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NEW IN THIS EDITION
June 2006 Enhancements

Figure 4 “Room Categories - Housing and Non-housing” on page 6 to reflect non-
housing room assignments using the Events Calendar (described in the “Administra-
tion” manual).

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 and Figure 2 Function Lists1 - Par-
tial, page 4.

Figure 41 Login Displays and Figure 42 Typical SONISWEB® Page, page 26.

Most of the reports have been rewritten in the Cold Fusion™ Report Builder.
Those have “(RB)” following their names as seen in Figure 2. The older Crystal Re-
ports™-Enterprise reports (without the “RB”) are still available in most cases.

“Housing Requests Report”, page 7.

“Assigning a Room”, page 11.

“Housing Search”, page 18.

“Setting up Dorm Rooms”, page 19.

“Accessing Room, Building, Campus Setup”, page 19.
“Defining Room Features, Charges, and Attributes”, page 21.

“Deftining Additional Housing Fees”, page 22.

Housing
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NAVIGATING THE FUNCTIONS

ADMINISTRATION ACCESS

S/NISWEB" & P W 9 @ @

Logout N ames Courses Financial: Systems Reports

e Figure 1 Toolbar! 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 SUNISWEB
anyone in your system with an ID but typically they’re paid
Staff and those few Faculty with additional administrative Housing Assignent
duties. Housing Incidents
Housing Post Related Charges
The access rights of an administrative user is defined by: Housirg Freferences
1. 'The Profile selected when you were issued a User- s 5 NISWEB"

ID and Password. Typical Profile categories are the

Registrar, the Registrar’s staff, the Financial Offi- m

cer, Admissions staff, Deans, etc. One profile cov- Hesing - Additional Fees
ers all the people in each staff category. Housing: Copy
Housing: Search
2. The individual limits specified for you when you y——
were issued a User-ID and Password. Typical lim- 68 ol DA
its are preventing access to faculty and staff per- Table Maintenance
sonal records. 'H—'
3. The privileges added for you when you were is- SONISWES
sued a User-ID and Password. The right to “Make
Grades Official” or “View and Change PINs” are Housing
examples. I T
Honsing Recquests (RB)
After clicking Systems in Figure 1 you get the selections e
shown in Figure 2. e Figure 2 Function Lists! -
Partial

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.

Housing 4 June 2006
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WHAT DO YOU WANT TO DO?
For Students, Faculty, or anyone else in the SONISWEB® person-database:

Assign housing, page 11.

Copy housing assighments from semester to semester, page 12.

Enter a person’s housing preferences such as non-smoking, coed, etc., page 16.
Record housing incidents such as damage or misbehavior, page 16.

Vacating or Deleting a Room Assighment, page 14

For housing management:

Search housing to find an individual, page 18.
View and print a housing report, page 9.

List the occupancy of the housing buildings, pages 9 and 18.

To establish housing:

Set up rooms in housing buildings and identify their attributes to match against pref-
erences, page 21.

Setting the charges, page 21 and page 22.
Establish the attributes you want to identify in room set up, page 22.

Define the housing incidents you wish to use, page 24.

If you don’t see what you need above, check 88 4B -

the table of contents on page 2. You can =

also use the Adobe® find or search func- —— —y

tions illustrated in Figure 3. It allows a Goo- Deseleot Al Cil+Shift,

gle®-like search? by word or phase. E::S.Again o
Search 3

Diagnosing and Fixing Problems

¢ Figure 3 Adobe® Find and Search

See the text “Messages, Errors, and Diagnosis”.

Setting Your Browser for Proper Function and Security

Internet Explorer® (IE), Firefox™, Netscape®, and Opera Web browsers have an “auto-
complete” 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 If you’re unfamiliar with this searching, click Adobe® reader Help or see the SONISWEB® text “Index to Texts”.

3 Only Internet Explorer (IE) version 5.5 or later is supported for administrative use.

Housing
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QUICK REFERENCE

Room set up is described in “Setting up Dorm Rooms” on page 19. Building and campus
definition is covered in the separate text “Room, Building & Campus Records”.

A building must be a DR type if it is to be used in the housing part of SONISWEB®. See
“Setting up Dorm Rooms”, page 19.

Figure 4 shows how
SONISWEB®  manages
rooms so students don’t
accidentally get classrooms
as dorm rooms and course
sections aren’t assigned to
dorm rooms.

A building is either for
housing (type = DR) or
not. If it’s both, it must be
defined as two buildings,
one with DR and one
without.

When the housing func-
tions described in this
manual are started, they
“see” only housing build-

ings and housing rooms.

When course functions are
started, they “see” only
buildings and rooms that
don’t have a building type
of DR.

Create Building
in Buildings — Buildings
table table
DR Bulldlngs Bulldlngs not DR
Set up Housing Set up class and
rooms \' / other rooms
Rooms table
Housing Non-housing
rooms only rooms only
> - \4
Housing Course Section Events Calendar
Assignment cla§sroom r.oorn
assignment assignment

e Figure 4 Room Categories - Housing and Non-housing

+Itis the code DR and not the word “Dorm” that SONISWEB® uses. Your institution may assign another word — Housing, for example

— to the code DR.

Housing
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HOUSING REQUESTS REPORT

Students can send housing

Secured Student Options

for Thomas Jones

requests as shown in Figure

5. The request note is illus- Address: 9815 014 Richmond Road
. - Chapel Hill, NC 27511 Advisor: Edgar Algonican (*)
trated n Flgure 6‘ Phone: 919-555-1212 Department: To Be Determined
. Ehail: tomby Zero.net Program: Maritime Engineering
The housing request report
shows the accumulated re- e Figure 5 Requests Link within Student Access
quests sent by the students.
Requests
1. Log ln to for Thomas Jones
SONISWEB®  as
an  administrator. Activity
Your QSSigned pro_ Il g StudentAlumniFeguest
ﬁle must include Tho do I contact for one of the tower roows in Staley for
.. next year?
privileges to run the
housing reports.
,
2. Click Reports at
the top of the dis- e Figure 6 Request Entry in Student Access
play (Figure 1).
3. Click Housing Requests(RB)> in Figure 2. That yields Figure 7.
Main Report Generator
Building: Housing Requests (RB)

Select Division (s) Select deparimeni(s)

To see an
D: - Jindividual's
request, enter his
|Limit the dates of the requests as needed ‘ or her I

//\

Begin Date: End Date:
AL Compleied/Sivpped O Not Completed O [5p005e which requests
are included and the type
f T want
PDF O Excel O Flash Paper (2 ef output you
Reset to Defaults Build Report

e Figure 7 Prompt for the Housing Requests Report

4. In Figure 7 make the selections® for the campuses, etc. you want to see. You can
limit the dates covered in the report and determine whether or not you see those re-

quests’ that have been completed.

5 “(RB)” means the report was built with the ColdFusion™ Report Builder. The newest repotts and improvements in prior reports are
available only in the RB versions. Older reports built with Crystal Reports™ don’t have (RB) after their names.
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5. Choose the type of output®, PDF, Excel, or “Flash” Paper.
6. Click the Build Report button.

02/28/2006 Housing Requests Page 1 of 1

Name Request Date Memo

Jones, Thomas 02/28/2006 ‘Who do I contact for one of the tower rooms in Staley
for next year?

e Figure 8 Housing Requests (RB) Report

The report is shown in Figure 8.

View and Print Controls

€3 o W3¢ |0 4 >
&Ml v QS 1579 | Wl (D) | 1 z7 .

N e "
Search word(s) Zoom in-out, :

whole page, |Next & prior page |
Grab text to copy page width _-Pri.nt e

|Muve on page with mouse |

| w -D

|Make copy of display |

Figure 9 Report Builder (RB) Navigation

& & F%=mz ~ 1 of 1+ [ Y dh
\ \
|Zuumin and out | |Page back and forward |

Refresh query

Export

Print report

e Figure 10 Crystal Reports™ Navigation

The reports are viewed on your display. You can navigate from page to page using the ar-
row buttons shown in Figure 9 or Figure 10. To print the report, click the printer icon in
Figure 9 or Figure 10.

¢ For guidance in making multiple selections, see Figure 44 on page 27.

7 Housing requests are simply SONISWEB® activities. As with other activities, you can mark them as completed or, if a request is no
longer relevant, mark it as stopped.

8 PDF and Excel are files that you download to your computer. If you select one of these, your browser will ask you where you want it
saved on your computer. PDF is the familiar Adobe® format you read with the free Adobe® reader. Excel is the “xls” spreadsheet format
that Excel and many other spreadsheet programs can read, sort, and otherwise manipulate. “Flash” is a Macromedia format that you can
view and print.

Housing 8 June 2006




SANISWEB"

HOUSING REPORT

The housing report can be viewed and printed to assist you in planning housing assignments.
“Housing Search” on page 18 is a better choice if you just want to see a specific assignment.

1. Log in to SONISWEB® as an administrator. Your assigned profile must include
privileges to run the housing report.

2. Click Reports at the top of the display (Figure 1).
3. Click Housing in Figure 2. That yields Figure 11.

Main Report Generator
Building: Housing

Select Campus (5) Select school year Select semesier
pus 200405 Fall b

e East Campus

Pick your criteria

Click to create report
Reset to Defaults Build Report

e Figure 11 Housing Report Selections

4. In Figure 11 select the year(s), semester(s), Dorm Building(s), and campus(es) you
want to include in your report. You see Figure 12.

Q2722006 242 FIW

[ HowingRepemifor2004051 ]
Dormitery Rooms Capacity Occupancy

Alroid 3 & ]

Erown Residence Hall 103 490 a

Staley Besidence Hall 30 il 3

Tomery Towers 2 42 1

e Figure 12 Housing Report Summary

5. Figure 12 is the summary level of the report. Click an underlined Dormitory name
to see the detail in Figure 13.

(2/28M6 2:49 PIW
Staley Residence Hall for 200405/1 Return

Room Max Occupants  MNames
3011 ]

aniz
3013
3014
3013
3016
3017
anig
3019

Ivlonster, Cookis
Idartin, Ella, Williams, Billy Dee .

B3 b3 B3 B B3 RO B B3 B
== A i I

e Figure 13 Housing Report Detail

Figure 13 shows all of the housing rooms in the building and their occupancy statis-
tics.

Housing 9 June 2006
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6. Click Return in Figure 13 to return to Figure 12.

7. To print either report, click the printer icon on your browser.

Housing 10 June 2006
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ASSIGNING STUDENTS TO DORM ROOMS

Any person in the SONISWEB® database — students, faculty, alums — can be assigned hous-
ing.

Selecting the Student

Click the Names function at the top of the display (Figure 1) and the Search button to find
the person. You'll see a list of that person’s records like the middle list in Figure 2.

If you set no preference for the student, you get a list of all the rooms in the building you
picked. Where you set the student’s preferences before assigning a room (see page 10),
SONISWEB® sorts through all the likely rooms to find those that fit.

Assigning a Room

The other way to assign a room is “Copying a Room Assighment from Semester to Semes-
ter” on page 12.

1. From the list of functions on the left of the display (Figure 2), pick Housing Assign-
ment.

Housing Assignment

Pick the building. Where you know the Room Code or

Room Number, you can enter it. Search
[Building Staley Residence Hall (SH ) AT Centerville Main Campus »
[Room Code OR Room Nunher
School Year 200405 Semester all X
Pick tl:xe year and semester ——[— Add/Change Assignrment
and click the button You Change a room assignment at the top.

You delete or vacate an assigned room at the
bottom.

Room Code Year - Semester "~ Notes
Staley Residence Hall (Centerville M ain Campus) 17 200405 -1 delete / vacate

To add a memo for this

person's room assignment,

enter it and click the Update

buttomn. Update Memo

e Figure 14 Housing Assignment

The top of Figure 14 is for adding or changing room assignments. The bottom is for
deleting or vacating a room assignment.

2. Fill in Figure 14 for a new assignment, to change the assignment, to delete, or to va-
cate a room. If you don’t enter a room number in Figure 14, you get a list like Figure
15.

See “Vacating or Deleting a Room Assignment” on page 14 for that function.

Housing 11 June 2006
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Housing Assignient
Looking for Coed Male Nonsmoking ...

taley Residence Hall (Centerville Main Campus) 200405 -1
Room Code Room Nunher Attributes Maximum Occupants
17 3017 Coed, Nonsmoking, Quiet 2 Iiartin E.
27 3037 ale, Honsmoking 2

1 301 Male, Quiet, Smoking 2

2 tower 302 Male, Smoking 2

3 303 Male, Quiet, Smoking 2

4 304 Coed, 3moking 2

10 3010 2

u 3011 2

12 3012 2

13 3013 2

Please select aroom

e Figure 15 Room Selection List

The rooms in Figure 15 are in order by those that most closely fit the housing pref-
erence set in Setting Student Preferences (page 16).

3. Click the underlined room number in Figure 15 and it’s assigned to the student. You
see the confirming display in Figure 16.

Housing Assignment

Ho ptevious Transactions

Room Code 17 in Staley Residence Hall

‘This comes fom the Ao 1200 Prior Housing Charges: $0.00
room record \

ac- AC Amount 176 You can change the

i i These charges are from yamounts for this
HF - Special housing features Housing - Additional Fees unt 2000 /student's charges.
RM - Room Fee Amount 400

[ Register & Post Charge ] [ Register & Don't Post Charge ]

‘You can register the room and post the charges, delay the posting of charges, or Return to the selection display F\

Esturr

o Figure 16 Housing Assignment Confirmation
4. If you don’t want the assignment shown in Figure 16, click Return (bottom right
corner) to start over.

The fees shown in Figure 16 include:
m  The charge defined for the room as shown in Figure 32 (page 21).
m  The charge(s) defined for additional fees, if any, are shown in Figure 34 (page 22).

Copying a Room Assignment from Semester to Semester

Most students occupy the same room from the fall to the spring semesters. Housing copy
lets you copy the assignments from one semester to another. This copy includes the charges.

1. “Housing Search” on page 18 is a good place to start. You can see who’s been as-
signed to which rooms.

2. Click Housing Copy (Figure 2). That yields Figure 17.
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3. From the pulldowns9 Housing: Copy
in Figure 17, select Foor a0 Diclk the floor and the building
the floor, the build-
lﬂg and the year and Building Staley Residence Hall (SH ) AT Centerille Main Campus %

>
semester you want to Sl e 200405 (v
copy from. Semester Fall v

4 Cth the VleW but— I Reset ] [ Wiew Assignments
ton. You see Figure
18 e Figure 17 Housing Copy Selection
Note in Figure
18 that the Housing: Copy
“COpy from” l\'llznlw 1\Nl;uwe o ﬁnumCudﬂ

. attin, Ella
date is the one Wikams, iy 17
yOu ChOSC 11’1 Copy from Checkmark means copy, blank checkbox means don't copy |
Figure 17. g a0
. To

5' From the hSt Of Sehnol Year 20405 & \|I’ick the TO year and semester ‘
people at the top Semesier Spring v
Of Flg'lre 1 8’ Reset Copy Assighments
pick those
whose assign— o Figure 18 Housing Copy

ment you want

to copy. Make sure there are checkmarks in the “Move” checkboxes® beside their
names. If you do not want a student’s assighment copied, make sure his or her
checkbox is empty.

6. Set the checkmarks, pick the To year and semester and click the Copy button. That
yields Figure 19.

7. In Figure 19 you see Housing: Copy
the list of those whose Past Amour Name
. 1200 Williems, Billy
records were copied.
Using the checkboxes (Reset] T
under “Post”, you can
select whose financial o Figure 19 Housing Copy Charge Posting

records are posted
with the copied charges. Once selected, click the Post button.

If you do not want to post any of the charges at this time, click the “Don’t Post
Charges” button. It is the same as emptying all of the checkboxes. No charges are
posted. You can post charges later as described in “Adding Housing Charges to the
Bill” below.

% See Figure 43 on page 27 for guidance in using pulldowns, checkboxes and radio buttons.
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Adding Housing Charges to the Bill

If you did not post the charges as you assigned the room above, you post it later with this
process.

1. Click Housing Post Related Charges (Figure 2). You see Figure 20.

Housing Post Related Charges

Change the year and semester and click
the Change button

™ | 200506 ~| Fall ~ [ Change Year/Semester ]

Fee Codes  HF-Special housing features %
Pick the Fee Code and Amount of the L~ smownt 1100
charge. Check number is optional.

Check No.
Fost Charges
‘I’usted housing charges
Housing Ledger:
I
Key Deposit 03/01 /2006 $25.00
Housing 03/01/2006 $1,200.00

10 - School Year : 200506 Semester : 1

e Figure 20 Housing Charges

2. In Figure 20 choose the year and semester then click the Change button if they need
changing.

3. Pick the Fee Code and Amount.
4. Click the Post Charges button.

Vacating or Deleting a Room Assignment
The difference:

m  When you Vacate a room, it stays in the student’s records. This is the norm where
the student has occupied the room.

m  When you Delete a room assignment, it’s removed from the student’s records. That
fits where the student never occupied the room.

Click either delete or vacate in Figure 14.

Housing Assignment
Housing Assignment

Wacate Billy Williams From 17 ,Staley Residence Hall - 1 /200405,
v Willi ] ; 3 004
Delete Billy Williams From 17 ,Staley Residence Hall - 1 /200405, Moved outaa | 03/D1/6

Woid Housing Transactions Yoid Housing Transactions

Confirm Delete Confirm Yacate

e Figure 21 Delete and Vacate Displays

They look nearly identical. For Vacate you specify a date. In both you can void housing
transactions if you wish.

Housing 14 June 2006
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ADMINISTRATION ACCESS

Close Voidable Housing Transactions

Special housing features 02/28/2006 $1,275.00
Housing Charges 0272872006 $1,200.00
AC 02/28/2006 $175.00

e Figure 22 Void Housing Fees for Vacate or Delete

When you click the Void phrase in Figure 21, you get Figure 22 where you can select the fees
and void them.

Housing 15 June 2006



SANISWEB"

SETTING STUDENT PREFERENCES

Preferences! simplify your assignment of rooms. During assighment you get a list of rooms
in the student’s preference order (Figure 15). If you set no preferences, you get a list of
rooms from the chosen dorm in room number order.

1. From the list of functions on the left of the display (Figure 2), pick Housing Prefer-
ences. You get Figure 23.

2. Select the preferences as shown in Housing Preferences
Figure 23. Click the check S
boxes!! to turn them on or off. Gbage Disposet []
Click the Update button to record ;f
your changes. .

3. You can add a note for special ED
circumstances. After typing the
note, click the Add button. Meme:

e Figure 23 Housing Preferences*

10 Preferences are based on housing attributes; see “Defining Attributes” on page 22.

1 These ate shown in Figure 43 and described on page 25.
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ENTERING HOUSING INCIDENTS

Housing incidents are recorded as part of the occupant’s record. Most schools use them to
track student behavior for corrective action where required.

Housing Incidents

Recordl -1 of 1
Incident Memo Started Ended
Damage caused by others Wall broken, looks like a hanuner. Suspect unknown. 09/1272004 0971242004

e Figure 24 Housing Incident

1. To enter an incident click Housing Incidents in Figure 2. This yields Figure 24.

2. As Figure 24 illustrates, you see a list of existing housing incidents for this person. If
there are none, only the Add button is present.

3. To add an incident, Housing Incidents
click the Add button. Bacdemt | Damage caused by others ]
You get an empty ver- Started Enied
sion of Figure 25. -
To change an CXiStiﬂg Wall broken, looks like a hammer. Suspect
incident, click the un- i
derlined phrase under
“Incident” and the
edit display like Figure , ) _ _
e Figure 25 Housing Incident Detail
25 appears.

4. Use the pulldown list beside “Incident” to select from the available incidents!?.
5. Enter the dates.
6. Typically you describe the details in the Memo space.
7. To clear what you have entered and start over, click the Reset button.
To record your entry click the Submit button.

To erase an existing incident, click the Delete button (not shown in Figure 25).

12 Incidents are in a table that you set up in “Defining Housing Incidents” on page 24.
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HOUSING SEARCH

You can search!® housing rooms both occupied (Include Empty Rooms not checked) and
empty (Include Empty Rooms checked) with the Search Housing function of
SONISWEB®.

Click Housing Search (Figure 2). That yields Figure 26 or Figure 27.

Housing: Search
PID WI3647435
First Billy Last Williams
Room Code Include Empty Rooms . For an individual, click until
there's no checkmark so you
'
Buildi E don't see all the rooms.
Pick the year and semester &
School Year Bl /{ Semester -
b Fall-1a ~
|'I'he results of the search ‘
Search resulis for PID LIKE 'W'Bﬁ4’7496',§stName LIKE *williams" , First Name LIKE "hilly" .
MName Floor Room Code Disahled Building Year/Semester

Williams , Billy 3 17 ol Staley Residence Hall 20040541
e Figure 26 Search Housing for an Individual
Housing: Search
PID
First Last
Pick the Room
Room Code and,/or Building Include Empiy Rooms Make your choice
Building Osama Tesuka (OT ) AT Asian Campus 4
Pick the year and semester '-\
School Year Pl /‘i Semesier —
200703 v Fall-1a v
Search resulis for Building="Osama Te¥wla * ALL. Include Enpty Rooms.
Disahled Building, Year/Semesier
2 OTi00 il Osama Tesuka
1 QT101 N Osama Tesuka

e Figure 27 Housing Search Within a Building

You can select® as many semesters and/or years as you want to broaden the search.

Figure 26 is a search for an individual. It’s best to turn off the “Include Empty Rooms”
checkbox. Otherwise you get all the rooms with the individual’s room mixed in with them.

If you get Figure 26 for an individual but want to check for a building, click the Clear Name
button in Figure 26 to get to Figure 27.

13 For classrooms and other non-housing rooms, use Room Finder not Housing Search.

Housing 18 June 2006



SANISWEB"

At the bottom of Figure 26 and Figure 27 you see a list of the closest matches to your search
parameters.

SETTING UP DORM ROOMS

The Rooms and Buildings function under Systems sets up housing buildings and rooms.
To use it, you must be authorized to access that function.

To set up dorm rooms you must have defined a “dorm” building on a campus. See the text
“Room, Building & Campus Records” to set up buildings and define campuses.

Rooms and Buildings

Add building on the 'Centerville Medical Campus® Campus

#* Building Medical Apartments *+ Building Code IedApts #* Building Type Darm w
Address 351 Chantilly Or Adidr2 Addr3 Admin
Auditorium
City Chapel Hill State Morth Carolina Zip Clinic Medical
County v Country USA hd |
Hospital
Contact Manager Phone 919-555-1212 Lab
Rooms 1] Capacity i} Medcial Office Building

o Figure 28 Excerpt From Building Setup

Dorm

e Figure 29 Portion of the Building Type Code Table

The building must have a “Building Type Code” of DR* It is the code SONISWEB® uses
for Housing. Figure 28 is a portion of the building edit display described in the text “Room,
Building & Campus Records”.  Figure 29 shows that the name “Dorm” is assigned to the
Type of DR*%. You can assign any word — housing, accommodations — to the DR type.

Accessing Room, Building, Campus Setup

If Rooms and Buildings is not present in Figure 2, you are not authorized to maintain these
records. See your SONISWEB® administrator to resolve your role-based profile so you can
access these records.

Click Rooms and Buildings in Figure 2. Figure 30 is displayed.

Rooms and Buildings

N Staley Residence Hall (SH ) AT Centerville Main Carnpus v
Pick the Building and /

click the Rooms button Buildings AT 1 Tp Be Determined M

e Figure 30 Room-Building

You can return to this display at any time by clicking Rooms and Buildings in Figure 2.
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Rooms and Buildings

Rooms in "Staley Residence Hall' on the 'Centerville Main Campus' Campus
(Cick on Foom Code to edit room of click Add Room below)

Room Code Room No. Max Beds Floor Amount Disahled
1 301 2 3 $1,200.00 Ha
10 3010 2 ] $1,200.00 Ha
1 3011 2 $1,200.00 Ha
12 3012 2 $1,200.00 Ha
13 3013 2 $1,200.00 Ha
14 3014 2 $1,200.00 Ha
15 3015 2 $1,200.00 Ha
16 30164 2 $1,200.00 Ha
17 3017 2 3 $1,200.00 Ha
12 3018 2 $1,200.00 Ha
19 3019 2 $1,200.00 Ha
2 Tower 302 2 3 $1,200.00 Ha
20 3020 2 $1,200.00 Ha
21 3021 2 $1,200.00 Ha

Add Room

Eetum to Eooms and Buildings Start Page

e Figure 31 Room Selection
1. You see Figure 31. Pick the room you want to define or edit.

Housing rooms have attributes like those shown in Figure 32. Buildings that are not
type DR* don’t have “Beds” and “Amounts” in them.

2. To add a new room, click the Add button in Figure 31.
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Defining Room Features, Charges, and Attributes

The choices of attributes are set up in a table as described in “Defining Attributes” on page
22.

The selection of an existing room or the Add button in Figure 31 brings Figure 32. Of
course, it is largely empty if you clicked Add.

Rooms and Buildings
Fdit Room in 'Staley Residence Hall' on the 'Centerville Main Campus’ Campus

+* Room Code 2 Tower MaxBeds |2 Bront b uies:

Caed
£
Room No. 302 Floor 3 Female [ |
Amount 1200 Telephone Ctarhage Disposal
Fee Codes HS-Housing v Disahled a Gald [ ]
HNortheast Corner tower, rounded walls near windows Hilell D
Memo Nonsmoking
Craiet []
Current Occupanis: 0 Bmoking []
[Reset ][ Submit ][ Delete ]

e Figure 32 Room Attributes

Fill in as many of the attributes as possible. The more you define for the room, the quicker
the match with the student’s preferences (see “Setting Student Preferences”, page 16), and
the simpler the assignment process.

The Amount you put in Figure 32 is the base charge that is used in Housing Assignment,
page 11. See “Defining Additional Housing Fees” on page 22 for charges in addition to the
base charge defined for the room in Figure 32.

To clear what you have entered and start over, click the Reset button.
To record your entry click the Submit button.

To erase a room, click the Delete button. If the room has been assigned you cannot delete
it. In that case, click the Disabled checkbox in Figure 32 and click Submit.

Copying Room Information

In SONISWEB®, you can use the - |
c.onvenient Copy and Paste func- o [
tions to speed your entry of Copy

. Paste Fesat
Memo text. For example, if a Delete _Reset |
special room feature is shared by Select Al

several rooms, you can enter the
Memo for the first room, then se-
lect the text you want to copy,
click the right mouse button, get the pulldown shown in Figure 33, and click Copy.

e Figure 33 Copy and Paste Text

When you get to the next room with the same feature, you can use the same method and
click Paste to put that text into the note.
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This is the same simple Copy-and-Paste built into your computer’s operating system and
used in word processing, notes, spread sheets, and other standard software.

Defining Additional Housing Fees

In addition to the fees set with the room Figure 32), you can define additional charges that

are applied when a housing assignment (Figure 6) is made.

1. Click Housing - Additional Fees (Figure 2). That yields Figure 34.

Housing - Additional Fees

h2-Water Bill

HF-Special housing features
H3-Housing

KY-Key Depaosit

Rh-Room Fee

1dent Payment deleted

Code Description Amount EditDelete
ac AC $175.00 wdit | Del
HF Special housing features $1,275.00 /QIM
Add New Fee |Change or delete an existing fee |
Transaction Code L4 Amount
= Pick a housing transaction ___,__,__._——-——""'__'___
ac-AC and enter the amount -
ER-Brown Hall Residence

e Figure 34 Housing - Additional Fees

2. To edit an existing fee (Figure 34 top) click the edit link. You get Figure 35.

3. To delete an existing fee

Housing - Additional Fees

(Figure 34 top) click the Transaction Cede  HF - Speriol housing features  Amount 127500
del link.

4. To add a fee pick a
housing Transaction e Figure 35 Edit Housing - Additional Fees
Code!4, enter the

Amount, and click the Submit button.

5. When editing in Figure 35, you can change only the Amount.

Defining Attributes for Rooms

The room attributes you set in “Defining
Room Features, Charges, and Attributes” (page
21) are used to match against each person’s
preferences in “Setting Student Preferences”
(page 16). To add, change, or delete these at-
tributes, follow these steps.

1. Click Table Maintenance (Figure 2).

Reset |

Table Maintenance
Select a tahle

Fund Raiser Codes ;I

Gender

Grades

Housing Atiributes J
Hausing Incidents

Inquiry Types

Institution Type

Instruction Type

Inerest Level =l

ey

Submit

That yields Figure 30.

2. Click Housing Attributes in Figure 30.
You get Figure 37.

e Figure 36 Table Selection

14 Only housing financial transaction codes (“I'Codes”) with the “h” designation are provided in the list. See the SONISWEB® manual

“Financial Record-keeping” for information in setting transaction codes.

22

June 2006



SANISWEB"

Table Maintenance - kouseattr

ADDMNewReeod | op Edit Record {click on first field):

|_House Attribute Code |Disabled |House Attribute Text
|(houseattr_cod ) |(disabled ) |(houseattr_txt )
CE

0 Coed

Fl

m

0 Female

G

(w)

0 Garhage Disposal

=
I

0 DMale

Elele B ElBREE

Nonsmoking
aul
0 Quiet
Shd
0 Smoking
Wh . .
0 ‘Wheelchair access and appliances

e Figure 37 Housing Attributes

This table lists all of the attributes currently defined.

3. To add an new attribute, click the Add button in Figure 37. You see an empty ver-
sion of Figure 38. It includes a box into which you enter the code you want to use
for this attribute.

Adding too many attributes can make the room set up display in Figure 32 and the
student preference display in Figure 23 so large it becomes unmanageable.

To edit an existing attribute, click the code button such as [ Figure 37 to get
Figure 38.

Table Maintenance - houseatitr houseatir_cod

_House Attribute Code Disabled House Attribute Text
thouseattr cod ) [dizabled ) (houseattr tut )
ID |Whee|chair access and appliances

Wh
Reset | Submit |

Delete This Record

e Figure 38 Housing Attribute Entry

The code cannot be changed while editing, but you can change the text. You can
also disable it by putting a 1 (for True) in the Disabled box.
4. To clear what you have done and start over, click the Reset button.

To save your entry, click the Submit button.

To remove this attribute, click the Delete button.
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Defining Housing Incidents

Housing incidents are reported by, or reported about, an occupant. They’re saved in the
person’s records. It is most commonly used to track behavior problems with specific stu-
dents. It is not a substitute for a property management system that keeps details on required
maintenance, damage, etc.

To add, change, or delete these incidents, follow these steps.

1. Click Table Maintenance (Figure 2). That yields Figure 36.

2. Click Housing Incidents in Figure 36. You get Figure 39.

Table Maintenance - kouse_inc

ADDMNewReeod | op Edit Record {click on first field):

|_Housing Incident RowID |Disabled |Housing Incident Text
[thouse_inc_rid ) [(disabled y [thouse_inc_tst )

4

J 0 Arrest for Felon

L=

Damaged by occupants (suspected)

=

Drug Use

==

Drunk

L=

MMisdemeanor charge

=

Possesion of Weapons

=

Room - hall damage by others reported

e Figure 39 Housing Incidents

The table in Figure 39 shows the incidents currently defined.

3. To add an new attribute, click the Add button in Figure 39. You see an empty ver-
sion of Figure 40. The code is automatically generated, you cannot change it.

4. To edit an existing attribute, click the code button like 8 in Figure 39 to get Figure
40.
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Table Maintenance - house_inc/house_inc_rid

_Housing Incident RowID Disabled Housing Incident Text
(thouse_ine_rid ) {dizabled ) thouse_ine_tat )
6 ID |R00m—hal| damage by others reported

Feset | Submit |

Delete This Record

e Figure 40 Housing Attribute Entry

You can change the text. You can also disable it by putting a 1 (for True) in the
Disabled box.

5. To clear what you have done and start over, click the Reset button.
To save your entry, click the Submit button.

To remove this incident, click the Delete button.

HOUSING-ROOM-BUILDING-CAMPUS RELATIONSHIP

Campus: The base for these records is the campus. It is a location where buildings are

placed.
Building: Buildings house the rooms. They must be on a campus.

Rooms: Classes are taught, labs run and students reside in rooms that must be in a building
on a campus.

Housing: Students are housed in “dorm” rooms in buildings designated as dorms.
“Dorms”, of course, can be apartments and faculty houses owned by the school.

Off-Campus Housing: If the housing you assign is off-campus, you have two choices.
You can “attach” those buildings to the nearest existing campus or you can create a new
“campus” to include the off-campus buildings.

Building and campus definition is covered in the separate text “Room, Building & Campus
Records”.
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND
FIELDS

Administration Security

User 1D | ——SONISWEBG® ID Faculty Security

Password Password Faculty 1D = [D Number

Password

[ Admiristration Login === Click Assigned PIN

LOGIN Click this button
If you have forgotten your Password, please click here. HOME

Figure 41 Login Displays

To log in as an administrator, select that option from your Web page. The standard
SONISWEB® login pages look like Figure 41.

ADMINISTRATION ACCESS

S/NISWEB" 2 p o v ol ¢
Logout Mames Courses Financials Systems Eeports

[Bellows. Wendy

Bulk Roster Wove

Course: fudd | Edit Record] -8 of 8
= Course Cancel ~ Canpus Year Sem.  Session.  Sect.  Time Instructor

(Clowsse: Fees Add / Edit

WME301 M Centervills Main Carpns 00405 1 1 MON 6:10a0-8:00em, WED 6:10am-8:00axs, FRI 61102ty o0 1
Grads Input 800ar
[ me——— MME301 N Centerville IMain Chanpus 200405 1 2 TUE 7:10am-2:50um, THU 7:1ann-:50an. McHutt, Alfred

MON 6:1020-8 D0are, WED 6:10a0-8 00are, FRI 61050
Grats Inprt [Mitorm] MME301 N Centerville IMain Clanpus 00304 1 1 St Tohmson, Dale
Section A2 MME01 N Centervills Main Canupus 00304 1 2 TUE 7:10a0-8:50are, THU 7:10are-8: 50z McHatt, Alfisd
Section: Edit MME301 it Centervills Main Carpns 200201 1 1 Qﬁgj 10e0-8:00ara, WED 6:10am-8:00are, FRI 6:l0ar e o gl
Section: Fees Add | Edit MME301 N Centerville IMain Clapus 00201 1 2 TUE 7:10am-2:50um, THU 7:10arn-:50an. McHutt, Alfred
Section: List_y MMEXDL W Centerville Main Carpus w00l 1 1 gﬂucu)gnﬁ R G, WD o iy EI S e,
1 2 TUE 710a0-8:50are, THU 7:10are-8:50a0. McHatt, Alfisd

Wait List \ MME301 H Centervills Main Carapus 200001
E—— Selectable links
Funection list

e Figure 42 Typical SONISWEB® Page
Figure 42 is a typical SONISWEB® page. The actions authorized in your profile appeat 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 appeat. 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 in-
formation. 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 proc-
essing 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 42 click an underlined Selectable Link and you go to that record.
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——Arrow-Pulldown— Entry Field:
|SP””9 v “Joh\nl | Need info on scholarships a]
| for handicapped students.
Fnatlelrsess \ Also need to know about

. wheelchairaccess. Can |
Click the arrow Type the data park a van nearthe dorm?

]
. , g »
Click your choice \ /

Use arrows to bring text into view

—Multiple Choice Checkboxes— ~Single Choice Radio Buttons—

S h b N 1D
Please Send Application eare Y @ ame O

Please Send Brochure |:| /

Please Send Catalog Clickyour choice;
the other choices turn off

Click your choices;
check mark means selected

Figure 43 Arrows, Fields, Checkboxes and Buttons

SONISWEB® prompts you for information with windows like those in Figure 43. 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 44.

Student

e Figure 44 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 44.
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