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Once you set up your recruiting plans and the activities you want in each plan,
SONISWEB® automatically adds them to your prospective students’ records. That
is shown visually on page 33. Activity reports let you track the progress against the
plan. Timed mail and E-mail can drive correspondence. Mail-merge lists can be
built for labels, e-mail notes, or letters to send to your prospective students. A term-
of-interest report assists you in estimating the size of incoming classes. This text ex-
plains how to use these functions.

This text starts with navigating the functions on page 5, then provides a quick ref-
erence on page 7. To see the changes in this edition look on page 4.

When a prospective student uses an Online Application (page 59) instead of a Web
inquiry (page 8) the entire recruiting process is bypassed.
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NEW IN THIS EDITION

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 5.

Figure 72 Login Displays and Figure 73 Typical SONISWEB® Page, page 57.

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.

“Prospect Details Record”, page 14.

“Prospect Inquiry Extra”, page 15.

“Reports With “RB” and Reports Without”, page 19.
“Report Navigation”, page 20.

“Query Builder with E-Mail”, page 23.

Most reports, pages 24 through 27.

“Setting up Activities”, page 35.

“Referred By”, page 52.

“Term of Interest”, page 54.

“Adding Activities for a Group”, page 55.
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ADMINISTRATION ACCESS

2 2 ®

Logout Hames

Courses

’ 4 |
v & 2
Fimancial: Systems Bepoits

e Figure 1 Toolbar! for those with User-ID access

NAVIGATING THE FUNCTIONS

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 is-
sued a User-
ID and Pass-
word. Typical
Profile catego-
ries are the
Registrar, the

Registrar’s

staff, the Fi-
nancial  Offi-
cer,  Admis-
sions staff,
Deans, etc.
One profile

covers all the
people in each
staff category.

2. 'The individual

S/ NISWEB"

Aetivity Report: Prospects

Aetivity Report: Prospects (BB)

SC?N'ISWEBW Actraty Reports
Activity Beports (RB)
| Recorss | [URURS
Aetraties Tlail Ivlerge (FB)
Address Il Ivlerge Studentsfé pplicants
Application ?1;1;1; Ivlerge Studentsib pplicants
Eiagiarlii Ialing Lahels
Education Mailing Lahels (RE)
Interests Prospect Inguiry Extra
Parking Prospect Inguiry Extra (RB) S:?NISWEBW
Parking Incidents Prospective Students
Post Tuition Teodes Prospective Students (RB) _
Programs Prospects by Type F
Prospect Inguiry Details Tirned Email Actvities: Add By Group
Prospect Inquiry Extra Tiraed Email: Prospects Ernail: Bulk
R Tl:.med Latters Ernail: Prospects
Tireed Letters (RB) Prospects: Delete
=L Tirned Letters for Prospects Query Builder
Byl ey Timed Letters for Prospects (RB) || ||Rectuiting Plans
Tests: Additional Titeed Mail Ierge Tahle IMaintenance
User Security Timed Mail Ierge (RE) Tern of Interest

_——-

e Figure 2 Function Lists! - Partial

limits specified for you when you were issued a User-ID and Password. Typical lim-
its are 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.

In Figure 1 click Names to select a person and get Figure 2, left, Reports to get Figure 2,
middle, or Systems to get Figure 2, right.

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.

Recruiting Prospective Students
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WHAT DO YOU WANT TO DO?

This text is organized with the most frequently used functions in the front and the least used
— like setup — at the back.

Activities: Assigning to Groups of People, page 55.
Activities: Marking Completion or Viewing, page 16.
Activities: Setting them up, page 35..

Activity Report, page 24.

Adding a New Prospect Record, page 11.

Adding a New Recruiting Plan, page 44.

Adding Activities for a Group, page 55.

Agency Table, page 47.

Application, on-line, page 59.

Bulk E-Mail see the SONISWEB® text “Mail, E-Mail Merge, and Mailing Labels”.
Catalog, on-line, page 9.

Category Setting, page 40.

Category Substitution, page 42.

Changing an Existing Recruiting Plan, page 45.
Defining Categories, page 40.

E-Mail Notes to Prospective Students, page 21.

E-Mail, Letters, etc. are also desctibed in the SONISWEB® text “Overview of Ac-
tivities, Timed E-Mail, Timed Letters, & Mail Merge”.

Enroll Status Table, page 48.

Entering Prospect Details and Building a Recruiting Plan, page 14.
Importing Inquiries from the Web, page 31.

Inquiry from a Prospective Student via the Web, page 8.

Inquiry Type Table, page 50.

Introduction to the recruiting process, see the SONISWEB® text “Overview of the
Recruiting and Admissions Options”

Level of Interest - a.k.a., Interest Level Table, page 51.

Mass E-Mail, Letters, and Reports, page 18.

Mass Removal of Prospective Students Records from the Database, page 30.
Online Application starts, starting on page 59.

On-line Catalog, page 9.
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= On-line Program list, page 9.

m  Prospect Details Record, page 14.

m  Prospective Students Report, page 26.

m  Prospects by Type Report, page 27.

m  Recruiting Plans Defined, page 33.

m  Referred By Table, page 52.

m  Removing old prospect records, page 30.

m  Setting up Activities, page 35.

m  Setting up the Recruiting Plan Tables, page 35.
m  Substituting Categories, page 42.

m  Term of Interest Table, page 54.

m  If you don’t see what you need above, check 4 48 |
the table of contents on page 2. You can
also use the Adobe® find or search func-

| Edit

Select Al Chrl+4,
tions illustrated in Figure 3. It allows a Goo- Desslect Al CtShift+A
gle®-like search? by word or phase. ittt B

Findlgar [Et el

Search 3

Diagnosing and Fixing Problems
) ) e 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.

ONLINE APPLICATION

It’s shown on page 59 and is designed for you to remove, copy, and give to anyone guiding
the application process.

When a person’s first encounter with your institution is via an on-line application (page 59),
that person never becomes a prospective student. That means the data collected in the
Prospect Inquiry Details record on page 14 is never filled out.

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.
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NEW PROSPECT RECORD FROM THE WEB

A_ prospective student Sonis Web200
with access to your |

Web site has two Information

choices: o ]
. First [ ] i L |
1. Fill out a form e

like Figure 4. . I::_
That goes into a city [ s &
holding file. An zZipcode [ | Country
authotized per— et [ ] Electromic Madl [ |

Date:03/16/2006/8, "

SON on your Term of Interest Enroll. Intent
. Al -
staff imports Referred by High School Caunselar
. Internet\Weh Page v
that record into scoining -

SONISWEB®. i i R

Agricultural Science

1 At
That process is o oy
. . Auto Technology
eXPlalned mn Basic Seamanship
Biology
¢ 1 Chemis
Importlng In_ E;?i?aram C|;E|?IEB,\VP\BHD
o . EY) Computer Studies - AD
qulI'lCS on page Computer Studies - Cert. of Achievement
Computer Studies - Cert. of Higher Ed
31 Construction Tech - Cert of Achiewvement
° Construction Tech - Cert. of Higher Ed
Continuing Education
: Corporate & Trust-AD
After lmpOI‘t— Corporate & Trust Administration
. Early Childhood Education - CA ~
ing, the next
. Please Send Application
step 1S
“Entering Comments
Prospect De-
tails and Build-
HOME

ing a Recruiting
Plan” on page
14.

OR Home : For Students : For Alumni : For Faculty | For ini: ! For i i For ive Students : For Emplayers

Online Application : Standard Fees : Brog : Courses by | Course
Administration vy im
S NISWEB

2. Fil out an
online appﬁca- e Figure 4 Prospective Student Inquiry Form*
tion as shown
on page 59. If
the online ap-
plication is chosen, the person bypasses this recruiting process.

*Your school may have a custom form that looks different from this example.
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USING ON-LINE CATALOG AND PROGRAMS ACCESS

Because anyone accessing your Web site can check the on-line catalog, discussing the pro-
grams and courses with potential students is simplified.

Sanis Web200

» For Students
» For Alumni
» For Faculty
» For Administrators
» For Applicants
For Prospective
Students

» For Employers

(P_ rograms

Courses
by Semester

%Coursa Information

Home ! For Students ! For Alumni | For Faculty | For Administrators | For Applicants | For Prospective Students : For Employers
Online Application ! Standard Fees ! Programs | Courses by Semester ! Course Information ! Calendars

pamnstet) § CNISWEB”

e Figure 5 Initial SONISWEB® Display

Clicking one of the circled choices in Figure 5 yields a display like Figure 8. (Each display is

slightly different.)

When you choose Course Information, you are Department Course Listings
prompted to pick the department from a pulldown Select Department] Science & Technology v
list as shown in Figure 6. [Saarch ]

Where you choose Courses by Semester, you get a e Figure 6 Department Selection
prompt to pick the School Year and Semester

(Term) as shown in Figure 7. Semester Course Listings

Flease Select Year 200405 v
Please Select Semester

Search

e Figure 7 Semester (Course Section)
Choice
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Course Listing
for Science & Technology Department

Anatorny & Physiology
ART101 Art Appreciation
ARTZOO 20th Century Art
BIOL101 Biology I
BOT101 Botany 101
CHI 102  Chinese 102
CSCZ210 Intro to Crystal Reports
CSC310  Advanced Crystal Reports
EECalc30  Using Engineering Calculator
EENGZ210 Metwork Theory
EMNG101 English Composition
ENG102Z English Literature
EMNG315 American Foetry
HIST200  American Sivil War
HISTZ10 European History
MATH101 College algebra
Ma&THZO0O Calculus
MATH300 Advanced Algebra
MME301  Maritime Engineering Introduction

55 Hau bu hau?

Cr
4
4
3
5
3
&,
3
3
z
3
3
u]
3
3
4
3
3
5
&
3
4
4
5
4
4
3

Required based on testing

MME30Z  Maritime Engineering Introduction
MME310 Deck Command - Marine Engineering Required shipboard practicumn
MME320  Propulsion Command - Marine Enginrg
MME401  Container Yessels - Marine Eng
MME410  Tanker Yessels - Marine Eng

MAUL01  Mautical Science [

MAUZ0OD Starmn Mavigation Mew

e Figure 8 On-line Course Listing

The person viewing the alphabetical list of courses, sections, or programs can scroll down to
see them all. What is shown depends on:

m  What was entered in the programs table or the course sections established for the se-
lected semester.

m  What programs, courses, and sections are enabled or active. If a program has been
marked as disabled, a section has been cancelled or deleted, or a course has been
marked inactive, it doesn’t appear in the lists.

Programs, courses, and sections are set up, enabled or disabled, made active or inactive by
the Registrar and/or the SONISWEB® administrator using the manual “Course & Section
Processing”.
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ADDING A NEW PROSPECT RECORD

For those prospective students who do not filling in an inquiry (page 8) or an online applica-
tion (page 59), you must add the persons to your records with these steps.

1.

Select Names from Figure 1.

PID

|Entel' as much of the name as you know Name Search

OR Last Willson First YWoodrow M

Division

Leave all of these
selected to find
everyone with the
name

Click the
button
[ Add Name/Record Status ]

Alternative Search

e Figure 9 Names Search to Prevent Duplicates

Name Search

55N | Maiden

e Figure 10 Alternative Name Search
Enter as much of the name as you know in Figure 9 and search to make sure the
Y g
person’s record is not already present®.

Consider doing an Alternative Search marked at the bottom of Figure 9. It’s shown
in Figure 10.

If you’re certain the person doesn’t exist in your records, click Names, Figure 1.
The information you entered in Figure 11 is preserved so you can proceed to add the
person as shown in Figure 11.

5 A prospective student may have entered an online application or could be an alum or a constituent, so it’s worth a check.
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Name Search
PID OR Last Wilson First Woodrow ML WY

Status Division Canpus

Faculty -~ - ) Business » Centerville South Campus A
Online A B ey N Chatham CC Girclesyille
(& R Daytime & i
- /\ -
COM - High School
Click the button
Eng e Sophornore %

|~ Add Name/Record Status |

e Figure 11 Names Display

5. Select one of each of these from the middle of Figure 11:

Record Status®: Select Prospect

Division: Pick the division you know or estimate this prospective student will enroll
in.

Campus: Select the campus this prospective student will attend.

Department: Select the department.

Level: usually Freshman unless entering at a higher level.

Biographic
Adding: Prospect (Law /Centerville South Campus )
Last ** |Patten First ** | George
MI (M DOB ** 10/14/15978
PID  System-Generated Electronic Mail ** | georgemi@vet. net
SSN (035192785

e Figure 12 New User Information

6. Click the Add button. You get Figure 12.

7. Enter the person’s information in Figure 12. If your school uses automatically gener-
ated IDs, you see “System-Generated” for PID. If not and you have an ID7, enter it.
If you don’t know the Electronic Mail (E-mail) address, enter a ?.

8. Click the Submit button at the bottom of Figure 12. You get Figure 13.

¢ Record status is the role a person has in your institution. A person can have more than one status. The code for prospective students is

PS.

71D, also called PID, is the student’s number. Whatever it is, it must be 9 characters long with no hyphens or other punctuation.
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9. Click the BIOGRAPHICAL Biographic
line in Figure 13. You see the Adding: Frospect
person's blograp hic record. George Patten (PAT461579) Added.
10. Fill out the Biographic® record (o to the shove's BIOGRAPHICAL record.

with all the information you
have available from the pro-
spective student’s inquiry. Click
the Submit button.

11. Click Address® in Figure 2. En-
ter the address information from the prospective student’s inquiry. Click the Submit
button.

Go to the above's ADDRESS record.

Return to the NAME SEARCH £ ADD WEW USER page.

o Figure 13 Adding a Prospect

12. Click Prospect Inquiry Details in Figure 2, then follow the directions in “Prospect
Details Record” below.

8 Most of the record data are self-evident. For more information on the biographic and address records, see the SONISWEB® text “Stu-
dents, Faculty, Applicant and Alumni/ae Record-keeping”.
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ENTERING PROSPECT DETAILS AND BUILDING A RECRUITING PLAN

Prospect Details Record

When you select a Category® in Figure 14, SONISWEB® creates a recruiting plan and activ-
ity records for this person based on those defined in that recruiting plan. Setting up the re-
cruiting plan is shown on page 44. “Activities: Marking Completion or Viewing” (page 16)
shows you how to examine, mark completion, add, and delete a prospect’s activity records.

“Recruiting Plans”, page 33.

The relationships among categories, recruiting plans, and activities is explained in

1. You get to Figure 14 by following the steps either in “New Prospect Record From

The Web” (page 8) or in “Adding a New Prospect Record ™ (page 11).

Patien, George | ct-P 7
Prospect Inquiry Details
Date of Inguiry 03/16/2006 Inguiry Type Code | Telephone “ | Term of Interest Fall 2006  +
Athletes ~
Enroll Status FULL TIME v Level of nterest High b Category Inquiry Page
hd
-~
Agency Jab Training Program Referved by
High School Counselor %
Application Received A Date Received

e Figure 14 Prospect Inquiry Details Display

Enter the data in Figure 14. The items with pulldown!'® arrows come from
SONISWEB® tables. See “Setting up the Recruiting Plan Tables” on page 35 and
“Setting up Other Recruiting Tables” on page 46. If you do not find a value you
need, contact your SONISWEB® administrator.

The fields you enter in Figure 14 are (left to right, top to bottom):

Date of Inquiry: Required.

Inquiry Type Code: Required. It is set up in “Inquiry Type” on page 50.

Term of Interest Required. It is set up in “Term of Interest” on page 54.

Enroll Status: SONISWEB® doesn’t require this, but your school may for statisti-
cal recruiting studies. It is set up in “Enroll Status” on page 48.

Level of Interest SONISWEB® doesn’t require this, but it is needed for the
“Prospective Students Report” (page 26) to be useful. It is set up in “Level of Inter-
est - a.k.a., Interest Level” on page 51.

Category’: Required. It determines which recruiting plan SONISWEB® selects. See
“Recruiting Plans” (page 33) for an explanation.

% An inquiry from the Web (Figure 4) automatically gets the WEBINQ (called “Inquiry Page” in Figure 47 ) and its activities assigned. You

can change it here.

10 See Figure 74 “Arrows, Fields, Checkboxes and Buttons” on page 58 for guidance.
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Agency: Required.. Itis set up in “Agency” on page 47.

Referred by: SONISWEB® doesn’t require this, but your school may for statistical
recruiting studies. It is set up in “Referred By” on page 52.

Application Received means the person is now an Applicant and no longer a Pros-
pect. Once this step is reached, this person’s record should be handled using the
SONISWEB® manual “Applicant Checklists, Activities, and Disposition”.
Comments are for any notes you want to add.

3. To erase what you have entered and start over, click the Reset button instead of the
Submit button.

4. Click the Submit button to save your entries.

5. At the bottom of the display (you may have to scroll to the bottom of the display to
see it), you get a confirming message.

6. Optionally, go to “Prospect Inquiry Extra” below.
Prospect Inquiry Extra
This entry may be required by your school.

1. Click Prospect Inquiry Extra in Figure 2. You get Figure 15.

[Patien, George (Pros| ]

Prospect Inquiry Extra

Highest Level of Education Some college

Programs of Interest

High School Prerequisite | College Prerequisite
. Amarican History | . .

Completed Prerequisite Engish Compation 1 Enrolled in Prerequisite |

Enployee &

LPN | Years as LPN a

Other

e Figure 15 Prospect Inquiry Extra

2. Fillin the information in Figure 15 that your school requires.

3. To erase what you have entered and start over, click the Reset button instead of the
Submit button.

4. Click the Submit button to save your entries.

5. At the bottom of the display (you may have to scroll to the bottom of the display to
see it), you get a confirming message.
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ACTIVITIES: MARKING COMPLETION OR VIEWING

Recruiting plans are made up of activities!! as explained in “Recruiting Plans” (page 33). To
view, mark completion, or change these activities, follow these steps.

Activities are assignments for your staff that they have to fulfill.

1. Select Names from Figure 1.

2. Enter the ID7 or name of the student whose prospect details record you want to
process.

3. You get a list of the one (or more) students who meet your search criteria. Click the
radio button!® beside the name you want, then click the View button. Figure 2 ap-
pears on the left side of your display.

4. Click Prospect Inquiry Details in Figure 2.

Patien, George |

Activities
Recordl -3 of 3
Activity Activity Date Date Completed Date Siopped
Letter 02/16/2006 03/17/2006
Letter 2 04152006
Letter 3 05/15/2006

o Figure 16 Prospective Student Activities List

The list of activities illustrated in Figure 16 was created when you selected a Cate-
gory? in Figure 14.

Patten, George (Prospect- P

Activities
Activity Letter 1 Activity Date 03/16/2006
Conpleted
Date Completed 03/17/2006 Date Stopped [ ]
Comments

e Figure 17 Recruiting Activity Detail

A detailed activity record is shown in Figure 17.

Activity date is either (1) the date the activity was added or (2) the date it’s sched-
uled as described in “Timing and ‘Delta Days’ Explained” on page 38.

1 Most recruiting activities are added automatically when a category is entered in the “Prospect Details Record” (page 14). You can add
more activities either individually as shown on page 16 or for groups of people as described on page 55.

Recruiting Prospective Students 16 March 2006



SANISWEB"

Date Completed is either (1) automatically added when a timed letter, etc. was run
or (2) the date you enter in Figure 17.

Date Stopped applies to timed activities with “Stop on Application” set. It’s the
date the application was received unless you changed the date in the Activity record.

5. To delete an activity, click the Delete button. You get a confirming display asking if
you really mean it.
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MASS E-MAIL, LETTERS, AND REPORTS

There are mailing functions and there are reports. Some are specific to prospective students,
some are used more broadly.

Under Reports:
Activity Report: Prospects
Activity Report: Prospects (RB), page 24.
Activity Reports
Activity Reports (RB)
Mail Merge
Mail Merge (RB)
Mail Merge Students/Applicants
Mail Merge Students/Applicants (RB)
Prospect Inquiry Extra
Prospect Inquiry Extra (RB), page 25.
Prospective Students
Prospective Students (RB), page 26.
Prospects by Type, page 27.
Timed Email
Timed Email: Prospects, page 28.
Timed Letters
Timed Letters (RB)
Timed Letters for Prospects
Timed Letters for Prospects (RB), page 29.
Timed Mail Merge
Timed Mail Merge (RB)
Under Systems:
Email: Bulk, page 23.
Email: Prospects, page 21.
Query Builder with E-Mail, page 23.

The mailing functions are described below. The reports are “Activity Report” (page 24),
“Prospective Students Report” (page 206), and “Prospects by Type” (page 27

All of the reports use Activities as a basis for selection. Activities are task-lists for your staff
and are used for nearly everyone in your SONISWEB® database: prospective students, ap-
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plicants, students, “alums”, etc. You need to know which activities are specifically for re-

cruiting so you know which activities to pick for the reports. Activities are set up on page
35.

Selecting the Type of Note or Letter to Send

E-Mail to Prospective Students is a quick way to send a note to a selected group of prospec-
tive students. As described in on page 21, you select the recipients by one or more catego-
ries, compose the note, and send it off. It is especially useful for informing prospects of ac-
tivities of special interest to them.

Timed E-Mail Notes and Timed Letters are more formal ways to send follow-up letters
during the recruiting period. It’s a one-step process where you set up which letters or e-mail
notes are sent immediately and which are sent 30 and 60 days after receipt of an inquiry from
the prospective student. Although most heavily used in recruiting, they are also used in fund
raising, alumni notices, etc.

Mail Merge is used for producing mailing labels, individualized brochures, and formal let-
ters with selected fonts and graphics. It is a two-step process where SONISWEB® pro-
duces a mailing list, then you use a word processor to merge and send the letters either by e-
mail or on paper. You cannot select small specific groups of prospective students by cate-
gory as you can with E-Mail to prospective students or Timed Letters. It is broadly used in
SONISWEB® and so is described in a separate text named “Mail, E-Mail Merge, and Mail-
ing Labels”.

Reports With “RB” and Reports Without

Activity Report: Prospects was built with Crystal Reports™.

Activity Report: Prospects (RB) was built with ColdFusion™ Report Builder.

Those built with Crystal Reports™ will not be enhanced with new features. New reports
will not be built with Crystal Reports™. You must buy a copy of Crystal Enterprise (the
Web interface) to view and print those built with Crystal Reports™. You must buy a copy
of Crystal Reports™ to modify a report provided with SONISWEB®.

Report Builder is a no-cost offering that you can download with ColdFusion™ from a Web
site. Like ColdFusion™, it’s been tested by its provider to run on most common operating
systems and most Web browsers. It provides the additional options in Figure 18.

PDF O Excel O Flash Paper ()

Reset to Defaults Build Report

o Figure 18 Report Builder Output Choices

Figure 18 shows that on most report prompts you can choose to have the output in one of
three forms:

PDF file that you can display and print with the free Adobe® reader and save for later
use.
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Excel spreadsheet file that you save, the best choice for mail-merge and useful where
you want to do data analysis on the report data.

Flash® paper with print, zoom, and paging buttons. It’s similar to what you have with
the prior Crystal Reports™ output. This is usually the form you’ll want to view and
print a report.

There are some reports for which these choices make no sense, so these options aren’t of-
tered for all reports.

Report Navigation

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

r~d

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 muuse| |Make copy of display |

Figure 19 Report Builder (RB) Navigation

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

Refresh query

Export

e Figure 20 Crystal Reports™ Navigation

Once the report is displayed, you have these controls to view, print, and search it.

12 “Flash” is a Web browser display mode that’s used with many Macromedia softwate packages including Cold Fusion™ Report Builder.
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E-Mail Notes to Prospective Students

Also called “Mass E-Mail”, this sends e-mail notes to selected prospective students. Your
user security profile must authorize you to access the “Email: Prospects” under Systems.

If this note is to go to others in addition to Prospective Students, use “Bulk E-Mail” on page
23. For the broadest selection of people for e-mail notes, see “Query Builder with E-Mail”
on page 23.

1. Select Systems from Figure 1 then Email: Prospects from Figure 2.

Paiien, George (Fros

Email: Prospects

Term of Interest Fall 1999
Fall 2001

Instit. Code

ki
2 You focus on particlar

Prospective Students by
selecting one or more of Ao
these

Referred by
Program Code Inierest
Select nquiry Date Range
Post v Activity ‘Use dates to fnther lunit who gets your e-mail note ‘

You can post it as a completed activil ‘ — n
a I ty7 Plewewtu see the hst | TR

e Figure 21 E-Mail Selections

2. In Figure 21, pick who you want to send this note to by choosing the categories that
apply to those prospective students. You can choose more than one. For example,
you can chose those interested in the Fall 2005 term and the classical piano program.
You can pick more!3 than one item from a list.

3. Click the Preview button to see the list of persons this e-mail will be sent to. Figure
22 is that list.

13 See Figure 75 “Selecting Multiple Choices” on page 58.
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10.

11.

12.

13.

Those with invalid ad-
dresses!# in Figure 22
have blank check-
boxes. Make a note
since you will have to
contact those prospec-
tive students by some
other means.

To remove persons
from the list, click
their checkboxes!® un-
til they’re blank.

EEREEE

Prospective Student
Tean Greene [-0@sonis com]

Roger Rodgers [1111]hvalid Email Address

Ed Edwards [1111111111111]Imvalid Email Addvess
Alan Albertson [aaa]hvalid Email Address

Dan Dandels [aaa]halid Email Address

TWalter Walters [walterwalten@ email com]

WWalter Bcott [waverles@jmu.edu]

Edwina Moore [witnde@timu. e du]

Woodrow Wilson [ewilson2 51 (@valleymail net]
Diego Vega [zorro@rjmua.edu]

[ Reset ] [ Continue To Email

Click the Reset button to start ovet.

e Figure 22 E-Mail Preview Recipient List

Click the Continue button to go to Figure 23.

To cancel it all and start over, click Email: Prospects in Figure 2.

Click the Cancel button to
stop this process.

Enter the subject and the
message.

Click the Cancel button to
start over.

Click the Erase Message
button to re-enter the
subject and message.

Click the Send button to
send the note.

You get the con-
firmation mes-
sage shown in
Figure 24. Click
<-- Return to go
back to Figure
21.

Email: Prospects
To: jpjones@usnavy.mil, scroffs@ascap.org, psimon@nymusic. com,
hankpurcel @sonymusic. com
From: jthomas(@rjmu. edu

Suhbject: ISIud\D scheduling for audition

Message:

Please send an e-mail note or call (B00-411-7028) =]
Jim Hatchet, administrative assistant to schedule
studio time. This is first cowe, first choice,

=0 do it soon.

Cancel Eraze Message

e Figure 23 E-Mail Note Composition

Fmail: Prospects

T zent mail to the following people:

=-- Beturn

jpjones@usnavy.mil, scrofts@ascap. org, psimen@nymusic. com,
hankpurcell@sonymusic. com

e Figure 24 E-Mail Confirmation Message

14 What's detected is an invalid e-mail address structure such as no “@” character. That doesn’t guarantee that the e-mail address is valid
on the Internet.
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BULK E-MAIL

Similar to E-Mail: Prospects (page 21), E-Mail Bulk is for anyone, not just prospects. It
works much like E-Mail: Prospects. See the SONISWEB® manual “Mail, E-Mail Merge, and
Mailing Labels” if you need more guidance on its use.

For the broadest selection of people for e-mail notes, see “Query Builder with E-Mail” be-
low.

QUERY BUILDER WITH E-MAIL

Query Builder
Sorted by
*MNo Email Address
Select Name PID¥ Class Dept. Div. Campus State Status
* Adams, Oscar ARRARARANI Freshman Science & Technology Ewening  Centervile Noh Campus WA, Alurmnni
Andarson, Anna ANB321568 Seniar Science & Technology Ewvening  ToBe Determined WA Alurnni
Payne, Thomas PASOO5S67 Seniar To Be Determined Ewvening  Centerville Main Campus WA Alurnni
Export List Add Activity
No E-Mail Address Beturn

e Figure 25 Query Builder Results

If you want to send an e-mail note or a letter to prospective students in a specific city and
state or with more selective criteria, Query Builder is an alternative. Figure 25 shows the
output of a query and the buttons that let you create a mailing list, group activities, or e-mail
notes. If you’re authorized to use it, see the SONISWEB® manual “Query Buildet” for
guidance in using it.
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ACTIVITY REPORT

This report lists the scheduled activities by person and shows what has been done and what
has not. Your security profile must authorize you to access Reports.

1. Select Reports from Figure 1 then Activity Report: Prospects (RB)!® from Figure 2.
You get Figure 26.

Main Report Generator
Building: Activity Report: Prospects (RB)

Select Division (s) Select departmeni(s)
~ Busi €
""‘--...__,..--"”—
~¥/| |Pick your lnmiting
selections

Select Campus (s)

For more .than one 1D:|PATAR157S
person, click the Clear
Name button below left

Begin Date: End Date:
|Pick vour dates to further limit who appears 4’_’_/

|Pi|:k the activites you want to see by status ’— ALG) Completed/Stopped O Nat Completed O

|Choose the kind of output |—-_\

PDF C) Excel O) Flash Paper (&)

Reset to Defaults Build Report

e Figure 26 Activity Reports Selection Prompt

2. Decide who this list is for, then pick!? the Activity(ies), campuses and other criteria
for activities the staff member is responsible for. Click the Build Report button. You
can limit the report to a single person by entering her or his ID’.

If you have been processing a person’s records, you may find his or her ID” in
Figure 26. Use the Clear Name button to erase the ID7 number so you get all the
people who meet your campus and activity criteria.

15 The “RB” reports ate built with Report Builder. In Figure 2 there may also be a version built with Crystal Reports™. See “Reports With
“RB” and Reports Without” on page 19.
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03/17/2006  01:35:57 PM Page 1 of 8
PROSPECT ACTIVITY REPORT
Name ID# Activity Date__Done Date  Stop Date Campus Activity
AGENCY: Job Training Program
E-Mail
Patten, George M PAT461579  03/17/2006 03/17/2006 CAMP3 E-Mail

Financial Aid Info

Best, George BE6069492  11/28/2005 BUSINESS Financial Aid Info
O'Day, Dawn I 0D5769520  01/04/2006 TBD Financial Aid Info
Letter 1

Best, George BE6069492  11/28/2005 BUSINESS Letter 1

O'Day, Dawn I 0D5769520  01/04/2006 TBD Letter 1

Patten, George M PA7461579  03/16/2006 03/17/2006 CAMP3 Letter 1

Letter 2

Best, George BE6069492  01/28/2006 12/29/2005 BUSINESS Letter 2

Patten, George M PA7461579  04/15/2006 CAMP3 Letter 2

e Figure 27 Activity Report

Figure 27 is the result. Your list will certainly be longer. The list is in alphabetical
order by Agency name, then Activity name, then the last name of the prospective
students. For more information on printing, paging through reports, or searching
for content, see “Report Navigation”, page 20.

Prospect Inquiry Extra Report

1.

3.

Select Reports from Figure 1 then Prospect Inquiry Ex- Select term(s) of interesi
tra (RB)!> from Figure 2. That yields a prompt like Fal 1
Figure 26 with the selection shown in Figure 28.
o Figure 28 Selection
The Term of Interest entries are set in a table. Entries that have been disabled will
not appear in the list in Figure 28. Disabling old entries is a good way to reduce the
clutter of choices in Figure 28. “Term of Interest” on page 54 shows how to set
them.
Like the prior reports, you pick!? the criteria, the click the Build button.
03/17/2006 SonisWeb200 Page1  of1
PROSPECT EXTRA FIELDS REPORT
Prospect LPN Program of Interest Term of Interest
Patten, George PA7461579
High School Prereqs required: No Fall 2006
College Preregs required: Yes
Currently enrolled in prereqgs: No
CHS Employee: No
Agency: Job Training Program
o Figure 29 Prospect Inquiry Extra Report
For more information on printing, paging through reportts, or searching for content,

see “Report Navigation”, page 20.
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Prospective Students Report

This term-of-interest report assists both in recruiting and in estimating the size of an incom-
ing first-year class.

1. Select Reports from Figure 1 then Prospective Students (RB)!5 from Figure 2. That
yields a prompt like Figure 26.

2. Pick!V the criteria.

3. After making your selections, click the Build Report button. (Use the Reset button
to reset your selections so you can start the selection process over again.)

03/17/2006 02:33:00 PM SonisWeb200 Page 1 of |

Prospective Student (Inquiry) Report

Inquiry Inquiry App. Enroll
Name Date Agency Type Category Received Campus Division Dept.  Interest Stat
Term of Interest: Fall 2006
Patten, George (PAT461579) 03/16/2006  Job Training Telephone  Regular No CAMP3 L LAW  High FT
Total For Job Training 1
Cjackso, dffs (C19953921) 02/09/2006  To Be Determined  Internet WEBINQ TBD TB B HT
Wilson, Woodrow (WI8649634) 03/16/2006  To Be Determined  Internet WEBINQ CAMPL TB TB FT

Total For To Be Determine 2
Total For Fall 3

o Figure 30 Example of a Prospective Student Report

The example in Figure 30 is from the SONISWEB® test system. Your report will be much
longer and more meaningful. The report is in order by Term of Interest. Within a term, it is
in order by Agency then alphabetically by last name.
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PROSPECTS BY TYPE

1. Select Reports from Figure 1 then Prospects by Type from Figure 2. That yields a
prompt like Figure 26.

2. Pick!V the criteria.

3. After making your selections, click the Build Report button. (Use the Reset button
to reset your selections so you can start the selection process over again.)

Prospecis by Inquiry Type for Fall 1999 Fall 2001 Fall 2006 Spring 2000 Spring 2001
Campug Wotkshop/T ours 12 )
R o Campus Wor kshop/Tours o College Fair
College Fair 2 H Community Contacts O High School Warkshop/visit
Comnunity Contacts 12 W nternst H Msil In
High Bchool WotkshopVisit [} O Other O Telephone
Internet a5 O'wialk-In
Dlail I 3
Cither 3
Telephone 7
Walke T 3
TOTAL: T

e Figure 31 Example of a Prospects by Type Report

Figure 31 is a summary. To see the detail for any underlined item, click it. That yields

Figure 32.
High School Workshop/Visit Prospects for Fall 1999 Fall 2001 Fall 2006 Spring 2000 Spring 2001 Reiurn
Prospect Name Address City, State, Zip E mail
Abbott, Edgar 15275 New Garden Way Catraras HC 28111 profabbotiEr ed
Bowmarn , Archer 245 Twrentieth Bt., W, Woodbury CT 08792 arrow(Eitjmu.edu
Emnons , Maureen ettnonsflsonis.coth ,
Liu, Lucy Yesi@no.com
O'Conner, Contie conmiec@emailaddress com,
Rooney , Wayne sfidefdTfs dofe com
Return

o Figure 32 Detail for Prospect by Type Report

In Figure 32 you have these choices:

m  Click an underlined e-mail address and your e-mail system is started!¢ for you to send
an e-mail note to this person.

m  Click Return to go back to Figure 26.

To print Figure 31 and/or Figure 32, use the browset’s print icon.

16 It will not start, of course, if your e-mail system, your network security settings, or SONISWEB® set up doesn’t allow direct e-mails. See
your SONISWEB® administrator if you have questions about this.
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Timed Email: Prospects

If this note is to go to more than just Prospective Students, used Timed Email instead.

1. Select Reports from Figure 1 then Timed Email: Prospects from Figure 2. That
yields a prompt like Figure 26.

2. Pick!0 the criteria.

3. After making your selections, click the Build Report button. (Use the Reset button
to reset your selections so you can start the selection process over again.)

Tuned Email
Check the names of those you wish to email about ihe listed activity.

Mtk invvalid emails as Stopped

Y T —

Budaras, Ay (000000000)  Annual drive thank wou  rovernail@myschooleore Thark wou for the payraent on your Annual Giing pl...

JTerry, Jarnes (JE3711595) Annual drive thank on jj@email com Thank wou for the payment on your nrual Giving pl..

e Figure 33 Timed E-Mail for Prospective Students

Only persons with incomplete timed e-mail activities appear in this list. See “Setting
up Activities” on page 35.

4. In Figure 33, use the checkboxes!’:

Mark invalid emails as stopped: if the list includes those with invalid e-mail

addresses (see the examples in Figure 22), a checkmark means the activity is
to be marked as stopped.

Send, if checked, means send this person the e-mail note.

The note is what was entered when the activity was built, see page 35.
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Timed Letters for Prospects
If this letter is to go to more than just Prospective Students, used Timed Letters instead.

1. Select Reports from Figure 1 then Timed Letters for Prospects(RB)!> from Figure 2.
That yields a prompt like Figure 26.

2. Pick!0 the criteria.

3. After making your selections, click the Build Report button. (Use the Reset button
to reset your selections so you can start the selection process over again.) You get

Figure 34.
4. In Figure 34: Timed Letters for Prospects (RB)
a. Use Preview Report to see EE
and print the letters. Preview Lebele
b. USC PI'CViCW Labels to ViCW Do you want to post 16 Prospect Letter A ctivities?
: [ FPost Activity Completed ]
and prlﬁt them. They arc **D0O NOT POST UNTIL LETTERS HAVE BEEN COMPLETED**
sent to your computer as a
PDF file!”. The labels are in o Figure 34 Timed Letter Choices
the same order as the let-
ters.

c. After you've previewed and printed the letters and labels, click the “Post Activity
Completed” button to have the completion checkmark and today’s date put in
each person’s activities record.

03/17/2006

Amy A Adams
115 Paplar
Chapel Hill, NC 27516

Dear Amy:
Thank vom for vour mterest m RIM Unmiversity. We've enclosed an application form, a copy of the First Year
Onentation brochure, and the Summary Catalog.

At any tume yon can connect to onr system (www . pmn.edu) and enter an "Online Application” i place of the
paper copy enclosed. Yon can also view all the conrses and programs.

Pleagze call usz (800-111-7208) 1f vou have futher questions.
Smcerely,

Audra

o Figure 35 Timed Letters for Prospects - One Page per Person

Only persons with incomplete timed letter activities get letters and labels. See
“Setting up Activities” on page 35.

17 PDF (Portable Document Format) requires that you have the free Adobe® Reader or equivalent installed on your computer and that
your security system permits downloading these files.
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MASS REMOVAL OF PROSPECTIVE STUDENTS RECORDS FROM THE

DATABASE

There comes a time when you need to clean out of your database the records of prospective
students (“prospects”) who did not apply for admission. Once you have run all your statisti-
cal reports and are finished with them, you can delete the old records.

1.

Select Systems from Figure 1 then Prospects: Delete from Figure 2. That yields

Figure 36.

In Figure 36, use
the date to pick
which prospec-
tive student re-
cords you wish
to delete.

At the top of
Figure 36 you
see the list of
which  records
can be deleted

This utility removes PROSPECT records from SOMNISWeb /7
- the PROSPECT isn't also in SONISWeb as a student, faculty, etc..
- the PROSPECT has not registered for classes.
- the PROSPECT has not accrued financial charges or credits.
- the PROSPECT has MO APPLICATICON activity on record.

Delete if inguiry date is on or hefore:

Prospects: Delete

IDB,’D‘I,’EDDD
Submit |

and which cannot be deleted.

e Figure 36 Prospects Delete Selection

If a person has moved on from prospective student to any other status, you can’t de-
lete that person’s records.

Click the Reset button to erase what you have entered so you can start over.

Click the Submit button to start the deletion

process. You get Figure 37.

Figure 37 shows you the number of prospect
records that will be deleted.
does not look correct, click Prospects: Delete
in Figure 2 again to start over. If the count in

If this number

Prospects: Delete

Delete 5 PROSPECT(S) from 5 ONISWeh ?

Caonfirm Delete

e Figure 37 Prospect Delete Confirmation

Figure 37 is correct, click the button to delete

the records.
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IMPORTING INQUIRIES

Import Functions
& Pro spect Requests
O Student Changes
O Alumni Changes

O Faculty Changes

Process

e Figure 38 Import Functions Selection

Import Functions
There Are 3 Prospect To Iinport.

Trport O Preview (%}

e Figure 39 Import or Preview

1. Click Systems in Figure 1 then Import Functions in Figure 2.

2. Click the Prospect Requests radio button!” then the Process button in Figure 38.
You get Figure 39.

3. In Figure 39 choose:

e Click the Preview radio button!? to review those to be imported. You get Figure
40.

e If you're certain that you don’t have any bogus inquiries from people “playing”
on the Internet, you can bypass preview by clicking the Import radio button!?.

4. Click the Continue button in Figure 39.

Import Functions

Prospect Records To linport

Namie Street Addvess City State  Phone Entail Iniport Delete
() Black, Jackson (BLA219302) dsfilsfa AR 21434324231 Iei@zn com I
) Frowmons , Maween  (EM7552883) A0 Essex Ln Woodhursy CT TErMOnSEs0nis com Duplicate
() Wilson , Woodrow W (WIZ649634) 9 E Colurabus Staunton VA& 74015551212 worileon2 51 @ralleyioail net = | = |

Choose a MAME to edit OF check those MAMES you wish to IMPORT andfor DELETE.

e Figure 40 Delete Imported Inquiries

Preview in Figure 39 gives Figure 40.

5. First use the Delete checkbox!® on the right in Figure 40 to mark those that are ob-
viously bogus and the duplicate as shown in Figure 40.
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6. Click the Continue button to removed those with the Delete checkmarks. You’ll get
Figure 40 again but without the deleted entries.

7. Optionally you can review and edit those you intend to import by clicking the radio
button!? beside each name.

8. Click the “Continue” button and you get Figure 41.

[PID WIB649634

[Last Wilson

Street

ddvess 9 E Columbus

City Staunton

Couniry |USA v

[Texm of

niorest |21 2006+

[Program|acqunting
Code Accounting CH (Discontinued)
Agricultural Science

Please Send Application:

Import Functions

Eecironic Mail

State

Telephone

Enroll Status

Campus

Prospect

wwilson251 @valleymail net

Woodrow

Wirginia B’
740-1-555-1212

FULL TIME ~

Centerville Main Campus

Please Send Brochure: [ |

3

Ziprode | 26701

-
Referred
by High School Counselor v

Commenis

Please Send Catalog: [ ]

e Figure 41 Edit Before Import

By editing in Figure 41, you clean up any errors made by the prospective student.
You can finish filling out the information by entering information the prospective

student did not.

9. Once you’ve finished editing, click the Continue button. You return to Figure 40.

10. In Figure 40, click the Import checkbox!? for those you want to import and click
Continue. The records are imported and added to your database of people.
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RECRUITING PLANS

Category Activities Letters & E-Mail

Undergrad
Callback for
intention

Send welcome
Letter 1
Send brochure

Call from local

alum

Nursing RN

Etc.

Etc.

Mass E-mail and

Timed Letters

e Figure 42 Recruiting Plan Table Relationships

You set up two key tables, Category and Activities. (The Recruiting Plan table is the “glue”
that connects a Category to a set of Activities.) Figure 42 shows the relationship that the Re-

cruiting plans “glue” together.

For those activities that involve a mailing — either paper or e-mail — Mass E-Mail (page 21)
or Timed Letters (page 18) provides the means. As you can see in “Activity Report” (page
24) it shows what you have done and what remains to be done for each prospective student.

1. Make a list of the recruiting activities you normally do. Some you do for all courses
of study, some only for certain programs. Once you have your list, enter them as

shown in “Setting up the Recruiting Plan Tables”, page 35.

2. Determine how many different categories you want, then enter them into the Cate-

gory table.

In Figure 42, the columns are:

Category’ is used for reporting of prospective students by type. When you check the
recruiting activities your programs currently use, you may find that so much is

shared, you need very few categories.

Typically there is a category for new students, a category for returning students, and
categorties for those enrolling in professional and graduate programs. It is easy to
define too many categories which then leads to lots of table maintenance in

SONISWEB®.
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Some schools do not use the SONISWEB® automated recruiting plans but still use
Categories to study the effectiveness of their recruiting programs.

There’s a default Category for Web inquities called WEBINQ®.

Activities'! define what you want to do during recruiting. Sending a brochure is an ac-
tivity and it may be shared with all Recruiting Plans. An invitation letter for a cam-
pus visit is not needed by returning students so it may be sent only to new prospects.

Recruiting Plans are used to tie a Category to a list of Activities. For example, returning
students will likely receive different letters and material from those sent to new pros-
pects. Figure 53 shows what a plan looks like.

Letters & E-Mail are activities that you use to communicate with prospective students.
See “Mass E-Mail, Letters, and Reports” on page 18 for your choices.
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SETTING UP THE RECRUITING PLAN TABLES

As Figure 42 shows, it is best to work out your recruiting plan from left to right, from Cate-
gory to Recruiting Plan to Activities. It is best to build the plan in SONISWEB® in this or-

der:
m  First, define all the activities you currently need below.
m  Next, set up the categories described on page 40.
m  Finally, define the recruiting plans that tie together categories and activities, page 43.
SETTING UP ACTIVITIES

Activities!'! create the task-lists'® for your staff. Using “Activity Report” (page 24) you track
what has and has not been done. Staff print the tasks they’re responsible for.

The Activities table contains activities for constituents, prospective students, applicants,
nearly anyone in the SONISWEB® databases. It is a broadly shared table. In changing the
table, take care not to change or delete a table entry used by another staff person for appli-
cants, recruiting activities, etc.

Activities are defined in a table that is accessed through Activities under Systems. Your se-
curity profile must give you permission to use Activities in order to access the tables.

1. Select Systems from the top list Figure 1. You get Figure 2.

2. From the list in Figure 2, click Activities. That yields Figure 43.

Activities
Record 21 - 30 of 33
Activity Code Activity Type Request Disahled
PEM Pledge E-Jail Email o ol
FLT Pledge Letter Letter
SA1 Send Application H N
Sal Lettet with Sahatation Letter i o)
SAR Studentd lumniFequest Letter ¥ N
SBL Send Brochure i) i)
aCl Bend Catalog i) i)
SCL STCC Call Ju} i

e Figure 43 Activities Table

In Figure 43 you see an alphabetical list in Activity Code order.

shows you how many Activity records there are and which you are
viewing in this display.

Activity Code

L is the code defined when the activity was initially entered.

18 For applicants, there’s an Applicant Checklist that is their task-list. See the SONISWEB® manual “Applicant Checklists and Disposi-
tions” for more on that.
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Fledge EMai| i the description for the activity.

Type
Email
Letter

tells you whether or not it is a timed letter or e-mail note and what status!® of
persons it is for.

Request
N |if “Y” means this activity can be requested via a student, alumni/ae, etc. from

their online access to SONISWEB®.

Disabled
specifies whether (“Y”) or not (“N”) this activity is still active and usable.

= i Il . o e
are buttons that let you move through the list of activities.
to add a new activity.
to add an activity that can be directly requested by a student, alumni/ae,
etc. from their online access to SONISWEB®.

3. To add a new activity, click the “Add” or “Add Request” button. To edit an existing
activity, click the underlined Activity Code (221) for that entry. In either case, you
get a display like Figure 44, although it is blank for a new entry.

Activities
Activity Code Scl Activity Schaolar letter 1 Disabled [ ]
Letter ® E Mail Neither L3
Status
Delta Days o] Stop On App.
Incl Checklist [ ]

Sender E-Mail scholars@rirmu. edu
Salutation
Memo
Congratulations on your fine academic achievements. We are pleased ~
to offer wou "Scholars' Enrollment™.
I've enclosed information on the 3cholars Program offered you.
Please rewview it and call us with any gquestions vyou have.
I look forward to your early acceptance.
With wy regards,

v
E-mail Attachment

o Figure 44 Activity Record

19 Status is the role a person has in your institution. Examples are PS for Prospective Student, AL for Alumni/ae, ST for Student, etc.
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4. Enter or change the data in the table.

Activity Code is the abbreviation you want to use for this activity. When adding a
new activity, you enter the code in a field. When editing an activity, you cannot
change the code.

Activity is a description that should be clear, unique and related to the Activity Code
so users know what it is and where it is used.

Disabled checkbox?’; to disable this activity so it can no longer be selected, click the
box until a checkmark appears. To enable the activity selected, click the box until it

is empty.
Letter radio button?; a filled circle means this activity is a timed letter and will ap-

pear as a choice when selecting timed letters. Click the radio button until it is filled if
this is a timed letter activity.

E-Mail radio button?’; a filled circle means this activity is a timed e-mail note and
will appear as a choice when selecting timed e-mail. Click the radio button until it is
filled if this is a timed e-mail activity.

Neither radio button?0; a filled circle means it’s neither a timed letter nor an e-mail
note.

Delta Days is a trigger that makes a person eligible for a timed letter.

Status usage is shown in Figure
45,

Blank at the top means
everyone can have this
activity assigned, or

Stop on App. is for applicants.
It means that when an applica-
tion is recorded in a prospective
student’s Inquiry Details Record,
this letter will not be mailed to
him or her. The activity is
marked as “stopped” and will not appear on the timed letter report.

You can pick one or more
statuses as needed.

o Figure 45 Status and Activities

When a person is admitted as a student — whether an application has been recorded
or not — all activities marked as “Stop on App.” are treated as though an application
has been received.

Incl[ude] Checklist is also unique to Applicants. It means the applicant checklist
items not completed are to be listed at the end of the letter or e-mail note. See the
text “Applicant Checklists, Activities, and Disposition” for more information.

Sender E-Mail is an option if the E-Mail radio button is filled. It is what will appear
on the “From” and/or “Reply to” headers in the e-mail note. For example, if several
people will be sending this e-mail note but you want all replies to come to one spe-
cific address, put that address in “Sender E-Mail”.

20 See page Figure 74 on page 58 for guidance.
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E-Mail Salutation lets you personalize the note. See “Salutation Choices” on page
39 for the choices.

Memo:

If the Letter or the E-Mail radio button is filled, this is the body of the letter

or the e-mail note.

If it’s not a letter or the e-mail note (the Neither radio button is marked), the
memo is only a comment to further describe this activity.

E-mail Attachment is an op- E-mail
tion if the E-Mail radio button Attachment
is filled. You enter the file

name of something you want

to attach to the note. It can

be anything that your e-mail software permits. In Figure 46 it’s a picture of the class
rings available to seniors. Send any files you want to attach to the SONISWEB®
administrator to be placed in the SONISWEB® Batch folder?! so you can attach
them.

|2E|05 giflUbookstare

o Figure 46 E-Mail Attachment Example

5. Click the Reset button to clear what you entered and start over.
6. Click the Submit button to store what you entered. That yields Figure 43.

7. You can temporarily disable an activity so it cannot be selected as described in Dis-
abled above. If you wish to permanently delete this entry, click the Delete button.
You get a confirming display asking if you really mean it.

Timing and ‘Delta Days’ Explained

A “Delta Days” of 0 means “right now”, a “Delta Days” of 30 means thirty days after the
Activity was placed in the person’s record. Examples:

®m  You fill in the Inquiry Detail Record for a prospect. Typically your recruiting plan??
specifies that three e-mail notes or letters are to be sent, so you set up three activities.

The first e-mail note is sent the next time you run Timed E-Mail. In Figure 44,
E-Mail is checked, Stop on App. is checked, and Delta Days = 0. (If an ap-
plication is recorded before this first e-mail note is sent it will not, of course,
be sent.)

The second is sent in 30 days if an application has not been received. In Figure
44, you check E-Mail, Stop on App., and set Delta Days to 30. It is sent any-
time you run Timed E-Mail after 30 days has passed if an application has not
been received.

A third is sent in 60 days if an application has not been received. In Figure 44,
you check E-Mail, Stop on App., and set Delta Days to 60. It is sent anytime

21 Using Web Options, your SONISWEB® administrator can change the directory-folder used for these attachments.

22 See the text “Recruiting Prospective Students”.
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you run Timed E-Mail after 60 days has passed if an application has not been
received.

®m  You add an activity to the records of every Constituent who has expressed interest in
work on the new library. Letter is checked. Stop on App. and Delta Days are ig-
nored. The letter is sent the next time you run Timed Letters.

Salutation Choices

You use special codes to retrieve the salutation information from each person’s Biographic
record. Here they are:

First Name: you enter #first_name#

Last Name: you enter #last_name#

Middle Initial: you enter #mi#

Prefix such as Mr., Ms., Prof: you enter #prefix#
Suffix such as Jr., I1I: you enter #suffix#
Maiden Name: you enter #maiden#

You can put punctuation within the salutation. If you know Cold Fusion™ logic, you can
add logic operators to control what is included.

SONISWEB® does not send letters or e-mails on its own. You invoke the timed function
as described in “Timed Email: Prospects” and “Timed Letters for Prospects” starting on
page 28. Everyone’s record is then examined for the “letter” or “e-mail” activity you se-
lected. If the criteria described above are met, a letter or note for that person is displayed for
printing or sending.
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BUILDING THE CATEGORIES AND RECRUITING PLANS

Once you have defined the activities to be used in recruiting plans (page 35), you set up the
categories and the plans.

1. Select Systems from Figure 1 then click Table Maintenance in Figure 2. That yields a
list of tables from which to choose. (Figure 55 on page 46 shows it.)

2. Click the table named “Category” then the Submit button. You get Figure 47.

Defining Categories
Categories are used in two ways:

m  For statistical analysis and reporting of recruiting results; the category and other pa-
rameters filled in with “Prospect Inquiry Details Display” (Figure 14) are stored in
prospective student records. Using query or statistical software, you can run studies
to see what is effective in recruiting categories of students.

m  For automatically assigning recruiting plans and activities to prospective students as
outlined in “Entering Prospect Details and Building a Recruiting Plan” on page 14.

Table Maintenance - category

ADD New Record

| OR Edit Record (click on first field):

|Caiegnry |Categnry |Disahled
|(categr_cod) |(categ:r_txt) |(chs abled)

AthleteTrack |

Athlete Track Field 0
GradSchBus |

Grad Business School 0
GradSchEngin | .

Grad School Enginrg 0
WEBIMD |

Inguiry Page ]
Fegular |

Regular 0
Returning | .

Returning 0

e Figure 47 Category Table
1. To add a new category click the Add button (Figure 47). You get Figure 48.

Table Maintenance
ADDING anew record to table: category. Note: No colwmn can be left hlank.

|Categnry |Categnry |Disahled
|(categ:'(_cod) |(categ:r_txt) |(d&sabled)
||GradSchEngin ||Grad School Enginrg ||D_

Feset |

e Figure 48 Category Record Add
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Enter the code and name you want in Figure 48.
Click the Reset button if you want to erase what you entered and start over.

Click the Submit button. When you next see Figure 47 it will have the new category
in the list.

The category WEBINQ (Figure 47) is built-in and generates a basic set of activities when a
person enters a Web Inquiry as shown in Figure 4. Like the categories you create, you de-
termine the activities as shown in “Setting up the Recruiting Plan Tables” on page 35.

Editing a Category

1.

2.
3.

To edit an existing category, click its underlined code in Figure 47. It looks like
Figure 48 but with a Delete button. You can change the category text but not the
category code.

Click the Reset button if you want to erase what you entered and start over.

Click the Submit button to save your changes.

Deleting or Disabling a Category

1.

Click the undetlined code in Table Maintenance
Figure 47. It looks like Figure
. You cannot delete category.categr cod=WEBINQ.
48 but with a Delete button. There are records linked to it that must first he deleted.
To disable a category so it can-
not be selected in a recruiting _Reum |
plan, enter a 1 (the digit one) in
the Disabled field. To enable a e Figure 49 Category Deletion Refusal

category that has been disabled,
replace the 1 with a O (the digit zero).

Click the Reset button if you want to erase what you entered and start over.
Click the Submit button to save your changes.
To delete a category, click the Delete button. You may get a response like Figure 49.

Figure 49 means that it is in use and so cannot be deleted. You can still disable it
which has the same effect.
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Substituting Categories

You can replace one category with another. It is useful if you want to rename categories or
merge several into one.

If you change a person’s category, all of the recruiting plan activities for the new category
will be added to this person’s record. If an administrator makes a category substitution, all
of the recruiting plan activities for all of the people with that new category will be added to
their records.

1. Select Systems from Figure 1 then click Categories: Change in Figure 2. That brings

Figure 50.
Categories: Change
Select A Curreni Category: Select A Change To Category:
Athletic Program | Athletic Program
Inguiry Page Inguiry Page
Regular Regular
Returning Returning
Schuler Schalar Schuler Schalar

Stop all unposted activities

e Figure 50 Categories: Change

2. In the left list click the category you want to change, then click the category you want
to change it to in the right list.

3. The “Stop all unposted activities” checkbox stops all activities on the old (current)
category. That’s usually done so that the activities in the replacement category can be

applied.

4. Click the Reset button if you want to Categories: Change
erase what you entered and start over. Matches: 34

5. Click the Submit button to save your Category shange from Athletes to Athletic Program done.
Changes . Athletic Program has no recruiting plan.

6. Figure 51 is your confirmation.
& y e Figure 51 Category Change Confirmation
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Setting up Recruiting Plans

When you define a recruiting plan, you tie together categories with activities. The diagram in
Figure 42 is a way to visualize what you are doing.

1. Select Systems from Figure 1 then click Recruiting Plans in Figure 2. That yields
Figure 52.

Recruiting Plans
Record 1 - 20 of 27

Category Activity
Athlete Baskethall Acceptance Letter
Callback
Campus Visit
Financial Aid Info
Grad School Enginrg Callback
Catnpus Visit
E-mail
Financial Aid Info
Grad Engineeting Recniit lette
Send Application
Send Brochure
Send Catalog
Regular Campus Visit
E-mail
Financial Aid Info
Letter 1 Prospects
Letter 2 propect followup
Letter 3 prospect followup
24T
Send Application

Add

e Figure 52 Recruiting Plans List
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Adding a New Recruiting Plan

1. To add a new recruiting plan, click the Add button in Figure 52. You see Figure 53.

Recruiting Plans

Select a Category Select Activity(s)

Athlete Baskethall
Athlete Track Field
Grad Business School
Grad Schoal by Alum

Acceptance Letter
Applicant Facket?

Grad School Enginrg
Inquiry Fage
Returning

[
G E ring Recruit lette
Int. Student
Letter
Letter 1 Prospects
Letter 2 propect followup
Letter 3 prospect followup
Mail Merge
Off-site Visit
COther
Other Activity
Flacement Quest

Yiewhook

Feset |

e Figure 53 Add Recruiting Plan

2. Start in the left (Category) list in Figure 53 and select the category you are defining.

3. Now switch to the right (Activities) list. With your mouse you select the activities
you want in the plan.

As described on page 58, you click the first item you want. All the others have their
“selection” highlighting removed. Then you press and hold the Ctrl key on your
keyboard and select the next item you want with your mouse. While continuing to
hold the Ctrl key, keep selecting activities with your mouse until you have all that are
to be in this recruiting plan, then release the Ctrl key. You see that the selected ones
are highlighted as illustrated in Figure 53.

4. Click the Reset button if you want to erase what you entered and start over.

5. Click the Submit button to save your changes.
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Changing an Existing Recruiting Plan

1. Click the plan’s underlined name in Figure 52. You see Figure 54.

Recruiting Plans

Grad School Enginrg

Select Activity(s)

Acceptance Letter
Applicant Packet?

Letter

Letter 1 Frospects
Letter 2 propect followup
Letter 3 prospect followup
tail Merge

Off-site Wisit

Cther

Cither Activity

Flacement Quest

STCC Call
Wiewhook

Feset | Subrnit |
Delete |

e Figure 54 Activity Selection for a Recruiting Plan

The activities you selected when you added or last changed the plan are highlighted
as shown in Figure 54.

2. With your mouse you select the activities you want in the plan.

As described on page 58, you click the first item you want. All the others have their
“selection” highlighting removed. Then you press and hold the Ctrl key on your
keyboard and, with your mouse select, the next item you want. While continuing to
hold the Ctrl key, keep selecting activities with your mouse until you have all that are
to be in this recruiting plan, then release the Ctrl key. You see the selected ones are
highlighted as illustrated in Figure 54.

3. To reset and re-select, click the Reset button instead of clicking the Submit button.
4. To save your selections for the recruiting plan, click the Submit button.

5. To delete all the activities in this plan, click the Delete button. You get a confirming
display or a refusal to delete the plan if it is in use.

When you change a recruiting plan, you’ll probably have some left-over activities in people’s
records from the prior plan. You need to decide what to do with those, to mark them as
stopped or as completed or to leave them unfulfilled.
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SETTING UP OTHER RECRUITING TABLES

As “Prospect Inquiry Details Display” (Figure 14) shows, there are other parameters not di-

rectly related to recruiting plans.

One of them — Term of Interest — is used by the

“Prospective Students Report” (page 26). The others are only used by schools that do statis-
tical or marketing analysis on their recruiting programs. They are all contained in tables.

The setting of those tables is described here.

1.

Select Systems from Figure 1
then click Table Maintenance
in Figure 2. That yields a list
of tables in alphabetical order
as shown in Figure 55. Scroll
down the list of tables to find
the one you need.

A quick way to get to a table is
to click the first name in the
list, then use your keyboard to
enter the first letter of the table

Reset |

Table Maintenance
Select a tahle.

Activities -
Address Types

Admissions Disposition
Agency

Application Checklist tems
Building Type

Campus

Caolor

Country

County hd|

e Figure 55 Table Selection Display

you want. The list in Figure 55 jumps to the first table starting with that letter.

Click the name of the table, then the Submit button.

Follow the steps for the tables as outlined below.

Recruiting Prospective Students

46

March 2006



SANISWEB"

Agency

An alphabetical list of all existing entries in that table appears in Figure 56

Table Maintenance - agency

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

|Ageru:y code |Ageru:y text

[Disabled

|(agency_cod ) |(agency_txt )

[(disabled )

ComDewv
Community Development

0

H
High School

JTRA
Job Training Program

b\_h\_

Junior College

TED
To Be Determined

e Figure 56 Agency Table

1. To add a new entry, click the Add button. To edit an existing entry, click the
“Agency code” button for that entry. In either case, you get a display like Figure 57,

although it is blank for a new entry.

Table Maintenance - agency agency_cod

Agency code Agency text
{agency_cod) {agency_tuzt )
HS [High School

Reset | Subrmnit |

Delete This Record

Disabled
{dizabled )
ID_

e Figure 57 Agency Record

2. Enter or change the data in the table, then click the Submit button.

Agency Code is the abbreviation you want to use for
this Agency. It creates the “buttons” you see in Figure
56. When adding a new Agency, you enter the code in
a field like that on the right. When editing an Agency,

you cannot change the code as you can see in Figure
57.

Agency Text should be clear and unique and related to the Age
know what it is and where it is used.

|Agem:y code
|(agency_cod )

||

ncy Code so users

Disabled should be zero (0) which means it can be selected. A one (1) means it is

disabled and cannot be selected for the pulldown in Figure 14.

Recruiting Prospective Students 47

March 2006



SANISWEB"

3. If you wish to delete this entry, click the Delete button. You get a confirming display

asking if you really mean it. Unlike Disabled, this is a permanent deletion. It cannot
be enabled again if you need it.

Enroll Status

An alphabetical list of all existing entries in that table appears in Figure 58.

Table Maintenance - enristat
A0D Mew Record OR Edit Record (click on Bution in the row):
Credit Hours Credit To Disahled Enrol status code Enrol status text
(cred hours) (eredit to) (dizabled) (enstat_cod) (enstat txt)
0
Bl
1500 99.00 0 . FULL TIME
Make sure there is no
5.00] 8.00 ] . HALF TIME
overlap in the credits
between " Enrol status"
i PT
1.00 @ cntrics & PART TIME
9.00 14.00 0 THREE-QUARTER TIME

o Figure 58 Enrollment Status Table

The basic codes such as FT, HT, etc. shown in Figure 58 are required. They’re used for the
interfaces to some of the financial aid?® software that SONISWEB® imports from and/or
exports to. You can add others for your institution’s internal use if you wish.

1. To add a new entry, click the Add button. To edit an existing entry, click the Code

button for that entry. In either case, you get a display like Figure 59, although it is
blank for a new entry.

Table Maintenance - enrlstal/enstat_cod

Credit Hours Credii To Disabled Enrol status code Enrol siatus text
(ered hours) (eredit_to) (disabled) (enistat_cod) (enstat txt)
15.00 59.00 0 FT FULL TIME

[ Delete This Record

e Figure 59 Enrollment Status Record

2. Enter or change the data in the table, then click the Submit button.
Credit Hours is the minimum semester credit hours for this enrollment status code.

Credit To is the maximum semester credit hours for this status.

You must get these credit hours right. They are used by your financial aid staff to
manage eligibility requirements that get reported to the government. Get the re-
quired credit hour entries from your Financial Aid staff for this entry.

2 See the SONISWEB® manual “Financial Aid”.
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Disabled should be zero (0) which means it can be selected. A one (1) means it is
disabled and cannot be selected for the pulldown in Figure 14.

Enrol Status Code is the abbreviation you want to Enrol status code
use for this status. It creates the “buttons” you see in (enstat_cod )
Figure 58. When adding a new entry, you enter the [

code in a field like that on the right. When editing an
entry, you cannot change the code as you can see in Figure 59.

Enrol Status Text should be clear and unique and related to the Code so users
know what it is and where it is used.

3. If you wish to delete this entry, click the Delete button. You get a confirming display
asking if you really mean it. Unlike Disabled, this is a permanent deletion. It cannot
be enabled again if you need it.
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Inquiry Type

An alphabetical list of all existing entries in this table appears in Figure 60.

Table Maintenance - ingtype

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

|Disabled |Inquiry type code |Inquiry type text
[(disabled y [angtypecod y [Gnatypetet )
05
0 J Campus Worlcshop/Tours
If:]
0 J College Fair

[
(5]
e |

Community Contacts

[
=
o0

High School Worlcshop/Visit

[
=)
s

Internet
0 g IvIail In
0 E Other
0 ﬂ Telephone
0 E Walk-In

e Figure 60 Inquiry Type Table

1. To add a new entry, click the Add button. To edit an existing entry, click the Code
button for that entry. In either case, you get a display like Figure 61, although it is
blank for a new entry.

Table Maintenance - ingtype/ingtypecod

Disahled Inquiry type code Inquiry type text
{disabled ) (ihatypecod ) (ingtypetst )
ID 04 IInternet

Reset | Subrnit |

Delete This Record

e Figure 61 Inquiry Type Record

2. Enter or change the data in the table, then click the Submit button.

Disabled should be zero (0) which means it can be selected. A one (1) means it is
disabled and cannot be selected for the pulldown in Figure 14.

Inquiry Type Code is the abbreviation you want to Inquiry type code
use for this status. It creates the “buttons” you see in diped
Figure 60. When adding a new entry, you enter the |
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code in a field like that on the right. When editing an entry, you cannot change the
code as you can see in Figure 61.

Inquiry Type Text should be clear and unique so users know what it is and where it
is used.

3. If you wish to delete this entry, click the Delete button. You get a confirming display
asking if you really mean it. Unlike Disabled, this is a permanent deletion. It cannot
be enabled again if you need it.

Level of Interest - a.k.a., Interest Level

An alphabetical list of all existing entries in this table appears in Figure 62.

Table Maintenance - interiey

ADDNewReeord | g Edit Record {click on first field):

|_Inter LevCode |Disabled |Interest Lewel
[Gntrieveod_id ) |(disabled ) |ntrlevcod )

ﬂ 0 Low

ﬂ 0 MIild

ﬂ 0 Very High

e Figure 62 Interest Level Table

1. To add a new entry, click the Add button. To edit an existing entry, click the Code

button for that entry. In either case, you get a display like Figure 63, although it is
blank for a new entry.

Table Maintenance - interiev/intrievcod id

_Inter Lev{Code Disahled Interest Level

(inttleveod 1d ) (disabled ) finttleveod )

1 ID IVery High
Feset | Submit |

Delete This Record |

e Figure 63 Interest Level Record

2. Enter or change the data in the table, then click the Submit button.

_Inter LevCode is automatically generated by _Inter LevCode
SONISWEB®. It creates the “buttons” you see in (intrleveod_id )
Figure 62. When adding a new entry, you see the field System Generated.

like that on the right. When editing an entry, you can-
not change the code as you can see in Figure 63.

Disabled should be zero (0) which means it can be selected. A one (1) means it is
disabled and cannot be selected for the pulldown in Figure 14.
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Interest Level should be clear and unique so users know what it is and where it is
used.

3. If you wish to delete this entry, click the Delete button. You get a confirming display
asking if you really mean it. Unlike Disabled, this is a permanent deletion. It cannot
be enabled again if you need it.

Referred By

An alphabetical list of all existing entries in this table appears in Figure 64.

1.

Table Maintenance - referby
ADD Mew Record OR Edit Record (click on Bution in the row):
_Referred By Code Disabled Exclude Ouiside System Referred By Soriing Order
(refer_by_cod) (disabled) (exchude_2fh) (refer_by) (sortorder )
)

0 0 Internei Weh Page

1 0 Newspaper
.

L] 0 High School Counselor L1}

L] 0 Alum L1}

e Figure 64 Referred By Table

To add a new entry, click the Add button. To edit an existing entry, click the Code

button for that entry. In either case, you get a display like Figure 65, although it is
blank for a new entry.

Table Maintenance - referby refer by cod

_Referred By Code Disabled Exclude Quiside System Referred By Sorting Order

(tefer by cod) (dizabled) (exclude_sfh) (refer_by) (sortordet)

4 0 0 Alum 0

e Figure 65 Referred By Record
2. Enter or change the data in the table, then click the Submit button.
_Referred By Code is automatically generated by _Referred By Code
SONISWEB®. It creates the “buttons” you see in (refer_by_cod)
Figure 64. When adding a new entry, you see the S G
field like that on the right. When editing an entry,
you cannot change the code as you can see in Figure 65.
Disabled should be zero (0) which means it can be selected. A one (1) means it is
disabled and cannot be selected for the pulldown in Figure 14.
Exclude Outside System is not currently used.
Referred By should be clear and unique so users know what it is and where it is
used.
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3. If you wish to delete this entry, click the Delete button. You get a confirming display
asking if you really mean it. Unlike Disabled, this is a permanent deletion. It cannot
be enabled again if you need it.
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Term of Interest

This sets the selection list for the term or semester the Term of Interest
prospective student is interested in.

1.

Select Systems from Figure 1 then click Term
of Interest in Figure 2. You get a simple dis-
play with a pulldown list from which you can
pick the tern

To add a new entry, click the Add button in
Figure 66. To edit an existing entry, click the
pulldown!? to select a Term.

e Figure 66 Term of Interest Selection

Enter or change the data in the table, then click the Submit button. You get Figure
67.

Term of Interest

Term of Interest Spring 2007 Disahled a Exclude Outside System O

e Figure 67 Term of Interest Entry

Term of Interest is the exact term you want to appear in selection menus.

Disabled: blank means it can be selected. A checkmark means it is disabled and
cannot be selected for the pulldown in Figure 14.

Exclude Outside System is not currently used.

If you wish to delete this entry, click the Delete button. You get a confirming display
asking if you really mean it. Unlike Disabled, this is a permanent deletion. It cannot
be enabled again if you need it.

To remove the clutter of choices, it’s a good idea to Disable past terms that are no longer
valid for selecting for a new prospective student.
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ADDING ACTIVITIES FOR A GROUP

This is for assigning one or more activities to a group of people rather than assigning them
individually.

1. Select Systems from Figure 1 then click Activities: Add by Group in Figure 2. That
yields Figure 68.

Activities: Add By Group
Status Online Apn ™ Division 2 Dept. )
Pick the group Business COm

Staff b \ynu e 4 College Day o
Level a :Z;i:;;or Term of Interest |13 5 | Canpus a

High School Asian Campus

Freshrnan i Business b
Program Code p ; ] factivity Date TTFI0E Enter the date that should appear

ccounting 3 0 P
Accounting CH (Discontinued) el inleach/person slactivity recards

e Figure 68 Activities by Group

2. In Figure 68 define the group by selecting!? those criteria that define the group.
3. To erase your selections and start over click the Reset button.

4. When you have selected the criteria, click the Submit button. You get Figure 71.

In selecting criteria, do this:

If a selection does not pertain to | Blank = no campus selected

the group, select a blank entry. G

. . Agian Campus
For example, if the group 1s not Centerville East Campus x|
defined by a campus, select a
“blank” campus as shown in
Figure 69.

To pick all of the choices!?, click the
top item, hold down the Shift key on

your keyboard, scroll to the last selec-
tion, click it, then release the shift key.
It will look like Figure 70.

e Figure 69 "Blank" Selection

e Figure 70 All Choices Selected

To pick more than one choice!”® from

a list, click the first item, hold down the Ctrl key on your keyboard, scroll to
the next item you want, click it, continue holding the Ctrl, scroll the next
item, click it, etc. until you have selected the last item. When you release the
Ctrl key, all your choices will have been selected.
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In Figure 71 look first at the top. It con-
firms for you what you selected in Figure
68.

If what you see at the top of Figure 71 is
not what you intended, go to Figure 2
again and click Activities: Add by Group to
start over.

Choose one or more activities to be as-
sighed to the group using the multiple
choice technique!’.

To erase your selections and start over,
click the Reset button.

With your selections made, click the Sub-
mit button to have the activities assigned
to the group you selected.

Activities: Add By Group

GROUPED BY:
Status: Prospect
Division: all
Dept.: all
Lewvel: all
Texrm of Interest: Fall 2006
Canpus: all
Program Code: all

Matches: 3.
Preview:

Select Activity(s)

aaaa
Acceptance Letter
Annual drive thank you
Applicant Packet?
Callback

Chess Club

E-Mail

Email
EmailithAttachrment
EmailVithSalutation
Financial Aid Info
Housing Request
Initial Post Card

Int. Student

Letter

Letter 1

Letter 2

Letter 3

Letter with Salutation
Mail Merge

o Figure 71 Activity Selections for the

Group
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTONS AND
FIELDS

Administration Security

User 10 | —-SONISWEB® ID Faculty Security
Fassword Password Faculty 1D — [T} Number
[ Adrinistration Login —'-Cl.ick PSS Assigned PIN
LG Click this button
If vou have forgotten your Password, please click here. T
Figure 72 Login Displays

To log in as an administrator, select that option from your Web page. The standard
SONISWEB® login pages look like Figure 72.

ADMINISTRATION ACCESS

) m 6 3 ah
2 [rosiar — 2 p " v
s"’ NISWEB - Logout Mames Courses Finamcials Reports
[Bellows. Wendy Mlaritime Engineering Introduction
Bulk Roster Move Status bars Section: List
Conrse: Add f Felit Record]1 -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
[ r— MME®!I N Centervill: Min Carapus W4 1 1 o 1 0am & M, WEL 6 10am S llars, BRLO 1010300y, P,
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 73 Typical SONISWEB® Page
Figure 73 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 73 click an underlined Selectable Link and you go to that record.
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———Arrow-Pulldown———— Entry Field

for handicapped students.
Also need to know about

Intersess
Fall

|Spring v “Joh\nl | Need info on scholarships 4l

wheelchairaccess. Can |

Click the artow Type the data park a van nearthe dorm? ¥l

« O
Click your choice \ /

Use arrows to bring text into view

—Multiple Choice Checkboxes— ~Single Choice Radio Buttons—

Search b Name ID
Please Send Application Y @ O

Please Send Brochure |:| /

Please Send Catalog Click your choice;
the other choices turn off

Click your choices;
check mark means selected

Figure 74 Arrows, Fields, Checkboxes and Buttons

SONISWEB® prompts you for information with windows like those in Figure 74. 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 e Figure 75 Selecting Multiple Choices
series. Release the shift key and

they are selected as shown on the

left and middle of Figure 75.

Student

YWyithdrawn Student

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 75.
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ONLINE APPLICATION

Home ! For Students | For Alumni | For Faculty | For Administrators @ For Applicants | For Prospective Students
Online Application : Standard Fees ! Programs : Courses by Semester | Course Information ! Calendars

Aﬂm.-'.'!r’srrﬁr.-g; s,_'; N l SWE B tm

! RIM University

Click Online Application with your mouse. Online Appllcatlon

User 10
If you don't have a User ID and PIN, click here
PIN
Now fill out the information in this display - e
HOME

Create Application

Last I.Jones
First IJDhn

IP_
Gender i kdale VI
SSN IDDQB?1234

Street Address l231 4 Farecourt Ct
[Unit Aye21
Locality IWashingtun
County Im
state | District of Columbia =l
Zipcode W—-
You get an ID and PIN assigned to you. Country m

Telephone I212-555-1 212
Work Phone i?U3-555-1 212

Electronic Mail ijjones@navalhistory.org

MNow click View Application to fill it out.

Create Online Application

Your account has been creabed succesfully,
Your User ID is 107042765 ars Password is 1234, You may login to begin
your online application.

Yiew Application
HOME

e Figure 76 New Online Applicant

Follow the steps in Figure 76 to get an ID and PIN assigned so you can fill out the applica-
tion. You’ll need it to view or change it later.

Write down your newly-issued ID and PIN. You’ll need them to access your application.
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Filling Out the Application

Figure 77 shows the two special Gender
types of fields you use in filling

o Mal
out the application.

W—_‘ICHCI{ the arrow and you get a list to choose from.

Click the box and a checkmark appears.

Iﬂ the menu ]iSt, you ple one. Graduated [ Click it again and the checkmark disappears
It can be the “blank” one at the
top if you don’t see a choice e Figure 77 Pulldown-Arrow Menus and Checkboxes
that fits.
Wheﬁ yOu see an Add buttOﬁ in a dlSplay HgteL,l'Reg‘t.auran‘t hManagement - AD -
like Figure 78, pick from the list or enter Lo o o
the requested information, then click the mar!ne E:edr!ca:im802an!ca:-ga
. . arine Electrical echanical - =
Add button. You keep addlng until you E;od%ram rme Engineering
: Marketing
have all you need, then click the Next but- Merkating CH (Disconfinusd)
ton. Metural Sciences
Add
Clicking the Next button in Figure 79
takes you to the next section of the appli- e Figure 78 Adding and Removing Entries
cation. But, if you want to go directly to a
section, click the arrow and pick the sec- Perconal Informatian
tion from the menu e S
. Educational Background

Employment

References

Use the Reset button to clear what you e

: Additional Infarmation
just entered so you can start over. Submit Application

Persanal Infarmation M

e Fioure 79 - Navigation from Section to Section

Note the guidance Online Application
and instructions at EDUCATIONAL BACKGROUND

the top of some

. . Please list all post-high school education you have received, Choose an institute from the list or leave the
dlSplayS, Flgure 80 list blank and give the name and address of an institute directly. If vou have a GED or high school

. diploma, declare it in "Program” and leave "Degree” blank,

is an example.

e Figure 80 Instructions and Guidance

Viewing and Changing an Online Application

After you’ve filled out your application you can view it Online Application
again and make changes to it. Since you have an ID and User 1D [nct 119134

PIN, enter them in Figure 81 and then click the View but- bv [

o __ View Application |
Use the choices shown in Figure 79 to get to the section HOME

you want to see or change.
You'll h , Iread J " 41 e Figure 81 Login to Y1ew or (;hafxge
ou see what youve already enterea as ulustratea In Online Application

Figure 78.
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In Figure 82 notice that Name Title

you can delete an entry James Jorgenson TESEier Goli: remove
by placing your mouse

pointer over fremove e Figure 82 Online Application Edit and Remove

until it changes color
and then clicking the mouse button. To see what you originally entered and change it click
edit. Click the Add button (see Figure 78) to add a new item.

Submitting the Application

You can return to your application to add information. You use your newly issued PID and
PIN in the login display shown at the top right of Figure 76. Once you've finished, you
submit it by:

1. Choosing “Submit Application” from Figure 79.
2. Clicking the Next button in Figure 79. You see Figure 83.

Online Application

Thank you for your application.
You may return to your online application to update your information anytime, Once your application has
been processed you will not be able to make changes.

Submit your completed application. *You will not be able to edit this application again after submiting it for

Subrnit Application
Submit Application ot

review,

e Figure 83 Submit Application

3. In Figure 83 read the instruction to make sure you’ve not left out anything needed to
make your application complete.

Once you’ve submitted the application, you can’t log on again and add or change in-
formation in it. However, it can’t be reviewed by the admissions staff until you
submit it.

4. When you’re satisfied with it, click the “Submit Application” button.
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