
SONISWEB 2.1 Release Index – March 2008, Revised 
03/28/08
Speed and performance is especially important at peak registration, reporting, and 
grading times.  See pages 8, 19, 29, and 33 for improvements in performance available in 
this release.

This list is alphabetical by user-role; Admissions, All Users, Development & Fund 
Raising, Faculty, Financial and Financial Aid,  Recruiting & Prospective Students, 
Registration & Courses, and Systems Administrator.

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

Document Management System
The Documentation Management System (DMS) is a way to store scanned documents 
mostly to support admissions.  The documents are attached to a person's records much the 
way a file is attached to an e-mail note.  

Using the The Documentation Management System
Where document attachments have been 
defined for records (see set up below), a 
paper clip appears to the left of the 
person's name as seen in the display on the right.  The number in parenthesis is a count of 
how many documents are attached to this record.  

Click the underlined count and you get this prompt to 
attach – or to view – a document image.  Enter the 
title of the document image then type the file name or 
use the Browse button to find the file on your 
computer.  Note the specific file-types that can be 
uploaded.

After clicking the Upload Image button, the 
document is stored and a confirmation message 
appears.

The count by the paper clip updates the next 
time you click that record type as you see here. 
(If you have browser-caching on, it may not 
update until you click the refresh icon on your 
browser.) 

Click the underlined count and you get the list 
of documents to choose from.  Click one to see 
it.  The remove link lets you delete the 
attachment.

Setting up the The Documentation Management System
Click Systems and then Document Management System from the function list on the left.

The initial display shown here lets you add 
new document titles by entering an “Area” 
title and clicking the Add Area button.

To associate a document image to one or 
more records, click the document type from 
the Select Area menu.
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As seen on the right, you make the 
association by clicking one or more 
“Assigned Pages” from the list on 
the right.

A record “page” from the right list  
can be associated with only one 
Area.  If you assign “Transcripts” 
to the Education record “page”,  
you cannot associate any other  
Area with the Education record.  
You will see that when you click 
another area. The already assigned 
record “pages” are not displayed 
so you cannot select them.
This display also lets you Delete [an] Area.  To change the title of an Area, click the title 
you want to change, re-type the name you wish to use and click the Update Area Title 
button.
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Online Application E-Mail Response Link
An alternative to having students enter 
long responses into memo fields, you 
can specify that the answer be given by 
an e-mail note, including attachments. 
The question appears a like that to the 
right.  It is then followed by an e-mail 
response link like this.

To set up a question for e-
mail response, click 
Systems and then Online 
Application Questions to get 
the display shown here.
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Online Application Look Changed
The look of the Online Application has changed to use tabs instead of pulldown choices. 
In using tabs, it operates in the same familiar way as displays for applicants, students, and 
faculty.

The Help icon shown in the 
upper right of the screen above 
leads to help and instructional 
displays like that seen on the 
right. Your school builds these.  
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Setting up the help messages is the same as it has been in the past.

Under Online Application 
Notes  in Systems you click 
the underlined “Application 
Page” name-link in this 
display.  You see the existing 
“Page Note” to the right of its 
name.

The editing window is shown 
below.  You can include 
standard Web HTML tags in your text to add emphasis, color, etc.
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All Users

Event Calendar
The Events calendar displays events in a calendar format instead of a list of events.

Health Icon for Students, Faculty, and Alumni
The Health Icon appears at the top of student, faculty and alum displays if that 
option is permitted by your school.

Permission to display it is set in Stud/Fac/Alumn Options under Systems.  There are 
found checkboxes for Alumni, Faculty, and Students to turn the display permission on 
(checked) and off (no check mark).

Name Search Caching for Performance
As one of the performance enhancements to SONISWEB , Name Search now caches 
what it found in the query.  As illustrated below it changes the look of the list from a 
radio button by each name to an underlined name that, when clicked, takes you directly to 
the person's first record.

Caching is a technique that stores the data found in the database so that as the Next and 
Previous button are clicked it is retrieved from the cache.  That is more efficient and 
therefore faster than posing a new query with each click of the button.
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LDAP Authentication for Students, Faculty, and  Alumni
The October 2007 release of SONISWEB provided LDAP support for for 
administrators.  See “Active Directory (LDAP) Interface” in “SONISWEB 2 1 Patch 
Index Oct 07.pdf” for a description of this support.

With this release LDAP is available for students, faculty, and alumni.  LDAP, 
(Lightweight Directory Access Protocol) is an alternate way to authenticate your users.  It 
is an all-or-nothing choice.  You use LDAP for all students or for none.  You have the 
same  all-or-nothing choice for faculty and alumnae/i.  So you can, for example, require 
LDAP for students and faculty but not use it for alums.  

At your request, RJM Systems sends you a script that switches on LDAP for whichever 
groups you specify.  (Once on, reverting back to security without LDAP is not a simple 
process, so you should be sure you want to use it before embarking.)  

If you also want secure (SSL) communication between the SONISWEB web server and 
the Active Directory server an additional setup is required. This link to the Adobe® 
ColdFusion documentation provides details on this task: 

http://livedocs.adobe.com/coldfusion/7/htmldocs/wwhelp/wwhimpl/common/html/wwhel
p.htm?context=ColdFusion_Documentation&file=00001300.htm

The paragraph entitled “About LDAP Server Security” provides instructions for setting 
up SSL. This should be done in advance of activating LDAP authentication. Once SSL 
has been configured and LDAP authentication has been activated the LDAP Setup below 
is completed and submitted.

In order to log into SONISWEB using LDAP authentication a person’s “AD User ID” 
must be added to his or her SONISWEB Biographic record. The ability of a 
SONISWEB administrative user to add or modify someone’s “AD User ID” is 
controlled by an additional User Security privilege shown in the next display below.

With this permission the administrative user will see a new field has been added to the 
user's Biographic display.  You see an example highlighted below.
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Administrators without this additional User Security privilege see 
the display shown in this illustration.

When LDAP authentication has been activated for 
a portal the credential fields on the login page will 
be labeled appropriately.  In the example on the 
right, there is an optional Page Note instructing 
users to use their network login credentials.  Page 
Notes under Systems is used to add these login 
notes.

Query Builder Address List

The exported list using the “Export List” button can now include the persons' address 
from the Preferred Address record.  Check the box on the lower left to have address part 
of the spreadsheet list that is exported in XLS (Excel) format.
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Query Builder E-Mail Attachments
The results of a query with Query Builder is a list that, by clicking a button, can become a 
mass e-mail to all the persons retrieved by the query.  Now an attachment can be added to 
that e-mail note.

You see the attachment at the bottom. The Browse button lets you search your computer 
to find the file to be attached or you can type the fully qualified path name.  
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Development & Fund Raising

Query Builder for Development and Fund Raising

Query Builder has a section for placing queries against the Constituent records.  The 
query fields are shown in the display above.

Faculty

Course Evaluation Faculty Access
Schools have the option of letting faculty 
members view the course evaluations.  The 
option to allow this access is in Systems Web Options.  The option checkbox is shown 
here.

With that checked, a faculty member sees Link to Course Evaluation shown below.

Clicking it takes them to the evaluation displays.
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Gradebook Deletion of All Scores
Deleting individual scores in a faculty member's Gradebook is a standard part of 
SONISWEB.  Added is the ability to delete all the scores of a type in a course section 
(class) grade book.

Click Delete Scores in the display above to get the choice of scores to delete shown 
below.
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Click the checkbox for the score(s) to be deleted above and click the Submit button. 
Caution: this process deletes the selected score(s) for all students. Next comes a 
confirmation display that shows the scores for each student.

Click the Delete button above and the scores are gone forever.
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Financial and Financial Aid

1098T Labels
A “1098T Mailing Labels” button was added on the Export page. The labels generated 
are also affected by the “Exclude Records with zero amounts in all boxes” checkbox.

Click IRS:1098T under Systems.  The Export button in the 1098T display yields the 
display above.
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Clearinghouse: Exclude Enrolled Students with No Credits
Clicking this checkbox will 
affect both the normal import 
and the Graduates Only import 
by preventing a student from 
being imported if they are only 
enrolled in non-credit courses.

Financial Aid Allocation 
Changes

Allocation Display & Process 
Changes
Click Systems then Award 
Codes for this function.  The 
displays have changed to convey more information.

The column title “Allocation (...)” has school year added to it to help indicate where the 
allocation is coming from.  Click an underlined Award Code to get the detail below.

Note that Allocation above has the same school year added next to it and is a link to 
another display.  An addition is the “Allow Allocation Overage” checkbox. This feature 
allows a user to specify if he or she wants to grant awards to people for more than the 
amount of total award. The default is checked.
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Clicking Allocation yields the display below.

To change an allocation, click the underlined school year for the details and the ability to 
change the allocation amount.

Allocation Copy
Systems then Copy Allocation invokes this function.  Click the arrow by the year and 
pick the year then click the Change Year button.  That gives you a list of the allocations 
for that year.  To look at the detail for allocations for the selected year, click the 
underlined “School Year”.

Once you have the year you want, click the Copy Allocation button at the bottom of the 
display.  The display below appear to let you make the selections.
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From top to bottom, you select a different year if you wish.  Click the Select Year button 
if you change the year.  Then pick the specific awards you want to copy.  You can pick 
more than one.  Use the “Destination Year” arrow to select the year to copy to.  Click the 
Submit button to copy the allocation(s) you picked.

Now you can pick Award 
Codes to make your 
desired changes to the 
copied allocation(s).

Financial Aid Award 
Transaction Tracking 
Fields
As awards are processed, 
SONISWEB adds to the 
end of each transaction 
record an operator and 
time-date “stamp” entry. 
There is an individual 
entry for  accepting the 
award, for posting it, and for voiding it.

Financial Aid Budget Changes
Budgets under Systems lets a school set up and change standard budgets used in handling 
financial aid.  New with this release, budgets are kept by year so you can set up standard 
budgets for a future year without changing current and past years.  You can also copy a 
budget from one year to another.
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The copy process is identical to 
“Allocation Copy” on page 17.

Assigning budgets uses the 
person's Financial Aid record. 
When you click that Add button to 
establish a new budget, you see 
and can select from only the 
budgets for that year.

Pell Table Updates Through 
2009
The Pell tables have been updated for 200809.

Post Transaction Preview Record Limits
An accidental way to make SONISWEB slow down is to ask for or display more 
information than is needed.  

With “Post Transaction Preview Records Limit” set in Web Options (under Systems), the 
SONISWEB administrator prevents thousands of transaction records from 
inadvertently being gathered and displayed.
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Recruiting & Prospective Students

E-Mail for Prospects & Applicants

Email Prospects/Applicants under Systems gives the selection display shown above. 
With it you make very specific choices of who you want to receive the message.  After 
selection, click the “Continue To Email” button and receive the display to compose the e-
mail message.
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Check the list of those to 
receive the e-mail note.  If 
some expected persons are 
missing, it is probably 
because they do not have 
valid e-mail addresses in 
their Preferred Address 
record.  If there are some you 
do not want to receive this 
note, use the Cancel button, 
click Email 
Prospects/Applicants again, 
and pick other selection 
criteria that will exclude 
these persons.

With the correct list of 
recipients, enter the Subject, 
type the message, and click 
the Send button to send it.
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E-Mail and/or Text Messages and Setup
Added to “bulk e-mail” is the ability to send bulk text messages to cell (mobile) phones. 
Just as having a proper e-mail address in each person's Address record is required for 
bulk e-mail, a valid “Cell Phone” number, one of the listed providers, and the “Text Me 
Flag” must be checked in the Preferred address record as shown below for bulk text 
messages.

Email/Text Message: Bulk under Systems yields the display seen below.  First the 
selection criteria are picked and then the Email, Text Message, or Both radio button is 
chosen.  Compose the Message and click the Submit button. 

After the Submit button is clicked above, you can refine your selection with the display 
below.
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Those with valid e-mail addresses and those with valid cell phone numbers are listed with 
check marks near their names.  To not send the message to a person, click the checkbox 
beside her or his name until it is blank.  To send the message, click the Submit button.
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Mail Merge for Prospects & Applicants
Click Reports and then Mail Merge For Prospects/Applicants (RB).  (Depending on the 
setup of your function list on the left of the display, it may appear as “Mail Merge Fo...ts 
(RB)”.)  

As shown on the right, you 
make very specific choices to 
select only those you want to 
receive this mailing.

Note the highlighted selection 
for Prospect[ive Students] 
versus Applicants.

At the bottom of the display 
are your choices for output. 
Excel (the XLS file format) is 
the most common choice for 
mail merge because most word 
processing programs use a 
spreadsheet list from which to 
get the addresses.
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Scanned Signatures on Timed Letters for Prospects

Scanned signatures was introduced for Timed Letters in the October 2007 release.  This 
is now extended to “Timed Letters for Prospects”.

See “Scanned Signatures on Timed Letters” in “SONISWEB 2 1 Patch Index Oct 07.pdf” 
for guidance for setting up and scanning the signatures.
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Registration & Courses

Course Evaluation Requirement to See a Grade

When assigning evaluations to course sections as shown above, an option is checking the 
Required checkbox for a section.

When the required option is checked for a course section, the student Course record for 
that course section will have the Evaluation Required check box checked as you see 
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above. The administrator has the ability to override the Evaluation required by clicking 
the check mark until it is blank. If an evaluation is required and the evaluation time 
period has elapsed, the administrator can make the evaluation available to the student by 
checking the Evaluation Extension check box, also seen above.

In Student Access the Biographic page will not display any grades/gpa information if 
there is a required evaluation outstanding. There will be a message to indicate that the 
course records are on hold until the evaluation is completed.  You see that below.

Course Evaluation Summary Report
The new Evaluations Summary report gives the user the ability to get the averages for a 
selected evaluation by School Year and Semester so that a comparison can be made 
between the results for an individual course section and all course sections assigned that 
same evaluation.

It is under Reports as Evaluations Summary.  The summary is of those evaluation 
questions that can be counted such as multiple choices, radio buttons, or numbers.  Text 
answers cannot be summarized in any meaningful way.

The choices for “Select Evaluations” above come from setting up Evaluations under 
Systems where you name each evaluation, specify the questions, etc.
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Enrollment Detail Report Ages
Accessed by clicking Reports and then Enrl Detail, the report 
includes ages based on the IPED status for the person.  The 
IPED status (illustrated on the right) as well as the person's 
data of birth are in each person's Biographic record.  

The report examines both, checks the IPED table of degrees 
that shows which are undergraduate, and produces the 
additional age detail in the report as shown below.

Clicking an underlined age yields the list of students in that 
age and undergraduate-graduate category.
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Express Registration Option for Speed

Normally a student logs in and see his or her “Bio” page.  To register, the student clicks 
the Registration tab, picks courses, and moves through a few steps to verify the selections 
and review the charges.

The Express Registration option in Web Options under Systems speeds that process by 
leaving out some of the steps.  It is designed for those peak registration weeks when you 
want to give students a quick registration and reduce the load on the system so more 
students can register at the same time.

On logging in the student sees the Registration display immediately.  She or he can select 
classes (course sections) as usual and remove classes not wanted (if you allow it). 
Clicking COMPLETE REGISTRATION shown above registers the course sections and 
returns a confirming display to the student.  There are no other steps in the process.
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Learning Management System (LMS) Grade Import
Grades are imported by faculty members using the same basic method used for importing 
Scantron® scanned grades.  That was described in the chapter “Scantron® Scores Input 
Process” in “SONISWEB 2 1 Patch Index Oct 07.PDF”.  It is also shown in the video 
tutorial “SW_Scantron_Scores_Import_1” available on the SONIS Web site of videos.

This grade input process is specifically for Moodle.  Moodle exports a CSV file.  (CSV 
means Comma Separated Variables, a format that works with any modern spreadsheet 
program.)  In the grade file with each record has these comma separated variables:

1. first_name
2. last_name
3. soc_sec
4. institution
5. department
6. email
7. grade

As described in the Scantron® import cited above and the video, the file is first stored in 
the faculty member's “FacFiles” folder under the SONISWEB folder.  As with scanned 
grades, the file must have the “SID” (session ID) in it's name followed by “_grades.txt”. 
An example is “0305218233937140_grades.txt” for course section “ACC 101 Sec. D1 
200304/Fall roster for Arthur Anderson  with the faculty member ID AN3887688”. 
Finding the session ID is described in the Scantron® items cited above.

To import the grades, a faculty or staff member stores the Moodle grade file(s) in the 
“FacFiles” folder(s).
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The faculty member then logs on in the normal manner, picks the course section desired, 
clicks the Gradebook icon, and clicks the Import Scores link at the bottom of the display. 
Where there is a matching grades text file in the faculty member’s “FacFiles” and any 
current grades are unofficial, the Upload Grades link appears at the bottom of the display 
as shown above.  Click it, and the grades in the file are loaded into, and fill out the grades 
shown in the display.  The faculty member can change these grades just like any others.
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Errors uploading the grades results 
in error messages like this.

Program Duration-Length
The Program table now has an 
optional field to specify the duration or length of the program.  You see it here.

Program Memo
Program records (Systems Programs) have an area for memos to further document the 
program.
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Systems Administrator

Custom Page Additions to the Unencrypted Folder
The manual “ Custom Fields, Web Pages, and Colors” 
(CustomWeb.pdf has been updated to reflect these additions.  In the 
chapter “Substituting Your Displays or Pages” and in “Table 2” you 
find guidance in created your own Web pages and functions that can 
add to or replace the standard SONISWEB  functions and pages. 
Added with this release are these new unencrypted files:

gpa.cfm
Mytoolbar.cfm
oa_questions_form.cfm
oa_questions_form_action.cfm
oa_questions_form2.cfm

They are used in the same way as the other files described in the manual.  There are now 
76 files in the folder to assist in your custom development.  The manual 

Date Range for Reports Extended for Other Functions an Option for 
Performance
The “Report Date Range” table has 
been extended to include some 
SONISWEB functions that are not 
reports as you see on the right.

Setting the date ranges is an often 
overlooked option.  When a users 
make a request that normally has a 
date range as one of the selections but does not put in a date range, SONISWEB 
obediently searches the entire database for all records that match the other criteria 
selected.  With many thousands of records to examine, this search and the resulting report 
can take much time and slow down the performance of the system.

Report Date Range under Systems was introduced and described in “Reports: Set Default 
Date Ranges” in the “2.0 Patch Index.pdf” in April 2007.  With it the SONISWEB the 
administrator can set the likely of dates for each report – and now other selected 
functions – each year.  Typically this means adding changing the “ Date From” and “Date 
To” column to the current year. This keeps SONISWEB from searching the entire 
database should the user not enter a date range.  These are default date ranges that the 
user can change on the prompt screen to change or enlarge the search dates.
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Import Users Using Excel
Added to the Systems Import Users 
function is support for XLS (Excel) 
as well as TXT (text) files.

With a correct file format this 
display will confirm the importing of users.

Where SONISWEB 
detects an error, an 
error display will 
appear instead.

The Excel columns 
(fields) must be in the 
normal required order. 
The first row (XLS 
record) must contain the headings.  This table lists of heading and fields in the order 
required.  This table is read from top to bottom, left to right.

last_name excl_mailing releas_inf country
first_name fund_stat retries county_cod

birthdate gender show_addr fax
e_mail iped_stat show_email IPED_addr

acadstat_cod level_ show_phone phone
affiliation_cod maiden show_wkphn preferred

camp_cod mar_cod soc_sec salutation
citizen mi sonis_id st_addr

deceased nickname ssn state
dec_date notpubname suffix work_phone

dept_cod nslch_block tuit_stat zip
disabled nslch_block_date veteran labels

div_cod online_hld add_add2 labels2
ethnic_cod photo add_addr labels3

exam_id pin bad type
excl_billing prefix cell_phone mod_stat

excl_blk_trans releas_dt city incl_directory
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