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How to Notes

Access a Syllabus in the Student Interface

1. Student logs in to SonisWeb

2. Select “Schedule”

3. Change the school year and semester if it’s not correct

4. Click the course link

5. Click the Syllabus link (Only available if a syllabus was uploaded)

SonisWeb Video 

1. https://www.sonis.com/CusData/login.cfm 

2. User Name: milesvideo
3. Password: video
Enable Login

1. System, Enable Login

2. Select the correct name

3. Click the Select Name button

4. Copy their ID

5. Right Click on the SonisWeb menu Name and open in a new window

6. Paste the ID in the name search and lookup that person

7. Note their status (they need to use the correct login page)

8. Check their email address under the active address

9. If the email address is incorrect fix it (Don't forget to submit the change)

10. Copy that email address

11. Start a new web browser and select the correct login page for SonisWeb

12. Click the "here" to have the ID and PIN emailed to them

13. Past the email address and submit

14. Go back to the enable screen and complete the enable
Code Definition

Department Code

dept_cod
dept_txt

AA
Health & Office Information Technology

AC
Arts & Crafts

AD
Academic Development

AG
Agriculture

AM
Automotive Technology

AS
Associate of Science

AT
Associate of Arts

BI
Biological Science

BT
Building Technology

BU
Business Admin

CA
Communication Arts

CE
Continuing Education

ED
Education

EL
Education Elementary

EN
Engineering

EP
Education Para

ES
Education Secondary

FF
Truck Fee

ET
Electronics Technology

FS
Fire Science

FW
Fish Wildlife

HE
Home Economics

HI
Health Information Technology

HS
History

IT
Information Technology

JR
Journalism

LA
Law

LN
LPN to RN

MA
Mathematics

MC
Medical Coding

ME
Medicine

MT
Medical Transcription

MU
Music

NR
Nursing

OT
Office Information Technology

PE
Physical Education & Health

PH
Physical Science

PN
Pre Nursing

PO
Political Science

PY
Psychology

SB
Small Business

SO
Sociology

SW
Social Work

TB
To Be Determined

Course

Rubrics are to be broken down as:

1. Credit course

a. Dept Code + number only = lecture

b. Dept Code + number + L = lab

c. Dept Code + number + P = shop/internship/practicum

2. Non-Credit course

a. NC + 1000 to 1999 = Personal Enrichment

b. NC + 2000 to 2999 = Seniors

c. NC + 3000 to 3999 = Youth

d. NC + 4000 to 4999 = Workforce Training

e. NC + 5000 to 5999 = Customized Training
Section

#L=On-Line

#D=Distance

#H=High School

Semester

Correct Order

0=Transfer

1= Summer

2= Fall

3= Interim

4= Winter

5= Spring


Bad Order

0=Transfer

1=Fall

2=Spring

3=Summer

4=Interim

5=Winter


AS400

Fall 1991 (not 1989) to semesters, quarter credit to semester Q*2/3=S

1=Winter

2=Spring

3=Summer

4=Fall

TBD

To Be Determined

Level

0
Unassigned

1
Freshman

2
Sophomore

3
Dual Enrollment

4
Non-Degree

5
1st Time Freshman

6
1st Time Non-Trad

Division

div_cod
div_txt

AC
Academic

AE
ABE

CD
CDP

EG
Ed-To-Go

GE
GED

IV
I-TV

NR
Nursing

OL
OnLine

OR
Outreach

TB
TBD

VD
Vocational

Ethnic code

ethnic_cod
ethnic_txt

A
Asian

B
Black/African Am.

E
Middle Eastern

H
Hispanic/Latino

I
Am. Indian/AK Native

N
Nonresident Alien

P
Pac. Island/Hawaiian

T
Two or more races

U
Undeclared

W
White

Inquiry type code

inqtypecod
inqtypetxt

04
Internet

AC
ACT

CA
Called

CF
CF

DA
Data Retrieval

EM
Email

FA
Family

FR
Friend

HV
HSV

JO
Job Service

LG
LG Career Fair

ML
Mail

MN
Montana Colleges

SA
SAT

UN
Unknown

VO
Vocational Rehab
Activity Codes

· Only Activities marked as “Letter” or “E-Mail” can be marked as completed in a group.

· If “Neither” is selected they will have to be marked as completed individually. Go to a person’s record and look at one of their activities there’s a checkbox for ‘Completed’, or you can enter a ‘Date Stopped’.

· A timed letter activity or the timed e-mail activity has the ability of marking the activities as completed from the “Preview Report” screen.

Three Character Code

Division and/or Programs will begin with first two initials of the division or program. Third character will be 0-9 and A-Z. This will allow for 36 different activities.

Sports will be a three-digit code. First digit will denote the sport. This allows for 99 different activities.

Program/Divisions
AD?
Admissions

AG?
Agriculture

AL?
Alumni

AU?
Automotive

BT?
Building Technology

BO?
Business Office

DE?
Distance Education

EM?
Enrollment Management

FA?
Financial Aid

HI?
Health Information Technology

IT?
Interactive Television

NR?
Nursing

OI?
Office Information Technology

PA?
Paraeducator

PR?
President

RE?
Recruitment

RG?
Registrar

RS?
Residence Life

SB?
Small Business Management

VE?
Veterans


Sports

1??
Baseball

2??
Basketball Men’s

3??
Basketball Women’s

4??
Cheerleading

5??
Golf Men’s

6??
Golf Women’s

7??
Rodeo Men’s

8??
Rodeo Women’s

Marketing

M01-29
Traditional Students

M30-59
Non-Trad Students

M60-70
High School Students

M71-99
Miscellaneous


T Codes
AA
Account Adjustment

AE
Adult Continuing Education Fee

AF
Application Fee

AU
Auto Mechanic Fee

AW
Award

BF
Balance Forward

BC
Book Charges

BU
Building Trades Fee

CT
Customized Training

DI
Deferred Payment Interest Charge

DS
Deferred Payment Service Charge

DH
Deposit – Housing * Credit, should be changed to Residence Hall - Deposit Refund
DT
Deposit - Tuition

EF
Electronics Fee

EU
Equine Program Fee

AC
Fee - Admin Computing

AT
Fee - Athletic Support

BP
Fee - Building Fee

CF
Fee - Centra Operations

GF
Fee - Graduation Fee

IF
Fee - Incidental

CM
Fee - Instructional Computer

EM
Fee - Instructional Equipment

IM
Fee - Library/Media

BS
Fee - ST Center Building Repayment

SU
Fee - Student Center Operations

ST
Fee - Student Senate

TE
Fee - Technology Center

LF
Lab Fee

LR
Late Fee

MA
Meal Plan A

MB
Meal Plan B

MC
Meal Plan C

NC
Non-credit

NI
Nursing Insurance Fee

NR
Nursing Program Fee

NT
Nursing Test Fee

OL
Online

OF
Orientation Fee

PD
Payment - ACG

PA
Payment - Cash

PC
Payment - Credit Card

PN
Payment - Loan

PB
Payment - MT Baker Grant

PH
Payment - MT Higher Education Grant

PP
Payment - Pell

PF
Payment - SAF Access Grant

PS
Payment - Scholarship

PT
Payment - SEOG

PG
Payment -Agency

PW
Payment -Waiver

PL
Pell Grant

PE
Personal Enrichment

RF
Refund – Check

DD
Residence Hall - Damage Deposit

RC
Residence Hall - Cleaning Fee
RT
Residence Hall - Technology Fee

RD
Residence Hall Double

RS
Residence Hall Single

QD
Residence Quad Double

QS
Residence Quad Single

R2
Return To Title IV

SC
Science Lab Fee

SR
Senior Activities

SH
Shop Fee

SA
Student Aid - Check

TF
Telecommunications Fee

TR
Transfer Course

FF
Truck Fee

TC
Tuition

TD
Tuition - Distance

WF
Welding Fee

WT
Workforce Training

FW
Write Off

YA
Youth Activities
Accounting Codes

	Sonis/actmap
	fund_id
	acct_dept
	project
	source
	version

	AS400
	Fund
	Function
	Sub Function
	Element
	Object

	Numbers
	000
	000
	000
	00
	00


Billing Process

Report Switching


The Bill & Estimate total on all TC code ref_id for “Fee*” and “Tuition*” all other items will have their regular ref_id listed. In the bill/estimate detail can be displayed by double clicking the item.Checks issued are removed from the charge section and placed in their own section. Use the Reports: User Replacements use a different type of bill.

· mccEstimatePreferred.rpt – for Estimate sent to Student preferred address
· mccEstimatePrimary.rpt – for Estimate sent to Student primary address

· mccBilling.rpt – for Bill

· mccBillingByZip.rpt – for mailer sorting

· mccBillingCampus.rpt – Campus addresses only

· mccBillingBillingAddress.rpt – for Bill to Billing address only

· mccBillingWdetail.rpt – for Bill with detail

· Labels

· mccBilling_lbls.rpt
· mccBilling_export.rpt
Logon Page Note
Student page

· <h2>Note:</h2> <h3>Now available - Spring Semester Estimate Bills</h3>To make online payments click the <b>'Credit Card Payment'</b> link in the <b>Billing Tab</b> to make a payment using your credit card, debit card, or PayPal account.
· <h2>Note:</h2> <h3>Now available - Spring Semester Finalized Bills</h3>To make online payments click the <b>'Credit Card Payment'</b> link in the <b>Billing Tab</b> to make a payment using your credit card, debit card, or PayPal account.
· <h2>Note:</h2> If you have taken classes from MCC before <b>Fall 2004</b> we may need to rebuild your course history from your transcript.<p> If this is the case please contact the <b>Registrar</b> so we can rebuild your course history.

Grade Book

· The Weighting Scales must be setup before grades can be entered

· Give assignments meaningful names:

· Items in the grade book are sorted by description so you may want to add the date in this format: 200501012-Test #1

· Items can’t be changed or deleted after they are added

· Total points can’t be changed, make sure it’s right when adding item

· Student scores for assignments can be changed, added and deleted

· To delete a score leave the score blank and the entry will be removed

