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APPLICANT FUNCTIONS 

Transcript and Reference Receipts and Checklists 

 

• Figure 1 Add with Checklist Item 

When you set up Education or Reference records for an applicant, there’s a new button, “Add W/ 
Checklist Item(s)” shown in Figure 1.  Click it instead of the Add button and a checklist entry is 
added that includes the name of the institution or the reference. The circled items in Figure 2 show 
how it looks in the checklist.   

 

• Figure 2 Named Checklist Items 

When you receive the transcript or reference and you check its “Received” checkbox in the person’s 
record you’re offered the standard choice of applying it to the checklist.  With a named checklist 
item, it gets checked off for you automatically as seen in Figure 3. 

 

• Figure 3 Checkoff of a Named Reference Received 

Where the name of institution or reference you enter is not one in the checklist, you’re presented 
with checklist transcript or reference items without names so you can use one of them. 

This also makes the Applicant display clearer since the applicant can see which specific items have 
not been received.  You see that in Figure 7 on page 7. 

Test Receipts and Checklists 
The receipt of ACT and SAT scores works in a similar way to “Transcript and Reference Receipts 
and Checklists” above.  When you enter a received set of scores, you are led to the SAT-ACT check-
list items so you can check the item as completed. 
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Controlled Date for the Applicant Record 
To give you more control over dates in Applicant records, the dates are limited to those you put in a 
table.  To the person entering the information, the pulldown menu of dates offered are those you 
put in the table. 

 

• Figure 4 Application Entry Date 

You set those dates in Systems Application Entry Date.  The table looks like Figure 4.  Click the 
Add button and you can add a new date.   

Since you may not want to leave old entry dates available for selection, you can disable a date by 
clicking that underlined date and clicking the Disabled checkbox.  If you have an “Application Entry 
Date” that’s never been used, you can delete it.  However once it’s been used you can only disable it 
if you want to prevent its use. 

Disposition Activity Review 
When a disposition is recorded for an Applicant, a count of incomplete activities is shown.  You see 
it in the circled link near the bottom of Figure 5.   

First enter the disposition information and click the Submit button. 

 

• Figure 5 Disposition and Incomplete Activities 

After you’ve submitted the disposition, you can click the disposition record you just entered, click 
the “…Uncompleted or Unstopped Activities” link in Figure 5 and you get Figure 6. 
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For those activities you do not 
want to stop, in Figure 6 click the 
checkbox until it’s blank.  

 

• Figure 6 Incomplete Activities List 

When you click the Submit but-
ton, those checked are stopped 
and those without a checkmark 
remain active and incomplete. 

(Activities in Figure 6 are tasks 
your staff must do.  Checklists, 
shown in Figure 2, are what the 
applicant must do.) 

Web Access for Online Applicants 
Normally those using the Online Application process access their records and change them through 
that portal.  Once their application is submitted, they need to use the standard Applicant access like 
Figure 7 so they can see their checklist items and their disposition.  Applicant access (status = AP) is 
now open to Online Applicants (status = OA). 

New Look for the Applicant Display 
The look and function of the Applicant 
page has been changed to more clearly 
separate the checklist items from disposi-
tion and to put the checklist items in al-
phabetical order.  It also shows the named 
references or transcripts set up with 
“Transcript and Reference Receipts and 
Checklists” on page 5. 

 

• Figure 7 Applicant Display 
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BILLING & FINANCE 

Payment Plans Added 
Payment plans are not tied directly to a person’s charges in the financial system since you may be 
providing a payment plan for some lesser portion of the total charges.  Your institution negotiates 
the payment plan with the student and then applies it in Figure 10.  But first you have to set up the 
plans. 

 

• Figure 8 Payment Plans 

Setting up Payment Plans  

To set up payment plans, you first establish the codes.  That’s under 
Systems Table Maintenance “Payment Plan Codes”.  There you can 
add a new plan code. For an existing plan, you can changes its name, 
disable it, or if it’s never been used, delete it. 

With the code established you select Systems Payment Plans and get 
Figure 8. Click an underlined code “name” and you see a display like 
Figure 9. 

As Figure 9 illustrates, you set the days and the payment percentage 
expected on that date.  “Delta Days” is the number of days from the 
date you put in a person’s payment plan record. An illustration of a 
payment date calculation is seen in Figure 11. 

You can add more “Delta Days” and “Payment Percentages” to the list using the fields shown.   

You can disable an obsolete payment plan using the “Disable Payment” checkbox. 

The “Fee Codes” pulldown lets you pick the transaction code these payments apply to.  You can 
pick a code, click the Submit button, pick another code, click the Submit button, and so on until 
you’ve picked all that apply.  To delete a code, click its underlined code (SF, for example) and it’s 
deleted.   

 

• Figure 9 Payment Plan Record 

If you’re setting up a new payment plan, you enter the Delta Days and Payment Percentages and 
SONISWEB® checks to make sure both the days and the percentages are consecutive.   
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Once in place, you can click an underlined “PP Delta Days” in Figure 9 and change both the days 
and percentage or you can delete it.  SONISWEB® doesn’t check that you’ve kept everything con-
secutive when you change a plan, so be sure what you change makes sense. 

Use of Payment Plans 

To assign a payment plan, use Names to find the person and click Payment Plans from the function 
list.  That yields Figure 10. 

 

• Figure 10 Payment Plan Assignment 

To add a new one, use the “Select Payment Plans” pulldown to select a plan then click the Add but-
ton.   

There are two ways to replace a payment plan. You can use the Void checkbox at the bottom of 
Figure 11.  You can also change the “Agreed Amount” to zero.  You see that has happened in 
Figure 10. 

For an existing plan, click its underlined name and you get Figure 11. 

 

• Figure 11 Payment Plan Details 

Here you can change the dates and the agreed amount.  Click the Submit button and SONISWEB® 
uses the Start Date and Agreed Amount to compute the due dates and amounts as you see at the 
bottom of Figure 11. The “Amount Due” is cumulative based on the percentages in Figure 9. 

Payment Plans Report 

Under Reports is Payment Plans that lists the sum of each plan.  Clicking the underlined name of a 
plan takes you to the details of who is signed up for the plan and each person’s balance. 
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Interest Charge for Late Payments 
You invoke this under Financials Finance Charges.  Clicking that yields Figure 12. 

 

• Figure 12 Finance Charge Selections 

In Figure 12 you pick who this applies to. For an individual, enter the name or PID. For a group 
enter the Status, Division, etc. to pick the group this late charge applies to.   

You can exclude certain items with the “Exclude…” checkboxes. 

The “As of Date” is when the counting starts. After the time specified in the “Days” field, the 
charge percentage in “Interest” takes effect.  Click the Submit button and you get Figure 13. 

 

• Figure 13 Proposed Finance Charge List 

These are the people who qualify based on your selections in Figure 12.  First you pick the financial 
transaction code you want to use in the “Fee Codes” pulldown.  That’s what will appear on the bill 
and ledger.   
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Review the list to make sure that all these people should be charged.  You can change the “Interest” 
amount for each in the column on the right.  Once you’re satisfied that the people and amounts in 
Figure 12 are correct, go to the bottom of the display and click the Submit button.  At the date 
specified by “As of Date” plus “Days” from Figure 12, these fees will be recomputed and the 
charges made to the persons’ ledgers. 

Flatfee Simplification Filter 
When setting the flatfees, you have great granularity.  You can set a fee for each level (year), each 
division, each department, and each campus.  If you don’t need that many different fees, you can use 
this new “filter” option to limit your selection. 

For example, if all students on all campus at the same level get the same flatfee for 6 to 12 credits, 
you turn off the checkboxes for all except Level.  If the only difference is division (medical versus 
engineering versus liberal arts) you can select only Division or Division and Level or whatever com-
bination gives you the granularity you need. 

You set the filter in Systems Flatfee Filter Settings that gives you Figure 14. 

 

• Figure 14 Flatfee Filter Settings 

In this example, only each person’s level (sophomore, junior, etc.) will be used to differentiate flat 
fees.  Put another way, all students on all campuses, all departments and all divisions will be charged 
the same fee for the specified hours varying only their level. 

These settings are obvious when you click Flatfees.   

 

• Figure 15 Flatfee Setting 

Figure 15 shows adding a new flatfee.  Because of the filter settings in Figure 14, you can pick only 
Level to differentiate which students this flatfee applies to. 

Once you’ve set the filter to exclude certain criteria you cannot “unset” it.  So, make sure this simpli-
fication is something that you want to use into the future. 
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Post-to-Billing Date Change 

 

• Figure 16 Post to Billing 

The date in Post-to-Billing was automatically assigned.  Now you can change it on the display to re-
flect a past or expected date.  You access this in the usual way, Financials Post to Billing. 

Post-to-Billing Pre-Bill for Anticipated Bills 
You register your students for a future semester.  You assign them to dorms. 
You want to give them an anticipated bill so they can plan their finances but 
you’re not ready to post real charges quite yet.  Choose Financials Post to Bill-
ing-PreBill in Figure 17 and you go through a special variant of the standard bill 
preparation process.   

 

• Figure 17 Post To 
Billing and PreBill 

SONISWEB® prepares the bill as if this is a real bill but it doesn’t post charges, 
set a due date, etc.  You print and distribute these anticipated bills.  So long as 
the student doesn’t add or drop a course the anticipated bill is the same as the 
actual bill.  You can run Billing again and again and get the same results.  A stu-
dent who adds or drops courses is removed from the “pre-bill” records, so she 
or he will be missing the next time you run Billing for a “pre-bill”. 

When it’s time to post the charges, set a due date, and produce a real bill, you 
pick Financials Post to Billing.  The “pre-bill” records are deleted and the 
charges are recalculated. You run Billing and it’ll be the same as the “pre-bill” 
except for those students who changed courses and where you’ve changed fees 
between the when you ran Post to Billing-PreBill and when you run Post to 
Billing. 

Notice that you select Billing in Figure 17 for both the “pre-bill” and the actual 
bill.  The difference is which Post to … you use just before you pick billing. 
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Third Party Billing 
Billing to a third party is handled just like a award.  You set the “award” in Systems Award Codes.  
The addition of a new code is shown in Figure 18. 

 

• Figure 18 Award as Third Party for Billing 

Note the circled “3rd Party Billing” checkbox.  It’s used in billing to direct the bill to a named third 
party. 

Program Fee Description Option 
What description do you want to appear on the bill and ledger for your Program fees?  This en-
hancement gives you more choices.  Use Systems Program Type to access it and add or edit a fee, 
illustrated in Figure 19. 

 

• Figure 19 Program Fee Description 

Here’s how to use the radio buttons: 
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♦ Selecting “Fee Codes” uses the standard financial transaction code (“TCode”) description.  

♦ Picking “Program Type” uses the program type (name) such as “Classical Piano”.   

♦ Choosing “Preferred Text” uses the text you entered in Figure 19. 

Program Type Levels for Fee Settings 
You can set program fees by level, one set for first-year students, 
different fees for other levels. To do that use Systems Program 
Type then click the Add button.  In place of the edit display in 
Figure 19, you see a display with Figure 20 where you can choose the 
level this program type applies to.  Note that you can pick more than 
one level, so you can have one set of fees for Freshman through Junior with a different fee for Sen-
iors. 

 

• Figure 20 Level for Program Type 

As you can see in Figure 19, this is where you enter the fees that apply to this program. 

Reverse Tuition in Refunding 
See “Reverse Tuition in Refunding” on page 23. 

More Inclusion and Exclusion Choices for Bills 

 

• Figure 21 Bills with Inclusions and Exclusions 

As you see outlined in Figure 21, the billing selection criteria has added options for including and 
excluding what appears on the bill.  

Fee-Affiliation Function 
When you set up courses, you assign the per-credit-hour fee using “affiliations” like in-state resident 
versus out-of-state.  The affiliation code you pick is one you set up in a table.  However, an author-
ized person you can modify the charge-amount for a specific course.  Keeping track of all the 
courses and the affiliations and the fees assigned to them can be daunting.   
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This new function is also an efficient way to change all the fees for courses when your fee structure 
changes. 

With Systems Fee/Affiliation Utility you can see them all and change the affiliation fee course set-
tings. 

 

• Figure 22 Fee/Affiliation Utility 

Figure 22 shows the utility after you’ve selected it.  Use a radio button to pick the kind of  fee or af-
filiation you want to examine, pick Active or not at the bottom, and then click the Submit button.  
You’ll get a display like Figure 23. 

 

• Figure 23 Affiliation Collection 

 

• Figure 24 Default Collection 

This gives you an overview of the fees in force.  To examine a fee in detail, click its button on the 
right in Figure 23.  You see all the courses assigned for this fee or affiliation and this amount of 
money as illustrated in Figure 25. 

The top of Figure 23 changes to Figure 24 with Default fees since they include Audit, Non-Resident, 
and CE (continuing education) fees. 
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• Figure 25 Fee/Affiliation Record 

There are two ways to change the amount for one of the rows in Figure 23: 

♦ Enter the new fee amount in the “Affiliation Fee” field at the top right in Figure 23 or for De-
fault fees, Audit and/or Non-Resident and/or CE in Figure 24.  Then click the number-button 
of the fee(s) you want to change.  You’ll get Figure 25 but with all the fees for all the courses 
changed to the amount you entered in Figure 23 or Figure 24. 

♦ To change individual courses, click the number button in Figure 23 to get Figure 25.  Enter the 
fee there and click the Submit button.  That change is made only to that course. 

Whichever method you use, the change has the same effect as directly changing the fee in the 
Course record. 

Course section require an additional display shown in Figure 26. 

 

• Figure 26 Section Record 

To identify a sections for the fees you select the school year and semester and click the Update but-
ton in Figure 26.  
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Financial Holds 
Financial holds let you set balance-sensitive holds.  Select Financials Financial Holds to get a stan-
dard SONISWEB® prompt.  You can enter the PID or name of an individual or you can select 
campuses, levels, departments, etc. to pick those students you want to consider for holds.  Once you 
submit that, you see Figure 27. 

 

• Figure 27 Financial Holds 

Figure 27 is used both to create and to remove holds.   

Pick the kind of hold you want to place or remove.  Typically it’s Registration or the class Roster. 

For Create Holds those with balances equal to or greater than the “threshold” balance appear in 
Figure 28. 

For Remove Holds those with balances equal to or less than the “threshold” balance appear in 
Figure 28. 

You can include Financial Aid balances as part of the calculation by clicking its checkbox until a 
checkmark appears. 

Click either the Create or the Remove button to get Figure 28. 

 

• Figure 28 List for Create or Remove Holds 

Figure 28 is the list of those who met your balance criteria in Figure 27.  Clear a checkbox for those 
you don’t want placed on, or removed from, the hold.  Once all those to be placed on, or removed 
from, the hold have checks by their names, click the Process button and the holds are created or re-
moved. 



S  NISWEB®Administration
by  

SONISWEB® Version 2.0  18 February 2006
 

Download Batches 
Under Fiancials Batch Download 
you can download to a file you name 
the  financial transactions you have 
batched in Financials Post to Ac-
counting.  That file can then be sent 
to the accounting department to load 
the transactions from the file. 

 

• Figure 29 Batch Download Displays 
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COURSE MANAGEMENT  & REGISTRATION 

Registration Course Selection Options 

 

Figure 30 Selection via Spaces 

 

• Figure 31 Selection via Course Code 

 

• Figure 32 Selection via Words in a Student Display 

Figure 30 shows that the underlined selection link for a course section is “Spaces”.  In Figure 31 it 
has been changed to the Course.  Figure 32 shows the use of words for selection, this from a stu-
dent-access display.  You pick which one to use in Systems Web Options.  You see it in Figure 33. 

 

• Figure 33 Web Options Registration Page Setting 

As Figure 33 shows you have three choices: 

Seats (count) means the number under “Spaces” is underlined as the selector as in Figure 30. 

Message means that the two messages to the right are used in place of “Spaces” and the appro-
priate message is underlined as the selector, shown in Figure 32. 

Course means the course code is underlined as the selector, seen in Figure 31. 
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Move Students to Another Course Section: Bulk Roster Move 
You have a couple of course sections set for the same course.  Neither of them has enough students 
enrolled to make a full class.  You decide to consolidate them.  With “Bulk Roster Move” it’s pretty 
simple. 

Use Courses to find the course, use Section List to find the section you want to eliminate, and then 
you click Bulk Roster Move.  That yields Figure 34. 

 

• Figure 34 Bulk Roster Move 

First you pick the section you want to move the students to.  Notice that you see the section number 
and the available spaces.  Next you use the checkbox by each name to decide which students to 
move to the section you selected.  A checkmark means move that student to that section.  No 
checkmark means hold this student to move to a different section.  Click the Submit button. 

If you changed some of the checkboxes to blank, after submitting, you see Figure 34 again with the 
remaining students so you can assign them to another section. Figure 34 keeps reappearing until 
you’ve moved all the students. 

 

• Figure 35 Completion of the Bulk Roster Move 

You know you’ve moved all the students when you see the display in Figure 35. 
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Official-Grade Change Archiving 
Most schools let authorized people change the grades.  Once the grade has been made official, this 
new archive feature tracks the change, who made the change, and when it was made. 

This is an option in Systems Web Options where you set it on and 
off.  You see it in Figure 36.  

• Figure 36 Web Option to Archive When an authorized person changes a grade, you see the grade-change 
history as shown in Figure 37. 

 

• Figure 37 Grade Change Archive Display 

The information archived is: 

♦ Who made each change and when she or he made it. 

♦ Whether or not the “Official Grade” setting was turned on or off. 

♦ The previous and new grades. 
This history tracks all the grades – course, midterm, and clinical – after the Official checkbox has 
been set on.  As long as the grades are not official, they can be changed and no archive is kept. 

Once Official, Clinical and Midterm Grades Treated Like Course Grade 
Once the grades have been made official, changes to any grade are archived in the same way as the 
course grade as described in “Official-Grade Change Archiving” above. 
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Transfer Course Institution Filter 
You may have several “English 101” courses from 
several institutions that you can select for transfer into 
your institution.  As Figure 38 shows, you can use a 
pulldown to find the course by institution. 

 

• Figure 38 Transfer Course Institution Filter 

In Figure 38 you enter as much of the course code as 
you know and, optionally, you select the institution 
from the pulldown at the bottom.  That keeps you 
from going through several displays of “English 101” 
to find the one you want. 

Course Equivalent Institution Information 

 

• Figure 39 Courses from Affiliated Institutions 

Equivalent courses might be taught by one or more allied schools.  This addition lets you note the 
institution so you can keep track of otherwise identical courses.  Figure 39 shows what it looks like 
on a course listing. 

When you add a new course, you have a pulldown institution setting like 
that in Figure 40.  

 

• Figure 40 Affiliated Institutions 

 

 

 

• Figure 41 Institution Affiliation Setting 

You set up the affiliation in Systems Institution: Add/Edit.  With it you search for or add an 
institution.  You see an “Affiliated” checkbox shown in Figure 41 that lets you specify it as affiliated 
with the checkbox.  Then you can put their courses in your course catalog and have it appear in lists 
like Figure 39. 

In order to set up a course section for an affiliated campus, you should define the campus, building 
and rooms as outlined in “Course Sections on the Campus of an Affiliated School” below. 

Course Sections on the Campus of  an Affiliated School 
It’s not really new in version 2.0, but it’s an option to “Course Equivalent Institution Information” 
above.  If it’s your course but taught on the campus of an affiliated school, you can set up the Cam-
pus, Building, and Room(s) for that location and assign it when a course sections is added.  They are 
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established using Systems then selecting from the function list Campuses followed by Rooms and 
Buildings. 

Reverse Tuition in Refunding 
Refunding the tuition for a withdrawn course gets complex when the course was charged based on a 
flatfee. Here’s how it works: if there's a flatfee involved and if it hits a refund setting and if “Reverse 
Tuition Request” is checked (Figure 44), you will be asked if you want to do a reverse tuition or a 
refund. If “Reverse Tuition Request” is not checked (Figure 44) you only get a refund display; you 
will not be offered reverse tuition. 

To compute the refund, you need to set up the parameters in a similar way to flatfees described on 
page 11.  Use Systems Refund Filter Settings to set the criteria as shown in Figure 42. 

 

• Figure 42 Refund Filter Settings 

You may offer the same refund percentages to everyone or you may want them to be the same as 
those in the Flatfee Filter Settings shown in Figure 14. 

With the filter set, you go to Systems Refund Settings to get Figure 43. 

 

• Figure 43 Refund Settings List 

You can Add a new refund definition that appears like Figure 44. 
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• Figure 44 Refund Setting 

In Figure 44 you name the refund.  If you have set it for criteria in Figure 42, you’ll have those selec-
tions as you see in “Level”.  Note that Department, Campus, and Division have been turned off by 
Figure 42.  You pick the financial transaction “Fee Codes” that apply. 

Then you choose the minimum and maximum days and the percentage refund.  For example, a 
withdrawal between 0 and 14 days after enrollment gets an 85% refund.  With the data entered, you 
click the Save button. 

With the “Reverse Tuition Request” checkbox checked in Figure 44 you are offered reverse tuition 
when the course is withdrawn.  With the “Reverse Tuition Request” checkbox blank you are offered 
only the refund display. 

Once you’ve set Figure 44 and see the list in Figure 43, you click it and get the 
editable version with an “ADD Affiliation” button. Click the button and you 
get Figure 46.     

• Figure 45 Affiliations In Figure 46 you give a different percentage refund to students with different 
affiliations such as in-state resident.   

The refund percentage 
in Figure 44 is the de-
fault for those not 
meeting the Affiliation 
settings in Figure 46. 

Where reverse tuition is 
against flat fees yet the 
student continues to be 
enrolled in one or more 
courses, a member of 
your staff needs to compute how much the student still owes and have that posted to the student’s 
account. 

 

• Figure 46 Affiliation Percentage in Refund Settings 

Registration Detection of  Same Course in Same Semester and Session 
The registration conflict detection prevents a person from registering for two sections of the same 
course within a semester and, where it applies, session1. 

                                                 
1 As session is a time period within a semester where courses or seminars are scheduled that don’t require the full semester. 
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Registration of  Same Course in Different Sessions 
A student can register for the same course in the same semester if they’re in different sessions1.  So, 
for example, a student can register for two seminars with the same name but taught in two different 
sessions within the same semester.  The system will still check for time and day conflicts as usual. 

Course Section Program and Level Restriction 
You can set a course so that it restricts registration to those in a specific program and/or a specific 
level.  You set an expiration date so that after that date the restriction is lifted.  That ensures that 
person’s at a level or in a program who must have that course get the first shot at registering for it. 

Use Courses  to select 
the course then Section 
List (or Section Add) to 
get the section record, a 
portion of which is 
shown in Figure 47.  

 

• Figure 47 Program and Level Restrictions 

Fee-Affiliation Function 
See “Fee-Affiliation Function” on page 14. 

Withdrawn Student Grade Assignment 

 

• Figure 48 Web Options Grade Setting for Withdrawn Students 

In Systems Web Options you can set the final grade that all withdrawn students will be given when 
you post a withdrawal leave of absence for a student.  Later you can go to a specific student’s 
Courses records and change the grade if you wish. You see the on-off checkbox and the grade that 
will be given in Figure 48. 

Exclude-Faculty Option in the Grades Table 

 

• Figure 49 Exclude Faculty Setting in Grades Table 

You may have some grades that can only be given by a dean or other authorized person.  A new op-
tion in the Grades table (under Systems) lets you enforce the option by preventing faculty members 
from selecting the grades.  For the grade of “I” in Figure 49, note the 1 under “Exclude Faculty”. 
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A faculty member who has an ID and password for administrator access can give this grade if the 
security profile you assigned her or him permits it. Under standard faculty access, he or she cannot 
assign that grade. 

Faculty-Assigned Scores Available to Administrators 
Faculty members set up a weighting scale for a course, assign scores for elements such as tests and 
homework, and the grade gets computed automatically.  Before version 2.0 on the faculty member 
could see the scores. 

Now an authorized administrator can see the scores assigned by the instructor. 

Repeated Courses: Best Grade Rather Than Last Grade  
For courses repeated, many schools apply the grade of the last repeat of a course to use in the tran-
script.  This option changes that by choosing the best grade in all the repeated courses. 
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DEVELOPMENT & FUND RAISING 

Constituent Information Record and Supporting Tables 
New tables let you keep additional information about your constituents.  Key to that is the new 
Constituent Information record shown in Figure 50. 

 

• Figure 50 Constituent Information Record 

There are standard tables and pulldowns in Figure 50 for rating, giving level, the staff fundraiser re-
sponsible, and the type of constituent.  The tables are set up by an authorized person in Systems. 

Licenses-Certificates and Interests Added to Constituent Records 
Keeping track of Constituents includes knowing what their interests are and what 
licenses and/or certificates they hold.  Those records are now part of the standard set 
for constituents. Figure 51 show the list of records kept for Constituents. 

 

• Figure 51 Con-
stituent Re-

cords 

User-Security Added to Constituent Records 
Some Constituents volunteer for tasks that requires them to have limited administra-
tor rights to SONISWEB®.  The User-Security record is now available for constitu-
ents so you can assign them User-IDs and passwords for a security profile and give 
them access to the system.  See Figure 51. 

Check Number on the Displays and Reports 
“The payment was my check number 3546.  Did you get it?”  That call from a con-
stituent is easier to answer since you have the option of entering the check number 
into the Pledge Payment record when you receive it.  It now appears on most pay-
ment-related displays and reports. 
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Pledge, Event, and Fund Codes More Tightly Connected 
The tables for pledges, events, and the applicable fund-codes are now part of setting up a Pledge 
record (Figure 51). 

 

• Figure 52 Pledge Record 

As Figure 52 illustrates, you can be specific about the event and fund for this pledge.  When you re-
ceive a pledge payment or one-time gift, you have similar selections when you enter that payment so 
it goes to the right place. Constituent record displays such as Balances and Payment History (Figure 
51) as well as pledge-related reports also show this information. 

Fund Mapping to Accounting 
To simplify sending information to accounting, the new Pledge TCodes Mappings under Systems 
lets you specify the accounts and the codes needed by your accounting staff. 

 

• Figure 53 Pledge TCodes Mapping Entry 

Figure 53 illustrates it for one payment code. 
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EMPLOYMENT AND CAREER GUIDANCE: JOB POSTING 
You’ve seen the bulletin boards around the college with available jobs posted. This new 
SONISWEB® function provides a simple electronic way to connect employers with students and 
alums and to get the application process started. Besides post-graduate placement, employers can 
post jobs for the summer and for students attending school..   

You set up the employers with a “Primary Contact” and giving her or him a PID and PIN.  Once 
the primary contact is in the system, you’re done with it.  The Primary Contact enters the other con-
tacts and posts their jobs (page 33).  

Employer Records 
Setting up the first key contact is done in Systems Employer.  It’s the list you see in Figure 54. 

 

• Figure 54 Employer List 

Click the underlined Contact link under “Electronic Mail” and your e-mail software2 begins a note 
with the e-mail address of the key contact in the header. 

Click the underlined name of the “Employer” to see the records as shown in Figure 55. 

 

• Figure 55 Employer Record 

                                                 
2 Unless your e-mail system doesn’t permit it. 
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Click List Contacts in Figure 55 to see the others in the list for that employer.  The list of contacts is 
established as described in “Employer Access” below.  The “Change Primary Contact To” pulldown 
lets you pick another person in the contact list as the primary contact.  That causes the name and 
Contact link in Figure 54 to change.   

Click the Add button in Figure 54 to enter a new employer.   

The display looks like Figure 55 
except there’s a place to enter a 
PID and PIN so that the em-
ployer’s primary contact can log on 
to SONISWEB®. 

 

• Figure 56 Employer PID and PIN 

You’ll also want to set up the job classes based on what your employers need.  You do that in Sys-
tems Table Maintenance choosing the Job Class table.  It looks like Figure 57. 

Employers use these job 
classes in a pulldown menu 
as they post jobs. 

In Figure 57 you can use 
the Add button for a new 
class or click the “Job 
Class Code” button and 
change it.  You can change 
the “Job Class” words, dis-
able one you don’t want 
used, or, if the class has 
never been used, you can 
delete it. 

 

• Figure 57 Job Class Table 
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Employer Access  
The SONISWEB® opening dis-
play has a “For Employers” link.  
It presents a security display for 
entering the contact’s PIN and 
PID set when the record was cre-
ated in Figure 55.  The logon leads 
to Figure 58 

The changes made in Figure 55 are 
also available to the employer con-
tact in Figure 58. 

Click the Job Listings tab to show 
them and to add new listings.  
Figure 59 is an example. 

Clicking an underlined job Title in 
Figure 59 brings a display giving 
the duties, pay, hours, location, 
etc.  The underlined items give 
these displays: 

Title for the details on the job 
as shown in Figure 60. 

Contact starts an e-mail ses-
sion with the contact. 

Applicants displays a list of 
those who have applied. 

Clicking Add button in Figure 59 
gives a blank version of Figure 60.  
Fill in the information, click the 
Submit button and it’ll appear in 
Figure 59 the next time you see it. 
A checkmark in the Disabled 
checkbox causes the job to not be 
seen or selectable.  If the job has 
never been used via an application, 
etc., the Delete button is used to 
delete it.  (Only the “Primary Con-
tact” sees the entire list of jobs.  
Other contacts for this employer 
see only those jobs connected to 
him or her.) 

 

• Figure 58 Employer Access Display 

 

• Figure 59 Job Listings 

 

• Figure 60 New Job Posting 

Expiration Date in Figure 60 is 
optional but is good way for an 
employer to keep its job listing 
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from becoming stale with old job.  After the “Expiration Date”, the job will not appear in the appli-
cant listings like Figure 61 and Figure 62. 

Posted checkbox: an employer can enter a job and delay its formal posting. Just leave the “Posted” 
checkbox, circled in Figure 60, blank and the description will be saved for later use.  It won’t be 
visible to students and alums.  When the employer is ready to post the job, it’s picked in Figure 59, a 
checkmark put in the Posted checkbox and the Submit button selected.  It now become visible in 
the list of available jobs. 

Click the Contacts tab and for a list of current contacts for the employer and an Add button to in-
sert new contacts.  Like Figure 58 the employer contact can change everything but the PID. 
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Job Applicant Access 
Students and Alums can 
search for available jobs from 
their SONISWEB® access.  

After logging on, he or she clicks 
the Jobs icon near the top of the 
display.  

The Job Search display, illustrated in 
Figure 61, provides several ways to 
search those employers created in 
“Employer Records” above.  In-
cluded is a list of jobs and employ-
ers listed in the system. 

The “Desired Salary” in Figure 61 is 
the minimum the person is inter-
ested in. 

Based on what she or he chooses in 
Figure 61, a matching-job list ap-
pears as shown in Figure 62. 

Click an underlined Title in Figure 
62 and the job detail record is dis-
played, Figure 63. 

From this display, the person can 
call the contact or click the under-
lined “Electronic Mail” link to send 
an e-mail note or click the “Apply 
for This Job” button.   

The “Apply…” button leads to 
Figure 64. 

 

• Figure 61 Jobs Search 

 

• Figure 62 Matching Jobs 

 

• Figure 63 Job Detail 
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In Figure 64 the applicant enters 
some basic information, clicks the 
Submit button and the contact for 
the job gets an e-mail reminder that a 
new application has been submitted. 

 

• Figure 64 Entering Application Information 

 

• Figure 65 Reviewing the Application 

 

• Figure 66 Job Application Information 

At the bottom the applicant is re-
minded to send more complete in-
formation to the employer’s contact 
via e-mail. 

After entering the application, the 
applicant can view it as shown in 
Figure 65.  There are fields at the 
bottom to make notes on contacts 
and dates so the applicant can keep a 
record online. 

Clicking View Application in Figure 
65 yields Figure 66. 
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Employer Report 
Under Reports the Employer Overview (RB) report collects all the employer information together 
on one report. 

 

• Figure 67 Employer Overview Report 

Figure 67 shows an example.  Clicking a “Jobs” number in Figure 67 gives you a list of the jobs for 
this employer contact. 
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ENROLLMENT MANAGEMENT 

Exports for Enrollment by Date 

 

• Figure 68 Report Choices 

Thanks to the new Report Builder (see page 50), this report can be displayed as before or it can be 
exported as an Adobe® PDF or Excel spreadsheet file.  You see those choices circled near the bot-
tom of Figure 68.  The PDF is useful to send to others in the staff as an e-mail attachment.  The 
spreadsheet file is good for further analysis. 

Enrollment Detail Report Drill-down Enhancements 
This report is used for IPEDS3 re-
port preparation and for other gov-
ernment reporting.  It’s also useful 
for finding anomalies with student 
records.  

                                                

As Figure 69 shows, it’s graphical 
with the addition of underlined 
links.  So if you see a count for stu-
dents without gender or ethnic en-
tries, click the underlined item and 
you see the names so you can cor-
rect the student’s records. 

 

• Figure 69 A Portion of an Enrollment Detail Report 

 
3 Integrated Postsecondary Education Data System from the U S federal government. 
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FACULTY FUNCTIONS 

Registration Display 
See “Registration Course Selection Option” on page 19. 

Session Display for Courses 
Sessions – those shorter periods within a 
semester – now appear on the course dis-
play for courses that use them.  An example 
is circled in Figure 70. 

 

• Figure 70 Session Display 

Gradebook Drop-Lowest-Grades 
Enhancement 
An option for faculty members is to drop 
the lowest grades for a course. 

Deleting Scores in Gradebook 
Faculty members can delete scores of the 
course sections they teach. 

Attachment with an E-Mail Note 
Sending a e-mail message to the 
entire class has long been a part of 
SONISWEB®.  Attaching a file to 

it is new. As Figure 71 shows, you enter 
the name of your file or use the Browse 
button to find it.  Click the Attach button 
then Send the note.  Of course, that re-
quires that your e-mail system permits at-
tachments. 

 

• Figure 71 E-Mail Note to Class with Attachment 

 



S  NISWEB®Administration
by  

SONISWEB® Version 2.0  38 February 2006
 

Textbook Details 
Textbooks are often assigned to the master Course record by the Registrar or other author-
ized administrator on recommendation by the faculty.  
Faculty have three new facilities for textbooks.  A faculty member can find a book using 

search (Figure 73) and then click the underlined book title to see the detailed description.  That’s 
shown in Figure 72.  That detailed display comes from doing a book search and then clicking on the 
underlined name of the book as shown in Figure 74 and Figure 75. 

If the faculty member added the book, 
he or she gets Figure 74 instead where 
the entry can be edited.  If the book 
was added by someone else, the faculty 
member can only see the description, 
Figure 73. 

In addition, a faculty member can as-
sign a book to the section he or she is 
teaching and/or add a new textbook to 
the bibliography as described in “Textbook Additions by Faculty” below. 

 

• Figure 72 Textbook Details 
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Textbook Additions by Faculty 
Adding textbooks has been a part of 
the Course set up process but avail-
able only to those with administrator 

Systems access.  Now faculty can assign 
textbooks to a course section and add text-
books to the system-wide bibliography.   

To use it, click the Books icon and search by 
entering the ISBN or as much as you know 
of the title and/or author then click the 
Submit button. 

If you don’t find it, click the Add button in 
Figure 73 to get Figure 74.  Enter the book 
information and click the Submit button.  
That adds the book to the system so it can 
be assigned to classes. 

 

• Figure 73 Searching for a Textbook 

 

• Figure 74 Entering a New Textbook 

 

• Figure 75 Assigning a Textbook to a Section 

 

To assign it to this section, do the search 
again (Figure 73) and when it appears, click 
the Add checkbox in Figure 75 until a 
checkmark appears. It’s circled in Figure 75.  
Next click the Submit button. The book is 
assigned and students will see it on their 
SONISWEB® schedule display when they 
click their “Books” icon. 

This assigns the textbook to this section 
only.  If it should be assigned to all sections 
of this course, have your Registrar or other 
authorized administrator add it to the master 
Course record. 
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FINANCIAL AID 

Enrolled Hours in Financial Aid Record  
From Names Financial Aid you see a record like Figure 76. 

 

• Figure 76 Financial Aid Record 

 

When you click the Add button you can add a financial aid record like that shown in Figure 77.  Cir-
cled at the bottom right in Figure 77 are the enrolled hours. 
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Dependency Status and Housing Status Added 

 

• Figure 77 Add a Financial Aid Record 

Click the Add button or the underlined school year in Figure 76 for the financial aid budgeting dis-
play for a student. It has entries for housing and dependency as shown in Figure 77. 
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Fund Allocation and Balance in Awards 
As you make awards, the allocation and balance status of the award funding are shown so you don’t 
accidentally over-allocate the funds available.  After you’ve established a budget for a student (Figure 
77) you see the school year information in Figure 76.  Click the underlined school year and you get a 
display with additional choices as illustrated in Figure 78. 

 

• Figure 78 Editing the Financial Aid Record 

Click Adjusting Award to see Figure 79 where you pick the award you wish to add or change using 
the pulldown list.  (The awards are set up using Systems Award Codes.) 

 

• Figure 79 Choosing an Award 

With the award chosen in Figure 79, you click the Submit button to get Figure 80. 
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• Figure 80 Award and Fund Balance 

As you enter or change the award Amount in Figure 80, you see at the top the status of the award 
funds so you don’t award more than is available for it.  

The Award Summary report also shows the allocation and balance amounts.  

More Student Information from EDExpress 
The U S Department of Education EDExpress system changes from year to year. The interface be-
tween SONISWEB® and EDExpress has been changed so as be less dependent on the annual 
EDExpress changes.  The change is you use your U S Department of Education (DOE) authoriza-
tion to download the EDExpress database for your school to the SONISWEB® server.  Then you 
can click the EDExpress link on the student’s Financial Aid record and see the data in the DOE da-
tabase. 

Veteran Status Shown on Financial Aid Record 
The Veteran status is set and shown on each person’s Biographic record.  Because you sometimes 
need to know that as you’re filling in the Financial Aid record, the veteran status on the biographic 
record also appears on the Financial Aid record as “Yes” or “No”.  It’s shown in Figure 77.  You 
must go back to the biographic record if you want to change it. 
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GOVERNMENT AND SUPPORT ORGANIZATIONS 

IPEDS Enrollment Report 
The IPEDS3 report is built up from key statistics about your student body.  The core information is 
described in “Enrollment Detail Report Drill-down Enhancements” on page 36. 

IRS 1098T Box 6 Function 

 

• Figure 81 Box 6 Indicator in Calendar Year Table 

If you need to use Box 6 on the 1098T form to show payments or charges in one calendar year that 
apply to the next, you can set that using Systems Table Maintenance for the Calendar Year table so 
it will be properly set on the 1098T file you send to the IRS.  Figure 81 shows the new indicator box 
in the calendar year table. 

IRS 1098T Halftime Hours 

 

• Figure 82 Build Selections4 

In the Build step for the 1098T process, you can specify how many hours are considered halftime in 
your institution as illustrated in Figure 82.  That assures correct entries on the 1098T file you send to 
the IRS. 

                                                 
4 The Return link at the bottom right on these displays make moving between the “build”, “edit”, and “export” sections faster. 
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QUERY BUILDER 

Building the Query 
Although it can be broadly used for 
“finding stuff”, Query Builder is most 
useful for finding a group of people to 
whom you want to send a e-mail note, 
export a list, or set an activity as shown 
in “Using the Query Results” below.  
You access it from Systems Query 
Builder.  You see the very large display 
shown in Figure 83.  

The query entries are by SONISWEB® 
record such as “Address” or “Interests”. 

Note there are Submit and Reset buttons 
at the top and the bottom so, no matter 
where you are on this large display, you 
can find a button to submit the query.   

You enter the query values in this way: 

♦ A blank entry for a field means 
don’t test this item in the database; 
everything is acceptable. 

♦ For most entries, you can pick one 
or more items.  For example, you 
can choose Juniors and Senior 
(Status) from Maryland and Vir-
ginia (State). 

 

• Figure 83 Query Builder Display 

♦ Some fields require typed input, 
most commonly for dates. 

♦ The “Check All” checkbox, en-
larged at the bottom of Figure 83, 
is used in the actions shown in 
Figure 85. 

♦ To clear what you’ve selected and 
start over, click the Reset button. 

♦ To start the query, click the Submit 
button.  You get a result summary 
like that shown in Figure 84. 
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Using the Query Results 
The summary of the query shown in 
Figure 84 gives you three options: 

 

• Figure 84 Query Builder Result Summary 

♦ Click Return where the results 
show that you need to change 
the selections in Figure 83. 

♦ Preview Report shows you the 
list of people found with the 
query. 

♦ … Distinct Users shows you how many were found based on your selections in Figure 83.  
Click it to get Figure 85. 

 

• Figure 85 Query Builder Actions from the Results 

The action you take depends on these factors: 

♦ The checkmarks under Select in Figure 85 mean these persons are to be included in the action 
you start with the buttons at the bottom.   

 These are checked because you checked the “Check All” checkbox in Figure 83. Had you 
turned off the checkmark in “Check All”, all the checkboxes in Figure 85 would be blank. 

♦ The asterisks (*) beside checkboxes means there’s no e-mail address for this person.  So if you 
use the Email button in Figure 85, those persons will never be sent the e-mail note in spite of 
the checkmark.  

The action buttons at the bottom do this:  

 

• Figure 86 E-Mail from Query Builder Results 

Export List puts the list in a file for 
you to use as you wish. 

Post Activity opens a dialog with the 
Activities function of 
SONISWEB® so you can create 
and post an activity for your re-
cords. 

Email gives you a prompt display for 
entering the e-mail note as shown 
in Figure 86.  When you click the 
Submit button, the note is sent. 
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ROOMS AND BUILDINGS 

Room Search - Room Finder 
With Room Finder you can quickly answer the question, “Between May 22nd and June 16th, is there a 
room available on Tuesdays between 9:30am and noon on the Main or East campuses that’ll hold 20 
people, 5 disabled, that has an Ethernet connection, an LCD projector, and a white board?” 

 

• Figure 87 Room Finder 

Systems Room Finder lets you search for rooms based on the attributes your institution set up in 
“Equipment and Facilities for All Rooms” and “Building Attributes and Features” below. Dates and 
times can be limited by the rooms assignments you made for course sections (Course Section Add 
or Edit). 

Using  the “Show Only Open Rooms” checkbox at the bottom left you can compose a query like 
that above. You can search within a building using the “Building Code”.  You can search one or 
more campuses using the “Campus” selection.  

“Room Code” combined with “Building Code” lets you look at one specific room record simply and 
directly. 

The query yields a list of rooms that met your criteria as illustrated in Figure 88. 

 

• Figure 88 Room Finder Results 

Click the underlined Room Code in Figure 88 and you see the room information like that in Figure 
90 but without the ability to change the room attributes. 
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You can make Room Finder available to your administrative staff so they can find rooms but not 
permit them to change the room parameters.  Only those assigned access to Rooms and Buildings 
can make the changes.  

Quicker Navigation of  the Rooms and Buildings Function 
Buttons and links have been added to the Rooms and Buildings displays so you can move more 
quickly around the function. 

 

• Figure 89 Room List for a Building 

The circled Return…. link at the bottom of Figure 89 shows it. 

Equipment and Facilities for All Rooms 
With version 2.0 you replace the memo of a room record with a list of attributes (equipment, con-
nections, etc.) that you can search with Room Finder. 

 

• Figure 90 Room Attributes 

The table is established in Systems Table Maintenance Room Attributes that yields Figure 91.   

With the attributes established, use Systems Room and Buildings to work your way to Figure 90.  
There you click the checkboxes for the Room Attributes on the right to define the room.  Click the 
Submit button and you set the attributes for Room Finder to use. 

There’s another separate table of attributes for housing, dorm rooms, and apartments.  They are 
called “Housing Attributes” and only apply to rooms where the “Building Type” is marked as 
Dorm. 
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• Figure 91 Room Attributes 

In Figure 91 you use the ADD button for a new attribute.  Click an Attribute Code button to change 
the Attribute description or disable an attribute you don’t want used.  If an attribute has never been 
used, you can delete it. 

As you see in Figure 90, these attributes become the checkbox list on the right.   

Building Attributes and Features 
Like rooms above, buildings can have attributes as well.  These attributes apply to both housing 
(dorm) buildings and classroom buildings, theaters, office building, hospitals, etc. The table is estab-
lished in Systems Table Maintenance Building Attributes that yields table similar to Figure 91. 

The bottom of the Building 
records has a place to select 
the attributes using check-
boxes like those in Figure 92.  

Note that both dorm attrib-
utes (e.g., Laundry) and class-
rooms (e.g., Stage) are defined since these attributes apply to all your buildings. 

 

• Figure 92 Building Attribute Selection 
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REPORTS AND MAILING 

Reports Using Cold Fusion™ Report Builder 
All of the new reports and nearly all of the version 1.0 through 1.4 reports are written or re-written 
in the new Cold Fusion™ Report Builder.  It’s advantages are: 

♦ Cold Fusion™ is designed to run on any standard Web browser and nearly all PC-type operat-
ing systems from MacIntosh® to Windows® to Linux®.  Customers have reported that Crys-
tal Reports™ often did not work on other browsers and operating systems. 

♦ There is no added cost for Cold Fusion™ Report Builder.  You needed to buy at least Crystal 
Enterprise to run anything written in Crystal Reports™. 

Reports written with Report Builder have “(RB)” following their name.  You can customize these 
reports in a manner similar to Crystal Reports™. 

All the reports written in version 1.0 through 1.4 with Crystal Reports™ are still available in that 
form.  However changes to them, as well as new reports or features, will be available only in “RB” 
(Report Builder) reports. 

Choice of  Paper, PDF, or Excel Output 

 

• Figure 93 Report Builder Output Choices 

Figure 93 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. 

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.  

Flash5 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 this option isn’t offered for all 
reports. 

Sometimes your Web browser will “hang” and become unresponsive with the PDF and/or Excel 
options.  Usually it’s because your current browser security settings don’t permit such downloads.  If 
you experience it, try the report with either a different browser or on another computer.  If it works 
there, you know it’s some security setting in your browser that’s preventing the download.  Different 
browsers – even a different version of the same brand of browser – can have different security set-
tings, so check the browser-provider’s Web site for guidance in setting it up for downloads. 

                                                 
5 “Flash” is a Web browser display mode that’s used with many Macromedia software packages including Cold Fusion™ Report Builder. 
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Mail Merge Direct Export to Excel File 
The mail-merge “reports” are really designed to be tables you put on disk and then use with a mail-
merge function in word-processing software to create a custom mailing.  With Cold Fusion™ Re-
port Builder you chose to have the mail merge “report” exported directly as an Excel-compatible file 
without ever viewing it.  (See Figure 93).  If you use the current Crystal Reports™-Enterprise ver-
sion, you view the “report” then used the Export icon to create a file for the mail merge. 

Level Selection Option for Mailing Labels 
In addition to the output options shown in Figure 93, a level section is now provided 
as shown in Figure 94 in the “RB” version6 of the report. 

 

• Figure 94 Level 
Selection for 

Mailing Labels 

Mailing Labels as Adobe® PDF Files 
Although you can use any of the three output options for the “RB” version6 of the 
mailing labels (See Figure 93), the PDF version makes the page alignment more cer-
tain for the label sheets and it can be saved as a file for use by you or others you send 
it to. 

Receivables Report: Additional Selection, Exclusion, and Inclusion Options  

 

• Figure 95 Receivables Report Exclusions 

This report, accessed by Financials Receivables, provides the exclusions circled in Figure 95. 

Awards Summary Report 
See “Fund Allocation and Balance in Awards” on page 42. 

“Sophomore” Not “2” on Report Selections 
Level is a number but is often shown by standard words such as “Junior” for level “3”.  (You can 
change the term you use as part of configuration.)  On report selections the term has replaced the 
level number.  You see that in “Level(s)” in Figure 94 and Figure 95. 

                                                 
6 “RB” means the Cold Fusion™ Report Builder, see “Reports Using Cold Fusion™ Report Builder” on page 50. 
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Including Transfer Courses in Course Listing 

 

• Figure 96 Course Listing Transfer Course Option 

In Course Listing (RB)6 you have the option of including – or not –transfer courses in the course 
listing.  In Figure 96 the option is circled. 

 

• Figure 97 Course Listing Transfer Courses 

They’re usually at the end of the listing and include the name of the institution as shown in Figure 
97. 

Leave of  Absence Report Status Option 
An additional option in the Leave of Absence report is the ability to select by status.  
You access it by LOA Report(RB)6.  Figure 98 shows the new selection. 

 

• Figure 98 
Status 

Selection 
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Excludes from E-Mail 

 

• Figure 99 E-Mail Selections 

With Timed Email and Timed Email: Prospects you see a list of persons and their e-mail addresses 
based on your report selection choices.  

Those with valid address have checkboxes by each name.  You can click a checkbox so it is blank 
and that person will not receive the note.   

Those with invalid e-mail address are prominent. If you check the “Mark invalid emails as stopped” 
in Figure 99, the activity that triggered this timed e-mail will be marked as stopped.  That will be evi-
dent when you run Activities reports. 

Dynamic Salutations in Timed Letters 
It’s been in Timed Emails now it’s in Timed Letters.  In the Activities setting for timed letters you 
can specify a dynamic salutation (“Greetings [first name] from the University”) and have it appear 
on the letters as they are viewed and/or printed.  If you don’t specify such a salutation, the system 
inserts “Dear [first name],”. 

 



S  NISWEB®Administration
by  

SONISWEB® Version 2.0  54 February 2006
 

STUDENT AND ALUMNI/AE ACCESS 

Forum for Student Dialog 
The student course listing includes a new Fo-
rum icon circled in Figure 100.   

 

• Figure 100 Student Schedule Display with Forum Icon 

 

• Figure 101 Forum Dialog Example 

 

• Figure 102 NSLCH Block in Update Bio Display 

Click it and the student enters a classic Inter-
net forum display for setting topics and engag-
ing in a dialog with others students. Figure 101 
shows what a dialog looks like. 

Registration Course Selection Op-
tions 
It has changed as shown in Figure 32 in 
“Registration Course Selection Option” on 
page 19 for an example. 

Display of  Multiple Instructors for a 
Course 
A student clicks an underlined course such as 
those in Figure 100.  A separate display shows 
all instructors, the days and times, the room, 
and – where available – the syllabus for the 
course. 

Session Display for Courses 
Sessions, the shorter sessions within a semes-
ter, now appear on the course display for 
courses that use them.  Look at Figure 70 on 
page 37 to see a session in a schedule display. 

Student Changes to the National 
Student Loan Clearinghouse Block 

The NSLCH (National Student Loan 
Clearinghouse) “block” is in each per-
son’s Biographic records.  It could 

only be changed by an administrator.  Now it 
appears when the student clicks the Update 
Bio  icon so the student can change it.  It’s cir-
cled in Figure 102. 
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Separate Settings for Student and Alumni/ae Display Control 
Using Systems Student Bio/Fin Options you get 
the display in Figure 103.   With it you control 
what a student or alum can see (Display) and/or 
change (Edit) by putting checkmarks in the ap-
propriate checkboxes.  If you permit Edit, Display 
is automatically allowed. 

 

• Figure 103 Student (and Alumni/ae) Biographic and Financial 
Options 

 

• Figure 104 Search for Staff 

Staff  Added to Search Choices 
Students can now use the Search function 
to find Staff members (status = SF).  In 
Figure 104, the new Staff option is circled 

and the results of search with no search criteria 
(search for all) appears at the bottom. 

 

Payment Plans 
Students with a payment plan in force (see page 8) 
can see their balances.  It’s at the bottom of their 
Billing display with the name Payment Plans. 

Institution Details on Education Re-
cord 
Education records contain a reference to the insti-
tution attended.  These institution names are now 
a live link.  Click it and you see the details, such as 
address, phone number, etc., directly from the 
Education records.  Figure 105 shows the infor-
mation display after the underlined institution 
name was clicked in an Education record. 

 

• Figure 105 Institutions Details 
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OTHERS 

Locator for Students and Faculty 
Every student and faculty member has a new Schedule function.  Click it and you see his or her en-
tire schedule for the current semester. 

 

• Figure 106 Schedule - Locator Display 

The “School Year/Semester” pulldown near the bottom of Figure 106 lets you choose another time 
and see the schedule for that semester. 

Limitation on Who Can Place Holds 
When adding or updating an administrator’s User Security record, you 
can limit that person’s ability to place holds.  You pick from among 
the holds you’ve defined.  When working with a student’s hold record, 
all the holds are shown but only those the administrator has rights to 
set are underlined as a link.   

 

• Figure 107 Holds Limitation in 
User Security 



S  NISWEB®Administration
by  

SONISWEB® Version 2.0  57 February 2006
 

Prevent Known Bad Addresses from Becoming the Preferred Address 
Where an address record is checked as “Known Bad”, that ad-
dress cannot be checked as the “Preferred” address.  An at-
tempt to do that results in the error message shown in Figure 
108.  Preferred addresses are used for most mailings and certain 
government reports, so they must be real, dependable ad-
dresses. 

 

• Figure 108 Error on Known Bad Address as 
Preferred 

Preserving Your Entries During Name and Course Searches 
You use Names or Courses for a search.  
You don’t get what you want.  We’ve made a 
new assumption.  We preserve what you en-
tered as Figure 109 shows. So now when you 
return to the search display, the information 
you entered remains there.  You can revise it 
and try the search again.  

 

• Figure 109 Preserving Search Entries 

Enforcement of  the System-Generated ID Number 
An option in Systems Systems Variables lets you select whether your administrators are to enter an 
ID (PID) number for your new students, faculty, and staff or you want SONISWEB® to automati-
cally generate a pseudo-random ID for each new person.  Our customers said they wanted the Sys-
tem-Generated-ID option strictly enforced.  In version 2.0, if you select that option, a PID cannot 
be entered for a new person, it will be generated by SONISWEB®.  A PID can only be used in a 
Names search or to give an existing person a new status. 

Current Password Not Required to Change User Security 
When an administrator changes a person’s security setting using the User Security function, the ad-
ministrator doesn’t need to know the person’s current password to make the changes.   

Change My Password Function 
New to 2.0 is  Systems Change 
My Password.  Figure 110 shows 
it. 

 

• Figure 110 Change My Password 
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Separate Status Options in Web Options 
An applicant is admitted as a stu-
dent.  Her or his Applicant record is 
changed to reflect that by clicking 
the “Student?” checkbox shown in 
Figure 111.   

 

• Figure 111 Applicant Admission as Student 

A prospective student is accepted as 
an applicant.  His or her Prospect 
Detail Record is changed by check-
ing the “Applicant” checkbox that’s 
similar to Figure 111. 

That process can handle the status change in three ways based on your settings in Figure 112: 

♦ Don’t give the person a new status at all. 

♦ Give the person a replacement status of AP or ST and delete the prior status. 

♦ Give the person an additional status of AP (Applicant) or ST (Student) while preserving the old 
status7.   

 

• Figure 112 Generate Status Choices in Web Options 

You pick those three choices in Systems Web Options where you specify whether an Applicant 
(status = AP or OA) moving to a new status as Student (status = ST) is to have the new status added 
and the old status retained or the new status is to replace the old one.  The same choice is available 
for a Prospective Student (status = PS) moving to Applicant (status = AP).  There are now two 
separate selection options for Applicant and Student as you see in Figure 112. 

                                                 
7 Many schools preserve the old status to use for statistical analysis or for recruiting studies. 
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Changing the Display Colors 
Systems Login Page Setup gives you the power to change display colors for each category of user 
(i.e., student, faculty, administrator, etc.). 

 

• Figure 113 Colors in the Login Page Setup Table 

As Figure 113 shows, you can change each major part of the display.  The colors come from the 
“Colors” table in Table Maintenance.  In that color table you use standard World Wide Web color 
names or the hexadecimal number for the colors without standard name.  

Custom Web Style Sheets 
If you have a current “look” for your Web presence that’s defined by a 
Cascading Style Sheet, you can use it to make the opening SONISWEB® 
display and the security login displays have your “look”.  

You substitute your CSS for the one delivered in SONISWEB® using 
Systems Web Options. First you have to put your CSS, or a copy of it, in 
the system-space used by SONISWEB®.  As Figure 114 shows, you then replace the standard name 
with your CSS name. If your CSS file cannot be found, the name will revert to the original and you’ll 
see an error message. 

 

• Figure 114 Web Options 
Style Sheet Setting 

See www.w3.org/Style/CSS/ for more on “Cascading Style Sheets”. 

FOR MORE INFORMATION 
Call 800-411-7208 or send a note to support@sonis.com. 
Adobe® is the registered trademark of Adobe Systems, Inc. 
Cold Fusion ™ is a trademark of the Macromedia Corporation a part of Adobe Systems, Inc. 
Crystal Reports™ is a trademark of Business Objects SA. 
FireFox™ is a trademark of the Mozilla Foundation. 
Google® is the registered trademark of Google, Inc. 
Lotus®, Lotus 1-2-3™, and WordPro™ are trademarks of Lotus Development Corporation, a subsidiary of the IBM Corp. 
Microsoft, SQL Server, and FoxPro™ are trademarks of the Microsoft Corporation. 
Netscape® is a trademark of Netscape Communications Corporation. 
OpenOffice and StarOffice™ are trademarks of Sun® Microsystems, Inc.  
SONISWEB®, SONIS®, RJM Systems, and related logos are trademarks of RJM Systems, Inc. 
The Financial Edge® and The Raiser’s Edge® are trademarks of Blackbaud®, Inc. 

This text, its graphics and SONISWEB® software and designs are copyrighted © 2006 by RJM Systems, Inc., all rights reserved. 

(SONISWEB Version 2 0 Release.doc - 04/03/06 10:33 AM) 


	Applicant Functions
	Transcript and Reference Receipts and Checklists
	Test Receipts and Checklists
	Controlled Date for the Applicant Record
	Disposition Activity Review
	Web Access for Online Applicants
	New Look for the Applicant Display

	Billing & Finance
	Payment Plans Added
	Setting up Payment Plans
	Use of Payment Plans
	Payment Plans Report

	Interest Charge for Late Payments
	Flatfee Simplification Filter
	Post-to-Billing Date Change
	Post-to-Billing Pre-Bill for Anticipated Bills
	Third Party Billing
	Program Fee Description Option
	Program Type Levels for Fee Settings
	Reverse Tuition in Refunding
	More Inclusion and Exclusion Choices for Bills
	Fee-Affiliation Function
	Financial Holds
	Download Batches

	Course Management  & Registration
	Registration Course Selection Options
	Move Students to Another Course Section: Bulk Roster Move
	Official-Grade Change Archiving
	Once Official, Clinical and Midterm Grades Treated Like Course Grade
	Transfer Course Institution Filter
	Course Equivalent Institution Information
	Course Sections on the Campus of an Affiliated School
	Reverse Tuition in Refunding
	Registration Detection of Same Course in Same Semester and Session
	Registration of Same Course in Different Sessions
	Course Section Program and Level Restriction
	Fee-Affiliation Function
	Withdrawn Student Grade Assignment
	Exclude-Faculty Option in the Grades Table
	Faculty-Assigned Scores Available to Administrators
	Repeated Courses: Best Grade Rather Than Last Grade

	Development & Fund Raising
	Constituent Information Record and Supporting Tables
	Licenses-Certificates and Interests Added to Constituent Records
	User-Security Added to Constituent Records
	Check Number on the Displays and Reports
	Pledge, Event, and Fund Codes More Tightly Connected
	Fund Mapping to Accounting

	Employment and Career Guidance: Job Posting
	Employer Records
	Employer Access
	Job Applicant Access
	Employer Report

	Enrollment Management
	Exports for Enrollment by Date
	Enrollment Detail Report Drill-down Enhancements

	Faculty Functions
	Registration Display
	Session Display for Courses
	Gradebook Drop-Lowest-Grades Enhancement
	Deleting Scores in Gradebook
	Attachment with an E-Mail Note
	Textbook Details
	Textbook Additions by Faculty

	Financial Aid
	Enrolled Hours in Financial Aid Record
	Dependency Status and Housing Status Added
	Fund Allocation and Balance in Awards
	More Student Information from EDExpress
	Veteran Status Shown on Financial Aid Record

	Government and Support Organizations
	IPEDS Enrollment Report
	IRS 1098T Box 6 Function
	IRS 1098T Halftime Hours

	Query Builder
	Building the Query
	Using the Query Results

	Rooms and Buildings
	Room Search - Room Finder
	Quicker Navigation of the Rooms and Buildings Function
	Equipment and Facilities for All Rooms
	Building Attributes and Features

	Reports and Mailing
	Reports Using Cold Fusion™ Report Builder
	Choice of Paper, PDF, or Excel Output
	Mail Merge Direct Export to Excel File
	Level Selection Option for Mailing Labels
	Mailing Labels as Adobe® PDF Files
	Receivables Report: Additional Selection, Exclusion, and Inclusion Options
	Awards Summary Report
	“Sophomore” Not “2” on Report Selections
	Including Transfer Courses in Course Listing
	Leave of Absence Report Status Option
	Excludes from E-Mail
	Dynamic Salutations in Timed Letters

	Student and Alumni/ae Access
	Forum for Student Dialog
	Registration Course Selection Options
	Display of Multiple Instructors for a Course
	Session Display for Courses
	Student Changes to the National Student Loan Clearinghouse Block
	Separate Settings for Student and Alumni/ae Display Control
	Staff Added to Search Choices
	Payment Plans
	Institution Details on Education Record

	Others
	Locator for Students and Faculty
	Limitation on Who Can Place Holds
	Prevent Known Bad Addresses from Becoming the Preferred Address
	Preserving Your Entries During Name and Course Searches
	Enforcement of the System-Generated ID Number
	Current Password Not Required to Change User Security
	Change My Password Function
	Separate Status Options in Web Options
	Changing the Display Colors
	Custom Web Style Sheets

	For more information

