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You offer different degrees and certificates from those of other institutions.  Some 
of your grades differ from those of other schools.  You have your own financial 
transaction codes.  You may not have any divisions.  The SONISWEB® tables let 
you define your standards rather than use some larger “standard” shared by all 
SONISWEB® users.  There are a lot of tables, but once set up, they require little 
maintenance. This document tells you how to configure and maintain most of the 
tables. Some tables only make sense in context, so they’re described in other manu-
als.  Reference to those tables and to the appropriate manual are given.  Closely re-
lated are the texts “Administration” and “System Variables Configuration & Mainte-
nance”. 

If you know the table you want to configure or change, go to the Table of Contents 
on page 2 that has them listed in alphabetic order.  Guidance on how to add or edit 
tables starts on page 9. 
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NEW IN THIS EDITION 
June 2006 Enhancement 

� “Calendar Academic and Calendar Events”, page 25. 

� The removal of the “Disposition Codes Table”. 

� “Guarantor Table”, page 46. 

� “Lender Table”, page 57. 

� “Room Attribute Table”, page 72. 

March 2006 Initial Release 

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

� Figure 1 Toolbar for those with User-ID access and Figure 2 Function Lists1 - Par-
tial on page 6. 

� Figure 130 Login Displays and Figure 131 Typical SONISWEB® Page, page 89. 

� Many of the tables have changed, mostly with fields added.  There are new tables.  
See the “Table of Contents” under Tables in Alphabetical Order to find a table and 
see if it has changed. 
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NAVIGATING THE FUNCTIONS 

 

• Figure 1 Toolbar1 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: 

� The Profile selected when you 
were issued a User-ID and Pass-
word. Typical Profile categories 
are the Registrar, the Registrar’s 
staff, the Financial Officer, Admis-
sions staff, Deans, etc. One profile 
covers all the people in each staff 
category. 

� The individual limits specified for 
you when you were issued a User-
ID and Password.  Typical limits 
are preventing access to faculty 
and staff personal records. 

� The privileges added for you 
when you were issued a User-ID 
and Password.  The right to “Make 
Grades Official” or “View and 
Change PINs” are examples. 

1. Click Systems2 in Figure 1 to get the 
selections shown in Figure 2.  

                                                 
1 You only see what you’re authorized to see by your Profile and individual Limits and Privileges.  So your choices may be fewer than these. 

2 For guidance in logging on, see Getting Started - Log in and the use of Tabs, Button and Fields on page 89. 
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In order to insure the integrity and accuracy of all data, the tables should be changed 
during a period when no other user is logged on.  It’s best to make these changes 
during hours and days when others will not be entering information that uses these 
tables.  It’s very confusing to users to find an item in a pulldown3 menu for one stu-
dent and find it missing for the next because you just changed the table! 

2. Most of the tables are accessed by clicking Table Maintenance in Figure 2.  

3. A few major tables are accessed directly from 
Figure 2. 

4. After clicking Table Maintenance, select a table 
from the list in the center of the display shown 
in Figure 3.  They are in alphabetical order.  
See the “Table of Contents” (page 2) for the 
list of tables. 

If you know the name of the table you 
want, click the first item in Figure 3 once, 
then type the first letter of that table.  For 
example, if you want the Grades table, 
click the top item, press the G key on your 
keyboard and you quickly go to the first table name that starts with a G. 

 

• Figure 3: System administration tables 

5. Click the Submit button and the table is presented. 

 

• Figure 4 Tables Accessed via Table Maintenance 

Figure 4 is a list of the tables that you access by clicking Table Maintenance in Figure 2. 

                                                 
3 See Figure 132 on page 90 for guidance in using these. 



S  NISWEB®

 

Table Configuration & Maintenance 8 June 2006
 

FINDING INFORMATION IN THIS AND OTHER MANUALS 
� Disabled Checkbox or Field, page 12. 

 

• Figure 5 Adobe® Find and Search 

� New in this Edition, page 5. 

� Purpose of the tables, page 9. 

� Rules in setting tables, page 10. 

� Table of Contents, page 2. 

� Tables in Alphabetical Order, page 14. 

� If you don’t see what you need in this man-
ual, you can use the Adobe® find or search functions illustrated in Figure 5. It allows 
a Google®-like search4 by word or phase. 

Diagnosing and Fixing Problems 
First check “Rules” on page 10.  If that doesn’t help you resolve the problem, see the text 
“Messages, Errors, and Diagnosis”. 

Setting Your Browser for Proper Function and Security 
Internet Explorer5 (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. 

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

5 Only Internet Explorer (IE) version 5.5 or later is supported for administrative use. 
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TABLE MAINTENANCE 
Table maintenance is an infrequent activity.  You do a lot of it when you first configure the 
system.  After that, you change very few tables and those only once or twice a year.  Because 
it is infrequent, this text starts with some table background information then guides you in 
changing the tables.  You can skip this introduction and go directly to the table you want in 
the “Table of Contents” (page 2) that lists the them in alphabetical order. 

You must have authorization through your role-based profile to access these tables.  See 
your SONISWEB® administrator if you cannot access them but think you should. 

Purpose 
You offer different degrees and certificates from those of other institutions.  Some of your 
grades differ from those of other schools.  You have your own financial transaction codes.  
You may not have any divisions.  The SONISWEB® tables let you define your standards 
rather than use some larger “standard” shared by all SONISWEB® users.  There are a lot of 
tables, but once set up, they require little maintenance. 

The Context for the Tables 
Many of the tables are tied to a context for which there is a special text.  For example, the 
use of the Curriculum Code table (page 33) becomes clear by reading the SONISWEB® text 
“Degree Audit”.  The Building Type table (page 24) makes sense after you see the “Room, 
Building & Campus Records” text. Those texts are referenced for each table as it is covered 
below. 
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Rules 
� In most cases you can-

not delete an entry (row) 
in a table once it has 
been used.  That is criti-
cal for grades, course 
sections, transaction 
codes, or anything that 
affects the integrity of 
transcripts or financial 
transactions.  Figure 6 illustrates such a deletion denial.  You can, however, disable 
an item so it cannot be used.  See “Disabled Checkbox or Field” on page 12 for that. 

 

• Figure 6 Deletion Prevented 

� Most table fields (see “Layout” below) must have 
something in them.  You cannot leave them blank.  
If you do not fill them in you get an error window 
like Figure 7.  

� You find “custom fields” in most tables as you see 
in the three variants in Figure 8. They are used by 
the SONISWEB® developers to add unique fea-
tures that certain customers have contracted for.  
You must put values6 in these fields if they are not already present. 

 

• Figure 7 Error for 
an Empty Field 

• For a field with “ce” or 
“Char” in its title, enter an 
alphanumeric character.  X is 
a popular entry. 

 

• Figure 8 Custom Fields 

• A field with “ne” or “Int” in 
its title, needs a digit.  “Int” 
means integer with 0 (zero) 
the most common entry. 

• Fields with “le” or “Log” are binary logic fields that must have either a 1 (digit 
one) or a 0 (digit zero, not the letter O) in it. 

A new column-field added via a SONISWEB® Script may be empty.  It only needs 
to be filled when you make a change to it or add a new record. 

                                                 
6 You’ll see some empty columns in the demonstration database.  They’re from earlier versions of SONISWEB® that didn’t offer custom 
fields.  The system does not require them to be populated until a change is made. 
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� You can only enter or change a field that 
is within an edit box as shown in Figure 9.  
Those fields not in a box cannot be 
changed.  

� You should not use special characters or 
punctuation such as ‘ @ “ ; # * & etc. in a 
table.  The software may look at those 
characters as commands.  If that happens, SONISWEB® gives you an error mes-
sage; sometimes the system will malfunction. 

 

• Figure 9 Changeable and Unchangeable Fields 

� You must enter IDs for 
some rows (entries).  Some 
are generated automatically.  
You see the difference in 
Figure 10.  

 

• Figure 10 User versus System Generated Codes Layout 
Tables are laid out in rows and col-
umns. 

� A row is a record, also called an entry.  In the Grades table (Figure 11) there is a row 
for the grade of A, another for D, etc.  In the Semester table there is a row for se-
mester 1, another row for semester 2, and a third for semester 3. 

� An item in a column is called a field and contains the value.  In the Grades table, the 
fields in the Grades column contains the characters A, B, C, D, etc.  The Points col-
umn in the grades table aligns with the grade points given for that grade such as 4.0, 
3.0, 2.0, 1.0, etc. 

 

• Figure 11 Table Add, Edit, and Columns 

As Figure 11 illustrates, you can add a new row or entry.  You can change – called Edit – an 
existing row or entry. To Add a row, click the ADD button.  To edit a row, click the button 
for that entry. 
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• Figure 12 Table During Edit or Add 

A table record (row) looks like Figure 12 while editing or adding an entry. Of course while 
adding, most of the fields are empty until you fill them in. 

Table Technical Details 
The SONISWEB® data dictionary shows each table in great detail.  The dictionary is a Sys-
tems function.  This is the Grades table from the data dictionary. 

Table Column Type Length Keys Column Type Length Keys 

grades disabled bit/log 1   grade char 5 PK_grades 

  grades_ce1 char 10  grades_ce2 char 10  

  grades_ce3 char 20  grades_de1 date 8  

  grades_fe1 float/dec 8  grades_le1 bit/log 1  

  grades_ne1 int 4  high int 4  

  incomp_grd bit/log 1  low int 4  

  nocnt_cred bit/log 1  notinc_gpa bit/log 1  

  passing bit/log 1  pf bit/log 1  

Edit Notes 
Certain fields and columns have special meaning. 

Custom Fields6  

As described in “Rules7”, these allow RJM Systems, Inc. to added custom data for customers 
with unique data requirements.  Enter a 0 in int7 fields, an X in char7 fields, and a 0 (zero not 
O) in the log7 fields.  If these fields are used by your institution, you will receive special in-
structions on their use. 

Disabled Checkbox or Field 

This is a binary “switch” that tells SONISWEB® not to show the entry in a pulldown3 menu 
if there is a 1 (True) in the Disabled column or to show it if it contains a 0 (False).  (Some-
times you will see a checkbox3 instead of a field with a 1 or 0.)  Since you cannot delete an 
entry once it has been used, disabling it is the only way to take it out of service.  It also al-
lows you to keep an entry for historical reasons but prevents your SONISWEB® users from 
having it as a selection for new records. 

                                                 
7 See “Rules” on page 10. 
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System Generated Table ID 

It means that you enter nothing; SONISWEB® generates the entry 
and inserts it for you.  You cannot change it. Figure 13 is an exam-
ple.  See Figure 10 for another example. 

 

• Figure 13 System Gener-
ated Code 
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TABLES IN ALPHABETICAL ORDER 

Unless otherwise stated in the introduction to the table, you click Table Maintenance in 
Figure 2, get the table-list shown in Figure 3, pick the table by name, and then click the 
Submit button. 

Academic Status Table 

 

• Figure 14 Academic Status Summary Table 

This table can be used8 for transcripts and may be used in financial aid reports. 

Click the code for an existing status or the Add button to get Figure 15. 

 

• Figure 15 Academic Status Detail 

Check with your Registrar for the proper entries.  

                                                 
8 Most institutions have unique transcripts and often special reporting needs so they modify the original SONISWEB® reports or create 
their own.  Whether or not this table is used by your institution depends on how it structures its reports. 
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Activities Table  

 

• Figure 16 Activities Table 

In Figure 16 you see an alphabetical list in Activity Code order. 

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

 is the code defined when the activity was initially entered. 

 is the description for the activity. 

 tells you whether or not it is a timed letter or e-mail note and what status9 of 
persons it is for. 

 if “Y” means this activity can be requested via a student, alumni/ae, etc. from 
their online access to SONISWEB®. 

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

 are buttons that let you move through the list of activities. 

 to add a new activity. 

 to add an activity that can be directly requested by a student, alumni/ae, 
etc. from their online access to SONISWEB®. 

1. To add a new activity, click the “Add” or “Add Request” button.  To edit an existing ac-
tivity, click the underlined Activity Code ( ) for that entry.  In either case, you get a 
display like Figure 17, although it is blank for a new entry. 

                                                 
9 Status is the role a person has in your institution.  Examples are PS for Prospective Student, AL for Alumni/ae, ST for Student, etc. 
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• Figure 17 Activity Record 

2. Enter or change the data in the table. 

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

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

Disabled checkbox10; to disable this activity so it can no longer be selected, click the 
box until a checkmark appears.  To enable the activity selected, click the box until it 
is empty. 

Letter radio button10; a filled circle means this activity is a timed letter and will ap-
pear as a choice when selecting timed letters.  Click the radio button until it is filled if 
this is a timed letter activity. 

E-Mail radio button10; a filled circle means this activity is a timed e-mail note and 
will appear as a choice when selecting timed e-mail.  Click the radio button until it is 
filled if this is a timed e-mail activity. 

 
10 See page Figure 132 for guidance. 
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Neither radio button10; a filled circle means it’s neither a timed letter nor an e-mail 
note. 

Delta Days is a trigger that makes a person eligible for a timed letter.  See “Timing 
and ‘Delta Days’ Explained” on page 18. 

Status usage is shown in Figure 
18.  

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

 

• Figure 18 Status and Activities 

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

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

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

E-Mail Salutation lets you personalize the note.  See “Salutation Choices” on page 
18 for the choices. 

Memo: 

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

If the Letter or the E-Mail radio button is blank, it is only a comment to fur-
ther describe this activity.  

E-mail Attachment is an op-
tion if the E-Mail radio button 
is filled. You enter the file 
name of something you want 
to attach to the note.  It can 
be anything that your e-mail software permits.  In Figure 19 it’s a picture of the class 
rings available to seniors.  Send any files you want to attach to the SONISWEB® 
administrator to be placed in the SONISWEB® Batch folder11 so you can attach 
them. 

 

• Figure 19 E-Mail Attachment Example 

                                                 
11  Using Web Options, your SONISWEB® administrator can change the directory-folder used for these attachments. 
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3. Click the Reset button to clear what you entered and start over. 

4. Click the Submit button to store what you entered.  That yields Figure 16. 

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

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

� You fill in the Inquiry Detail Record for a prospect. Typically your recruiting plan12 
specifies that three e-mail notes or letters are to be sent, so you set up three activities.   

The first e-mail note is sent the next time you run Timed E-Mail.  In Figure 17, 
E-Mail is checked, Stop on App. is checked, and Delta Days = 0. (If an ap-
plication is recorded before this first e-mail note is sent it will not, of course, 
be sent.) 

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

A third is sent in 60 days if an application has not been received. In Figure 17, 
you check E-Mail, Stop on App., and set Delta Days to 60. It is sent anytime 
you run Timed E-Mail after 60 days has passed if an application has not been 
received. 

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

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

First Name: you enter #first_name# 
Last Name: you enter #last_name# 
Middle Initial: you enter #mi# 
Prefix such as Mr., Ms., Prof: you enter #prefix# 
Suffix such as Jr., III: you enter #suffix# 
Maiden Name: you enter #maiden# 

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

                                                 
12 See the text “Recruiting Prospective Students”. 
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Additional Fees Table 

Click Additional Fees in Figure 2. 

 

• Figure 20 Additional Fees Table 

These are fees that apply to groups of students. Setting them is in the manual “Financial Re-
cord-keeping & Billing”. 

Address Types Table 

 

• Figure 21 Address Type Table 

This table is used when entering addresses.  The Address record is described in “Students, 
Faculty, Applicant and Alumni/ae Record-keeping”. 
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Admissions Disposition Table 

 

• Figure 22 Admissions Disposition 

See the text “Applicant Checklists, Activities, and Disposition” for the use of this table. 

Affiliation Table 

Click Affiliation in Figure 2 

 

• Figure 23 Affiliation Table 

This table covers all the financial ways students relate to your school.  You name the codes 
in this table as outlined in the SONISWEB® manual “Financial Record-keeping & Billing”.  
Then you put that affiliation code in the Biographic record of each student who qualifies.  
That’s covered in “Student, Faculty, Applicant, and Alumni/ae Re-cord-keeping”.  As you 
set up each course, you specify the affiliation codes that apply and what the per-credit-hour 
charges are under each affiliation code as shown in the text “Course & Section Processing”.  
You do the same for “flat fees” as described in “Financial Record-keeping & Billing”. 
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Agency Table 

 

• Figure 24 Agency Table 

See the text “Recruiting Prospective Students” to see how this table fits with the other tables 
used in recruiting. 

Application Activities 

Click Application Activities in Figure 2.  

 

• Figure 25 Application Activities 

These are the tasks for your staff related to an application for admission.  They’re defined 
using the text “Applicant Checklists, Activities, and Dispositions”.  The items applicants 
must provide are in “Application Checklist Items Table” on page 22. 
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Application Checklist Items Table 

 

• Figure 26 Admissions Checklist Items 

The items entered here make up a checklist of items the applicant must provide for all or 
part of the admissions process.  How to set it up is in the text “Applicant Checklists, Activi-
ties, and Disposition”.  Items your staff must do are covered in “Activities Table” on page 
15 and “Application Activities” on page 21. 
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Application Entry Date Table 

Click Application Entry Date in Figure 2. 

 

• Figure 27 Application Entry Date Table 

Your Registrar sets the official entry dates, you put them in this table, and they become a 
pulldown list for those entering entry dates.  Use the Previous and Next buttons to page 
through all the dates that are in date order.  Click the Add button to add a new date. 

Usually old dates that should not be used are disabled by clicking the 
underlined Entry Date in Figure 27 and clicking the Disabled check-
box so it can no longer be selected.  

 

Applications Fees 

Click Application Fees in Figure 2. 

 

• Figure 28 Application Fees 

If you charge to process an application for admission, this is where you set your fees.  Setting 
the fees in described in the text “Applicant Checklists, Activities, and Dispositions”. 
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Award Code Table 

Click Award Codes in Figure 2. 

 

• Figure 29 Award Code Table 

This table defines the names of the awards, scholarships, loans, etc. that you offer as finan-
cial aid.  The text “Financial Aid” guides you in filling in this table in the context of setting 
up financial aid. 

Do not remove the TB entry.  SONISWEB® needs one default entry; it cannot function 
with an empty table. 

Building Attributes Table 

 

• Figure 30 Building Attributes Table 

Building Attributes are used in the Rooms and Buildings function seen at the bottom of 
Figure 31. 
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Building attributes 
should include those 
for specialized build-
ing such as hospitals, 
clinics, chapels, and 
administration build-
ings as well as the more common classroom buildings and dormitories. 

 

• Figure 31 Use of Building Attributes 

See the “Room, Building & Campus Records” manual. 

Building Type Table 

 

• Figure 32 Building Edit or Add 

When establishing a building in the database, building type is a required entry.  It comes 
from this table.  The housing functions in SONISWEB® require buildings with a type code 
of DR in order to set up lodging rooms or apartments. 

Calendar Academic and Calendar Events 

 

• Figure 33 Bottom of the Home Page 

 At the bottom of the initial “Home” page are some options that includes Calendars.  Any-
one accessing your home page – whether or not they have an ID you’ve issued – can pick 
Calendars and see what you put in these two tables. 

Setting those calendars is covered in “Administration” manual. 
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Calendar Event Type Table 

 

• Figure 34 Calendar Event Type Entry 

The table is used in setting up Calendar: Events entries (“Calendar Academic and Calendar 
Events” above). 

Calendar Year Table 

 

• Figure 35 Calendar Year to School Year Semester 

This table is used in IRS 1098-T processing.  Its setup and use is covered in the text “Form 
1098-T Processing”.  It relates a school-year-semester to the calendar year in which each se-
mester falls so that the 1098-T forms are correct. 
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Campus Table 

Click Campuses in Figure 2. 

 

• Figure 36 Campus Table 

Figure 37 is for adding a campus.  Editing looks the same except you can’t change the Cam-
pus code while editing. 

 

• Figure 37 Edit Campus 

The edit version of Figure 37 has a Delete button at the bottom.  However, you can’t delete 
a campus if any buildings have been defined on it.   

You must reset users’ security setting when you add campuses.  See the text “Room, Build-
ing & Campus Records” for guidance. 

Category Table 

This table is tied to a series of other recruiting tables. The set up and use of this table is cov-
ered in the text “Recruiting Prospective Students”. 
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Color Table 

 

• Figure 38 Color Table 

The color table is used to customize your displays so they use colors of your choice.  You 
type the color into the table.  The name or code is any valid HTML13 color.  Both words 
(lightblue) and codes (#D3D3D3) are usable as long as they are valid for browsers.  Refer to 
an HTML text or search the Internet with the keywords “HTML” and “colors” for color 
charts and valid words or codes.  Be careful not to choose colors supported only by a limited 
number of browser brands or versions. 

The color table is used in the  function of Systems. 

See the SONISWEB® manual “Custom Fields, Web Pages, and Colors” for guidance in 
changing colors and customizing. 

                                                 
13 HyperText Markup Language, the basic means of displaying information on a Web browser. 
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Constituent Rating Table 

Every school has its preferred rating system for its Constituents and this table defines them.   

 

• Figure 39 Constituent Rating Table 

See the “Development & Fund Raising” manual for its use. 

Constituent Type Table 

You specify the types of constituents based on your development activities and fund raising 
campaigns. 

 

• Figure 40 Constituent Type Table 

See the “Development & Fund Raising” manual for its use. 
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Country Table 

 

• Figure 41 Country Table 

This table of standard country codes is especially valuable in the Citizenship student records 
for tracking visas, etc.  It can be an abbreviation like USA or the full name like Canada. 

County Table 

 

• Figure 42 County Table 

Some schools – notably community colleges – need to keep track of the resident county for 
each student.  This table provides standard county codes. It is best to make a list of all of the 
counties you expect to put in this table so that you can devise unique but memorable codes 
for each county. 
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Course Authorization Table 

 

• Figure 43 Course Authorization Table 

Some courses need the special authorization of the instructor, a department chair, or a dean 
for students to attend.  Once set up in this table, it is used in defining courses as described in 
the text “Course & Section Processing”. 

Do not delete the  No authorization required entry.  If you do, SONISWEB® will have 
no default value so it may malfunction. 

When the student, an advisor, or a staff member registers a student for a course requiring 
authorization, a message is displayed indicating that authorization is required.  The authoriz-
ing process is covered in the texts the “Faculty Handbook” and “Registration by Staff”.  

Course Equivalency Table 

Click Course Equivalency in Figure 2. 

 

• Figure 44 Course Equivalency 

The manual “Course & Section Processing” tells you how to set this table and warns you of 
the problems of doing it wrong. 
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Course Type Table 

 

• Figure 45 Course Type Table 

Course type provides a barrier, a categorization, or a warning while registering for course 
sections.  The use of Course Type is illustrated in the text “Registration by Staff”.  Your 
school may not require any course types. 

The table must have at least one entry so that SONISWEB® has a default value to use. Do 
not delete all of the codes, even if you do not need any for your school. 

Cultivation Activities Table 

 

• Figure 46 Cultivation Activities Table 

 

Cultivation activities are used only in development and/or fund raising.  If you do not use 
this part of SONISWEB®, you can ignore this table.  Its use is shown in the text “Devel-
opment and Fund Raising”. 
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Curriculum Code Table 

 

• Figure 47 Curriculum Code Table 

This table is used for degree audits.  If you do not currently use SONISWEB® degree audit, 
you can ignore this table until you need it. 

The Curriculum Code table is set up with in league with “Requirement Code Table” (page 
71) and the “DA:” series of Systems functions.  You should use the “Degree Audit” text for 
guidance in setting up this table.  
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Degree Table 

 

• Figure 48 Degree Table 

This is a list of two categories of degrees: 

1. Those granted by your institution.  They have a 1 (the digit one, computer code for 
“true”) in the “This Institution” column. 

2. Those held by your faculty, staff, alumni/ae, constituents, etc., but not granted by your 
school.  They have a 0 (the digit zero, meaning “false”) in the “This Institution” column. 

These degrees appear in pulldown3 menu lists throughout the system for record keeping and 
for academic tracking.  
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Department Table 

Click Department in Figure 2. 

 

• Figure 49 Department Table 

This table should include a list of all the departments available at your school.  It is used 
throughout the system.  Departments have special uses.  For example, in Degree Audit you 
can specify that a required course is acceptable only if it the version taught by a specific de-
partment.  For flat fees (page 40), department is a criteria for picking the student qualified 
for the fees. 

Disposition Activities 

Click Disposition Activities in Figure 2. 

 

• Figure 50 Disposition Activities Table 

This is covered in the “Applicant Checklists, Activities, and Dispositions” manual. 
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Division Table 

Click Division in Figure 2. 

 

• Figure 51 Divisions Table 

Many schools have no divisions. Divisions are most useful where you have very different 
student bodies that follow different schedules and pay different rates.  If you choose to have 
divisions, this table contains the information on them.  In academia, the divisions are often 
differentiated by defining the different cohorts of students.  Non-credit certificate students 
studying work-related subjects are often the professional development (ProfDev) cohort and 
so has a division defined for it.  Divisions are often used in defining differing flat fee tuition 
levels (see page 40). For flat fees (page 40), division is a criteria for picking the student quali-
fied for the fees. 

If you need help defining divisions, contact an RJM consultant at support@sonis.com or call 
the help line at 800-411-7208 for their experience assisting other customers. 

EDExpress (Financial Aid Year) Table 

This table is no longer used since “EDExpress 2” and “EDExpress2004…” use a different 
process. 
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Element Table 

 

• Figure 52 Elements Table 

These are the scoring elements used to compute a final course grade.  It is used in the 
weighting of scores as described in the text “Faculty Handbook”.  Enter the scoring ele-
ments that your faculty uses. 

Once the elements are established, the weighting criteria are set up in a Systems function 
Weighting Scale.  See the SONISWEB® Faculty text for more information. 
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Enrollment Status Table 

Use the manual “Financial Aid” to set up this table.  It’s connected to other tables used in 
financial aid, so that manual give you the context and the rules for setting it up. 

 

• Figure 53 Enrollment Status Table 

This table includes the ways your institution defines various enrollment conditions and is 
used in tracking academic progress. This is also used for eligibility for certain types of finan-
cial aid and in reports. 

Check with your financial aid staff and with your academic standards staff to set these en-
rollment status values correctly. 
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Ethnic Codes Table 

 

• Figure 54 Ethnic Codes Table 

This table should list all the ethnic codes used for categorizing persons at your institution. It 
is used in important enrollment listings that often lead to required government reports. 

Check with the staff responsible for government reporting to make sure that your ethnic 
codes correspond to those required by law.  For an example of its use, see the text “Enroll-
ment Reports for IPEDS and other reporting”. 

Events Table 

 

• Figure 55 Events Table 

Events are currently used only in development and/or fund raising.  If you do not use this 
part of SONISWEB®, you can ignore this table.  Its use is shown in the text “Development 
and Fund Raising”. 
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Flat Fee Filter 

Click Flatfee Filter 
in Figure 2.  

 

• Figure 56 Flatfee Filter 

See “Financial Re-
cord-keeping and 
Billing” for guid-
ance in using this 
filter table.  

Flat Fees Table 

 

• Figure 57 Flat Fees Table 

Don’t enter flat fees here, use the text “Financial Record-keeping and Billing”.  Setting them 
correctly requires the context given in that manual including the use of Affiliations and the 
issue of getting conflicting definitions. 
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Fund Raiser Codes Table 

 

• Figure 58 Fund Raiser Codes Table 

This table is used only in development and/or fund raising.  If you do not use this part of 
SONISWEB®, you can ignore this table.  Its use is shown in the text “Development and 
Fund Raising”. 

These codes are both financial transactions and selections used in “Pledge Payment” and 
“Pledge History” functions for Constituents.   

Because they are financial transactions, the codes assigned need to be coordinated with your 
financial staff so that (1) they are unique14 within your financial system, (2) your financial 
staff can assign them “code mapping15” for your accounting system, and (3) they have mean-
ing to those entering pledges and payments. 

                                                 
14 It is possible to have a code in Fund Raising Codes Table that is identical to a code in the Transaction Code table.  Make sure your finan-
cial staff agrees that this is correct and understands the complexity this adds to your financial records and to the auditing of those records. 

15 This is a table named Transaction Code Mapping.  It relates each  SONISWEB® transaction code to your chart of accounts and pro-
duces debit and credit journal entries for export to your accounting system.  See the “Financial Record-keeping and Billing” text. 
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Funds 

Click Funds in Figure 2. 

 

• Figure 59 Funds Table 

This table is used only in development and/or fund raising.  If you do not use this part of 
SONISWEB®, you can ignore this table.  Its use is shown in the text “Development and 
Fund Raising”. 
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Gender Table 

 

• Figure 60 Gender Table 

This gender table is used in the pulldown3 menus for the biographic record.  This gender en-
try must be in every student’s records for the reports needed to fill out IPEDS16 and other 
government reports.  See the text “Enrollment Reports for IPEDS and other reporting” for 
examples of the use of these data. 

“Unknown” is a valid gender where it’s known or yet to be determined.  An example is an 
unusual first name where the gender is not apparent. 

Giving Level 

This table is used only in development and/or fund raising.  If you do not use this part of 
SONISWEB®, you can ignore this table.  Its use is shown in the text “Development and 
Fund Raising”. 

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

 

• Figure 61 Grades Table 

This table contains information on your institution’s grading system and the numerical 
equivalents for each grade, as well as other important grading information.  Your faculty uses 
the data in this table to enter grade information and it is used when you create and print 
Transcripts or Semester Grade Reports.  

 

• Figure 62 Grades Table Entry 

Click either the Add button or one of the grade “buttons” in Figure 61 yields Figure 62. 

Disabled: 
Once you have used a grade you cannot delete it since “obsolete” grades are needed for tran-
scripts and grade reports on prior students.  You can disable a grade to prevent it from being 
used for current and future courses.  To disable a grade, enter a 1 (the digit one17) in this 
field.  You can enable the grade again by entering a 0 (the digit zero17). 

Exclude Faculty 
Typically faculty members assign grades using this table.  For grades that can only be given 
by deans or other senior persons, a 1 (the digit one17) in this field means that the grade is not 
offered to faculty assigning grades.  It can only be assigned by an authorized administrator. 

Grade: 
In this space, enter each alphabetical or numerical grade that appears on a student’s grade 
report and transcript.  Grades like A, C+, etc. are acceptable.  Only the grades in this table 
can be used for your courses. 

High/Low: 
Here you enter the high and low ends of the numerical range the grade represents.  For in-
stance a B+ may be equal to a high of 89 and a low of 86.  Make sure your faculty is aware of 

 
17 To the computer, a 1 means True or Yes, a 0 (zero) means False or No. 
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this setting since it is used in the faculty scoring system called “Gradebook”. See the text 
“Faculty Handbook” for information on Gradebook. 

Incomplete Grade: 
If this grade is considered an “incomplete” for the course, enter a 1 (the digit one17) in this 
field. Otherwise enter a 0 (the digit zero17). 

Not in GPA 
If this grade is not to be included in the students’ GPA you should enter a 1 (the digit one17) 
in this box.  Such grades are typically used for CEU18 or required-but-not-for-credit courses. 

Pass-Fail 

 

• Figure 63 Grades Table - Pass-Fail Example 

 If this is a pass-fail grade, enter a 1 (the digit one17) in this field.  Typically the letter grade 
would be P (passed), F (failed), S (satisfactory, passed), or U (unsatisfactory, failed).  Some 
courses and some students are set for pass-fail only and faculty can issue only one of your 
pass-fail choices. 

Passing Grades: 
If this grade is a passing grade, enter a 1 (the digit one17).  If not, enter a 0 (the digit zero17). 

Points: 
This represents the number of points to which the grade is equivalent.  This is used by 
SONISWEB® to calculate GPAs.  Typically, points are multiplied times the credits hours to 
compute the quality points for the course.  An A for a 3 credit course is 12 quality points, a 
C yields 6 quality points, etc. 

Repeat Grade: 
If this grade is for a course being taken over again, it is a Repeat Grade and you should en-
ter a 1 (the digit one17).  If it is not a repeat grade, enter a 0 (the digit zero17).  This is op-
tional.  Those schools that show repeat grades on transcripts and/or grade reports use this 

field.  is an example. 

Uncounted Credits: 
Credits count in two ways, in computing the grade point average (GPA) and for graduation 
requirements.  A 1 (the digit one17) in this field means the credits are not used in computing 
the GPA but still count in the credit total. A 0 (the digit zero17) means the credits are used in 
computing the GPA.  

                                                 
18 Continuing Education Units. 
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Guarantor Table 

Loans as part of financial aid require Lender (page 57) and Guarantor table entries. 

In Figure 64 click a “Guaran-

tor ID” button (such as ) 
to change the description or 
the Add button to add a new 
guarantor. 

 

• Figure 64 Guarantor Table 

 

• Figure 65 Guarantor Entry 

An entry looks like Figure 65.  
For a new entry you enter the 
“Guarantor ID” that be-
comes the button in Figure 
64.  For an existing guarantor 
like Figure 65 you can change 
the Description but not the 
ID.  If it’s never been used, 
you can delete an entry. 
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Health Immunizations (and Tests) Table 

 

• Figure 66 Health Table 

Here you list all the applicable health immunizations required at your institution.  You can 
also include required medical examinations.  Medical schools have a very long list and keep 
detailed records of the immunization status of their students and faculty.  A short list may 
suffice for your school. The text “Students, Faculty, Applicant and Alumni/ae Record-
keeping” shows the health records kept for students, faculty, and staff. 

Housing - Additional Fees 

 

• Figure 67 Housing - Additional Fees 

These fees cover charges not included in the standard housing fees. Normally you fill in this 
table when setting up housing buildings and rooms following the processes outlined in the 
“Housing” text. 
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Housing Attributes Table 

 

• Figure 68 Housing Attributes Table 

These attributes are used when defining housing rooms.  They are then used in assigning 
students or faculty to dorm rooms, apartments, or faculty houses.  Normally you fill in this 
table when setting up housing buildings following the processes outlined in the “Housing” 
text. 

Housing Incidents Table 

 

• Figure 69 Housing Incidents 

If you record housing incidents – vandalism, damage, misbehavior – in student records, this 
table serves as the list that your staff uses for recording them. Normally you fill in this table 
when setting up housing buildings following the processes outlined in the “Housing” text. 
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Inquiry Types Table 

 

• Figure 70 Inquiry Types Table 

Here you list all the ways a prospective student makes initial contact with your school.  This 
is helpful in tracking the effectiveness of different recruiting techniques in prospect reports. 
To see how this table is used, see the text “Recruiting Prospective Students”. 
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Institution Table 

Click Institution: Add/Edit in Figure 2. 

This table lists all the institutions that you deal with.  It’s used in establishing Education re-
cords for faculty, staff, incoming students, applicants, and alumni/ae.  Institutions are added 
during the entry of Transfer Courses in the text “Course & Section Processing”.  They’re 
added when entering Education Records as shown in “Student, Faculty, Applicant, and 
Alumni/ae Record-keeping”. 

 

• Figure 71 Institution Table Search 

To make sure you don’t enter the same institution several times with variant spellings, you 
start with a search illustrated in Figure 71. 

� If you’re not sure if the institution was entered as a College, University, or Profes-
sional school, pick the blank Type in Figure 71.  That way you’ll find it whatever its 
type. 

� 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 “St”. 
without the period.  You get all likely spellings of it, as well as St. Joseph and a few 
others.  Be creative; try .Saint. as well.  

Based on the search, you get a list like Figure 72. 
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• Figure 72 Institution List 

If you see the institution in the list, click the radio button then click the View button. 

 

• Figure 73 Institution Entry 

Figure 73 is typical where you click the Add button in Figure 71.  When you make a selection 
from Figure 72, you get an Delete button, but you can’t delete an institution if it’s been used.  
In Figure 73 enter all you know and need to know about the institution.   

If this is for your institution, you click Home Institution until a checkmark appears.  There 
can be only one Home Institution, yours!  This home institution record is used to create new 
Education records for incoming students. 
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Institution Type Table 

 

• Figure 74 Institution Type 

 This table is used to add new institutions.  Mostly, SONISWEB® users search for an insti-
tution by type when entering student or faculty Education records. 

The use of institution type is shown in the texts “Course & Section Processing” for transfer 
courses, “Applicant Checklists, Activities, and Disposition” for educational references, and 
“Students, Faculty, Applicant and Alumni/ae Record-keeping” for faculty, staff, and 
alumni/ae education records. 
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Instruction Type Table 

 

• Figure 75 Instruction Type Table 

You categorize your course sections with this table.  It is entered when you set meeting times 
for a course section. 

 

• Figure 76 Section List Meeting Times - Compressed Display 

Figure 76 shows a highly compressed version of the meeting times display with the instruc-
tion type pulldown3 menu.  What appears in this menu is what you entered in Figure 75.  It 
is used in the “Course & Section Processing” text. 
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Interest Level Table 

 

• Figure 77 Interest Level Table 

This table lists the standard terms for prospective student and applicant interest levels. They 
are used to estimate the incoming class size.  See the text “Recruiting Prospective Students” 
for more information. 

Interest/Organizations Table 

 

• Figure 78 Interests & Organizations Table 

Any person in the SONISWEB® databases can have Interests and Organizations records as 
outlined in “Students, Faculty, Applicant and Alumni/ae Record-keeping”.  This table is a 
list of standard interest and organization names you want used in your people-records. 
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If you are dealing with the interests of Constituents for development and fund raising, the 
tables “Cultivation Activities Table” (page 32) and “Events Table” (page 39) may be better 
choices than the Interests and Organizations table. 

Job Class Table 

This table is used for the Employer job-posting function. 

 

• Figure 79 Job Class Table 

See the manual “For Employers”. 

Leave Reason Table 

 

• Figure 80 Leave Reason Table 

This table lists the reasons for a leave granted by your school.  This table forms the pull-
down3 list used when the Leave record is filled out as shown in the text “Students, Faculty, 
Applicant and Alumni/ae Record-keeping”.   This is not just for students.  You can include 
sabbaticals, faculty loans, government service, and other leaves granted faculty and staff.  
Leaves can be anticipated since a person’s Leave record contains start and end dates. 
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Leave Type Table 

 

• Figure 81 Leave of Absence Type 

Here you list the types of leave recognized at your school.  This becomes part of the records 
for any person who has been granted an official leave.  

Reenter Update: 
These are not used by SONISWEB®. Set this to 0 (the digit zero17). 

Withdraw Update: 
These are not used by SONISWEB®. Set this to 0 (the digit zero17). 
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Lender Table 

Loans as part of financial aid require Lender and Guarantor (page 46) table entries. 

In Figure 82 click a “Lender 
ID” button (such as ) to 
change the description or the 
Add button to add a new 
lender. 

 

• Figure 82 Lender Table 

 

• Figure 83 Lender Entry 

An entry looks like Figure 83.  
For a new entry you enter the 
“Lender ID” that becomes the 
button in Figure 82.  For an ex-
isting lender like Figure 83 you 
can change the Description but 
not the ID.  If it’s never been 
used, you can delete an entry. 
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Levels Table 

 

• Figure 84 Levels (year) Table 

This table includes the academic levels at your school.  It is used in level pulldown3 menus 
for courses, students, degree audit curriculum tables, etc. 

Level Text:  
Some SONISWEB® functions – Flat Fee setup, for instance – use the text instead of the 
number, so the text should correctly reflect the level. 
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Licenses (and Certificates) Table 

 

• Figure 85 Licenses (and Certificates) Table 

This table is the list of licenses and certificates held by students, faculty and alumni/ae.  As 
noted in the text “Students, Faculty, Applicant and Alumni/ae Record-keeping”, some insti-
tutions list certificates in this license table, some treat certificates like diplomas and put them 
in the educational background record, some classify certificates, putting some in this licens-
ing table, others in educational records.  See your academic authority to determine what 
should be in this table. 

Caution: this is a table where it’s tempting to use invalid characters in the table, such as 
“Master’s Papers” instead of the valid “Masters Papers” for a ship Captain’s license.  As 
noted in “Rules” on page 10, be careful what you put in the tables! 
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Major/Minor Table 

 

• Figure 86 Major (and Minor) Table 

This table lists all the majors and minors available at your school.  It is used throughout the 
system for record keeping and academic tracking. These choices are used mostly in the Ap-
plication record (see the text “Applicant Checklists, Activities, and Disposition”) and the 
Majors record (in the text “Students, Faculty, Applicant and Alumni/ae Record-keeping”). 

Disabled Major & Disabled Minor: 
As noted in “Disabled Checkbox or Field” (page 12), usually you disable an entire entry.  In 
this table you can disable an entry as a major, as a minor, or both.  For example, if you dis-
able History as a minor, the major pulldown3 menu will show it but it will not appear in the 
major and the minor pulldown3 menus. 

See the sometimes-related “Programs Table” on page 65. 



S  NISWEB®

 

Table Configuration & Maintenance 61 June 2006
 

Marital Status Table 

 

• Figure 87 Marital Status 

 The entries in this table are used in each person’s biographic record as shown in the “Stu-
dents, Faculty, Applicant and Alumni/ae Record-keeping” text. 

Parking Incidents Table 

 

• Figure 88 Parking Incidents Table 

Like Housing Incidents (page 48), you may choose to keep records of parking incidents in 
people’s records.  If so, you define them here and use them as shown in the text “Parking”. 
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Parking  Zones Table 

 

• Figure 89 Parking Zones Table 

This table names the parking lots and garages for which your institution issues permits.  Its 
use is illustrated in the text “Parking”. 

Payment Plan Codes Table 

 

• Figure 90 Payment Plan Codes Table 

This and “Payment Plans Table” below is part of setting up optional payment plans. Setting 
them is in the manual “Financial Record-keeping & Billing”. 

Payment Plans Table 

Click Institution: Add/Edit in Figure 2. 

 

• Figure 91 Payment Plans Table 

You set them up in “Payment Plan Codes Table” and define the 
plans by clicking a payment plan in Figure 91.  How to set up an 
optional payment plan is in the manual “Financial Record-
keeping & Billing”.  
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Pell Grants Table 

Click Pell Grants in Figure 2 to get Figure 92. 

 

• Figure 92 Pell Grants Table List 

 

• Figure 93 Pell Grants Table 

Click an entry in Figure 92 to get Figure 93.  Don’t fill this table here.  Use the 
SONISWEB® text “Financial Aid” for guidance. 

Pledge Activities 

The pledge tables are described in the SONISWEB® text “Development and Fund Rais-
ing”. 

Pledge by Event Table 

The pledge tables are described in the SONISWEB® text “Development and Fund Rais-
ing”. 

Pledge: TCodes Mappings Table 

The pledge tables are described in the SONISWEB® text “Development and Fund Rais-
ing”. 
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PowerFAIDS® Setup Table (Financial Aids Semesters)  

 

• Figure 94 Financial Aids Semesters 

The PowerFAIDS® table is how you tell SONISWEB® the profile that the PowerFAIDS® 
staff sent you.  It is typically updated each semester as described in the “Financial Aids” text.  
See that text for more information on filling in this table. 

Prefixes Table 

 

• Figure 95 Prefixes Table 

This table is the list of prefixes that should proceed the name. You can have prefixes and ti-
tles up to 20 characters each.  They can be extended like “The Rt. Rev. Dr.” for an Anglican  
bishop with a doctorate.  Prefixes are selected from a pulldown3 menu in the Biographic re-
cord as shown in the “Students, Faculty, Applicant and Alumni/ae Record-keeping” text.  

Program Type Table 

Click Program Type in Figure 2. 
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• Figure 96 Program Type Table 

This table is linked to the “Programs Table” (page 65).  It’s complicated with maximums and 
types of fees, so see the text “Financial Record-keeping and Billing” for instructions on set-
ting the financial values in this table.  

Programs Table 

Click Programs in Figure 2. 

 

• Figure 97 Programs Table 

Here is where you list the programs at your institution. Programs are initially entered in the 
applicant records as described in the SONISWEB® text “Applicant Checklists, Activities, 
and Disposition”.  Once admitted, you typically use the Programs record as illustrated in the 
text “Students, Faculty, Applicant and Alumni/ae Record-keeping”. 
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• Figure 98 Programs Table Detail Record 

Clicking the underlined Program Code or the Add button yields a detail record like Figure 
98. 

Program Code 
This is entered when you Add at new program.  It should be descriptive. 

Program 
This is the description of the program. 

CIP_Code 
This is the “Classification of Instructional Programs” (CIP) code, a six-digit standard code 
that classifies instructional programs for most academic institutions. 

CIP codes are especially important for the transfer of course credits.  Their use is shown in 
the section on transfer courses in the text “Course & Section Processing”. 

Type 
In Figure 98 you use the pulldown3 under Type to pick one of the fees set in “Program Type 
Table” (page 64). 

Disabled 
This checkbox3 disables the program so it’s not shown on pulldown menus nor can it be se-
lected.  To disable a program, click the checkbox until a checkmark appears.  To enable a 
program, click the checkbox until it’s blank. 

Exclude Outside System 
When this checkbox3 is blank anyone accessing the Catalog function on your Web Home 
page sees this program in the list of Programs.  To prevent this program appearing, click the 
checkbox until a checkmark appears.  To permit the program to be shown in the list, click 
the checkbox until it’s blank. 
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Recommendation Table 

 

• Figure 99 Recommendation Table 

 The entries in this table provide a pulldown3 list for the References record.  See the texts 
“Students, Faculty, Applicant and Alumni/ae Record-keeping” and “Applicant Checklists, 
Activities, and Disposition” for examples. 

Recruiting Plans Table 

This is described in the “Recruiting Prospective Students” manual. 

Referred By Table 

 

• Figure 100 Referred By Table 

This table defines the standard sources that refer prospective students and applicants. This is 
used for reports that show how your prospective students found your institution.  Refer to 
the “Recruiting Prospective Students” text and discuss the analysis needs with your recruit-
ing staff to determine what should be in this table. 

Exclude Outside System is not currently used. 

Refund Filter Settings 

This is described in the “Financial Record-keeping & Billing” manual. 

Refund Settings Table 

This is described in the “Financial Record-keeping & Billing” manual. 
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Registration Activities 

Click Registration Activities in Figure 2. 

This picks the activity that want triggered by the on-line registration of a student. 

You scroll through Figure 101 
to find the activity you want 
triggered by enrollment.  You 
pick the activity then click the 
Submit button.   

 

• Figure 101 Registration Activity Selection 

Note the > symbol in Figure 
101 that shows the selected ac-
tivity. 

 

• Figure 102 Registration Activity E-Mail Note Example 

Typically it’s a timed e-mail note to the student saying “you’ve been enrolled for the semes-
ter” illustrated in Figure 102.  You set it up in “Activities Table” (page 15). 
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Relation Join 

Click Relation Join in Figure 2. 

You set up the standard rela-
tionships that can be used in 
people-records.  It’s especially 
valuable for, and its use de-
scribed in, “Development and 
Fund Raising”.  

 

• Figure 103 Relation Join Table 

The Relation pulldown choices 
in Figure 103 come from the 
relationships defined in Figure 
104. 
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Relationships Table 

 

• Figure 104 Relationships Table 

This relationship list is used when entering each person’s Relationships record. It also serves 
as the emergency contracts record. See the text “Students, Faculty, Applicant and Alumni/ae 
Record-keeping”. It applies to students, faculty, applicants, and “alums”. 

It’s also used in “Relation Join” above. 
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Requirement Code Table 

 

• Figure 105 Requirement Code Table 

This table is used for degree audits.  If you do not currently use SONISWEB® degree audit, 
you can ignore this table until you need it. 

The table is set up in league with “Curriculum Code Table” (page 33), and the “DA:” series 
of Systems functions.  You should use the “Degree Audit” text for guidance in setting up 
this table. 
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Room Attribute Table 

 

• Figure 106 Room Attributes Table 

This table is used in setting the attributes – facilities – of rooms for searches, especially using 
Room Finder. 

Rooms and Buildings 

 

• Figure 107 Room Edit or Add 

Click Rooms and Buildings in 
Figure 2. 

Use the manual “Room, Build-
ing & Campus Records” to set 
up this series of tables. 

SAP GPA 

SAP – Satisfactory Academic Progress – is used for financial aid and is covered in the 
SONISWEB® manual “Financial Aid”. 
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Section Table 

 

• Figure 108 Sections Table 

Here is where you list the course section numbers that you permit.  They appear in the pull 
down lists used during course section set up.  This controls the maximum number of sec-
tions that any course can have in a semester.  The use of this table in pulldown3 menus is 
shown in the text “Course & Section Processing”. 

Sort Order: 
This controls the order in which the sections are listed in the pulldown list.  If one or more 
sections has been given a number the sections are ordered first by the Sorting Order then by 
Section column.  If all are set to zero (0), for all sections they appear in the order of Section 
column. 
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Semesters Table 

For events that don’t start and/or end on the semester dates, add entries to the “Sessions 
Table” on page 75. 

 

• Figure 109 Semesters Table 

The semester start and end dates are changed every year since it defines the number of se-
mesters and their dates in your school year. Some institutions call them terms, quarters, or 
blocks. 

SONISWEB® uses dates to find scheduling conflicts so the dates need to be real and not 
overlap. 

Report Skip 
If a 1 (digit one) is in this field, the entry will not be offered on the report prompt. 

Semester End Date: 
The end date for the semester this year. 

Semester Start Date: 
The start date for the semester this year. 
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Sessions Table 

Sessions are time periods that don’t share the start and/or end dates of a semester.  They’re 
typically used for seminars, professional exam periods, etc. that are within a semester. 

 

• Figure 110 Sessions List 

First you see the existing sessions, if any in Figure 110.  The <BLANK> session is required 
since it’s the default when you set up a course section that uses the normal semester dates. 

Click underlined name of a session to edit  or disable it.  Click the Add button to add a new 
session.  

 

• Figure 111 Sessions Entry 

Enter, change, disable, or delete session as seen in Figure 111. 
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Special Needs Table 

 

• Figure 112 Special Needs Table 

 The entries in this table appear in a pulldown3 menu in the Specials Needs record for stu-
dents, faculty, staff etc.   See “Students, Faculty, Applicant and Alumni/ae Record-keeping” 
for that record. 
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Standard Fees Table 

 

• Figure 113 Bottom of the Home Page 

Standard fees are displayed to the public from your Web site.  See the “Administration” text 
for an example of what a Standard Fee display looks like and where it is used. 

 

• Figure 114 Standard Fees List 

The fees are displayed to the public in alphabetical order by “Fee Description” so use that 
description to get the order you want.  Fees in Figure 114 are not in the same order as the 
public display. 

 

• Figure 115 Standard Fee Entry 

Figure 115 is a typical fee entry. 
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States (and Provinces) Table 

 

• Figure 116 States (and Provinces) Table 

This table contains codes and descriptions for the states within the United States from which 
you draw your students. RJM Systems furnishes a basic table with SONISWEB®.  Those in 
other nations can use this table for their own provinces or other important boundaries.  
Note that “Country” (page 30) and “County” (page 30) tables are also available to define 
boundaries for reporting. 

State Abbreviation 
The use of this table ends up affecting the SONISWEB® letter and mailing functions, so we 
recommend using the standard two character Postal Service abbreviation for the state or 
province, like NC for North Carolina, CA for California, ON for Ontario, BC for British 
Columbia, etc. 

System Variables 

These are described and setting made using the SONISWEB® text “System Variables Con-
figuration & Maintenance”.  These are the entries in System Variables: 

Report Header 
FICE 
Screen Header 
OPE ID 
Address 
Flat Fee Billing 
Flat Fee Ref 
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Telephone 
Email 
Current Semester 
Current School Year 
Grad[uation]. Date 
Term 
Entry Date 
Make blank grades official 
Default Bill Date 
IP Courses on Transcript 
Multi Transcript/GPA 
Truncate GPA 
Remarks 
Bill Memo 
Reset Button 
Submit Button 
Bypass Processing 

 
Term of Interest Table 

Click Term of Interest in Figure 2 to get Figure 117,  Use the pulldown in Figure 117 to pick 
a term and get Figure 118. 

 

• Figure 117 Term of Interest 

 

• Figure 118 Term of Interest Entry 

As each year begins, you disable old “terms” and enter new ones for the coming recruiting 
season.  Since this is used by your recruiting staff for analyzing past recruiting efforts and for 
estimating incoming applications, you should look to that staff for guidance on filling in this 
table.  Its use is illustrated in the text “Recruiting Prospective Students”. 
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Tests Table  

 

• Figure 119 Tests Table 

The SAT and ACT tests are built into SONISWEB®.  The professions, academic disci-
plines, or governments you serve may require additional specialized tests.  These are the tests 
student take as part of the application or registration process.  These become part of student, 
applicant, alumni/ae and faculty records. 

These are not the usual class tests and mid-term exams taken by matriculating students nor 
those taken for certification unless certification is required for admissions. 

State: 
If the test is affiliated with a specific state or province, enter the code for that state. 
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Transaction Code Mapping Table 

Click Transaction Code Mappings in Figure 2. 

If you’re using Blackbaud’s “The Financial Edge®” accounting system, you use a special in-
terface named “EdgULink” instead of this table. 

For pledge payments, you use “Pledge: TCodes Mappings Table”, page 63. 

Normally this table and the “Transaction Codes Table” (page 83) are filled out together. 

SONISWEB® transaction codes (see page 82) provide simple single-entry codes for posting 
financial transactions.  When these are exported to an accounting system, however, they 
need to be translated into one or more double-entry records that a proper accounting system 
can take as journal entries.  When the “Post to Accounting” function of Financials is run, 
that mapping is done using this table.  See “Post (Export) to Accounting” in the text “Finan-
cial Record-keeping and Billing” for more on this export process. 

 

• Figure 120 Transaction Code Mapping List 

To edit a mapped code, click its underlined “Fee Code” in Figure 120. 

To add an new mapping, click the Add button. 

 

• Figure 121 Transaction Code Mapping Detailed Record 

Figure 121 is the result of clicking a Fee Code in Figure 120. 

This table should be filled out by your accountants.  It refers to the chart of accounts in your 
accounting system. 
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Top to bottom, left to right, the fields are: 

Campus-Fee Code Combination 
You need at least one entry for every fee code within every campus.  For example, if you 
have four campuses, the basic tuition code TC must be defined at least four times in this ta-
ble. 

Acct. Code Desc. 
The description your accountants expect for this code. 

Fund Charged: 
You have the option19 of naming the fund to be charged. 

Disabled: 
As described on page 12, this lets you disable an entry so that it cannot be used for mapping 
SONISWEB® transaction codes (page 82) to the code used by your accounting system. 

Fee Codes 
The SONISWEB® transaction code set in “Transaction Codes Table”, page 83. 

Acc[ou]nt: 
This is the code used by your accounting system for the transaction, using the number in 
your chart of accounts. 

Version: 
Used internally by SONISWEB® (therefore it may not appear when you display the table). 

Project 
Used where the Fee Code above is connected to a project with an name or ID that you enter 
here. 

Accounting Code: 
Enter a 10 for a debit or a 60 for a credit. 

Acct. Dept. 
Optionally19 you can name the department to which this account is assigned and, therefore, 
to which this transaction will be assigned.  

Source: 
You have the option19 of naming the source of the funding. 

For a new entry, you click the Add button to enter it.  After editing an existing item, you 
click the Submit button to save your change. 

You return to Figure 120. 

 

 
19 If you are exporting electronically to an accounting system, some of the “optional” fields may not be optional.  Your accounting staff can 
tell you which are required and which are truly optional. 
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Transaction Codes Table 

To fill in this table, shown in Figure 122, requires two things: 

� A person from your accounting or finance department to guide you in the account-
ing requirements for your institution. 

� A copy of the “Financial Record-keeping and Billing” manual. 

Therefore the see the “Financial Record-keeping and Billing” manual to instructions in fill-
ing out this table. 

 

• Figure 122 Transaction Codes Table 

Normally this table and the “Transaction Code Mapping Table” (page 81) are filled out to-
gether. This is where you define the specific codes used to identify financial transactions in 
financial aid and billing and to specify how these financial transactions should be classified. 

 



 

Tuition Status Table 

 

• Figure 123 Tuition Status Table 

Your institution defines this two character code to establish tracking of students.  You can 
use anything you wish.  It appears as a selection in the biographic screen in the student dis-
plays.  See the text in “Students, Faculty, Applicant and Alumni/ae Record-keeping”. A 
common set of codes is HT for half-time, FT for full-time, 3Q for three quarters, etc.  

Cost per Credit: 
This is not used in the North American version of SONISWEB®. 

Tuition Status: 
Enter the two character tracking codes of your choice. 

Tuition Status Text: 
The description of the tuition status; it is optional. 

Tuition Tcodes 

Click Tuition Tcodes in Figure 2. 

 

• Figure 124 Tuition Tcodes 

These are specific financial transactions codes (page 83) that are set so that a person author-
ized to register students but not to handle financial records can post these limited transac-
tions.  It defines the tuition-related transaction codes that can be voided or refunded after a 
course has been deleted or enrollment has been changed to affects the per-credit or flat-fee 
tuition charges.  Setting them up is covered in the SONISWEB® manual “Financial Record-
keeping & Billing”.  Using them is described in “Student, Faculty, Applicant, and Alumni/ae 
Record-keeping”. 
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Visa Table 

The use of Visa information is described in the text “Students, Faculty, Applicant and 
Alumni/ae Record-keeping”. 

 

• Figure 125 Visa Table 

This table lists all that are valid for your institution and country.  The list comes from your 
State Department, Foreign Ministry, or immigration agency. 

Web Options 

These are more frequently changed options such as registration start and stop dates and al-
lowing or preventing SONISWEB® functions from running.  The SONISWEB® manual 
“Web Options” covers it. 
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Weighting Scale 

Related to “Element Table” (page 37), these scales are used by SONISWEB® to calculate 
semester grades from faculty scores.  (Faculty don’t have to use scores, they can enter the 
semester grades directly).  Weighting is normally set by faculty members using the manual 
“Faculty Handbook”.  You can set system-wide weighting as described here. 

Click Weighting Scale in Figure 2. 

 

• Figure 126 Weighting Scale List 

You see both system-wide and instructor weighting scales.  You can look at an instructor’s 
scale but only that instructor can change it.  To add a new weighting scale, click the Add but-
ton.  To change an existing one, click its underlined ID. 

Enter the propor-
tion for each ele-
ment (they’re de-
fined on page 37).  
As you move from 
element to ele-
ment, the total is 
calculated.  Your 
elements must to-
tal 100% but can 
be more than 
100% if that makes 
sense for a score. 

Disable any scale 
that you don’t 
want used any 
more. 

To see how these 
scales are used to 
compute grades, check the SONISWEB® “Faculty Handbook”. 

 

• Figure 127 Weighting Scale Detail 
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Webinq Prereq Courses Table 

 
You enter any prerequisite course a prospective student must have completed or be enrolled 
in before acceptance.  It’s recorded in the person’s Prospect Inquiry Extra record.   The ad-
missions or Registrar’s staff specify the contents of this table. 

When Employed Table 

 

• Figure 128 When Employed Table 

This table is the list for a pulldown3 menu in the Employment record.  It is shown in the text 
“Students, Faculty, Applicant and Alumni/ae Record-keeping”.  It is useful both for stu-
dents and for tracking alumni/ae accomplishments after graduation. 
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Years Table 

 

• Figure 129 Years Table 

Throughout SONISWEB, there are pull down lists which give you a choice of school years. 
This is your control table to limit the years users can select from for processing. 

Typically you update this table each year: 

Add next year so you can set up course and sections. 

Disable past years that you do not want selected by mistake. 

Once a year’s grades and financial transactions are settled you can disable the year.  The only 
reason to leave it enabled is to enter past records into SONISWEB® during the conversion 
process. 

Report Skip 
If a 1 (digit one) is in this field, the entry will not be offered on the report prompt. 
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND 
FIELDS 

        
 Figure 130 Login Displays 

To log in as an administrator, select that option from your Web page.  The standard 
SONISWEB® login pages look like Figure 130.  

• Figure 131 Typical SONISWEB® Page 

Figure 131 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 131 click an underlined Selectable Link and you go to that record.   
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Multiple Choice Checkboxes

P le a s e  S e n d  B r o c h u r e

P le a s e  S e n d  C a ta lo g

P le a s e  S e n d  A p p l ic a t io n

 

Figure 132 Arrows, Fields, Checkboxes and Buttons 

SONISWEB® prompts you for information with windows like those in Figure 132.  Use 
your mouse to click your selection.  

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

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

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

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

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

� To pick two or more in a series, 
click the top selection, hold down 
the Shift key on the keyboard 
and click the bottom item in the 
series.  Release the shift key and 
they are selected as shown on the 
left and middle of Figure 133.  

 

• Figure 133 Selecting Multiple Choices 

� To pick two or more that are not adjacent, click the first item, hold the Ctrl key on 
the keyboard, select the next item and the next, etc.  When you have picked the last 
item you want, release the Ctrl key and you see the selections like those on the right 
of Figure 133. 
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