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NEW IN THIS EDITION
June 2006 Enhancements
“Computing the Anticipated Graduation Date (AGD)”, page 15.

March 2006 Initial Release
This edition is for SONISWEB® version 2.0. A few of these changes were also
added to version 1.4.
Figure 1 Toolbar for those with User-ID access, page 3, and Figure 17 Login Displays, Figure 18 Typical SONISWEB® Page on page 16, and Figure 12 Biographic
Record without SSN, Figure 13 Biographic Record with an SSN, and Figure 14 Address Detail Record on page 13.

NAVIGATING THE FUNCTIONS

• Figure 1 Toolbar1 for those with User-ID access

Administrative users have User-IDs and Passwords and see an initial display like Figure 1.
Administrative users can be anyone in your system with an ID but typically they’re paid Staff
and those few Faculty with additional administrative duties.
The access rights of an administrative user is defined by:
1.

The Profile selected when you were issued a User-ID
and Password. Typical Profile categories are the Registrar, the Registrar’s staff, the Financial Officer, Admissions staff, Deans, etc. One profile covers all the people
in each staff category.

2.

The individual limits specified for you when you were
issued a User-ID and Password. A typical limit is preventing access to faculty and staff personal records.

3.

The privileges added for you when you were issued a
User-ID and Password. The right to “Make Grades
Official” or “View and Change PINs” are examples.

• Figure 2 Function
Lists1 - Partial

After clicking Systems in Figure 1 you get the selections shown at the top of Figure 2.
After clicking Names in Figure 1 and search for a person, you get the selections shown at
the bottom of Figure 2.

1

You only see what you’re authorized to see by your Profile and individual Limits and Privileges. So your choices may be fewer than these.
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Diagnosing and Fixing Problems
See the text “Messages, Errors, and Diagnosis”.

Setting Your Browser for Proper Function and Security
Internet Explorer2 (IE), Fire Fox™, Netscape®, and Opera Web browsers have an “autocomplete” or password-form save feature that is handy for individual computers but defeats
privacy on shared computers like those in computer labs and libraries. See the text “Browser
Settings” to set your browser for security, good performance, and to prevent your getting old
data.

2

Only Internet Explorer (IE) version 5.5 or later is supported for administrative use.
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PREPARING FOR CLEARINGHOUSE EXPORT
Figure 3 shows the process for
sending valid records to the National Student Loan Clearinghouse.
Put student Records in
Order. See “The Social
Security Number in Records” on page 13 and
“Address Records” on
page 14.

Registrar

Systems

Clearinghouse

Put Student
Records in
order

Enrollment
Status in Table
Maintenance

Import
button

Enrollment
Status table

Examine
Student
Records for
criteria

Create Table
for Export

Set up the Enrollment
Status Table.
SONISWEB® uses this
to figure out who is fulltime, who is part-time,
etc. See “Enrollment
Table Settings” on page
11.

Student
Records

Export
button
NSLCH
Table
Create
NSLCH file

Importing and examining student records as
shown in “Import,
View, and Export” on
page 6 and “Reading the
Clearinghouse Codes
and Checking the Import”, page 7.

NSLCH
Export File

Transmit to
NSLCH

• Figure 3 Clearinghouse Process

Exporting to create the NSLCH file described on page 6.
Transmitting the NSLCH file to the Clearinghouse, page 10.
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IMPORT, VIEW, AND EXPORT
The only students who are imported, can be viewed, and will be exported are those with:
Social Security numbers in the “SSN” field of their Biographic records (see page 13).
The “NSLCH Block” checkboxes without checkmarks (page 13).
A “Preferred” address in their Address records (see page 14).
Enrolled courses for the year and semester you pick in Figure 4.
For the “Graduates Only” option, no active Program record.
All of the Clearinghouse functions are under Systems. You must be authorized in your
role-based security profile to access these functions. See your SONISWEB® administrator
if you lack the access you need.
1.

From Figure 1 click Systems.

2.

Click Clearinghouse in Figure 2. You get Figure 4.

3.

In Figure 4, pick the year and semester you want to process from pulldowns3. (This
also determines which students will appear and which will not.)

• Figure 4 Clearinghouse Prompt

4.

If you want to report only those who’ve graduated, click the “Graduates Only”
checkbox before clicking the Import button.
“Graduates Only” are students who had classes in the semester prior to that selected
in Figure 4, have graduated, and have no active program of study. If they graduated
but are still in an active program, they’ll not appear in the “graduates only” report.
See “Program Record” on page 14 for an example.

5.

Click the Import button. This examines student records, builds an extracted table of
NSLCH records (as shown in Figure 5) and displays them for you.
Caution: clicking the Import button erases your last import file and replaces it with a
new one. Make sure you are finished with the prior import-export file before importing again.

3

See “Figure 19 Arrows, Fields, Checkboxes and Buttons” on page 17 for guidance in using pulldown menus, checkboxes, etc.
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• Figure 5 Clearinghouse Student List see “Reading the Clearinghouse Codes and Checking the Import” below

If later you want to view the students Imported to the NSLCH table, click the View
button in Figure 4.
Excluded from this list is any person with the
graphic record. See Figure 12.

checked in his or her Bio-

6.

To change (edit) a student’s clearinghouse record, in Figure 5 click the underlined
name, then go to “Editing Records Before Transmission” on page 9.

7.

Now or at a later time, click Clearinghouse again (Figure 2) and then click the Export
button. You get Figure 6.

• Figure 6 Clearinghouse Export File Creation

8.

Write down the full file name in Figure 6. You will need it when you transmit it to
the Clearinghouse.

Reading the Clearinghouse Codes and Checking the Import
These are the significant items to examine in Figure 5.
The total list of students; check this list against those you expected. Does it include
all those enrolled and having or expecting loans? If any are missing, check the criteria for selection on page 6.
Check the “Enroll Status” column and see that these reported values are correct:
D means deceased
and is trig• Figure 7 Deceased Data in Biographic Record
gered by the
“Expired”
date in the person’s Biographic record as shown here.
Clearinghouse
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F means full-time based on your enrollment table setting, see page 11.
G means graduated and not currently enrolled in another program of study at your
institution.
H means half-time based on your enrollment table setting, see page 11.
L means less than half-time based on your enrollment table setting, see page 11.
W means withdrawn from all courses in this semester.
Check “Start Status” dates. They have these meanings based on the “Enroll Status”.
D status date comes from the Biographic “Expired” date, see Figure 7.
F will never have a Start Status date, because the Clearinghouse always assumes the
start date for these students is the first of the semester.
H or L status has a start status date only if the student withdrew from courses and
that caused their “Enroll Status” to decrease. Students who add classes and increase their “Enroll Status” will not have start dates.
W and some H or L Start Status dates are determined from the most recent withdrawal dates in the student’s course records.
If a Start Status Date occurs after the current date, that date will be displayed in a
bold red font with a message warning that the future Start Status date will appear at
the bottom of the page. This does not prevent the file from being exported, it only
serves as a warning.
If the “Enroll Status” entries of D, G, or W have blank start dates, there is a warning in the “Start Status” date column.

Clearinghouse

8

June 2006

S NISWEB

®

EDITING RECORDS BEFORE TRANSMISSION
After clicking the Import or View buttons in Figure 4 you get Figure 5. To edit, click the
underlined name of the person in Figure 5 to get Figure 8.

• Figure 8 Edit Clearinghouse Record

1.

Make the changes in Figure 8.

2.

Click the Reset button to clear your changes so you can start over.

3.

Click the Submit button to save your changes.

4.

Click the View Export List button to return to Figure 5.

This does not change the person’s official SONISWEB® records. If the information in
Figure 8 is wrong, you should change it in the person’s records then import again.
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TRANSMITTING TO THE CLEARINGHOUSE
Quoting from the National Student Clearinghouse Web site (www.nslc.org, January 2006):
The Clearinghouse provides Secure File Transfer Protocol (FTP) for the secure exchange of data files. With Secure FTP, passwords and files are automatically encrypted for transmission, with no user involvement, no key management and no
need for additional encryption such as PGP.
Once you have an account with the Clearinghouse, you can get this information. It guides
you in transmitting to them the “NSLCH file” created on page 7. This information is available from the Clearinghouse:
Schedule of Planned Submissions form is available on the secure site (log in, then
scroll to the bottom of next page to find the link) You must have an ID and password issued by the Clearinghouse to access this form.
FTP Access form: To submit an FTP account application for submission of data
files via the Internet.
Instructions on setting your Transmission Schedule
Operations Guide: A school's handbook for use of the Clearinghouse basic service.
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ENROLLMENT TABLE SETTINGS
The SONISWEB® Enrollment Status table must have these entries in order to accurately
run Clearinghouse.
3T for three-quarter time but it is treated as half-time (code of H) based on Clearinghouse rules.
FT for full-time reported as F.
HT half-time reported as H.
PT part-time, less than half-time thus reported with a code of L.
Table Maintenance is used to set the Enrollment Status table. You must be authorized in
your role-based security profile to access these functions. See your SONISWEB® administrator if you lack the access you need.
1.

Click Systems in Figure 1, then click Table Maintenance in Figure 2. You get Figure
9.

2.

Select the “Enrollment Status” table from the list in the display shown in Figure 9.
They are in alphabetical order.
To get to the table name quickly, click
the top item, then keep pressing the E
key on your keyboard until Enrollment
Status appears.

3.

Click the Submit button and the table
will be presented as shown in Figure 10.
• Figure 9: System administration tables

• Figure 10 Enrollment Status Table

1.

Clearinghouse
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you to change as illustrated in Figure 11.
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• Figure 11 Enrollment Status Entry

The “(disabled)” field lets you turn off a status if you do not wanted it used any
longer. Put a 1 (the digit one) in the field to disable it. A zero (0) means it is enabled.
2.

To add a new entry, click the Add button in Figure 10 and you get a blank version of
Figure 11 with no Delete key.

3.

Click the Reset button to erase your changes and start over.

4.

Click the Submit button to save your entries.

Check with your financial aid staff and with your academic standards staff to set these enrollment status values correctly. They have legal and financial repercussions.
If you are unfamiliar with maintaining tables, see the text “Table Configuration & Maintenance” and/or contact your SONISWEB® administrator.
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THE SOCIAL SECURITY NUMBER IN RECORDS
The social security number is the U.S. federal Social Security number. It must also be in the
SSN field of each person’s biographic record. That is where SONISWEB® looks for a
match.
SSN must be exactly nine digits with no hyphens or other punctuation. A description of the
biographic record is in the SONISWEB® text “Students, Faculty, Applicant and Alumni/ae
Record-keeping”.

• Figure 12 Biographic Record without SSN

There is no Social Security number in the SSN field of Figure 12. SONISWEB® cannot
match this person to any records in the importing process.

• Figure 13 Biographic Record with an SSN

In Figure 13 there is an SSN that SONISWEB® can use in import matching.
The NSLCH Block checkbox must also be blank. If there’s a checkmark in it, this person’s
record will not appear when you click the Import button in Figure 4.
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ADDRESS RECORDS

• Figure 14 Address Detail Record

Figure 14 shows an Address record with “Preferred” set as “Yes”. (A person can have many
addresses.) This is what SONISWEB® Clearinghouse looks for. Only students with a “Preferred” address record are selected.

PROGRAM RECORD
The “Graduates Only” choice in Figure 4 checks the Program records for a person. A student can have more than one program of study.

• Figure 15 Program Record Example

The student in Figure 15 has an active program, so will not appear in the “Graduates Only”
report. If the Graduated checkmark is present, no additional Program records have the Active checkmark, and he or she took courses last semester, the person is included in the report.
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CLEARINGHOUSE RECORD

• Figure 16 Clearinghouse Record Example, Left side on Top, Right side on Bottom

Figure 16 illustrates a file created by the Export button ready to transmit to the Clearinghouse.

Computing the Anticipated Graduation Date (AGD)
The logic for placing an AGD in a record follows this logic. A default AGD is placed when
“Anticipated Graduation Date” is empty. For those statuses that should not have an AGD,
the export function inserts blanks into the export file for AGD.
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND
FIELDS

Figure 17 Login Displays

To log in as an administrator, select that option from your Web page. The standard
SONISWEB® login pages look like Figure 17.

• Figure 18 Typical SONISWEB® Page

Figure 18 is a typical SONISWEB® page. The actions authorized in your profile appear at
the top, called the Toolbar.
When you make a selection from the Toolbar, the applicable Function List appears on the
left. Only the functions authorized in your assigned profile and your individual limits and
privileges appear. Some might have only Courses in the toolbar and only Course: Add/Edit
for functions.
Not apparent on the display is whether or not the profile permits editing or changing the information. Once the you select a function from the list on the left, you will see a Submit or
similar button at the bottom of the display if you have the permissions to add, edit, or delete
the data.
By clicking a Status Bar you quickly return to the “person” or the “course” you were processing even if you left it temporarily to look at a financial display or a report. Of course, if
you have not selected a person with Names or a course with Courses, there will be no
Status Bars at the top.
In Figure 18 click an underlined Selectable Link and you go to that record.
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S p rin g
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In te rs e s s
F a ll
S p rin g
Sum m er

Click the arrow

®
Entry Field

John

Type the data

N e e d in f o o n s c h o l a r s h i p s
f o r h a n d ic a p p e d s t u d e n t s .
A ls o n e e d t o k n o w a b o u t
w h e e lc h a ir a c c e s s . C a n I
p a rk a v a n n e a r th e d o rm ?

Click your choice
Use arrows to bring text into view
Multiple Choice Checkboxes

Single Choice Radio Buttons
S e a rc h b y

P le a s e S e n d A p p l ic a t io n

N am e

ID

P le a s e S e n d B r o c h u r e

Click your choice;
the other choices turn off

P le a s e S e n d C a t a l o g

Click your choices;
check mark means selected
Figure 19 Arrows, Fields, Checkboxes and Buttons

SONISWEB® prompts you for information with windows like those in Figure 19. Use your
mouse to click your selection.
Once you have made your selection(s), you must click an action button; usually it is
Submit, Delete, Reset, etc.
For Entry Fields, click the beginning of the field so you don't get any blanks inserted
in front of your entry.
With Multiple Choice Checkboxes, each time you click a box it goes from selected
(check mark) to unselected (no check mark). Click it again and it is selected, etc.
Radio Buttons allow only one to be selected; when you click one, all the others are
turned off.
Some SONISWEB® lists permit you to make multiple choices. It works just like most PC
spread sheet software.
To pick two or more in a series,
click the top selection, hold down
the Shift key on the keyboard
and click the bottom item in the
series. Release the shift key and
they are selected as shown on the
left and middle of Figure 20.

• Figure 20 Selecting Multiple Choices

To pick two or more that are not adjacent, click the first item, hold the Ctrl key on
the keyboard, select the next item and the next, etc. When you have picked the last
item you want, release the Ctrl key and you see the selections like those on the right
of Figure 20.
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