
SONISWEB 2.2 Release Index – October 2008, Revised 
10/24/08
This list is alphabetical by user-role; Admissions, Recruiting & Prospective Student, All 
Users, Development & Fund Raising, Employer Records, Executives, Faculty, Financial 
and Financial Aid,  Registration & Courses, and System Administrator.

All the displays are from an RJM Systems, Inc. test system or the developers' notes. 
Displays after final testing may look slightly different.
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Admissions, Recruiting & Prospective Students - Systems 
Functions

Online Applications – Required Radio Button Questions
A subtle change is made in how radio buttons appear to applicants. 
If the applicant fails to choose any selection and clicks the Save 
button, it is not saved and a message appears as shown in Figure 1.

See also “Required Online Application Pages” on page 6.

Online Application Page Memo
The “Note:” in Figure 2 is an option set 
in Online Application Page Notes under 
Systems.  The source of the note is seen 
in Figure 3 with the Help text on the left 
and the page note on the right.

Clicking an underlined “Application 
Page” yields a display that permits entry 
or change of both the help and note texts.

Online Application Tab Titles
Now you can change the name of the 
tabs that appear in the Online 
Application display (Figure 2).  In 
Systems go to Online Application Page 
List. Here you will see your page names. 
These are the page names used during 
the displaying of the tab titles. Change 
them to the names you prefer. 
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Figure 1: Message for 
Required Missing 

Entry

Figure 2: Page Memo Example

Figure 3: Online Page Notes Help and Page Note entries



Required Online Application Pages

Added to the current set of options in setting up online application pages is the ability to 
make some required and other not.  Figure 4 shows the addition highlighted on the right. 
Note that three pages are required for online applications to operate properly, so they 
cannot be removed from the required list nor can they be disabled.  Related to this is 
“Online Applications – Required Radio Button Questions” on page 5.
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Figure 4: Required an Added Option for Online Applications



Admissions, Recruiting & Prospective Students - Reports 
Functions

ACT-SAT Report Added

Selection options for this report are Campus, Division, Department, Entry Date, Program, 
and IPED Status.  It is under Reports.

Applicant Mailing Labels
Applicant Labels(RB)   under Reports creates a PDF file of labels suitable for sending to   
others and printing.

Applications by State City Zip Update
A new IPED status selection option is added to the Applications 
by State, City, Zip report.  It is under Reports.
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Figure 5: Applicants SAT/ACT Statistics

Figure 6: Report Prompt 
Addition



Applications Compare Report 
This new report shows the FTE (full-time equivalent students) by 
semester and school year with Incremental Growth and overall 
percentage growth from the first to last entry date selected. 
Figure 7 shows entry date selection.  The user picks two or more. 
With that selection you can compare past years and semesters or 
between entry dates within a semester.  The report is shown in Figure 8.   

It is interpreted in this way:

1. The “Number of Applicants” are the counts used to calculate the percentages.

2. The first entry date is the base against which the the dates following it will be 
compared to compute “Overall Growth”.

3. “Incremental Growth” compares the count in an entry date row to the row just 
above it.

4. “Overall Growth” compare the count for an entry date row with the count of the 
first entry date, the top row in Figure 8.

It is under Reports.

Prospective Students Report Excel PDF options
This report now offers the PDF and Excel format options.  It us under the Reports icon.

Release Index for SONISWEB Version 2.2 October 2008 as of 10/24/08 ,  Page 8 of 73

Figure 8: Application Comparisons & Incremental Growth

Figure 7: Applications 
Compare Report



All Users - Names Functions

Alternate Name Search by Exam ID

Clicking Alternate Search at the bottom of the name search display yields Figure 9 that 
adds searching by Exam ID.

Alternate Name Search – From Radio Buttons To Links 
In a standard Names search, each name found has an underlined link.  An Alternate 
Search now operates the same way with radio buttons replaced by underlined links.

Disabled Enter Button
Enter a date in a field (top of Figure 10), click the 
Submit button, and it is checked for validity and 
formatted (bottom of Figure 10).  An error message 
appears if the date entered cannot be interpreted.

Clicking the Enter key instead of the Submit button 
can leave the date unchecked and unformatted.  So the Enter key is now disabled when 
dealing with date fields.

All Users - Systems Functions

Academic Calendar
When the first page of the Academic Calendar first displays it contains calendar items for 
every school year/semester equal to or greater than the current school year and semester 
(as defined in Systems Variables under Systems).  Now clicking a Semester/Year link on 
the right shows only those items relevant to the Semester/Year link clicked, a subset of all 
the calendar items.  
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Figure 10: Top, Date as Entered; 
Bottom, Date as Checked and Formatted

Figure 9: Exam ID in Alternate Name Search



In Figure 11 “Fall 2008” was selected and only entries for that time are displayed.  Click 
one of the highlighted links at the bottom to display all the entries again.

Activities Add by Group Enhancement

You can now select Entry Date in addition to the other choices while adding activities for 
a group.  Activities Add By Group is in Systems.

Activities and Timed E-Mails with Multiple Attachments
When setting up e-
mail activities, you 
can attach one or 
more files to be sent 
with the note. 
Access this via Activities under Systems.
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Figure 11: Academic Calendar After Semester-Year Selected

Figure 12: Entry Date Added

Figure 13: Attachments for Activities



Exam ID Enhancements
Exam IDs are used for two purposes

1. As anonymous identifications on exams, especially important in law schools.

2. As all-numeric IDs required by the Scantron® answer-sheet scanner.

New with this release is an optional ability to randomly generate Exam IDs.  It is 
specifically aimed at law school use.  

Continued are the options to type in the Exam IDs or to use the conversion utility to 
change the alpha-numeric student IDs into the all-numeric IDs for Scantron®.  RJM 
consultants will assist a school in setting up the option it wants.  Send a note to 
support@sonis.com.  Exam ID Utility under Systems makes it work.

Pop-up Calendars
Now on many displays, click a date field 
and a pop-up calendar appears as 
illustrated in Figure 14.  Arrows let the 
user pick months, move back and forwards 
in time, etc.  Clicking the day number in 
the calendar inserts it in the date field.

Pop-up Calendars – Turning 
Them On and Off
Not all institutions want pop-up calendars. 
In Systems Web Options a checkbox lets the school turn on and off the availability of 
pop-up calendars.

Query Builder Enhancements
● Entry Date selection now includes choosing dates 

before and after the date entered.

● The e-mail option on output allows attaching more 
than one file.

● The address list that can be exported in Excel format 
contains several additional fields to be used in the mail merge.

Query Builder is accessed from Systems.

Spell Check Option
Checking spelling when composing letters and e-mail notes is now easier with this option 
as seen in Figure 16.
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Figure 14: Pop-up Calendar

Figure 15: Entry Date 
Operations

mailto:support@sonis.com


The “CFX_Spell” is a 
separate software 
function that must be 
installed on the 
ColdFusion server.

Once installed, a 
“Spell Check” button 
shown in Figure 16 
appears in most 
functions that are used 
to compose text. 
Clicking the button 
begins the check and 
any misspellings yield the prompt seen in the figure.  The options are those familiar in 
nearly all spell checkers.

Currently spell check is available in:

● Activities  
● Email/Text Message: Bulk  
● E-mail within Query Builder 
● Email Class for faculty
● Email Instructor (located on course information page) for faculty
● Email Instructor (located on course information page) for students.

Installing CFX_Spell
1. Copy the CFX_Spell to the server.
2. Registering the tag in ColdFusion Administrator.

Here are the steps in detail, first copying the files to the server:
1. Make sure you have administrative access to the ColdFusion server. Installation is 

possible via direct local access, or remotely (via Telnet or Terminal Services if 
supported).

2. Select an installation location. An ideal location is beneath the CFX directory under 
the ColdFusion root (by default this will be c:\cfusionmx\cfx for Windows 
installations, and /opt/coldfusionmx/cfx for Unix/Linux installations).

3. Create a directory for CFX_Spell, the recommended directory name is "cfx_spell".
4. Copy all of the runtime files into this new directory.

Note for Unix/Linux users: CFX_Spell may modify some of these files and create additional 
files, and so write access to the directory is required.
Next the tag must be registered in ColdFusion, here are the steps in detail:

1. Access the ColdFusion Administrator and login to it using the Administrator 
password.
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Figure 16: Spell Check in Operation



2. Go to the "Java and JVM" screen.
3. Locate the field named "Class Path". You will need to provide the full path to the 

new CFX_Spell directory in this field (if it does not already exist there). If other 
paths exist, then append the new directory using a comma to separate the listed 
directories.

4. If you have modified the "Class Path" then you may be prompted to restart 
ColdFusion.

5. Go to the CFX Tags screen.
6. Click the Register Java CFX button.
7. Fill in the displayed form as follows:

● Tag Name: cfx_spell
● Class Name: cfx_spell
● Description: CFX_Spell - The ColdFusion spell engine by EmTek Systems.

8. Click Submit to save the new tag.

Status Bar Middle Initial
The middle initial  (or whatever is in that field) 
is included in the name on the status bar.

Timed Letter (RB) Can Include the ID & PIN

Figure 18 shows the addition of both an ID and a PIN.  That places the PIN (Personal 
Identification Number) or ID of the person addressed in the letter.  For example, a letter to 
Pamela Broadhurst (Figure 17) could end with “PIN = 333333333” by using the #pin# tag in 
the composition of the letter.  Timed letters are set up with Activities under Systems.

Timed Letters(RB) & Timed Email Salutation Added
Timed Letters(RB) and Timed Email in Reports have added the “salutation” field from 
each individual's Preferred address record as seen in Figure 22 on page 16.  

The variable #salutation# is used, see Figure 19.  
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Figure 17: Middle Intial in Status Bar

Figure 18: PIN and ID in a Timed Letter Activity



“Mail Merge Salutations” on page 16 is a companion use of “salutations” and recommends 
the need for consistent use of the field in address records.
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Figure 19: Salutation Variable for Timed Letters



All Users - Reports Functions

Alumni Mail Merge - Graduate Year-Month and Graduate or 
Non-Graduate Added

Alumni Mail Merge is under Reports.

Enhanced Excel Output in Selected Reports
For those reports where it makes sense SONISWEB offers output as “Flash” paper, 
PDF and Excel.  The Excel output is a proper “.xls” file that most spreadsheet software 
can load and manipulate.  It includes all the titles, headings, etc. that appears on the paper 
and PDF reports.  For a selected set of reports, the titles and headings and providing are 
stripped with only the raw data remaining.  On the reports below, selecting the Excel 
option provides an xls file without the headings and such.  An example is Figure 53 on 
page 33.  These are accessed under Reports.

● Activities Prospects ● DE Donor Information 

● Activities Students ● DE Alumni Donor Information 

● Alumni Profile ● DE Donors by Maximum Gift 
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Figure 20: New Selections Highlighted



● Alumni Alpha List ● DE Donors by Total Gifts 

● Applicant Dispositions RB ● Enrolled Student Directory 

● Applicant Dispositions All RB ● Enrolled Student Listing 

● Applicant Listing ● Enrollment by Date 

● Charges/Credits Report ● GPA Report 

● Course Section Schedules ● Prospective Students 

● Dean’s List ● Transaction Register

● DE Cultivation Activities (new) 

Mail Merge Salutations
Mail Merge (in Reports) has added the “salutation” field from each individual's 
Preferred address record as seen in Figure 22. 

Salutations are passed through to the mail merge table with Figure 21 an example.

Figure 22 Shows two of the ways that salutations can be used.  For consistent results in 
the mail merge, the administrators using mail merge need to set a standard as to how 
salutations are to be used in the Address records.
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Figure 22: Examples of Salutations in the Address Records

Figure 21: Mail Merge File as Seen in a Spreadsheet



See “Timed Letters(RB) & Timed Email Salutation Added” on page 13 for a companion 
use of salutation.

Reports – Text for Dates
It is not always clear to which dates “Begin 
Date” and “End Date” refer. Using 
Systems Report Date Range, a header can 
be displayed above the date range. So for 
example, on the “Attendance” report, the users sees that they are entering a beginning and 
ending class date.  Figure 23 shows a highlighted example.  Most of the SONISWEB 
reports has that text added.  Users can change the text to suit the needs of the school.

Timed Letters(RB) & Timed Email Salutation Added
See “Timed Letters(RB) & Timed Email Salutation Added” on page 13 for a description.

All Users - Student Access

Event Calendar via Student Access
The Event calendar is available to all from 
the opening display of SONISWEB.  To 
make access easier for students an icon is 
added in the student display for direct 
access to the Event calendar.

Development & Fund Raising - Financial Functions

DE Post to Accounting Dates
The new date fields permit accumulating batches. 
The batches are then later posted for use by 
accounting.

DE Post to Account is under Systems.
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Figure 23: Report Prompt Date Annotation

Figure 24: Event Calendar Icon

Figure 25: DE Post to Accounting Dates



Development & Fund Raising - Reports Functions

Development Excel Reports
The option of getting a spreadsheet (Excel) file has been enhanced for the following 
reports:

● DE Alumni Donor Information

● DE Donor Information

● DE Donors by Maximum Gift

● DE Donors by Total Gifts

See “Enhanced Excel Output in Selected Reports” on page 15 for the details.  These are 
accessed by clicking the Reports icon.

DE Pledges By Event Report

Column totals are added as seen at the bottom of Figure 26.  This report is accessed by 
clicking the Reports icon.

Pledge Payment Receipt
Added to this receipt are Code, Fund and Event, Payment date and Receipt Date.

Employer Records - Systems Functions

Employer Selection Menu in the Employment Record
This is described on page 36.
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Figure 26: Totals Added to Report



Employer Evaluations
Evaluations are not just for courses any more.  Evaluations for 
employers is limited to one active for all employers.  Other 
inactive evaluations can be set for later use.

Evaluations is under Systems.

Executives - Names Functions

Applicant List in Executive Dashboard
At the bottom of the summary list such as Figure 28, the 
underlined total, when clicked, yields a display with the 
details as shown in .Figure 29.
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Figure 27: Evaluation 
Types

Figure 28: Executive Dashboard 
Applicants SummaryFigure 29: Executive Dashboard Applicants Detail



Faculty Salary Records Expanded

Accessed by Names, faculty members can now have more than one salary record.  

Faculty Tenure Records Expanded

The following tenure records have been expanded so that each can have multiple records. 
Figure 31 is an example.

● Tenure Activities

● Tenure Admin Assignments

● Tenure Awards

● Tenure Committees

● Tenure Grants

● Tenure Publications.

Release Index for SONISWEB Version 2.2 October 2008 as of 10/24/08 ,  Page 20 of 73

Figure 30: Faculty Salary Records

Figure 31: Tenure Records



Faculty - Faculty Access

E-Mail Class Checkboxes

At the top of Figure 32 is the “Check...” and “Uncheck All Email” buttons.  It changes 
the “Email” checkboxes by each student name. This is the first thing that should be 
chosen.  If you go back and change this, elements of the email itself will be lost and have 
to be reentered.  (The exception is adding file attachments.  The settings are not lost since 
they get copied to the “batch” folder and are not deleted at the end. )

Use individual check boxes by each student name to include or exclude each student from 
the mailing.

Faculty Advisee – Online Hold Audit
When a faculty advisor places an advisee on hold or removes the hold, it is recorded in 
the SONISWEB audit table from which it can retrieved for auditing.
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Figure 32: Options in E-Mail Class



Faculty Advisee Mass E-Mail
Working much like sending an e-mail note to a class (Figure 32), a button at the bottom 
of the Advisee display lets a faculty member send an e-mail note to all or selected 
advisees.

The “Check All Email” and “Uncheck All Email” radio buttons in Figure 33 let you reset 
the checkboxes by each student name.  

Fractional Percentages in Weighting Scales
See page 44.

Transfer GPA via Faculty Access

Faculty displays of advisee courses include a computation of the GPA (grade point 
average) for transfer courses as shown at the bottom of Figure 34.  Where the transfer 
course credits total is greater than 0 and quality points total is greater than 0 the GPA is 
calculated by dividing total transfer quality points by total transfer credits.  The Transfer 
GPA heading only prints when the transfer GPA is not 0.
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Figure 33: E-Mail Advisees

Figure 34: Transfer Course GPA



Financial and Financial Aid - Names Functions

ISIR Verification Checklist
In the student Financial Aid records is a 
new Verification Checklist Link. The 
verification checklist will be one of the 
two seen in Figure 35. If it is a button 
at the top of Figure 35,  the 
administrator manually creates a 
Verification Checklist. However, if the 
Verification Checklist is a link with 2 
lights around (the bottom of Figure 35), 
this means that either the ISIR1 import has asked for a Verification Check, or another user 
has initiated a verification check.

The checklists are created in two ways:

1. An administrator creates a checklist 
for a student.

2. The ISIR import creates a checklist 
depending on the verification status 
code in the import. 

If ISIR creates the list, it is automatic and 
fills in information from ISIR as it is being 
created. If an administrator creates a 
Verification Checklist the ISIR columns 
may or may not be filled in depending on 
whether or not ISIR Import has been run. 
Figure 36 is an example of a verification 
list.

Setting Up Verification Checklist 
Items
Using Table Maintenance under Systems 
pick the “Verification Check Documents” 
table seen in Figure 37.

In this table use the Add button to name 
the documents needed for verification. 

Next click Verif. Checklist.

Use the pulldown arrow in  to see a list of standard items imported with ISIR.  To add 
one to your checklist, click it from the list.  The list collapses and beneath you see an add 

1 Institutional Student Information Record from Federal Student Aid, U S Department of Education.
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Figure 36: Example of a Verification Checklist

Figure 35: Verification Checklist in Student Financial 
Aid Record



button.  Click the add button and it is 
added to your list.

Financial and Financial Aid - 
Financial Functions

Aged Trial Balance 365+ Option

The Aged Trial Balance (under Financials) has columns with covering 30 to 90 days. 
Click the “365+” checkbox and then the Submit button and one “365+” column appears 
as shown in Figure 38.

Aged Trial Balance Division and Active Program
As seen in Figure 38, two columns are added for Division and Active Program.
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Figure 38: 365+ Option

Figure 37: Verification Check Documents Table



Financial and Financial Aid - Systems Functions

Billing Options Default Settings

The highlighted items in Figure 39 shows how you can set the default options for billing 
reports.  For example, if you check “Enrolled Students Only” when a person starts the 
Billing Report, that option will be automatically checked. It is set in Web Options under 
Systems.

Credit Card Options
This release describes two changes in credit card payment options for 
students and the addition of application fees for applicants.  See these 
for the details:

“FACTS Online Application Fee Payment”, page 26.

“PayPal Payment”, page 29.

Credit Card Options for Student and/or 
Administrators

Using Student Payments-Admin or Student Payments-Student seen in Figure 41 the 
school determines how students may pay with a credit or debit card.

● Student Payments-Admin   is used by administrators to make payments with 
PayPal on behalf of students.  This is available only when PayPal is set as the 
payment option in “Provider”.

● Student Payments-Student   is where the students pay directly.

To use Nelnet (FACTS) the student must have an account with them.  With PayPal the 
students can use a credit or debit card or use their existing PayPal account.
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Figure 39: Billing Options Default Settings

Figure 40: Financial 
Aid Default Year

Figure 41: Credit Card Options



Financial Aid School Year Default
When you establish a new financial aid record for a student, the current registration year 
(set up in Web Options under Systems) is inserted in the year field.  You can select 
another if the record pertains to a different year.

FACTS Online Application Fee Payment
See also “PayPal Payment” alternative on page 29.  Note that the school must make 
arrangements with Nelnet to offer this payment means to students.  See “” on page .

FACTS2, often know as e-Cashier, is a way for students to pay their fees electronically 
with debit or credit cards.  SONISWEB provides a direct interface to these systems. 
What was used by students though their online student access now applies to online 
applicants at the option of the school.

Figure 42: Payment Prompt

With the option chosen, when the applicant submits his or her application, Figure 42 
appears asking for payment.  On clicking the “Make Payment” button, the applicant sees 
Figure 43.

2 FACTS Management is now  Nelnet- National Education Loan Network. See 
http://www.nelnet.com/.
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http://www.nelnet.com/


Figure 43: Payment via eCashier

Clicking the Proceed button switches the transaction to the e-Cashier system where the 
applicant completes the transaction.

Sometime shortly thereafter (typically less than five minutes later) Nelnet will send what 
is known as a “confirmation URL” to the college's SONISWEB server.  When the URL 
successfully triggers the ColdFusion function intended to intercept it, the record it is 
updated and the application fee transaction is posted.  After that the applicant will not be 
able to access her or his online application.  If during the period after making her or his 
payment and prior to the receipt of the “confirmation URL” the applicant does access the 
online application and attempts to submit it again he or she will see the notification 
stating “our records indicate you have already attempted to pay…”.  Should the student 
continue on to the e-Cashier site anyway they should not be able to make a second 
payment without deliberately trying to fool the system.

Setting up For Application Fee Payment by e-Cashier

Figure 44: e-Cashier Setup for Application Fees

Click Credit Card Processing under Systems and choose Online Application Fee to get 
Figure 44. Fill it in with the appropriate information, mostly from your contract with and 
information from Nelnet.
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ISIR File Import
ISIR1 files can be imported into 
SONISWEB. Click Import ISIR under 
Systems to get the opening display, Figure
45.  If you know the full name of the ISIR 
file you downloaded, type it in the field.  If 
not, use the Browse button to find it.  Then click the Submit button to proceed to Figure
46.

Once you get Figure 46 you click Review and Continue Import and/or
View Import Error Record. Reset Tables clears all the records imported 
from the ISIR file. If there were duplicates they are automatically 
ignored after the first encounter. Since the import process matches on 
the student ID (the field called “SSN”), if no match is found those 
records go to the error records.  If a student did not have a Financial 
year already created, this import will create one for that year. If a 
student had a year, it will update the information that matches already 
in SONISWEB.  Within the student's Financial Aid records is a link, 
seen in Figure 47, to view the ISIR information imported.

ISIR Import and Verification Checklist
SONISWEB now has the ability to import ISIR data direct from the DOE3 EDConnect 
file. The EDConnect file is the daily file that the Financial Aid receives regularly. Some 
schools do not use the automatic method of receiving files; instead they may download 
them a few times a week. The EDConnect file should not be confused with the 
EDExpress file. Users may continue to us the EDExpress file for their own purposes as 
well as to import award data into SONISWEB.

3 U S Department of Education
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Figure 45: Import ISIR

Figure 46: ISIR Import Review

Figure 47: 
Financial Aid 

Record ISIR Link



PayPal Payment
See also the alternative “FACTS Online Application Fee Payment” on page 26.  Note that 
the school must make arrangements with PayPal to offer this payment means to 
students.  

PayPal is an alternative option that your school can offer student and applicants to pay 
their fees.  The student clicks Credit Card Payment at the bottom of his or her Billing tab 
and is taken to PayPal.  Administrators also have that link in the Student Payment 
record for each student.  

Figure 48 is a picture of the interface to PayPal with annotation of it.  Students receive 
all the usual receipts and notifications from PayPal that they receive with any PayPal 
transaction.

Using PayPal requires:

1. The school to set up a business “Website Payments Standard” account with 
PayPal.  (In PayPal jargon the school must set itself up as a “store”.)

2. All students who will pay by credit card need personal PayPal accounts; 
accounts are basically free.

3. Setting it up in SONISWEB is much like “FACTS Online Application Fee
Payment” (page 26).  

Schools are subject to fees with their Website Payments Standards accounts 
for PayPal. The URL for fee information is
https://www.paypal.com/us/cgi-bin/webscr?cmd=_display-fees-outside.
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Figure 48: PayPal Interface

https://www.paypal.com/us/cgi-bin/webscr?cmd=_display-fees-outside


Click Credit Card Processing under Systems to get Figure 49 top.  Click the underlined 
“Process” to enter the information for “Provider”, etc. Note that amount is set for Online 
need PaypalApplication Fee but not for Student Payments.  That is because the 
application fee is fixed but the student payments are based on the total owed in the 
current bill.

With the processing set up in Figure 49 top, click  Paypal Account under Systems to see 
Figure 49 bottom.  

● “Paypal Account” is required and should be the responsible contact at the school.

● “Include Return Button” has special significance with PayPal because if the 
final PayPal screen loads slowly and the student clicks the return button before 
it is fully loaded (i.e. finished all processes), the financial transaction within 
SONISWEB  will not be created so the student will not get credit for the 
payment.  For an Online Application Fee payment,  the payment switch within 
SONISWEB will not be turned on, which would allow the applicant back into 
the application. 

● The other fields are optional information and they appears in the PayPal login 
display as seen in Figure 48.

To see the transactions, click PayPal Transactions under Reports, pick the options (that 
include PDF and paper output) and click the “Build Report” button.  Figure 50 is an 
example of a report.

Release Index for SONISWEB Version 2.2 October 2008 as of 10/24/08 ,  Page 30 of 73

Figure 49: Setting up PayPal for Payments, Step 1 top, Step 2 bottom



“Payment Status: VERIFIED” means the transaction completed.

“Payment Status: NONE” means something went wrong during the payment attempt. 
Common causes are that the “Pay Now” button (Figure 48) was clicked but the process 
terminated before is completed because:

1. The browser was closed before completion.
2. The session was disrupted for some reason like a power outage, loss of Internet, 
timeout, etc.
3. Failure of PayPal's IPN . . . their process of spoof protection and confirmation 
back to SONISWEB.
4. There was a problem with the payer's PayPal account like an invalid credit 
card. In this instance, since at that point the working with PayPal and not 
SONISWEB, the student needs to leave PayPal. PayPal only returns 
information at the conclusion of the entire transaction.

Records that display a payment status other than “VERIFIED” should be checked by the 
student against her or his PayPal payment history. As long as there is no PayPal 
transaction in that PayPal history, nothing need be done. However, if there is a 
PayPal transaction in the person's PayPal history,  use Post Transactions (under 
Financials) to balance the books.

PowerFAIDS® Changes
PowerFAIDS® has changed its format.  It now has a specific number per year for each 
award instead of having the same number for a award over multiple years. To 
compensate for this, SONISWEB PowerFAIDS® import was changed.  As seen in 
Figure 51 the PowerFAIDS® ID has changed on the award page. The current year's ID 
number is shown. 
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Figure 50: Example of a Paypal Transactions Report



To add new years and ID numbers, you click the underlined PowerFAIDS ID link on this 
display.

From a display listing all the school years for which you created a PowerFAIDS® ID you 
pick the year of interest to get to Figure 52.

IDs cannot be reused.  If you try to create an ID that has already been created for another 
year or another Award, you get an error message.
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Figure 51: Changed PowerFAIDS® Data

Figure 52: PowerFAIDS® ID



Financial and Financial Aid - Reports Functions

Charges & Credits Enhanced Excel Option

Like the spreadsheet enhancements described on page 15, this report produces a 
simplified xls file by eliminating headings.  It arrives ready to compute.  This is run from 
Reports.

Financial Aid Transcripts

Financial Aid Transcripts (under Reports), has been created in order to allow users to see 
all awards for a given individual or a group of individuals.

Release Index for SONISWEB Version 2.2 October 2008 as of 10/24/08 ,  Page 33 of 73

Figure 53: Charges and Credits Excel Option

Figure 54: Example of One Page of a Financial Aid Transcript



Loan Entrance and Exit Report

The new Loan Entrance and Exit Report (found 
under Reports), finds all the people that have 
started a loan. This new report finds all the users 
that have Entrance dates. 
One selection choice is the “Entrance Date” range 
shown in Figure 56.  

PayPal Payment
See page 29.

Semester Added to Payment Plans

Semester payment plans are an option. If you select a semester (Figure 57), you can then 
apply multiple payment plans to the same year and any semester. If you select blank the 
entry, it is a full-year plan.  

When a student views her or 
his payment plan, the student 
must choose the correct 
semester (Figure 58) to see 
the applicable plan.
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Figure 55: Example of the Loan Entrance and Exit Report

Figure 56: Entrance Date Option

Figure 57: Payment Plan with the Semester Option Chosen

Figure 58: Student Selection of Year and Semester



Under Reports the Payment Plan report has an added column for the semester.

Student Count on Award Detail Report

The Award Detail Report (found under Reports) has a new count shown by the arrows 
in Figure 59.

Financial and Financial Aid - Student 
Access

PayPal Payment
See page 29.

Semester Added to Payment Plans
See page 34.

Registration & Courses - Names Functions

Attendance Entry by Administrators

Faculty has long been able to enter class attendance from the SONISWEB faculty 
access.  Now authorized administrators can do it too. 

Degree Audit Unofficial Grades Will Not Appear
For the student-run degree audit, only final official grades appear in the report.  Even if a 
grade has been posted, it will appear only after an authorized administrator has made the 
grade official.  Administrators and faculty will see all the grades, even those not yet made 
official.
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Figure 59: Student Count on Award Detail Report

Figure 60: Attendance Summary Display



Emergency Contact Fields Added
A memo and optional fields have been added to the Emergency Contact record in each 
person's set of records.

Employer Selection Menu in the Employment Record
As Figure 61 shows, the administrator 
can type the employer's name and 
contact (the right radio button) or have it 
come from a list.  There are 
Employment records for everyone in the 
system.

The list contains all the names and 
contacts set up in the Employers records 
that are accessed through Systems.

Course Evaluation Faculty 
View Date

A faculty view date is available in Course Evaluation Assignment under Systems.  With 
it you define the date the faculty can view their course evaluations and not be limited to 
the course evaluation end date.  Faculty viewing of Course Evaluations will now be 
determined by date entered in “Faculty View Date” field highlighted in Figure 62. If this 
date field is left blank faculty will not be able to view their evaluations.

Housing Assignment – Disabled Room
In SONISWEB, a record or a table entry can be disabled so it does not appear in a 
selection list and therefore cannot be selected.  It is common way to remove it from use 
while not deleting it and losing any content or connection to other records.

For rooms, a slightly different approach is used as seen in Figure 63.  Disabled rooms are 
so marked.  They cannot be selected but current occupants of the room appear in the 
displays.
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Figure 61: Employer Name Options

Figure 62: Faculty View Date



Housing Incidents – School Year and Semester Fields Added
Housing Incident records have start and end dates, usually the dates of the occurrence. 
Now the school year and semester can also be selected.

Housing Preferences Include Roommate(s)

Each student's Housing Preferences record can include one or more preferred roommates. 
Enter the ID of the roommate and click the “Add Roommate” button and the person is 
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Figure 63: Housing Assignment Room Display

Figure 64: Housing Preferences Including Roommates



listed under Roommate(s) as seen in Figure 64.  To remove a roommate, click that 
person's underlined name.

During housing assignment, the current disposition of the preferred roommates is shown 
as in the example in Figure 65.

In this example, Edgar Abbottie has 3 people as preferred roommates. Beside their names 
are three indications:

● Full – this preferred roommate has a room and it is full so Abbottie cannot be 
assigned to that room.

● Unassigned – this preferred roommate has not been assigned to any room yet.

● Room Code – this preferred roommate has been assigned and the the room is not 
full.  By clicking the underlined room number, Abbottie will be assigned to this 
room with this preferred roommate.

Lead Faculty Member Shown on Student Course Records

The added information is shown in Figure 66.
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Figure 65: Housing Assignments with Roommates

Figure 66: Lead Faculty Member on Student Course Record



Registration Pop-up Shows Selected Section Details

In Figure 67 click the underlined “Time Desc” entries for a course section (class) and get 
the details seen in the pop-up window including the course section memo for that specific 
section.  The memo is entered when the course section is set up in Courses Section:Add/
Edit.
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Figure 67: Registration Pop-up



Registration & Courses - Courses Functions

Course Section Add with Room Finder

Room finder was a option when establishing course sections (classes).  Now it is the 
recommended standard with direct entry an option.  Clicking Room Finder (Figure 68) 
displays the rooms that meet the specifications above and then displays available rooms.

In Room Finder insert the dates and the spaces needed as seen in Figure 69.  The 
administrator picks the campus, enters the days and times, and selects from the rooms 
available in the “Building Code” list.  
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Figure 68: Course Section Add with Room Finder



Room attributes can also be selected to narrow down the suitable rooms further.  Clicking 
the Submit button brings Figure 70. 
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Figure 69: Room Finder with Course Section Entries



The suitable rooms are displayed in Figure 70.  Those not in use at the times entered have 

a No – Select link.  Click it and the room is chosen for this class.  Those in use have the 
Room Code underlined.  Click one of them, and you see who has the room reserved and, 
perhaps, you can negotiate for the time or reassign classes. 

If the available rooms shown in Figure 70 are too few, there is a Search Again link (not 
shown) at the bottom of these display to return to Figure 68 and then Figure 69.  In 
Figure 69 start removing constrains of days and/or times and/or campus to get a larger list 
in Figure 70. 
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Figure 70: List of Suitable Rooms



Registration & Courses - Systems Functions

Additional Fees – Semester Option

Additional Fees cover additional costs that can be related to a specific campus or level. 
Credits enrolled can also be used to control who does and does not get charged the fee.  

Now they can be assigned by semester using the selection highlighted at the bottom of 
Figure 71.  Additional Fees can be changed (the edit link on the right) or deleted (Del 
link).    Additional Fees is accessed under Systems.  The fee Code used is a standard 
financial Transaction Code.

Additional Fees Filter (also under Systems) is used to turn on and off the Levels and 
Campuses options.

Employment Type Selection Menu
In each person's Employment record, the type of employment is now a 
pulldown menu as seen in Figure 72.

The employment type is set in a table.  Click Systems, then Table 
Maintenance and pick the “Employment Type” table.

Faculty Part of Bulk Reminders
Bulk reminders sent to students and the lead instructor will now be send 
to additional faculty as well.  Reminders: Bulk is under Systems.
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Figure 71: Semester Option for Additional Fees

Figure 72: 
Employment Type 

Choices



Fractional Percentages in Weighting Scales

Fractional percentages to two decimal places can be assigned to elements contained in
weighting scales.  Administrators find it under Weighting Scale in Systems.  Faculty see 
it by using the Courses tab and then the Gradebook icon followed by the Section Setup 
tab.

Home Institution Entry Date Selection in Student Education 
Records
The Education record for the home institution (your school) has a “From” date that now 
is a pulldown list of dates.  The default setting is the entry date in Systems Variables. 
The From dates offered in the pulldown menu are in descending order so that the most 
recent dates appear at the top of the list.

Import Final Grades
Importing final grades is common from affiliated institutions and from distance learning 
(usually online) course software.  By putting those final grades in a spreadsheet and 
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Figure 73: Bulk Reminders

Figure 74: Weighting Scale Percentages



saving it in “xls” (Excel) format, they can be imported to SONISWEB.  It is invoked 
with Systems Import Final Grades.

Enter the full name of the “xls “file or use the Browse button to find it, then click the 
Submit button to load it.  SONISWEB checks to make sure it is a proper xls file and 
issues an error message if it is not.

The imported “xls” file must contain 1. SID that identifies the course section, 2. 
SOC_SEC (the Student ID), 3. GRADE (the grade starts as a blank value).  The column 
names must appear in the file and must be in this order.  The values in each row must be 
valid.  The SID must be a current course section, the SOC_SEC must match the ID of a 
student enrolled in the course section, and the GRADE must be in the grades table. 
Specific error messages are displayed for mismatches or lack of correct columns and 
column names.

Grades can be imported for students who do not   already have an official grade  .  Once the 
grades have been imported they must be made official using one of the existing functions 
in SONISWEB designed for that purpose.

Errors are summarized as shown in Figure 76.

Institution Alternate Contacts,  Events & Report

Events held at other institutions can be recorded and then viewed in SONISWEB.  An 
events report like that in Figure 77 shows the events.
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Figure 75: Import Final Grades Initial Display

Figure 76: Error Summary

Figure 77: Example of the Institution Events Reports



Click Institution: Add/Edit under Systems.  Search for, or add, the institution for which 
you want to add events.  To add events you must have a contact name established.  

With an institution's record displayed like Figure 78, click the Alternate Contacts link at 
the bottom if the contact for the event is not in the records or to see the contacts already 
present.  Figure 79 shows it.
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Figure 78: Adding Contacts and/or Events for an Institution

Figure 79: Alternate Contacts of Institution Events



In Figure 79 is the “Contact Type Code” pulldown menu.  The values in that code are set 
in the “Contact Type Table” accessed with Table Maintenance under Systems.

Figure 80 has the “Event Type Code” pulldown menu.  The values of the codes are set in 

the “Event Type Table” accessed with Table Maintenance under Systems.

Names – Duplicate Search
SONISWEB assumes that each 
person in the database is unique; 
there should be no duplicates 
even if that same person is at the 
same time a student, a faculty 
member, and an alum.  It is still 
the same person. But duplicates 
creep in over time and finding the 
duplicate records is in the 
database is now simpler.  This 
new utility, Names: Duplicate Search under Systems, assists in hunting down duplicates. 
Used with “User Merge” (page 51), an administrator can consolidate duplicates and bring 
the database back to one unique set of records for each unique individual.

The prompt shown in Figure 81 offers a search based on Last Name, Birthdate, or Email 
Address.  Clicking a radio button provides a fresh display with a field for either “Last”, 
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Figure 80: Add Events for Institutions

Figure 81: Duplicate Search Choices



“DOB”, or “Electronic Mail”.  Which to use in Figure 81 depends on what you expect of 
the data.  If the last name is one that is often misspelled, birth date or e-mail address may 
be better.  Enter as much as you know of the search data and click the Submit button. 
You see Figure 82.

It appears in Figure 82 that “Betty A Brown” and “Elizabeth A Brown” may be the same 
person.  With “Betty” a common nickname for “Elizabeth”, the same middle initial and 
identical birth dates it is only a suspicion that will take some phone calls or other records 
to verify that this is indeed a duplicate.

Only those last names or birthdates or e-mail addresses match the search criteria (i.e. 
Brown) and have more than one ID associated with it appear. 

The results use all the address records, so it will show all the addresses, all the e-mail 
addresses, but only the main phone number (not work, cell, etc.).
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Figure 82: Duplicate Search Results



Pro Bono Records
Many institutions require, or give extra credit for, pro bono4 or community 
service work.  These records are optional.  If your institution wishes to use them, 
contact RJM support for guidance at support@sonis.com .

Once implemented, the student sees a new icon similar to Figure 83. (See 
Custom Icons on page 66 for guidance in setting up your own icons.)  Clicking 
the icon yield a display similar to Figure 84.

Clicking the underlined “Employer” reveals the record entered by the student for editing. 
Clicking the Add button gives a display for adding a new service report.

On request, the RJM support staff will set up a “Miscellaneous Record” for your school 
by created a script to provide your requested function.  When set up, you click 
Miscellaneous Memos under Systems that yields a display similar to Figure 85.

4 Pro bono is short for “Pro bono publico”, Latin meaning "for the public good."  It is usually voluntary 
and without payment.  Outside of law schools, the common term used is “community service”.
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Figure 84: Example of the Pro Bono or Community Service Records

Figure 
83: Pro 
Bono 
Icon

mailto:support@sonis.com


Click the underlined code in 
“Memo Description” to get the 
data seen in Figure 84.  You then 
change it to suit your needs.

There is also a report to go with 
the records.  Click Reports and 
then Pro Bono Work.  Pick the selection options in the report prompt to get a report like 
that shown in Figure 86.

Reconcile Seats with School Year and Semester Filter
Reconcile Course Section Seats (under Systems) has new selection options of School 
Year and Semester.  That lets you focus the search to one or more year(s) and/or 
semester(s).
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Figure 85: Miscellaneous Memos

Figure 86: Example of a Pro Bono Report



Records by ID

Like “Names – Duplicate Search” on page 47, this is a diagnostic tool to assist in 
reconciling people in the database and the records stored for them.  Figure 87 is an 
example.  It is a large but simple list of the database tables for that person. The PID for 
the person is the data entered to get the listing.  The person in Figure 87 has Address and 
Program records, so is at least an Applicant.  Courses records would indicate a current or 
former student, etc. 

Student Access to Transcripts
By setting an option in Web Options under 
Systems, a school can authorize students to 
directly view and print their transcripts 
through the standard student access.  Where 
authorized, the students see a display like 
Figure 88 where the Transcript link has been 
highlighted.  If not authorized, Transcript does 
not appear in Figure 88.

The control in Web Options is seen in Figure
89.

User Merge
This is a powerful new function to deal with those 
persons inadvertently put in your database more 
than once; duplicates.  It lets an authorized administrator merge the records of two 
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Figure 88: Student Transcript Access

Figure 89: Transcript Control in Web 
Options

Figure 87: Example of a Records by ID Listing



“individuals” that are determined to be one individual with a redundant set of records. 
User Merge (it is under Systems) is used in conjunction with “Names – Duplicate
Search” on page 47 and “Records by ID” on page 51.  Those two functions are used to 
diagnose the status of this duplicated individual.

After getting the IDs of the two you wish 
to merge (see Figure 82, page 48), enter 
them into the merge prompt and click the 
Submit button, Figure 90.

Where one or both of the IDs cannot be 
found, an error message is given. 
Otherwise a display like Figure 91 appears.  The display both confirms the identity of the 
records to be merged and warns of those records that will be lost during the merger.

Before clicking the “Confirm Merge” button, the administrator can use the Records by ID 
function (page 51) to see what records are kept for each person to assess if any significant 
record loss is likely.

Record changes of significance are:

● The preferred address of the merging individual (left ID in Figure 91) is set to 
non-preferred so that the merged individual’s (left ID in Figure 91) preferred 
address is the only preferred address.

● The Advisor, Educational Background, Hold, Major, Program and Recruiter 
records for the merging individual are made inactive.

● Any statuses that the merging individual has that the merged individual does not 
have are added to the merged individual’s record. The statuses for the merging 
individual are deleted.  So, for example if the merging individual (on the left) has 
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Figure 90: Merge Prompt

Figure 91: Merge Confirmation and Warnings



a status of an alumni/ae (AL) but the one on the right does not, the merged person 
will take on that AL status.

● All remaining records associated with the merging individual are changed over to 
the merged individual’s ID.
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Registration & Courses - Reports Functions

Anticipated Graduation Date Report
This report lists the students who are expected to graduate on the dates selected.

As shown in Figure 92, you pick one or more of the dates as well as any of the other 
selections.  You can have your output as “Flash” paper suitable for printing, a PDF file 
suitable for sending to others for printing, or an Excel file which allows manipulation as a 
spreadsheet.  It is found under Reports.

Archived Grades Report

When final course grades are made official by an authorized administrator, they are 
archived in a SONISWEB table.  If any of those grades are later changed, that 
information is archived as well.  The report in Figure 93 shows the grade changes in 
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Figure 92: Anticipated Graduation Date Selections

Figure 93: Archived Grades Report



chronological order with the name of the person who changed it along with the time and 
date. The report prompt lets you limit how much of the archive is shown on the report.  

The “New...” and “Prev...” grades are obvious.  The “New Off Status” and “Prev Off 
Status” means that the status as an Official grades (“Off”) has changed from “on” (it is 
official) to “off” (it is an unofficial grade).  When the grade is first made official, an 
asterisk (“*”) is inserted in those columns. It is found under Reports.

Course Section Minimum Enrollment

When establishing a course section (class) the administrator can specify a minimum 
enrollment as highlighted in Figure 94.

When the time comes to deal with those below the minimum enrollment, click Course 
Sect Min Enrollment under Reports to get a report prompt.  Pick the campuses, 
departments, etc. and a report like that in Figure 95 is seen.

The next step is sending an e-mail note about the cancellation to the assigned lead 
instructor and to the enrolled students.  For that the administrator must have a valid e-
mail address in her or his preferred Address record as the “from” address on the note.  An 
error message appears if it is missing.

Clicking an underlined course name in Figure 95 goes to the next step in the process, 
Figure 96.
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Figure 94: Course Section Add with Minimum Enrollment

Figure 95: Course with Less Than the Minimum Enrollment



Normally the “Delete unposted course” checkbox is checked resulting in the students' 
enrollments and the course section being canceled.  (If the courses have been posted to 
billing), they might have been billed and maybe even paid for, so the process is a manual 
one of sorting those issues in order to cancel.)

The administrator writes the “Message” and then clicks Submit to send the note and 
cancel the enrollments and class.
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Figure 96: E-Mail Note Prompt for Under-Enrolled Classes



Enrollment Comparison Report

This shows the FTE (full time equivalent students, see Figure 98) by semester and school 
year. Incremental growth is semester and overall percentage growth is school year from 
the first semester-school-year to last semester-school-year selected in the report prompt.

It is invoked as Enrollment Comparison under Reports.

The definition of what is full time, part time, etc. is set in the “Enrollment Status” table in 
Table Maintenance under Systems and seen in Figure 98.

Enrolled Student Listing – Entry Date Added
On the report prompt, entry date is a new optional 
choice as seen in Figure 99.  “Home Institution” is 
your school.  It is accessed as Enrolled Student 
Listing under Reports.
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Figure 97: Enrollment Comparison Report

Figure 99: Entry Date Option

Figure 98: Enrollment Status Table



Institution Alternate Contacts,  Events & Report
See page 45.

Graduation Rate Report

The report seen in Figure 100 shows the number of cohorts who graduated within 150% 
of established time for program (e.g. 3 years for associate degrees) divided by number in 
original cohort. It also reports number of graduates for each gender-ethnicity group.  

The established time for a program is set in Programs under 
Systems with the field shown in Figure 101.

In the student records (Figure 102) SONISWEB 
automatically populates the program stop date and program 
graduated fields during the graduation process.

Note, though that there may 
be historical records where 
the information has not been 
captured.  If the report 
results (Figure 100) seem 
suspect, check student 
Programs records under 
Names.

As new Programs records 
are added for students, “New 
Start” is set and “Graduated” 
is blank.
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Figure 100: Graduation Rate Report

Figure 101: Programs Table, 
Length Field

Figure 102: Programs Record for a Student



Leave of Absence (LOA) Report Selections Enhancements

As seen in Figure 103, new selections of School Year(s), Semester(s), Program(s), 
Withdrawal Type(s), and Dates are added for this report.  In Reports select LOA 
Report(RB).

Withdrawals (Courses) - Excel Enhancement
Withdrawals (Courses) under Reports can export the report as an Excel file for further 
sorting and manipulation.
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Figure 103: LOA Report Prompts



Registration & Courses - Public Access

Course by Semester – Expanded Information
“Courses by Semester” is a selection at the bottom of the public SONISWEB display 
that lets the public see all the classes set for the semester.  Added to that display are 
“Taken/Seats” and “Waitlist”.

The course names are in bold and serve as a link.  Clicking a course code gives the 
beginning and end dates of the course section (class).
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Registration & Courses - Faculty Access

Degree Audit Unofficial Grades Will Not Appear
See page 35.

Fractional Percentages in Weighting Scales
See page 44.
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Registration & Courses - Student Access

Degree Audit Unofficial Grades Will Not Appear
See page 35.

Pro Bono Records
See page 49.

Registration Pop-up Shows Selected Section Details
See page 39.

Student Access to Transcripts
See page 51.
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System Administrator - Systems Functions

Batch Folder Valid E-Mails
This process is designed to enhance the security 
and privacy of material contained in the “batch” 
folder.  This is where attachments to e-mail 
notes are stored for sending.  It is used in 
conjunction with Batch Folder 
Downloader under Systems to place files in the 
batch folder for later attachment to e-mail notes.

Click Batch Folder Valid E-Mails under 
Systems to get Figure 104.  Click an underlined 
name to change the e-mail address or to disable 
the person's access to the batch file.  Click the “Add New User” button to add another 
person.  You must have that user's ID in order to add the person.

● There can be only one e-mail address per user. An attempt to create a second e-
mail address for the same ID yields an error message.

● If the e-mail address entered in this function does not match current user’s e-mail 
address in her or his Preferred Address record or email is disabled in Figure 104, 
the user cannot e-mail files to herself or himself.

● The message displayed in Figure 105 is displayed if matching between address 
and batch folder valid emails occurs or if user is disabled (Figure 104) in batch 
folder valid emails.

A Batch Audit table is set and all files downloaded results in an entry in the table 
containing who is the recipient, the current operator, which file(s), the day and time the 
email was sent.
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Figure 104: Batch Folder Valid Emails

Figure 105: Denial Message



Calendar Event Types

The Event Calendar, a link at the bottom of the opening SONISWEB display and an 
icon on the student display, allows color-coded events such as that seen in Figure 106.

Clicking Calendar: Event – Types under Systems yields 
Figure 107.  Clicking an underlined “Type” lets the 
administrator change the names and colors of existing types. 
Click Add to create a new type, name it, and select its color.

In setting up calendar events, you can make them internal 
use only as you see highlighted at the bottom of Figure 108. 
That means that a visitor clicking the Calendar on the public 
access display will not see any of the events marked as 
“Internal Only”.
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Figure 106: Event Calendar Example

Figure 107: Calendar Event 
Type Display



Check or Uncheck Preview Checkboxes
The functions below incorporate “Check all”, “Uncheck all” radio buttons similar to 
those described in “E-Mail Class Checkboxes” and shown in Figure 32, on page 21. 

● Email/Text Message: Bulk 

● DE Pledges by Event

● Reminders: Bulk
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Figure 108: Calendar Event Setup



Custom Icons
An example of a custom icon is seen in 
Figure 109 with the custom icons on 
the far right. 

Figure 110 is the bottom of Stud/Fac/Alumn Options that is invoked from Systems. 
There are six custom icons available; three appear on faculty displays, three appear on 
student displays.  The columns in Figure 110 are:

● The page on which they appear, Faculty or Student.

● The title that will appear under the icon.  Match Figure 109 with the titles in 
Figure 110.

● What the icon links to.  Typically it is to some custom function built by a school 
or by RJM Systems for a school.  It can be a public Web site like Google.  Be 
warned, however, that those public Web sites do not normally return to 
SONISWEB and the student's display.

● The name of the image; there are six names of files that exist in the 
SONISWEB space. Usually you replace the images delivered with 
SONISWEB with your icon images.  They must follow the strict form of an 
icon, 30 by 30 pixel GIF file.  RJM systems can build a custom icon and icon 
editors exist to create them while keeping to the standard.

● The Disable checkbox that determines whether or not the icon will appear on the 
display.  The Disable checkbox must be blank for the icon to appear on the page. 

When a user changes the value in the Link column a record is created in the AUDIT table 
that records the original value, new value, operator and date/time the change was made.
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Figure 110: Custom Icons

Figure 109: Example of Optional Custom Icons in Student 
Access



Data Dictionary Real-Time Creation

The Data Dictionary under Systems is dynamically built at the time the administrator 
asks for it.  The prompt is seen in Figure 111.  It produces about 100 pages of table and 
heading lists and is provided in PDF form.

E-Mail Address Automatic Assignment Utility
An option available in SONISWEB is a utility to automatically assign e-mail addresses 
when a person is first assigned as a student and gets ST status.  It is optional and an error 
message appears if the school is not set up to use this utility.

Click E-mail Address Utility under Systems to get Figure 112.

In Figure 112 the administrator sets the rules as to how e-mail addresses are to be built 
and added to the Preferred Address record.  In a separate step after the assignment, the 
address needs to be added to the school's e-mail system either as a working e-mail 
address or an alias that forwards to the student's personal e-mail address.

Contact RJM Systems support (support@sonis.com) to have the system set to use this 
utility.
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Figure 112: Setting the Rules for Automatic E-Mail Address Assignment

Figure 111: Data Dictionary Prompt

mailto:support@sonis.com


Euro Currency Symbol Option

An option in Systems Variables (under Systems) 
lets an administrator change the currency symbol 
from the U S dollar sign ($) to the Euro symbol 
(€).  It is seen in Figure 114.

It appears in the Billing(RB) report, the Billing History seen in Student access, and the 
Student Ledger from Student access.
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Figure 113: Billing Statement with the Euro Symbol Option On

Figure 114: Euro Option in Systems 
Variables



Pin-Password Expiration Times
This optional function forces both administrative 
users with passwords and non-Administrative with 
PINs to periodically change their PINs or passwords 
to something different.  The users see messages 
such as Figure 115.

When the warning time arrives, users see a warning notice, Figure 115, at the bottom of 
their display.  Clicking the underlined Change link takes the user to the appropriate 
change display seen in Figure 116.  Where the PIN or password had expired (Figure 115), 
the change display in Figure 116  appears.  If the user tries to enter the current password 
or PIN, she or he gets and error message and the change is not accepted.

To set the expiration times, click PIN and Passw...ettings under Systems to get Figure
117.  Enter days as suits the institution's policy.

Settings of 0 (zero) in Figure 117 means there is no expiration for the affected PINs or 
passwords,

Caution: The setting that permit users to 
change their password (administrators top 
of Figure 118) or PIN (all others, bottom 
of Figure 118) must give permission for 
users to change their passwords.
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Figure 117: PIN & Password Expiration Settings

Figure 116: Prompt to Change Password or PIN

Figure 115: Expiration Notices

Figure 118: Change Settings



Report File Upload Audit Trail

Report File Upload under Systems (Figure 119) is used to add custom reports to 
SONISWEB.  Uploading report files creates an entry in the Audit table with the date, 
time, and operator ID.  These entries are useful in tracing unexpected changes in a report 
and it deters loading malicious code in a file since it can be traced to the user doing it.

User Security for Text Messages
Who can send text messages (Email/Text 
Message: Bulk under Systems) is controlled in 
two ways.  

The profile under which a person has access must 
not be marked disabled as shown at the top of 
Figure 120.  

Under a person's User Security records, the added 
privileges must include Text Messaging, the 
bottom of Figure 120.
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Figure 119: Report File Upload

Figure 120: Profile Security Setting for Text 
Messages, Top

Individual Text Message Permission, Bottom



System Administrator - Reports Functions

Euro Currency Symbol Option
See page 68.
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System Administrator - Public Access

Calendar Event Types
See page 64.
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Bookstore – A Separate Option for SONISWEB
A new function for SONISWEB is available for those schools wishing to integrate their 
bookstore into SONISWEB.  Available as an extra cost feature, it is described in a 
separate text, Bookstore.pdf.
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