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select the Prospect Doc Organizational Unit. Note that the DocOrgUnit 
Glossary table values are supplied by Three Rivers Systems and should not 
be changed or removed.  

6. Click Add to save the new entry (Update to save changes), or Cancel to exit 
without saving. 

Step-by-Step: Create Letter Sequences  

1. From the CAMS Enterprise Home page, click Admissions >Lookups 
>Letter Sequences. The Admission Letter Sequences window opens. (If 
desired, select Prospect or Student from the Filter drop-down list to display 
the particular type of groups in the data grid.) 

2. Highlight a group to which you want to add a sequence of activities, and then 
click the Sequence detail tab. 

Note: Do not modify the blank (zero) record. This is required by the system and must 
remain blank. 

3. If making changes such as adding an activity to an existing sequence, you 
may select Yes to apply changes to prospect or student records which have 
already been assigned this sequence, or leave the default set to No and 
CAMS will apply the changes only to new records assigned this sequence. 

4. Right-click in the sequence data grid to access a blank detail entry form. 

 

Figure : Add Activity window 

5. Select appropriate activity from the Activity drop-down list (Activity Lookups 
reference table). 

6. Days Between: Enter number of days from the start date that activity is due. 

7. Select Activity Type: To-do, Export, or Email. 

If Export is your selected option, you will need to enter the Document Name 
(Document Ref reference table) for which the exported data is to be used. 

If Email is selected, a drop-down list will appear asking for the appropriate 
Email Template.  

8. Click Add to save entry or Cancel to exit without saving. 

9. Repeat these steps for each activity that is to be added to the sequence. 

Step-by-Step: Verify Letter Sequence Group Activities 

1. Highlight the group to verify and then click Verify. CAMS confirms that the 
selected export document names and email templates associated with 
activities in the group are under the correct Doc Organization Unit (students 
or prospects). CAMS then displays a message noting whether the group is 
set up correctly or not.  
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2. If not, a prompt displays indicating missing requirements. You will want to 
review the export document names and email templates for the selected 
activities in the group to locate ones that have been incorrectly assigned, and 
remove or replace them. 

Applying Activity Sequences 

Track events and activities that have taken place or need to be scheduled for 
future action (phone calls, letters, interviews, etc.). These activities can be 
added individually or as a predetermined group as described in the section 
on Creating Activity Sequences. Once these groups of activities have been 
created, the next step in this process is to link those activities to prospects or 
students.  

Step-By-Step: Load an Activity Sequence 

1. For prospects, click Admissions > Prospects > Change Prospect > 
Activities tab. (For students, click Admissions > Students > Change 
Student > Activity tab.)  

2. To add a group of activities (as opposed to a single activity), click the Load 
Seq button (labeled Sequences for students).  

3. Select a group of predefined activities from the drop-down list in the Select a 
Group field. The individual activities in the selected group display in the 
activity list in the lower portion of the form. 

Note: For students, an additional drop-down list also requires them to Load Term. 

 

Figure : Prospect Activity Sequence window 

4. Select the Starting Date. Keep in mind that the activity due dates will be 
calculated by adding the number of days in the ñDays Betweenò field to the 
Starting Date. Thus in this example, the first Email will be due ñ0ò days from 
the start date, which in this example is 12/3/2004. First To-Do activity is due 
3 days from the Start Date, which is 12/6/2004.  

5. Click Load to add this sequence to the individualôs record or Cancel to exit 
without saving. Once a sequence is saved, all activities display in the 
Activities form.  

Note: You are not limited to only one group, or sequence, of activities. Multiple activity 
sequences can be added to a prospectôs or studentôs records as they are required. 
Likewise, you are not committed to keeping unwanted activities on the record. In some 
instances there may be a specific activity within a group that does not apply to a particular 
prospect or student, this activity can simply be removed from the individualôs record or you 
can assign a completion date and provide a status value of ñnot requiredò, or any other 
appropriate explanation in the Notes area. Keep in mind that a main purpose of using 
activity sequences is to ease your data entry efforts by adding multiple activities 
simultaneously. 
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Mass Add Prospect Activity 

Use the Mass Add Prospect Activity function to add a single activity or a 
sequence of activities to a group of prospects determined by selection 
criteria. Prior to adding activities, they must first be set up in CAMS Manager 
>Lookup Table Options >Table Maintenance >Activity LookUp 
Reference table. Activity sequences can then be set up through Admissions 
>Lookups >Letter Sequences.  

Step-By-Step: Mass Add Activities 

1. From the CAMS Enterprise Home page, click Tools >Processes 
>Admissions Module >Add Prospect Activity. The Add Prospect 
Activity window opens with the Criteria 1 page displayed. 

2. Select criteria to designate a group of prospects to whom the activity will be 
added, and then click the Criteria 2 tab. 

3. Additional criteria may be selected to define the group of prospects. When 
you have selected all the desired criteria from Criteria 1 page and Criteria 2 
page, click Initiate. This process gathers a list of all prospects who meet the 
selected criteria. The list displays on the Prospects tab. 

Single Activity 

1. Click the Activity tab, and then click Add Single Activity.  

2. Enter or select from the calendar the Activity Due Date. 

3. Select the activity from the Activity drop-down list (Activity reference table). 

4. Use the Notes text box to place additional information about the activity 
(optional). 

5. The Completion Date will typically be left blank, unless you are adding the 
activity as a historical record. 

6. Select the Activity Type: To-Do, Export, Email, or History. 

7. If Export is selected for activity type, then enter the Document Name (field 
only appears after clicking Export). 

8. If Email is selected, then select the email template from the drop-down list 
(field only appears after clicking Email).  

9. Click Process to add the activity to the selected prospects' records. You may 
view and update the activity in Admissions >Prospect >Change Prospect.  

Sequence of Activities 

1. Complete steps 1 - 3 under Mass Add Activities, and then click the Activity 
tab. 

2. Click Add Activity Sequence.  

3. Select the appropriate Sequence from the drop-down list. 

4. Enter the appropriate Term. 

5. Enter or Select the Activity Start Date. 

6. Use the Notes text box to place additional information about the activity 
(optional). Information recorded here will be attached to each activity in the 
sequence. 
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7. The Completion Date will typically be left blank when adding a new activity 
sequence, but if you do enter a completion date, it will apply to each activity 
in the sequence. 

8. Click Process to add the sequence of activities to the selected prospects' 
records. You may view and update activities in Admissions >Prospect 
>Change Prospect.  

Mass Add Student Activity 

The Mass Add Student Activity function allows you to add a single activity or 
a sequence of activities to a group of students determined by selection 
criteria. This feature is only available for students at this time.  

Step-by-Step: Mass Add Activities 

1. From the CAMS Enterprise home page, click Tools >Processes 
>Admissions Module >Add Student Activity. The Add Student Activity 
window opens with the Criteria Page 1 displayed. 

2. Select criteria to designate a group of students to whom the activity will be 
added, and then click the Criteria Page 2 tab. 

3. Additional criteria may be selected to define the group of students. When you 
have selected all the desired criteria from Criteria Page 1 and Criteria Page 
2, click Initiate. This process creates a list of all students who meet the 
selected criteria. The list displays on the Students tab.    

Mass Add Single Activity 

1. Complete steps 1 - 3 from Step-by-Step: Mass Add Student Activity, and 
then click the Activity tab. Next, click Add Single Activity.  

 

Figure : Add Single Activity window 
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2. Enter or select from the calendar the Activity Due Date. 

3. Enter the appropriate Term. 

4. Select the activity from the Activity drop-down list (Activity reference table). 

5. Use the Notes text box to place additional information about the activity 
(optional). 

6. The Completion Date will typically be left blank, unless you are adding the 
activity as a historical record. 

7. Select the Activity Type: To-Do, Export, Email, or History. 

If Export is selected for activity type, then select the Document Name from 
the drop-down list (field only appears after clicking Export). 

If Email is selected, then select the email template from the drop-down list 
(field only appears after clicking Email). See Correspondence Email Setup 
for more detail on this topic. 

If History is selected, the activity is already complete and is being recorded 
for historical purposes only. 

8. Click Process to add the activity to the selected students' records. The 
following confirmation message displays, ñActivity successfully added to 
selected students.ò You may view and update the activity in the Student 
Admissions Information window, Activity tab. 

Sequence of Activities 

1. Complete steps 1 - 3 from Step-by-Step: Mass Add Student Activity, and 
then click the Activity tab. Next, click Add Activity Sequence. 

 

Figure : Add Sequences window 

2. Select the appropriate Sequence from the drop-down list. 

3. Enter the appropriate Term. 

4. Enter or select from the calendar the Activity Start Date. 
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5. Use the Notes text box to place additional information about the activity 
(optional). Information recorded here will be attached to each activity in the 
sequence. 

6. The Completion Date will typically be left blank when adding a new activity 
sequence, but if you do enter a completion date, it will apply to each activity 
in the sequence. 

7. Click Process to add the sequence of activities to the selected students' 
records. The following confirmation message displays, ñActivity successfully 
added to selected students.ò You may view and update the activity in the 
Student Admissions Information window, Activity tab. 

Updating Activities 

As phone calls are made or activities performed, you will wish to enter a 
completion date and comments as applicable. The entry of these dates plays 
a key role in producing accurate to-do lists and various reports. This applies 
to both prospects and students. 

Step-By-Step: Update an Activity 

1. Access the Activity tab of the individualôs record. 

2. Double-click the activity you wish to change. The Activity detail form displays. 

 

Figure : Update Activity window 

3. Edit appropriate informationðNotes as desired and Completion Date. 

4. Click Update to save changes or Cancel to exit without saving. 
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Activity Reports 

While CAMS provides standard reporting options with ready to print reports 
already built in, it also contains an interactive feature in its on-screen 
Working To-Do list. This particular function provides you with the opportunity 
to view your to-do list for a particular individual and ócheckô it off your list as 
you complete the given task. This section will cover both correspondence 
reporting as well as the Working To-Do list. 

Generating Prospect Working To-Do Lists 

The CAMS Working To-do list provides you with the ability to view a list of 
activities that are due within a particular range. View the items on your To-Do 
list and as there are completed, they can be marked as complete and 
removed from the list. Items that appear in the list are those marked as ñTo-
Doò and in essence are those that are not export or email (example: phone 
calls, interviews, etc.). 

Step-By-Step: Generate On-Screen Working To-Do List 

1. Access the Working To-Do window (Admissions >Prospects >Reports 
>Working To-Do). 

2. Enter all appropriate criteria to be used in the selection of individuals and 
activities to be included in the report. 

3. Click Load. The Working Set tab opens with all individuals, along with their 
corresponding activities due within the designated date range will appear in 
the Working To-Do Information data grid. This list is also referred to as your 
Working Set. 

 

Figure : Working To-Do window 
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4. Right-click a record to view the individualôs information. 

 

Figure : Prospect Info window 

5. Double left-click a record to view activity detail. 

 

Figure : Working To-Do Detail window 

6. Make appropriate changes/updates to the record. Use the Notes field to 
record specific information you wish to retain in regards to a phone call, 
meeting, or any form of contact with an individual. 

7. Enter the Completion Date and click Update to save the changes. This 
particular item will then change to blue in your working set. If you refresh 
your working set the item is removed from the working set in the same 
manner as you would ócheck-offô an item on a To-do list. 

8. Continue working with the remaining records on the list as desired. 

Consult the Correspondence/Mail Merge document or online help for 
information about additional reports and generating letters. 

Generating Student Working To-Do Lists 

The CAMS Working To-do list provides you with the opportunity to view a list 
of activities that are due within a particular range. Once an item has been 
designated as complete by entering a completion date, it is removed from the 
list view. 

 

If you wish to retain an 

item on the To-do list for 

future processing (i.e. the 

phone call was made, but 

the individual was not 

home), you can simply 

change the due date so it 

will appear at a later date 

as an item in your working 

set. In this case, you want 

to make sure that no 

completion date was 

entered for the activity. 
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Step-By-Step: Generate On-Screen Working To-Do List 

1. Access the Working To-Do window.  

2. Enter all appropriate criteria to be used in the selection of individuals and 
activities to be included in the report. 

3. Click Load. All individuals, along with their corresponding activities due 
within the designated date range will appear in the Working To-Do data grid. 
This list is also referred to as your Working Set. 

 

Figure : Working To-Do window 

4. Right-click a record to add a new activity. 

 

Figure : Prospect Info window 

5. Double left-click a record to view activity detail. 

 

Figure : Working To-Do Detail window 

If you wish to retain an 

item on the To-do list for 

future processing (i.e. the 

phone call was made, but 

the individual was not 

home), you can simply 

change the due date so it 

will appear at a later date 

as an item in your working 

set. In this case, you want 

to make sure that no 

completion date was 

entered for the activity. 
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6. Make appropriate changes/updates to the record. Use the Notes field to 
record specific information you wish to retain in regards to a phone call, 
meeting, or any form of contact with an individual. 

7. Enter the Completion Date and click Update to save the changes. This 
particular item will then change to blue in your working set. If you refresh 
your working set the item is removed from the working set in the same 
manner as you would ócheck-offô an item on a To-do list. 

8. Continue working with the remaining records on the list as desired. 

Generating Correspondence Reports 

The Student Correspondence reports are used in conjunction with Student 
Activities and typically complete the contact management process for an 
activity. When assigning activities to students, they are defined as one of 
three types: 

To-Do ï Simply, any physical activity that will be reviewed online or in a to-
do list.  

Export ï This option will produce a tab delimited ASCII file in the user's 
defined merge/export directory. Works with Export activity type. 

Email ï Correspondence Emails are made possible by the creation of Email 
Templates. Once in place, they are linked to the activity through the creation 
of Letter Sequences or when adding an activity directly to the prospect 
record. Works with Email activity type. 

Step-By-Step: Print a To-Do List 

1. Access the Correspondence Report window. From the CAMS Enterprise 
Home page, click either: Admissions > Prospects > Reports > 
Correspondence or Admissions > Students > Reports > 
Correspondence. 

2. Select appropriate criteria to be used in the selection of individuals to be 
included in the report. The selection date should account for weekends and 
holidays as to not exclude any activities.  

3. Click the Reports tab. 

4. Select the desired report format: To-Do by Activity or by Counselor/Student. 
Note that To-Do Lists will be displayed on the screen using Crystal Reports 
viewer, from which you will be able to send the report to a printer. These 
reports will not display Export and Email activities unless you select ñShow 
All Activitiesò. 

5. Click Print. 

Step-By-Step: Export Correspondence 

1. Access the Correspondence Report window. From the CAMS Enterprise 
Home page, click either: Admissions > Prospects > Reports > 
Correspondence or Admissions > Students > Reports > 
Correspondence. 

2. Select appropriate criteria to be used in the selection of individuals to be 
included in the report. The selection date should account for weekends and 
holidays as to not exclude any activities.  
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3. Click the Reports tab. 

4. Select Export/Merge Correspondence. 

5. Click Print. 

6. The merge export will display in a list form. It will give notice in the status bar 
to verify that the data has been outputted and then click Update to mark 
these items as completed.  

7. Click Update. You will be prompted with the following options: 

Click Yes to mark these activities as Completed. 

Click No to remain on the list form with no action being taken 
(Recommended if you have not yet verified data output. This option allows 
you to keep the form open while you check the data files. 

Click Cancel to return to the criteria page without marking the activities as 
completed. 

Step-By-Step: Email Correspondence 

1. Access the Correspondence Report window. From the CAMS Enterprise 
Home page, click either: Admissions > Prospects > Reports > 
Correspondence or Admissions > Students > Reports > 
Correspondence. 

2. Select appropriate criteria to be used in the selection of individuals to be 
included in the report. The selection date should account for weekends and 
holidays as to not exclude any activities.  

3. Click the Reports tab. 

4. Select Email Correspondence. 

5. Click Print. After clicking Print, a confirmation list will display all email 
messages that have been sent. All of these items will be marked as 
completed in the Activities form. 

6. Either close the window in the usual method to leave the Correspondence 
Report window, or return to the Criteria page or Reports page by clicking the 
appropriate tab. 

Note: that the Counselor (Recruiters reference table) field allows you to run to-do lists by 
counselor (counselor field must be complete in the individualôs Maintenance window), thus 
counselors can run only their lists if given access. 
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Organization Maintenance 

The Organization maintenance window is the central location where 
information about organizations is stored and maintained. An organization is 
defined as any non-person entity associated with your institution. This area 
holds name, address, contact, and chosen activities. 

Step-by-Step: Add an Organization 

1. From the CAMS Enterprise Home page, click Admissions >Organizations 
>Add. The Organization window opens with the Organization tab displayed.  

 

Figure : Organization window 

2. Supply the organization name, address, and communications information. 

3. Select a Category and Type for the organization from the drop down lists. 

4. Complete the Last Contact Person and Last Contact Date fields. 
Organization information will be saved when you exit the page. 

Step-by-Step: Add a Contact to an Organization 

1. After adding an organization, click the Contacts tab to add contact 
information for the organization (or click Admissions >Organizations 
>Change to open the Find Organization window, then enter the appropriate 
criteria to locate the organization for which you wish to add contact 
information). 

2. Right-click on the data grid to access the Contact entry form.  

 

Figure : Contacts window 

3. Supply contactôs name, title and communications information.  
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4. Click Add to save this information, or Cancel to exit without saving. This 
process may be repeated for an unlimited number of contacts. 

Step-by-Step: Add a Comment to an Organization 

1. From the CAMS Enterprise Home page, click Admissions >Organization 
>Add. The Organization window opens with the Organization tab displayed. 
Click the Comment tab. 

2. Type comments in the text box. This field does not restrict the amount of text 
entered. Comments will be saved when you exit the page. 

Step-by-Step: Add an Activity to an Organization 

1. From the CAMS Enterprise Home page, click Admissions >Organization 
>Add. The Organization window opens with the Organization tab displayed. 
Click the Activity tab.  

2. Right-click on the data grid to access the Activity entry form.  

 

Figure : Organization Activity window 

3. Supply activity Due Date, Activity, Document (if applicable), and any notes. 
When the activity is completed, supply the Completion Date title and 
communications information. 

4. Click Add to save this information, or Cancel to exit without saving. This 
process may be repeated for an unlimited number of activities. 

 



 CAMS Enterprise ï Admissions Module 

Page 90 of 105 

Organization BYOR 

Generating Organization Reports 

If you have reviewed the General documentation which covers BYOR, you 
already have a good understanding of how this feature in CAMS operates. 
To begin, BYOR is a location in CAMS where you Build Your Own Reports. 
In the Organization BYOR, specific criteria is selected that will narrow the 
group of organizations for which you are reporting.  

Step-By-Step: Generate BYOR Reports 

1. Open the Organization BYOR Criteria Selection window by clicking 
Admissions >Organizations >Reports >BYOR. 

2. Select desired criteria. There are two pages of criteria from which to narrow 
your group of organizations. The first page focuses on basic organization 
information, while the second pages focuses on selecting students 
associated with organizations during a specific time frame. The more items 
selected, generally the narrower the grouping. 

 

Figure : Admissions BYOR window 

3. Click the Reports tab, select the desired report format, and then click Print. 
The displayed result varies depending upon the report format chosen. 
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Contact Maintenance 

Track all contacts for your institution as well as student specific contacts. To 
maintain an overall institutional list, use the Contact Maintenance window 
accessed through Admissions (Admissions >Contacts >Add/Change). If 
you want to add a contact to a student record, you need to access the 
Student Contacts entry form through Student Admissions (Admissions 
>Student >Change/Add Student >More tab >Contacts). 

Step-by-Step: Add a Contact Through Contact Maintenance  

1. From the CAMS Enterprise Home page, click Admissions >Contacts 
>Add/Change. 

2. If maintaining an existing contact, using the select filters to locate that 
contact. If this is a new contact, click Add to open a new detail entry form. 

 

Figure : Add Contact window 

3. Select the appropriate contact type from the drop down list (Contact Type 
Glossary table). 

4. Enter contact data. 

5. Click ñXò to save your record or Cancel to exit without saving. 

In an effort to eliminate 

the duplication of entries, 

it is recommended that 

prior to adding a new 

record, check the list of 

existing contacts to make 

sure it has not already 

been entered. 
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Contact BYOR 

Generating Contact Reports 

If you have reviewed the General documentation which covers BYOR, you 
already have a good understanding of how this feature in CAMS operates. 
To begin, BYOR is a location in CAMS where you Build Your Own Reports. 
In the Contact BYOR, specific criteria is selected that will narrow the group of 
organizations for which you are reporting.  

Step-By-Step: Generate BYOR Reports 

1. From the CAMS Enterprise Home page, clicking Admissions >Contacts 
>Reports >BYOR. The Organization BYOR Criteria Selection window 
opens. 

2. Select desired criteria. The more items selected, generally the narrower the 
grouping. 

 

Figure : Contacts BYOR window 

3. Click the Reports tab, select the desired report format, and then click Print. 
The displayed result varies depending upon the report format chosen. 
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High School Lookup 

The High School Lookup Table stores information about pre-college 
education for prospects, applicants, and students, and is accessible through 
the Admissions module. 

Step-by-Step: Add New Entry Or Maintain An Existing Entry 

1. From the CAMS Enterprise Home page, click Admissions >Lookups 
>Highschool. 

2. Use the search criteria to locate an existing entry for maintenance or to 
simply confirm that the listing does not already exist. 

3. Right-click in the data grid to open a new high school entry form. 

 

Figure : Add High School window 

4. Enter school information, including the school name and high school code. 

Click Add to save this information, or Cancel to exit without saving. 
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College Names 

The College Lookup window is one of the few reference tables accessible for 
maintenance through the Admissions module. This table stores college 
information. 

Step-by-Step: Add A New College Entry Or Maintain An 

Existing Entry 

1. From the CAMS Enterprise Home page, click Admissions >Lookups 
>College Name. 

2. Use the search criteria to locate an existing entry for maintenance or to 
simply confirm that the listing does not already exist. 

3. Right-click in the data grid to open a new college entry form. 

  

Figure : College Lookup window 

4. Enter school information, including the college name and code. 

5. Select Yes or No to indicate whether the record is active.  

6. Click Add to save this information, or Cancel to exit without saving. 

Document Tracking 

Another component of communications management is Document Tracking, 
which consists of affixing a single, or more typically, a set of documents to 
applicant and student records. Each module can generate any number of 
document groups that include a set of items required in order to meet your 
institutionôs standards. The groups of documents are defined in the CAMS 
Manager module in the Document List reference table. Once created, these 
groups of documents can then be assigned to the appropriate 
applicant/student records. See the Document Tracking manual for detailed 
information about this topic.   
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Address Correction  

CAMS Enterprise offers two ways to correct addresses, one automatically 
that will correct prospect, student, faculty and alumni addresses and the 
other which will only correct prospect addresses. 

Automatic Address Correction 

Using a value added reseller, Satori Software, CAMS Enterprise can auto-
correct an address after saving. This auto-correction will allow a user to add 
only a street address and zip code and the software will ensure the 
remaining fields are populated with the correct postal information, including 
city, state, zip+4 and county, which will reduce the amount of returned mail 
and reduce postage costs. 

The web site is http://www.satorisoftware.com/US. Must use the Enterprise 
version and install Mailroom Server on the IIS Server. 

The CAMS Manager must also set the Address Validation Software Installed 
field, which is located on Configuration >Misc tab. 

International addresses are not corrected at this time. 

Note: States must be set up with the standard two character abbreviation. 

Prospect Address Correction 

CAMS Enterprise offers the ability to correct only prospect addresses to 
ensure that they are properly formatted for mailings. Intelligent Search 
Technology, Ltd.

®
 is currently the vendor that CAMS Enterprise utilizes. Their 

web site is www.name-searching.com. An account must be established with 
them to use their service, which consists of a database is similar to the USPS 
address database. 

After an address is corrected, CAMS Enterprise creates a new entry for the 
address type, marks the original entry as Inactive, and then marks the new 
entry as Active. If the prospect also has a student record and/or a 
development record, then the corrected address is also displayed in those 
records provided that a link has been established through the Load from 
Prospect or Constituent Transfer processes. 

The process of correcting prospect addresses consists of three primary 
steps: 

Creating an export file within CAMS 

Running the Correction Batch Process within Intelligent Search Technology 

Loading/Processing corrections file in CAMS 
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Creating Export File 

The first step in the process of correcting addresses in your prospect records 
is to create the file that will be used by the third party to run the batch for 
address checking. 

Step-By-Step: Create Prospect Address Export File 

1. From the CAMS Enterprise Home page click Admissions >Prospect 
>Address Correction. The Prospect Address Validation page displays. 

 

Figure : Address Validation window 

2. Enter information to select the list of prospects. 

3. Select records that ñHave never been validatedò or ñHave changed 
(updated) since last validationò. 

4. Click Initiate. The Export Batch File page displays a list of names meeting 
the criteria. 
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Figure : Export Batch File window 

5. Read the Note information to understand how to export this file and have the 
addresses verified. 

Note: AddressID is the record identifier; it is the field you enter as the ñRetainedò field at 
the name search web site. Batch file produced is Tab delimited with First row as column 
names. Text fields are not delimited by anything (NONE). States in CAMS must be the 
standard 2 character state abbreviations. 

6. Click Create Batch File. A file is created in the userôs export directory as 
defined in the User Administration profile is CAMS Manager. 
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Processing Address Correction Batch 

Once the export file has been created from CAMS, it needs to be uploaded to 
Intelligent Search Technology, Ltd ®. This is the service that will compare the 
addresses from your database with their database and make corrections.  

Step-By-Step: Run Prospect Address Correction Batch 

1. Log into the Intelligent Search Technology, Ltd ® website, 
www.name-searching.com.  

 

Figure : Intelligent Search Technology, Ltd Login window 

2. Select Correct Address Batch Processor. 

3. Browse to the address file that CAMS Enterprise exported and upload it. 

Note: The first time you log on to the site you will have to Define Settings. See Step-By-
Step: Define Settings on page 29. 

4. Select the Input File. 

5. Ensure Text File (*.txt, *.csv) is selected then click Use Previous Settings. 

6. Verify that all settings are still correct then click Next. 

7. Click Run Batch. An information window pops up while the batch job is 
running. Read the information and click OK to close the window. 

8. Click View Progress until the Time Finished line displays the ending time. 
Depending on how large the file is this could take awhile. 
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Figure : Finished Batch window 

9. Highlight the file to download. (This file will be imported into CAMS 
Enterprise.) Click Download Selected File. Follow the onscreen instructions 
and remember where the file has been saved to. 

Loading Prospect Address Correction in CAMS 

Once the address file has been loaded and a correction file retrieved, this file 
is then loaded into CAMS. 

Step-By-Step: Load Prospect Address Correction File 

1. Return to the CAMS Enterprise Prospect Validation screen and click the 
Load tab. 

 

Figure : Load Returned Batch File window 


