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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:

e Prospecti 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.

e Applicanti 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 i 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.

Page 2 of 105



CAMS Enterprise i Admissions Module

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
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trademarks or registered trademarks of their respective
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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
guestions 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.
[l What is User Audit and how is it accessed?
[] Create Prospect Addresses.
A What addresses are required in the Prospect module?
A What fields are required in the address record? Why are all basic address
fields not required?
[J Send email to Prospect.
[] Explain purpose of Event and how it can be used.
[J What is significance of entering a Recruiter value in this screen?
[l Explain use of Greetings.
Other Tab
[] Create Prospect Contact record.
A Why is user taken to a search/select screen before contact can be added?
[ Add Prospect College record.
Scores Tab
[J Add High School for Prospect.
[] Create Scores record.

Interests Tab

0

Add Interest record.

More Tab

O

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

Other Processes
[] Create Prospect Note

A Who can view Prospect notes?
[l Merge Duplicate Prospect Records
[] Delete Prospect Records
[l 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

A What is Transfer Type?

A What is Transfer Status?

A Explain impact of copy function for Activities.

A 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?
[l What is the impact of checking AShow on DirecHt
[] What is the purpose of the camera icon?

[l How are pictures added to a student record?

Admin 2 Tab:

[l Grade Catalog i how is this used and what is the effect of the Grade Catalog in the
Student Status record?

[l 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:

[] Collegesi Create college record.

A Provide examples of College Type
[] Interestsi Create Interest record.
[] Scoresi What is the purpose of this Scores record?

[l Degreesi Enter a Degree record.

A What determines whether or not a degree will appear on a transcript?
A What is Sevis Type?
A Why is supplying Anticipated Grad Date and/or Expected Grad Term

significant?
[] ContactsT Create a contact record.

A Explain the difference ODgtpwedermnilPmMiConarnycC€o

A Can Contacts be added to more that one ind
[J Previous Name

A How are entries made in this location?

A What initiates an automated entry?
[] Ethnicity

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

[l Greetingi Add appropriate greeting entries.

A What is the purpose of the various greetings?
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[l Relations

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

A What is the purpose of the Reversing Relation drop down?
[l FERPA

A What link does this function have with the FERPA warning that is displayed
when opening the CAMS application?

A Create a FERPA record.

A Where and when is this FERPA warning displayed?

[l User Defined
A How are fields added to this window?
A What types of fields are available?
A What attributes can the user define?
LI GPA Group
A What is the purpose of the GPA Group?

Address Maintenance

[l Copy Address
[] Address History

Delete Student

[ What prevents student record deletion?

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

Student Notes

[l What 3 types of notes are available?
[l How are access groups created?
[l 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

g

Explain purpose of this window.

Laptop Tracking

U

Track issuance of equipment.

Student Status Record

U

U

0

CAMS Enterprise i Admissions Module

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

g

g

Add an organization

Add contact information for the organization

Add communications activities for organization
A How can these activities be used?

Organization Reports

A Run Labels report

A Create export merge

Maintaining Contacts

0

Create contact record

Maintaining High Schools and Colleges

g

g

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:
To-Do
Email

Export

> > > >

History
[] Create activity group

[] Create sequence of activities

Loading Activities to Prospect and Student Records
[l Add single activity to individual dés record
[l Add activity sequence to individual és 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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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
institutiond you 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.

SC10 HIOSECH

Select prospect using these selection criteria.

@ Help 1D: Last: |[marsh First:
City: State: Zipcode:
SSN: Maiden: ¥ Show Addresses
Email: | Exp. Cohort: -
Entry Date From: il Entry Date To: |
Qe | T | CFrese |
ProspectiD ProspectName Status StudentSSN MaidenName

1[48,010 Marsh, Alexis Not Master |Admitted 893-53-8383 |asaaa -
21148 261 Marsh, Alice Accepted =
3|48 262 Margh, Allen Accepted
nnnnnn e FEEYET

Figure : Select Prospect Screen

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.

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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Expected entrance term: l—' Cancelled: IND—ZI Entry date [W—:I
First name: l— Middle: l— Last: l—
Salutation: !— Suffix: [— Preferred: ]—

Student SSN: [— Status: [—_v_l o Show User Audit

~Addresses
~Send Mail
Addresstype | Address [Line 2 JLine 3 [city [5tate [zincar
|
|
v|
< 4
Entrance Program: | j Event: | j
Enrolled: |N0 :I User defined code: | _ﬂ
Campus: | =l Recruiter: | =l
Initial Degree | 'I Attendance Type | 'I
~Greeting
Formal: | Personal: |
Greeting: | Address Name: |

Figure : Prospect Maintenance

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.

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

Cancelled i 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 i Defaults to the current date.

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

Prospect SSN i Social Security Number.
Status 1 This field is used to track the stages in the recruiting process.

Show User Audit/Show Greetings i 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 i 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) 1 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) i The activity that brought the prospect to

the institutionds attention. This can be a
hgh school visit, or other O6eventsd such a
advertisement. Reports using this field can help evaluate results of recruiting

efforts.

Enrolled 7 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) i 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 i (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. Thi s field carries over Dependihgoe st udent
the billing option selected in the Configuration screen it can affect how the

student is charged tuition.

Recruiter (Reference Table: Recruiters) i 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) i The degree for which the
prospect initially expresses interest.

Attendance Type (Glossary Table: Attendance Type) i Type of attendance
such as Full Time, Evening, etc.
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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 AUnknowno
Address 1 line.
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7. Enter the prospect Address information by right-clicking in the address data
grid to open the Prospect Address form.

AddressSelection
@ Domestic O International

Address type: |[INEGNINIGIEI ~

Active: | Yes v

Address 1: I Phone 1: |
Address 2: | Phone 2: |
Address 3: | Work Phone: |
city: | Mobile Phone: |
State: | B E-Mail 1: |
ZipCode: E-Mail 2: ]
County: ] E-Mail 3: |
Country: | v Fax: |
Created By: On: ] Changed By: | On: |

o Add

Figure : Prospect Address Window

: Cancel

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 i U n k n .orhiswll 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 clickingthe X6 t o c | ndeve t he

Page 14 of 105

Wi



CAMS Enterprise i Admissions Module

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

Gender:| =] githDate:| [
gnciy:[ girth County: |
girth state:[ 7| gith Country:[ <]
Parent Marital Status: Iﬁ Maiden Name: l—
US Citizen: Citizen Country: l—;l
Permanent US Resident: [~ AlieniD humber:|
Visa Type: I—Ll Visa Exp. Date: l— ]
Resident State:|  +| ResidentCounty:| |
Native Language: lﬁ Ethnic Group: | j
Religion: | | Church: l—
Previously Applied: m Applied for Term: Iﬁ
Extra Activity: lﬁ Exp. Cohort Group: lm
-
Organization: | =t} heaHroawb:)iL:tj ﬂ;’: o

Figure : Prospect Other Tab

Organizationd An organi zation can be the prospec
etc.Tracking a prospectods organizations may
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? i 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..

Prospect Test Scores (MSave  [Help % Cancel
High Schoal Code: |26319? HS Grad Date:l j
High Sehaol Name: [ROCIWOOD SUMMIT HIGH 501 T HS Graduated: |r
Report GED Date: | =
GPa: | 38 of | 4 Proj GPnVerhaI:l
Rank: | of | Proj GPA Math: |
Projected GPA:l
Resident Coumy:l -

Test Scores:

ScoresSource

9/24/2009 12:00:00 am | Official - Document

Figure : Prospect Scores Tab

High Schooli To enter the prospectobs Ilookgh school
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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e

Figure : Prospect Activities Tab

Interests Tab

Activity Type DateDue Activity Motes: CompletionDate Dochlz
il
2 Export 05/22/2006 HS Letter 1 [MULL] PHELT
El Email 05242005 Fill Cut &pplication [MULL]
4 To-do 0502552006 FIRST PHOME CALL [MULL]
Export 05/29,/2008 HE Lefter 2 [MULL] PHEL1
g To-to 03731 2008 Followvy Up Phone Call [MULL]
rl Export 06 202006 HS Letter 3 [MULL] PHEL1
8 Export 06192005 LETTER OF ACCEPTANCE [MULL] LETE.L
) IR

Prospect Interests are recorded in a two-tiered format: category, then item.

Use this feature to listallt h e

p r oirdepestx Keépsng track of a

pr ospect 0provides additiosabways 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.

Diate:

Categary

Interest

InzertlizeriD

InsertTime

Updatells:

1 01 A1 672004

Ex-Curricular

Baskethal

RUSSL

1M 672004 355

01 M 6/2004

4

“Yocationsl

Figure : Interests Data window

Teachers Educ:

RUSEL
i

1116/2004 3:55;

[
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More Tab

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

g L Scores

Colleges Contacts | Portal Access User Defined Awards
|coLLEGES
CollegeName |collegen |collegeCode  [Addressi |
2l
=
A v

Figure : Prospect More Tab

Prospect Contacts i Prospect Contacts allows you to record contacts for

prospects. Cont acts could be a prospectds parent
affiliates, siblings, business associates, or any person with whom the

prospect has contact.

Prospect Colleges i 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 i Before a prospect can access the portal they must have a
portal handle (login name) and portal password.

~ Prospect Portal Access
Portal Handle: ||'-.-1ar5h4?959

Portal Password: I..-....-.. Eﬂ

Enable Portal Access: [

Last Login Date: |rJ-:t Accessed Yet

Up-date | gﬂanoel |

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 i 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.
— P

\ 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 institutiond s  n withid 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.

r Admission User Definable Fields

Hair Color W
Name this field! |Y0u can setthis label name
Custom Date Field [6250m0 =
Numeric Fields [ 25
$$% MONEY $5% | $500.00

Special Checkhox [

411 of these field labels can be defined by vyour d
institution. Over 20 user defined fields are
Additional Notes |available for inclusion on this screen.

=
+ Updlate | ! Cancel |

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

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

Addresses
( ~~Send Mail

Figure : Prospect Address Grid

From: |AdmiSsions@threerivers—cams.com
T

o student@threerivers-cams. com; ﬂ

Subject: |Thank you Taryaur inguiry

Attach a file: I Browse. .. |

Importance: ¢ pigh & Normal ¢ Low

Message: [yorie Hall

Type the details of your message here. You can also paste from
another location.

Send Messacge Cancel

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.

Select the prospectds email address(s) to
Add an attachment to your message by clicking on the Browse button.
Designate the Importance level. Normal is the default value.

Type or paste a message into the Message box.

N o o b~ o

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.
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The following message has been sent;

From: Admissions@threerivers-cams. cotn

To: student@threertvers-cams. cotn;

Subject: Thank you for your incuiry

Attachment:

Importance: 1

EBody: Earie Hall Type the details of vour message here. You can also paste from another location.

’ Return |

Figure : Prospect Email Form

prospect while working with their record. Email to multiple prospects simultaneously can

},-JQ Note: The email example provided here is for the purpose of emailing an individual
kf_ be accomplished through Prospect BYOR and Prospect Correspondence reports.
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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.

Prospect Notes ] Help = Cancel

hoteDste [riotes [irs

=

Figure : Prospect Notes Form

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

~Prospect Hote Entry
Entry Date: [67/2008 j
Input Mote Here =]
Mote:
=

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.

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.

\hj’ Step-By-Step: Submit a Prospect Question
1. From the CAMS Enterprise Home page, click Admissions >Prospects
>Prospect Questions. The Prospect Questions window displays.

‘_."J"ér’i”{e'rié'"' T JQuestions

< Save Help 3% Reset

Selection Criteria

Questions to Show: | Unanswerd Questions »
Entered From E| To E|
Ent Term From: = Ent Term To: <

-
Recruiter: |Aaron Mclohn
Anita Lewis j

New Question ‘ E; Find ‘

Figure : Prospect Questions Window

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

w Criteria /.2 Questions
] /

Required Entry:

Prospect ID: @
Prospect Name: |
Question:

g Cancel

Update

Figure : Create Question
Click the search icon next to Prospect ID to select the Prospect.

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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\Fli“ Step-By-Step: Answer a Prospect Question
‘e@/ 1. While prospects are working on their application they may have a question.
They can submit their question directly from the online application screen.

Last Login Date N
4/0/2007 10:07:18 AM .!.:l)

“Your application is not complete, you O Ask Mew Question
will need te complete all the required
fields marked with 2 * beforz being zble
to submit,

How long will it take to receive a response? J
Use the menu below to navigate through
the different sections of your application

- Messzge
[ (7] denotes & required fisld

Applicant Information | || |

Education
Parents/Guardians

Review and Submit

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.

._."J"ér’i”t’e'rié”’  JJQuestions

< Save Help % Reset

Selection Criteria
Questions to Show: | Unanswerd Questions =
Entered From e To Il
Ent Term From: hd Ent Term To: A

Recruiter: |Aaron Mcdohn
Anita Lewis |

New Question ‘ g Find ‘

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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~Questions:
LastName FirztName Question

1 =

=
| | 3

Answers:

Anzwer Entered |

New Question | @ Answer |

Figure : Question and Answer Screen
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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.

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.

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.

rFind prospects to merge using these selection criteria.

ID: I Last: ]cam First: | SSN: I
City: | State: | Zipcode: | Phone: I

Email:l
+ Find l : Resel[

Search Results. (double-click the record to add to the merge list below)

Merge List

|Master Record lProspemID ProspectName
1 | 45,341 David, Campbell PROSPECT St. Louis MO |63119 7~
2 v 45340 |Camphell, David APPLICANT  |St. Louis MO |63119
v
HilE >

x Remove From List [ O Next I

Figure : Prospect Merge Data Grid

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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Merge List
ProspectiD LastName lFirstName IMiddIelnﬂial Status StudertSsn
45 341 David Camphell PROSPECT
2 e Da

=g

Master Record

Firsthame
David

StudentSsn

Campbell PROSPECT

Figure : Merge List detall

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.

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.

HmE

marsh

[Prm | CFreeet | Cgew
Select for Delete ProspectiD ProspectName Status city State Z
1 a
47,932 Warsh, Mariynn
47,956 Marsh, Jerry Accepted
47,958 Marsh, Jackson Prospect Ballwin
47,959 Warsh, Candy Prospect Ballwin MO
47,958 Warsh, Candy Prospect
47,880 Marsh, Gary Prospect Ballwin MO €
48,009 Warsh, Arnie Ballwin WA
48,010 Warsh, Alexis Not Master | Admitted Ballwin 1] 3
48,010 Marsh, Alexis Not Master [Admitted
48 086 Marsh, Jerzy Kalamut AK
Fry ey Warsh Maruin Lrmitted Rallwin un b
4 »
Cg oeete

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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Generating Prospect Reports

[

L

A

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

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

‘ /SPage1 N foPage2 S ~Page 3 / JReports
Criteria Page 1 @ Help _ Reset
Entry Date: | | Entry Date To: | =
Status: |Accepted Event: |CAMS OMLIME
Adrnitted =l CAREER DAY =l
Recruiter: |Aaron McJohn g Attendance Type Cnminuingg
Anita Lewis j Day ;I
Cancelled: I > I Is Admitted: I 'l
Campus: |Arlington g User Def Code: |BUS Dept g
Ballwin hd Days |
Ent Term From: | vl Ent Term Tao: | vl
Ent. Program: Accounting/Business Managementj Home City: I
HomEstated], - HomeCE ID-8340981 4095134098 -
Home Zip From: I Home Zip To: I
E I
High School Code: _| m High School Name:

Figure : Prospect BYOR

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.

Click the Reports tab and select the desired report format.

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.

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
userb6s defined Merge/ Export directory
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 Variabl e
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.

Lisa Daniels

C/0 Three Rivers Systems,

36 Four Seasons Center
Chesterfield OH 63017

Carie Davis

C/0 Three Rivers Systems,

36 Four Seasons Center
Chesterfield MO 63017

Shawndell C Deleon

C/0 Three Rivers Systems,

36 Four Seasons Center
Chesterfield MO 63017

Joan Horvel

C/0 Three Rivers Systems,

36 Four Seasons Center
Chesterfield MO 63017

Erica Danis

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

Delores C Davis

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

Holly Dehello

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

Houchin
C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

Figure : Three Across Labels report

Fanette Danter

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

Shontell R Dean

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

#£agel Hortiz

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

Laura Howe

C/0 Three Rivers Systems,
36 Four Seasons Center
Chesterfield MO 63017

10/15/2001 PROSPECT EVENT SUMMARY REPORT Page 1
32
28
7
24 |
l
20 ‘
16 (]
12
8
¢ |
i -
¢ & & & H & S P & o &
& 57 5 I & TS
) & S NN N X
A Fog 000& £ &<

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. Selectthe Load From Prospect option and click OK. The Load Prospect
window opens.

-..._,@3 Note: If you select the Add Student Manually option, a blank Student Admissions form
—_" appears and you will have to enter all information manually.

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

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.

APPLICANT ~
Verbal Cammit »

[ <] ]

d

(<] [ ]

When loading a student from
prospect, all or select
prospect information can be
copied to the student record

Figure : Prospect Copy Options

This function eliminates the 6. Selectthe Transfer as Type (Glossary Table Category: Student Type). This

need for entering data more will apply to the Student Type field and will designate the type of student this

than once. 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.
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Prospect Copy Options

Charge Application Fees i 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 i 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 1 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 i 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 i 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 i This option will send an email (as long

as there is a valid email address in the Emaill fieldinthepr o s pect 6 s addr e s
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.
‘.,-’ = Admin. 1 / -~ Admin. 2 o Demogr. / JHS. g
Student Admissions Page 1 < save Help 9 Cancel
SystemiD: Student I [annonoo1 267 ﬁ

Student Type: | OTHER v

Cancelled: |MNo +

Exp Entrance Term:

Social Security #:

Salutation; First Name; ll_evun—
Middle: Last: lMarsy—
Suffix: Preferred: l—
Maiden Name: l—
Show on Directory: Adm Counselor:
User Defined: Mail Box & ’7

Student Addresses:

AddressType

e Rd  Ballwin
Home es |203%White Rd  |Ballhwin
3 |Local [ves [203white Rd |Ballwin

J1 [

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.

2 Admin. 1

|

Initial Major: v

Initial Status: | V| Yerbal Commit »

Attendance Reason:
Grade Address:

Expected Enroll Type:

Deceased:

Previously Applied:

Access Campus: | Main v

Date Accepted: W j Date Admitted: li j
Matriculation Date: li j Withdrawn Date: li j
Deposit Date: li j Deposit Amount: |$D.007
Latest Grad Date: li Conferred Date: li

Figure : Student Admissions 2 window

Organization 10: L)
Organization Mame:
Applied for Term:

W

Grade Catalog 1 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 i 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 i 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 asastudent6 s dr i ver s | i cense num
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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> Save  [E)Help % Cancel

Date of Birth: | T8 age: | Gender:|

j Dimbility:|N0 j Veteran:|N0 j

Marital I—LI Employment I j
Status: Status:
Parental
Marital I 'l Lives with: I 'I
Status:
Number of e =
T m!;:| 0 Military: | =l
Drivers .
g Church: |
Native lﬁ In-House j
Language: Ethnicity:
S - Is
Religion: =l ispaniciLatino: |
Occupation: | Resident State: I 'l
Resident lﬁ Resident j
County: Country:
A Birth |—;[
SIS I State/Province:
Birth County: | Birth Country: | j
U.S.Citizen:l\r’es 'l Pennanen;‘l;lss_ |
Visa Type: I 'I Visa Exp. Date: I E|
Country of - . .
Citizenship:l [ LD #'I
English
) Reason Not
Proficiency ¥ . |
Reqd: Required:

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 instituti on 6Iestscaes, whether fromgtanedrdizedrtesting
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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HSGradDate:|  [F] HS Graduated: [MVMYYY
HS Code:l— @ HS Name:l
HSAgdress: [ wse
HS StateProv: | Hscount: |
HS Country: l— HS Counselor: l—
Counselor Title: l— Counselor Phone: l—
Wsepa:[ 0 HSGPAScale:| 0
HSRank:[ 0 HSRankoutof:| 0
HS Completion Status | =]
ReportGEDDate:|  [F] PGPAVerbal:| 0
PGPAMatn:| 0 pepa:[ 0
Domestic English: l— Foreign English: l—
Test Scores:
TestName |Tes1Date ISonresE‘.ouroe ISonre1 ISonre2 |5 =
[
I Llﬂ

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 | abeled 6Mored contains sever al addi

@ Colleges | @ Interests | @ Scores | @ Degrees | @ Contacts | @ PrevNamel

[Z] Ethnicty | [Z] Greeting | [Z] Relations | [Z] FERPA | = UserDefinedl

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 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.

e 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.

e 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.

e 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.

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

[z] L]

Reference Tables

Reference
32 Registration Status -
33 Room Types o
a4 Rooms
35 Seazonal Address Type
36 Status Code
37 Term Calendar
35 Trans Doc
39 Transcript Comments h
Records of Tal)le|

TransDoc ReportFlag Description Accourtho Opposi
4 AA-InactiveTest es -
5 AcctPayable Wes Accounts Payable 004 1-000-1114 0022-0__
-1 ADDDROP “es AddDrop Charges 000-1200-00 000-67
7 ADDDROP P-E ‘es Addd Drop Fee 000-1200-00 000-67
g ADDIDROP-F es AdchDrop Fee FortBonne Campus Q00-1:200-00 Qo0-67
a ADDDROP-M Yes
10 ADDDROP-M ez AdchDrop Fee Main Campus 000-1200-00 000-67
11 ADDIDROP-N Wes Add/Drop Fee Maorth Campus 000-1200-00 000-57 «

< \ Il

Figure : Reference Tables

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

Trans Doc B Help

TransDoc: [AppFee UnderGr

Active:

Report:

Description: [Application Fee Undergraduate

Account Number: |

Opposing Account: |

Accounts Payable:
Transaction Type:
AR Type:
Post In Datail:
Default Amt: g100on

Tuition 1098 Deductible: ]
1098 ScholarShip/Grant: []
1098 Refunds'Reimbursements: []

Add l [_g Cancel

Figure : Add TransDoc

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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Reference

Activity LookUp

Advertizements

Achvisors

Buildings

Campuses

Cohort

=2 A S A O

CD"EQES

Records of Tal)le|

GPAGrouping TransDoc: Amourit
1
2 APPFEE 15.00
£l Grad APPFEE 50.00
4 UnGrac APPFEE 23.00
= Azsociste APPFEE4 0.00
-1 Master COMPUTERFEE 200.00
kil Gracd INCIDEMTAL ¥3.00
i Junirac INCIDEMTAL 75.00

Figure : Application Fees

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

Application Fees B

TransDoc: | AppFee UnderGr

Amount: $100.00|

l Add l l gCancel

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.

~s®
k_.".,}-*-

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.

\Q 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.

Application Fees B

GPA Group: | UnGrad v

TransDoc: | AppFee UnderGr

Amount: §100.00

l Add l [ EECancal

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.

l’_‘;' 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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2] L ]
Reference Tables
Reference
23 High Schoals -

24 Hold Category
25 Incidert Type

26 hitajorhdinor

27 Crganization Activity List

28 Programs

29 Prospect Awards

30 Prospect/fpplicant Status |L

Records of Tal)le|

Prograrms ProgramCocle FullTimeHours Division
1 e
2 Accounting/Business Management ACC 7.00 —
3 Acult Continuing Education ALC 0.00
4 Business Administration BUSADM g.00 ARTS & SCIEMCES
5 Clerical SAccourting CACC 0.00
-1 Diploma Certification DIP 0.00 MURSIMG
kil Electrical Engineering EE 0.00 EMGINEERING
i Encilish EnG 000 -
i - T

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.

Programs B

Program: |Nursing

Program Code: ’R'Ni
Full-Time Hours: [ 0

Max. Freshman Hrs. ,70

Max. Sophomore Hrs. ’70

Max.JuniorHrs. | 0

Max. Senior Hrs. ’70

Active: Show in Contact Portal:

Dual Degree Eligible: []
Hood Color: ( GPA Group: | {8

Diploma Wording: | L )

l Upclate

l g Cancel

Figure : Program and GPA Group

l Step-by-Step: Assign Application Fees by GPA Group to a
C&gg/ Manually Added Student

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

Page 44 of 105



CAMS Enterprise i Admissions Module

Select Add Student Cption
@ Add Student Manually
) Load From Prospect

Figure : Add Student Manually

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

VYB5cript: Student Admissions Information

\ ? ) Charge Application Fees to new student?

Yes Mo

Figure : Charge Application Fees?

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

Student Admissions Page 1 & save Help % Cancel
SystemiD: I Student ID: I ﬁ
Exp Entrance Term: Student Type: | ADMITTED »
Exp Cohort: | Default L Cancelled:
Salutation: First Name: ISmith

Suffi: Preferred:

I—
Middle: I Last: [Mary
I—
I—

Social Security #:

I—
Maiden Name: l—
I—

Show on Directory: Adm Counselor:
User Defined: Mail Box #:
Student Addresses:

Address3

Changed

By an:

ey TERRIS on: [117272007 1 8651 P

Figure : Add Student Required Fields

H_)éh Warning: If any data other than the required data was entered before Add New GPA
K:_ \ 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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i : o
Initial Program: ‘ v| T £
- . Appli
Initial Status: | ~| el ‘
Attendance ’—v| Attendance
R o Type:
Grade Address: Grade Catalog:
Expected Enrol organstonio: [
. Qrganization I—

Deceased: Name:

Previously Applied for
Applied: Term: 4
Access Wain K

Campus:

Date Accepted:|  [%] Date Admitted:| [

Matriculation Date: ’7 E| Withdrawn Date: ’7 E|

DepositDate:| [ Deposit Amount: ﬁ
Latest Grad Date: ’7 Conferred Date

C[ T )

Figure : Add New GPA Group

6. Select the GPA Group from the drop-down list.
7. Click Add.

GPA Group:

Created By | On: |

Changed By | on: |

l O A I I Cg cance

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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Select Add Student Cption
@ Add Student Manually
) Load From Prospect

Figure : Add Student Manually

Select Yes to Charge Application Fees to a new student?

ript: Student Admissions Information

\ ? ) Charge Application Fees to new student?

Yes Mo

Figure : Charge Application Fees?

Complete the information on the Admin. 1 tab.

Student Admissions Page 1 & save Help 9% Cancel
SystemiD: | Student ID: | ﬁ
Exp Entrance Term: Student Type: | ADMITTED
Exp Cohort: | Default R Cancelled:
Salutation: First Name: ISmith

I—
Middle: I Last: |Mary
I—
I—

Suffix: Preferred: l—
Social Security = Maiden Name: l—
Show on Directory: Adm Counselor:
User Defined: Mail Box #: l—
Student Addresses:

Address3

Changed

By on:

Creatgﬁ [rerris on: [11/22007 1:58:51 M

Figure : Add Student Required Fields

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

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

rnccess. Main v

C o e T emem
iti 3 Applicant
Initial Status: | b | Status: | v
e Attendance
Reason: I—VI Type: 4
Expected Organization I— m}
Enroll Type: 10
. Orgamzatlonl—
Deceased: -
Previously Applied for
Applied: Term:

Date Accepted:|  [5] Date Admitted:[ [
Matriculation Date: l— El Withdrawn Date: l— El
DopositDate:| % DeposwAmount:|  §0.00
Latest Grad Date: l— Conferred Date: l—

[ q Add hew GPA Group ]

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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There is no limit to the
number of addresses
you can store. Simply
indicate whether or not
the address is active by
entering OYe
field labeled Active.
This feature allows you
to maintain a complete
address history for your
Students.
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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, i f maintaining addresses is the
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.

Student Addresses
AddressType IAddress1 Address2 IAddressS IC'ny ICoumy IState IZi
1 Local 1 23 West 57th |Chicago :IL '7E;|
2 Home |5624 Park Lane | |Chesterfield | MO (67
3
4 Parent | | | | | | |
3 - FTSEE, | | I | | | 1
4] »

Figure : Address Data Grid

The Address Entry form opens
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AddressSelection

Address type: | NN ~ | Active: | Yes v | ® Domestic O International
Address 1 I Phone 1: |
Address 2: I Phone 2: I
Address 3: | Work Phone: |
city: | Mobile Phone: |
State: ~l E-Mail 1: [
zipcode: [ E-Mail 2: |
County: ] E-Mail 3: ]
Country: : v Fax: I
Created By: on: | Changed By: | on: |

o= Add ¥ concel

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
studentds grade card, billing statement s,

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.
o) Note: If no entries are made to the Local, Home, and Billing addresses, the address
A information will be missing from many of the CAMS generated reports. Some reports
k S 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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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.

\ﬁ Step-By-Step: Enter a Student Test Score
==

< o
i/

K 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.
/< Admin. 1 /_ Admin. 2 . Demodqr. .,"qH.S, &y /qllnm
Additional

estTTame: [T Test Date: L8]
Source: * | Testused for Placement: [~
Test Type: - State Taken: -

: Test Name:
Creation Date:

Fields

Test Scores

Min Score Met/Not Met:

Percentiles
Passed/Not Passed:
Placement ‘ Score | Req Min |F{a: Pasz | | | | | | | | |
Checkboxes | | | | | | | | | | | |
) Score Used For Placement
User Defined —» r r r r r r ~ |— r |— |— r
. User Defined Status
Fields I =
Bl
Hote:
E
Figure : Test Scores Entry window
3. Select a Test Name; the fields available for the selected test will display.
Y Note: Only those fields deemed necessary by the CAMS Manager will be available. Non-
K}‘u‘ 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.
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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

zI\i/?atch SSN, Last Name

(I\)/Iratch Last Name, First Name, Zip Code, Birth Date
(I\)/Iratch Last Name, First Name, Zip Code, Phone
(I\)/Iratch Last Name, First Name, Zip Code, Address1
(I\)/Iratch Last Name, First Name, City, State, Birth Date
(I\)/Iratch Last Name, First Name, City, State, Phone
(I\)/Iratch 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, Addressl
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
arecord 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

[! 1], 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.

Choose A File To Import Help  Cancel

rImport File

File Name | Browse... |

You MUST use a UNGC path to designate the impoart file. The file must be
in a location accessible bythe CAMS database server.

File Type | =l

Create New Students/Prospects for Unmatched Records [

Insert To
@ Prospects Address Type I 'l
" Students

= Back | Hext > Cancel

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.

~Import File

File Name |\\Trsdata\,lmportFiIes\Test Score FileshAct tt Browse.. |

You MUST use a UNC path to designate the import file. The file must be
in a location accessible by the CAMS database server.

File Type |ACT Assessment 2002-2003 j

SAT College Board 2002-20 r
Praxis SLE 2002-2003
Graduate Management Admission Test 2002-2003
GRE Optional Score Reporting 2003-2004
TOEFUTSE Record Layout 2002-2003

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.

Thiz Tollowing indivduals were delermined 10 have no malching recond in CAMS. Indsiduals selaciad hars will have 3 new
recand added fa e CAME database Chok Help for detaited infarmagon.
™ SalactiDeselect Al
3 FrniE -
B 4550053 j
E] F [Crevea el STRMUGED 19050115 |
FF |cwmete  [Sansiha 15744420 12550508 [
F  |Feriz  Cngra 110684430 19SS o
I [ Ay ZEEO0IEB0  |13G40807 o
¥ ansse iy WE6S0 0 (19050612 o
F |Meiszss  |Cwmele  mSreEdle 150700 o
F |Lomicks  Patnck 4TTESROT  IDEEDStD o
10 [#  Warc  : |Syivin X23ME6EB8 (156850900 o
1 = s ek FTTEATS  [190a0a07 [
F Wy Ml SR LT (1]
¥ |wwrane  |Berls CERSAMTSE 1541000 o
T B FTETAOGE3 (19640729 o
F  [Gtzon Regsinn MaFaa) 19090728 |1
= M |pamer [Ghed FEARER] 1#AMAD [
IFd ¥ |Pwkirgon  [Reeccs  SIFOHED  15E40and |
¥ |Rens Me=gan HHE4EHE 19650736 o
[E ¥ I5ano G EsENHAIT hEmaizo la _'ﬂ
Al C
< Back I Hed = I Camsel |

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.

Exact Matched Records ElHelp . Canct

The folloraing Indesduals ware detaminad o have an ot match inthe CAMS datahase. Indraduals sslaclad here wik
Iae only 12 appropriale stones Nields ol ther student reconds updated in CAMS. Click Hel Tor detabad infommadon.

[ SelectDeselect Al
Import || Lasitame | Fretlame | SS0ACTD | ExpendecdDOB

1 C -
z ¥ |Bockeatn s |28=EAzEg. (18850413 =
3 ¥ wonks  schele (39745218 13850408

¥ [Boso Ry |392587143 (1505004

¥ |<herwones |Micheis [izie 34 19eEmn 2
§ [F_ ¥oung  |Bock [z2BE33es  |1a7n0z20
T W zammer  pat |zazaz9es (1584112

zgack | Med> | canced |

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.

Partlal Exact Matched Records FHelp . Camce

Trie felloeirig indriduals were delermined 1o e a patial @act match i the CAWS dalabase. Inchedusls selecled here
Wil have only the soproprata scomes fields of thelr student records updated in CAME. Click Hela for detailad information

[ SelectiDeselsct Al

13850530 =
H ‘ol |Greg |2s3ea71ze [158e0712

&7 785 |Fuzzy : B [ M

|
Al i1 |

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.

The Tollowing indidcuals wers galermined o have @ fazmy ialch in e CANE database. Indhiduals salectad here vwill
hava onlytha appropnats scores Aelds ol thedr studant racords undated in CAMS. Click Help for detallad infomnstan

[ SelectiDesehect Al
Import | Lesiane | Firsibame | SS5RACTD | EperdedSG8 I

v -
¥ lfean |l 001310 18850110 |
T T SRATEAIR 18RSIV

L s [

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.

™ Setect/Dasaiect All
| | mport | Lossiame | Fratiame | SSHACTD | Expandednof | |
=3 Cond Mal 416 314 15ESiE ;_
3 e |Mait |IMTELTIE | 19550725
1 [

| |w|m|mmm|nmmmlmlml Wockibelratial |W|H
ol

Figure : Scores Import Fuzzy Matched Records window

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

[ SelectDeselect Al
brport | Lasibame | Fesibame | SSMACTD | Ecpandedios | |
1 B [Comd I |40 16 M4 15850116 -
F F s ey 24001370 13850110 I
3
1| LI

Seiecied | UD | matchType | Recordlype | Lostriome | Froname [ SudentssH | Br
47 101 |Exmet Srudert i [ W15 TEATSA ML

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.

All Stored Procedures

e |nsetlmportlog Stored Procedures to be Run Before Import
UpdatelmportLog

Stored Procedures to be Run After Import

“®

Stored Procedure Name l—
Prefix ReQuery |

< Back Next Cancel

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 proceduresd 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.

Review and Process

(3] Halp o

Retords sunmanzed bedow will aither be added 53 new reconds of will have edsling records updated. Review for
accurady, and then click Finish to procass he import. Click Help for detailed infonmaton

PR

FE P 3 |

14 Ao, And |45353 [Edudent
15 o Grag 47 765 | Shudent

Pooneson  (Ned [4EHITAIE  ISSM16
|Copel |Linia |431S02EF [ 19580515
| oo | JEn s T
|Cober |Gy [T SIS [1HE0TI2

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. | f

it lists a prospect or

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

i mported into a prospect

marked as Official T Import in the ScoresSource column of the Scores

window.

Test Scores:

1041 52002 12:00:00 am

Figure : Test Scores window

ScoresSource | ';f
Official - Import ;I
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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.

Student Status Records:
Term EnrollmentStatus Alert StudentLevel |CollegeLevel |[Classification |StudentLoad |Commu
1 F&-93 [1ST TIME FRESHM [N _ i Freshman  |Classified  [Full Time_ Commu « |
2 FA-96 CONTINUING N Sophomore Classified Less PIT Commu
3 FA2-97 CONTINUING &} Sophomore Classified Less PIT Commu
4

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.
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Term: IFADS— Effective Date: Wj
Enroliment Status: [ CONTINUING =] Academic Status: [DiSMISBSED 7]
Registration Staws: [ 7|
Campus: lm Alert: m
College Level: lm Student Level: W
Cost Type: [Defaut =] Refund Type: [1stFresh =]
Student Load: lm Max. Hours Allowed: ID—
Financial Aid: IEI Commuter; Im
GPA Grouping: m Cohort Group: lm
Student Registered: IF Classification: Im
Vocational Interest: | Geologist j Charge Insurance: IEI
Gradecatalog| 7]
0 Update | @ 5o To Page 2 | ! Cancel |

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 & 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 8 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 & Set Academic Alerts by setting
option that has been configured to alert

the Academic Status field to an
(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,

Enroliment, 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 Insuranced | f t hi s

field is marked 6Yeso,

and added to either the Unofficial Registration batch or the Official
Registration batch upon saving registration.

Student Registered 8 When a student registers, for the specified term,

either officially or unofficially, this value
classes it will change to No.

changes to Yes. If withdrawn from alll
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Grade Catalog 8 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 th

By default all Grade Catalog fields ar
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.

e O0blI

e em

Note:There is a Grade Catalog field on the Admin 2

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
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.

Thestudent 6s advisor is set here. The Advi s
checkbox. When checked, only those advi
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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The Evaluations section of CAMS Enterprise provides you with the ability to
manage entrance requirementsand a p p | i coaplianéesfor 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.)

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
astudentd s eval uati on. For example, your
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.

Click the Sequence/College tab.
Right-click in the College Semester types data grid to open the detail form.

Enter the Semester Type such as Quarter or Semester.

o > 0N

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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Click the Load Seq button to apply to this student. Load additional
sequences in the same manner.

Enter a single requirement:

a.

b.

C.

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

In the Summary Evaluation entry form, select the appropriate
Subject, Subject sub grouping and enter the Units Required for
this subject.

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.

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

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

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
- }/}J 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 -tlitiiegirstteudent 6s
Evaluation Course Detail data grid. The Course Detail entry form
will open.

Select the Subject and Subject sub grouping, Department,
Course ID, Course Type, and Description fromthest udent 6 s
transcript.

Select the Grade from the drop-down.

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.

Enter the Completion Date, if desired.

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

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: Ifagrade.s uc h as {whRich mayhavd SdGrade Points value entered in the
grade catalog), is to count as Units Earned for the applicant but NOT affect the Progress
Reportd s o0 v eA, enbure thaPAffect 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.
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

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

~Student Sevis Info
Student Name: IQuinIan, Madison US Citizen: [~
Country of Citizenship: I L] Birth Country: I _'_]
Date of Birth: [1zanse0 v
Visa Type: I _'_] Visa Issue DT: I-W:I
Visa Exp. DT: [7:] 1-20 Exp. DT: I—_v_'
English Proviciency [ Reasm_} not
Req: Required:
Alien ID: ID Alien ID Issue Dt: I_:]
aienDExp.ot[ 7| SEVIS ID: |
1-94/Adm #: [ Passport #: [
Passport Issue DT: [—:I Passport Exp. DT: I_:]
Date of US Entrny: l— :l Passport Issuer: [—EI
Source of Funds: [—EI

Figure : Student SEVIS Detalil

2. The following fields are available for data entry:
e  Country of Citizenship (Country Codes glossary table)*
e US Citizen*
e Birth Country i (Country Codes glossary table)*
e Date of Birth
e VisaTypei (Visa Type glossary table)*
e Visalssue DT
e Visa Exp. DT*
e |-20 Exp. DT i Certificate of Eligibility expiration date
e English Proficiency Req*
e Reason Not Required*

e Alien ID*
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e Alien ID Issue Dt.

e Alien ID Exp. Dt

e SEVISID

e [|-94/Adm #7 Arrival\departure form number

e Passport #

e Passport Issue Dt

e Passport Exp. DT

e Date of U.S. Entry

e Passport Issuer (SEVISPassportlssuer glossary table)
e Source of Funds (SEVISFundSource glossary table)

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

l@ Step-By-Step: Add SEVIS Dependent Information

-6'%
- From the CAMS Enterprise Home page, click Admissions >Students
>Student SEVIS >Dependents tab. The Student SEVIS/Dependent tab

displays.
SEVIS Dependent Information
First Name: | Mi: | Nal_rizt' {Quinian
Date of ﬁ Birth Visa
Birth: :I Country: -:-] Type: Ll

Relation

Yimioh " spouse © Child

Figure : SEVIS Dependent Information

Supply dependent information including the following:
First Name and Last

Date of Birth

Birth Country (Country Codes glossary table)

Visa (VISA Type glossary table)

Indicate the dependent's relationship to the student.

© N o 0k~ w0 N

Click Add to save this information or click Cancel to exit without saving.
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Once evaluations have been setup and added to student records, the next

applicantés compl i an
done easily by accessing the same forms as we did when applying
evaluations to applicants.

step is to

monitor an

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.

Subject

General Studies

UnitsRequired UnitsEarned

60.00

54.00

UnitsRemaining

6.00

Humanitites

6.00

6.00

0.00

Math

15.00

9.00

6.00

Physical Science

10.00

6.00

4.00

Music Theory

24.00

6.00

18.00

e =20 LN T ACY N

Music History

18.00

0.00

18.00

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.

Subject: |
Units l—'
Attempted: d
Letter l—
Grade:

Units Earned: |0 Completion Date: ]BM 6/2001 _v_|

Quality Points: I

College I
Name:

3

Figure : Course Evaluation Entry form

Suhject GPA: I

Grouping: I 'I

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
student 6s

status of an

applicant or
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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 on
only see the student records associated with that Access Campus.

'y

t hat

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 studentds portal

Step-by-Step: Set Student Access

1.

6.
7.
Note: Click the emailicont 0 send t he st udemtttilestuderd.ydua l

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

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

iCan

access he

Select the studentbés Access Campus fr

Enter the studentods Net wor k Ubesefieldsme
student o

are informationalonly. They do not affect the

username or password.

Enter the studentds Por t aThesklfelddalee
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.

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.
Enter the studentds Phone Offi

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

ce

and

om t h
and N
S

Port

Code.

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.

Access Campus v
Metwork UserName:
Network Password:

Portal Handle: |ru1arsy4?532 Portal Passworil: (sessesesse

Enable Portal Access: [
Phone Office Code:

Figure : Student Access window
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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.

‘ « Basic /~/Dates s Demogr. ,:;Sco;:&s‘"

Criteria Page 1 @ Help

« Reset
Student Type: |ADMITTED g Address Type: |[Home 'I
APPLICANT x|
Last Name From: l Last Name To:

Exp. Entrance Term From: '] Exp. Entrance Term To: A
- [ -
Admission Counselor: |Aaron McJohn User Defined Field:

Anita Lewis x| BUSDept x|

Grade Address: IBiIIing H: Billing Type:
I -
Attendance Reason: Baiabsi = Attendance Type: Continuing
E
Accepted

Applicant Event: | CAMS ONLINE Applicant Status:
CAREER DAY | Admitted |
State: | ax 5 Country; 10-83409814098134098 v]

Cancelled: ] Y l Deceased: v l
Zip Code From: l Zip Code To:

L.,

Figure : BYOR Criteria Selection

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
Mer ge/ Export
Manager User List) for all individuals selected through the BYOR
criteria forms.

t he

user 6s

def i

ned
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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

to CAMS Enterprise Virtual Directory>/ <Application
Var i

institution and stored in the Student BYOR Merge Report

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

abl e

in the list for selection.

O6mmStudent so
When Merge Report is selected as your report option, all
files in this location with the extension of .rpt will appear

(as

Export output fields are derived from the SQL Server
View, CAMS_StudentBYORMerge_View

Crystal Report Active Data Definition is called
CAMS_StudentBYORMerge.ttx.

A ocated with the UNC path of the virtual root of

CAMS Enterprise reports subdirectory.

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

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

Croire, Thaxaon B
/0 Thme Baer $yomy, Inc.
36 Bw fyon

Closurfuld MO 3017

Croire, fhaxaon B
€0 Thme Baen $rom, Inc.
36 Fm faason

Clerurld MO 3017

o, Shaxaon B
€O Thme BEaer dpvems, Inc.
36 B faason

Clerarmld MO 3017

CoodionEmgD
€0 Ilme Bier $r ey, Ic.
36 Fm fayon

Closarld MO 3017

CoodsonKm gD
C/O Thme Faen $remy, Ic.
3¢ Bom faason

Clasurfnl MO 5017

CoodionFmgD
€0 Thme Baen Syvomy, Inc.
36 Bow faason

Closarful MO 3017

Figure : Three Across Labels report
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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 indivi

(sequence).

Activitiescan be foudoohmhiatfiTosed i n emai

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

studentds entrance to the instituti

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.

‘rj 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).

Term: IFA—DS 'I
Activity Date: |8/1 3/2003 _v_|

Activity: lCUnﬂrm Interview :_I

Completion date: | :I

Activity Type: @& To-Do © Export € Email " Histary

Notes:

Figure : Add an Activity window
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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.

Group Hame |

Group Description

Doc Organization Unit ISTUDENT vl

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.

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.

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.)

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.

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

Group i.ﬁccepled
Actuity | =
Days Between |D

ActivityType & ToDo © Export € Email

Figure : Add Activity window

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

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

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

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

Step-by-Step: Verify Letter Sequence Group Activities

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.

Select a Group: [{ERS0LE S Starting Date: |12£3£2DD4 j
Activity Ty pe Letteriame ErmailCrescription Day=Betwee | Activityull
1
2 To-Dao 3 g
51 To-Do 9 11
|3 Expart PHELTR1.DOC 1] 12
i Expoart PHSLTR2 DG 7 13
5] Expart PHSLTRS.DOC | 14
ri Export LETE DOC 28 29
g Email FAFSA Link 2 9

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
Starting Date. Thus in this example, the first Email wi | | be due fA00 day
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. ClickLoadt o add this sequence t ©Gandelhtceexii ndi vi due
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 prospectds or studen
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
can assign a completiondateandprovi de a status value of HfAnot req
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

!

: a\

‘&

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.

Click Add Activity Sequence.
Select the appropriate Sequence from the drop-down list.
Enter the appropriate Term.

Enter or Select the Activity Start Date.

o g A~ w DN

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.

| j 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.

Add Activity Sequence Add single Activity =

Activity Due date [3/13/2003  #|

Term: [FA-03
Activity | Follow Up Phone Call =]
Zl
Notes
=

Completion date | :I

Activity Type & ToDo € Export © Email © History

MNormally the Completion Date should be left blank {null) for new activities.

Processl

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

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

a > 0N

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, fAActivity suc
sel ect ed Youmayeeaewtarsd .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.

Add Activity Sequence & Add single Activity

Sequence I Music Theory ']
Term: IFA—D3
Sequence Start Date |8!1 3/2003 :!

Notes for every activity in sequence

Completion date for every activity in sequence l j

MNormally the Completion Date should he left hlank (null) for new activities.

& Processl

Figure : Add Sequences window

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

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. Thefol | owi ng confirmation message displa
added t o s el eYoumayvienmaoddipdate 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.

l’j’ Step-By-Step: Update an Activity
25 1 Access the Activity tab of the individualo

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

Due date: [10/2/2001 :|

Activity: | Follow Up Phone Call 7|

Use this area to type detailed notes ahout phone _A_|
conversation.

Notes:

Completion date: |1D£2/2001 _v_l

Document name: | MNone _'J

Figure : Update Activity window

Edit appropriate informationd Notes 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
toviewyourto-do | i st for a particular individual
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 1|ist. ltems that -appear i
Dod and in essence are those tfelplaohe are not
. calls, interviews, etc.).

ci‘gy;} 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.
Working To-Do Infoermation

Prospectiame ProspectiD Salutation ExpEntTerm  |DateDue  © | Activity hotes

i |

2 JONES, ADAM C 1,409 FA-01 9/20/2001 2:09: |FIRST PHONE C _]

3 WEST, JMR 1,395 Fa-01 9/5/2001 2:15:0 |Follow Up Phon

4 WEST, JMR 1,395 Fa-01 8/6/2001 2:15:0|Follow Up Phon

5 BARCO, JM J 1,393 FA-01 812001 2:08:4 |Fill Out Applicat

6 BARCO, JM J 1,393 FA-01 743112001 2:08: |FIRST PHONE C

z ADAMS, EMILY K 1,383 Fa-01 715/2001 4:31:4 |Follow Up Phon

8 QUINN, DONOYAN KEEGAN  |1,398 FA-01 6/28/2001 12:0(|Confirm Intervie |Call to ¢
GIBSON, ANGELA J 38 6/15/2001 8:14: |FIRST PHONE C

10 QUINN, DONOYAN KEEGAN  |1,398 FA-01 6/12/2001 12:0(|FIRST PHONE C |First call

[;]_1_ ADAMS EMILY K 1,383 Fa-01 6/5/2001 4:31:4 |Follow Up Phon

Figure : Working To-Do window
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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.

CAMS Enterprise i Admissions Module

4, Rightcl i ck a record to view the indivi

Name: [ROBERSON,

Address 1: I! 23 Mail Home Address Type: [Hm’::»:—

Address 2: | city: |C

State/Prov: |Mf\ Zip Code: 63094
Country: Social Security #: I
Event: User Defined: I
Source of Lead: Gender: [Female

Figure : Prospect Info window

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

Prospect Name: [JONES, Phone1: [314-123-456
Phone: | Work Phone: [314-765
Fax: [314-123- E-Mail 1: [em: cams.com
E-Mail 2: | E-Mail 3: |

Due date: [3/20/2001 |

Activity: [ FIRST PHONE CALL ha|

Type notes here _:_]
specific to phone
Notes: conversatmn.]
H

Completion date: |10/5/2001 :I

Document name: |

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-ofwbdl dndc-tlodishkon a To

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.
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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.

CAMS Enterprise i Admissions Module

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.

Working To-Do Infoermation ClHelp
ProspectName ProspectiD Salutation ExpEntTerm DateDue 5| Activity Motes
i B
2 JONES, ADAM C 1,409 FA-01 9/20/2001 2:09: |FIRST PHOME C ‘J
3 WEST, JMR 1,395 FA-01 9/5/2001 2:15:0 |Follow Up Phon
4 WEST, JIM R 1,395 FA-01 8/6/2001 2:15:0 |Follow Up Phon
BARCO, JM J 1,393 FA-01 8172001 2:08:4 |Fill Out Applicat
BARCO, JM J 15393, FA-01 7i31/2001 2:08: |[FIRST PHONE C
ADAMS, EMILY K 1,383 FA-01 7/8/2001 4:31:4 |Followw Up Phon
QUINN, DONOYAN KEEGAN  |1,398 FA-01 612812001 12:0(|Confirm Intervie |Call to ¢
g GIBSON, ANGELA J 38 611512001 8:14: |[FIRST PHONE C
10 QUINN, DONOYAN KEEGAN  |1,398 FA-01 6/12/2001 12:0(|FIRST PHONE C |First call
11 ADAMS, EMILY K 1,383 FA-01 6/8/2001 4:31:4 |Follow Up Phon

Figure : Working To-Do window

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

Name: IROEEF.‘E:ON, SARAALLEN Status: IF‘F{OSPECT

Address 1: [123 Mail Home Address Type: [Home
Address 2: | City: [Chesteriield
State/Prav: |10 Zip Code: [53094
Country: | Social Security #: |
Event: | User Defined: |
Source of Lead: j Gender: lFemaIe
v

Figure : Prospect Info window

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

Prospect Name: |._h:,r!'~lEE;_ ADAM C Phone1: |31 4-123-4567
Phone2: | Work Phane: [314-765-4321
Fax: |‘314-1 23-4567 E-Mail 1: |Emaxl@ﬂ'lreerwers-cam:z: com
E-Mail 2: | E-Mail 3: |

Due date: [3/20/2001 |

Activity: | FIRST PHONE CALL 7|

Type notes here ;l
specific to phone
conversation.
Notes: |
=l

Completion date: |1U/5£20El1 :]

Document name: |

Figure : Working To-Do Detail window
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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.

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-ofvbdl dnodc-tiodshk on a To

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

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

Email i 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.

5.

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

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.

Click the Reports tab.

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 activitiesunlessy ou s el ect
Al'l Activitieso.

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.

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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Click the Reports tab.

Select Export/Merge Correspondence.
Click Print.

o g M w

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.

Click the Reports tab.
Select Email Correspondence.

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
counselors can run only their lists if given access.
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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

< 5
A g
N 1. From the CAMS Enterprise Home page, click Admissions >Organizations
>Add. The Organization window opens with the Organization tab displayed.

Name: |

Address Line 1: |

Address Line 2: |

City: I State: v] ZIP Code:

County: | '] Country: 'I
. | Fax ﬁ
R Number:
Category: | 'I Type: ,I
Size: IU Status: Usg:o[l)‘zf. l—
Last Contact Last Contact
Person: Date: | 5/16/2002 :I

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.

»

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.

Salutation:
First Middle Last
Name: Name: Name:
Title: |
Phone 1: I Phone 2: | Fax: |
Email 1: | Email 2: | Email 3: |

Figure : Contacts window

3. Supply contactdéds name, title and communi
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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.

l@ 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.

Due Date | = Actwity [ |
Completion Date | :l Document ]

Notes

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.
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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.

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.

Organization ID: :: @
Name From: l Name To: |
Category: |Church g Type: |Baptist g
College =| Catholic |
Status [—
city: | State: |AK 3
AL =l
ZIP From: I ZIP To: I
County: {COOK Country: |Canada
Cook =l England x|
User Def Group l
Last Contact Date From | - Last Contact Date To | M|

Figure : Admissions BYOR window

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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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.

CAMS Enterprise i Admissions Module

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.

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.

Contact type: ]_ 'I Institution: |
Salutation: | Title: |
First name: | Middle name: |
Last name: ] Suffix: I

Address: | Line 2:
Line 3: | city: |
State: | - ZipCode/Prov: |
County: ] Countny: | vl
Phone 1: | Phone 2: |
E-Mail 1: | E-Mail 2: |
E-Mail 3: | Fax: |

Tax ID number: ]

Figure : Add Contact window

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

Enter contact data.

Cl i X0k tiio s ave yQanceltoredatevithoutdsaving.
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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
=

2 _,&/ 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.
Contact Type: |Company Contact Linked To: |Donor g
Faculty LI Faculty j
Institution From: | Institution To: |
Last Name From: Last Name From: l
-~
city: | State: [aK :|
AL |
ZIP From: ZIP To: I
-~
Country: {Canada
England L'
Tax ID Number:

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.

Page 92 of 105



CAMS Enterprise i Admissions Module

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

\ﬁ Step-by-Step: Add New Entry Or Maintain An Existing Entry
=

2.
3.
4,

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

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

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

Name: |
High School Code: o |
Address: |
City: | State: | 4
zipcode:[
County: | Country: ]

Figure : Add High School window

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

\ﬁ Step-by-Step: Add A New College Entry Or Maintain An
<2 Existing Entry

1.

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

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

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

Name: | Active: IE[
College Code: I— College Codg l—
College Code 3 l—
Address 1: |
Address 2: |
city: | State: I—Ll
ZipCode: l— Country | j
Phone: | Flnant;::]ﬁ:g
Administration

Phone:

Figure : College Lookup window

Enter school information, including the college name and code.
Select Yes or No to indicate whether the record is active.

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
institutionbs standar ds.defihddénthg CAMSp s
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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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

S

&

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.

\ﬁ Step-By-Step: Create Prospect Address Export File
—

27 1. From the CAMS Enterprise Home page click Admissions >Prospect

>Address Correction. The Prospect Address Validation page displays.

.’;‘ 2 Criteria 1 /q Export . Load ;" s Insert ;

Criteria 1 ) Help - Reset

 Selection Criteria

Entrance Term From Entrance Term To I
Cancelled 'l Address Type |Billing g

Church j

Status |Accepted Event |CAMS OMLIMNE g
Adrmitted =l CAREER DAY x|
Entry Date From j Entry Date From I j

Select records that: | Have never been validated j

Initiate

Figure : Address Validation window

Enter information to select the list of prospects.

3. Select records that iHave never been validatedoor fHave changed
(updated) since last validationa

4. Click Initiate. The Export Batch File page displays a list of names meeting
the criteria.
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& Criteria 1

Marsipan o Home

KI Llﬂ

CorrectAddress batch processing provided by hitp:/fiwww.name-searching.com/

MOTE: Address|D is the record identifier, it is the field you enter as the "Refained” 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 (MOME).

States in CAMS must be the standard 2 character state abbreviations

Create Batch File

Figure : Export Batch File window

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

Note:Address|I D is the record identifier; i
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 BatchFile. A file is created in t
defined in the User Administration profile is CAMS Manager.

t

Page 97 of 105

he

t he

user



CAMS Enterprise i Admissions Module

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
—

A= g 1. Log into the Intelligent Search Technology, Ltd ® website,
www.nhame-searching.com.

3 Log In - Microsoft Internet Explorer

J File Edit Wew Favorites Tools Help

| @Back ~ ) -~ (] [2] 0| 7 Favorites | 4

JAQdVESS Iﬂj https:/fwww.name-searching.com/CaddressASP/LoginForm.aspx j H msnY - |
|tinks ] CE Storm @] CE Rogue ] CE Stone &] Fac Port Storm €] Stu Port Storm  &] Magic Service Desk B TRS HOME &
AIRAEIL T |

‘ Intelﬁgent The Intelligent Choice
Searc

Technology, Ltd

HOME | PRODUCTS | SERVICES | CUSTOMERS | NEWS| ABOUTIST | MY ACCOUNT
ONLINE Please log in to download licensed software, to view
SHORTCUTS: documentation, and to use online technology.

CorrectAddress® Interactive

CorrectAddress® Batch Username: I PRICE MODEL
15Twatch@ Interactive Password: | ONLINE PRODUCTS
15Twatch® Batch BATCH PROCESSING

LogIn Can'tLog In?

15TmedWatch@ Interactive

1sTmedWatch® Batch .
To create a new account click:

MerlinMerge®
FREE TRIAL to test online services with 50 transactions.

MerlinMerge® SpeedPro

Licensing BUY NOW to open an instant live account.

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.

Select the Input File.

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

Verify that all settings are still correct then click Next.

N o g &

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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0Int€”‘ ent Batch Status Interactive Buy Transactions My Account Log Off
Search rwsiog ¢

Time Started: 07-05-2005 6:01:24 PM  Batch has completed. Please, choose file to download.
Time Finished: 07-05-2005 6:01:35 PM Address_Correction. txt Download Selected File

" :CorrectedAddress1. txt
Current Record: Mattw0072_ |ayout txt Remove Selected File
mattw0072_log. txt Remave All Files
mattw0072_NoMatchRecords. txt
mattw0072_ps3553. txt Correct No-Match Records
Qutput File Details
mattw0073_NoMatchRecords. txt Important: All remaining files

mattw0073_ps3553.txt on the server will be removed
- within the next 5 days.

CASS-Certified Total:
Zip+4 Coded:
5-Digit Zip Coded:
Carrier Route Coded:
DPBC Coded:

LOT Coded:

Highrise Exact:
Highrise Default:

RR Exact:

RR Default:

Total LACS:

Total Ews:

R - T - T - T S e

Batch Job Name: |mattw0073 Progress Increment Number: 100

<< Back View Progress = Close Batch

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
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