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NEW IN THIS EDITION
August 2006 Updates

m  Enlarged explanations of the affects of “Exclude from Mailing”, “Inc[lude] in Direc-
tory”, and “Publishing Options” in the Biographic record, pages 16 and 17.

June 2006 Enhancements

m  The addition of the “BA Degree” and “Drivers License” fields to the Biographic li-
cense, Figure 11 on page 14 and the text that follows it.

March 2006 Initial Release

m  This edition is for SONISWEB® version 2.0. A few of these changes were also
added to version 1.4.

m  Figure 1 Toolbar for those with User-ID access and Figure 2 Function Lists - Partial,
page 6.

m  Figure 85 Administrator login, Figure 86 Student and other login and Figure 87
Typical SONISWEB® Page, page 67.

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

m  Table 1 Records by Status 1 of 2, page 64.
m  Table 2 Records by Status 2 of 2, page 65.
m  “Address”, page 11.
m  “Bulk Address Changes”, page 12
m  “Biographic”, page 14
m  “Courses”, page 21
m  “Education”, page 23
“Employers”, page 25
m  “Essay Memo”, page 26
m  “Holds”, page 29
m  “Institution”, page 31

m  “Majors and Minors”, page 36
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m  “Programs”, page 39

m  “Prospect Inquiry Extra”, page 40

m  “Schedule”, page 44

m  “Tenure Activities”, page 45 through 46.
m “Setting Tables”, page 50

m  “ID Changer”, page 53

m  “Adding a New Person”, page 59
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NAVIGATING THE FUNCTIONS

ADMINISTRATION ACCESS

S/NISWEB” & F & v & @

Logout Mames Courses Emancial: Systems Bepoits

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

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

The access rights of an administrative user is defined by: [ Records |
Activities

1. The Profile selected when you were issued a User-1D s

and Password. Typical Profile categories are the Regis- Ao

. 5 . . . & pplication
trar, the Registrar’s staff, the Financial Officer, Admis- Cr——
sions staff, Deans, etc. One profile covers all the people Couses
. Education
in each staff category. m——

2. The individual limits specified for you when you were et
issued a User-ID and Password. Typical limits are pre- Leave Status
venting access to faculty and staff personal records. Lictnees

Tlajors
3. The privileges added for you when you were issued a Parking
. Parking Incide
User-ID and Password. The right to “Make Grades P:I;ﬁtn:hn:ts
Official” or “View and Change PINs” are examples. Post Tuition Teodss
Programs
After clicking Names in Figure 1 you pick a person as shown Reltionships
in Figure 3 and Figure 4. Once you’ve picked the person, you Sctedik
. . Special Heeds
get Figure 2 on the left of your display. s AT AT
Tests: Additional
Figure 2 shows the records for a person viewed as a Faculty User Seeurity
member. For full lists of records for each status, see “Table 1
Records by Status 1 of 2” on page 64 and “Table 2 Records by * Figure 2 Function Lists
Status 2 of 2” on page 65. - Partial

! You only see what you’re authorized to see by your Profile and individual Limits and Privileges. So your choices may be fewer than these.
Students, Alumni/ae, and Withdrawn students have the longest list of records. Faculty, Applicants, etc. have fewer records
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NAMES SEARCH

|Enter the ID or as much of the name as you know | Name Search
PID 1 OR Last Jo First
Siatus Division
Constituent Narrow your search by Business »
Tselecting from these
Onling App » categories Daytime  *
Dept.
COM ”~
Eng hd
You can also search by maiden name or social security munber
| Alternative Search

Campus

~

Centerville Medical Campus »

[ Add Mame/Record Status

e Figure 3 Names Search

Follow the guidance in Figure 3 to find the person. See also “Common User Errors in a
Names Search” on page 49 and “Adding a New Person” on page 59.

Where there’s only one person found, you get the opening record immediately.

Recordl -3 of 3

Name Search

Name PID Status Division Campus

(o) BERERIRER Faculty Daytine To Be Determined
JO1163232 Faculty TED Centerville North Carapus
JTOZA01003 Faculty Exvening Centerville Ivain Campus

Pick the person, then click the View button

Dept. Level

Srience & Technology Senior

To Be Determined Hot Applicable
To Be Determmined High School

e Figure 4 Select Name to View

If you didn’t use the ID? or fill in the entire name, you get a list of those matching your
search criteria as illustrated in Figure 4. After clicking the View button, you see Figure 2.

Address
Record1 -2 of 2
|Address Type Preferred  Sireet Address City State
[E'titry ¥ 1220 Waterfront Drfve Wrightswille Beach jo[o
summer N, M 3D Canada Post White Tip, 5K, Canada

‘To edit or delete an existing
entry, click its underlined name

To add a new entry,
click the Add button

Zipcode Bad
39919 N
ST2LS N

e Figure 5 Records Selection or Addition

When you pick a record in Figure 2 you see choices like Figure 5.

21D is the number you assigned the person. If you set automatic ID assignment, SONISWEB® assigned the ID. ID is also called PID for
Personal ID. With an ID and a PIN (personal identification number) a person can log on to your system. Administrative users have an

additional User-ID and Password for wider access to the system.
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WHAT DO YOU WANT TO DO?
m  ACT tests, page 40.

m  Activities, see the SONISWEB® manual “Overview of Activities, Timed E-Mail,
Timed Letters, & Mail Merge”.

m  Adding a New Person, page 59.

m  Adding a New Status, page 61. See also the definition of status or role, page 56.
m  Address, page 11.

m  Advisors, page 13.

m  Application, see the SONISWEB® text “Applicant Checklists, Activities, and Dispo-
sitions”.

m  Biographic, page 14.
m  Bulk Address Changes, page 12.
m  Changing Status - Prospect to Applicant to Student to Graduate, page 58.

m  Checklist, see the SONISWEB® text “Applicant Checklists, Activities, and Disposi-
tions”.

m  Citizenship (Visa) Information, page 19.

s Common User Errors in a Names Search, page 49.

m  Courses, page 21.

m  Cultivation Activities, see the SONISWEB® text “Development and Fund Raising”.
m  Dealing with Duplicate People-Records, page 54.

m  Delete Status, page 63.

m  Disposition, see the SONISWEB® text “Applicant Checklists, Activities, and Dispo-
sitions”

m  Duplicate records, page 54.

m  Education, page 23.

m  Emergency Contacts, see “Relationships”, page 42.

m  Employers, page 25.

m  Employment, page 20.

m  Frrors from Name Searches, page 49.

m  Faculty Additions to the Biographic Record, page 18 and Salary, Faculty, page 44.
m  Financial Aid, page 26.

m  Health, page 28.

m  Holds, page 29.
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m  Housing Assignments, see the SONISWEB® text “Housing”.

m  Housing Incidents, see the SONISWEB® text “Housing”.

m  Housing Post Related Charges, see the SONISWEB® text “Housing”.
m  Housing Preferences, see the SONISWEB® text “Housing”.

m  ID Changer, page 53.

m Information and Records Flow within SONISWEB®, page 57.

m Institution, page 31.

m Interests and Organizations, page 33.

m  Introduction to Keeping the People-Records, page 56.

m  Leave Status, page 34.

m  Licenses & Certificates, page 35.

m  Majors and Minors, page 30.

m  Office Hours, see the SONISWEB® text “Faculty Handbook”.

m  Parking Incidents, see the SONISWEB® text “Parking”.

m  Parking, see the SONISWEB® text “Parking”.

m  Payment History, see the SONISWEB® text “Development and Fund Raising”.
m  Photos, page 52.

m  Pledge Payments, see the SONISWEB® text “Development and Fund Raising”.
m  Pledge, see the SONISWEB® text “Development and Fund Raising”.
m  Post Tuition Tcodes, page 38.

m  Programs, page 39.

m  Prospect Inquiry Details, see the SONISWEB® text “Recruiting Prospective Stu-
dents”.

m  Records Field by Field, page 49.
m  References,, page 41.

m  Registration, see the SONISWEB® texts “Registration by Staff” or the “Faculty
Handbook”.

m  Relationships, page 42.

m  Roles of People, page 56.
m  Salary, Faculty, page 44.
m  SATests, page 46.

m  Setting Tables, page 50.
m  Setting Tables, page 50.
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m  SONISWEB® Texts You Need for the Details, page 57.

m  Special Needs, page 44.

m  Status add, page 61.

m  Status Delete, page 63.

m  Statuses of People, page 56.

m  Summary of Roles or “People-Statuses”, page 56.

m  Tests, page 40.

m  Tests: Additional, page 47.

m  Transfer Registration, see the SONISWEB® text “Registration by Staff”.

m  User Security, see the SONISWEB® text “User Authorization & Profiles”.
m  Visas, page 19.

m  Void Pledge/Payments, see the SONISWEB® text “Development and Fund Rais-

2>

ing”.
m  Volunteer, see the SONISWEB® text “Development and Fund Raising”.

m  If you don’t see what you need above, check B
the table of contents on page 2. You can =
also use the Adobe® find or search func- Seloct Al e
tions illustrated in Figure 6. It allows a Goo- Desslect Al Cts Shift+
gle®-like search? by word or phase. E:::Again oo
Search »

Diagnosing and Fixing Problems
) e Figure 6 Adobe® Find and Search
See “Common User Errors in a Names Search” on

page 49 or the SONISWEB® text “Messages, Er-
rors, and Diagnosis”.

Setting Your Browser for Proper Function and Security

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

3 If you’re unfamiliar with this searching, click Adobe® reader Help or see the SONISWEB® text “Index to Texts”.

+ Only Internet Explorer (IE) version 5.5 or later is supported for administrative use.
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ALPHABETIC REFERENCE BY RECORD

“Names Search” on page 7 and “Adding a New Person” on page 59 show how to get to the
records below.

If these records are new to you, see “Introduction to Keeping the People-Records” on page
56 that contains the details, guidance, examples, and a flow diagram of the processes.

For a list of records by status, see Table 1 and Table 2, pages 64through 65.

Activities
These are used to set task-lists for your staff. Since many of the tasks are related to people,
they’re kept as records for individuals. See the SONISWEB® task-specific manuals such as

“Timed Letters, Timed E-Mail & Timed Mail-Merge” and “Recruiting Prospective Students”
to learn more about Activities and how to set them up.

Address

Everyone must have an address designated as “Preferred”. Most people will have multiple
addresses with other designations such as “Summer” and “Primary”. If you need to change
a large number of addresses, an option is “Bulk Address Changes” on page 12.

Bills, Timed Letters, and e-mail address links use the “Preferred” address.

Address
Preferred Yes Address Type Prirnary v Known Bad ]
Elecironic Mail profdjohnsong@rimu.edu Salutation
Lahels 1 ] Lahels 2 O Lahels3 Flag O
Sireet Address 1220 Waterrant Drive Sireet Address Street Cont.
City Wrightsville Beach Siate Morth Caralina e Zipcode 35919
Telephone 949-555-1212 Cell Phone 949-6656-1211 Fax
Work Phone 949-555-1111 County Code - Country U SA o
Memo

e Figure 7 Address Detail Record

The address record is shown in Figure 7. For “alums” you might not have a good address.
You click the checkbox® beside Known Bad so that you have a record of that.

Salutation is how the person should be addressed in e-mail notes and formal mailings. See
“Timed Letters, Timed E-Mail & Timed Mail-Merge” for more information.

5 See page 68 for information on using pulldown lists, radio buttons, and checkboxes.
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The checkboxes for Labels 1, Labels 2, and Labels 3 are used to produce mailing labels to
send mailings to multiple addresses. You need an institution-wide agreement on how these
checkboxes are to be used. The SONISWEB®

“Reports” manual shows how they are used.
. Preferred I~
To change the “Preferred” address, pick the Electronic Mail ~[wendhj@hatmail com
address you want to designate as Preferred,
click the checkbox and you’ll get a confirming Address
message. Figure 8 illustrates it. You can also Current Preferred New Preferred
c 99 562 River Walk Huryr 341

use Bulk Address Changes belOW Wilmington , NC Tunction City, CO

2TEG0 T1459
These address designations for your organiza- Cance | Subrr |
tion are defined during configuration®. You
can use only those defined during configura- e Figure 8 Changing the Preferred Address
tion.
Bulk Address Changes

It’s summer and your faculty scatters to their summer locations. Their summer addresses in-
clude, perhaps, different e-mail addresses. To maintain contact by mail and e-mail, you can

change the required Preferred addresses to the summer addresses and change them back in
the fall.

Click Systems in Figure 1 and then Bulk: Preferred Address in Figure 2. You get Figure 9.

Bulk: Preferred Address

Constituant

Status Level
Online App &
Ead

Change Preferred Address From summer To SUMmer v
Temporary %

e Figure 9 Bulk Preferred Address Change

In Figure 9 pick the status, level (if applicable), and choose the From and To addresses.
Click the Submit button and all the addresses meeting your criteria are changed.

¢ For more information on configuration, see “Setting Tables” on page 50.
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Advisors

Advisors

|Started [0272572004 Stopped |

Abbott, Lou -
Algonican . Edgar -
Benson, Paul

Baring . Ulyssus

Breck , Bob o
brown , betty

Darvey, Joe

Emerson . Ralph
Frankenheimer, Sam
Greco. Carol - =l

Resat |

Active Il Advisor

e Figure 10 Advisor Record

Most students and applicants have one active advisor. Some with multiple majors may have
a different advisor for each major. That is covered under “Majors” on page 35.

To make an advisor inactive yet keep a record of the assignment, click the Active box until
the checkmark® disappears to show that advisor as inactive. You enter the Started and — in
the case of inactive advisors — the Stopped date.

You can Delete an advisor with the Delete button. You lose all record that this student-
advisor relationship existed, so making it inactive is better.

In adding a new advisor, you get a record with the pulldown® shown in Figure 10. You select
the advisor from a pulldown® list. That list consists of faculty members who have “advisor”
checked in their faculty record. See “Faculty Additions to the Biographic Record” on page
18 for the setting of advisor.

Application

The application record is covered in the SONISWEB® text “Applicant Checklists, Activi-
ties, and Disposition”

Balances

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”.
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. .
Biographic
Biographic
Last Williams First Eilly MI Cee
Mickname Prefix Mr. % Suffix
Maiden Gender hale Status aT
PID WI3647496 PIN Fiew 55N Figw
DOB Fiew Deceased (| Expired
Exam ID Affiliation Resident, State Citizen
Eihnic Code Black v Marital Code Single b Sexved In Military
IPED Status First-time Degree R Academic Status Good Standing N
Einail o Photo On File Photo Filename
Level Junior v Tuition Status Full-Time Fund. Stat.
Dept. Science & Technology % Division Daytime Campus Centerville Main Campus %
Online Reg. Hold ] Release ] Date Released
PG g Exclude from Bulk
Exclude from Billing [ ] Exclude from Mailing [ ] T |
NSLCH Block I Incl. in Direciory BA Degree = |
Citizenchip mformation Driver License NG 278614235797 12
Pubhishing Options
Hide Name a Include: Address Phone ‘Work Phone Email Addvess
Remarks
Transcript Mesmo
Disahled ]
DELETE

e Figure 11 Biographic Display

This record captures the basic description of a student (ST), a faculty member’ (FA), an ap-
plicant (AP), Online Applicant (OA), an alumna or alumnus (AL), a staff member (SF), a
prospective student (PS), Withdrawn Student (WD), or a constituent (CO). Not all schools
use all of the information in this display. Several fields need more explanation.

See “Setting Tables” (page 50) for the setting of the pulldown® values.

Status is based on the choice you made in Figure 3. Status 8T
Even though a person may be a student and an alum-

nus/a and a faculty member, Figure 11 shows only the one status you chose in
Figure 3 or Figure 4. Statuses or roles are illustrated in Figure 75 on page 50.

PID is set when the person in added and can only [PD BE2253076]
be changed through a special process available to a

7 Many organizations include staff and graduate student teaching assistants in the faculty databases. Staff who also serve as advisors or in-

structors must be in the faculty list if they are to be assigned classes or advisees.
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specially authorized administrator®. See “Adding a New Person” (page 59) for the

setting of the PID.

m  PIN is the code that a person uses — like a | PIN m|
password — to log on to SONISWEB® from —
the Internet. You must be authorized to FLUMEHSB 18 LY 23t onieb 2D @EJ
view and/or change a PIN. If you're authot-
ized, you see the IZew link at the top of narlow

Close Window

Figure 12. Click it to see the display at the
bottom of Figure 12. If you see a Submit
button in Figure 12, you can change it, but
make sure you let the person know you have
changed it. Automatic assignment of the PINs is covered in the text “User Authori-
zation & Profiles”.

e Figure 12 PIN Display

m SSN is for the U.S. federal Social Security | 88N Fiew |
Number. It’s required for certain govern-
ment guaranteed student loans. You must be —
authorized to view and/or change.an.SSN. _mmm
If you’re authorized, you see the 17ew link at Closs Wandor
the top of Figure 13. Click it to see the dis-
play at the bottom of Figure 13. If you see a e Figure 13 Social Secutity Number Display
Submit button in Figure 13, you can change
1t.

S ————T
A hitp:1/68.16.179.25s0nisweb20... [2]5][K]
2

s DOB is Date of Birth. You must be authot- |DOB M|
ized to view and/or change a DOB. If
you’re authorized, you see the [7Zew link at
the top of Figure 14. Click it to see the dis-
play at the bottom of Figure 14. If you see a el

Updated
Submit button in Figure 14, you can change

Close Window
1t.

e ——
2 hitp:168.16.179.253/sonisweb20... [2][E5][X]
rs

e Figure 14 Date of Birth Display
m  Exam ID is an option for administrators en- [Bamm  fime |
tering final grades. The Exam ID option must be set
in Web Options to use it. It’s used mostly by law schools that require anonymity.

m  Affiliation determines what a student is Affiliaion  [Resident =
charged for courses.  Examples are
“Resident”, “County Resident”, “Sponsored students”, etc. See the SONISWEB®
manuals “Course & Section Processing” or for Flat Fees, “Financial Record-keeping
and Billing” for the assignment of these affiliations and the setting of the fees.

m Citizen may be important to your institution. Non- Sl ~
citizens on work-study programs and those employed by
your institution are normally required to have work permits. In some nations, you
must track the visas of your foreign students.

8 See “ID Changer” on page 53.
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See “Citizenship (Visa) Information” on page 19 for recording Visas.

m  IPED? Status for government re- IPED Status  |Firstfime Degree ]
porting as described in the
SONISWEB® manual “Enrollment Reports for IPEDS and other reporting”.

m  Served in Military may offer those students financial as- i;geﬂh w
. N . .- t
sistance. In some nations, provinces, or states, military =
veterans get preferential treatment as students or as staff.

m  Campus is chosen if you plan to limit this student to registering for courses taught
only on the campuses you select from this list.

Brin 16179 e, (1 )

m  Photo Filename!? is for connecting the person’s photo “

with his or her biographic record. Typically, these are
photos taken for student or employee ID cards. Since
most are taken with digital cameras, it’s a simple matter

Vs
HC

to place copies of the photo-files in the SONISWEB® %
data space and enter each file name in the biographic
record. It must be a standard browser image type, with .
JPG (JPEG) the most popular. * Figure 15 Photo
m  Tuition Status is optional and informational for your | Tuition Stamslﬁ”
staff. It’s not actively used by SONISWEB®.
Online Reg. Date I—
Hold ©r Release u Released

= Online Reg. Hold means that this person cannot register himself or herself via the
Web. See “Holds” on page 29.

m  The Release and the Release Date are spare fields you can use for your purposes!!.

m  Exclude from Billing is linked to billing in Financials. With this checked, the per-
son would not have a bill printed for him or her unless the person printing the bills
selects the “Include Excludes from Billing” option during billing. See Billing in the
text “Financial Record-keeping and Billing”.

m  Exclude from Mailing affects all Mail Merge reports (Mail Merge Prospects, Mail
Merge Student/ Applicants) and all Timed reports (Timed Email, Timed Email
Prospects, Timed Letters, Timed Mail Merge, Timed Letters Prospects). It blocks e-
mail sending functions. It does not prevent printing Mailing Labels and Mailing La-
bels for Prospects.

m  NSLCH Block is used to prevent this student’s records from being disclosed in Na-
tional Student Loan Clearinghouse reports. See the SONISWEB® manual “Cleat-
inghouse: Exporting for the National Student Clearinghouse”.

° The Integrated Postsecondary Education Data System (IPEDS), National Center for Education Statistics, Office of Educational Research
& Improvement, U.S. Dept. of Education.

10 See “Photos” on page 52 for requirements.

1'You can rename and reuse them as described in the SONISWEB® manual “Custom Fields, Web Pages, and Colors”.

Student, Faculty, Applicant and Alumni/ae Records 16 August 2006



SANISWEB"

m  Inc[lude] in Directory is checked when the Biographic record is first created. If
you remove the checkmark, this student will not appear in the “Enrolled Student Di-
rectory” report.

m  BA Degree is displayed for information on the Financial Aid record.

m Citizenship Information when clicked displays the visa records as described in
“Citizenship (Visa) Information” on page 19.

m  Drivers License is displayed for information on the Financial Aid record.

m  Publishing Options indicate the person’s choice or your institution’s choice of
what information can be shown about that person with the SONISWEB® search.
(You can also write custom reports that check this setting.) All names will appear in
this search area unless “Don’t Publish” is checked. For the city and state to appear
check the “Include Address” checkbox. The same goes for “Phone”, “Email”, etc.
“Don’t Publish” takes priority over everything else you’ve checked and the person
will not appear in the search.

SONISWEB® provides a convenient Search function so that anyone validly logged
on to your system can search for another person by name, city, etc. How much is
revealed in that search is controlled by these Publishing Options settings.

m  Remarks are notes on this person that are not otherwise available in the biographic
record.

m  Transcript Memo provides space for a memo that can appear on your school’s cus-
tom transcript!?. Since this same record is used for alumni/ae you can have “cum
laude” appear on the transcript by entering it here.

m  Disabled; when checked it prevents the Disabled N
person from logging onto peset|
SONISWEB® even if he or she has a

valid ID and PIN. Only those with the
“Disable login” security privilege see the
checkbox in Figure 11. Everyone else
sees a “Y” or “N” notation like Figure 16.

e Figure 16 Disabled Notation for Most Users

To see the contents of each of the fields, their size, and their type, check “Records
Field by Field” (page 49) for guidance in viewing the data dictionary.

12 There is no such thing as a standard transcript. Fach institution has a custom transcript developed for it. Your transcript may ignore this
Transcript Memo field.
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Biographic Buttons at the Bottom of the Biographic Display

To clear out what you have entered so you can Biographic
start over, click the Reset button in Figure 11. Record cannot be deleted because user has:
MULTIPLE USER-TYPES

To save what you have entered, click the Submit TSI, SR OIS

button. REGISTRATION HISTORY
o ) ) ) INSTRUCTION HISTORY
If this is 2 new record with no other information ADVISOR HISTORY

entered, you may be able to delete it with the De-
lete button. Once you have accumulated records
for this person, you will likely be denied deletion
as illustrated by Figure 17.

RETURM |

e Figure 17 Delete Denial

If you still want to delete the person, use the list of records in Figure 17 as your guide to re-
move the other records for this person so you can clear him or her for deletion.

See also “Dealing with Duplicate People-Records” on page 54.
Faculty Additions to the Biographic Record

Faculty Information

Inactive r Instructor [ Advisor I Interviewer [

e Figure 18 Faculty Biographic Record Addendum

For faculty, the contents of Figure 18 appears near the bottom of Figure 11. Additional fac-
ulty information is in a separate record described on page 44.

If students — usually graduate students — are to be assigned teaching or advisor roles, they
must be given an additional role or status of faculty (FA) along with their role as students
(ST). Without faculty status, they cannot be assigned course sections nor assigned to stu-
dents as advisors. Staff (SF) who teach or advise also need an additional status of FA (fac-
ulty). See “Adding a New Status” on page 61.

Inactive is used to maintain the record of a faculty member who is no longer active. If the
faculty member is on leave, you can add a record describing that leave. See “Leave Status”
on page 34.

Instructor must be checked? if the person is to be assigned course sections to teach. If this
checkmark is not present, the person’s name will not appear as an eligible instructor for any
section. See the text “Course & Section Processing” for instructor assignment.

Adpvisor allows this person to be assigned as an advisor to students. If this is not marked?,
his or her name will not be offered in the list shown in “Advisors” (page 13) and “Majors
and Minors” (page 30).

Interviewer is not currently used. It is present for compatibility with the older Windows™
version of SONIS®.
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Checklist

There are Applicant and Recruiting checklists to help your staff be more effective and effi-
cient. They are covered in the SONISWEB® text “Applicant Checklists, Activities, and
Disposition”.

Citizenship (Visa) Information

Click the underlined phrase Citizenship Information in Figure 11 to get Figure 19.

Biographic : Citizenship Information
Record1 -1 of 1
Birth Country Citizenship Country Visa Visa date ISEAS
exico Mexico FH1B Professional 4131509
Yo
Add

e Figure 19 Citizenship (Visa) Information List

Figure 19 is where you enter visa information. Click the Add button to add visa informa-
tion. Click the underlined name of a visa to edit or delete it.

Biographic : Citizenship Information

Birth Country IMexico 'l Citizenship Country IMexico 'l
isa |(H1 B) H-1B Professional Warker j Visa date |D4,-"1 3419949
ISEAS |N0t annlicahle

Reset | Submit |
Delete |

e Figure 20 Citizenship (Visa) Information

When you click the Add button in Figure 19, Figure 20 is blank and there is no Delete but-
ton. When you click the underlined name in Figure 19, you get the current Visa information
to edit.

Pick the Birth Country, Citizenship Country, and Visa from the pulldown® lists. These
should be taken directly from the Visa or a verified copy of it. (Country and Visa lists are set
in Table Maintenance, see page 50.)

Enter the ISEAS (Interim Student and Exchange Authentication System) number. It too
should be taken directly from the Visa. If an ISEAS number is not appropriate to this Visa,
enter “Not applicable” in its place.

Click the Reset button to erase what you entered and start over.
Click the Delete button to remove this record.

Click the Submit button to save your entries.
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Constituent Information

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”.
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Courses

This is a very brief overview of course records. See the SONISWEB® texts “Course & Sec-
tion Processing” and “Registration by Staff” for fuller coverage.

Record 1 -4 of 4
Course

WMIIESD]

BadlOl

ENG300

WIND

Enroll Code

gEzE

Grade

[ =)

School Year
200506
200405
200405
200405

Semester

e Figure 21 Student Courses Listing

Figure 21 is the most common display when the Courses function is selected. We made this
one small; most students, faculty and alums have much longer lists. To see more informa-
tion on a particular class, click its underlined name. Courses are added to this list during reg-

istration.

School Year
Section
Course

Enroll Code

Course
Authorization

Grade

Quality Poimts
Cred.

Include GPA

Repeated
Replaced
Posted io hilling

Memo

200506
1

Semester

Course Type Code

Student Courses

1

N

Envollment Date
No Repeating

MIMEZ0L Description |Marlt|me Engineering Introduction
Enralled v Pass-Fail ]
Instructor authorized Received
0.00 Mid- Term Grade
i
Repeat Year
Replaced With

Official

Class Hrs

Praciice

Check Grade Dietails

Semester

030972006
O

&

o
o |

e Figure 22 Student Course Detail

If you are authorized, you can change course information shown in Figure 22 then press the
Submit button. You can delete a course once a student is registered, usually to drop!? a
course (versus withdrawal) or to correct a clerical error. Withdrawing from the course has a
different effect; it remains in the student’s record. You can give the student a Grade, Credits

and Quality Points that reflect the withdrawal.

13 Drop versus Withdrawal is covered in the SONISWEB® text “Registration by Staff”.
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Course q q

Authorization Instructor authotized Received

Grade v Date Completed Official

Quality Points 0.00 Mid-Term Grade Class Hrs

Cred. 3 Clinical Grade Practice

Include GPA Check Grade Details
Repeated Repeat Year Semester
Replaced Replaced With

Posted to hilling

e Figure 23 Student Course Detail Enlarged

This is an alphabetical list of the fields in Figure 22 and Figure 23.

Check Grade Details is a link to view the scores the instructor used for the grade com-
putation. Scores are an optional grading process, so not all courses with grades will

have scores available. For more on scores and weighting, see the “Faculty Hand-
book™.

Class Hrs and Clinical Grade are optional. Clinical Grade is used mostly by medical
schools. Class Hrs is of value for continuing education where contact hours must be
reported.

Credits is part of the course record as defined by the Registrar. If authorized, you can
change it for a student.

Date Completed is inserted when the Official checkmark is set. It is the date of the end
of the semester as defined in the Semester table!* for that semester or it’s the end
date from the Session table!* if this course section was set up with the session op-
tion.

Grade is normally entered for an entire course section by the faculty using their Grade
Input (“Faculty Handbook™). An authorized person can change the grade in this
student record.

Mid-Term Grade is a place to record mid-terms if you use them. It is normally entered
by the faculty using their Grade Input (“Faculty Handbook”).

Official is a checkmark® that means this grade will appear in student Web displays!>, in
the grade reports, and on the transcript. Making grades official is a formal process
usually controlled by the Registrar. Quality points are not computed for unofficial
grades.

Practice is an optional grade for those schools requiring a practicum as part of the
course.

Quality Points are computed when the Grade is entered and made Official.

Repeated, Year, and Semester are used together. Repeated is a checkbox® used to
show the course was a repeat!®. The Year and Semester show when the course was

14 See the SONISWEB® text “Course & Section Processing” for more information on setting these.

15 There is an option to allow posted but not official grades to appear on student displays.

16 The checkbox only appears if the course is eligible to be repeated. See the SONISWEB® manual “Course and Section Processing”.
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repeated. Some schools do not use repeated courses. Some use it in transcripts
and/or to modify the quality points assigned.

Replaced and Replaced With are used when a equivalent was used to repeat a course.
You enter nothing, it is inserted automatically if an equivalent was used. See the text
“Course and Section Processing”.

Cultivation Activities

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”.

Disposition

See the SONISWEB® text “Applicant Checklists, Activities, and Disposition” for the for-
mat and use of the Disposition record.

Education

The first time you add a person — regardless of her or his status (student, faculty, “alum”,
etc.) — a “home institution” Education record is built with your institution as active and as
the “home” institution. There is one exception. When a person is added as a Constituent,
an inactive “home institution” Education record is built.

Education
Institution Horth Carolina School of Cosmatology Code 666666  Type Certificate Additional Type Certificate hd
Active Fes Override |
From (19/01/2004 To Matric.
Enrollment Age 35 Degree B.ES + Graduaied ]
Cred. n] Orig. Grad. Year 2007 Anticip. Grad. Date 060172007
Grad. Mo. Grad.Yr. Grad. Daie
GPA 0 Quality Poinis ] Rank 0 of O studenis
Transcripi Received  [] Date Received Curriculum Maritime Engineering 1998 b
Grad. Student ] Prog.
Memo
Program
Add
Program Code Active Graduated Started Stopped From AP
Maritime Engineeting YES No 020104 HO
Major and Minor
Add
Major Minor Active Started Stopped Advisor
IMatitime Engineering - Electr Nugsing ¥ 02/01/04 Johnson, Dale W,
e Figure 24 Education

Most people have several “pages” in their list of education. Figure 24 is typical of one of
those pages. This information is usually entered as part of the applicant or enrollment proc-
ess.
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Curriculum sets the default when running a degree audit for this person as described in the
SONISWEB® text “Degree Audit”.

Program and Major and Minor in Figure 24 are what you get by clicking “Programs” on
page 39 and “Majors” on page 30.

Click the Reset button to erase what you entered and start over.
Click the Delete button to remove this record.
Click the Submit button to save your entries.

To add a new Education record, click the Add button.

Institution Search
Institution: |
Type Certificate
College j
Reset | Search | Add MNew Institution

o Figure 25 Institution Search for Transfer Course

1. If you know the name of the institution, enter all or part of it in Figure 25.

Spelling can be tricky since you may not know how another person entered the insti-
tution. Is it St. Olaf, St Olaf, ST OLAF, St. Olaf’s, St. Olafs? Try entering “S” with-
out the period. You will get all likely spellings of it, as well as St. Joseph and a few
others. Once you find St. Olaf — however it was spelled — you can reenter it in Figure
25 for a shorter list.

2. If you don’t know the Type of institution, leave that blank.
3. Click the Search button. That yields Figure 26.

Course Search
[Record 19 - 23 of 23

[mstitution Code Type City State
[Triversity of Bhode Tsland TTriversity

[Triversity of Toledo 222222 TTriversity

[Vermont State University TTriversity

[‘Walce Techmical Community College 222222 Community Co Caty M
[ o odbury Triversity 987654 TTriversity

Frevious |

e Figure 26 Institution Search List

4. Page through the list with the Next and Previous buttons. If you do not find the in-
stitution, click the “Add New Institution” button in Figure 25.

The entries on the Institution Add form are simple. See “Institution” on page 31 for the de-
tails.
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Emergency Contacts

This function has been replaced by “Relationships” on page 42.

Employers

You can set up records for employers to post jobs. It’s like the bulletin boards around the
college with available jobs posted. This 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, nights, and
weekends for students attending school.

Click Systems in Figure 1 and then click Emplovers in the list like Figure 2 that appears on
the left of your display. You see Figure 27.

Employer
Recordl -5 of 5

Employer.  [Prime
Bob's builders Painter, B. President Utica HY 919-8999.2222 Contact N N
Enrond Johnson, T President St Cathrines FC  856-553-1212 Contact il N
Hallburton Cheney, E. Chaitraan Emeritus Washinton DC nia Contact il N
United £ irlines Lines Ermmons, W, CEQ Woodbury T 203-263-4744 Contact N M
Warnemakers Fine Foods Iooze, B Engineer Baltiraore MD 410-355-121- Confact N N

e Figure 27 Employer List

In Figure 27 you click the underlined name of an existing employer or the Add button to
add a new one.

Employer
Enployer Wannernakers Fine Foods Disahled ]
Primary Contact
Last Moaore First Rodney |
Title Engineer [PID ] [P]N ]
Work Phone 410-555-1212 Ext. Fax 410-555-1011
Elecironic Mail Rhoore@yFF.com Cell Phone
Street Address 10512 W, Sagarmore Rd Street Address Suite 701 Sireet Cont.
City Baltimore State Maryland ~ Zipcode 21201
County Code Mew Hawven Country UsA v
List Contacts Change Primary Contact To | hMoore, Rodney v

e Figure 28 Employer Master Record

Fill in the information in Figure 28. That includes the PID and PIN for the key contact for
that employer. When editing the PID is shown but you cannot change it.

You only enter the first record for an employer. The person named in Figure 28 uses the
PID and PIN you assigned to log in and add names of other contracts and to posts the jobs.
The employer, not your staff, maintains those records. Clicking List Contacts in Figure 28
gives you e-mail addresses you can use to send notes to employer staff.
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Employment

Employment records are especially important for faculty (FA) and staff (SF). Some schools
also track the employment of “alums” (AL) and constituents (CO).

Employment
— S— o im0
City Siate Massachusetts Zip 05115
County Country Contact
Position Weekly Hours When Employed Prior To Enrollment »
Enploy. Type [ ] Started 05/12/1998 Stopped 07/30/2004
Memo
In Profession

e Figure 29 Employment

If you are authorized to make changes, you edit or enter the information.
Click the Reset button to erase what you entered and start over.
Click the Delete button to remove this record.

Click the Submit button to save your entries.

You should add an Employment record for each faculty or staff Home Institution [ |
member with Home Institution (your institution) checked.

Essay Memo

Where appli- Essay Memo
cants are re-
quired to write
online essays,
this record dis-

Assignment: describe when you first decided to study this field in 200 to 500 ‘
words.

plays it. ‘ ‘
Financial Aid
ggiNd};WEB ® o Figure 30 Essay Memo Record

manual “Finan-
cial Aid” for the details and use of this record.
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Fund Raising
Fundraising
s bt — e

e Figure 31 Fund Raiser Record

Staff members can have Fund Raiser records that look like Figure 31. As described in the
SONISWEB® text “Development and Fund Raising”, only persons with this record active
can be assigned development and fund raising duties.
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Health

Owing to the many medical, nursing, and health education schools who use the SONIS® se-
ries of systems, extensive health records are available in SONISWEB®.

Health

[Heceived Date Item Result Expires

02/02/2002 1) Diptheria Vaccme 02022013
2) German Measles

31 Hbs AR
4) Hbs A G

3) Hepatitis B - 2nd
6) Hepatitis B - 3rd
Ty Hepatitiz B - Titial
2) Measles

9 Mumps

10y Rubella Titer
117 Tetanus Tomoid

123 Tuberculin Test 1
13) Tuberculin Test 2
143 Tuberculin Test 3
15) Tuberculin Test 4
16) VDEL

ZEEEEEE 5555555

Delete |

e Figure 32 Health Records List

To edit a health record, click its underlined name in Figure 32. That yields Figure 33.

Only health entries in the “Health Immunizations” table are shown in Figure 32. If you
need others, see your SONISWEB® administrator. The configuration and maintenance of
this table is outlined in “Setting Tables” on page 50.

Health

Item 1: Diptheria Vaccine

Received v Date IDE,-’DE,-’EDDE Expires IDE,-’DE,-’EME

Result | ok

Remarks

Reset | Submit |

e Figure 33 Health Record Detail

Enter or change the information in Figure 33, then click the Submit button. The changes
will be reflected in the list shown in Figure 32.
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Holds

Holds cover everything from registration to financial aid to transcripts. There are group-
registration holds used to control registration periods. These are described in the
SONISWEB® text “Registration by Staff”.

Individual holds are covered here. Certain “holds” halt registration. When a hold is in ef-
fect, the student cannot be registered for courses. The registration holds fall into these cate-
gories:

m Individual Online Registration hold; this affects only one student and prevents that
person from registering on the Web. Administrators with registration authorization
are not affected by this hold.

m  Individual Registration hold; this hold blocks both Online Registration and registra-
tion by an administrator.

Other holds are set up by your SONISWEB® administration as part of configuration.

Holds

Before making a hold actrve, please make sure there isn't already one of that type actrve.

Active r Authorized By |Greca, Carol =
Started I Stopped I

[
RMemo

[ -]

Reset |

e Figure 34 Holds

If you want to make the hold inactive (the record becomes historical), click the Active
checkbox® until it is blank with no check mark in it. Click the Submit button to save your
change.

To add a new hold, click the Hold you want from the list!”. Use the Authorized pull-down
to pick the person who authorized the hold. Often you will want to add an explanation in
the Memo field. Click the Submit button to save your change.

Housing Assignments
This subject and its records are described in the SONISWEB® text “Housing”.

7 You can only set holds your individual Privileges allow. You can set more than one Hold. See Figure 89 Selecting Multiple Choices on
page 68 for guidance.
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Housing Incidents
This subject and its records are described in the SONISWEB® text “Housing”.

Housing Post Related Charges
This subject and its records are described in the SONISWEB® text “Housing”.

Housing Preferences
This subject and its records are described in the SONISWEB® text “Housing”.
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Institution

Institutions are initially entered during the configuration of your SONISWEB® system. The
common entries are:

m  Your institution which must be set as the “Home Institu- Home
tion” Institution

m  Schools from which you often receive transfers.

m  Your usual sources of new students such as high schools.
Once the initial set of institutions is entered, others are S/ NISWEB"
added while entering transfer courses and while adding edu-
cation records (“Education”, page 23). Transfer courses are Additional Fees
covered in the SONISWEB® text “Coutse & Section Proc- e

. vy Application Checklist
CSSlng . Biographic Options

. . . Category and

The entry of institutions follows these steps. Your role- Recruting Plans
profile must allow you to access Systems and Institution: TR T (0

Add/Edit to add institutions!s.

e Figure 35 Systems Function List,

1. Click Systems at the top of your display (Figure 1). Truncated
You see Figure 35.
2. In Figure 35, click Institution: Add/Edit. That yields Figure 30.
Institution: Add / Edit
Hote: Adding Institution To System Institution Table.
Enter as much as you A
Institution b _h—know about the ertificate
institution College had

e Figure 36 Institution Add/Edit

3. Enter the name and/or select the type in Figure 36.

Note the caution on page 24 about the variant spellings of institutions. You should
make sure that the institution does not exist with a slightly different spelling or a dif-
ferent Type. The biggest conflict with Type is “College” versus “University”.

4. Click the Search button. You get a display like Figure 37.

Institution: Add/ Edit
Recordl -4 of 4

(2) Benjamin Franklin High School
O Boston Coflege

) Boston University

O Bowling Green State University

Institution

Type
High School
College
University

University

N Boston
N Boston
N

Bowling Green

City State

M&
M&
oH

e Figure 37 Institution List

18 You can add them one at a time while entering education records as described in “Education” on page 23.
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In Figure 37 you see the list of institutions that met your selection criteria in Figure

36.

After a thorough search, if you are certain the institution is not in your records, click
the Add button in Figure 36.

5. Click the radio button® beside the institution you want, then click the View button.
You get the institution’s record as shown in Figure 38..

Institution: Add / Edit

HNote: Adding Institution To System Institution Table
Institution Morth Caraling School of Cosmotology Affiliated |
Home Istitwtion Type Certificate b Code BEEEEE
Address 607 M. Arnbrose Drive Addr2 Suite 116 Addr3
City Raleigh State MNorth Carolina v Zip 20914
County v Couniry USA ¥
Email support@sonis. com Phone B00-411-7208 Fax
Coniact J Milburn
size type

e Figure 38 Institution Add

Note that your school should be Home Institution in your database. You can have
only one home institution, yours! This is used throughout SONISWEB® for records
pertinent to your school.

Institution Chatharn County Cormmunity College Affiliated |

e Figure 39 Institutions with Affiliation

Affiliated institutions (Figure 39) are usually those where courses are shared. It’s
common in nursing schools which may use local community colleges for English and
other liberal arts courses required for an associates or baccalaureate degree.

6. You enter or change the information, then click the Submit button to make the
changes.

7. You cannot delete an institution’s record once it’s been used in an Education record
(page 23) or for a transfer course. Otherwise you can delete it by selecting it from
the pulldown?® arrow then clicking the Delete button. You get a confirmation display
asking if you really mean it.
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Interests and Organizations

Interests have a variety of uses. For students they usually define extra-curricular activities.
For alumni/ae they often describe the post-graduation activities related to your school.

Bellows, Wendy
Interests
Inierest Position Held |Pr0gram Chair |
From 08/01/2005 To [ ]
School Year 200506 v Semester
Memo

e Figure 40 Interests

The pulldown?® list for Interests is defined by your SONISWEB® administrator during con-
figuration (see “Setting Tables” on page 50). Figure 41 is typical. After you have added or
changed the contents of the Interest display, click the Submit button.

Optional entries include the From date, the To date, the School Year and the Semester.
These dates are a useful way to keep track of the time a person spent in the organization.

You can delete this person’s interest records by clicking the De- Tnterest
lete button. (It’s not shown in Figure 40 since it’s an add dis- Baskeibal !

. . . . . . Bible Stuchy
play, not an edit display). You get a prompting display asking if Chess Ciub
you really want to delete it.

Dance and Theatre
Filmand TV
Foothall
Greenhouse Club
Student Government
Theater

e Figure 41 Interest List Example
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Leave Status

Leaves are often associated with students. However, they can also be used to record faculty
sabbaticals and long staff leaves.

Bellows, Wendy

Leave Status
Active | Semester School Year 200405
Leave Type Farmily Emergency From 04/01/2005 To 054102005
poene ——
Memo

e Figure 42 Leave Status Record

In Figure 42:

Active shows whether or not the leave is active. You can anticipate a sabbatical by enter-
ing the information and dates in Figure 42 but leaving the Active checkmark® blank
until the leave is taken. When she or he goes on leave, mark the Active box with a

checkmark’. On the person’s return from a leave, you can again turn off the Active
checkbox®.

By marking leaves as inactive and entering the dates, you create a leave history for
this person.

Leave Type is a pulldown® of standard types. They are defined in the “Leave Type” ta-
ble as described in “Setting Tables” on page 50.

Leave Reason is also a pulldown® of standard reasons set up in the “Leave Reason” ta-
ble as described in “Setting Tables” on page 50.

Leave Type and Leave Reason are used in the Systems function Withdrawn Students to:

m  Archive and readmit students. See the SONISWEB® manual “Graduation and
Promotion” for more on this.

m  Optionally assign course grades automatically where the student has withdrawn from
the courses and takes a “Withdrawal” leave of absence.

Enter the information in Figure 42, then click the Submit button.
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Licenses & Certificates

Licenses are important in medicine, law, accounting, engineering, religious institutions, and
public safety professions. SONISWEB® lets you keep extensive records of licenses. Some
schools keep track of their alumnae and alumni and constituent licenses for custom mailings
of interest to them.

Certificates are treated differently by different schools. Some treat a certificate — particularly
a professional certificate — as an educational accomplishment similar to a degree. Those
schools use “Education” (page 23) to record certificates. Others record them under
“Licenses & Certificates”. Still others put certificates in categories, recording certain catego-
ries as Education and all others as an equivalent to a License.

Bosion, Jack  (#lamni -
Licenses
License Ordained Minister v Date Received 05/15/2000 Expires [ ]
United Methodist
Memo

e Figure 43 Certificate & Licenses
Use the pulldown list to select the license or certificate. The choices are built in a table as
described in “Setting Tables” on page 50.

Make your changes then click the Submit button. You can “remove” a certification either by
showing an “Expires” date or deleting it.
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Majors and Minors

Majors and Minors are initially entered in the applicant records as described in the
SONISWEB® text “Applicant Checklists, Activities, and Disposition”.

You can also add or edit Majors and Minors from the Education record as you see at the
bottom of Figure 24 on page 23.

Williams, Billy (Student

Majors
lActive ] Major Maritime Engineering - Electr % |  Minor Nursing v
Advisor Johnsaon |, Dale ~ Started 08/01/2004 Stopped |

o Figure 44 Major Record

The detail in Figure 44 has a checkbox® for “Active”. When a student changes majors, you
Add a new major, make it active, then select the old major, click the Active checkbox® so it is
blank to make it inactive. This way you maintain a record of current and prior majors.
Where you permit students to have more than one major you can specify that more than one
of them is active.

Majors and Minors are set in a table named “Major/Minot”. See “Setting Tables” on page

50.
You specify a major advisor when setting up a major. eor |
SONISWEB® records two types of advisors. Most students Abbott Loy
have an academic advisor who is named in “Advisors” on el
page 13. Some students may have a different advisor for Algonican. Edger g
their major from a pulldown> list like that in Figure 45. Brown . Bty
Darvey . Joe
Emersan, Ralph
Frankenheimer, Sam
Office Hours Greco, Carol x
This applies only to faculty and is for the convenience of e Figure 45 Major Advisor

students and advisees. Certain searches by students show
these hours. It is a simple memo form described in the SONISWEB® text “Faculty Hand-
book”.

Parking
These records are covered in the SONISWEB® text “Parking”.

Parking Incidents
These records are covered in the SONISWEB® text “Parking”.

Payment History

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”
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Payment Plans

Payment plans are an option that your school may offer. They’re not tied directly to a per-
son’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 46. Setting up payment plans is covered in the
SONISWEB® manual “Financial Record-keeping and Billing”.

To assign a payment plan Click Payment Plans in Figure 2. That yields Figure 46.

Payment Plans
3-Payment Plan 12A9/2005 01/07 /20086 200405 $0.00
4 Payment Plan 01/18,2006 01/07,/2006 200304 $1,550.00

Select Payment Plan:

v

ADD

e Figure 46 Payment Plan Assignment

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

You can’t totally delete a plan but you change the “Agreed Amount” to zero where you want
to substitute a new plan. You see that has happened in Figure 46.

For an existing plan, click its underlined name and you get Figure 47.

Payment Plans

4-Payment Plan
Agreed Date Start Date Agreed Amoumt School Year
01/18/2006 01/07/2006 1550 200304

Due Date Amount Due

01/16/2006 $62.00

01/26/2006 $279.00

02/06/2006 $852.30

02/26/2006 $1,550.00

o Figure 47 Payment Plan Details

Here you can change the Start Date 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 47. The “Amount Due” is cumulative based on
the percentages in the plan definition.

Pledge

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”
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Pledge Payments

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”.

Post Tuition Tcodes

Post Tuition Tcodes lets those authorized for people-records maintenance post a limited set
of financial transactions.

Click Post Tuition Tcodes in Figure 2. (“T'code” is an abbreviation for Transaction Code.)

Post Tuition Tcodes

School Tear I2IJDSD4 VI Semester ISpring 'l
Fee Codes ITC—TuitiDn 'l

Amount 0.00

Check No. f

[Fos

Tuition Tcode History

School Year IZDDSDdl VI Semesier ISpring Vl

Selected Semesier o All Semesters (g

Submit |

Tuition Tcode History for All Semesiers:

School Year / Semester

Activity Fee 200001 £2 02/02/2003 $0.00
Activity Fee 200001 /2 1041442002 $1000
Activity Fee 200001 £2 10142002 $10.00
Activity Fee 200001 /2 07F/25/2002 $3.50
Activity Fee 200001 £ 2 06/18/2002 $2.00

o Figure 48 Post Tuition Tcodes

Your finance department will decide which transactions — if any — the Registrar and staff can
post. Usually these are simple transactions such as a late registration fee or a payment.

It shouldn’t be used to adjust tuition or flat fees since they’re handled automatically by the
add-drop functions described in the manual “Registration by Staff”.
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Programs
Programs!® can be entered at several points:
m  From the Education record as you see at the bottom of Figure 24 on page 23.

m  From a Web Inquiry or an Online Application. If an applicant adds more than one
program, they’re set as inactive.

m  When an administrator adds an Application record; the program is set as inactive.
m  When a Program record is added from the record list shown in Figure 2.

There can be only one active program at a time.

Programs can have fees associated with them. If a program has a fee, as soon as you assign
that program to a person, the fee is applied to the person’s financial records at the next regis-
tration. See the text “Financial Record-keeping and Billing” for information on setting up
program fees.

You can also add or edit Programs from the Education record as you see at the bottom of
Figure 24 on page 23.

Programs

Institution: Mosth Carolina Bchool of Cosmotology  Degree: BS.

Frogram |Maritime Enginesring v
Active Started  |05/01/2004 Sopped | |
Graduated |

e Figure 49 Program Addition

Figure 49 shows the adding of a program record for a student. To add a program, click the
pulldown’® field beside Program for the list of authorized programs. Pick one and add the
applicable dates. Programs reside in a “Programs” table. See “Setting Tables” on page 50.

Programs - Maritime Engineering

Institution: North Caroling School of Cosmotology  Degree: B3

fetive Started 08012004 Stopped |:|
Graduaied 1
e Figure 50 Program Edit

An existing program looks like Figure 50.

If this is the active program for this person, click the checkbox® next to Active. To deacti-
vate a program for a person, click the Active checkbox® until there is no check mark in it.
Click Submit to keep your addition or your changes.

19 Programs are areas of study such as Music, Engineering, Religion, English Literature, French, etc. They ate often tied to a department.
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Although you can delete a program with the Delete button, it is best to keep a record of past
programs by making the program inactive. The Delete button removes all record of this
program for this person.

The relationship between Program and Major/Minor is up to you. Some institutions link
them tightly. To be in an Accounting program, you must be a Business Administration ma-
jor. Others allow a Music major to be enrolled in both a Classical Piano program and a Eng-
lish Composition program.

Prospect Inquiry Details and Prospect Inq

Prospective student (prospect) information is described in the SONISWEB® text “Recruit-
ing Prospective Students”. In some records it’s shown as “Prospect Inq”.

Prospect Inquiry Extra

Prospective student (prospect) information is described in the SONISWEB® text “Recruit-
ing Prospective Students”
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References

Reference information is used mostly for applicants and faculty.

Williams, Billy  i(3tudent -
References
Record 1 -1 of 1
Nane Date Received Reference
Prof Iokh Tacobs Recommended
[ Add W/ Checklist ltem(s) |

e Figure 51 References

Note that there are two Add buttons in Figure 51. “Add W/Checklist Item(s)” is used for
applicants. With that button, the reference is put in the applicant’s record and an entry is
made in her or his Checklist record. As described in the manual “Applicant Checklists and
Disposition”, the applicants see those references received and those outstanding. As the
references are received and posted by school staff, they get checked off as complete.

References
Name Prof John Jacobs Title Reference
Address 12 Center Ave | a2 |Byrd Building | sama Strongly Recommended
ci - Recommended

Do Mot Recomrmend

Phone G96-555-1212 Fax |:| Email acobs@prescotice. edu
County Country USA v
Received a Date Received [ ]
Meme

o Figure 52 Reference Entry

Figure 52 shows a detailed record. Reference is a pulldown® list that is set in a table. See
“Setting Tables” on page 50.

The Received checkbox® shows that the reference has been received or verified by your
staff.

Enter the information then press the Submit button.

This record may also be created as a person fills out the Online Application.

Registration

This choice in Figure 2 is a function, not a record. It is described in the SONISWEB® text
“Registration by Staff”.
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Relationships

This is a record of the relationships a person has either to another person in your
SONISWEB® database, the name of an emergency contact?’, or both.

Click Relationships Figure 2 for a list for this person similar to Figure 4.

Click the Add button and you get a dlsplay | Mo records match Walters, Charles. ADD |
like that in Figure 3. With it, you search
for an existing person in your database
with whom there is a relationship. Enter as
much as you know of the related person’s
name and ID. If no person is found with this search, you get a display with a “No records
match...” button shown in Figure 53. In that case, click the button to get a blank version of

e Figure 53 No Relationship Record Found

Figure 55.
Williams, Billy (Student
Relationships
Record 1 -2 of 2
Last First Relation Work Phone Telephone Electronic Mail
Walters Charles contactes 212-555-1211 216-555-1212 walterse@baynet net
Anderson Anna spouse S60-342-4762 whete(@what com

e Figure 54 Relationships Name Found
If a match is found, you see a list of one or more names like that in Figure 4. Click the radio
button® of the person you want then click the Select button to get Figure 55.

If none of the persons in Figure 54 is the person needed, click the “Not Found-Add” button
to get a blank version of Figure 55.

Relationships - ADD
- - . —
Relation |c0ntactee of ermrcontact Billy V‘ PID
et e et | sweom |
ci -
Coumy e Couny
Telephone Fax ] Work Phone [212885-1211 |
Elecironic Mail |Wahersc@haynel net |
Memo

e Figure 55 Relationships Detail Record

When you click the “No records match...” button or the “Not Found-Add” button, you get
a blank version of Figure 55. You must fill in all the information since there is no
SONISWEB® record for this person.

20 This Relationships record replaces the Emergency Contacts record on page 25.
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To erase what you entered and start over, click the Reset button in Figure 55.

Last

Relation
Sireet Address
City

County Code
Telephone

Electronic Mail

Memo

Relationships - ADD

‘ spouse of spouse Billy v PID ANE3I21568

Swenis
contactee of emrcontact Billy
dependent of guardian Bill State
emrcontact of contactee Billy
friend of friend Billy Country
guardian of dependent Billy F l:l
sibling of sibling Billy =
spouse of spouse Billy

M |

Zipcode 22901

Work Phone [

e Figure 56 Relationship List

Use the pulldown® arrow to get the list of standard relationships?! as illustrated in Figure 56.
Click the relationship that applies then click the Submit button shown at the bottom of

Figure 55.

To delete a relationship, click the Delete button shown at the bottom of Figure 55.

To change the information in a relationship, click the underlined name of the related person
in the list that look like Figure 5. You get Figure 55 where you can change the data then
Submit it to change it.

2 These standard relationships are set up by your SONISWEB® administrator using the Relation Join systems function. If you need a new
relationship added, contact your administrator.
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Salary, Faculty

Salary, Faculty
Fac. Appt. [or011a74 Curr.Appt.  [07/01/1932 FacultyType  [FullTime =]
Tenured 2 Tenure Date  |07/01/1984
Comtract Salary [1 Awual Salary [0

John Paul Jones Endowed Chair of MNaritime Engineering
Memo

[—|
H
Reset |

e Figure 57 Salary, Faculty

This is a special record for Faculty members. It adds to that part of the Biographic record
shown in Figure 18 on page 18.

Schedule

This is not a record but a function used to find people, sometimes in an emergency, It
shows the current class schedule.

Time Session Room Building Campus Course
Monday
6:10 ara - :00 ara Browm 100 Browm Hall Centerville Ivain Carapus MIE301
Tuesday
1:00 prn - 1:50 pra Srrath 100 Srrath Hall Centerville Ivlain Carapus MLEZ20
Wednesday
6:10 ara - :00 ara Browm 100 Browm Hall Centerville Ivain Carapus MIE301
Thursday
1:00 pr - 1:50 pra Srrath 100 Srrath Hall Centerville Ivlain Carapus MLEZ20
Friday
6:10 ara - #:00 ara Browm 100 Browm Hall Centerville Iviain Carapus MIE301
School Year / Semester

o Figure 58 Schedule

Select the year/semester from the pulldown® in Figure 58 and then click the Submit button
to see the schedule for that semester.

Special Needs

Special Needs serves many different purposes depending on the needs of the institution.
Most use it to define physical disabilities that require special dormitory rooms or enrollment
in classes with ADA approved entrances. You can use it any way you wish. The Special
Needs table is created by your SONISWEB® administrator as part of configuration. See
“Setting Tables” on page 50.
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You get a list for this person if there are any. Click the Add button to create a new special
needs record for this person as seen in Figure 59.

Special Needs

Agaraphobic
Hearing Impaired
Learning Disability
Speech Impaired
Yigion Impaired
\alking Imoaired

MMemo

e Figure 59 Special Needs Record

Figure 59 allows you to pick a special need from the pulldown® list and add additional in-
formation in the Memo space.

If this special need is no longer active, click the Active checkbox® until the checkmark disap-
pears. It will remain among the person’s records for historical purposes.

Click the Submit button to add or update the record.

Tenure Activities

Tenure Activities

Activities and Consulting
SJerves as a consultant to Lykomosa Lines including most summers since 1974,
Enown for expertise in crew issues including health concerns, relationships
across national and religious chasws, and food provisioning.

e Figure 60 Tenure Activities

The contents are notes on past and current activities relevant to tenure.

Tenure Admin|[istration] Assignments

The display is identical to Figure 60 and contains notes relevant to tenure.

Tenure Awards

The display is identical to Figure 60 and contains notes tenure.

Tenure Committees

Click Tenure Committees in Figure 2. The display is identical to Figure 60 and contains
notes relevant to tenure.
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Tenure Grants

. The display is identical to Figure 60 and contains notes relevant to tenure.

Tenure Publications

The display is identical to Figure 60 and contains notes relevant to tenure.

Tests
There are standard tests shown here and additional tests you Tests: ACT / SAT
specify in “Tests: Additional” on page 47.
ACT Scores
SONISWEB® has ACT and SAT test results records built in
as seen in Figure 61. To access test records, click the under- SAT Scores

lined name.
e Figure 61 Standardized Tests List

Abbott, Fdgar  (Stud,
Tests: ACT / SAT
SAT Scores
Recentered [ ] SAT Date |05/15/2004
Scores
SAT Verhal SAT Math
Total Score: 590

—_— — T Tt -

o Figure 62 ACT Test Example

Figure 62 shows the selection of SAT test results. For a new test, the scores will be blank.
Fill them in then press the Submit button.

SAT scores can be directly imported from the College Board©. See the SONISWEB® text
“SAT Importer” for more information.
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Tests: Additional

For many graduate, professional, and technical schools other standardized tests are required.
During the configuration of SONISWEB® your administrator adds the names of your de-
sired tests in the Tests table and removes any that are not needed. See “Setting Tables” on

page 50.

Click Tests Additional in Figure 2 to get Figure 63.
Tests: Additional

Test Name Date Taken State Score Percent Status Pass/Fail
1) Swimming 08252001 Wi 320 88.00 Passed T
2) Stanford-Benet 000 000 i
3) Freud's Folly 000 000 N
4y Carter Chart 000 000 i
S MPOA 000 000 i
£) 30L 08/01/2000 WA 000 6.00 Passed 12 grade T

Delete |

o Figure 63 Tests: Additional

Figure 63 is the list of tests defined by your institution. Click the underlined name of the test
for which you want to enter scores.

Tests: Additional

Test 6:

Date Taken  [06/01/2000 State [ virginia x| Pass/Fail I

Score IIJ.D Percent IB.D Status |Passed 12 grade
Remarks I

Memo

Reset |

e Figure 64 Additional Test Scores

Figure 64 shows the entry of test scores for your required tests. What you enter in Figure 64
is reflected in Figure 63.

Transfer Registration

Like “Registration” (page 41), this choice in Figure 2 is a function, not a record. It’s used to
register course transferred from other institutions. It’s described in the SONISWEB® text
“Registration by Staff”.
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User Security

This is a function, not a record. You use it to give administrative access rights, beyond those
available to faculty, students, etc. See the SONISWEB® text “User Authorization & Pro-
files” for more information.

Void Pledge /Payments

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”

Volunteer

This is used only for constituents and is described in the SONISWEB® text “Development
and Fund Raising”
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COMMON USER ERRORS IN A NAMES SEARCH

m  Figure 65 shows what happens if o users matched your criteria. Eeturn
you do not get a match. Click Re-
turn; it takes you back to Figure 3.  Figure 65 No Matches Found

What you entered in Figure 3 is

preserved so you can make

changes to it. Broaden the category selections and try again. It may be that the per-
son is not a student but an applicant or prospect so select them all and search again.

| You may choose only one USER TYPE when ADDING users to the system. |

e Figure 66 New User Error in Red

m  Figure 66 appears when you attempt to add a new person but do not pick one item
from each category list. Make your selections and click the Add New User button
again.

When you create a record for a person, SONISWEB® generates®® a unique nine
character ID using the first two letters of the last name and seven random numbers.
You can use it permanently or change it later.

RECORDS FIELD BY FIELD

If you need to see the field-by-field parameters for each record, see the Systems function
Data Dictionary.

The table below is typical of what you find in the data dictionary. This is the students’ advi-
sor record which keeps the name of the assigned advisor.

Record ID Field Name Type Size Key linkage to other databases
nmadv active bit/log 1

adv_rid char 16 PK_nmadv

adv_ssn char 9

nmadv_cel char 10

nmadv_lel bit/log 1

nmadv_nel float/dec 8

soc_sec char 9 FK_nmadv_name2

start_dt date 8

stop_dt date 8

22 Your school has options to let you add a person and (1) let you enter the ID directly, (2) let SONISWEB® create an ID if you don’t, or
(3) permit only IDs generated by SONISWEB®. The option chosen is determined by your SONISWEB® administrator.
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SETTING TABLES

Pulldown® lists such as Figure 67 get their content from tables
set up with SONISWEB® Table Maintenance.
SONISWEB® manual “Table Configuration & Maintenance”

to see and change the tables.

The figures below show you the current list of table in Table

Maintenance.

Use the

Marital Code |‘Widowad 'l

Divorced
Married
Separated

e Figure 67 Marital Code Pulldown
List

Table Maintenance
Select a table.

Academic Status -

Address Types
Admissions Disposition
Agency

Application Checklist lterms
Building Attributes

Caonstituent Type ”
Country

County

Course Autharization

Course Type

Cultivation Activities
Curriculum Code

Ethnic Codes "~
Events

Fund Raiser Codes

Gender

Grades

Health Immunizations
Housing Attributes

Interests f Organizations

Major £ Minor
Marital Status I hd

Payrnent Plan Codes

Job Class PowerFaids Setup
Leave Reason Prefixes

Leave Type Recormmendation
Levels Referred By
Licenses Relationships

Regquirement Code

Roorm Attributes hd

Building Type

Ca|gndgr \%Ear Degree Housing Incidents

Category Element Inquiry Types

Calar v Enrollment Status || |Institution Type
Instruction Type | |Parking Incidents A [Sections ¥
Interest Level Parking Zones Samestars

Special Needs

Standard Fees

States

Tests

Transaction Codes

Tuition Status

Yisa

Wehing Prareg Courses v

When Employéd
Years ¥

e Figure 68 Table Maintenance Prompt as Montage

There are many tables. The Marital Status table from which Figure 67 is fed is shown in

Figure 69.
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Table Maintenance - marital

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

[Disabled [Marital Code [Marital Status [xchar xint
|(disabled ) |(mar_cod ) |(mar_txt ) |(mar_cel ) |(mar_nel )
0 ﬂ Divorced x 0

0 [ =] Married x 0

0 ﬂ Separated x 0

0 ﬂ Single x 0

0 ﬂ Widowed x 0

o Figure 69 Marital Status

The entries in this table are used in each person’s biographic record as shown in Figure 67.
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PHOTOS

In Figure 11 (“Biographic Display”, page 14), clicking Display Photo yields a photo of the
person if one is stored and named in Figure 11. Figure 15 show a photo. These are the
photo requirements.

m The photo is displayed by the *Sonis“’ehw“
browser not by SONISWEB®, so U “"“‘“GES
. . . File Edit ‘iew Favortes Toolz  Help
anything your browsers can display 5
; :
is acceptable. | Address |51 J Back
JAddressl_ File  Edit ‘iew Favorites
. Name 4 =
m  Browsers generally prefer jpg 3 Batch J e
(JPEG), gif, or bmp files. Color %Eg‘mw @ | Adkhess | NamePhoto
. MamePhato
and monochrome work equally Clors_fies
H (1 Documenta @ @
we 2 ﬁ\du.;dgés addamz.jpg
m  The display size is limited so as not G Repors
. [:ISc:ript
to obscure all of Figure 11. The £ SorisPatch @ @’
pictures you store should be small, dlanipg  emersonipg

2 inches by 3 inches, 5 cm by 8 cm.
e Figure 70 Photo Image File Storage

m  The photo files must be stored in a
specific directory illustrated in
Figure 70. Itis:

xX\rootdirectory\SonisWeb200\Images\NamePhoto?

Where x is your disk drive and rootdirectory is the directory containing your
SONISWEB® software.

2 The “200” in the name means “SONISWEB® version 2.0”. As new releases are issued, the name will change to, for example, “210” for
version 2.1.

Student, Faculty, Applicant and Alumni/ae Records 52 August 2006



SANISWEB"

ID CHANGER

Your role-profile must allow you to access Systems and ID SUNISWEB”
Changer to change these tables.
Additional Fees
1. Click Names to get Figure 3, then enter the ID (the Application Activitics
R Application Checklist

best choice) or the full name of the person whose 1D Hiogaphic Options
you want to change.

2. Click the Search button.

3. If you entered an ID in Figure 3, you will get a display e Figure 71 Systems Functions List
of the person’s first record?®. If you get a list like Figure with ID Changer
4, you know you didn’t enter the proper ID or the full
names. Try it again until you see the person’s first record displayed.
With the proper person selected, you have established the PID so that it will appear
in the “Change PID” field in Figure 72.

4. Click Systems at the top of your display (Figure 1). You see Figure 71.

5. In Figure 71, click ID Changer. That yields Figure 72 with the “Change PID” filled
in. The “to” field will be empty..

6. In Figure 72, enter the new -
ID in the “to” fields and then ID Changer
click the Submit button. Change PID | JE4055080 | Jal0Es0E0
To prevent duplicates, (Submit |
SONISWEB® checks to
make sure only one person .

o 72 ID Changer

has an ID. e e

7. If there is a person who ID JAS710794 already belongs to JAMESON, BRENDA

has the “to” 1D, you get
this rejection message at the bottom of the display (you may have to scroll to the
bottom to see it). Otherwise the ID is changed.

24 The first record displayed is usually the Biographic record (Figure 11). In setting up the profile to which you are assigned, the

SONISWEB® administrator may have specified another record as your “start” record.
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DEALING WITH DUPLICATE PEOPLE-RECORDS

SONISWEB® doesn’t allow you to enter an ID that’s already assigned to another. If some-
one entered records for the same human with a different ID, you’ve got a duplicate record
issue to solve. If you catch it early enough, it’s easily solved.

Duplicate ID with No Records Entered

This is simple. Go to the Biographic re- Biographic
cord (page 18) and use the Delete but-
ton. With no records needing to be pre-
served, you get a response like Figure 73.
Click the Confirm button and the per- Confirm Delete_|

son’s record is gone.

ADAMS, OSCAR

This action will COMPLETELY remove this user.

If you meant to add a new status, not a * Figure 73 Delete a Person

new person, go to “Adding a New
Status” on page 61.

If you get rejected with “Delete Denial” (Figure 17 on page 18) you must to follow the proc-
ess in “Duplicate ID Where Records Have Been Entered” below.

Duplicate ID Where Records Have Been Entered

Usually this occurs because someone added a new person then started entering records so
that the process in “Duplicate ID with No Records Entered” above wouldn’t work. The
process can be lengthy and must be carefully done. These are guidelines; you need to figure
out what needs to be done based on the person’s records. You are “moving” the records
from the duplicate ID to the original, correct ID. You move them by printing all the re-
cords, then re-entering them by hand.

If any financial transaction has been posted to accounting, you cannot delete the duplicate
ID. See the alternative in Figure 74.

m  Check all of the person’s records. View each record (pages 11 to 47 in this text).
Print those records present. You can use the print icon at the top of your browser.

m  Pay special attention to the Courses records. You will need to recreate those records
to get the credits, GPA, and transcript correct. Print the grade reports and transcript
for the ID being “moved”. See the SONISWEB® text “Course & Section Process-
ing” for guidance.

m  With the help of your financial and financial aid staffs, view the receivables and fi-
nancial aid records. They will advise you on which records need to be recreated and
which can be ignored. Print the appropriate financial reports or the financial records
that you need to recreate the records. The SONISWEB® text “Financial Record-
keeping and Billing” is your guide.

m  Access the original, correct ID using Figure 3 and Figure 4. Enter the records you
printed above to “move” the information to the correct ID
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m  Check all of the records you have reentered against those you printed above. Care-
fully compare the transcript and the billing balances to make sure you got the right
results.

m  Actually deleting the records requires that you eliminate every record for this person
then use “Duplicate ID with No Records Entered” above. That can be difficult to
do. Financial records that have been posted to accounting cannot be deleted.

emoved Adams, Oscar 444444442 Student Daytime Centerville East Campus |

Figure 74 Marking a Name

m  An alternative is to change the name of the person in the biographic record (page 18)
by adding a code word like “removed” so that you can see that they are no longer
relevant as shown above.

m  Click the Disabled checkbox in the Biographic record (Figure 11) so he or she can
no longer log on.

m  Add a Remark to the Biographic record so you know what happened.
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INTRODUCTION TO KEEPING THE PEOPLE-RECORDS

SONISWEB® keeps student, faculty, alumni/ae, applicant, prospective student, staff, and
constituent records in a set of databases called “name”, “address”, “nmref” (references),
“nmedu” (educational background), etc. The SONISWEB® displays are neatly identical for
the different people in the system. As Figure 87 (page 67) illustrates, information at the top
of the display tells you which records you are viewing.

Summary of Roles or “People-Statuses”

With SONISWEB® a person can riod_skak [rnod_feet [sortorder
: : : AL Alumni 4
serve more than one role in your insti- e rplcant c
tution. He or she can be a faculty | |co Constituent 7
| [FA Faculky 2
member (FA) and take courses as a loa Oriine App 5
student (ST). A student can also be E Prospect &
. SF Staff 3
an applicant (AP) for another course =1 —rudert .
of study. Staff (SF) often teach, so are | |wD withdrawn 3

part of your faculty (FA). An “alum”
(AL) can also be a prospective student
(PS) for further education. A former student who did not graduate normally has a status of
Withdrawn (WD). SONISWEB® keeps track of the multiple roles by giving the person
multiple statuses. Each person has only one set of records? no matter how many statuses or
roles. The titles and meanings of the statuses or roles are built into SONISWEB® and
shown in Figure 75. As you select people-records, you are offered a list of statuses from
which to pick.

e Figure 75 Roles or Statuses of Persons

Constituent (CO) may be new to you. This is a person — graduate or not — who contributes
money and/or time to your institution for its betterment.

An Online Applicant (OA) enters his or her application directly over the Web and thus by-
passes the Prospective Student (PS) to Applicant (AP) process described on page 58.

% That is not quite a true statement. There are a few specialized records or additions to records for faculty members, constituents (con-
tributors), prospective students, etc. However, there is only one set of address records, one biographic record, etc. There is one — and only
one — ID number for a person, no matter the number of records or roles the person has.
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Information and Records Flow within SONISWEB®

A person can enter your
SONISWEB® people-
databases at any point and
with any role (see
“Summary of Roles or
“People-Statuses™”
above). Most of the peo-
ple in your database will
probably enter the top of
Figure 76 and “flow”
down the process as they
matriculate then graduate.

Prospective
Student Inquires

Biographic, address
records established

Online Applicant
enters
Application

SONISWEB® Texts You
Need for the Details

This text is a general
overview of the records.
For certain people, there
are specialized texts that
provide much more detail.
Those records are covered
in detail in these
SONISWEB® texts:

Applicants: “Applicant
Checklists, Activities, and
Disposition”

Constituents: “Development
and Fund Raising”

Course records for all:
“Course & Section Proc-
essing”

Financial records for all:
“Financial Record-keeping
and Billing”

Housing records for all:
“Housing”

Parking records for all:
“Parking”

Prospective Students: “Re-
cruiting Prospective Stu-
dents”

Students: “Graduation and Promotion”

Person added as
Applicant

Application
received

Applicant status added

Applicant
admitted

Student status added

Student graduates

Alumni status added

I

Constitutent status

added

v

Potential
Contributor
inquires

Biographic, address
records established

New Faculty or

Biographic, address

Staff records established

e Figure 76 Typical Record Flows
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Changing Status - Prospect to Applicant to Student to Graduate

Prospective Student to Applicant

Once a prospective student (PS) sends in her or his application and any fees required, you
mark his or her record as an applicant (AP). That “adds” a new role (status) for that person.
You are simply adding a new role to the records you collected while she or he was a prospec-
tive student. How to do all that is described in the SONISWEB® text “Recruiting Prospec-
tive Students”.

Applicant to Student

An applicant (AP) had transcripts and references sent to you. You enter the information in
her or his records. Your admissions committees meet and decide acceptance or not. The
applicant accepts admission and you change him or her from an applicant to a student (ST).
That process and the records are described in the SONISWEB® text “Applicant Checklists,
Activities, and Disposition”.

The process of adding new roles can be automated. In Web Options (see the text “Web Op-
tions”), you can set an option to automatically add a status for an applicant as student or a
prospective student as applicant when she or he is marked as such in the application or
prospect details records. To see how this works, see the texts “Applicant Checklists, Activi-
ties, and Disposition” and “Recruiting Prospective Students”.

Student to Graduate

As the student matriculates, you accumulate many course and financial records. Those re-
cords are described in other texts (see “SONISWEB® Texts You Need for the Details”,
page 57). On graduation, SONISWEB® automatically “adds” alumni (AL) status and usu-
ally constituent (CO) status to the person’s record. That is covered in the SONISWEB®
text “Graduation and Promotion”.
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Adding a New Person

If a person already exists in your system, you should not add him or her as a new person.
You should use the procedure in “Adding a New Status” below.

Duplicate records for the same person can cause problems for you in billing, grade reports,
course assignments, GPA, and transcripts. You should carefully check that the person does
not exist in your current records. Try searches (Figure 3, page 7) with various spelling of the
names — Mc and Mac, van Dorn and vanDorn — to be certain that this “new” person is not
in your records. See “Dealing with Duplicate People-Records” on page 54.

1. Select Names from Figure 1.

|Enter as much of the name as you know Name Search

PID OR Last Willson First W nodrow M

Division

Leave all of these
selected to find

everyone with the

naine

Click the
button
[ Add Name/Record Status |

Alternative Search

e Figure 77 Names Search to Prevent Duplicates

Name Search

58N | Maiden

e Figure 78 Alternative Name Search

2. Enter as much of the name as you know in Figure 77 and search to make sure the
person’s record is not already present?.

3. Consider doing an Alternative Search marked at the bottom of Figure 77. It’s shown
in Figure 78.

4. If you’re certain the person doesn’t exist in your records, click Names, Figure 1.
The information you entered in Figure 77 is preserved so you can proceed to add the
person as shown in Figure 79.

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

Status Division Canpus

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

|~ Add Name/Record Status |

e Figure 79 Names Display

5. Select one of each of these from the middle of Figure 79:

Record Status: Select one, Prospect, Applicant, Faculty, Constituent, etc.
Division: Pick the division you know or estimate this person will be allied with.
Campus: Select the campus.

Department: Select the department.

Level: select a level. You may have a level?” for non-students such as faculty and

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

e Figure 80 New User Information

6. Click the Add button. You get Figure 80.

7. Enter the person’s information in Figure 80. If your school uses automatically gener-
ated IDs, you see “System-Generated” for PID. If not and you have an ID?, enter it.
If you don’t know the Electronic Mail (E-mail) address, enter a ?.

8. Click the Submit button at the bottom of Figure 80. You get Figure 81.

7 Level is set in a table. See “Setting Tables” on page 50.

21D, also called PID, is the student’s number. Whatever it is, it must be 9 characters long with no hyphens or other punctuation.
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9. Click the BIOGRAPHICAL Biographic
line in Figure 81. You see the Adding: Prospect
person’s biographic record.

George Patten (PAT461579) Added.

10. Fill out the Biographic® record (ot the ahove's BIOGRAPHICAL record,
with all the information you
have available. Click the Submit
button.

Go to the above's ADDRESS record.

Return to the NAME SEARCH £ ADD WEW USER page.

11. Click Address? in Figure 2. e Figure 81 Adding a Prospect
Enter the address information
(Figure 2). Click the Submit button.

For certain U. S. government financial functions — government secured loans for example —
you must add the person’s U. S. Social Security Number in the SSN field in Figure 11.

Adding a New Status

Often a faculty (FA) or staff (SF) member takes courses. You need to add a new status
(role) of student (ST) for that person, not add them as a new person. You also use this to
make a graduate student (ST) or staff member (SF) part of the faculty (FA) so he or she can
be assigned courses to teach or students to advise as described in “Faculty Additions to the
Biographic Record” on page 18.

1. Start as you would in “Adding a New Person” above.

2. In Figure 77, carefully and accurately enter the person’s name and her or his PID.
The PID is the key to matching to the existing person.

If you do not get the PID right, you will create a set of duplicate records for this per-
son. To see how much trouble this is, look at “Dealing with Duplicate People-
Records” on page 54.

3. Click the Submit button. You get Figure 82.

Biographic

Adding: Faculty
Last Adams First Oscar
MI PID 111111111
DOB 03/01/1873 Electronic Iail

NEW STATUS CAN BE ADDED, OF. CURRENT REPLACED:
Adams | Oscar (Student - 111111111)

Ouitl
Adams, Oscar (111111111) already exists but NOT as a Faculty.
Note: The name you entered was Adams, Oscar.

e Figure 82 New Status Selection

2 Most of the record data are self-evident. For more information on the biographic and address records, see the SONISWEB® text “Stu-
dents, Faculty, Applicant and Alumni/ae Record-keeping”.
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4. Pick the underlined name with your mouse button unless this is the wrong person.
In that case, click the Quit button and start over.

Biographic

Adding: Faculty
Last Adams First Oscar
MI PID 111111111
DOB 03/01/1873 Electronic Iail

Oscar Adams (111111111)

Add FACTLTY to this user's record.

Change STUDENT to FACTLTY
Ouitl

e Figure 83 Adding a New Status

5. In Figure 83, chose the underlined Add... phrase to add the status. You get a con-
firmation and the person now has the new status.

Where the person’s status has truly changed and the old status should be dropped,
use the underlined Change... phrase in Figure 83 to drop the old status.
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Delete Status

You can delete a status assigned to a person without deleting the person. So if the person
was a teaching assistant with both ST (student) and FA (faculty) statuses and she or he is no
longer a teaching assistant, you can delete the FA status and leave the ST status.

1.

Search for the person’s records as shown in “Names Search” on page 7.

You must search for the person by selecting in Figure 3 the status you want to delete.

You should see that status in the Biographic record like this Status el

Once you have the person’s record list like Figure 2, click Systems in Figure 1. You
get the Systems version of Figure 2.

Click Delete Status from the function list. You see Figure 84.

Figure 84 confirms that this Anderson, Anma  (Applicant
is the status you want de- L Delete Status
leted. Status to be

deleted Delete "Applicant’ Status.
If both the name and status
are correct, click the Delete '
button. Youll get a confir- * Figure 84 Delete Status

mation that it’s deleted.

If either the name or the status is wrong in Figure 84, click Names in Figure 1 and
search for the person with the correct status, then go through the delete status steps
again.
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RECORDS BY STATUS

This is the list of records viewable by status as of this edition of the manual. A person may
have all of these records but you can only view those tied to a specific status. For example,
the Pledge record will only appear when viewing the person as a Constituent even if the per-
son is also a student and a faculty member. Your security limits set by user authorization
and profiles means that most users will never see all the records for a person-status.

e Table 1 Records by Status 1 of 2

Alumni (AL) Applicants (AP) ‘Constituents (CO) Faculty (FA)
Activities Activities Activities Activities

Address Address Address Address

Advisors Advisors Balances Biographic
Application Application Biographic Citizenship Information
Biographic Biographic Citizenship Information  |Education
Citizenship Information [Checklist Constituent Information  |Employment
Courses Citizenship Information Cultivation Activities Parking

Education Courses Display Photo Parking Incidents
Employment Disposition Employment Post Tuition Tcodes
Financial Aid Education Interests Salary, Faculty
Interests Employment Licenses Schedule

Leave Status Essay Memo Parking Tenure Activities
Licenses Financial Aid Parking Incidents Tenure Admin. Assignments
Majors Health Payment History Tenure Awards
Parking Holds Pledge Tenure Committees
Parking Incidents Housing Assignment Pledge Payments Tenure Grants
Payment Plans Housing Incidents Relationships Tenure Publications
Post Tuition Tcodes Housing Post Related Charges  |User Security Tests: Additional
Programs Housing Preferences Void Pledge/Payments User Security
Records Interests Volunteer

Relationships Leave Status

Schedule Licenses

Special Needs Majors

Tests: ACT / SAT Parking

Tests: Additional Parking Incidents

User Security Payment Plans
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e Table 2 Records by Status 2 of 2

Online Applicant (OA) Prospect[tive Stu- |Staff (SF) Student (ST) Withdrawn [Student]
dent] (PS) (WD)
Activities Activities Activities Activities Activities
Address Address Address Address Address
Advisors Application Biographic Advisors Advisors
Application Biographic Citizenship Infor- |Application Application
mation
Biographic Citizenship Infor-  |Display Photo Biographic Biographic
mation
Checklist Display Photo Education Citizenship Information |Citizenship Information
Citizenship Information |Education Employment Courses Courses
Courses Interests Fundraising Display Photo Display Photo
Display Photo Parking Parking Education Education
Disposition Parking Incidents  |Parking Incidents |Employment Employment
Education Post Tuition Tcodes |Post Tuition Financial Aid Financial Aid
Tcodes
Employment Programs Schedule Health Health
Essay Memo Prospect Inquiry Tests: Additional ~ |Holds Holds
Details
Financial Aid Prospect Inquiry User Security Housing Assignment Housing Assignment
Extra
Health Relationships Housing Incidents Housing Incidents
Holds Schedule Housing Post Related ~ [Housing Post Related
Charges Charges
Housing Assignment Special Needs Housing Preferences Housing Preferences

Housing Incidents

Tests: Additional

Interests

Interests

Housing Post Related  |User Security Leave Status Leave Status
Charges

Housing Preferences Licenses Licenses

Interests Majors Majors

Leave Status Parking Parking

Licenses Parking Incidents Parking Incidents
Majors Payment Plans Programs

Parking Post Tuition Tcodes References
Parking Incidents Programs Registration

Post Tuition Tcodes Prospect Inq Relationships
Programs References Schedule
References Registration Special Needs
Registration Relationships Tests: ACT / SAT
Relationships Schedule Tests: Additional
Schedule Special Needs Transfer Registration
Special Needs Tests: ACT / SAT User Security
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Online Applicant (OA) Prospect[tive Stu- |Staff (SF) Student (ST) Withdrawn [Student]
dent] (PS) (WD)

Tests: ACT / SAT Tests: Additional

Tests: Additional Transfer Registration

Transfer Registration User Security

User Security
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND
FIELDS

Administration Security Faculty Security
User 1D | Enter your SONISWEB@® ID FIN | Enter your assigned PIN number
Passwaord l—_ E;;:;E::r SONISWEE® Faculty 10 I— Enter your ID
[ Administation Options —}— Click this button Faculty Options Click this button
HOME HOME
o Figure 85 Administrator login e Figure 86 Student and other login

To log in as an administrator, select that option from your Web page. The standard
SONISWEB® login pages look like Figure 85 or Figure 86.

Toolbar
il o - -
S NISWEB Logout Hames Courses Financials Systems Repaorts
[ —————rd |
Course: Add [ Edit 5 3 - 1
_ Status Bars ~ection: List

Course: Fees Add /Edit EEm

Course Cancel Campus Year Sem. Session. Sect. Time Instructor

DAMEITR W Centerville Main Campus 200304 2 1 RO [y el HIEIE Jehnson, Dals

1:50pm, BAT 1:00pm-1:50pm
WON 1:00pm-1:50pm, WED 1:00pm-
1:30pm, SAT 100pm 1 50pm Johnson, Dale

LARIES0Z Cetterville Main Campus 200001 2 1

Function List

N\ Selectable Links

e Figure 87 Typical SONISWEB® Page

Figure 87 is a typical SONISWEB® page. The actions authorized in your profile appear at
the top, called the Toolbar.

When you make a selection from the Toolbar, the applicable Function List appears on the
left. Only the functions authorized in your assigned profile and your individual limits and
privileges appear. Some might have only Courses in the toolbar and only Course: Add/Edit

for functions.

Not apparent on the display is whether or not the profile permits editing or changing the in-
formation. Once the you select a function from the list on the left, you will see a Submit or
similar button at the bottom of the display if you have the permissions to add, edit, or delete
the data.

By clicking a Status Bar you quickly return to the “person” or the “course” you were proc-
essing even if you left it temporarily to look at a financial display or a report. Of course, if
you have not selected a person with Names or a course with Courses, there will be no
Status Bars at the top.

In Figure 87 click an underlined Selectable Link and you go to that record.
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———Arrow-Pulldown———— Entry Field

|Spring v IJoh\nl ‘ Need info on scholarships 4l
| for handicapped students.
Fnatlelrsess \ Also need to know about
. . wheelchairaccess. Can |
Click the arrow Spring Type the data park a van nearthe dorm? >
< >
Click your choice \ /

Use arrows to bring text into view

—Multiple Choice Checkboxes— ~Single Choice Radio Buttons—

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

Please Send Brochure [] /

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

Click your choices;
check mark means selected

Figure 88 Arrows, Fields, Checkboxes and Buttons

SONISWEB® prompts you for information with windows like those in Figure 88. Use your
mouse to click your selection.

m  Once you have made your selection(s), you must click an action button; usually it is
Submit, Delete, Reset, etc.

m  For Entry Fields, click the beginning of the field so you don't get any blanks inserted
in front of your entry.

m  With Multiple Choice Checkboxes, each time you click a box it goes from selected
(check mark) to unselected (no check mark). Click it again and it is selected, etc.

m  Radio Buttons allow only one to be selected; when you click one, all the others are
turned off.

Some SONISWEB® lists permit you to make multiple choices. It works just like most PC
spread sheet software.

m  To pick two or more in a series, click the
top selection, hold down the Shift key on
the keyboard and click the bottom item
in the series. Release the shift key and
they ate selected as shown on the left and * Figure 89 Selecting Multiple Choices
middle of Figure 89.

m  To pick two or more that are not adjacent, click the first item, hold the Ctrl key on
the keyboard, select the next item and the next, etc. When you have picked the last

item you want, release the Ctrl key and you see the selections like those on the right
of Figure 89.
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