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Revisions with this update:

12/21 i

Added Posting Application Fee Payment

Updated AAI process procedures

New Readmission form & cover letter

Updated Subsequent eval by a second regental institution with examples
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Colleague System Instructions
Responsibility: University

Colleague Access

Accessing Colleague from Windows

il
il
il
il

T

Select thesTART button on the taskbar.

SelectPROGRAMS from the start menu.

SelectDATATEL from thePROGRAMS options.

SelectUl Desktop from theDATATEL options.
or

Select the desktopatatel icon.

A wintegrate screen will display briefly followed by the Colleague Logon screen

as shown below.

Datatel Login

3 Uzer ID: npomp 1]
. Password:

Enter a User ID, Password and Database:

Database: |Cgllls Liwve b

0

Loqgaging On/Off & Changing Password

1 Enter your Colleague ID in lower case letters at the login prompt and press enter.
1 Enter the password at the password prompt. See the Rules for Password section

of the document for changing passwords.

If either the login IDor login password is entered incorrectly, the login prompt
will re-display. After 3 unsuccessful tries, the login ID will be locked and must
be reset. Send an emailytour university system administrator.

Select Coll18_Live for the Production Accounbr Coll18_Test for the Test
Account.

Click on OK.
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Change Password

il
il
il
il

T

Select theSTART button on the taskbar.

SelectPROGRAMS from the start menu.

SelectDATATEL from thePROGRAMS options.

SelectDATATEL Terminal from theCOMMUNICATIONS options.
or

Select the desktopatatel Terminal icon.

The following screen will be displayed for the change of password.

Main Menu

1. Live Account
2. Change Password
3. Log Off

Enter your selectionf10]: 2

Changing password for "userid"
userid's Old password:

userid's New password:

Enter the new password again:

T Enter wuseri old password
T Enter wuseri new password
T Reenter useridds new password

dos
dos

A message will display confirming that the password has been changed.
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Rules for passwords are:

a) The passwordhust be a minimum of six characters long.

b) The password must contain two characters and two numbers.

c) The password must have two alpha/numeric characters not in the previous
password.

d) The password can not have more than two repeating characters.

e) The passwordnly recognizes the first eight characters, but a password can
contain 256 characters.

f) Passwords can not contain these characters: ( )* ? <>/ ; &' []{} | $
\ 6 0 )

g) The password is case sensitive.

Password Change Requirements

a) Userswill be required to change password every 20 weeks. After the 18
week, users will be notified that their password will need to be changed soon.
They will then have those two weeks plus an additional two weeks grace
period to make that change. Totahé lapse for a password is 20 weeks.

b) The account will be locked if no change is made to a password after the grace
period. To reset the account, send an emaibto university system
administrator.

c) When a user is requested to change password uporntdoGwileague, they
MUST do so. Failure to comply will result in being locked out of the system
after the fifth try. However, while trying to change password, the user is
given several tries to meet the password criteria until they are successful. If
theuser gets locked out, send an emaydar university system
administrator to have the ID reset.

d) When a user receives the message to change their password, they will have 60
seconds to begin typing before they are disconnéchbed not locked out.

e) Passwrds cannot be reused immediately. There is-a@€k wait period
before a password can be recycled. Even then, the password cannot have been
used within the last two iterations.

If you are successful logging in, you will get the message screen withRhR E S S

ENTER TO CONTI NUEO message at the bottom. A
on the screen beficCrod | vaguedt stcheeedmDat at el

3/25/11i last update 10
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Options on the very top row

i Datatel - Colleague LIVE - 5T

File Edit Apps Fawvortes Options Help ‘_
Quick Access | E)so R d@ X& 7 B @
g & ST A LA AL - Academic Records
H-d AL - Academic Becords . AM - Becruitmentsddmizsions Mamt
H-d AM - Recuitment/ddmizzions Mgmt _J AR - Accounts Recervable

To start a new session, click bile, thenNew SessionthenCurrent Account to stay in the
same account (Live or Test) New Accountto open a session in the opposite account.

To change the application, click épps, check the application wanted: ST is the student
application and most users will not need to use amatpplication.

If you use a few screens often and want them on a separate list, chelanites, thenAdd to
Favorites, then type in the mnemonic of the screen and click OK.

To change the font or colors on your screens/reports, cli€kpbions, thenFont or Change
Colors.

To be able to scroll back to see output on the screen from paragraphs run from a user menu (to
see list of menus, click on NCCR, then XNSU), click@mtions, thenShow Ul Console. A

Datatel Ul Console window will appear on thereen. Enter the menu name on the Datatel
Colleague main screen. Answers to the prompts can be entered onDatteague main

screen or in the Send to Host box at the bottom of the Show Ul Console window. To view
output on the screen, use theodlcup or down buttons at the right on the Show Ul Console
window.
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Options on the Second Row:

ik Datatel - Colleague_LIVE - 5T
File Edit Apps Fawvortes Option: Help

(Duick.-’-‘-.u:u:ess v | BE)so B d@ X& 7 @ @ j ‘_
g = ST M1 LA AL - Academic Recards
- AC - Academic Records Ak - RecruitmentAAdmissions kMomt
F--_d  AM - RecruitmentAddmizsions bamt _J AR - Accounts Recervable

If you know the name of the screen you want to access, type in the mnemoniQindke
Accesshox and clickGo. The drop down box in the Quick Access box will contain the
mnemonics you have used previously.

If you are updating records and have not detailed to another screen, clickSimoleeDisk (or

pressing F10) to update the current screen and retain tleessaeen to select a new record. If

you have detailed to another screen, click oringle Disk (press F10) to update the current
screen and return to the screen from which you detailed. If you have detailed down to additional
screens and wish to updaall the fields that you have changed on all the screens and return to the
menu, click on thélultiple Disks.

If you have looked at a screen without detailing down and do not want to make any updates but
want to look at other records on the same scidiek, on theRed Diagonal with a Single Cross
Diagonal (or pressing F8). If you have detailed down and you do not wish to update the fields on
the current screen (and any screens you detailed from to get to the current screen) and return to
the menu, ctik on theRed Diagonal with a Multiple Cross Diagonals NEHMBGE !f you click

the Red multiple Cross Diagonatmneof the changes you made on any screen you detailed from
will be saved.

Wastebaske(Shift-F10) is for deleting entire record€licking on theMenuwhen on a
screen turns on (off) the menu display on left side of screen. To see the Field Help for the field
where the cursor is, click tiélue Cirle with a? (F1) inside.

Menu

AL - Academic Recaords
Ak - Recruitment /Admizsians Marnt

AR - Accounts Receivable

VI VI Vi ¥

CC - Communications kM anagement

To expand the menu on the left side of the screen teudemenu(s), click on the Plus sign (+).
To remove submenus, click the Minus sign (

To access a screen without typing the mnemonic, click on a screen name that does not have a plus
(+) or a minus+) in front.
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To see a list of screens that you hadéed td-avorites (see above), expand the Favorites Menu
by clicking on the Plus sign in front of Favorites. This will enable you to display a customized
menu of screen names.

Detail Screens

Screen nmemonics display at the top of left hand corh@move to a new field, use the mouse
to point and click on the new field.

Multiple value fields will have a box with a number at the left of the data.

A box with bright colors to the right of the data indicate that you can drill down to a detail screen
by clicking on the box or by pressing F2. Do not drill down from a Comment screen. If,
however, you drill down from a Comment screen, you will be taiem editor. To return to the
Comment screen, enter oO0fid at the bottom.

The names of the screens that you have drilled through will display at the top. You can look at
one of those screens by clicking on it; however, you will not be able to updateds you

cancel (clicking on the single red X box in tH&t®p row or pressing F2) or finish out (clicking

on single black X box in the"2op row or pressing F9) of the screens that you detailed to.

Fields with a box &alidatioh €@des asgdciated withthé field. TO 8%¢éa ha v e
list of valid codes, click on the box. To select a value, click on the item in the list.

I f you enter 3 dots (é) in a field that has tabl
select avalue, type in the number associated with the list and press enter OR check the box (or

boxes to populate multiple values in a multiple valued field) to the left of the number and click

on the disk at the bottom of the screen.

Fields with 2 small rectagles with an up arrow in the top rectangle and a down arrow in the
bottom rectangle allow you to scroll through the fields by clicking on the up or down arrow.
Right click on the up or down arrow for a drop down box allowing you to select from a list of
options.

Fields with a box with a calendar are date fields. You can select a date from a calendar by

clicking of the box and clicking on a day on the calendar. When the calendar is displayed, you

can change the month byx)dl ockibmgg etahersitma@gine (&l) & s
change the year, click the double less than (<<) or greater than (>>) symbols.

To copy the value in a field highlight the field, press Ctrl C; to paste that value in another field,
highlight the new field and presdrCV. Alternatively, highlight value to copy, click Edit, click
Copy, highlight the new field, click Edit, click Paste.

Date and Time Stamp

Put the cursor is in the Comment field, clickEdit, then click orDate/Time/Login Stamp
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To view a report

Output from processes (ie EVAL) or reports on UTFB will be displayed in a report browser. To
scroll through the current page, use the scroll bar at the right side. To go to a new page, press the
Left or Right Arrow (Page Down, Page UP). The rightnRgteris used to print to a printer

that has been defined to Colleague.

Function keys
F1- Field Help provides odine short help specific to the field in which the cursor is positioned.

F1 Enter- Field Help provides a longer cline, detailechelp messages specific to the field in
which the cursor is positioned

Shift F1- Process HELPgives an overview of a process, explaining its basic function and its
relation to other processes

F2- DETAIL moves to different screens and is used when ikdyex to the right of the screen
indicating that drill down screen(s) are available.

Shift F2 - Funct HELP (Fkey HELP) displays the layout of function key assignments for
keyboard.

Shift F8 - Direct Acc cancels the updates made on the screen andsdtutine previous screen
F9- FINISH saves new data entered and takes you back to the previous screen or menu

Shift F9 - FINISH same as F9

QUICK TIPS
O To display the last person, term, section, etc.. displayed use @ on the command line.
O Todisplayalis of table values when the cursor
O Always Cancel from a screen you are not updating. Caution: Changes made on a

drill down screen will not be saved when you cancel from the current screen.

Search Procedures

Student seates may be completed in several ways:
- Student Social Security Number
- Student Colleague ID
- Exact Student Name
- Student Name by Sound

Student Social Security Number Search
8 To begin a record search, first use the social security number if available. tGhecime
and birth date to confirm a match of the record for which you are searching.

Student Colleague ID Search
8§ Colleague ID, a 7 digit unique 1D assigned by Colleague, can also be used for a person
search. Again, check the name and birth date tarooaf match of the record for which you
are searching
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Name Search
Name searches will display a resolution screen listing all people meeting the name search criteria. Select
the desired record by using the sequence number.

Exact Name Search

A name search can be done in three ways: AFirst N
AFirst Named; or fiLast Named only. I't is also pe
for a broader name search. ** You must use a minimum oé ttliaracters when doing a partial

name search.

When searching for a name with spaces, use the un
the name where the spaces are located. Example: Terrance Van Den Hemmel would be searched
forbyenteringi Ter rence Van_Den_Hemmel 06 or fAVan_Den_He mme

When searching for a name with an apostrophe or a hyphen, leave the apostrophe or the hyphen in

the name search. Exampl e: Bruce OO&6Neil would be
iO6 Neriulc,e 0B Malagrt Wiwd slocdh be searched-Haorrt dbyorent er i
i Wi I-barmt |, Mar geo. The name search wil/l al so find
hyphenated | ast name. Exampl e: iWil son, Mar geo

Phonetc Name Search

If social security number search and name search (full and partial) fail to yield a result, use the

soundex option. This option will search for a | a
prompt, type in A/ étic dpelihgof tiee last pgme.nThis does abrdeé p h o n

search by the sound of the last name, but it is not as reliable as the other search options.

The name search wildl search records based on the
name search will ngearcr ecor ds based on the APref Namedo or fl
possible record matches are di oeferedrmame on t he fAper
When a |ist of possible records is found on the i
secuity number, birth date, entry date, and address to confirm a match of the record for which you

are searching.

Other Searches

Course or Section Search
Enter XXXX-000-00
Where: XXXX is the prefix for the course (i.e.: BIOL)
000 is the course mober (i.e: 101)
00 is the section number with the university identifier(i.e.:x 01)
Example: BIOL101-D01
If the section number is not provided, a resolution screen will be displayed for the
selection of the correct section.
Term Search
EnterYYYYTT (i.e.: 1998FA)
Where: YYYY is the year in which the term actually occurs (i.e.: 1998)
TT is the term
(i.,e. FA=Fall , SP = Spring, SU = Summer)

Restricted lookup by Topic Code
0 Atthe resolution screen, enter S to setexdtions by Topic Code (or another value on the
section)
0 Atthe SSELECT COURSE.SECTIONS BY @ID: prompt, enter the selection criteria
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A For example, WITH SEC.TOPIC.CODE EQ 'USDSU' will bring back the
sections only offered at SDPURC

Restricted lookup for pen sections
Search for open sections by entering S at the section resolution screen from RGN, then type
WI TH SEC. AVAI L. STATUS EQ 060Opend and return.
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Record SearchOverview
Responsibility: University

LookUp Selection Options

The LookUp Processor gives you full quéapguage selection capabilities along with

full data field and record security. Many of the selection options available with LookUp
are similar ¢ using database management query language and retrieval. See your system
administrator if you need assistance using any of these options.

You may enter one of the following at the LookUp prompt:

* the actual ID

* [@] to display the last record filed

*[...] to view all IDs you may amess

* [ABC...] to select all IDs that begin with ABC

*[...ABC] to select all IDs that end with ABC

*[...ABC...] to select all IDs that contain the characters ABC

* [ABC...XYZ] to select all IDs that begin with ABC and end with XYZ

*[;] to display all available dictionary elements for this file

* [;]dictname to 1) Select all IDs with a value for this dictionary element or 2) If
dictname is an indexdikld, to display a resolution screen showing all the values
indexed for this dicthamer-or example, you might enter ";SCHOOLS.DEPTS" at
the Schools LookUp prompt to find all the schools in your institution associated
with one or more departments.

* [;]dictname datavalue to select all IDs with a value like the datavalue for this
dictionary element. For example, you might enter ";SCHOOLS.DEPTS MATH"
at the Schools LookUp prompt to find all thehools in youmstitution associated
with the math department.

* [;]dictname operand datavalue to select all IDs whose value of dicthame matches the
operand and datavalue(s). A datavalue may be any string containing
alphanumeric characters or ellipsis (...)r FExample, you might enter
";'SCHOOLS.DEPTS NE MATH" at the Schools LookUp prompt to find all the
schools in your institution not associated with the math department.

Valid operands are:

* [=] or [EQ] (Equal)

* [<>] or [NE] (NOT Equal)

* [>] or [GT] (Greater Than)

* [>=] or [GE] (Greater or Equal)
* [<] or [LT] (Less Than)

* [<=] or [LE] (Less or Equal)

* [MATCHES]

* [LIKE]

* [UNLIKE]
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Record Lookup

There are various types of records created in Colleague. Person or Organization records,
records for courses and course sections, academic credentials, positions, benefits, general
ledger accounts, and purchase orders are just a few of the types df i@eated

throughout Colleague. Generally speaking, once these records are created, information
pertaining to them can be changed or deleted but the actual person or organization record
will always remain. For example if you create a course record forlENL34, once

saved, you can change the credits, academic level, title, CIP codes, etc., but you can't
change the name to EN&1345. Similarly, if you create a person record for Bob Smith

and save the record you can later change his address, phone nurttbéat® or even

his social security number but you can't delete Bob Smith's record. The following are
steps, or procedures, for searching records:

Person/Organization Lookup

The person/organization record is the more difficult record to find sincargrelying

on two variables. First is that the person providing the information was honest in
presenting the demographic facts and secondly that the data entry person was accurate in
entering in data. On occasion, you will find that people provide iacbmformation or

even falsify data. This is commonly seen when people can't quite remember their social
security number so they provide one that is close. Secondly, data entry staff are only
human so honest mistakes do occur when they try to readledridmndwriting on a

form. Regardless of how inaccurate data got into the systeneindngtaff must

carefully check for those eventualities before adding new records.

The following stepoy-step process is for looking up records as well as an exjaroit
the reason for the process:

1. Enter first two letters of first name and first three letters of the last name (You
can also enter Smi, J and Colleague uses the comma to designate last, first). Although
this option will bring more records than dpe the entire name out, it helps locate
records with incorrect or slightly different spellings. If you chose to enter the entire
name you would certainly get a smaller group of records to look through but you also
have a greater chance of missing dupdisa

IF YOU HAVE NO MATCH:

2. Enter the Social Security Number- Although you may not see the need to use this
option after a name lookup does not pull a match, some students may have been using
the wrong number or you may find a conflict with the numBerce the social
security number is a unique identifier, we want to ensure that we have the correct
number associated with that person.
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IF YOU HAVE A NAME WITH UNUSUAL SPELLINGS:

3. Try a Soundex lookup in some situations you may encounter names that have
several common spellings or that you have difficulty in determining proper spelling.
By using a Soundex | ookup you will find
but sound like the name you are searching for. To look a name up using Soundex, at
the Rerson Look Up type: /erdlika, ray (actual name searching for is: Hrdlicka,
Raymond).

Use the data elements on the resolution screen to verify that the right person is
selected. Also check to see if two records look similar. Remember that the system
will allow entry of the same person twice (except for the social security number). If
the birth date and the address are the same, it may indicate that there is a duplicate.
If the record is truly a duplicate, follow the procedure in the final section of this
document to consolidate the record into one.

** POINTS TO REMEMBER **

1) If the person whose name is being entered goes by another name or a
ni ckname, that personds name may not be
been entered on NAE a sickreame hasheen entered a me 0
on the BIO (Biographic Information) screen. It is really a judgment call when
entering a personds name and deciding
personds | egal or other name. However
will have the legal names of employees.

EXAMPLE: The end-user has an application to enter and they are

using the APPN screen. The name on the application is Jimmy Stern.

James Stern was entered previously as a prospect on the XPRS

screen. The end-user enters Jimmy Stern at the Person Lookup and

the record is not found. They also do a partial name lookup of Ji St

and the record is not found. Using
found the name James Stern.

EXAMPLE: Buck Stern was entered on the XPRS screen as that is

the name he had put on a Prospect card from a High School Fair. His
application is now in the Admissions office with James R. Stern

entered on the application. James R. Stern would not be found in a

Person Lookup as Buck Stern had been entered as a prospect. An
alternate |l ookup would be to type t

2) The fAPreferred Nameo field is a defaul

AFirsto, AMi ddl eo field at the top

entered afnerntrhed iPameo field then LookUp

would be the first name only. For example: Rachel Briggs goes by

ASammyo Briggs. Sammy only is entered

field. A data entry person goes to look up Sammy Briggs and that
name is not found.
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RECOMMENDATION: Leave the APreferred Name
after entry in the Last, First, Middle fields and enter the other name in
the ANicknameo field on the Bimhisgraphic |
screen can be accessed by detailing on the Last, First, Middle name
field on NAE.

Other Records Lookup

Since there are fewer opportunities for spelling errors and the format for naming is
usually very structured, other record lookups tend to be more straightforward. However
just as with persorecords, it is important to follow consistent steps when searching
before adding records. Following is a stgpstep process for looking up records:

1. Enter a partial lookup - Once again this option will bring back additional records
that will require youo look through more resolution items but it helps ensure that the
record you wish to enter doesn't exist in a similar form. On some lookup screens you
may be required to enter complete pieces such as with courses (on CRSE you need to
enter the full subjegmame ie., ENGL).

a iobkohg for a gralip df reanrkdsuthat fit a specific

an be done by wusing € For examp
numbers fil11500 in the middle you yan type
those numbers with 1150 will appear on the resolution screen. This applies as well by
typing é at the beginning or at the end of
positions that end in ADJ you woula type &
begin |Iike EN you would type ENE

2. Use (€é) as
roi c

Individual and Corporation Record Relationship

**CAUTION**

In Colleague, the system maintaingrague distinction for individuals and

corporations. When you enter a person on NAE, APPN, FCTY or FACL, the system

creates a record in the PERSON file. Likewise, when an organization is created on

ORGP, a record is created in the CORP.FOUNDS file. The concern arises when lookups

are done on a screen eamnked for the other (calling up University of Sioux Falls on

NAE or Mary Smith on ORGP). Colleague gives you a message similar to the one below.

| f you save out the screen, the record wildl
words, an organizationcerd could be converted to a PERSON record or a PERSON

record could be converted to a CORP.FOUNDS record.

| f you have update access to the screen and
marked as a person i f updatedébé message, you
1 Click OK to rdease the warning message.
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1 Cancel out of the screen without making any changes by clicking on the single
or triple X, clicking on File and Cancel or using SkhH#tF8 and hit Enter.

1 If you want to access the record, go to ORGP (corporations) or NAE
(individuals).

If you accidentally make the change you can return the record to the correct domain by
calling up the record on the appropriate screen.

3/25/11i last update 21

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Flagging records on a resolution screen

For ease in data entry, Colleague allows you to flag either alldgeoora resolution

screen or certain records on a resolution screen. To flag certain records, enter F on the
resolution screen, then enter the number of the item you wish to flag. To flag all records,
enter F ALL on the resolution screen. Notice albres have an asterisk next to them.

You can do a sort/select option before the F ALL to narrow the resolution screen down.
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Using a savedlist to process large numbers of records
1 At the person lookup prompt, enter @SELECT
1 The Primary Selection Criter({®SC) screen is displayed
0 Enter the savelist list name
1 Update to process the records
o0 Enter @@ or $ at the LookUp prompt to retrieve/view the first
selected record, etc

1 To deactivate your list, enter @SELECT at the LookUp prompt
0 Save or clear the list
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Setup for Admissions
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Defining Admissions Parameters
Responsibility: DA Group

To define the default parameters for the Recruitment/Admissions Management module:
Stepl-Read fAUnderstanding Admi ssions Parameter

Step 2- Use the Admissions ParametersADPA) screen to define your parameters.
Snapshot ProspectSet to No.
Auto Create Equivs: Set toYes
Auto Updt Appl Status: Set to No
Use Short Application: Set to No
Auto Mark : Set to No
Housing Des#red Flag: Set toYes
Catalog: Changes every year,
o0 Needs to be coordinated with Records and the Degree Audit Requirement
copy from catalog to catalog
Prospect Status: Set to INQ
Prospect Application Status:Set to NAP
Application Status: Set to APP
Equiv Cred Type: Setto T
Stu Create Rules:
o Common Rule named CACMTSCR

A References the value 6MTS6 in the p
immediate student creation.

A Refer to ACreating a STUDENTS Recor
Applicant 0 and f/ (Reem@ foiaGgupaof STUDENT S
Applicantsodo procedures for more inf
STUDENTS records.

1 Create Stu Imdtly: Set to Yes
o Never have this Yes and Stu Create Rules blank
Copy Admit Status: Set to Yes
Copy Special ServicesSet to No
Application Status: Set to MTS
Dflt Move-to-Stu Comm Cd: blank
Move-to-Stu Application Select RulesCommon rule named CACMTSCR
Move-to-Stu Application Select StatusSet to MTS
Common Application Parameters
o0 Mail Address Type: Set to HOM
Mail Phone Type: Set to HOM
Main Phone Type:Set to HOM
Address Change SourceSet to New
Application Status: Set to APP
Alien Status: Setto Y

= =4 =4 -8 -4 _9_-°

= =4 48 -8 -4

= =4 -8 -8 -9 _9_°

O 0O O0OO0O0
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Step 3i Update the ADPA screen
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Defining Admissions Representative/AARS Rules
Responsibility: University

Complete the following procedure define your admission representat&/@RS rules.

Step 1- Enter each admissions representative as a staff member using the
Staff/Volunteer Maintenance (XSVM) screen.
1 SeeDefining Staff and Volunteers

Step 2- Enter each Alumni Area Representative (AARS as an individual in
Colleague using the Name and Address Entry (NAE) screen.
1 SeeAdding a Person

Step 3- Map out your rules in English-like statements.
Step 4- Identify the data elements you need to construct the tas.

Note: The data elements you use must be from the PERSON or APPLICATIONS file, or
one of the subsidiary files associated
Processoro for more information about p

Step 5- Go to the Admissions RepAARS Rules (ARAA) screen.

Step 6- Enter Y in the One Admissions Rep per Applicant field if you want
Colleague to assign a single representative to each applicant.
1 The cursor moves to the Rules field.
1 If you want Colleague to assign represgives to an applicant and to that
applicantés indivN.dual applications,

Step 7- Enter the name of the representative assignment rule.
1 Naming convention is university ID or (C)ommenmodule-> name.
T I'f the rule does not -erterfA)dd dr RETURNTdh e
Reentero prompt is displayed.
0 Enter A to add a new rule on Rule Definition (RLDE) screen.
o Refer to AUnderstanding the Rul es
Rules Definiton screen.

o Ensure that the rule access universipgcific information such as

wi t h
ri mar

ent e

Recor

Proc

program or location so that admissions representatives are assigned to only

your prospects/applicants
0 Update from the RLDE screen to return to the Admissions Representative
field on the ARAR screen.
1 If the rule displays on the ARAR screen, the cursor moves to the Admissions
Representative field.

Step 8- Enter the name or ID of the admissions representative Colleague will assign
when this rule is true.
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9 The cursor moves to theARS field.
Step 9- Enter the name or ID of the AARS Colleague will assign when this rule is
true.

1 The cursor moves to the next line of the Rules group.

Step 10- Repeat this procedure, beginning with step 8, for each admissions
representative assignmenrule.

Step 11- Save the assignment rules on the ARAR screen.
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Defining Admissions Tracking Rules
Responsibility: University

Complete the following procedure to define your admission tracking rules.

Step 1- Define the communications codes you wamb associate with specific rules.
1 SeeUsing Recruitment/Admissions ManagenamUsing Communications
Managementor information about defining codes and documents in the
Communications Management module.

Step 2- Define any necessary communications tr&s and correspondence requests.
Step 3- Map out your rules in English-like statements.
Step 4- Identify the data elements you need to construct the rules.

Note: The data elements you use must be from the PERSON or APPLICATIONS file, or
oneofthesubi di ary files associated with these. S
Processoro for more information about pri mar

Note: Some data elements selected may require that a subroutine exist to provide the
desired results. For, example, you may want tg select programs for your university
that are for a specific term that have specific applications statuses.

Step 5- Map out your rules using the Rule Processor syntax.
Step 6- Go to the Admissions Tracking Rules (ATRK screen.

Step 7- Enter the name of an assignmentracking rule.
1 Naming convention is university ID or (C)ommenmodule-> name.
T I'f the rule does not -erterfA)dddr REETURNTiche Recor
Reentero prompt is displayed.
0 Enter Ato add a new rule drule Definition (RLDE) screen.
o Refer to AUnderstanding the Rules Proc
Rules Definition screen.
o Ensure that the rule access universipgcific information such as
program or location so that tracking information is assigoexhly your
prospects/applicants.
0 Update from the RLDE screen to return to the Comm Code field on the
ATRK screen.
9 If the rule displays on the ATRK screen, the cursor moves to the Comm Code
field.

Step 8- Enter the communications code you want Colleaguto update when the

corresponding rule is true.
1 The cursor moves to the Status field.
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Step 9- Enter the status code that you want Colleague to assign when the
corresponding rule is true.

Step 10- Repeat this procedure, beginning with step 7, for eaciddmissions tracking
rule.

Step 11- Save the tracking rules on the ATRK screen.
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Defining Application Rating Rules

Responsibility: University

Complete the following procedure to define your application rating rules.
Step 1- Map out your rules in English-like statements.
Step 2- Identify the data elements you need to construct the rules.

Note: The data elements you use must be from the PERSON or APPLICATIONS file, or
one of the subsidiary files associated with thesefiSden d er st andi ng t he Rul ¢
Processoro for more information about pri mar

Step 3- Map out your rules using the Rule Processor syntax.
Step 4- Go to the Application Rating Rules (ARAT) screen.

Step 5- Enter the name of an applicationrating rule.
1 Naming convention is university ID or (C)ommenmodule-> name.
T I'f the rule does not -erterfA)dddr RETURNTicthe Recor
Reentero prompt is displayed.
o0 Enter Ato add a new rule on Rule Definition (RLDE) screen.
o Refert o AUnderstanding the Rules Process
Rules Definition screen.
o Ensure that the rule access universppgcific information such as
program or location so that tracking information is assigned to only your
prospects/applicants.
0 Update from the RLDE screen to return to the Comm Code field on the
ATRK screen.
1 If the rule displays on the ARAT screen and the cursor moves to the Points field,
continue with step 9.

Step 6- Enter the number of points associated with this rule.

Step 7- Repeat this procedure, beginning with step 5, for each applicatierating
rule.

Step 8- Save the application rating rules on the ARAT screen.
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Defining Parameters for Admissions Interface
Responsibility: Central

Note: Currently, SD does not use.
Usethe Admissions FTP Parameters (AIFS) screen to define FTP parameters.

Use the Admissions Import Parameters (AIPS) screen to define Admissions application
parameters.

Step 1i Access the Admissions FTP Parameters (AI§Screen

Step 2i Define the following fields
Login
1 Enter your login ID to access the FTP server
Password
1 Enter the password needed to access the FTP server
Source IP Address
1 Enter the IP address or host name of the FTP server.
Source Directory
1 Enter the full path of the dictory that contains the data files.
Destination Directory
1 Enter the full path where you want to store the imported information
Decryption Subroutine
1 Enter the name of the decryption subroutine.
Ack E-Mail Address., Subject & Message
1 Enter the Email address, subject and message for the acknowledgement of the
batch

Step 3i Update the AIFS screen
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Defining Prospect Rating Rules
Responsibility: University

Complete the following procedure to define your application rating rules.

Step 1- Map out your rules in English-like statements.

Step 2- Identify the data elements you need to construct the rules.

Note: The data elements you use must be from the PERSON or APPLICATIONS file, or

one of the subsidiary files thesRaulesci at ed wi t h
Processoro for more information about pri mar
Step 3- Map out your rules using the Rule Processor syntax.

Step 4- Go to the Prospect Rating Rules (PRAYscreen.

Step 5- Enter the name of a prospectating rule.
1 Namingconvention is university ID or (C)ommaor module-> name.
T I'f the rule does not -e&rterfA)dddr REETURNTiche Recor

Reentero prompt is displayed.
o Enter Ato add a new rule on Rule Definition (RLDE) screen.
o Refer to AUheeRstasdiPngcessoro for inf

Rules Definition screen.

o Ensure that the rule access universpecific information such as
program or location so that tracking information is assigned to only your
prospects/applicants.

o Update from the RLDEcreen to return to the Points field on the PRAT
screen.

1 If the rule displays on the PRAT screen, the cursor moves to the Points field.
Step 6- Enter the number of points associated with this rule.

Step 7- Repeat this procedure, beginning with step pr each prospectrating rule.

Step 8- Save the prospect rating rules on the PRAT screen.
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Defining Student Creation Rules
Responsibility: Central

Complete the following steps to define student creation rules:

Note:l f you ent er qfiéldoniha StudéneReddsl EreadR@HCE s
screen , Colleague evaluates the students creation rules identified on the Admissions
ParametersADPA) screen to create tI®&TUDENTSrecords from the list of applicants.

Step 1- Map out your rules in English-like statements.
Step 2- Identify the data elements you need to construct the rules.

Note: The data elements you use must be from the PERSON or APPLICATIONS file, or
one of the subsidiary files associated with
Procesor 6 for more information about primary v

Step 3- Map out your rules using the Rule Processor syntax.
Step 4- Go to the Admissions Parameters (ADPAscreen.

Step 5- Go to the Student Creation Rules field.
1 The Rules LookUp promps displayed

Step 6- Enter the name of the student creation rule.
1 Naming convention is university ID or (C)ommenmodule-> name.
T I'f the rule does not -erterfA)dddr REETURNTicthe Recor
Reentero prompt is displayed.
o0 Enter A toadd a new rule on the Rule Definition (RLDE) screen.
o Refer to AUnderstanding the Rules Proc
Rules Definition screen.
1 Update from the RLDE screemhe ADPA screen redisplays with the cursor at
the Rules LookUp prompt.

Step7 - Repeat this procedure beginning with step 6 for each student creation rule.
Step 8- Go to the Create Student Record Immediately field.

Step 9- Enter Y.
T See ACreate Student Record I mmediatel yo

Step 10- Save the admissions parameters.

1 If you are defining these rules while you are defining the admissions parameters,
complete the other fields as necessary.
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Defining Application Statuses
Responsibility: DAs & Module for discussion; SDA for data entry
Timeframe: As Needed

In order to better &ick our Graduate students in Colleague and in EMAS, DSU is asking
for an additional Application status of CIQ for Cancel Inquiry.

The Graduate office needs to cancel inquiries once it is determined that they are not

coming to DSU. We started to use CAM lwhen entered, the system automatically

popul ates todayb6és data as the application da
code. We needed to clean up a lot of records as we did not notice this right avay.

WDR status is not appropriate reallytins situationas the GR office views Withdrawn

as having been ACC or MTS and then the student decided not to come.

This code would be a combination of CAN and WDR in that we really want cancel but
we do not want to automatically populate the applicatiate.

Approved CIQ code set up:
Description: Cancel Inquiry

Processing Code: Withdrawn
Column Number: 5
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Prospects & Applicants
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2/16/07

Adding Prospect Information
Responsibility: University

NOTE: Refer to the PRPAdmasyi €Gondeboni gecsi onp f cC
activating the admissions university privacy process for prospects and applicants
before proceeding.

Enter Prospect Information

Step 1i Access the Prospect Summary (PRSRcreen
1 At the Person Lookup prompt at the bottom of the PRSP screen, follow the
Record Search Procedures You must exhaust all record search options before
entering a new prospect.
olf there is a person with that SSN or
information will display.
o If there is not a person with that SSN, enter the partial name of the student
to further clarify your search
A For example, Rei for Reihe
o If the name search brings up a resolution screen, check the birth date
and/or SSN to make sure itttee right person.
o If arecord is not found, enter the first 3 characters of the last name
followed by a semicolon (;) followed by a blank space, then
XH.PERS.HOME.PHONE followed by a blank space and the phone
number enclosed in apostrophes and includyghkns. (ex: POM;
XH. PERS. HOME. RP25ORB 16605 | f the | ast ne
legible, alternate versions of the first 3 characters may need to be used.
Note some phone numbers are stored wit

Identifying Duplicate Records
1 How do yair know if you have a duplicate record?
o Compare the SSN
A s it the same?
A lIsit close? Have the numbers been transposed?
o Compare the Last, First, Middle name
A s it the same?
A Isitclose? What is the nickname? What are the other names?
o Compare the birtdate
A s it the same?
A Isit close? Have the numbers been transposed?
o Compare the address, including thmail address
A s it the same?
o Compare the phone number
A s it the same?
o Compare the high school graduation date
A s it the same?
o Compare the academic tosy
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A s it the same?
1 If one or more of the above are the saniel OP
o Provide the information that leads you to believe you have a duplicate
record to the universities involved
o Do Not process the record any further
0 The universities will continue with Stepr2the Duplicate Record
Cleanup Procedures

1 If all of the record search options have been used and the prospect is not in the

system:

o Type 6A06 at the prompt to adWAEa new pr
screen. Continue with the AVeri fy/ Ent
below.

1 If the prospect is found in the system and the prospect has a program for your
university:
o Detail on Demographics, select NAE and

Prospect nf or mati ono section bel ow.

1 If the prospect is found in the system and the prospect does NOT have a program
for your university:
o The prompt APerson has no program for

will display.
A Respondi Y to this prompt if yowish to add a program.
A Respond ANO i f ynotbe alowedmazdsstoaddf ou wi |
a program and the message AConfl i c
Access to this person deniedo wildl
the menu.
o Ent er 0 A éacaderoic paodram a n
o Program Lookupiuse your wuniversity identifie

get a list of the programs. You can page down to find the programs

available. If the program is not offered or if the information is not

provided on the card, useethindecided program for your university.

A For initial applications (fapplication for each university) received
for the same student, for the same university, for the same term,
there is a limit of two recorded.

A For subsequent applications received fershme student, for the
same term, for the same university, with a different academic
program from the initial application,

1 If MTS and the term has not begun, there is an additional
two limit. The student can have two APPNSs for the initial
and two APPNsdr each subsequent.

1 If MTS and the term has begun, no new applications should
be processed for that term.

0 Depti Defaults depending upon the academic program chosen

0 Location i Defaults in from the academic program chosen.
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0 Prospect Status/Daté Defaults from the PRSP screen.

o Application Statusi Defaults to NAP Not applied. Unless the prospect
is submitting an admissions application at the same time as prospect
information, this field should remain NAP.

0o Admit Status i Enter one of thd ol | owi ng st atuses: 0 F
freshman, O0T®H for transfer, 6TSO for
uni versity, O60R6 for a reentry student,

for a special student.

o Start Term i The term that the student isheduled to begin classes.
Seniors graduating in 2003, for example, will have a start term of
0602003FAG6; juniors wildl be 62004FADG.
determine the start date if it is not specifically stated, use either the birth
date @ high school information provided.

0 Update the PRSP screen. This will activate the admissions university
privacy codes for this prospect.

o0 Access the PRSP screen for the same prospect/applicant. Detail on
Demographics, sel ect NAlg Rrospgect cont i n
|l nformati ono procedur es.

Enter Name & Address Information

Step 2i Verify the Prefix on NAE
1 Leave the prefix blank.
o0 Unless the individual has made a specific request, this field should be left
blank.
o Example include: MR, MS, DRFR, SR, REV BROTHER.

Step 3i Verify/Enter the prospect name.
1 In the order of Last Name, First Name and Middle Name if the student has
provided the information.
0 Add nicknamesn the Nickname field on BIO which you can access from
NAE by detailing on th Last Name field
Enter the names exactly as they appear on the contact card.
Use the punctuation documentation if a name has a hyphen or apostrophe and you
are not sure of the correct way to enter the name.
o If a student has two or more capital letters in their last name (McDonald),
instead of typing Mc_Donald, type =McDonald.
1 Using an equal sign guarantees the name will save exactly as you
typed it.
T This wil!/ overwrite Colleagueos

= =

Step 41 Enter/Verify any suffixes
1 Enter only if the student lists a suffix at the end of their name
o Ex.Jr, Sr, il
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1 Otherwise leave this field blank.

Step 5i Enter/Verify the address
Note: If you are changing an existing address or are enteringpteutddresses, use the
ADR screen.

Note: Former addresses are to be retained.

1 When entering the permanent home (HOM) address
o0 When entering an address on the NAE screen, the address type defaults to
HOM.
0 Use no more than 2 lines for the address.

o Iftheaddress has a PO Box and a street address, enter the PO Box
only on the ¥'line. The street address is entered as a FAM address
typei see Step 6.

o Do not use punctuation when entering the address.

o Enter the zip code (excluding foreign zips except faCanada & Mexico)

o Enter the Zip code in the City element and city and state will
automatically be filled. Check the ¢
returned for validity.

o If no information is returned for zip code, enter city name in @iy,

State code and the Zip code. Verify correct spelling of city name
when adding.
o Detailing allows for storing multiple addresses. (See Adding/Changing an
Address in Core).
o The system will default the address type to HOM and set the preferred mailing
ard address flags to 6Yesb.

1 When entering an address other than the permanent home (HOM);
o Detail on the address field. If ADSU displays, detail on a new line to ADR.
o0 On ADR, enter the address information using the following address types as
appropriate Current Mailing Address use (LOC), Next of Kin address
(FAM), Foreign (FOR).
0 See the Associating Address Type Codes to Addresses procedure in
CORE for a definition and usage of address types
0 See Adding/Changing an Address in Core.

1 If the Next of Kin @dress is different from the Permanent Address, enter the Next
of Kin address and indicate (FAM) Family for address type.

1 If both the Permanent and the Current Address are the same, list the address only
once using (HOM) Per maneemferrecdome and i ndic
0 At the time of application, duplicate address will not be entered. But,
students have opportunities electronically to update their address. If a
student enters the same address twice, it will not be audited for and
removed.
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1 When an address changed on ADR, a prompt to retain address history and an
address change source will display. Retain address history and use the
appropriate address change source. For example, if the source of the new address
is the application, use Application (ARRise Student (STU) if the source is from
the student directly via email or verbal etc. Use correction (COR) only when
there is a genuine mistake that needs to be corrected.

If entering/verifying a foreign address
Note: Per Potal Regulations, the full address should be typed or legibly written in
English and should be placed lengthwise on one side of the item whether it is an
address label or envelope. An address in a foreign language is permitted if the names
of the city, proince and country are also indicated in English. The last line of the
address block area must include only the complete country name (no abbreviations)
written in uppercase letters. Following is the order of information for the destination
address:

The folowing are examples of properly formatted delivery addresses:
MS JOYCE BROWNING MR JACQUES MOLIERE

2045 ROYAL ROAD RUE DE CHAMPAIGN
LONDON WIP 6HQ 076570 ST PAUL
ENGLAND FRANCE

Regarding mail to Canagdthe location of the country name and postal code are
interchangeable with US Postal formatting; either one may be placed on the last line,
with the other placed after the city and provincial name. Following are examples of
destination addresses to Canada

MS HELEN SAUNDERS MS HELEN SAUNDERS
1010 CLEAR STREET 1010 CLEAR STREET
OTTAWA ON K1A OB1 OTTAWA ON CANADA
CANADA K1A OB1

Following is the order of entering information for the destination address

LINE 1: NAME OF ADDRESSEE
f  Name of student entereth NAE

LINE 2: STREET ADDRESS OR POST OFFICE BOX NUMBER
1 Enter on the Address field line 1 on ADR
1 Do not enter the street address and box number on the same line.
0 SEVIS requires a physical address, not a box humber

3/25/11i last update 41

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

LINE 3: CITY OR TOWN NAME, OTHER PRINCIPAL SUBDIVISION
(i.e., PROVIDENCE, STATE, COUNTY, etc).
1 Enter the city name in City and the state code in State on ADR.
1 For countries besides Canada and Mexico, entgrrthence/state (if any)
with the City and leave State blank

LINE 4: COUNTRY NAME (UPPERCASE LETTERS IN ENGLISH)
1 Enter the country code in the Country field on ADR.

1 For foreign addresses, enter the address type as FOR on the ADR screen.
Step 6i Enter/Verify the Residence Countyand State Code

Use the dl egal a d d at¢hs tame of applieationsatimeesoutce fard d r e s s )
completing the State/County of Origin. The resident county and state fields (#6) on NAE

and the residence state and residence county fields @DOA9 & #10) are the same

fields.

Entry of residency information at the time of initial application:
1 Enter the residence state code using the permanent address as the source.
1 Enter the residence county only if the applicant is a SD resident using the
permanent address as the source.
1 These fields are used to retain the original residency information for a student.
1 The residency status on the application (APPN) should match the residence state
i . e. ORO Resident i f M®BD and ONO6 i f othe
Note: Students can be in the military service without being a US citizen. The coding
for non US citizens in the military is residence state of AA and Residence country of
US to be valid with an alien status of Y and F1 immigration status.

Entry ofresidence information for subsequent applications:

1 If the student did not attend any regental university as a result of the initial
application:

o Enter the residence state code using the permanent address as the source.
o Enter the residence county onlythie applicant is a SD resident using the
permanent address as the source.

1 If the student did attend any regental university and is now returning after an
absence, do not change the residence state code on NAE or DADB .student
is becoming a SD resaat, the county field will need to be updated with the SD
county.

1 Instead, if the new state code is different than the original residence state, enter
the new state in the person origin field on NAE using the permanent address as
the source. Do not changeeorigin county unless this student is becoming a
resident and there was not a SD county listed.

1 The residency status on the application (APPN) and (ASPR) should match the
state recorded in either the person origin field or the residence state field.
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The IPEDs definition is as follows:
State of residenceUse the state identified by the student as his/her
permanent address at the time of application to the institution. This
may be the legal residence of a parent or guardian, or the state in
whicha st udent has a driverodéds | icense or
not necessarily the state in which the

Note: Military personnel should be classified as residents ofrasitlents according to
their Ahomeo state of record. I f South Dak
they should be classified as residents.

If an individual moves to South Dako#ath their spouse, who has been recruited,
transferred or employed fdime in SD prior to the enrollment of the spouse, the spouse
should be classified as a resident.

If you have a nomesident student marry a nstudent SD resident, the student vebloé
classified as a resident. If the am@sident student marries a SD resident student, that
factor would be considered along with other documentation that would show a clear
intent of being a South Dakota resident.

Step 71 If this is an international student, enter the country

NOTE: I f the applicant is a resident alien, en
Resident Alien Card is received. Enter sresident until the valid Resident Alien Card
is received.

NOTE: If the applicantcheckSot her 6 for <citizenship, the ap
documentation received wil/ be forwarded to
student advising office.

Step 8i Enter/Verify the Phone Number, Extension and type
1 Enter the phone number includiagea code.
1 Do not use any dashes or parenthesis,
0 Ex. 6056262544 would be an accurate way to enter the phone number for
the admissions office.
o Phone numbers of hearing i mpaired pers
with oO0text 6 sgnifythibpgersa cahnotsrereiva a phone
call placed in the usual manner and alternate meacanoiunication will
be neededThe phone number can be entered as 605*626*2544,
605*626*2544text or 6056262544text
Only use the extension field if an extension is given (rarely)
Enter the type of phone number. Press F1 twice to list the valid codes.
o Use OHO6 for Home; o6LO6 for Local; OF6 f
1 International phone numbers can be entered dmtedo not need to follow US
and Canadian formatting of phone numbers.

= =4
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Step 9i Origin and date of contact
1 The origin/date field on NAE will no longer be used for origin information.

e Origin, in the merged environment, will be entered atored as smart
coded communication management codes to allow them to be secured by
university through the use of office <c
060x06 is the identifier for your univers
university.

A ESC will ener the xACORAP (where X' represents the university)
on PRSP for applicants who have no NAP records already for a
specific university.

o To enter the origin on the Prospect Summary (PRSP) screen, access the
Comm Code field and enter the appropriate code.

o Toenter the origin on the Communication Code Entry (CRI) screen, enter
the appropriate code on a blank line.

o Follow university procedures for entering this information.

T Use the origin field for the studentds mo
(originaly st ored in the driveroés |license fiel

o Enter the studentds most recent state
the initial origin which is coded in the state of residence field.

o Enter the date the most recent state of origin is applicable

Step 10i Enter/Verify the Social Security Number
1 Enter the social security number if it is available.
1 You do not need to add any dashes as Colleague will automatically add the dashes

for you.

1 If the SSN on thapplication differs from the SSN in Colleague, do not update at
this time. A letter wildl be sent request
Card.

1 If the SSN matches another in Colleague a pop up box will appear with the
Colleague ID and name of the pen that number is assigned to

Step 11i Enter/Verify the Birth Date
1 Enter the birth date without slashes
o Ex.031369.
o If the month or day is 9 or less, add a zero to the front of the number.
o Colleague will format the birth date ®8M/DD/YYYY.
9 If prior to 1930, all four digits of the year must be typed

Step 12i Enter/Verify the Ethnic/Gender Codes
This information must be entered to avoid errors in the extract.
1 Entering ethnic/race code(s)
o Enter Ethnic(s) Code
1 Ethnics(s) may be entered but is not required.
91 Enter ethnicity HL for Hispanic/Latino
1 Enter ethnicity NHL for NorHispanic/Latino
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1 Access the drogown box to see the list of valid values.
o Enter Races(s) Code

1 Race may be entered butist required

1 Enter as many races as apply.

1 Access the dropown box to see the list of valid values.
0 Archived Ethnic

1 Itis no longer necessary to record this information.

ol f fido not wish to respondo is marked

1 No ethnic code is entered
9 No race code is emnted
1 Enter the gender code
o Gender is an O6F6 for female and O0M6
o Also, if the gender is obvious from the first and middle names, you can use
that information to record gender if it is not listed on the prospect information.

Step 13i Enter/Verif y the Mail Code
1 This field will be used only if the student does not want to be contacted by us for
any reason.
1 If that is the case, type F1 twice to get a list of restrictions and choose the
appropriate one.

Step 14i Enter/Verify the E-Mail Add ress
1 Prospect email type and address
A An email address will be entered for every university the prospect is
interested in.

A At least one email address should be entered using the uniapsitific
email type.
If used, the PRI-enail addess should be entered in the first line.
Change the PRI and WEB address only after confirmation from the
prospect.
T Ent er t he-mapaddressdypeis). 6 s e

A The type of email address will be smart coded by university. For
example, SE for SDSU, Bter BHSU, and DE for DSU. Look up using

> >

university identifier and 06¢é56, Ex.

A xE will be used for the university specific (.edu)ail address
A xE2 will be used for a personaheail address

A The PRI email type may be entered for a prospect but is quired
unless Communications Management is used to send prospect email
messages. PRI is the default email type specified on PID2 for the system.

A The WEB email type may be entered at this time but is not required.

1 Enter the email address(es)

A Use exact cge and punctuation.

A When changing the PR}mail address, enter the original address in the
comments field on the Prospect Summary (PRSP) screen. Insert a blank
line, date and time stamp the comment and then enter the previous email
address.
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Step 151 Enter/Verify a Preferred Name
1 Automatically defaults to the name originally entered into Colleague.

o If the preferred name was changed through a name change, the new name
will not default in. This will need to manually need to dfganged to
reflect the name change.

1 Enter the preferred name only if it differs from the full legal name.

o An example of this would be if a per
James but they go by TJ.

o Inthe example above, TJ should be entered in the QHidrfield

A List every other or former name the applicant has ever used to
reduce the chances of duplicates in the Other LFM field

o If provided, enter the nicknamesthe Nickname field on BIO, which you
can access, from NAE by detailing on the Last Naeld.f

Step 161 Enter/Verify a Mail Name
1 Automatically defaults to the name originally entered into Colleague.
1 Only used if someone gives us a preferred mailing name.

Step 17i Update the NAE screen and continue with the PRSP

Step 18i General Prospect Status
1 Let this field default to INQ from the admissions setup. The prospect status on
the APPN screen will be used for prospect status tracking. This is different than
General Prospect Status on PRSP.

Stepl9iEnt er / Ver i f yAcadiLevelpr ospect 0s
1 Enter UG for undergraduate

Step 20i Enter/Verify if Housing is Desired
T Coll eague wil | default to O60YO. Change i f

Step 21i Enter/Verify the Career Goals
1 Enter the career goal information, if provided.

Step 22i Initial Contact
1 The Initial Contact field on PRSP will no longer be used for origin information.

o Origin, in the merged environment, will be entered and stored as-smart
coded communication management codes to allom tieebe secured by
uni versity through the use of office <c
0x6 is the identifier for your univers
university.

o To enter the origin on the Prospect Summary (PRSP) screen, access the
Comm Coe field and enter the appropriate code.

o To enter the origin on the Communication Code Entry (CRI) screen, enter
the appropriate code on a blank line.
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o Follow university procedures for entering this information.

T Use the origin f i edteockrefidentstatelofeorignt udent 6 s mo
(originally stored in the driverds | icens
o Enter the studentds most recent state

the initial origin which is coded in the state of residence field.

Step 23i Initia | Contact Dt
1 See above

Step 24i Enter the Communication Code
1 This communication code can be used to trigger correspondence or enter
other tracking codes.
T Use your institution identifier along wit
that could baised and pick the most appropriate choice. These codes may vary
for types of students (New freshmen, transfers) and may change for each
recruiting year. Follow university procedures for entering this information.

1 Once you have entered the code,entas &6 i n t he next position
mark the contact as received.
T Coll eague wi || default todayods date.

Step 251 Enter/verify the Acad Program
1 Colleague tracks the academic programs that the student is interested in studying.
1 Every student must have an academic program. The program is used to set

the university privacy codes for a student.

1 University staff members will only add/change/delete ymgrams for prospects

for their university.

Enter 6A6 to add a progr am.

There are a number of different positions in this field broken down as follows:

o ProgramlLookupiuse your university identifie
get a list of the programs. Yaan page down to find the programs
available. If the program is not offered or if the information is not
provided on the card, use the undecided program for your university.

A For initial applications (fapplication for each university) received
for thesame student, for the same university, for the same term,
there is a limit of two recorded.

A For subsequent applications received for the same student, for the
same term, for the same university, with a different academic
program from the initial applicatip

1 If MTS and the term has not begun, there is an additional
two limit. The student can have two APPNSs for the initial
and two APPNs for each subsequent.

1 If MTS and the term has begun, no new applications should
be processed for that term.

o Depti Defauls depending upon the academic program chosen

0 Location i Defaults in from the academic program chosen.

0 Prospect Status/Daté Defaults from the ADPA screen

= =
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0 Application Statusi Defaults to NAR Not applied. Unless the prospect
is submitting an admissions application at the same time as prospect
information, this field should remain NAP.

o AdmitStatusTEnt er one of the following stat
freshmanyrad®defror 6TS6 for a transfer f
university, O6R6 for a reentry student,

for a special student.
o Start Term i The term that the student is scheduled to begin classes.

Seniors graduating in 2003yrfexample, will have a start term of
02003FAG6; juniors wil!/ be 62004FAQG.
determine the start date if it is not specifically stated, use either the birth
date or high school information provided.

1 If there is a secahacademic program, follow the same procedures, otherwise

press enter

Step 26i Update the PRSP screen.

1 If the prospect is being added to the system for the first time, this update will
create the program thereby activating the admissions universiacproode for
the prospect/applicant.

Step 271 Access the Prospect Summary (PRSP) screen again.

Enter Biographic Information

Step 28i Enter/Verify the Biographic Information (BIO ) information.

1 Detail on the Demographics field display a menu.

1 Choose the Biographic Information (BIO) screen from the menu.

1 Review the information from BIO that defaults from the NAE screen

1 Enter the following information:

Source Enter a code defining the oriagin

the relatimship of the person to the university. For
applicants, enter AP, otherwise press F1 for a list of values.

Status Enter a status of O6Ad6 for Acti ve
Marital Status: Enter the appropriate marital status of the applicant, if the
information is available.
Citizenship: Enter the applicantodos citizenshi
1 Leave this field blank if the applicant is a US citizen.
1 Enter the country the applicant is a citizen of, i.e- SD
Sudan
1 Enter noaresident until the valid Resident Alien Card is
received.
T I'f the applicant checks fiothero

application and any other documentation received will be
forwarded to the appropriate can
advising office.
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Step 29 Update the Biographic Information (BIO) Screen andreturn to the
Prospect Summary (PRSP) Screen.

Enter Institutions Attended

Step 301 Enter/Verify the High School and Institutions Attended
1 Detail on the Demographics field to display a resolution screen.
1 Choose the Institutions Attended Summary (IASidreen from the resolution to
enter the HS information.

Note: When accessing this screen, if you receive the (A) to Add an Institution,
Shift F8 and contact your university data administrator to add an institution. Do
not add annstitution record via the HSA screen.

T At the institution | ookup prompt, enter t
o For instance, looking up Central High School in Aberdeen, one would enter

6Central é6 to get a | i stcholfyouthpe school

O0Aberdeen. .. 06 you will get an Aberdeen

o To further limit a name search, enter a semicolon followed by one of the
abbreviations listed below after the name:

C = city

st = state
For example, enter [lincoln;SD] to retrieve records for any institution
whosename ont ai ns fAlincolnd and is | o

1 Recording unique high schools attended
o If the applicant received a GED, it will be recorded on the IASU screen as a
hi gh school aDd.ended titled AGE

o |If the applicant was Home Schooled, the high school institution attended
would be Home School.

o If the applicant attended l@gh schooloutside of the United States, use the
instituti orf.cSadeScfhorol isNo n

o |If the applicant has a HS Not Reded entry, and an official transcript is
received, the HS Not Recorded entry should be deleted.

1 Enter the number from the resolution screen of the correct HS to displaithe
screen. Enter the following:

0 Years Attendedi Enter thegraduating year of the prospect for both the
start and end years. For example, for seniors graduating in May of 2003,
enter 2003 for both the start and end year.

o Start/End Datesi Enter the same date for both the start and end dates.
Us e 0605 3 1ndh aredslay.t Horethe year, enter the-thgit
graduation year in which the prospect will graduate. For a 2003
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graduating se

i or , the start and end d

n
enter 6053104606. This is verge i mportan

triggered by graduation dates.
o Commentsi Insert a blank line, date and time stamp the comment. Enter
a comment as to where the original transcript is housed. Format the
comment as follows: transcript type: university making the comment i.e.
PHS: USD.
o0 Update the HSA screen
1 Repeat these steps for all of the high schools the prospect may have attended.

Step 31- Update the IASU screen and return to PRSP

Enter Test Scores

Step 32i Enter/Verify Test Scores

9 Detail on the Test field to thBest Summey (TSUM) screerto enter test scores.

T At the Admissions Test Lookup prompt,
the composite ACT Score and the associated sub scores. Use SAT.COMP to
enter SAT scores.

1 Once you have entered this code yall be taken to th& EST screen. Enter the
following:

ent

o Date Takeni Enter the date the testwastakéhs e 6016 f or the d

(mm/01/yy) onall test and subtest entries.
0 Score/Pcti Enter the composite test scoii@o not enter the percent
portion of the field.
0 Subtestsi As of 12/5/03, only the 5 ACT scores are required;
ACT.COMP, ACT.ENGL, ACT.MATH, ACT.REAS & ACT.READ.Do
not enter the percent or index fieltf one score is entered, all scores
should be entered to alleviate errorshwa possible subsequent tape load.
o StatusiThe system defaults in 6ACO6 up
StatusDatei The system defaults in to to
o Sourcei Ent er OHS®6 when the score was
transcript.

o

1 Update the TSUM screen and return to PRSP.
Note: ACT scores will primarily be loaded from the tape. If information is entered
manually, care needs to be taken to populate all fields (as in the procedure above) that are
populated with the tape load.

Enter Honors and Activities

Step 311 Enter/Verify Honors and Activities
1 Detail on the Honors/Activities field to thgoplicants Honors/Activities (HAC)
screen.

1 Enter the activities and interests the prospect has listed.
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T Use a standard | ookup 6é6 if the codes ar

1 Update the HACT screen and return to PRSP.

Step 32i Enter Prospect Comments
1 Detail on the Comments field to add prospect comments.
1 Insert aline so the latest comment is at the top
91 Date and time stapfirst, then
1 Entera comment

Step 33i Update the PRSP screen
Note: Upon exit from the PRSP screen, the rules on the Admissions Tracking Screen

(ATRK) are evaluated which may result time trigger of communications management
actions.
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5

Adding a Program of Interest for a Specific University
Responsibility: University

Colleague provides prospect security by ensuring that staff members have the appropriate
admissions privacy code security to access a prospect recaebsio the admissions

screens for a prospect will be limited to staff members whose university privacy access
matches that of the prospect based on the program of interest.

NOTE: Refer to the AAdmMmi ssions University Pr
activating the admissions university privacy process for prospects and applicants
before proceeding.

Every prospect/applicant must have an academic program. The program must be
assigned on the Prospect Summary (PRSP) screen to activate the universitypy
codes.

University staff members will only add/change/delete programs for prospects for
their university.

Note: If this degree seeking program is not within the same institution or the student is
reentering a system institution after a periotiiatus of one term, a new APPN will need

to be created for new UG degree seeking programs. l.e. If a student applies for Fall and
then asks to wait until Spring to attend, the student needs to reapply. A signed letter
would suffice for a student that wiss to delay a semestdf the delay is for one

semester, the student will not need to repay the ap fee. .

If this UG degree seeking program is within the same institution and there has been no
period of hiatus, then a new APPN will NOT need to betetka

Note: A student returning to the institution at the same academic level or a student who
has attended another higher education institution in the Board of Regents system at the
same academic level is not required to pay the application fee bushe must submit

an Undergraduate Student Readmission Form and other required documents if he or she
has interrupted attendance by one or more regular semesters (Fall or Spring). A former
student shall be considered as a transfer student if he or shiéedmaked a neRegental
university during the period of interruption of attendance.

Step 1i Access the Prospect Summary (PRSRcreen.
1 If all the record search options have been used and the prospect is not in the
system, follow the AAdding Prospect I nfor

1 If the prospect is found in the system and the prospect has a program for your
university but an additional progm is needed, continue with the next step.

1 If the prospect is found in the system and the prospect does NOT have a program
for your university:
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o The prompt APerson has no program for

will display.

A Respondi Y to this pompt if you wish to add a program.

A Respond ANO i f ynotbe alowedmazdsstoadd ou wi |
a program and the message fAConfl i ci
Access to this person deniedo wil/l
the menu.

Step2i Verify Prospect Summary (PRSP) screen Information

Step 31 Enter the Acad Program
T Enter O0A6 to add a progr am.
1 There are a number of different positions in this field broken down as follows:

o ProgramLookupiuse your university identifie
get a list of the programs. You can page down to find the programs
available. If the program is not offered or if the information is not
provided on the card, use the undecided program for your sityer

A For initial applications (fapplication for each university) received
for the same student, for the same university, for the same term,
there is a limit of two recorded.

A For subsequent applications received for the same student, for the
same termfor the same university, with a different academic
program from the initial application,

1 If MTS and the term has not begun, there is an additional
two limit. The student can have two APPNs for the initial
and two APPNs for each subsequent.

1 If MTS and tke term has begun, no new applications should
be processed for that term.

0 Depti Defaults depending upon the academic program chosen

o0 Location i Defaults in from the academic program chosen.

0 Prospect Status/Daté Defaults from the PRSP screen

o Application Statusi Defaults to NAR Not applied. Unless the prospect
is submitting an admissions application at the same time as prospect
information, this field should remain NAP.

0 Admit Statusi Ent er one of the following st a
freshnmanf,oroTtransfer, 60TS6 for a trar
university, OR6 for a reentry student,

for a special student.

o Start Term T The term that the student is scheduled to begin classes.
Seniors graduating in B3, for example, will have a start term of
02003FAOG; juniors wild@ be 02004FAOG.
determine the start date if it is not specifically stated, use either the birth
date or high school information provided.

1 |If there is a scond academic program, follow the same procedures, otherwise
press enter.
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Step 4i Update the PRSP screen.
1 This will save the program for your university.

Step 51 Access the PRSP screen again.

Step 61 Verify NAE information.
T Detail on ndandseeagMAEphi cs o
T Using the AAdding a Prospecto procedures,
1 Enter any additional information needed for your university. This might include
specific communications codes for initial contact or email addresses.

Step 71 Update the PRSP screen.
Note: Upon exit from the PRSP screen, the rules on the Admissions Tracking Screen

(ATRK) are evaluated which may resultthre trigger of communications management
actions.
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Building the Prospect Pool

Responsibility: University

To build its pool of first time freshmen prospects, the admissions cHiceomplete the
following steps:

Step 1- Load the SAT or ACT tape.

1 The initial contact information will no longer be used.

1 Initial Contact and Initial Contact Date fields, hetmerged environment, will be
entered and stored as smentded communication management coddsis data
will be secure by university through the use of office codes.

Follow university procedures for entering this information.
The following are exampgeof sources of initial contacts for prospects:

SAT tape

ACT tape

Student referral

Faculty referral

Staff referral

Alumni referral

Other referral

View book reply card

Poster reply card

DC area college fair

Mid-western college fair

Southeastern college fair

Campus visit

E

Step 2- Enter prospect information.
T Follow the AProcedure for Adding Prospect

Step 3- Assign a prospect rating.
T Foll ow ARating a Group of Admissions Appl

Step 4- Assign each prospect an admissionsfafer.

T Fol lAoswsiigni ng Admi ssi ons Representatives
Admi ssions Representatives to a Group of
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7/22/05

Purging Prospects and Applicants
Responsibility: University
Timeframe: June ofevery year; retaining 3 years of prospects

Pendingi SDSU would like to see/develop a list of prospects that were not purged.
Possibly by using a CC code on the record.

This procedure shoul d b eProppectgurgewii@ugdlan a
applications even in the case where an applicant/student has multiple applications for
multiple universities.

NOTE: Prospect purge testing has identified that the purge process takes
significantly longer using batches with prospects that have admisgie
representatives assigned. Contact Regents Information Systems staff for steps in
removing representatives prior to purging prospect records.

Complete the following steps to purge prospect and applicant information:

Step 11 WebAdvisor Registry Cleany/Admission Rep cleanugor Purged
Prospects
1 Use the SAVEDLIST created during thaditpurge process to help you identify
prospects and applicants whose registry entries can be removed.
o Savedlist name is at the end of the PAPG report. This savedlisecan
used to clean up the registry.
1 Accesses the DDRU screen to batch delete users from the WebAdvisor
registry. A record in the PERSON file must exist to use this process.
1 On the DRUS screen, complete the following fields:
0 Run Report in Update Mode: t&m N to run the report in audit mode
(1st time). Enter Y to run the report in updated mode (make sure
correct in audit mode first).
o Report Failures Only: Enter Y

Agqui

to di

AUnabl e to Delete Listintypdigplayr ecor ds

successfully deleted records as
Del ete Listingso records on the
0 Saved List Name: Enter name of saved list.
o Additional Selection Criteria: Enter Y to enter selection criteria on a
separate screeif,needed.

1 To cleanup admissions reps
:GET.LIST XH.PURGE200 6.KEEP
>SELECT APPLICANTS BY.EXP APP.APPLICATIONS
>SELECT APPLICANTS SAVING APP.APPLICATIONS
>SELECT APPLICATIONS WITH APPL.ADMISSIONS.REP
>SAVE.LIST XH.APPL.ADMREP

:GET.LIST XH.APPL.ADMREP
>LIST APPLICATIONS BY APPL.ACAD.PROGRAM BREAK.ON APPL.ACAD.PROGRAM TOTAL EVAL 1"
DET.SUP

:GET.LIST XH.APPL. ADMREP
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LIST APPLICAT IONS BY APPL.ADMISSIONS.REP BREAK.ON APPL.ADMISSIONS.REP TOTAL EVAL
'l' DET.SUP

Most are for NSU. Send lists to NSU for cleaniNSU changes them all to Scott
Allbee, then lets Suzanne know so she can delete them.

Step 2- Access theProspect/Applicant Purge (PAPQ screen.
Step 3- Enter the purge and report options.

Step 4- Complete the following fields as needed.
Fields on the PAPG Screen
1T The fields on the top portion of the PAPC
opt i onso that define how Coll eague qualifi
selected by the criteria you enter in the bottom portion of the screen.
0 You can tell Colleague to omit certain records from the purge process, you
can choose to run the proc@asdNon-Update mode only, and you can
specify whether you want a detailed or a summary report.
0 Use the fields in the Selection Criteria section to choose the prospects and
applicants that you want to purge.
A Keep in mind that the fields on this screen ligath other, which
means that the person must meet all of the selection criteria that
you enter in order to be selected.
A Colleague requires you to complete at least one field, in order to
avoid accidental purging of all prospects and applicants.

Process Prospects Only.
1 EnterN to include both prospects and applicants in the purge and report
processes.

Process Even If Student.
1 This parameter affects only those people who are currently, or have ever been,
students at your institution.
o EnterN toretain all data for current or former students who meet your
selection criteria.

Process Even If AR Accountholder.
1 This parameter affects only those people who are selected by the other criteria on
this screen, and who have AR activity on file (thatisyey 6ve been bill ed
payments, or put down a deposit).
o EnterN to skip such people altogether.

Run in Update Mode.
1 EnterN to just produce a report of what would be deleted without actually

purging any records.
1 EnterY to both produce a report éulelete records from the Colleague database.
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Note: We highly recommend that you back up your Colleague database before running
the purge process, and also that you run this process first Hupldate Mode (by setting
this field toN) to verify the recads that are to be purged. The defaullisvery time you

run this process. You must change it'tto actually delete records.

Detail Report.
1 The accompanying report always displays the name, Colleague ID, and Social
Security or Social Insurance Number of all selected people.
o EnterN if you do not want the extra information.

Step 5- Enter the selection criteria.
1 Use these fields to selettte prospects and applicants that you want to process:
0 Saved List Name
A Create a saved list for each year using the following criteria:

SELECT APPLICATIONS WITH APPL.ACAD.LEVEL = UG WITH APPL.ADMIT.STATUS EQ
'F''T" WITH EVERY APPL.CURRENT.STATUS EQ 'NAP' WITH APPL.START.TERM EQ
'2005FA' '2005SP' '2005SU

SELECT APPLICATIONS SAVING UNIQUE APPL.APPLICANT
SAVE.LIST XH2005

GET.LIST XH2005
SELECT STUDENTS
SAVE.LIST XHS

GET.LIST XH2005 TO 1

GET.LIST XHS TO 2

MERGE.LIST 1 DIFF 2

SELECT APPLICANTS SELECT.ONLY WITH EVERY XM.APP.APPL.START.TERMS EQ
'2005FA"2005SP"2005SU'

SAVE.LIST XH2005

GET.LIST XH2005
SELECT PERSON WITH EVERY PERSON.CHAPTERS ="
SAVE.LIST XH2005

SELECT EMPLOYMT SAVING UNIQUE EMP.PERSON.ID
SAVE.LIST XHEMPLOYEE

GET.LIST XH2005TO 1
GET.LIST XHEMPLOYEE TO 2
MERGE.LIST 1 DIFF 2
SAVE.LIST XH2005

SELECT STAFF
SAVE.LIST XHSTAFF

GET.LIST XH2005 TO 1
GET.LIST XHSTAFF TO 2
MERGE.LIST 1 DIFF 2
SAVE.LIST XH2005

SELECT RELATIONSHIP SAVING UNIQUE RS.ID1
SAVE.LIST XHREL1

SELECT RELATIONSHIP SAVING UNIQUE RS.ID2
SAVE.LIST XHREL2

GET.LIST XHREL1 TO 1

GET.LIST XHREL2 TO 2

MERGE.LIST 1 UNION2

SAVE.LIST XHREL
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GET.LIST XH2005 TO 1
GET.LIST XHREL TO 2
MERGE.LIST 1 DIFF 2
SAVE.LIST XH2005

SELECT APPLICATIONS WITH APPL.START.TERM > '2005ZZ'
SELECT APPLICATIONS SAVING UNIQUE APPL.APPLICANT
SAVE.LIST XHT
GET.LIST XH2005 TO 1
GET.LIST XHT TO 2
MERGE.LIST 1 DIFF 2
SAVE.LIST XH.PURGE2005

GET.LIST XH.PURGE2005
SELECT APPLICANTS WITH EVERY XH.APPL.STATUSES EQ 'NAP'
SAVE.LIST XH.PURGE2005.KEEP

Note: Also look for previous years.

o Appl Statuses
A Enter NAP
0 FA Cutoff Year
1 Enter 1998; no records with FA should ever be purged

Remember that Colleague will select only those records thatatheéthe criteria you
enter in these fields.

Step 6- Enter Additional Selection Criteria
1 If you need to define to select the desired prospects or applicants, go to the
additional criteria field.
o Enter Y and update the PAPG screen.
o The Additional Selection Criteria screen is displayed.
o Complete and save the Additional Selection Criteria screen.
1 Otherwse, continue with the next step.

Step 7- Save and exit the PAPG screen.
1 The Change Peripheral Defaults screen is displayed.

Step 8- Complete the Change Peripheral Defaults screen and the Process Handler
screen as needed.

Step 9- If you are performing the actual purge, and your institution uses the
Communications Management module, continue with the next step.
1 If you are running the process in Nbipdate mode, or if your institution does not
use the CC module, you are finished.
1 Steps Dand 1 are for cleaning up the Communications Management files for
the prospects and applicants you have purged.

Step 10- Run the Rebuild LTR.GRP Counters (RLGC) process.
1 Access the RLGC screen.
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1 EnterY in the Do you wish to execute this procefslel.
9 Finish out of the RLGC screen.

Step 11- Run the Rebuild CC Files (RBCH process.
1 Access the RBCF screen.

1 EnterY in the Do you wish to execute this process? field.
9 Finish out of the RBCF screen.

Step 12i Query for institutions.attend stranded recordsé& fix

3/25/11i last update 60

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Entering an Applicantds Honors an
Responsibility: University/ESC

The activities and honors that you add for an applicant are those from either a secondary
school or a post secondary institution other than your urisirt.

Academic Honors

Step 1i Access the Applicant Honors/Activities (HACT) screen.
1 Atthe person look up prompt, enter the SSN or student ID of the applicant or
search by name.
1 Accessing the applicant

o If the applicant has a program for your university, the HACT screen will
display.

o If the applicant does not have a program for your university, the prompt
AProspect has no program for this uniwv
program?0 wsbbndi s§ifgbayo tRés prompt tc
screen to enter prospect and program information for the applicant. See the
AAdding A Program of Interest for a Sp

1 You enter academic honors an applicant received agdreetext

o From theHACT screen you can detail to the Academic Honors Comments
(UTED) screen for a fulscreen view of the honors or to detail to your
editor for easy data entry.

T You enter an applicantés activities and i

o Type 0 éalistbfallthe @dssible interest choices

0 These codes let you refer to these interests in mailings or for other
reporting purposes. For example, if you send a special letter to all
applicants who had participated in certain activities, such as deblate c
in high school, you can define your Admissions tracking rules or saved.list
guery to send out letters based on interest codes.

o These pullin on tape loadBracking rules on ATRK can be set up to
select prospects with specific interest codes andawithmatically assign
a communication code on CRI for the prospects. This communication
code then can either simply trigger the generation of a letter or place them
on an fAinteresto trackYowganhadisodohe associ
adhoc mailings witlsaved.lists.

o When you record an applicantdés activit
Applicant Activity Detail AADT) screen where you can record the details
about the applicantédés involvement i n e

A For instance, what grade they wereninen they participated in
this activity; how many hours per week or weeks per year; the
roles they had and their future intent
1 You can also define your admissions representative assignment rules based on
applicant interests. For example, you could dedimele that assigns a certain
admissions representative to all applicants interested in forensics.
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1 In addition to interest codes you can use role codes to identify what, if any,
specific role an individual had in an activity. For example, if you only $etters
about your institutionds clubs and organi

had a role in an activity (whether it is member or officer or some other role), then
define your rules to look at both the interest codes and the role codes.

Step2i Update the AADT -> HACT screens
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Entering an Applicantds Speci al

Information
Responsibility: University

The SPIR screen will be used to document any level of interest in eventual teaching at the
K-12 level.

To provideconfidentiality for recruiting activities relative to other special interests,
Communications Management codes can be entered on the Communication Code Entry
Screen (CRI) or on the PRSP screen.

To enter information relevant to interest in a teaching caree

Step 1i Access the SPIR screen through the ASUM (or PRSP) screen.

Step2iAccess the applicantds record:
1 At the person look up prompt, either enter the SSN or student ID of the applicant
or conduct a search by name.

1 If the applicant has a prograier your university, the CRI screen will display.
1 If the applicant does not have a program for your university, this prompt will
display:
o AiProspect has no program for this uniyv
program?o0
o To enter prospect and program imfation for this applicant, respond
AY. O
o See the AAdding a Program of I nterest
procedures.
Step 31 Note answer to this application query:i Ar e you i nterested in
career in teaching?o

Enter affirmative responses in Rewuited for field:
1 Yes =TIY (Teacher Interest Yes)
1 Possibly = TIP (Teacher Interest Potential)
Note: Negative responses will not be documented at this point in the process.
Step 4i Enter name of recruiter (if known) in Recruited By.
Step 51 Enter date the application was signed or submitted in Date.
Step 61 Update the SPIR screen.

The Colleague provided special interest recruiting screen §S®lIRo longer be used
to enter special interest recruiting information. To provide confidity for recruiting
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activities regarding special interests, Communications Management codes can be entered
on the Communication Code Entry Screen (CRI) or on the PRSP screen.

To enter special interest recruiting information using CRI:

Step 1i Access the Communication Code Entry (CR) Screen.
Step 2i Access an Applicant Record.
1 At the person look up prompt, enter the SSN or student ID of the applicant or
search by name.

1 If the applicant has a program for your university, the CRI screen will display.

T I'f the applicant does not have a program
has no program for this university. Asso
display. Re pond fAYO to this prompt to access t
and program information for the applicant
for a Specific Universityo procedures.

Step 31 Select a communication code.
1 Onablanklineinthe o mmuni cati on codes field, use X
is the identifier for your university, to locate the appropriate special interest code.
Your university may have used a standard naming convention for the special
interest codes. For example, SACSRHS the communication code used for
SDSU Special Interest Recruiting for a high school visit.

Step 41 Update the CRI screen.

To enter special interest recruiting information using PRSP:

Step 17 Access the Prospect Summary (PRS$Rcreen.
Step 21 Access an Applicant Record.
1 Atthe person look up prompt, enter the SSN or student ID of the applicant or
search by name.

1 If the applicant has a program for your university, the CRI screen will display.

91 |If the applicantdoesnothavea@pgr am f or your university,

has no program for this university. Asso
di spl ay. Respond fAiY0O to this prompt to a
and program information for the applicant. Seethi Addi ng A Program o
for a Specific Universityo procedures.
Step 3i Access the Comm Code field directly or through PRSP.
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T I'n the Comm code field, use xACSR and é |,
university, to locate the appropriate spemterest code. Your university may
have used a standard naming convention for the special interest codes. For
example, SACSRHSV is the communication code used for SDSU Special Interest

Recruiting for a high school visit.

Step 4i Update the PRSPscreen.
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Adding References and Appointments for an Applicant
Responsibility: University

ARFA will be used instead of REFA

This section explains how to use the Applicant References/AppointniEef\ screen
to

1 record references for an digant

1 record recommendations for an applicant

1 manually assign an admissions officer or alumni area representative to an

applicant

1 set up an appointment with an applicant

1 record communications with the applicant
Note: All entries that you make on thégreen are for a specific applicant. To record any
of this information for a specific application, use the Application
References/AppointmentARFA) screen.
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Entering a Secondary School Transcript
Responsibility: University/ESC

SD will no longer track this information.
Complete the following procedure to enter a secondary school transcript:

Step 1- Accessthe ndi vi dual s transcript record for t
the Secondary School Transcript §STR) screen.
1 If Colleague prompts for an institution attended record, you must éritecreate
a record for the appropriate institution, before you can add transcript information.

Step 2- Enter the grade scheme the secondary school uses.
1 UG defaults in

Step 3- Enter each subject and the appropriate grades.
T Coll eague calcul ates the grade point aver
cumulative grade point average.
1 Used to enter high school Math experienogy.
0 It does not need to be entered for transtedents with 24 or more hours.
o Evaluate high school math courses and enter appropriate code from the
table.

NOTE - This table implies a full year of math that has been or will be passed (Grade of

ADO or better) before ¢groaydsanesteoaiAlgebrawidix . :  An
be coded (N) No Algebra.) If only Geometry has been passed with no Algebra, enter (N)

No Algebra.

Step 4- Save the transcript record.
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Recording a Studentos Homet own an

Newspaper
Responsibility: University

Recording the Hometown
Step 1i Access the Formatted Names (FNMscreen

Step 2i At the Person LookUp prompt, enter the ID of the student
Step 3i Enter HT as the type
Step 4i Enter the name of the hometown

1 Thisis a free form field

1 EnterCity, State (Abbreviations for the state), Zip

Recording the Hometown Newspaper
Step 1i Access the Addnl Student Profile Info (ASPRscreen

Step 2i At the Person LookUp prompt, enter the ID of the student
Step 3i Access the Home Newspapéield
Step 4i Enter the name of the hometown newspaper at the Organizations Lookup

Note: When accessing this screen, if you receive the (A) to Add an Organization, Shift
F8 and contact your university data administrator to add an organization. Bddnan
organization record on ORGP via the ASPR screen.

1 At the organization lookup prompt, enter the first name of the newspaper along with a
6€0. For instance, |l ooking up Estelline J
a list of the organizatianmatching the search.

9 To further limit a name search, enter a semicolon followed by one of the
abbreviations listed below after the name:

C = city
st = state
1 For example, enter [Journal;st SD] to retrieve records for any organization whose
namecont ains fiJournal o and is |l ocated in Sou

Step 51 Enter ST for Source if the newspaper was provided by the student
Step 61 Enter the address, if known, and BUS as the address type

Step 71 Update the ORGP-> ASPR screens
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Entering Prospect Rating Assignments
Responsibility: University

Use the Prospect Rating Assignment (PRRA) screen to generate a rating for a group of
prospects. You can also use the PRRA screen to recalculate the prospect rating for one or
more prospects.

Note: These réings can be used to query specific university prospects.

Step 1i Access the Prospect Rating Assignments (PRRAcreen
1 Assign a rating by using rules set up on PRAT

Step 2i Recalculate Manual Ratings
1 Enter Y to override manual ratings
1 Defaultis N

Step 31 Select the Prospects to assign by
1 Entering a Saved List Name with IDs from the Prospects file
1 Entering specific Prospect Statuses
1 Entering specific Prospects
1 Entering Additional Selection Criteria

Step 41 Update the PRRA screen
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Applications
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Revised
_ o o 2/16/07
Adding an Admissions Application
Responsibility: Home/ESC BO.R
Policy 2:3

Colleague provides prospect security by ensuring that staff members have the appropriate
admissions privacy code security to access a prospect record. Access to the admissions
screens for a prospect will be limited to staff members whose university paveeys

matches that of the prospect based on the program of interest.

NOTE: Refer to the AAdmMmi ssions University Pr
activating the admissions university privacy process for prospects and applicants
before proceeding.

Note: University staff members will only add/change/delete programs for applicants
for their university.

Note: If this degree seeking program is not within the same institution or the student is
reentering a system institution after a period of hiafumne term, a new APPN will need
to be created for neWG degree seeking programs. l.e. If a student applies for Fall and
then asks to wait until Spring to attend, the student needs to reapply.

If this UG degree seeking program is within the samatuigin and there has been no
period of hiatus, then a new APPN will NOT need to be created.

If the applicant was previously accepted as a special student, continuously enrolled and
then changes to degree seeking, a new APPN will be created. Tresatle the
recording of the application fee on APFE and Basis of Admission Cohort Reporting.

Note: A student returning to the institution at the same academic level or a student who
has attended another higher education institution in the Board of Resystgm at the

same academic level is required to pay the applicatioifi fleey have not attended

during the previous three semesters. The applioast submit an Undergraduate

Student Readmission Form and other required documents if he or sheehapiat
attendance by one or more regular semesters (Fall or Spring). A former student shall be
considered as a transfer student if he or she has attendedR&gental university during

the period of interruption of attendance.

Complete the following ocedure to enter an admissions application:

Entering Application information
Step 1i Access theApplicant Summary (ASUM) Screen

Note: You MUST do a record search using tRecord Search ProcedureBEFORE
adding a new prospect/applicant or application.

At the person lookup prompt, enter the SSN or the Colleague Id of the person.
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T I'f there is a person with that SSN or Col
information will automatically display on the NAd€reen.
1 If there is not a person with that SSN, enter the partial name of the student to
further clarify your search
o For example, Rei for Reihe
1 If the name search brings up a resolution screen, check the birth date and/or SSN
to make sure it is the righepson.
1 If arecord is not found, enter the first 3 characters of the last name followed by a
semicolon (;) followed by a blank space, then XH.PERS.HOME.PHONE
followed by a blank space and the phone number enclosed in apostrophes and
including hyphens. (e OM; XH. PERS. HOMBERSFPHONE) 66 0f
the last name is not legible, alternate versions of the first 3 characters may need to
beusedNot e some phone number sioasre stored wi

Identifying Duplicate Records
1 How do you know if yothave a duplicate record?
o Compare the SSN
A s it the same?
A lIsit close? Have the numbers been transposed?
o Compare the Last, First, Middle name
A s it the same?
A Isitclose? What is the nickname? What are the other names?
o Compare the birth date
A Isitthe sme?
A Isit close? Have the numbers been transposed?
o Compare the address, including thmail address
A s it the same?
o Compare the phone number
A s it the same?
o Compare the high school graduation date
A s it the same?
o Compare the academic history
A s it thesame?
{1 If one or more of the above are the saniel OP
o Provide the information that leads you to believe you have a duplicate
record to the universities involved
o Do Not process the record any further
0 The universities will continue with Step 2 in the Duplec®&ecord
Cleanup Procedures

Step 2i Determine if the applicant has a program for your university.
1 If all of the record search options have been used and the prospect is not in the

system:
o Type 6A6 at the prompt to adckena new p
will display. Refer to the Adding Pr
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the NAE information. Continue with the next step to verify program
information.

1 If the prospect is found in the system and the prospect has a program for your

university, continue with the next step to verify program information.

1 If the prospect is found in the system and the prospect does NOT have a program

for your university:

o The prompt APerson has no program for

will display.
A Respondi Y o this prompt if you wish to add a program.  This
will display the Prospect Summary (PRSP) Screen.

A Respond ANO i f ynotbealowedmmsstoadd You wi |
a program and the message AConfl i c

Access to this person denied?o
the menu.
OR if the student has a transfer out hiatus record

Note: Enroll Status, Home Location & the prary email address should not be
changed until afteminimumprogression is completed for the term for students
who were enrolled during thagrm at another SDBOR university, except in the
case of a transfer out between the start and census datearhthe t
o The pr ompwithdia@ilfrbm the institution. Reinstate (Y/N)?:
will display.
A Respond ANO to this prompt to
new program
1 If ESC receives this prompt, they will notify the university
the student is applying toThe university will update the
transfer out status and verify glogramslevels and
current statusesThen, the university will notify ESC to
continue with updating the application record.
0 Review should be accomplished within a day
1 If a university eceives this prompt, they will update the
transfer out status and verify all programs, levels and
current statuses. Then, they will continue with updating the
application record.
0 Review should be accomplished within a day
A To verify transfer outs for alltsdents/applicants
1 Access the Student Academic Level (ST)Akcreen for the
student
0 Detail on every Acad Program to the Student
Academic Program (SAQRcreen
A Review statuses
1 Access the Student Academic Credits (S7ACeen for
the student
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o0 Detail on the currently enrolled sections to review
statuses
0 Review statuses of all sections
1 Access the Student Hiatus Summary (SHi&een for the
student
0 Detail on the Academic Withdrawal field for the
applicable trasfer out
o Enter an end date for this transfer out
1 Access the Student Academic Level (ST)Acreen for the
student
0 Detail on every Acad Program to the Student
Academic Program (SAQRcreen
A Review statuses
A They should match thetatuses available
before the hiatus was ended

1 Access the Student Academic Credits (STACreen for
the student

o0 Detail on the currently enrolled sections to review
statuses

0 Review statuses of all sections

0 They should match the statuses avad@dadefore the
hiatus was ended

1 Access the Test Summary (TSUM) screen for the student

o For Tests with a WD status, change the WD status
to AC and status date to test date

o0 Access the Acad Program field.

o Enter O0A6 to add a progr am.

o ProgramlLookupiuse your university identifie
get a list of the programs. You can page down to find the programs
available. If the program is not offered or if the information is not
provided on the card, use the undecided program for your sityer

A For initial applications (fapplication for each university) received
for the same student, for the saumversity, for the same term, for
the same levethere is a limit of two recorded.

A For subsequent applications received for the same sfidethe
same term, for the same university, with a different academic
program from the initial application,

1 If MTS and the term has not begun, there is an additional
two limit. The student can have two APPNSs for the initial
and two APPNSs for each sulogent.

1 If MTS and the term has begun, no new applications should
be processed for that term.

A For currently enrolled students,

1 If the application is for the same university but a different
term, no new pplications should be processed unless the
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applicantis moving from a special to degree seeking
program.

1 If the application is for a different university and a different
term, then there is an additional two limit.

0 Depti Defaults depending upon the academic program chosen

0 Location i Defaults in from the acauinic program chosen.

0 Prospect Status/Daté Defaults from the PRSP screen

o0 Application Statusi Defaults to NAR Not applied. Unless the prospect
is submitting an admissions application at the same time as prospect
information, this field should remaMAP.

0 Admit Statusi Ent er one of the following st a
freshman, 0TO6 for transfer, 6TS6 for
uni versity, ORO6 for a reentry student,

for a special student.

o Start Term T The term that the student is scheduled to begin classes.
Seniors graduating in 2003, for example, will have a start term of
02003FAG6; juniors wild.l be 62004FAOG.
determine the start date if it is not specifigadtated, use either the birth
date or high school information provided.

o Update the PRSP screen to activate the admissions university privacy
codes for this prospect. The ASUM screen will display. Continue with
the next step to verify program infortian

Step 3i Enter/ Verify an Acad Program

Every applicant must have an academic program. The program is used to set the
university privacy codes for a student.

University staff members will only add/change/delete programs or applications
for applicants for their university.

The programs entered during the prospecting phase will be reconciled with the
actual choices of the student at the point of application.

When an applicant lists multiple terms of application to a university, enter the
program for the earliest term listed. If there are two different degreeseeking
programs, enter both programs. If there is one degreseeking program and
one special, enter only the degregeeking one.

1 If the person selected has at least one applicatidiie with the system, the
smart coded program is displayed in the Acad Program section of ASUM.

1 There will be dimit of two initial and two subsequeapplicatiors (APPN)
created foOEACH Academic Program/Major selected. Example: If student states
they are interested in Psychology and Sociology, an application would be created
for both majors. No minors will be recorded in the application process.

3/25/11i last update 75

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

o For initial applications (fapplication for each university) received for the
same student, for thame university, for the same term, there is a limit of
two recorded.

o For subsequent applications received for the same student, for the same
term, for the same university, with a different academic program from the
initial application,

A If MTS and the ternihas not begun, there is an additional two
limit. The student can have two APPNs for the initial and two
APPNs for each subsequent.

A If MTS and the term has begun, no new applications should be
processed for that term.

o For currently enrolled students,

A If the application is for the same university but a different term, no
new gplications should be processed unless the applicant is
moving from a special to degree seeking program.

A If the application is for a different university and a different term,
then thee is an additional two limit.

1 If the program(s) listed on the application is onAl&JM screen, dtail on the
desired Acad Program field to access the Applicati&iP(N) screen.

1 If a program exists for the student that is no longer valid for your gifyethe
application status is NAP and that program is to be replaced with a more recent
application, detail on the invalid program to the APPN screen. Press CTRL + D
on the academic program field to delete the existing program. Enter the new
program inthe academic program field. If the status is other than (NAP) then do
not delete the application. This may only be done on applications that have not
been moved to student. Continue with the APPN information below.

Complete the following fields f&dEACH program on the application (APPN) screen.

Start Term: Students will enter in one of the following terms:
XXXXFA Fall semester
XXXXSP Spring semester

X X X X S U 8ummer semester
Lookup(...) on term is also available.
| f the appl i canlty os efloerc ttsh efi Ssutmanretr tCen
program will always be program SPEC.SPEC
Catalog: New students and transfer students will be assigned the catalog in
effect at the time of their initial enrollment at the university where
they are degree seeking. Studentsnmbegta fcat al og of
graduationo that is |l ater than thei
a Nncatalog of graduationo that i s e
Students who have discontinued enrollment at any Regental
university for more than 2 consema semesters (summer is not
counted) must move to the catalog in effect at the time they re
enroll. Catalogs will begin with the summer term and end with the
following spring term.
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Academic Program:

Location:

Ant Grad Date:

Admit Status:

If the program is not already listed, use LooKupiversity and ...)

to select a program. Think about whether the student wants

teaching (BSED) or neteaching programs (BA or BS). If the

academic program cannot be determined, enter a program of

Aundeci dedo. I f the apPmWNILiYoant i s a
enter a program of ASPEC. SPECO. | f
listed, continue with APPN. If there are multiple majors listed,

complete an APPN for all majors.

Defaults from the program. Check and change if necessary. This

will be one of he six Regental universities.

Enter the anticipated completion date (MM/YY) of the academic

program. For a BA or BS degree, estimate 8 terms from the start

term; FAO5 is 05/09; SPO06 is 12/09; SS05 is 08/09. For AA or AS

degrees, estimatetdrms from the start terms; FAO05 is 05/07;

SPO06 is 12/07; SS05 is 08/07. For a xXSPEC.SPEC program,

estimate 2 terms from the start term; FAO5 is 05/06; SP06 is 12/06;

SSO05 is 08/06.

F - First Time (degree seeking)
This includes firstthe enr ol | eebdés to the Mas
The applicant has not attended any fsestondary
institution since graduating from high school (or GED), or
the applicant will graduate from high school before the
planned start term. A firdime student may hawmllege
credit taken while in high school (and not be classified as a
transfer student, even though there will be transfer credit).
H - High School (dual enrollment)
The applicant wishes to attend the pestondary
institution and the high school at thense time (dual

enrollment).
** Not e: | f code AHO is wused, the
be ASPEC. SPECO.

T - Transfer

The applicant is transferring from a pastcondary
institution from outside the SD BOR System.
R - Readmit
The applicant is applying to a pestcondary institution
they attended previously and they have not attended any
other postsecondary institution in the interim.
Si1 Special* (not seeking a degree)
TS - Transfer within the SD university system
Theappl cant is oO6transferringé from
Regental institutions.

Educational Goals/Date: F1 twice and select a code based on program (degree)

3/25/11i last update
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Appl Dt:
Residency Status:

Student Type:

Bal/Pay Now:

Influence to Apply:

Prospect Satus:
Priority :

3/25/11i last update

would be coded (AS) Obassoci
be coded (SP) o6éspecial 6. M
students. If the application lists something different that
what is in this field, add a new educational goal.
Enter the datéhe application was received.
R = Resident
N = Non-Resident
*Residency statuwill not move forward on a subsequent move to
student for students who reenter the system (anyone MTS). You
must check/enter the residency code on ASPR &setistudents.
Ente'WUEiI f studentds resident st a
Idaho, Montana, Nevada, New Mexico, North Dakota, Oregon,
Utah or Wyoming, California, Arizona, Washington.

Effective SS06,sterMR i f a st umt statetisdvBnnesosas i
A student that graduates from a MN high school and then attends a
MN university in the Fall, transfers to SD in the Spring would be
eligible for Minnesota Reciprocity.

Note: Students with MN reciprocity that sit out one semester ar

still eligible to receive MN reciprocity.

For new freshmen & transfers only, enterASO1for an adjacent
state rate i f an applicantds r

Forfirst time freshmerand new transfer studergateringSSO06,
enterRNR for the Reduced NorResident state rate, if no other
student type applies.

Enter NSUND for a student from ND attending NSU
For resident students, enter NSR

If you are accessing the APPN screen by detailing from the ASUM
screen, the systeraquires entry of the application fee information
on the ASUM screen.

1 When adding an application for xXSPEC.SPEC, NHS.HS &
XSPECG.SPEC, the ap fee will need to be waived on APFE.
These programs are not required to pay an ap fee. The ap fee
defaults in wien adding the ap via ASUM.

Enter the general location of the studéiménthe method of

application for this applicant. Location should be listed in line 1

and method of application in line 2Press F1 twice for a table.

Universities will update this as needed.

Leave this field blank wheentering information for an applicant

who does not plan to register immediatelinter MTS with the

application if this is for a readmit or trsfer within the regental
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system.Enter MTS to activate the rule to move this applicant to
student upon exit from the screen.

Comments: Detail to add application comments. Insert a blank line, date and
time stamp first and then enter the comments.
Comm Mgt: Access the CRI screen from APPN or directly for posting
communications management information.
Appl Stat: Defaults toAPP.
Enter the applicable status if other than APP.
AC3 Accepted 3 Percent
ACC Accepted
ACG Accepted NaAS Grad (GED)
ACJ Accepted Junior College
ACL Accepted Transf. Less 2duts
ACM Accepted Transf More 24 Hours
ACN Accepted Nefirad Student
ACP Accepted Transfer Provisional
ACX Accepted 10 Percent
APP Applied
CAN Canceled
DEN Denied
GAC Graduate Conditional Admission
GAP Grad/Undergrad Dual Enradimh
MTS Moved to Student
NAP Not Applied
PND Pending
WDR Withdrawn

If the student notified the school they were no longer interested,
enter the cancel d&ason/inst attended instead

Cancel Date/Reasontf the student notified the school they were no longer interested,
enter the cancel dt/reason/inst attended instead

Step 4i Update the APPN screen to return to the ASUM screen.

Step 5i Enter the Application Feelnformation
An applicant pays a $20 application fee to each university for which they are
submitting a degreseeking application or are changing from a special program
to a degree seeking program.
If the applicabhwas previously accepted as a special student, continuously
enrolled and then changes to degree seeking, a new APPN will be created to
record the application fee on APFE.

A If an applicant is accepted as a SPEC.SPEC (not assessed an application fee),
doesnot enroll at a Regental University, and later applies as a degree seeking

3/25/11i last update 79

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

student the AAIl import and ESC processing will assess, collect, and record
the application fee when the degree seeking application is received..

A If an applicant is accepted as aB&R SPEC at University A, enrolls, and the
student later completes an application as a degree seeking student at
University B, the AAl import and ESC processing will assess, collect, and
record the application fee when the degree seeking application ificerbity
B is received.

A If an application is accepted as a SPEC.SPEC at University A, enrolls, and
later the student changes his/her major to a degree seeking major at University
A, University A will assess, collect, and record the application fee wieen th
major change is completed. Registrars and Admissions Offices will work
together to complete this process.

If the applicant haattendedne of the six South Dakota public institutions for
higher education (BHSWSU, NSU, SDSM&T, SDSU or USD) withineh
previous three semesteasyd the fee is recordesh APFEwith a status of waived
or paid the applicant does not need to pay another application fee.

(This is also in Section 5.4; Recording Payment of application Fees).

1 To record payment of the dppation fee:
o0 The application status must be an accepted type slkfitLis. not, you will
receive a warning message: AWARNI NG: Ap
Aappliedd status yet: o Press AENntero.
0 A $20.00 charge will default into the Appl Fee Balarie&lf If desired,
detail on the Appl Fee Balance field to the Application Fee (APFE) screen to
verify that the AR code assigned to the applicant is for your university.
Enter 6Y6 in the Pay Now Field.
o The remainder of the steps to complete the ap@itgtayment occurs upon
exit of the ASUM screen.

o

1 If the application is at the graduate level, the AR code on the CRAF screen must be
changed to reflect the proper AR code. For graduate applications, the AR code will be
XAPLG (with x being your universitidentifier). The application charge of $35 will
automatically populate.

1 If the application was paid by a third party, record the payment on APFE using the
procedures above and in Step 19 antkr a comment when the third party payment
is made by an ageypof group. A comment is not required when payment is made by
a relative or friend of the student.
1 If the applicant has not paid the fee and did not send payment with the application,
the status will remain ANot maimndd®UMunti | pa
screen will show $20.00.

1 To waive an application fee:
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0 The application fee should be waived only for the following reasons:

A When the program, for which the student is submitting an application,
is special or high school concurrent (xSPEC.SPEC, NHS.HS &
XxSPECG.SPEC). These programs are not required to pay an ap fee
until the student becomes degree seeking.

A When the student hgseviously paid the application feeas
previously attended a SD university within the previous three
semesterghen reapplies at the same academic level, the application
fee should be waived.

o An application fee can be waived by changing the chargeilamb t o
the APFE screen. When fA00 is en
fee to fiwaivedo. This all ows a
it was intentionally waived.

o If the university waives the application fee, a commanutd be entered on
the application. Detail to add application comments. Insert a blank line, date
and time stamp first and then enter the comments.

0 &
e
i

o> D
n = O
— O
oo

Step 61 Verify/Enter the Applicant Information
1 General Prospect Status
o This field will default to INQ from the admissions setup. The prospect
status on the APPN screen will be used for prospect status tracking.

1 Applicant Acad Level
o This will default from the PRSP screen. Enter UG for undergraduate; GR
for graduate; MD foMedical School; LA for Law.

9 Initial Contact
o The origin/date field on NAE will no longer be used for origin
information.
A Origin, in the merged environment, will be entered and stored as

smatc oded communi cati on management

A

where6 x 6 is the identifier for your

secure by university through the use of office. They can be entered
on the Prospect Summary (PRSP) screen, the Applicant Summary
(ASUM) screen or directly on the Correspondence Request (CRI)
screen.

A To enter the origin on the Prospect Summary (PRSP) or Applicant
Summary (ASUM) screen, access the Comm Code field and enter
the appropriate code.

A To enter the origin on the Communication Code Entry (CRI)
screen, enter the appropriate code on a biaek |

A Follow university procedures for entering this information.

o Use the origin field for the student
6s |

(originally stored in the driver
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A

Enter the studentds nryafgis recen
different than the initial origin which is coded in the state of
residence field.

9 [Initial Contact Dt
0 See above

1 Enter/Verify if Housing is Desired
| eague will default to 0O60YO. Change

o Col

1 Enter/Verify the Career Goals
0 Enter the career goal information, if provided.

Enter Name/Address Information

Step 7- Detail on De

mographics and select NAE from the menu. Edit/update the

following fields on NAE
1 Leave the prefix blank
o0 Unless the individual has made a specific ratjudis field should be left
blank in the merged environment
o Examples include: MR, MR, DR, FR, SR, REV, BROTHER

1 Enter/Verify the full legal name
o Enter the last name, first name, middle name the person has indicated on
the application.

A

3/25/11i last update
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Effective Spring R05,a st u d e nt riosbe changedor wi | |
students with SSN matché#ghe student has academic history
recordson Colleague (the student has academic history records
with a Credit Type of xMI, xMIR, |, or IR).If the application is

for a single BORnistitution, the AAI or paper record will be sent

to the university contact person who will obtain the needed
documentation and upon receipt of the documentation will
manually update the record. If the application is for multiple BOR
institutions, the AAlor paper record will be sent to ESC who will
obtain the needed documentation and upon receipt of the
documentation will manually update the record. The university or
ESC will enter the application into Colleague adding the new name
to the AOtlth#Ton NAEME ttacking parposes. Any
correspondence with the student should be manually addressed to
them using their new name. The university or ESC will enter a
comment on the studentds recor
the university or ESCdusing the name change documentatian

be easily identified.The comment will be entered on the UTEC
screen (can be reached by detailing from ASUM or ASPR).
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A If the SSN number matches and the student does not have
academidistory records (was previoushynly a Prospect or
Applicant), the name will be changed.
A When there appears to be an error in a previously recorded name,
(i.e Bob vs Robert, reading handwriting incorrectly such as Larsen
vs. Larson. etc.), and for a name change for a student who does no
have academic history records on Colleagu8SN card may be
used to clear such discrepancies. However, a SSN card is not
acceptable documentation for a name change for a student who has
academic historyecords on Colleague. Acceptable documentation
for a name change for a student with academic history includes a
certified copy of a marriage license, court order, or dissolution
decree reflecting the new name in full. For 148 citizens:
current passport or official proof of identify, certified b U
embassy abroad or by the appropriate foreign embassy in the US
A This is the legal name.
A Add nicknamesn the Nickname field on BIO which you can
access from NAE by detailing on the Last Name field
o This is only required piece of information.
o Name cosists of three elements: (L)ast, (F)irst and (M)iddle.
0 Use the punctuation documentation if a name has a hyphen or apostrophe
and you are not sure of the correct way to enter the name.
A If a student has two or more capital letters in their last name
(McDonald), instead of typing Mc_Donald, type =McDonald.
1 Using an equal sign guarantees the name will save exactly as
you typed it.
T This will overwrite Coll eagueds

1 Enter any suffixes
o Enter only if the student lists a suffix at the end of their name
o ex.Jdr, Sr,lll.
o0 Otherwise leave this field blank.

1 Enter the address
Note: If you are changing an existing address or are entering multiple
addresses, use the ADRcreen.

When entering the permanent home (HOM) address
o0 When entering an address on the NAE screen, the address type defaults to
HOM.
0 Use no more than 2 lines for the address.
A If the address has a PO Box and a street address, enter the PO Box
only on the %tline. The street address is entered as a FAM
address typé see Step 6.
A Do not use punctuation when entering the address.
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o Enter the zip code (excluding foreign zips except for Canada &

Mexico)
A Enter the Zip code in the City element and city and state wil
automatically be filled. Check the

returned for validity.
A If no information is returned for zip code, enter city name in City,
the State code and the Zip code. Verify correct spelling of city
name when d@ding.
o Detailing allows for storing multiple addresses. (See Adding/Changing
and Address in Core).
0 The system will default the address type to HOM and set the preferred
mailing and address flags to O60Yesbo.

When entering an address other than the permaoem or permanent home PO

Box (HOM);
o Detail on the address field. If ADSU displays, detail on a new line to
ADR.

o On ADR, enter the address information using the following address types
as appropriate: Current Mailing Address use (LOC), Next of Kiness
(FAM), Foreign (FOR).

0 See the Associating Address Type Codes to Addresses procedure in
CORE for a definition and usage of address types
0 See Adding/Changing an Address in Core.

If the Next of Kin address is different from the Permanent Address, thetélext
of Kin address and indicate (FAM) Family for address type.

If both the Permanent and the Current Address are the same, list the address only
once using (HOM) Permanent Home and indic
o At the time of application, duplicateldress will not be entered. But,
students have opportunities electronically to update their address. If a
student enters the same address twice, it will not be audited for and
removed.

When an address is changed on ADR, a prompt to retain addresg arst@an

address change source will display. Retain address history and use the
appropriate address change source. For example, if the source of the new address
is the application, use Application (APP), use Student (STU) if the source is from
the studat directly via email or verbal etc. Use correction (COR) only when

there is a genuine mistake that needs to be corrected.

1 If entering/verifying a foreign address
Note: Per Postal Regulations, the full address should be typed or legibly written
in English and should be placed lengthwise on one side of the item whether it is
an address label or envelope. An address in a foreign language is permitted if the
names of the city, province and country are also indicated in English. The last line
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of the addresblock area must include only the complete country name (no
abbreviations) written in uppercase letters. Following is the order of information
for the destination address:

The following are examples of properly formatted delivery addresses:
MS JOYCE BROWNNG MR JACQUES MOLIERE

2045 ROYAL ROAD RUE DE CHAMPAIGN
LONDON WIP 6HQ 076570 ST PAUL
ENGLAND FRANCE

Regarding mail to Canagdthe location of the country name and postal code are
interchangeable with US Postal formatting; either one may be placed on the last
line, with the other placed after the city and provincial name. Following are
examples of destination addresses to Canada

MS HELEN SAUNDERS MS HELEN SAUNDERS
1010 CLEAR STREET 1010 CLEAR STREET
OTTAWA ON K1A OB1 OTTAWA ON CANADA
CANADA K1A OB1

Following is the order of entering information for the destination address

LINE 1: NAME OF ADDRESSEE
1 Name of student entereth NAE

LINE 2: STREET ADDRESS OR POST OFFICE BOX NUMBER
1 Enter on the Address field line 1 on ADR
9 Do not enter the street address and box number on the same line
0 SEVIS requires a physical address, not a box number

LINE 3: CITY OR TOWN NAME, OTHER PRINCIPAL SUBDIVISION
(i.e., PROVIDENCE, STATE, COUNTY, etc).
1 Enter the city name in City and the state code in State on ADR.
1 For countries besides Canada and Mexico, entgrrthence/state (if any
with the City and leave State blank.

LINE 4: COUNTRY NAME (UPPERCASE LETTERS IN ENGLISH)
1 Enter the country code in the Country field on ADR.

9 For foreign addresses, enter the address type as FOR on the ADR screen.

1 Enter the Residence Countyand State Code
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Use the Al egal a d d at¢hs tine of (he applicatcas h@et addr e s s
source for completing the State/County of Origin. The resident county and state

fields (#6) on NAE and the residence state and residence county fields db @AD

& #10) are the same fields.

Entry of residency information at the time of initial application:
1 Enter the residence state code using the permanent address as the source.
1 Enter the residence county only if the applicant is a SD resident using the
pemanent address as the source.
1 These fields are used to retain the original residency information for a student.
1 The residency status on the application (APPN) should match the residence
state i.e. ORO Resident tif SD and ONO
Note: Students can be in the military service without being a US citizen. The coding
for non US citizens in the military is residence state of AA and Residence country of
US to be valid with an alien status of Y and F1 immigration status.

Note: A person who is an international student, has applied for and received an
Employment Authorization Document (EAD), and has applied for permanent
residency can be eligible to receive resident tuitibhey do have to meet the
residency requirements & spiy "proof they have made effort to stay in the UB'".
good example of this type of situation is a person who came to the US to work (ie:
H1B status) and has a son/daughtd® (status that has been in a US high school,
they have worked/lived here, etlf.this person has made application to become a
permanent resident, they have their EAD, and they have met the residency
requirements, they can receive resident status.

Entry of residence information for subsequent applications:
1 If the student did nattend any regental university as a result of the initial

application:
o Enter the residence state code using the permanent address as the
source.

o Enter the residence county only if the applicant is a SD resident using
the permanent address as the source.

1 If the student did attend any regental university and is now returning after an
absence, do not change the residence state code on NAE or DADB.
student is becoming a SD resident, the county field will need to be updated
with the SD county.

1 Instead,fithe new state code is different than the original residence state,
enter the new state in the person origin field on NAE using the permanent
address as the source. Do not changettigen county unless this student is
becoming a resident and there waa$ a SD county listed.

1 The residency status on the application (APPN) and (ASPR) should match the
state recorded in either the person origin field or the residence state field.

The IPEDs definition is as follows:

3/25/11i last update 86

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

State of residenceUse the state id@fied by the student as his/her

permanent address at the time of application to the institution. This

may be the legal residence of a parent or guardian, or the state in

which a student has a driveros |
notnecessr i |y the state in which the stu

Note: Military personnel should be classified as residents ofrasitents according to
their Ahomeo state of record. I f South Dak
they shoull be classified as residents.

If an individual moves to South Dakota with their spouse, who has been recruited,
transferred or employed fdime in SD prior to the enroliment of the spouse, the spouse
should be classified as a resident.

If you have a nomesident student marry a nstudent SD resident, the student would be
classified as a resident. If the am@sident student marries a SD resident student, that
factor would be considered along with other documentation that would stieara

intent of being a South Dakota resident.

1 If this is an international student, enter the country

NOTE: I f the applicant i s a resident alien,
the valid Resident Alien Card is received. Enter-resident untithe valid

Resident Alien Card is receivetlntil the valid Resident Alien Card is received,

enter the country the applicant is a citizen of.

NOTE: I f the applicant checks Ao
other documentation received il be f or war ded t
international student advising office.

thero for ¢
o the appro

1 Enter the Phone Number, Extension and type

o Enter the phone number including area code.

o0 Do not use any dashes or parenthesis,

0 Ex. 6056262544 would be an accurate way to enter the phone number for

the admissions office.

o Phone numbers of hearing i mpaired p
with o6textdéd at the end so as to sig
call placed irthe usual manner and alternate means of communication will
be needed. The phone number can be entered as 605*626*2544,
605*626*2544text or 6056262544tex
Only use the extension field if an extension is given (rarely).

Enter the type of phone numbd?ress F1 twice to list the valid codes.

Use O6HOG for Home; o0LO for Local; OF®O
International phone numbers can be entered here and do not need to follow

US and Canadian formatting of phone numbers.

er s
ni f

O O OO0
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1 Origin and date of contact
0 The origin/date field on NAE will no longer be used for origin
information.

1 Origin, in the merged environment, will be entered and stored as
smatc oded communi cation management c
wher e 0x0 i1feyourhreversityl &mstdatd willde
secure by university through the use of office They can be entered
on the Prospect Summary (PRSP) screen, the Applicant Summary
(ASUM) screen or directly on the Correspondence Request (CRI)
screen.

1 ESC will enterthe xACORAP (where 'X' represents the
university) on PRSP for applicants who have no NAP
records already for a specific university.

1 To enter the origin on the Prospect Summary (PRSP) or Applicant
Summary (ASUM) screen, access the Comm Code field and enter
the appropriate code.

1 To enter the origin on the Communication Code Entry (CRI)
screen, enter the appropriate code on a blank line.

1 Follow university procedures for entering this information.

o Use the origin field f oratetohoeginst udent 0s
(originally stored in the driverds | ic
T Enter the studentds most recent st a

different than the initial origin which is coded in the state of
residence field.
A Enter the date the most recent steterigin is applicable
1 Enter interest in teacher education:
0 Access the SPIR screen (detail on special interest recruiting option).
o Note answertothisqueryi Ar e you interested in purs
teaching?o
Enter affirmative answers in Field 1:
A Yes =TIY (Teacher Interest Yes)
A Possibly = TIP (Teacher Interest Potential)
Note: Negative answers will not be documented at this point in the
process.
o Enter name of recruiter (if known) in Field 2.
o Enter date the application was signed or submittédeaia 3.

1 Enter the Social Security Number

o Enter the social security number if it is available.

0 You do not need to add any dashes as Colleague will automatically add
the dashes for you.

o Ifthe SSN on the application differs from the SSN in Colleaguaotio
update at this time. A letter will be sent requesting a photocopy of the
applicantbdés SS Card

o If the SSN matches another in Colleague a pop up box will appear with the
Colleague ID and name of the person that number is assigned to
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91 Enter the Birth Date
o Enter the birth date without slashes
A Ex. 031369.

A If the month or day is 9 or less, add a zero to the front of the
number.

A Format MM/DD/YYYY
9 If prior to 1930, all four digits of the year must be typed

1 Enter the ethnic/race/gender codes
This information must be entered to avoid errors in the extract.

o Entering ethnic/race code(s)

A Enter Ethnic(s) Code
1 Ethnics(s) may be entered but is not required.
1 Enter ethnicity HL for Hispanic/Latino
1 Enter ethnicity NHL for NorHispanic/Latino
1 Access tharop-down box to see the list of valid values.

A Enter Races(s) Code
1 Race may be entered but is not required
1 Enter as many races as apply.
1 Access the dropown box to see the list of valid values.

A Archived Ethnic
1 Itis no longer necessary to record this infation.

Alf fAdo not wish to respondo is mark
1 No ethnic code is entered
1 No race code is entered

o Enter the gender code
A Gender is an OF06 for female and 0
A Also, if the gender is obvious from the first and middle names,

you can use that information to record gender if it is not listed
on the prospect information.

M1 Enter the Mail Code

o This field will be used only if the student does not want to be
contacted ¥ us for any reason.
o If that is the case, type F1 twice to get a list of restrictions and choose

the appropriate one. If you are using GUI mode, you will need to hit
F1 and then click on Help.

1 Enter the E-Mail Add ress and Type

1 An email address will bentered for every university the prospect is
interested in.

1 At least one email address should be entered using the unixsgstific
email type.
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1 Change the PRI and WEB address only after confirmation from the
prospect.
If used, the PRI email addresoslid be entered in the first line.
Once a student has reached student status, moved to student, and has
committed to attend a university, the PRI and WEB addresses will need to
be updated either manually or through a batch process.
T Ent er t he-mapaddressdypeis). 6 s e
A The type of email address will be smart coded by university. For
example, SE for SDSU, BE for BHSU, and DE for DSU. Look up
using university identifier and 06éb
A xE will be used for the universityscific (.edu) email address
A xE2 will be used for a personaheail address
A The PRI email type may be entered for a prospect but is not
required unless Communications Management is used to send
prospect email messages. PRI is the default email typdisdec
on PID2 for the system.
A The WEB email type may be entered at this time but is not
required.
1 Enter the email address(es)
A Use exact case and punctuation.
A When changing the PR}mail address, enter the original address
in the comments field on theddpect Summary (PRSP) screen.
Insert a blank line, date and time stamp the comment and then
enter the previous email address.

= =

1 Enter a Preferred Name
o Automatically defaults to theirbt, middle, last nameriginally entered
into Colleague.
o If the prekrred name was changed through a name change, the
new name will not default in. This will need to manually need to
be changed to reflect the name change.
o Enter the preferred name only if it differs from the full legal name. This
nameshould be how the pson wants to be addressed. An example is a
when a persondés given name is Theodor e

1 Enter a Mail Name
0 Automatically defaults to theirbt, middle, last nameriginally entered
into Colleague.
o Only used if someone provides a preferred mailing name.

1 Enter an OTHER LFM
o If provided, enter the nicknameasthe Nickname field on BIO which you
can access from NAE by detailing on the Last Name field.
o List every other or former name the applicant has ever used to reduce the
chances of duplicates in the Other LFM field

3/25/11i last update 90

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

1 Enter a address source and date
o0 Audit trail of who made change to address and when.
o Required field if changes are made to address.

Step 8- Update the Name and Address Entry (NAE) Screen and return to the
Applicant Summary (ASUM) screen

Enter Emergency Information

Step 9- Entering Emergency Information (EMER) by detailing on Demographics
field on ASUM.

EMER liststhe information for contact people, health conditions, disability information,
and special needs of the applicant.

Contact Name: Enter next of Kin Name. Enter in the format: first name, space,
last name with no punctuation. In the case where both parent
names are |isted: first name, space
last name. To enter more names, or to record the relationship of
the emergency contact name to the applicant, access the Formatted
Names (FNM) screen and enter them there.
Contact PhoneNum: Enter Next of Kin Phone
Health Conditions: Enter any health conditions information, if provided
Disability: Enter the appropriate disability information, if provided. Lookup
(...)and enter if appropriate.

Update the&emergency InformatioScreerand return to the Applicant Summary
(ASUM) screen.

Enter Additional Demographic Information

Step 10i Entering Additional Demographics Information (DADD) by detailing on
the Demographics field on ASUM.

Occupations: Student home locationsié&&PRO from prior to the merge were moved to
Occupations. Continue to use this field as needed.
Denomination: Enter if available on the application.
Groups: Enter nta or NTA for students who are older than 21 so that CM does not
request ACT scores foinem. The NTA should not replace the library ID. The library ID
is entered to track information for PALS
1 Enter the Laptop Serial Numbkiwused to track laptops assigned to individuals
o Naming convention is Literal) Capital 6
followed by the serial number
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Update the Additional Demographics Information Screen and return to the Applicant
Summary (ASUM) screen.

Enter Biographic Information

Step 11i Entering Biographic Information(BIO) by detai ling on fDemo
field on ASUM.
Source Enter a code defining the origin of th

of the person to the university. For applicants, enter AP, otherwise press
F1 for a list of values.

Status Enterasat us of O0AOG6 for Active.

Marital Status:Enter the appropriate marital status of the applicant, if this information is
available.

Citizenship: Ent er the applicantds citizenship.

1 Leave this field blank if the applicant is a US citizen.

1 Enter the countryhe applicant is a citizen of, i.e. SBudan

1 Enter norresident until the valid Resident Alien Card is received.
1

|l f the applicant checks fAothero for
other documentation received will be forwarded to the appropriate
camms 6 international student advising

Update the Biographic Information (BIO) Screen and return to the Applicant Summary
(ASUM) screen.

Step 12- Access the Institutions Attended Information (IASU screen by detailing
on the Demographics field on ASUM.

Note: When accessing the IASU or HSA screen, if you receive the (A) to Add an
Institution, Shift F8 (Cancel) and contact ESC to add an institution. Do not add an
institution record via these screen

o If there are institution(s) already listed, find the one you are looking for and
detail (F2) on it. If the institution(s) you are looking for is not listieda
lookup on institution; choose the correct institution. To further limit a name
search, ster a semicolon followed by one of the abbreviations listed below
after the name:

C = City
st = state

For example, enter [lincoln;st SD] to retrieve records for any institution whose
name contains Alincolno and is | ocated

0 Recording uique high schools attended
1 If the applicant received a GED, it will be recorded on the IASU screen as
a high school attended titled AGEDO.
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1 If the applicant was Home Schooled, the high school institution attended
would be Home School.

1 If the applicant attendedragh schooloutside of the United States, use
the institut-Uo®8. c®drRrodlos o iNon

1 If the applicant has a HS Not Recorded entry, and an official transcript is
received, the HS Not Recorded entry should be deleted.

o If you are adding a high school you will go to th8A (High Schools
Attended) screen, if you are adding a pagicondary institution, you will go
to theINAT (External Institutions Attended) screen. Continue with this
step until all high schools and pestondary institutiongwhether accredited
or nonraccreditedpre entered.

Entering High School Attended (HSA

Transcript Type:

Partial High School Transcript: Transcripts that are not complete or where the
student isstill enrolled

Transcript Type PHS; Partial High School
Date Date transcript was received
Status: OF The transcript is an original sent from an

institution to an institution, does not appeg
to be tampered with, is not a fax and has
signature and seal.

Status: UN The transcript appears to be tampered w
is a fax, was issued or delivered by the
student, or does not have a signature ang
seal.

Status: NR Transcript was not receivedVhen a
transcript is receivedverwrite the NR anc
change the date.

Final High School Transcript: A complete transcript received from the high
school, not the studé, that is complete with a graduation date.

Transcript Type HS; Final High School
Date Date transcript was received
Status: OF The transcript is an original sent from an

institution to an institution, does not appe
to be tampered with, is not a fax and has
signature and seal.

Status: UN The transcript appears to be tampered w
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is a fax, was issued or delivered by the
student, or does not have a signature ang
seal.

Status: NR Transcript was not received. When a
transcript is received, overwrite the NR &
change the date.

GED: A GED was received.

Transcript Type GED
Date Date the GED documentation was receiv
Status: OF The test score certification is an original,

does not appear to be tampered with ang
not a fax. A GED Certificate or Diploma
not acceptable.

Status: UN The certificate appears to be tampered W
or is a fax
Status: NR Certificatewas not received. When a

transcript is received, overwrite the NR &
change the date.

Home School The student was home schooled. .

Transcript Type HMS
Date Date the HMS documentation was receiy
Status: OF Blank
Status: UN Blank
Status: NR Blank

This is a multivalued field. Enter each incoming type of transcript on a new line.

Years Attended: Enter the graduation year of the prospect for both the start and end
years. For example, for seniors graduating in May of 2003, enter
2003 forboth the start and end year.

Note: If a GED certificate was received, enter the year the
certificate was issued imothelements.

Note: If the individual was Home schooled, enter the year
provided by the individual in both elements.

Start/End Date: Enter the same date for both the start and end dates. If only the
month and year of graduation are known, use the last day of the
month for the day of graduation. For a 2003 graduating senior, the
start and end date woul d53204®53103

Note: If a GED certificate was received, enter the date the
certificate was issued imothelements.
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Note: If the individual was home schooled, enter the date provided
by the individual in both elements.

Rank and/or Percent: Enter the rank1/5). The percent will default in.
Graduation Type: Enter graduation type

Y - Graduated O - Other
N - Not Graduated H - Home School
G-GED

NOTE: Enter (N) Not Graduated until a final transcript, with the
graduation dee, is received.

NOTE: If a GED certificate was received enter (G) GED in
Graduation Type only if the test was passed. If the GED test was
not passed, enter (N) Not Graduated.

High School GPA Enter CumulativainweightedHigh Schob GPA with 3 decimals
TheunweightedGPA entered in this field should be on-gaint
scale. If a different GPA scale was usesk the table below
convert the apqipdiniscadent 6s GPA to a 4
NOTE: If the GPA was entered previously and a new G$Aat
available, delete the old GPA (Cil). The old GPA might have
been an estimate given by the applicant during prospecting.

In calculating a HS GPA, the following table should be utilized:

Numerical Score 4.0 scale
90-100 4.0
80-89 3.0
70-79 2.0
60-69 1.0
0-59 0.0

To compute the cuntative GPA based on a 4.0 scale, coalhthe
A's, B's, etc, then times the totals by the 4.0 scale (ie. number of
A's X 4.0, number of B's X 3.0, etcThen divide the total grade
points by the number of credits.

Acad Credentials: Detail toHSAC and complete:
Degree MM/YR: After an official high school transcript is
received, enter HS as the degree and mm/yy of the graduation date,
e.g. 05/01. This is needed for IPEDS reporting.
NOTE: For GED and Home Schodnter the value of HS and the
date of the certificate drome school dates.

Comments: Insert a blank line, date and time stamp first and then enter the
comments. Enter a comment as to where the original transcript is
housed. Format the comment as falo transcript type:
university making the comment i.e. PHS: USD.

Update the HSAC screen areturn to HSA .
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Update to finish and add another institution if appropriate; otherwise, Update and finish
to return to APPN.

Entering External Institutions Attended (INAT

Transcript Type:

Partial Post Secondary Transcript Transcripts that are not complete or where
the student is still enrolled

Transcript Type PPS; Partial Post Secondary
Date Date transcript waseceived
Status: OF The transcript is an original sent from an

institution to an institution, does not appeg
to be tampered with, is not a fax and has
signature and seal.

Status: UN The transcript appears to be tampered w
is a fax, was issuear delivered by the
student, or does not have a signature an
seal.

Status: NR Transcript was not received. When a
transcript is received, overwrite the NR &
change the date.

Final Post Secondary Transcript A complete transcript received from thespo
secondary institution (non Regentatpt the student, that is complete with grades
for the term the student is currently enrolled in.
Regental Transcripts A SD Regental university will no longer need to
require a final transcript as all of the caaisformation for each student is
in Colleague.Transcripts for students only on hard copies should be sent
upon request from another regental university without a charge
transcri pt gwiatdle tstheud d be treated as
the responsibility of the student to send an updated transcript if the
i ncompl ete grade is removed. 't 1 s n
responsibility to follow up on the transcript.
Non-Regental Transcripts Determine if the external transcript isused
at ESC or at a university. Send a request to the contact person at the
university/ESC that has the transcript, asking them to send a copy. Once
the copy is received,

A determine if the dates of attendance at the external university,
supplied by the student on their new application, are identical to
the dates shown on the original external transcript.

1 If yes, enter the transfer credits on EXTS for the new
university andkeyfile the transcript
1 If no, request a new official transcript.
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A determine
transcript.

1 If yes, request a new official transcript.

9 If no, enter the transfer credits on EXTS for the new
university and kefyle the transcript

f

any Al o or Al PO grades

Transcript Type

PS; Final Post Secondary

Date

Date transcript was received

Status: OF

The transcript is an original sent from an
institution to an institution, does not appeg
to be tampered with, is not a fax and has
signature and seal.

Status: UN

The transcript appears to be tampered w
is a fax, was issued or delivered by the
student, or does not have a signature anc
seal.

Status: NR

Transcript was not received. When a
transcript is received, overwrite the NR &
change the date.

This is a multivalued field. Enter each incoming type of transcript on a new line.

Start/End Date: Enter the date the applicant started attending the institution. Enter
the end date if the student has left the institution. Use approximate
dates as follows:

Fall quarter or semester

Spring semdsr
Winter quarter
Spring quarter
Summer term
Acad Credentials: Forapplicants, who have previogsaduatedegreesbaccalaureate
degres, or a transcripteé certificate program from outside the SD
regental systendetail to AACR and enter degree information.
1 Enter the degree, major, minor, etc on IASU if SD has a
similar value on our major, minor and degree table
1 Enter the information above ddOME, in the comment
field, if a similardegree major or minor is nioon our code
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tables.

Start End
09/01/xxxx  12/31/xxxX
01/01/xxxx  05/31/xxxx
01/01/xxxx  03/15/xxxx
03/16/xxxx  05/31/xxxx
0601/xxxx  08/31/xxxX

o0 Insert a blank line ih commenalready exist
Date and time stamp the comment by entering a # as
the first character.

o0 On a 2nd line entehe info in the followng naming
convention Deg: xxxxx Date: mmyy Major: XXxXxx
Minor: XXXxxx etc.
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Degrees: If a transferor graduatestudent has received a degree from another
institutionoutside of the SD Regental systdimns must be
recorded on the IASU screen.
To reord information about theses, dissertations, and honors
associated with a particular credential, access the Additional
Academic Credential ADCR) screen from the Addnl Cred Info
field on theAACR screen.

Comments: Enter a comment as to where the origimahscript is housed.
Insert a blank line, ate and time stamp first and then enter the
comments.

Finish out to return to ASUM. Repeat procedurddSU throughINAT for ALL
institutions attended whether accredited or-aoaredited.

Step 13- Entering Foreign Person Information (FPER)
1 Enter Y in the Alien Status/Reg Num field
1 Enter PR, RA or Al in the Immigration Status field
1 SeeEntering Foreign Person Informatigrrocedures for more information

Step 14i If the student has transfer cralit, refer to Entering an External Transcript
(EXTS) and Defining Course Equivalencies.

Step 15- Entering Test Summary (TSUM) by detailing on the Additional Info field
on APPN

These include admission tests, placement testpthed tests, along with the scores.
This will al so show the status of the t

es
wi | | be the SAT or ACT, GRE or GMAT. P
e

pl acement tests. for Hight Secheal Eqtuivalencieso Seledt thd b
appropriate test category at the Look Up prompt and you will be taken T&8iE
screen.

NOTE: When entering ACT scores, use ACT.COMP. This will allow you to enter all
subtests associated with the ACT comp score on the same screen. Use SAT.COMP for
SAT scores.

NOTE: Only official ACT and SAT scorewillbeent er ed i n Coll eague.

scores can be taken from a high school transcript (fax copy or photocopy) or an
ACT/SAT score report (fax copy or photocopy).
0 Subtestsi As of 12/5/03, only the 5 ACT scores are required,;
ACT.COMP, ACT.ENGL, ACT.MATH,ACT.REAS & ACT.READ. Do
not enter the percent or index fielf.one score is entered, all scores
should be entered to alleviate errors with a possible subsequent tape load.
StatusiThe system defaults in O0ACO6 wup
o StatusDatei The system defaults in to to
0 Sourcei Ent SO B@Tlrscores entered from the HS transcript

o
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Admissions Tests

Title: Defaults from the test chosen from the list.
Date Taken: Enter the date the testwaasa k e n . Us e (nin01/gy)ofabr t he da
test and subtest entries.
Score/Pct  Enter the composite score.
Score Index Blank
Subtests:  As of 12/5/03, only the 5 ACT scores are required; ACT.COMP,
ACT.ENGL, ACT.MATH, ACT.REAS & ACT.READ. Do noénter the
percent or index fieldlf one score is entered, all scores should be entered
to alleviate errors with a possible subsequent tape load.
Status: If the score is a selfeport on the Application, you must enter a status of
NC - Needs ConfirmationEnter (AC) Accepted if the scores were taken
from a test report (ACT or SAT) or from the High School Transcript or
taken from a Residual ACT score report.
StatusDate: Let the status date default to todayods
Source: If the score is selfeported ad loaded from the application, this status
will be SR- Self Report. If the scores are loaded via a High School
Transcript, ACT, Residual ACT, or SAT, the source is HST, ACT or SAT.
If the score is a residual score, enter RACT.

NOTE: A Residual ACT sca report should be clearly marked as such. It
is an ACT test administered by a pgstondary institution not on a

National Testing DateResidual ACT tests should be reported to the
National ACT testing center either for scoring or for official recagdin

The residual scores recorded by one regental university will be accepted
by other possecondary regental institutions. Because residual ACT
scores cannot be used for athletic eligibility, a report will be run to identify
residual scores for athletaigibility verification.

Note: ACT scores will primarily be loaded from the tape. If information
is entered manually, care needs to be taken to populate all fields (as in the
procedure above) that are populated with the tape load.

Finish out and return to TSUM. Revised

. ) 5/24/07
High School Requirements

BOR High School Requirements are entered as Other Tests. Choose the HS.UNITS
noncourse code which allows you to enter allsdpirements associated with HS Units
on one screen.

Englishi HS.ENG

Mathi HS.MATH

Lab Sciencé HS.SCI

Social Sciencé HS.SS

Fine Arti HS.ART
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Computer Science HS.CS
Effective F606, Computer Sci i s
a SD Regental universitylhe proficiency requirement
does not apply to all studentgather, it applies to a specific
subset.Students who are dege-seeking (either
baccalaureate or associate), younger than 24 years, and
transferring in fewer than 24 credits are obligated to
comply within their first 42 attempted credits.
Title: Defaults from the test chosen from the list.
Date Taken: Enter the da of the transcript being evaluate@verwrite the date if a
new set of scores is received.
Score/Pct:  Leave this file blank for the HS.UNITS entr@verwrite the score is a
new set is received.
Score Index Blank
Subtest: For each entry, enter the number of Semester Units the applicant has
completed or will complete within the next term(s) in this subject area.
HS.CS contains an equivalency that will be populated when units are
entered. When the final HS transcript isified, if the applicant did not
complete the HS.CS requirement, the equivalency will need to be deleted.
Note: If no Semester Units were completed or will be completed (before
graduating high school) enter A00O0.
Status: Enter whether these units have bheempleted.
NC - Needs Clarification (unofficial transcript)
AC - Accepted (official transcript)
Status Date: Defaults to current date.
Source: Enter where the information came from (High School Transcripts).

Step 16- Entering Non Courses (NCWS. See Entering Noncourse Work and
Defining Noncourse Equivalencies

Step 17i Enter Applicant Comments.
1 Detail on the Comments field to add applicant comments. Insert a blank line, date
and time stamp first and then enter the comments.

Step 18/ Update the Applicant Summary (ASUM) Screen.

Step 191 Complete the Application Fee Entry
1 The Cash Receipts Entry CRAF) screen is displayed with the cursor at the
Batch LookUp or (A)dd prompt.
o The first time you access this een you will have to fill out the Restricted
CR Session Control (RC3Gcreen.
A This will create a session which you will post the days receipts.
A Be sure to start a nesession every day or the date from the
previous session will be used for the new receipts.
o Enter through th&CSC screen. The information on this screen will
default. This screen is a one time setup for each day.
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0 You are returned to the CRAF screen
A Do ot enter an ID for the batch number, batches will not be used.
A If the application is at the graduate level, the AR code on the
CRAF screen must be changed to reflect the proper AR code. For
graduate applications, the AR code will be XAPLG (with x being
your university identifier). The application charge of $35 will
automatically populate.
A Enter over to the amount field and enter the amount of the
application.
A In the Pay Method field enter the credit card or check
information
1 Enter the Payment Method ofaxtk or credit card
1 Enter check number in the Control Number field
Enter the amount of the credit card or check in the amount
field in the Pay Method group

A If cashis collection enter the cash collection in the cash field

A If you collected more monepén the charge amount, the amount
of the charge to return to the student will be shown on the Change
returned line.

To print a receipt, enter Y in the Print Receipt field
1 Access the Restricted CR Session Control (RCSC) screen.
o0 Status
A Change the status from O (open) to C (closed)
A Detail on the status field to view the current days receipts
A Print this information to your printer for documentation
o Starting Casli enter 0
o Enter your ending cash amount in the Actual End Balance field
A Thisamount should equal your Control end Balance.
1 Finishout of the RCSC screen.

Step 20i Entering academic standing information on the Applicant Miscellaneous
(AMSC) screen.

Miscellaneous 3 For transfers from outside the Regental systengrehé incoming
academic standing for an applicant that has not yet been moved to
student. Enter, Admitted on Probation (PA) or Probation (PR).

If the applicant has already been moved to student, see the
AVeri fy/ Update Academiesbtevel I nfor

Step 21- Entering Military Information on MINF on the Military Information
(MINF) screen.
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Selective Serv Reg/Number: Enter Selective Service Reg (Y/N) and Number, if
available

Veteran Type: Enter Veteran type information, if available

Military Status Info: Enter Military status information, if available.
Update MINF.

Step 21i Verify/Update the Hiatus Record on Student Hiatus (STH) screen.

Check for a hiatus record for this applicant and enter or modify the endrdate
the hiatus record to be the date one day prior to the beginning oféh&yg¢erm.

Update the STHI screen.
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Adding Application Comments
Responsibility: Home/ESC

Adding General Comments
To record general comments about an application that all universities have access to,
detail from the Comments field on tA@PNscreen.

Note: You can only access the Application Commeht$ED) screen from the
applications APPN) screen.

Note: You can only access the APPN screen if a program exists for your university.
Step 1i Access the Applications (APPN) screen

Step 21 Detail on the Comments field to access the Application Comments (UTEC
screen

Step 3i Insert a blank line, date and time stamp the comment by entering a pound
sign (#) in the first character of the comment line.

Step 41 Enter a free form text comment.
Step 51 Update the UTEC-> APPN screen
Adding Specific Comments

To record application specifmmments that only your university has access to, detalil
from the Comm Mgmt field on the APPN screen.

Step 17 Access the Applications (APPINscreen

Step 2i Detail on the Comm Mgmt field to access the Communication Code Entry
(CRI) screen

Step 3i Enter the communication code appropriate for the type of comment
needed.
9 This will allow you to enter free form text that only a user with the appropriate
office code can view.

Step 41 Update the CRI-> APPN screens
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Adding Comments about an Applicant
Responsibility: Home/ESC

Adding General Comments
To record general comments about an applicant that all universities have access to, detail
from the Comments field on tiRRSPscreen.

Note: You can only access the Applicant Comnsefd TEC) screen from the Applicant
Summary ASUM) screen or the Prospect SummdrREH screen.

Step 1i Access the Applicant Summary or Prospect (ASUM or PRSP) screen for
the applicant

Step 2i Detail on the Comments field to access the Applica@omments (UTEQ
screen

Step 3i Insert a blank line, date and time stamp the comment by entering a pound
sign (#) in the first character of the comment.

Step 4i Enter a free form text comment

Step 51 Update the UTEC-> ASUM or PRSPscreens

Adding UniversitySpecific Comments

To record application specific comments that only your university has access to, use the

Communication Code Entry (CRI) screen. Codes on this screen will be secured by
office code.

Step 1i Access the Commuitation Code Entry (CRI) screen.

Step 21 Insert a blank line, enter the comment communication code specific to your
university.
1 The comment code is xACCMNT where x is replaced with your university
identifier (B, D, N, M, S, U).
Enter theappropriate status code and date.
Cursor to the comment field and detail to the CGEfeen. Detail again on the
Comment Text field on a blank line to the Comment Screen (UTEC). This will
allow you to enter free form text that only a uséhwhe appropriate office code
can view.
1 If applicable, enter text in the description field. This short description will display
on the CRI screen.
1 Date and time stamp on the first comment line. Enter comments on the second
line. These comments wilbihdisplay on the CRI screen.

T
T

Step 31 Update the UTEC-> CCET -> CRI screens
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Adding Remarks about an Applicant

Responsibility: Home

Use the Prospect/Applicant RemarR&REM) screen to record any number of remarks
about an applicant.

Applicant remarks are comments that you enter about an individual with which you
associate two codes: remark types and remark codes.
1 Remark types indicate the kind of remark, such as personal information,
involvement information, general comments, and interview.
1 Remark codes identify the source of the remark such as family friend, alumnus,
admissions officer, or counselor. These anartcoded by university.
T Using Aremarkso instead of fAcommentso | et
remarks.
1 You can then use these codes as a mechanism for reporting, communications

management and printing specific remarks.
Note: If you enter remarken AREM, they will be shared by all. If you want to enter

confidential university specific comments, access CRI and enter the comments through
communication management.
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5

Assigning a Different Academic Program to an Applicant
Responsibilty: Home

Complete the following procedure to assign a different active program to an applicant:

Note: A student returning to the institution at the same academic level or a student who
has attended another higher education institution in the BoardgehEesystem at the

same academic level is not required to pay the application fee but he or she must submit
an Undergraduate Student Readmission Form and other required documents if he or she
has interrupted attendance by one or more regular semestes &aing). A former

student shall be considered as a transfer student if he or she has attend&sgembal
university during the period of interruption of attendance.

Note: University staff members will only add/change/delete programs for appmants
for their university.

Assigning a different academic program before to the Move to Student process
Note: The initial application is limited to two and each subsequent application for the
same university, for the same term is limited to two.

Step 1- Access the Application Summary ASUM) screen.
1 Atthe Person LookUp prompt, enter the ID of the applicant

Step 2- Go to the program in the Acad Program field you want to change.
Step 3- Detail to access the ApplicationsAPPN) screen.

Step 4i Access the Academic Program field
1 Press CTRL + D to delete the existing program.
1 Enter the new program in the academic program field.

Step 5i Verify the Remaining Application Information
T Follow the AProcedur dpfpodi cAaAddiom@ an Admi s

Step 6- Save the record on theéAPPN screen.
1 TheASUM screen is redisplayed.

Step 71 Save the record on the ASUM screen.

Assigning a different academic program after the Move to Student probe$sre the
term _has begun

Note: The initialapplication is limited to two and each subsequent application for the
same university, for the same term is limited to two.

Step 1- Access the Application Summary ASUM) screen.
1 Atthe Person LookUp prompt, enter the ID of the applicant
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Step 2 - Go to the program in the Acad Program field you want to change.
Step 3- Detail to access the ApplicationsAPPN) screen.

Step 41 Enter a comment
1 Insert a blank line, date and time stamp first and then enter the comments.
1 This is anoptional step.

Step 5i Access the Cancel Dt field.
1 Enter cancellation date
1 This is an optional step.

Step 61 Access the Reason field.
1 Enter the cancel reason.
9 This is an optional step.

Step 7- Save the record on théAPPN screen.
1 TheASUM screen igedisplayed.

Step 81 Update the record on the ASUM screen.
Step 91 Access the Student Profile (SPRDscreen.

Step 10i Detail on the Academic Program field to the Student Academic Program
(SACP) screen

Step 111 Inactivate the old program.
1 Enter a status of | (inactivate).
T The end date will default in todayds day.

Step 12i Add the new Program on the Student Profile (SPRO) screen.
1 Access the Academic Program field and scroll down to a blank line.

Note: If this degree seeking program is not within the same institution or the student is
reentering a system institution after a period of hiatus of one term, a new APPN will need
to be created for new UG degree seeking programs. l.e. If a student applies for Fall and
then asks to wait until Spring to attend, the student needs to reapply. A signed letter
would suffice for a student that wishes to delay a semebtdre delay is for one

semester, the student will not need to repay the ap fee. .

If this UG degreeeeking program is within the same institution and there has been no
period of hiatus, then a new APPN will NOT need to be created.

Note: A student returning to the institution at the same academic level or a student who
has attended another higlegtucation institution in the Board of Regents system at the
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same academic level is not required to pay the application fee but he or she must submit
an Undergraduate Student Readmission Form and other required documents if he or she
has interrupted attendee by one or more regular semesters (Fall or Spring). A former
student shall be considered as a transfer student if he or she has attend&sgembal
university during the period of interruption of attendance.

Paperwork will need to be signed by tqgpropriate personnel (Deans, Dept Heads, etc).
One institution wil!/ not inactivate another 6

Step 13- Use the Academic Program LookUp features to select the smart coded

academic program for the student.
1 Enter the universityidet i fi er and é to view a |isting
1 The SACP screen is displayed.

Step 141 Verify the default location
1 The location defaults from the program entered.

Step 15- Verify the default catalog.
T I'f you donét want t hcatalajessamiatddwiththisou can se
academic program.
1 New students and transfer students will be assigned the catalog in effect at the
time of their initial enrollment at the university where they are degree seeking.
1 Studentsmayeleet ficat al og hatfislatertled thea initiabcatalog t
but may not elect a fAcatalog of graduatio
1 Students who have discontinued enrollment at any Regental university for more
than 2 consecutive semesters (summer is not eduntust move to the catalog in
effect at the time they renroll.

Step 16i Verify the department.
1 Departments will be smart coded to your institution
1 This department defaults from the program

Step 17i Enter the start date and status of the program
1 If the student is changing programs at the same institution within a semester, the
old program should be4activated and the new program activated within a day of
each other
o The start date is used by the enroliment extract
o Enter ACO ( Ch anyietie stmiugfiald oithewldi ver si t
program
o Enter an end date that is one day earlier than the start date of the new
program.
1 If the student is adding another program, the start date stays as the current date

Step 18- To add comments

1 To be printed on pragm related reports: detail from Printed Comments field.
1 General, notation: detail from Comments field.
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o Insert aline so the latest comment is at the top
o Date and time stamp first, then
o Entera comment

Step 19- Update the SACP-> SPRO screens

3/25/11i last update 109

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Creating a STUDENTS Record for an Individual Applicant

Responsibility: University

You can create aTUDENTSrecord for an individual applicant by either
1 Running theSTUDENT Srecord creation batch process (SRCR) for that
individual only,
Or
1 Populating the Priority field oAPPN as MTSto create the STUDENTS record
immediately upon exit from the screenhis rule is written in the Admissions
Parameter Screen (ADPA) to create STUDENTS and will be discussed.

These options use yo&TUDENTSrecord creation rules
T See ACreating STUDENTS Records for
about using th&TUDENTSrecord creation batch process for an individual
applicant.
T See ACreating STUDENTS Records wusi
aSTUDENTS record using the priority field on an application for a particular
university.

Creating an Individual STUDENTS Record with SRCR

Complete the following steps to creat8 BUDENTSrecord for an individual applicant:
Step 1- Access theStudent Record Creation SRCR) screen.

Step 2- Select the appropriate processing options.
1 EnterY in the Copy Admit Status Field.
1 EnterY in the Use Rules field.
1 Enter the smart coded student creation rule in the Stu Create Rules.
o CABMTSCRfor BHSU
CADMTSCR for DSU
CAMMTSCR for SDSMT
CANMTSCR for NSU
CASMTSCR for SDSU
CAUMTSCR for USD

O O O0OO0Oo

a

ng

Note: These rules will only move the applications that exist for an applicant for

your university.

Note: This student creation option will move the apgtion for the selected

university to STUDENTS and create all of the student information. Subsequent

student creation moves will only move the university application but will not
change any of the student data previously moved to STUDENTS.

Step 3- Identify the individual you want to process by entering the specific
applicant ID in the Applicants field.

3/25/11i last update 110

Revisions approved through the Modul

e

Gr ou

APPN

Y Mod



Souh Dakota Colleague System Procedures

9 Use a saved list or Additional Selection Criteria to create student records for
specific individuals

Step 4- Complete the Student Record Creation proces

Note: The student creation process will delete any university privacy codes for this
applicant/student. This means that all universities will be able to access the STUDENTS
data.

Step 5i Determine if a xXORP New Student Orientation restriction shouldbe added
for this student.

1 An accepted student is only MTS when that student commits or lets the university
know that he/she is coming to an orientation session; and then the student is MTS,
gets Reg Prior, & is assigned XORP. The timing oftctlramitment or reply on
coming to orientation is normally right before Orientation or the start of the
semester.

1 Each admissions office will determine what works best for them and will run their
own edits accordingly.

o Each university can monitor the studettiat are signed up for orientation
sessions. Then that university can see if a student has registered for
courses already. If the student has already registered, each university can
check to see who they are registered with and then determine ifeébdy n
to assist that student with the commitment process and getting proper
advising for that institution.

Creating STUDENTS records with APPN

Step 1i Access the Application (APPN screen
1 Use search record procedures to lookup and select the applicant.
91 Select the program from the resolution screen.

Step 2i In the APPL Priority field, enter MTS.
Note: Enter MTS with the application if this is for a readmit or transfer within the
regental system.

Step 31 Update the APPN screen

Note: This student creation option will move the application for the selected university
to STUDENTS and create all of the student information. Subsequent student creation
moves will only move the univatg application but will not change any of the student
data previously moved to STUDENTS.

Note: The student creation process will delete any university privacy codes for this

applicant/student. This means that all university will be able to accesStHEDITS
data.
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Step 4- Access the Student Academic Level (STALscreen to check for a record at
the level of the current application
1 Change enroll status to match admit status for this application.
T See fAMaintaining/ Upkhnartoiln gneAdtmiSt aStuastou sp raon
details on maintaining the admit and enroliment statuses.

Step 5i Determine if a XORP New Student Orientation restriction should be added
for this student.

1 An accepted student is only MTS when that student commitssathie university
know that he/she is coming to an orientation session; and then the student is MTS,
gets Reg Prior, & is assigned XORP. The timing of the commitment or reply on
coming to orientation is normally right before Orientation or the starteof th
semester.

1 Each admissions office will determine what works best for them and will run their
own edits accordingly.

o Each university can monitor the students that are signed up for orientation
sessions. Then that university can see if a student haeredisbr
courses already. If the student has already registered, each university can
check to see who they are registered with and then determine if they need
to assist that student with the commitment process and getting proper
advising for that instituon.
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Creating STUDENTS Records for a Group of Applications
Responsibility: University
Timeframe: One week prior to Orientation/Registration

Use the STUDENT$ecord creation batch process (SRCR) to move a group of
APPLICANTSto STUDENTS

Note: The student creation process will delete any university privacy codes for this
applicant/student. This means that all university will be able to access the STUDENTS
data.

Complete the following steps to creat8 BUDENTSrecord for groups of applicants:
Step 1- Access the Student Record CreatiorSRCR) screen.

Step 2- Select the appropriate processing options.
1 EnterY inthe Copy Admit Status Field. f you enter fAYeso in th
Status field, Colleague copies the admit status from\BRLICANT Sfile to the
STUDENTSfile.
1 EnterY in the Use Rules fieldThe Use Rules field on the Student Record
Creation SRCR screen indicates whether Colleagireates th8 TUDENTS
records based on tI8TUDENTSrecord creation rules.

I f you enter fANO in this fi &TUDENTEoIl | eague
records. Instead, Colleague creat&T&DENTSrecord for ALL the applicants
identified in the Selgion Options portion of thERCRscreen.

9 Saved List Name: Contains univers#yecific application keys for the
applications to be moved.

1 Enter the smart coded student creation rule in the Stu Create Rules.
o CABMTSCR for BHSU

CADMTSCR for DSU

CAMMTSCR for SDSMT

CANMTSCR for NSU

CASMTSCR for SDSU

CAUMTSCR for USD

OO0 O0OO0O0

Note: These rules will only move the applications that exist for an applicant for
your university.

Note: This student creation option will move the application for the selected
universityto STUDENTS and create all of the student information. Subsequent

student creation moves will only move the university application but will not
change any of the student data previously moved to STUDENTS.
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1 You identify the individuals you want to process in 8l 8&UDENTSrecords

process through

0 A saved list ofiDs from theAPPLICATIONSfile

Application statuses
Academic programs
Academic levels
Departments
Start terms
Applicants
In addition to these option®y can use the Additional Selection Criteria
screen (accessed from the Additional Selection Criteria field) to further
limit the individuals whom Colleague will process. The Additional
Selection Criteria screen allows you to enter limiting criteria, using
standard query syntax.

O 0O O0OO0OO0OO0Oo

Step 4- Complete the Student Record Creation process

Note: The student creation process will delete any university privacy codes for this
applicant/student. This means that all universities will be able to access the STUDENTS
data.

Step 51 Determine if a XORP New Student Orientation restriction should be added
for these students.

1 An accepted student is only MTS when that student commits or lets the university
know that he/she is coming to an orientation session; and then the student is MTS,
gets Reg Prior, & is assigned XORP. The timing of the commitmenplgrae
coming to orientation is normally right before Orientation or the start of the
semester.

1 Each admissions office will determine what works best for them and will run their
own edits accordingly.

o Each university can monitor the students that are digpeor orientation
sessions. Then that university can see if a student has registered for
courses already. If the student has already registered, each university can
check to see who they are registered with and then determine if they need
to assist tht student with the commitment process and getting proper
advising for that institution.
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Rating a Group of Admissions Applications
Responsibility: University

Complete the following steps to rate a group of admissions applications:
Step 1- Access theApplication Rating Assignment APRA) screen.

Step 2- Using a saved list, other selection criteria, or both, select applications for
which you want to calculate ratings.
1T Refer to AComponents of the Application F
91 Define the following fields:
0 Recalculate Manual Ratings

A Enter [Y] if you want Colleague to update any manual rating that
has been overridden for this application with the new calculated
rating.

A If you enter [N], Colleague compares the current manually
assigned rating to the current calculated rating. If they are the
same, Colleague updates both with the new calculated rating. If
they are different, the manual rating has been overridden and
Colleagee does not update it. Colleague does, however, update this
application's calculated rating.

0 Saved List Name

A You can choose the applications to assign ratings to by entering
the name of a predefined saved of IDs from the
APPLICATIONS file.

0 Application Date
A Colleague selects only those applications with a date greater than
or equal to the begin date entered.

o Application Statuses

A Enter one omore valid application status codes
o Academic Programs

A Enter one or more academic programs
0 Academic Levels

A Enter one or more academic levels
o Start Terms

A Enter one or more valid terms
o Applicants

A Enter the ID of one or more applicants

Step 3- If you needto define additional criteria for examples to select specific
invoices or sponsorships, go to the Additional Selection Criteria field.
1 Otherwise, continue with step 6.

Step 4- Enter Y and update theAPRA screen.
1 The Additional Selection Criteria scresndisplayed.
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Step 5- Complete the Additional Selection Criteria screen.

Step 6- Save the information on this screen.
1 The Change Peripheral Defaults screen is displayed.

Step 7- Accept the defaults or change the name of the default printer, select a
different printer, or choose to have the reports sent to a hold file.
1 The Phantom Mode Specification screen is displayed.

Step 8- If you want this process to run at a later time, complete the Phantom Mode
Specification screen; otherwise, leave this scnedlank.

Step 9- Finish from the Phantom Mode Specification screen to begin processing.
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Canceling/Withdrawing Applications

Responsibility: Home

Note: University staff members will only add/change/delete programs for applicants
for their university.

Note: Application review needs to be performed periodically during each semester as
part of the enrollment extract review.

Step 1- Access the ApplicationsAPPN) screen.
1 At the Person LookUp prompt, enter the ID of the applicant.

Step 2- From the resdution screen, select the program that you want to change.
Step 3- In the Appl Stat field, enter the status.
T 1f the applicant was rejected in admissio
1 If the applicant withdrew the applications, emteWD RO f or Wit hdr ew.
1 If a student has applied for more than one major/program, cancel/withdraw from
all programs listed on the resolution screen.
Step 4- Enter cancellation date

Step 5i Enter the reason.

Step 6i Update the APPN screen
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Commitment Process

Responsibility: ESCUniversity

Timeframe: Junei Augustfor Fall & November T January for Spring; coordination
call in April/May each year

Procedures for Commitment Proces$or Fall 2010

Enroliment Service Center Processing

Process a quettpat will identify students to receive a commitment letter and to
be placed on the Commitment Letter Track.

A.

All NEW (new, transfer, and former) degree seeking applicants for

Summer 2010 or Fall 2010 that have an accepted or moved to student
application status at more than one Regental University.

Special (nordegree seeking) and high school concurrent students will not be
included.

Students that have notified a university of their commitment plans will have a
universityspecific communidgons management code recorded and will not
be included in the selection.

University personnel must take care to code cancelled or withdrawn
applications so they are not included in the query.

Those identified in this quettyewod ldr dek.
The query will be run daily to identify additional students to be added to the
commitment track.

Send Decision Form to Students.

Students will be sent the South Dakota University Decision Form and a cover
letter (copies have been attachati)heir home (permanent) address. The
letters will be generated in black and white; the logos will not be in color to
facilitate the use of only one printer.

Students identified will receive three letters:

A.

1.

2.

3.

Initial commitment letters will be sent on MagQ, 2010 for Fall 10

and October 25, 2010 for Spring 11.

Students who do not respond to the commitment request will receive
a second letter 21 days later.

If the student still does not commit, a final letter will be sent 35 days
after the second letter.

After the third letter, the letter track will end and the individual
universities will follow up with those students who have not
committed.

. Additional students, identified by the query above, will be started on

the thredetter track on a daily basisESCwill complete processing
daily at 10:00 a.m.

The last date to send a commitment letter will be August 20, 2010
for Fall 10 and January 3, 2011 for Spring 11.
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[1I. Return of South Dakota University Decision Form by Student
A Ret ur n e ds Unwersttylofechoge, EXCERT tf 6
B. Student is not planning to atteady Regental University then the decision
is sent by the student, via email, to the Enroliment Service Center where a
communication code will be entered removing the student fnem
communication track and identifying these students for individual university
follow-up contact.

Processing by the Regental Universities

Select a point person for the commitment process.
A. Each university will have a point person to handle the Bbthe commitment
process
1. BHSUT Irene Salitros
2. DSUTKaty OOHar a
3. NSUT Jill Vining
4. SDSM&T1 Genene Sigler
5. SDSUi Michelle Kuebler
6. USDT Paula Allstot
B. Each university will also provide a backup for the point person.
1. Receive inforndadsioon on studentds

A. A commitment decision can be accepted by many different means, i.e. letter,
email, commitment decision form from the MI student

B. Add decision made by student, date, time & who took decision to
ASUM/ASPR comments or on CRI comments field.

C. Make sue your application is MTS so your program is active and the SPRO
screen is correct.

D. Insert a window on SPRO to set the home location for your institution.
Todaybés day should default. Do not ent
location. When a new locatids added the old location will automatically be
ended with yesterdayds dat e.

1. Mark communication codes

A. Each code is made term specific, where F is Fall and S is Spring (summer is
included with fall.) The office codes are marked as ESC so all emeagew
the commitment codes.

B. If thestudenthas commitd to your university, put xACTIMF(S) on CRI
and receive it in with the date you are entering the cOMBTE: It is
important that this step is done whether a commitment letter tragkngg
or not.
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C. Ifthe studenbas a commitment letter track running on ITR (letters on IPC),
then go to CRI and enter received on@#&C10CTF(S)code with the date
you are processing the commitment.

D. Listed below are the CM€odes and the set up of the tracks for your
information.

Letter track set up

CMC 1 CAC10CMF (S)- Commitment Trigger
Immediate Print Documen€AD10CMF(S)
Corresponence RequeSIAR10CMF (S)
Track: CAT 10CMF(S)

DOC

Initial Immediate Print DocumenEAD10CMF (S) sentupon initial placement
on the track

1st Commitment RemindeEAD10C1F(S)

2nd Commitment RemindeEAD10C2F(S)

TRC i CAT10CMF(S)- 2010Commitment Track
1st Reminder DocumenC©AD10C1F(S) In 21days from initial placement on
the track
2nd Reminder DocumenCAD10C2F(S) In 14days from initial placement on
the track

CRRD i1 CAR10CMF(S)- 2010Commitment Request
Communication CodeCAC10CTF(S) Used to post to student CRI record to
record the receipt of the Commitment Form
Follow-up Action:CAT 10CMF(S) Track is removed once the form is
recorded so the student does not get any more reminders

CMC CACI10CNF(S)T7 Removal Triggei Commitment Communication Code posted
when student indicates no interest in SD system.
Correspondence Request: CAR10CMHF(Removes Request Code.
Track: CAT10CMF(S) Removes Track Code.
CMC
Commitment Form Receive@AC10CTF(S)
University Committed toxAC10CMF(S) where x is the university indictor

** Once a commitment form is recetljghe operator will post the following:
CAC10CTF(S) to record that the form was received and to remove the person
from the track for any more reminders at®/lC10CMF (S)to record the actual
university marked on the commitment form

V. Contact fnAdestyl i nedo uni ve

A.Cont act the Adeclinedd univers

ity to ca
student 6s r e g-ingditsition reégistratioestisdnonoredmu | t i
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B. The point person will contact the other institution(s) involved with the
student 6s filee via email or phon

C. Itis very important that the receiving universities inactivate the students from
their files as soon as possible and no later than 48 hours from the receipt of the
nornrcommitment.

D. NOTE: If a studenis current for 201&pring oracademically withdrevirom
2010Spring, do not change the student's home location until aftémomm
progression is run for 201®pring. Start changing home location for
current/acad wdr on May 19, 20180 date availabléor 2011Spring yet

V. University that is declined

Cancel registrations.

Inactivate accepted application by marking it with a WDR on APPN #27.

Inactivate the SPRO program only for your university if the applicant was

MTS.

Remove any advising holds for your school on PERC screen.

Cancel all recruiting CC gshone calls.

If your school receives a not coming notification and is a Amstitution

applicant, make sure to always WDR your accepted application on APPN

#27 to keep the commitment process accurate.

G. Change status on any awarded Finangidland inactivate student on CRI
with an SFC10IAC Smart Coded Inactivation Code for Financial Aid.

H. Communicate with all University offices to proceed with cancellation
procedures.

I. NOTE: If a student is current for 2010 Spring or academically withdrenv fr
2010 Spring, do not change the student's home location until after minimum
progression is run for 2010 Spring. Start changing home location for
current/acad wdr on May 19, 2010.

nmo  Owr
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Pl

DAKOTA STATE

AU

BHSU

' (UNIVERSITY]
Black Hills State University = Dakota State University Northern State University
1200 University Avenue 820 N. Washington Avenue 1200 SJay Street
Spearfish, SD 57799797 Madison, SD 57021799 Aberdeen, SD 57407198
Phone: (605) 648343 Phone: (605) 256139 Phone: (605) 62@544
Toll free: 8002552478 Toll free: 888DSU-9988 Toll free: 80ONSU-5330
Fax: (605) 646254 Fax: (605) 256020 Fax: (605) 6262587

Email: admissions@bhsu.edu Email: enrollicomn@dsu.edu  Email: viningj@northern.edu

South Dakota University Decision Form

When you have finalized your decision on where you plan to obtain your degree, please
complete and mail or fax this form to the university of your choice. You can choose to
email the university about your decision. Please include your Student ID number in your
email.

Your home universityis also where you will receive assistance witlident services
(financial aid, advising, billing, etc.). Thanks for your prompt response.

Name: (preprinted) Student ID: (preprinted)
Address:
Phone: Dateof-Birth:

My home university is: (Please check only one of the six universities bsted.)

Black Hills State University SD School of Mines & Technology

Dakota State University South Dakota State University

Northern State University University of South Dakota
Student Signature Date

NOTE: If your current educational plans do not include any of the above universities,
please contact
The Enrollment Service Center at Email Address
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the wniversity of south dakota.

T SDSU

SD School of Mines & Technology South Dakota State University :J&vgrsgly 0; g? Utrl[ Dakota

501 E. Saint Joseph Street Box 2201 VermiilionarSD rsefoes%go

Rapid City, SD 57708995 Brookings, SD 57002298 Ph . 665 678434

Phone: (605) 392400 Phone (605) 688121 Toll ?r%e(- 87%C(5YOTES

Toll free: 800544-8162 Toll free;: 800-952-3541 Fax: 605 6756323

Fax: (605)3941268 Fax: (605) 6885891 E?r?éu(- adZniss@usd edu

Email: admission®sdsmt.edu Email: michelle.kuebler@sdstate.ed : '
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June 9, 2004

Name Student ID
Address
Csz

DearName

As the start of the Fall 2004 semester approaches, we are writing to ask about your final
college plans.

You have applied for admission to more than one university in the South Dakota Public
University system. While you can take cagsluring the same semester from more than

one of the stateds public universities, you
A Ho tdeiversityd ( t h e from ivhich yos wigh Yo get your degree)

Designating an Unvemioo parfifaetcet shi Hohnee f ol | owi ng:

1 Financial Aid. Financial Aid cannot be disbursadtil adecisionhas been
made Federal

regulations do not allow more than one university to provide financial aid
during a

term of enrollment.
1 Accurate Billing of youruniversity costs
1 Appropriate Academic Advising for completing your degree program
1 Other Student Support Servicessuch as disability student services, veteran
services, etc.

If you are planning to enroll at one of the six public universities in Sdoakotg you

must declare your universipyrior to the start of the semester. Please completenaiid

orfaxt he encl osed fASouth Dakota Uoftheersity Dec
universityfrom whichyou wish to obtain your degreéf. you choose t@mail the

university about your decision, please include your Student ID number in your émail.

at any time gu change your mind about yowrheuniversity simply notifythe new

university you wish to attend.

If you have any questions please conthetAdmissions Office of the university you plan

to declare as your honumiversity Thank you in advance for returning this request

timely mannerallowing us to better assist you as you prepare to continue your education
within the SD Public Universy System.

Sincerely,

Enrollment Service Center

SD Public University $stemi Board of Regents
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Enc.
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South Dakota Public Universities

> 414 East Clark Street, SDU 317
Vermillion, SD 57069 -2390

Enroliment Service Center

June 9, 2004

«FIRST»«MIDDLE» «LAST» «ID»
«LINE1»
«CITY», «<STATE»«ZIP»

Dear«FIRST»;

As the start of the Fall 2004 semester approaches, we are writing to ask about your final
college plans.

You have applied for admission as a transfer student in the South Dakota Public

University system and you are currently degree seekingitfeeedt university. While

you can take courses during the same semeste
universities, you can only have one universi
university from which you wish to get your degree).

Designating an appropriate AHome Universityo

1 Financial Aid. Financial Aid cannot be disbursed until a decision has been made
Federal
Regulations do not allow more than one university to provide financial aid
during a
term of enroliment.
1 Accurate Billing of your university costs.
1 Appropriate Academic Advising for completing your degree program.
1 Other Student Support Servicessuch as disability student services, veteran
services, etc.

Please complete and mailorfaxthec | osed fASout h Dakota Univer
informing us of the university from which you wish to obtain your degree. If you choose

to email the university about your decision, please include your Student ID number in

your email. If at any time yochange your mind about your home university, simply

notify the new university you wish to attend.

If you have any questions please contact the Admissions Office of the university you plan
to declare as your home university. Thank you in advance fonieduthis request in a

timely manner allowing us to better assist you as you prepare to continue your education
within the SD Public University System.
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Sincerely,

Enrollment Service Center

SD Public University SystefinBoard of Regents

Enc.

BHSU
-

Black Hills State University

1200 University Street Unit 9502

Spearfish, SD 57799502
Phone: (605) 648343

Toll free: 8002552478

Fax: (605) 6426254

Email: admissions@bhsu.edu

DAKOTA STATE

#

Dakota State University

820 N. Washington Avenue
Madison, SD 57042799
Phone(605) 2565139

Toll free: 888DSU-9988

Fax: (605) 2565020

Email: enrollcomm@dsu.edu

South Dakota University Decision Form

A

Northern State University
1200 S. Jay Street
Aberdeen, SD 57461198
Phone: (605) 62@544

Toll free: 80GNSU-5330
Fax: (605) 6262587

Email: viningj@northern.edu

When you have finalized your decision on where you plan to obtain your degree, please complete
and mail or fax this form to the university of your choice. You can choose to email the university
about your decisionPlease include your Student ID number in your email.

Your home universityis also where you will receive assistance with student services (financial
aid, advising, billing, etc.). Thanks for your prompt response.

Name: «FIRST»«MIDDLE» «LAST»

Address: «LINE1», «CITY», «<STATE»«ZIP»

Student ID: «ID»

Phone: «PHONE»

Dateof-Birth:

«BIRTH»

My home university is: (Please check only one of the six universities listed below.)

Black Hills State University

Dakota State University

Northern State University

Student Signature
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NOTE: If your current educational plans do not include any of the above universities, please
Contact The Enroliment Service Center &mail Addressescapps@usd.edu.
.

'
"

SDSU
SD School of Mines & Technology South Dakota State University University of South Dakota
501 E. Saint Joseph Street Box 2201 414 E. Clark Street
Rapid City, SD 57708995 Brookings, SD 57002298 Vermillion, SD 570692390
Phone: (605) 392400 Phone (605) 688121 Phone: (605) 675434
Toll free: 800544-8162 Toll free: 800952-3541 Toll free: 877COYOTES
Fax: (605) 3941268 Fax: (605) 688891 Fax: (605) 677323

Email: admissions@sdsmt.edu Email: michelle.kuebler@sdstate.ec Email: admiss@usd.edu
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Customizing an Applicantds Acadenm
Responsibility: Home

Compl ete the following procedure to make cha
academic program:

Step 1- Access the Applications APPN) screen for the applicant whose application
you want to make changes to.
1 After the applicant has been moved to student (MTS), changes to a program
should be made on SPRO.
Step 2- Go to the Acad Rogram field.
Step 3- Detail to the Student Academic Program Additions $TPA) screen.

Step 4- Enter the desired additions to the standard academic program.
1 Add additional CCDs, Majors, Minors, or Specializations
1 Enter a Start/End date ftris change
1 Enter if this applicant is taking this program as an Honors program

Step 5i Update the STPA-> APPN screens
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5

Adding an Additional Academic Program for a Student Within
the System

Responsibility: Home

Complete thdollowing steps to enter an additional academic program for a student:

Note: University staff members will only add/change/delete programs for applicants
or students for their university.

Note: After the applicant has been moved to student (MTS), chaeg to programs
should be made on SPRO.

If the program is a degreeseeking program and it is not within the same institution,
a new APPN will need to be created.

If the program is a degres=eking program and it is within the same institution, a new
APPN will not need to be created unless the student is changing from a special program
to a degree seeking program, then a new APPN will be created. Paperwork will need to
be signed by the appropriate personnel (Deans, Dept Heads, etdjiddeg an

Acadenic Program within a University .
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_ _ R 9/17/05
Changing an Applicantdés AcauemrC
Responsibility: Home
Compl ete the following procedure to modify t

program:

Note: University staff members will only add/change/delete programs for applicants
or students for their university.

Note: Location will default from the smart coded university program when the
program is assigned to the applicant. It should not be clmged. The specific
location of the studentand the method of applicationwill be housed in Influence to
Apply. This location can be changed as follows.

Step 1- Access the application you want to modify on the ApplicationsAPPN)
screen

Step 2- Go tothe Influence to Apply field.

Step3-Change the application 6l ocationd in
than one of the six universities.
1 Influence to Apply contains values that are more specific than the six universities
1 F1 twice for disting of codes
1 AD 1 Alternate Delivery would be used for applications such as DDN or Internet
Only
1 Method of application will not change from the original method.
Note: Location should be listed in line 1 and method of application in line 2.

Step 41 Update the APPN record.
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Revised
Recording Payment of an Application Fee 2/8/05
Responsibility: University/ESC

Timeframe: At the time of the application

An undergraduate student pays a $20 application fee to each university for which they are
submitting a degreeeeking application or are changing from a special program to a
degree seeking program.

If the applicant was previously accepted as a special student, continuously enrolled and
then changes to degree seeking, a new APPN will be createcbral the application fee
on APFE.

If the applicant haattendedne of the six South Dakota public institutions for higher
education (BHSU, DSU, NSU, SDSM&T, SDSU or USHi}hin the previous three
semestersand the fee is recordett APFEwith a statg of paid the student does not
need to pay another application fee.

The application fee should be waived only for the following reasons:

1 When the program, for which the student is submitting an application, is special or
high school concurrent (xXSPEC.SPEC, NHS.HS & xSPECG.SPEC). These programs
are not required to pay an ap fee until the student becomes degree seeking.

1 When the student hgseviously paid the application fee, then reapplies at the same
academic leveland has previously attended a SD university within the previous three
semesterghe application fee should be waived.

Complete the following steps to record the receipthoh@missions application fee at the
time you record the application.

Note: Application fees show on the ARTI screen under ft&nm.

Step 1- Record the application fee from the Applications APPN) or Application
Fees APFE) screen.

Step 2i Access the Applications (APPN) screen for the applicant you with to record
a payment.
o If accessing the APFE screen directly, enter the smart coded AR code in the
Application Fee field, update and access the CRAF screen directly.

Step 3- Go to the Pay Nov field and Enter Y.
Step 4- Save the application.
Step 51 Complete the Application Fee Entry
1 Access the Application Fee Entry (CRAIJ screen.

0 The first time you access this screen you will have to fill out the Restricted
CR Session ContrdRCSQ screen.
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A This will create a session which you will post the days receipts.

A Be sure to start a nesession every day or the date from the
previous session will be used for the new receipts.

o Enter through th®CSC screen. Thiaformation on this screen will
default. This screen is a one time setup for each day.
0 You are returned to the CRAF screen

A Do not enter an ID for the batch number, batches will not be used.

A If the application is at the graduate level, the AR code on the
CRAF screen must be changed to reflect the proper AR code. For
graduate applications, the AR code will be XAPLG (with x being
your university identifier). The application charge of $35 will
automatically populate.

A Enter over to the amount field and entes amount of the
application.

A In the Pay Method fielil enter the credit card or check
information

1 Enter the Payment Method of check or credit card
1 Enter check number in the Control Number field
Enter the amount of the credit card or check in the amount
field in the Pay Method group

A If cashis collection enter the cash collection in the cash field

A If you collected more money then the charge amount, the amount
of the charge to return to the student will be shown on the Change
returned line.

Step 6- To print a receipt, enter Y in the Print Receipt field
1 Access the Restricted CR Session Control (RCSC) screen.
o Status
A Change the status from O (open) to C (closed)
A Detail on the status field to view the current days receipts
A Print this information to yor printer for documentation
o Starting Casli enter 0
o Enter your ending cash amount in the Actual End Balance field
A This amount should equal your Control end Balance.
71 Finishout of the RCSC screen.
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Revised
Waiving an Application Fee 2/8/05
Responsibility: University

Timeframe: At the time of the application

Complete the following steps to waive an application fee after it has been recorded on the
admissions application:

Note: The application fee should be waived only for the followingoeas

0o When the program, for which the student is submitting an application, is
special or high school concurrent (xXSPEC.SPEC, NHS.HS &
xSPECG.SPEC). These programs are not required to pay an ap fee until the
student becomes degree seeking.

o0 When the studdrhas previously paid the application fee, then reapplies at the
same academic levdias attended during the thre previous semesters,
application fee should be waived.

Step 1- Access the ApplicationsAPPN) screen.
Step 2- Go to the Bal field

Step 3- Detail to the Application Fees APFE) screen
Step 4- Go to the Charge field.

Step 5- Enter O (zero).

Step 6- Save the Application FeesAPFE) screen.
1 The Applications screen is redisplayed.

Step 7- Save the Applications APPN) screen.

3/25/11i last update 134

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Placing Applications on a Waitlist
Responsibility: University

You can place a specific application on a waitlist by manually changing the application
status of an individual application or by having Colleague automatically change the
applicaton status through academic program admit rules. This section describes each of
these options.

Manually Placing an Application on a Waitlist

To manually place an application on a waitlist, access the application on the Applications
(APPN) screen and chamghe application status to the code that means an application is
walitlisted.
T When you manually change an applicantds a
aware that Colleague may override the manual change if you have set the Auto
Update Application Statygar amet er t o AYes, 0 (on ADPA)
passes an academic program admit rule that changes his admit status.
1 If you manually change the application status of applications, you should include
a statement in your academic program admit rules élsatts in a false
occurrence whenever the application statu
1 When that statement is in the admit rules, an applicant who might otherwise meet
the criteria of the rule will fail the rule when they have been placed on the
waitlist.
1 SeeGeting Started with the Student System and Chapter 6 of
Recruitment/Admissions Learning Guide information about the Auto Update
Application Status parameter on ADPA and about defining academic program
admit rules on ADMR.

Automatically Placing an Appliction on a Waitlist

There are two ways that Colleague automatically places an application on an admissions
waitlist:

1 through academic program admit rules on ADPA

1 through the batch admissions process on BADM

Using Academic Program Admit Rules.
1 If you have clearly defined criteria for placing an application on a waitlist, and
you can define those criteria in terms of identifiable characteristics of an
application, then you can define one or more academic program admit rules to set
the statusofddmi ssi ons applications to Awaitli st
T I'f you have set the Auto Update Applicati
Colleague evaluates your academic program admit rules each time you save an

applicantdés application information.
1 Iftherulethatsetdite st atus to Awaitlistedo is true
applicationds status and that applicati on

corresponding academic program.
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T I'f you set the Auto Update Application St
define the aademic program admit rules. However, Colleague does not evaluate
these rules until you run the batch admissions process.

Using the batch admissions process (BADM
1 When you use the batch admit process, you instruct Colleague to set the
applc ati on status to fAwaitlistedo for speci
T See AUnderstanding Batch Admi ssionso for
admissions process in Using Recruitment & Admissions Management.
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Assigning Admissions Representatives to a Group of

Individuals

Responsibility: University

Complete the following steps to assign admissions representative\&®Ito a group

of individuals:

Step 1- Define your admissions representativédRAR assignment rules.
1 Naming convention is university module-> name.

1 You can run the batch assignment process without first defining assignment rules;

however, if you will repeatedly use the same criteria for assigning representatives,

you should define your criteria through rules.

Step 2- Identify the criteria under which you want to assign or reassign the
admissions representatives oARAR.

T Refer

to fAssigning Representatives

Recruitment &Admissions Management Guide, pagb&
o There are two parts to this screen.
o The f'part defines what you would like to do

> > > > >

Overwrite Crnt Adm Rep
Overwrite Crnt AARS
Use Rules

Admissions Rep

AARS

o The 2¥part refers to the applicants/applications youttamprocess

-

DI D> D> >

You can use a saved list or limit by the following criteria
Academic Programs Incl
Academic Programs Excl
Locations Incl

Locations Excl
Admissions Reps Incl
Admissions Reps Excl
AARS Incl

AARS Excl

Applicants Incl
Applicants Excl

Note: Use smé coded rules for each university and assign admissions reps by
application not applicant.

Step 3- Run the batch assignment process.
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Assigning Admissions Representatives to an Individual
Responsibility: University

Use the Application References/Appts (ARFA) screen to assign an admissions
representative 0ohARS manuallyto an individual:

Step 1i Access the Application References/Appts (ARFAscreen
Step 2i At the Applicant LookUp, enter the ID or full name of the applicant

Step 3i Enter a Recommendation Code
1 Enter the code that describes the recommendation you are recording
1 For example, GCO for Guidance Counselor
o Use é for a |l ookup
1 Enter a Description for the recommendation
o This is free form text.

Step 4i Enter a Reference and Reference Code
1 Enter the name of the person giving the reference.

o0 The individual must have a record on the PERSON file in order for you to
enter them as a reference.

o If the person does not have a record on the PERSON file, and you don't
expect to use them as a reference again, you can record them in the
Recommendation group.

o If the person does not have a record on the PERf8&MNnd you
expect to continue contact with them, you can detail to the Name and
Address(NAE) screen to enter data about them.

1 See Adding a Person

Step 5i Assign an Adm Rep
1 At the Staff LookUp, enter the id or full name of the AdmissiBepresentative

Step 6i Update the ARFA screen
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Automatically Assigning Admissions Representatives
Responsibility: University

Define the appropriate admissions representative assignment rules and set the One
Representative per Applicant flag on the Aslsions Representativ@ARS Rules

(ARAR) screen.

Step 1i Access the Admissions Rep/AARS Rules (ARAAscreen

Step 2i Enter N in the One Admissions Rep per Applicant field
1 Entering N will ensure the rep goes to the application, ngbenson

Step 3i Define the rule to assign admission reps
1 Naming convention is university or commenmodule-> name.

Step 41 Update the ARAR screen
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Updating/Maintaining Admit and Enrollment Statuses
Responsibility: UDA/Central Verification

Admit and enrollment statuses describe the enrollment category of an applicant or student

from the time of application through graduation, hiatus or termination of enrollment. The

admit status is initially assigned at the time of applicata university whereas the

enroll ment statwus i1s initially assigned when
regi stero status and is moved to the student

Admit and enrollment statuses

F - First Time (degree seeking)
The applicant is firstime degree seeking and has not attended any post
secondary institution since graduating from high school (or GED or Home
School), or the applicant will graduate from high school before the
planned start term.

A A first-time student may have college credit taken while in high
school and not be classified as a continuing student or a transfer
student, even though there will be transfer credit

o If a student has poskecondary credit from an institution
outside the Regentaystem BEFORE their high school
graduation, the student is considered first time.

o If a student has posecondary credit from an institution
outside the Regental system, BEFORE AND AFTER their
high school graduation, they are considered a transfer.

o Iftheappl i c an t-sendaryncregit isghe summer
following their high school graduation before entering the
university in the following fall, the applicant is considered

first time.
This status includes applicants to certificate programs and first tim
enroll ees to the Mastero6s progr am.

Official guidelines included in MCR #34:

x First Time Student, Undergraduate
A new student who has never attended a post secondary institution
(including nonaccredited institutions) and is enrolled for the fall term
will be coded as a firsime student, undergraduate. This includes the
student who attended a post secondary orauzredited institution the
summer immediately following high school graduation (and preceding
the fall term). For example, a high school graduate who completes a
course from Bobés Barber Coll ege dur
school and college enrollmewill be coded as a firdime student.

x First Time Student, Undergraduate
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A new student who has enrolled in the South Dakota University
System with advancestanding college credits earned prior to
graduation from high school (including cred#srned at a nen

accredited institution) will be coded as a first time student,
undergraduate. For example, a high school graduate who took college
courses prior to graduation will be coded as a first time student;
further, he or she could bring in transfele college credit.

T - Transfer
The applicant is transferring from a p@sticondary institution from
outside the South Dakota (SD) Board of Regents (BOR) System.
A The applicant has taken pestcondary credit after graduating
from high school or GEDrchome school.
0 This does not include applicants taking pestondary
credit during the summer following their high school
graduati on. | f ®sedeamdayppl i cant o
credit is the summer following their high school
graduation before entering thaiversity in the
following fall, the applicant is considered first time.
A If a student has posecondary credit from an institution
outside the Regental system, before and after their high school
graduation, they are considered a transfer.
This status ineldes applicants to certificate programs and both
undergraduate and graduate levels.

Official guideline included in MCR #34:

x  Transfer Student
A new student who has attended a post secondary institution
(including a noraccredited institution) will beadled as a transfer

student . For example, a student who
prior to enroliment in the regental system will be coded as a transfer
student.

TS - Transfer within the SD university system
The applicant i s de Regantalfnstitutomsmogprde f r om o
of the other five Regental institutionshi§ status includes applicants to
certificate programs and both undergraduate and graduate levels.

R - Readmit
The applicant is applying to a pestcondary institutiopreviously
attended without attending any other psstondary institution in the
interim. This is different than a transfer in that the institution of previous
attendance and the institution of application are the sanmés stus

3/25/11i last update 141

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

includes applicant® certificate programs and both undergraduate and
graduate levels.

H - High School
The applicant wishes to attend a psstondary institution and high
school at the same time often termed dual enroliment. At the
under graduat e | égchdol, codeis esad, theracaderiic , hi g
program i s AXSPEC. SPECO where 0x06 is t

hi gh school | evel (NSU only), when an

academic program is AxHS. HSO0 where 0x06
ST Special

The applicant is not seeking a degree at the time of application. The

program assigned to special under gradu

where 6x6 is the university identifier

assigned 0xSPECG.e8mdaxertificate Aggrpd shoald nt s s
not be coded as special but are to be coded as degree seeking.

Ci Continuing (only an enrollment status)
The student has maintained continuous enrollment at a university for two
consecutive terms. Spring/Fall are adesed consecutive terms.

Admit Status

The admit status is assigned at the time of application to a university and describes the

status of the applicant upon application. Each applicatmonevelwill have an admit

status, however, it is the first application that is moved to student at each level that

updates the admit status at the student level. Subsequent applications may have a

different admit status than the first; but the admit statussohas d ent 6 s ahdevel wi | |
shoudnot hange when the subsequentunleassthd i cati onodo
student never attended

The admit status is viewable and updateable on the Prospect Summary (PRSP) screen, the
Applicant Summary (ASUM) scen or the Applications (APPN) screen.

1 The admit status is assigned to each application/program as it is eiek&PN.

The first application moved to student will populate the admit status for the acad
level

An academic program is assigned for eaejomthe applicant wishes to pursue.
Applicants may have more than one application for a university for a start term.
If all of the applications are degree seeking, then the admit status must be the
same for all applications at that level. The admiustatay differ if one of the
applications is not degree seeking or the application is at a different level.

1 Applicants may have an application for more than one university for a start term.

= =
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If more than one application exists for different universitiestaadtudent is a first time
student, the admit status would be an HfAFO
first time student, the applications would not necessarily have the same admit
statuson APPN A student may be a former student at one ugityewith an
admit status of ARO while the student may
university with an admit HaweveruSSALof ATSO d
would maintain the original admit status of the student.

Admit Status and the MovetStudent Process

T When an applicant reaches fa ready to reg
assigned applications are moved to the students file allowing registration to occur
for all universities for that student.

1 The Move to Student process can baealuia a batch process on the Student
Record Creation (SRCR) screen or by singl
priority field on the Applications (APPN) screen.

1 The student creation rules are constructed so that only applications for a specific
universty are moved during the process.

1 Only the first application that is moved for a student populates theriagtd
information (UG, GR, MD, LA, HS) on the STAL screen including the admit
status and enrollment status (through rules) and otherretadédinformation.

Subsequent student creation moves will only move the university application but
will not change any of the student and lexedbhted data previously moved.

1 One academic level record is createdSTAL for each level (UG, GR, MD, LA,

HS) ofacademic program that is moved to the students file.

1 While the first application/program that is moved at each level is the only one to
create the studentodos academic | evel (STAL
in courses at that level, the remapapplications must be moved to the students
programs file (SPRO, STAL and SACP) for tracking purposes.

1 Admit status never changes for a student who attends the institution for the
semester in which the student was moved to student.

1 Admit status could cdmnge if a student did not attend the institution for the
semester in which the student was moved to studentexample, if a student
applies and is accepted as a First time student, never attends (goes out of state,
etc), and later applies as a transfeident.

Enrollment Status

The enroll ment status describes the studentoo
system.

Since there is only one admit status and one enroliment status per academic level (UG,

GR, MD, LA, HS), those statuses repnasine status of the student for the entire South
Dakota Regental system.
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The enrollment status is initially populated by the use of rules during the first move to
student process for a student and is based on the admit status on the application. Unlike
the admit status, it is an ongoing status that is updated each semester.

Guidelines for Updating the Enrollment Status

Enroliment status may be updated manually on the Student Levels (STAL) screen or via a
batch process called Update Enrolim8tdatus (XUES).

Follow these guidelines when updating the enrollment status.

1 The enrollment update process, either manual or batch, should change the

student s enroll ment status from an O6FO,

are enrolled for twoansecutive terms as degreeeking students. Spring/Fall are
considered consecutive terms.
T An enroll status of ' S' or ¢ééthingmay be
programs SPEC. SPEC or SP£ibdstRIEnEC. Us e
1 Unless a degreseeking program is chosen by the student, the enrollment statuses
of 6H6, high school, and 06S6, Special,

T The enroll status for a fS-eeekingmpeci al st ud

changed to the 6Cb6 status.

1 The enrollmenstatus for a student with both a degree seeking and a special
program should always be associated with the deggeking program. Valid
statuses foradegrece e ki ng program are OF6, 6RO,

1 New, transfer, or reentry students enmier summer will not change to
continuing for fall.

1 New students, including firdtme, transfer or reentry, for spring semester will
change to continuing for summedpdating the enroll status for summer is
optional.

1 If the applicant has already besroved to student (former dual enrolled,
readmitted students or readmitted students with transfer work) and student does
not have any current enrollments, manually update the enroll status on STAL.

1 Students enrolled/registered for two consecutive sggarms and the status in

the previous term is an O6H®& and the curre

Graduation date and the student has an active degree seeking program, the status
is an OFO.

1 If a student was S status at one university, then trartsfarsother university as
degree seeking, that university can count them as TS.

When to run the enrollment status batch update process

The enrollment status update is run prior to each enrollment extract during each semester.
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When to manually updat¢he enrollment status on STAL
If a student is enrolled, say Spring 2004, as a dual enrolled HS student, graduates in May
2004, applies as a New Freshmen for Fall 2004:

1 Do notchange the Enroll status on STAL until after the end of the Spring term
procesgaig is completed (final extract done). It can be changed anytime after that.

If a student was enrolled as a dual enrolled HS student, say Fall 2003, not enrolled Spring
2004, applies as a New Freshmen for Fall 2004 and will graduate in May 2004,

1 Changeenroll statusmmediately after he is accepted and the program is moved
to student (same as any other HS student who graduates in May 2004).

1 In any case, any student who has been a dual enrolled high school student needs
to have his enroll status changadnually on STAL when he is a student after he
graduates from high schoseltiming will depend upon whether he is enrolled in a
course during the term (or future terms before his HS graduation) when he applies
or not.

The same principle now holds trua transfers within the systerthey also cannot be
changed until after the student has completed the term(s) at the original institution.
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Updating Enroliment Status via the batch process XUES
Responsibility: UDA/Central Verification
Timeframe: Prior to the enroliment extract

Note: This process is not run for the High School level students. (NSU. o8tydents
with TS status were not included in the update savedlist. A separate savedlist was created
for them and run in Audit ModeThey were reviewed online by the universities.

Note: In addition to updating the enroliment status, the batch process also creates a
record in the STUDENT.TERM.NOTES fifer those statuses that were updated during
the process See below for detalils.

Batch update of Enroliment Status to Continuing

This procedure should be used for standard processing.
Step 1- Access the XUEScreen

Step 2- Define your saved list to use to update the enroliment status.
1 The savedlist must contain STUDENT.ACAD.LEVELS record Ids.

The paragraph used to create the savedlists

Paragraph: XH.CMR.ENRL.STAT.SELECT
Creates: XH.CMR.ENRL.xxx (where xxx is the university )d
XH.CMR.ENRL.TS.xxx (where xxx is theainiversity id

Step 3- Enter the previous term
1 This will bethe last regular term that is checked for acéimeollments.

Step 4- Enter the current term
9 This will be a future or current term that is checked for active enrollments

Step 5i Enter the Update Now Parameter
T Enter 6Y6 to run in update mode
T Enter ON6 to run in report mode.

Step 61 Enter additional selection criteria
9 Enter 6YO6 at the additional selection cri
1 Enter the selection criteria.

Step 71 Enter the High SchoolGraduation Year
1 This parameteis used to check the INSTA.YEAR.ATTEND.END on the
student's high school institutions attend record. If they are the same, the
enrollment status IS NOT updated to the enrollment status to 'C'. If they are not
the same or theNSTA.YEAR.ATTEND.END is blank, then the enroliment status
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IS updatedo the enrollment status of 'C". High schools are marked with an
INST.TYPE in the INSTITUTIONS file.

1 For examplehigh school students may be taking a course during the spring in
which they will graduate from high school. These students then enroll the
following term as a new freshman. Technically, theselit® first time freshmen
students are enrolled for two consecutive terms and would be changed to
continuing ('C") in the program. F8D purposes, however, we wish to count
them as new freshmen 'F'.

1 Changes to the new year in the spring; i.e. Fall 2004 is 2004, Spring 2005 is 2005,
Summer 2005 is 2005, Fall 2005 is 2005, Spring 2006 is 2006

Step8 - Update the XUES screen
1 The enrollnent status for the selected students waifriorenroll status of F, R, T
or TSis changed to C.
T The prior enrollment status will be stored in STU.TERM.NOTES file with the
previous term parameter as the term.
T Sort output byXM.STA.SORT.NAME

Step91 Review the reports

T Two reports are generated: One report lists the students where the enroliment
status was updated. The second one lists the students that were not updated. Both
lists should be reviewed.

T In the review, watch for occasions when ttediss is to be updadevhen it should
not be. For example, a student was enrolled but has since canceled it still a
student for a particular term to the enroliment update process. The report has both
the old and new statuses displayed. If the old stat¥s and the new status 'C’, it
should not be updated. They will need to be changed back manually.

Updating Enroliment Status by saved list of specific groups

This procedure should be used for Forced processing.
Note: Thi s process wil/ not allow the enroll mer
Step 1- Access the XUES screen

Step 2- Define your saved list to use to update the enroliment status.
1 The savedlist must contain STUDENT.ACAD.LEVELS record Ids.

Step 3- Enter the current term
I This will bethe current or future term that is checked for acivellments.

Step 4i Enter the enroll status
1 This status is the one that the individuals in the saved list should be updated to.
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Step 5i Enter the Update Now Parameter
T Enter O0Y6 to run in update mode
T Enter O6N6 to run in report mode.

Step 6i Enter additional selection criteria
T Enter 6YO at the additional selection cri
1 Enter the selection criteria.

Step 7i Enter the High SchoolGraduation Year

T This parameteis used to check the INSTA.YEAR.ATTEND.END on the
student's high school institutions attend record. If they are the same, the
enrollment status IS NOT updated to the enrollment status to 'C'. If they are not
the same or theNSTA.YEAR.ATTEND.END is blank, then the enroliment status
IS updatedo the enrollment status of 'C". High schools are marked with an
INST.TYPE in the INSTITUTIONS file.

1 For examplehigh school students may be taking a course during the spring in
which they will graduate from high school. These students then enroll the
following term as a new freshman. Technically, thesetl#® first time freshmen
students are enrolled for two consecutive terms and would be changed to
continuing ('C") in the program. F8D purposes, however, we wish to count
them as new freshmen 'F'.

1 Changes to the new year in the spring; i.e. Fall 2004 is 2004, Spring 2005 is 2005,
Summer 2005 is 2005, Fall 2005 is 2005, Spring 2006 is 2006

Step8 - Update the XUES screen
1 The current enrollment status will be stored in STU.TERM.NOTES file using the
current term parameter as the term.

Step971 Review the Report
1 In the review, watch for occasions when the status is to be updates when it should
not be. For example, a studevas enrolled but has since canceled it still a
student for a particular term to the enroliment update process. The report has both
the old and new statuses displayed. If the old status is 'X' and the new status 'C', it
should not be updated. They wiked to be changed back manually.
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Maintaining University Privacy Codes
Responsibility: University

Colleague provides prospect security by ensuring that staff members have the appropriate
admissions privacy code security to access a prospect record.

Staff members will only be able to access prospect and applicant records in Colleague
when the university privacy codes assigned to staff member match the university codes
attached to the prospect/applicant. The univesggcific program of interest issed as

a basis for assigning the university privacy codes to prospects/applicants.

Use theXUPC screen to maintain the university privacy codes for a prospect or
applicant. Few staff members at each university should have access to this screen.

Stepl71 Access the Prospect Summery (PRSP) screen.
1 Verify that the prospect/applicant for which you are going to add a university
privacy code for has an existing smeoded program for that university.
1 If one does not exist, refer to Adding Prospectdmfation procedures to add a
program of interest.

Step 21 Access the University Privacy Code Maintenance (XUPCScreen for the
prospect/applicant.
1 Update the university privacy code using a university code from the locations
(LOCN) table.

Step 21 Update the XUPC screen.
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Updating University Privacy Codes Through the batch Process

XBPU.
Responsibility: DA Group/ESC

Colleague provides prospect security by ensuring that staff members have the appropriate
admissions privacy code securityaocess a prospect record.

Complete the following steps using the XBPU process to populate university privacy

codes for prospect information added or deleted via batch processes, such as the ACT,

ISIR (financial aid), or applicant purge. Thebatch ocess wi |l |l examine ea
university specific program(s) of interest and Title IV code(s) to ensure that the
corresponding universityods privacy code exi s
program of interest or a Title IV code foraumiv si ty but didnét have ¢t}
uni versityodos privacy code, that code woul d ©b

Step 1i Access the Batch Privacy Update (XBP)screen.

Step 21 Select the appropriate processing options.

1 Saved List Name: Enter a saved list containing person IDs whose university
privacy codes will be updated. This option will be used most often. Saved lists
used for or created from the ISIR load or ACT load may be used.

1 Start Term: Enter the start term. This opii will sweep the applicants file and
create a select list of person IDs whose application start term matches the
specified start term entered on this screen.

1 Applicant IDs: Enter a specific person ID for those prospects whose university
privacy codes art® be updated.

1 Additional Selection Criteria: Selection criteria entered here will further narrow
then selection.

Step 2i Update the XBPU screen.

Step 3- Review the reports generated.
1 Reports will be generated for prospects/applicants:
0 Added due tomapplication
0 Added due to a Title IV code
o Outof-sync with an application or Title IV code
o Removed due to the AStudent Creationo

1 Review the reports and distribute.
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Data Entry Required for Readmits and Transfer Readmits
Responsibility: University
Timeframe: After MTS

Step 1i Access the Applications (APPN) screen for the readmitransfer within the
regental system or transfer readmits
1 Completethe APPN screen as definedAdding an Admissions Application
o Enter MTS with the application if this is for a readmit or transfer within
the regental system to move the readmit to student upon completion of the
application

Step2i Access and verify/upé@te the Student Academic Level (STAL) Information
when processing readmits or readmits with transfer work.

Academic Standing: If the applicant is new and has never been moved to student, record
the entry | evel academic simanding o
the ADM.MISCS3 fieldif the student is being admitted on
Probation Once the student has been moved to student, this status
will need to be updated manually on the SACS screen as noted
below.

Transfer students will reenter with the academic standiegiad
when they left the system, unless they have transfer credit that
raises the GPA. Beginning Fall of 2003, South Dakota system
transfer will already have their most recent academic standing
noted on SACS. Transfer students from outside of theySiera
who have a GPA below a 2.0, are admitted on probation.

Former students whose records were converted will have academic
standing in théNotes field on STAL.

STAL - SACS: If the initial academic standing is not already
recorded on SACS, enter aeadic standing from the notes field
into the academic standing field by detailmgthe Acad Standing
field to go to the SACS screen.

Enter the value TERM.
Enter the Academic Program (optional).
Enter the applicable academic standing:
1 GS Good Standing
1 PR  Probation(for transfers within the regental system)
1 PA  Admitted on Probatiofwhen a new APPN is
created)
1 SU  Suspended
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Enter the term of their last attendance, or the semester prior to the
one for which they are enrolling (2003SP, 2003FA).

Note: The premerge terms may be reporting terms instead of actual term.

Note: Continued probation (PC) is no longer a valid academic standing code. When a
student with a prior status of PC is readmitted, the PC status should be changechyo P
time a newapplication is completed. If the PC status is for a transfer within the regental
system that was suspended at the other regental university and has petitioned for
readmission into another regental univertiiy next semestethe PC status should be
charged to PR

Note: If the students Admitted on Probation argbes not attend, the academic standing
on SACS for the readmit term should be deleted.

Note: Enroll Status, Home Location & the primaryrail address should not be changed
until afterminimumprogression is completed for the term for students who were enrolled
during that term at another SDBQIRiversity, except in the case of a transfer out
between the start and census date of the term.

Catalog: Catalog year should be the same as on Fielid&PPN of the
current application.

Enrollment Status:. See t he procedures fAMaintaining/ Upd
Enroll ment Statuso for details on n
status.

Verify theenrollment status for the application. Applicants who
were dual enrolled students or former applicants who have been
moved to student may need to have their enrollment status
updated.

New applicant that is not special.

Readmits with transfer or new transfer

Transfer within the SOniversity system

Reentry

Special if the student is nafegreeseeking student

E R
nwxo—A-T
n

Note: Enrollment status is an ongoing status, updated with the
student. Admit status is only changed when the student has moved
to student, did not attend the univerdiy the semester in which

the student was moved to student and is returning to your
university.
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Step3i Access and verify/update thd’rogram Status on SACP>SPSH,Home
Location on the Student Profile (SPRO) screegrand residency status on the Addnl
Student Profile Info (ASPR) screen

Program Status:
Verify that the status on the program that was MTS is A (actiVieq student is re
admitted into the same program, the status may not be active on a subsequent MTS
1 Detail on the program to SACP
1 Detail onthe Status/Dt/Opto SPSH
1 If the most current status is not acti@hift-F3 online 1to insert an A (active)
status with the correct status date.
1 Verify the start date is the same as the status date and the end date is blank on line
1.
o Ifitis notcorrect, ShiftF3 to insert a new start date; leave the end date
blank.
9 Finish out ofSPSH-> SACP

Home Location
Note: If this student is returning to your university after a hiatus of one semester or more,
update the home location field on SPROth# home location field is updated, the
student must also have a program that corresponds with the home location university
1 Before updating, verify the student is not active on another campus, either
registrations or financial aid
o To Update, Shift F3 on hHome Location field to enter a blank line
o Enter the new home location
o Enter thecurrentdate
1 Detail on the AddI Profile Data field to the Addnl Student Profile Info (ASPR)
screen

Residency Status
1 Verify residency status for applicants wteenter the system ahave already
been movedio studentResidency status will not move forward on a subsequent
move to student.
91 Detail on the Comment/Remarks field to the Additional Student Info Comment
(UTEC) screen

Entry of residence informatiomiff subsequent applications:
1 If the student did not attend any regental university as a result of the initial
application:
o Enter the residence state code using the permanent address as the source.
o Enter the residence county only if the applicant is a Sideassusing the
permanent address as the source.
1 If the student did attend any regental university and is now returning after an
absence, do not change the residence state code on NAE or DADB .student
is becoming a SD resident, the county field wéded to be updated with the SD
county.
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1 Instead, if the new state code is different than the original residence state, enter
the new state in the person origin field on NAE using the permanent address as
the source. Do not change trégin county unlesthis student is becoming a
resident and there was not a SD county listed.

1 The residency status on the application (APPN) and (ASPR) should match the
state recorded in either the person origin field or the residence state field.

The IPEDs definition igs follows:
State of residenceUse the state identified by the student as his/her
permanent address at the time of application to the institution. This
may be the legal residence of a parent or guardian, or the state in
whi ch a st ud dcertse oniarggisteredito vote. &is 0 s

not necessarily the state in which the

Note: Military personnel should be classified as residents ofrasitlents according to

t heir fhomed state 0o cleaiomeld as | fh&ioutifh dadk

they should be classified as residents.

If an individual moves to South Dakota with their spouse, who has been recruited,
transferred or employed fdiime in SD prior to the enrollment of the spouse, the spous
should be classified as a resident.

If you have a nomesident student marry a nstudent SD resident, the student would be
classified as a resident. If the am@sident student marries a SD resident student, that
factor would be considered alongtivother documentation that would show a clear
intent of being a South Dakota resident.

Comments
1 Shift F3 to insert lines
1 Date and time stamp the first line
1 Entercomments about who updated the student, why they were updated and
when the student was ugted

Restrictions
1 check to see if there is a CPG2 hold on this student
o if the student comes back they can only be admitted as a special student
and can only take the one or two pre general education course before
being a degree seeking student.
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Admitting a Group of Applications

Responsibility: University

Use the Batch AdmissioBADM) screen to initiate the process of updating the

application status of a group of applications based on your academic program admit rules.
Refer to A UpdaBathgh Abpmiicaitomné ibry Using Re
Admissions Management, Chapter 3, Pa@33

Note: When you select the applications you want Colleague to process, Colleague
evaluates your academic program admit rules and changes the application statuses of the
selected applications to the status associated with any rule that evaluates true for that
application. For example, you can use this process to change the status of all selected
applications from "waitlisted" to the appropriate status based on yowramagrogram

admit rules.

Step 1i Access the Batch Admission (BADNlIscreen

Step 2- Select the applications for the batch admissions process bging a saved list
of IDs from the APPLICATIONS file, by selecting specific characteristics of the
applications you want to process, or by a combination of both

1 For example, you may have a saved list containing all the applications with an
anticipated trt term of next fall, but you may only want to admit those applying
to your business program.

1 To do this you would narrow the scope of the applications in the saved list by
entering the code for the business program in the Acad Programs Incl fielel on th
BADM screen. When you run the batch admissions process, Colleague finds all
the applications in the saved list for the business program and evaluates those
applications against your academic program admit rules. Each application that
passes a rule is agsed the application status associated with that rule.

Step 3i Define other specific characteristics, if applicable, to be used with the saved
list
1 Acad Levels Incl/Excl
o Enter one or more academic level IDsrtolude/exclude in processing
1 Acad Programs Incl/Excl
o Enter one or more academic program IDs to include/exclude in processing
1 Locations Incl/Excl
o Enter your location
1 Admissions Reps Incl/Excl
o Enter one or more staff IDs to include/exclude in processing
1 Appl Statuses Incl/Excl
o Enter one or more application status codes to include/exclude in
processing.
1 Additional Selection Criteria
o Enter any other selection criteria from the APPLICATIONS file
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Step 4i Update the BADM screen
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Transfer and NonCourse Credt
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Guidelines for Entering an External Transcript and Defining

Course Equivalencies
Responsibility: University/ESC

Refer to these guidelines while entering external transcripts and
defining course equivalencies

Standard Guidelines

NOTE: Beginningmmediately after the merge, the following types of credit should be
entered on the EXTS screen:

A
A

A

a. Undergraduate and graduate transfer credit received from American colleges
and universities accredited by a regional accrediting associatarth(

Central Association of Colleges and Schools, Western Association of Schools
and Colleges, New England Association of Schools and Colleges, Northwest
Association of Schools and Colleges, Middle States AssocaitiOnlleges

and Schools, Southern Association of Colleges and Schools).

b. Undergraduate transfer credit received from South Dakota postsecondary
technical institutes (Lake Area Technical Institute, Mitchell Technical
Institute, Southeast Tenltal Institute, and Western Dakota Technical
Institute).

c. See BOR Policy 2:5 and the AAC Guidelines for the Evaluation of Transfer
Credit below for additional information.

Transfer credits are entered and evaluated for degree seeking students only.

Official transcripts must be received from the transfer institution before credit will

be recorded and evaluated.

High schoolcourses for which students received college credit will not be

accepted for transfer unless validated by an Advanced Placement or GItEP sc

that meets Board of Regents guidelines for acceptance of credit or the college
credit is granted by a university with which the Board has a dual credit
agreement.This requirement is effective for high school courses taken after

Spring term 2002.

The BOR now has agreements with Dakota Wesleyan University, Mt Marty
College, and Killian Community Collegédigh school courses taken after Spring
term 2002 for which students received credit from one of these three institutions
will be accepted for tranef effective.

Note: AAC Approved Guidelinesfor the evaluation of Transfer Credit for the
institutions that are to be recorded on EXTS are as follows:
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Undergraduate Credit from Accredited Colleges and Universities

Type of Institution :

Undergraduate transfer credit received from American colleges and universities
accredited by a regional accrediting associatidorth Central Association of Colleges
and Schools, Western Association of Schools and Colleges, New Englanthfiasof
Schools and Colleges, Northwest Association of Schools and Colleges, Middle States
Association of Colleges and Schools, Southern Association of Colleges and Schools.

Where Recorded

All transfer courses must be recorded in Colleague on the EXTS (detail to EXTR) screens

and equivalencies are granted on the TEEV (d
screen.All courses are entered on EXTR with the university identifier in fobtite SUBJ

of the course (e.q. BENG).

Amount of Credit Recorded

ALL undergraduate transfer courses (including remedial courses) and all transfer grades
must be recorded and evaluated so that they
Excepions: Orientation (This refers to a specifi2 tredit course that is labeled

AOrientation. o I f you can determine that th
cannot be recorded. I f it hasundedtolefertot at i ono
the course description for that institutiono

General Education Development Tests are not recorded. See BOR Policy 2:5 for high
school courses. ESC will enter all courses and the universili@gsvestigate whether they
are university credit.

Equivalencies Granted

These transfer courses must ALL be given a university equivalency on the TEEV screen by
the Regental university evaluating the transfer credit. These equivalencies mafipa for
specific university course that is equivalent to the transfer course, (2) a pseudo course
representing a departmental elective such as ENGL 100T, (3) a pseudo course that is not
department specific such as ELEC 100T, and (4) OTCR 100T, no equivaldndy is

used for extremely unusual courses that do not match crit8rabbve.

Grades Recorded

As recorded on the transcript received from the transfer institution.

Transfer grades not existing in the Regental grading scheme will be equateRegental
grading schemes.
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1 Credit EARNED prior to Fall 2008 grades are equated to your old university
specific undergraduate grading schemes for the appropriate academic level.

1 Credit EARNED Fall 2003 or latérgrades are equated to the new Regental
system undergraduate grade scheme for that academic level (See BOR Policy
2:10).

Credit Type Used

1 Credit EARNED prior to Fall 20Q3are equated on TEEV with a credit type
of XMT, XMTR, xMT2.

1 Credit EARNED Fall 2003 or laterare equated on TEEYV thia credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regental University

Equivalencies for system common courses and system general education courses will not
be changed. Equivalencies for unique courses may be changed. In subsequent
evaluations, grades previously recorded on TEEV cannot be changed.

1 Credit EARNED Prior to Fall 2003Each subsequent university reenters ALL
the courses with their university identifier in front of the SUBJ on
EXTR/EXTR and grants equivalencies on TEEVhey must ensure that the
equivalencies for common and system general education courses are
maintained.

1 Credit EARNED Fall 2003 or afterCourses with equivalencies for common
and system general education courses do not need to be reentered as these
equivdencies must be maintained. For unique courses that you wish to
reevaluate, the prior university's equi
Transfer) on the TEEV screen. Then you may reenter the unique course on
EXTS/EXTR with your university iderfier (DENGL) and grant a new
equivalency with a status of ATRO on TE

For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 or after, ESC would enter ALL
courses listed othe BCU transcript with a smart code of D for DSU.

2. Then if this same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for the NSU application if the studentrettended DSU.

3. If the student would not have actually attended DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , NSU would reenter the
class with NSU smart codand change the status of tBe&SU smaricoded class
so it was no longer on the transcript.
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Graduate Credit from Accredited Colleges and Universities

Type of Institution:

Graduate transfer credit received from American colleges and universities accredited by a
regional accrediting associatioiorth Central Association of Colleges and Schools,

Western Association of Schools and Colleges, New England Association of Saimbols
Colleges, Northwest Association of Schools and Colleges, Middle States Association of
Colleges and Schools, Southern Association of Colleges and Schools.

Where Recorded

Transfer courses are entered in Colleague on the EXTS (detail to EXTR) serdens
equivalencies are granted on the TEEV scrédhthese courses are entered on EXTR with
the university identifier in front of the SUBJ of the course (e.q. BENGL).

Amount of Credit Recorded

All graduate transfer courses and transfer grades, judged to be acceptable by the
evaluating university, are recorded and evaluated by the Regental university, calculated
into grade point averages according to the Regental grade scheme, and recorded on the
studentodos academic transcript.

Equivalencies Granted

If transfer credits are judgacceptablethese courses will be recordeand
equivalencies grantedsing the following guidelines:
(1) If therearespecificequivalenggraduate courses tineuniversityevaluating the
credit, thesespecificcourses should be usathengranting equivalencies
(2) If thereare no equivalent graduate courses at the university evaluating the
credit, these courses will be recorgdand equivalencies grantedsing the
following guidelines:
(a) If the academidiscipline is availablat the university evaluating the
credit,_but there is no discipline equivalent course,thséliscipline prefix
andtheappropriate course levél00 for masterprogramsand800 for
doctoral programs)
(b) If the academidiscipline in not availablat the university evaluating
the creditusethe GEN prefix andheappropriate coursevel (700 for
masters programs and 800 for doctoral programs)

Grades Recorded
As recorded on the transcript received from the transfer institution.

Transfer grades not existing in our grading schemes will be equated to our grading system:
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1 Credit EARNED prior to Fall 2008 grades are equated to your old university
specific graduate grading schemes for that academic level.

1 Credit EARNED Fall 2003 or latérgrades are equated to the new system
graduate grade scheme for that academic level.

Credit Type Used

1 Credit EARNED Prior to Fall 2003 are equated on TEEV with a credit type
of XMT, XMTR, xMT2.

1 Credit EARNED Fall 2003 or laterare equated on TEEV with a credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regental University

In subsequent evaluation, all equivalencies may {svatiated, inactivated or changed.
Additional courses may be added and evaluated if they are equivalent to a specific
graduate course at the university evaluating the credit. In subsequent evalgatides
previously recorded cannot be changed.

1 Credit EARNED Prior to Fall 2003Each subsequent university reenters
courses on EXTS/EXTR that are equivalent to a specific graduate course at
their university and grants equivalencies on TEEV.

1 Credit EARNED Fall 2003 or after For courses that you wish to reevaluate,
inactivate, or change, the prior university's equivalency status must be set to

APTO (Prior Transfer) on TEEV. Then yo

to evaluate with your university idéfier (DENGL) on EXTR and grant a

new equivalency with a status of ATRO o

For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 or after, ESC would enter ALL
course listed on the BCU transcript with a smart code of D for DSU.

2. Then if this same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for the NSU application if tr@udent had attended DSU.

3. If the student would not have actually attended DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , NSU would reenter the
class with NSU smart code and change the status dD8l¢ smaricoded class
so it was no longer on the transcript.
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Accredited Post Secondary Technical Institutes

South Dakat Technical Institutes

Type of Institution:

Transfer of courses from South Dakota Postsecondary technical institutes (Lake Area
Technical Institute, Mitchell Technical Institute, Southeast Technical Institute, and Western
Dakota Technical Institute) governed by BOR policies 2:25, 2:26; 2:27, and 2:28.

Where Recorded
Transfer courses are entered in Colleague on the EXTS (detail to EXTR) screens and

equivalencies are granted on the TEEV scrédhthese courses are entered on EXTR with
the univergy identifier in front of the SUBJ of the course such as BENGL.

Amount of Credit Recorded

Transfer courses are recorded ONLY if these transfer courses are equivalent to a specific
undergraduate course at the university evaluating the credit.
1 SystemGeneral Education courses included on the Regental Articulation
Committee approved list.

1 All other courses must go through the BOR established procedures for yeview
see BOR Policy 2.25 for details.

Equivalencies Granted

If BOR criteria are megquivalencies may ONLY be made to a specific undergraduate
course offered at the university evaluating the credit. Equivalencies may not be granted for
el ectiveo credit.

Grades Recorded
As recorded on the transcript received from the transfer institu

Transfer grades not existing in our grading schemes will be equated to our grading system:
1 Credit EARNED prior to Fall 2008 grades are equated to your old university
specific undergraduate grading schemes for that academic level.
1 Credit EARNEDFall 2003 or latet grades are equated to the new system
undergraduate grade scheme for that academic level.

Credit Type Used

1 Credit EARNED Prior to Fall 2003are equated on TEEV with a credit type
of XMT, xMTR, XMT2.
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1 Credit EARNED Fall 2003 dater. are equated on TEEV with a credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regental University

In subsequent evaluation, equivalencies for system common courses and system general
education courses will not be changed. Equivagenior unique courses may be
changed.
1 Credit EARNED Prior to Fall 2003Each subsequent university reenters ALL
the courses with their university identifier in front of the SUBJ on EXTR/EXTR
and grants equivalencies on TEEV. They must ensure thatuhalemcies for
common and system general education courses are maintained.
1 Credit EARNED Fall 2003 or afterCourses with equivalencies for common
and system general education courses do not need to be reentered as these
equivalencies must be maintaingebr unique courses that you wish to
reevaluate, the prior university's equiyv
Transfer) on the TEEV screen. Then you may reenter the unique course on
EXTS/EXTR with your university identifier (DENGL) and grant axne
equivalency with a status of ATRO on TEE

For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 or after, ESC would enter ALL
courses listed on the BCU transcript withraart code of D for DSU.

2. Then if this same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for the NSU application if the student had attended DSU.

3. If the stuaknt would not have actually attended DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , NSU would reenter the
class with NSU smart code and change the statugdD81J smaricoded class
so it was no longer on the transcript.
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Transcripting Articulated Technical Institute Programs

1. Beginning in Fall 2005, transcripting for articulated programs will be
accomplished as follows:

a. A multiple credit block universt y cour se i s added to t he
academic record to represent the technical credit hours accepted toward the
university program. The block course will be numbered ATIP 292 AAS
Program in (list title of technical institute AAS degree).
b. The ATIP 292 block course will carry variable cretlitvhatever is
specified in the articulation agreement.
c. This block course for the university articulated program will be
transcripted when the technical institute graduate is admitted to the university
ariculated program. If the student changes programs, the university
equivalent credit for the ATIP 292 block course will be changed from SUBJ
292T to NC 292T so as not to meet degree requirements in the new program.
d. A grade of CR will be associated vthe ATIP 292 block course and will
not be included in the grade point average.

2. Technical institute graduates of articulated programs who transferred to a
university prior to Fall 2005 are eligible for the articulation agreements.
However, such studentsll have to meet the requirements in the current
university catalog. The articulated ATIP 292 course does not replace any courses
the student has already taken at the university.
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Entering an External Transcript and Defining Course

Equivalencies
Responsibility: University/ESC

Complete the following procedure to enter transfer courses from an external transcript
and, at the same time, define transfer course equivalencies:

Step 1- Access the record for the individual and thenstitution on the External
Transcript Summary (EXTS) screen.
1 The External Transcript Summary (EXTS) is displayed for the individual and
institution selected.
1 If noinstitutions attend record exists for the individual for the institutiony ente
0OAO to add at the bottom of the resolutio
0 The EXTS screen displays. Enter the institution name at the bottom
and select the correct institution from the resolution screen.
0 The Institutions Attend (INAT) screen is displayed.
o Enter the folloving information on the External Institutions Attended
(INAT) screen

Transcript Type:

Partial Post Secondary Transcript Transcripts that are not complete or where
the student is still enrolled

Transcript Type PPS; Partial Post Sexadary
Date Date transcript was received
Status: OF The transcript is an original sent from an

institution to an institution, does not appeg
to be tampered with, is not a fax and has
signature and seal.

Status: UN The transcript appears to taanpered with,
is a fax, was issued or delivered by the
student, or does not have a signature an
seal.

Status: NR Transcript was not received. When a
transcript is received, overwrite the NR &
change the date.

Final Post Secondary Transcript A complete transcript received from the post
secondary institution (non Regental), not the student, that is complete with grades
for the term the student is currently enrolled in.
Regental Transcripts A SD Regental university will no longer need to
require a final transcript as all of the course information for each student is
in Colleague.Transcripts for students only on hard copies should be sent
upon request from another regental university witreochargeThe
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transcript with

the Al 0o grade shou

the responsibility of the student to send an updated transcript if the

i ncompl ete grade

i s removed. | t

responsibility to flow up on the transcript.

Non-Regental Transcripts Determine if the external transcript is housed
at ESC or at a university. Send a request to the contact person at the
university/ESC that has the transcript, asking them to send a copy. Once

the copyis received,

A determine if the dates of attendance at the external university,
supplied by the student on their new application, are identical to

the dates shown on the origi

nal external transcript.

1 If yes, enter the transfer credits on EXTS for the new

university and keyfile

the transcript

1 If no, request a new official transcript.
any Al o or Al PO grades

A determine if
transcript.
1 If yes, request a new

official transcript.

9 If no, enter the transfer credits on EXTS for the new

university and keyfile

the transcript

Transcript Type

PS; Final Post Secondary

Date

Date transcript was received

Status: OF

The transcript is an original sent from an
institution to an institution, does not appeg
to be tampered with, is not a fax and has
signature and seal.

Status: UN

The transcript appears to be tampered w
is a fax, was issued or delivered by the
student, or does not have a signature an
seal.

Status: NR

Transcript was not received. When a
transcript is received, overwrite thelR and

change the date.

Note: If a GED certificate was received, enter (GED) for Transcript Type.

This is a multivalued field. Enter each incoming type of transcript on a new line.

Start/End Date: Enter the date the applicant
the end date if the student h
dates as follows:

Fall quarter or semester
Spring semester

Winter quarter

Spring quarter

Summer term
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01/01/xxxx  05/31/xxxx
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Acad Credentials: For applicants, who have previous graduate degrees, baccalaureate
degrees, or a transcripted certificate program from outside the SD
regental system, detdd AACR and enter degree information.

1 Enter the degree, major, minor, etc on IASU if SD has a
similar value on our major, minor and degree table
1 Enter the information above ddOME, in the comment
field, if a similardegree major or minor is nioon ourcode
tables.
0 Insert a blank line ih commenalready exist
Date and time stamp the comment by entering a # as
the first character.
o On a 2nd line entdhe info in the following naming
convention Deg: xxxxx Date: mmyy Major: XXXxx
Minor: XxXxxxx etc.

Degrees: If a transfer student has received a degree from another institution,
this must be recorded on the IASU screen. Do NOT record
degrees received from one of the regental universities. This will
duplicate degrees received on the transcript.

To record information about theses, dissertations, and honors
associated with a particular credential, access the Additional
Academic Credential ADCR) screen from the Addnl Cred Info
field on theAACR screen(MM/YY).

1 When you complete this screen the EX3creen is redisplayed.

Note: High School courses taken after Spring term 2002 that are prior to the students
high school graduation date should not be entaseaansfer credit, or given equivalent
credit, unless validated by an Advanced Placement &RCicore that meets Board of
Regents guidelines for acceptance of credit or the college credit is granted by a university
with which the Board has a dual credit agreement. ESC will enter high school courses on
EXTS and the universities will follow up ohém.

Step 2- Detail to the External Transcript (EXTR) screen from the first empty line in
the Transcript group.
1 The External Transcript (EXTR) screen is displayed.

Step 3- Record the transcript information for each course as follows.

External Course
1 Subject and course number from external transtript
1 University identifier of the university accepting the credit, Subj, (space),Crse
Number
o Examplei DMATH 102; DSU Math 102
o If the subject and number are longer than eight characters, usstthe
four characters of the subject and the first four characters of the number.
Do not use a hyphen in between the subject and number.
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Note: On EXTR, when we enter an external course, you need to put the university
designator as the first characteitloé external subject. This permits universities to build
their own equivalencies for external courses.

Start Date
Fall quarter or semester 09/01/xxxx
Spring semester 01/01/xxxx
Winter quarter 01/01/xxxx
Spring quarter 03/16/xxxx
Summer érm 0601/xxxx
End Date
Fall quarter or semester 12/31/xxxx
Spring semester 05/31/xxxx
Winter quarter 03/15/xxxx
Spring quarter 05/31/xxxx
Summer term 08/31/xxxx

Note: If an external transcript lists Interim for a semester but does not list dates,
use comparable SD dates when entering the transfer Wworkexample, if

Interim is listed between Fall and Spring on the External Transcript, then use the
dates between Fahd Spring semester when entering the transfer work i.e-Jan 1
15 and term of Springlf Interim is listed between Spring and Summer, use May
15-30 for the dates and term of Summer.

Title
1 Title from external transcript.
1 If this field populates foyou, check to be sure it is accurate.

Credits
1 Credits from external transcript
1 If the applicant received a failing grade, enter the number of cedtitmpted.

Grade Scheme
1 Defaults to UG.
§i If the credit was earned Fall 2003 or later enter the apjptesystem approved
grade scheme UG, GR, LA, MD.
1 If the credit was earned prior to Fall 2003, enter your university specific smart
coded grade scheme for the appropriate level.

Grade

1 Grade from external transcript.
1 Convert to regental grading syst&meeded.
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o Credit EARNED prior to Fall 2008 grades are equated to your old university
specific grading schemes.

1 Credit EARNED Fall 2003 or latérgrades are equated to the new Regental system
grade schemes (See BOR Policy 2:10)

Term

1 Terms prior td~all 1998:
Fall Semester 1996FR
Fall Quarter 1996FQ
Spring Semesterl997SR
Spring Quarter 1997SQ
Summer- 1997SUR
Winter - 1997WQ

1 Terms beginning Fall 1998:
Fall Semester 1998FA
Fall Quarter 1998FQ
Spring Semester1999SP
Spring Quarter 1999SQ
Summer- 1999SU
Winter - 1999WQ

After all transcript information has been entered, Colleague should match the official
transcript.

Step 4- Update the transcript information and return to EXTS.

Step 5- Detail from the Equiv column on EXTS to the Transfer Equivalency
Evaluation (TEEV) screen.

Step 6- Define the transfer course.
1 The information entered on EXTR will display in the Transfer Course group.

Step 71 Define equivalent course(s).

Whenthere is a standard equivalency

1 If a standard equivalency exists, portions of the course information will display in
the equivalent course field when you leave the Transfer Course field.
1 Enter these remaining fields:
Credits Colleaguewill default in thecredits based on thregentalcourse.
If the transfer institution was on a quarter system, the credits need to be
converted to semester credits.
Semester to quarter conversion of credit

1 =.67
2 =133
3 =200
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4 =266
5 =333
Alternate between .67 and .667 + .66 = 1.33 + .67 =2.00 +.66 =
2.66 + .67 = 3.33
Grade SchemeDefaults to UG.

o If the credit was earned Fall 2003 or later enter the
appropriate system approved grade schietd&, GR, LA,
MD.

o If the creditwas earned prior to Fall 2003, enter your
university specific smart coded grade scheme for the
appropriate level.

Grade Same as grade in the transfer course grade field

Status Will populate as PR.

Credit type If this course wasaken prior to Fall 2003, the credit type is
XMT, XMT2, or XMTR.
If this course was taken after Fall 2003, the credit type is T,

T2or TR
Term: Same as term on EXTR screen
Notes: Detail to the Student Acad Cred Comments (STNC) screen

o Ente your university abbreviation in the Notes field
to ensure this equivalency is linked to the correct
university

1 If more than one course populates, follow procedures to delete all but one.

Note: If 2 external courses are equivalent to 1 university cwse:

1 Equate the first external course to the specific university course

1 Equate the second external course to a university pseudo course with
the same prefix as the specific course above.

1 For Example: ENGL 101 would be the first one and the second would
be ENGL 100Ti which would be English elective. When using100T,
make sure you have that course set up with count retake for credit set
to AYESO.

Note: If 1 external course is equivalent to 2 university courses:
1 Make another entry on EXTR for the extdroaurse, dividing credits between
the two entries unless it is a lecture/lab situation. Make each external course
equivalent to a university course.

Note: Do not change the lecture or primary course number. Enter the course
again on EXTS/EXTR,addingL 6 t o the course (lab) numb

is already 4 characters, add O6Labdéd to cou
the new entry is for a | ab, add oLabd to
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|l f the words fiand | abo or ledvwitonthe | abo ar e
|l ecture equivalent course. On the | ab se
Example from IA Lakes Comm Coll.
SC 178A, Inorg Chem | & Lab, 5 cr, B
SC 178A, Inorg Chem | Lab, O cr, LR

If the lab section has a credit value, record the transfesdetion with credits.
Reduce lecture section credits so the total is correct.

When there is no standard equivalency:

1 At course lookup prompt, enter the equivalent course (ENGL 101).
1 Most portions of this screen will populate.
1 Enter these remainirfgelds:
Credits Colleaguewill default in the credits based on the regental course.
If the transfer institution was on a quarter system, the credits need to be
converted to semester credits.
Semester to quarter conversion of credit

1 =.67

2 =133
3 =200
4 =266
5 =333

Alternate between .67 and .667 + .66 = 1.33 + .67 =2.00 +.66 =
2.66 + .67 = 3.33
Grade SchemeDefaults to UG.

o If the credit was earned Fall 2003 or later enter the
appropriate system approvedhde scheme UG, GR, LA,
MD.

o If the credit was earned prior to Fall 2003, enter your
university specific smart coded grade scheme for the
appropriate level.

Grade Same as grade in the transfer course grade field

Status Will populate as PR.

Credit type If this course was taken prior to Fall 2003, the credit type is
XMT, XMT2, or XMTR.
If this course was taken after Fall 2003, the credit type is T,

T2 or TR
Term: Same as term on EXTR screen
Notes: Detail to he Student Acad Cred Comments (STNC) screen

o Enter your university abbreviation (BHSU, SDSU,
USD, NSU, SDSMT, DSU) in the Notes field to
ensure this equivalency is linked to the correct
university
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When processing a subseguent evaluation.

In subsequent elzations, equivalencies for system common courses and system general

education courses will not be changed. Equivalencies for unique courses may be
changed.
1 Credit EARNED Prior to Fall 2003Each subsequent university reenters ALL the

courses with theianiversity identifier in front of the SUBJ on EXTR/EXTR and
grants equivalencies on TEEV. They must ensure that the equivalencies for
common and system general education courses are maintained.

Credit EARNED Fall 2003 or afterCourses with equivalenciés common and

system general education courses do not need to be reentered as these
equivalencies must be maintained. For unique courses that you wish to
reevaluate, the prior university's

Transfer) on the EEV screen. Then you may reenter the unigue course on

EXTS/EXTR with your university identifier (DENGL) and grant a new
equivalency with a status of HAPRO

Step 8- If you want to create a standard equivalency from this equivalency, enter Y
in the Std Equiv field

T
T

)l
)l

Enter 010140 as the date.

Colleague creates the standard equivalency when you finish from the TEEV
screen.

Save all the way out of TEEV and EXTS after each term to ensure repeated
courses will get the same equivalency.

Make sure EXTL CREDITS and EQUIV CREDITS are the same

Step 9- Save the equivalency record.
1 The External Transcript Summary (EXTS) screen is redisplayed with the cursor

on the next blank line of the Transcript group.

Note: If saving this as a standard equivalersayeonly one entry, then complete the

data on TCEQ. The two courses must be linked in Standard equivalencies (TCEQ).

Step 10- Repeat this procedure beginning with step 2 for each course listed on the
transcript.
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Deleting an Equivalent External Coursefom a St udent 0s

Record
Responsibility: University

Note: This process is intended only if an error was made, not to be used for
subsequent evaluations Never delete courses from STAC.

Correction or error if the data was entered under the wrong institution

Step 1- Access the External Transcript Summary (EXTS) screen for the institution
and the person

9 If Equiv Column is no, position cursor in Ext Course column and CTRL D

1 Ifitis yes, refer to the steps below.

Step 21 Detail on the Equiv column toaccess the Transfer Equiv Evaluation
(TEEV)

Step3il n the Course Equivalent Course section,
and return to the EXTS screen.

Step 41 EXTS is displayed. CTRL D to delete the course.

Step 51 Follow the procedures in Stp 1-4 above for every course entered on EXTS.
1 Do this for all equivalencies and all courses.

Step 6- Then delete the institution on IASU and reenter with correct institution.
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Updating the Status of Equivalency Evaluations
Responsibility: University

Use the Equivalency Status Upda)XSU screen to initiate the equivalency status
update process. Select for your university only.

Step 1i Access the Equiv Credit Status Update (EQS)screen
Step 2i In the Change to Status field, erdr TR
Step3il n the Students/ Applicants field,
Step 4i Define the Institutions
1 Leave blank if changing all institutions.

1 Otherwise, enter the institution that is being changed.

Step 5i Define the Transfer Courses
1 Use onlyif changing 1 course (or very few courses).

Step 61 In the Statuses field, enter PR
Step 71 Update the EQSU screen

Step 8i After the process runs, review the results to ensure no errors occurred.
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Viewing the Transfer Evaluation Summary
Responsibility: University

Step 1i Access the Transfer Evaluation Summary (TEV$screen for the student
Step 2i Select the institution from the resolution screen that you want to view

Step 3i The transfer credits and equivalencies for tht institution are displayed
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Creating a New Noncourse and Associated Equivalencies
Responsibility: University

Use The NONC and NONE screens to create a noncourse and the associated
equivalencies.

Step 1i Access the (Noncourse$JONC screen at the main menu prompt
1 The NONC screen will display.

Step 2- At the noncourse lookup, verify that the noncourse to be created does not
already exist.

1 Ifit does, do not proceed further in these instructions.

1 Noncourses arevsart coded with a university identifier as the first character
except for AP (Advance Placement), ACT, CLP (CLEP Réypsed), CBC
(CLEP Computebased), COMP (COMPASS), SAahd International
Baccalaureate. DANTES will not be smart coded but will gene@atenon
equivalencies.

NOTE: See the common noncourse spreadsheet and table below for specific formats for
creating noncourse codes. X designates the university identifier. For example, the exam
for credit noncourse for the course G305 would be xE.CS205 with CSC 205 as the
specific university equivalency.

The following table contains common noncourses that grant academic credit using
common equivalencies that can not be changed.

Noncourse Code Ty | Catego Format Credit
pe ry Type/Grade
Scheme
Advanced AP.topic TE | AP Common noncourses with | T/ UG, GR,
Placement common equivalencies that | LA, MD

grant academic credit and ca
not be changed

CLEP CLP.topic TE | CL Common noncourses with | T/ UG, GR,
CBC.topic common equivalencies that | LA, MD
grant academic credit and ca
not be changed

Dantes xDAN.topic | TE | EX University specific noncourse T/UG,GR,L
with common equivalencies | A,MD
that can not be changed.

International | IB.topic TE | AP Common noncourses with T/UG,GR,L
Baccaulareats common equivalencies that | A,MD

grantacademic credit and car
not be changed
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The following table contains common noncourses with common equivalencies (ACT,
Compass and SAT) that can not be changed moncourses that need approval
before adding new noncourses.

Noncourse

Code

Ty
pe

Catego
ry

Format

Credit Type

ACE Credit

AC.NBCT1
or 2

AC

AC

Common noncourse with
common equivalencies used
record ACE Credit and can
not be changed

NC

ACT

ACT.topic

TE

AD

Common noncourses with
common equivalencies used
for prerequisites and camot
be changed

NC

Compass

COMP.topic

TE

PL

Common noncourses with
common equivalencies used
for prerequisites and can not
be changed.

NC

SAT

SAT.topic

TE

AD

Common noncourses with
common equivalencies used
for prerequisites and can not
be changed

NC

Proficiency

XCAAP.topic

TE

PR

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Proficiency

XCAAP.MT,
RD, RS, WR,
DF & EX

TE

PR

Common noncourses with
commonequivalencies that
can not be changed.

NC

Proficiencyi
Transfer from
nonRegental
for SDOS

XCAAPT.MT
, RD, RS, WR

TE

PR

Common noncourses with
common equivalencies that
can not be changed

NC

GED

XGED.GEN

TE

AD

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Glaser

XGLAS.topic

TE

XT

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

GMAT

XGMAT .topic

TE

AD

University specific noncourse

with or without equivalencies

NC
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that can be unique. Any new
noncourse codes require prig
approval.

GRE

XGRE.topic

TE

AD

University specific noncourse
with or without equivalencies
that can be uniqueAny new
noncourse codes require prig
approval.

NC

High School
Units

HS.UNITS

HS

HS

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Info Lit

XIL.PEXAM

TE

PR

University specific noncourse
with a common equivalency
that can not be changed

NC

Info Tech

xITL.topic

TE

PR

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Law School

XLSAT.GEN

TE

AD

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Mil |l er
Analogies

XMAT.GEN

TE

AD

University specific noncourse
with or without equivalencies
that can be uniqueAny new
noncourse codes require prig
approval.

NC

Medical
College Apt

XMCAT.topic

TE

AD

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Major Field
Achievement

XMFAT

TE

AD

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig
approval.

NC

Michigan

XMICH.topic

TE

AD

University specific noncourse
with or without equivalencies
that can be unique. Any new
noncourse codes require prig

approval.

NC
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NTE XNTE.topic | TE | AD University specific noncourse NC
with or without equivalencies
that can be unique. Any new
noncourse codes require prig

approval.
Placement | xPLAC.topic | TE | PL Universityspecific noncourse{ NC
XCPLAC.topi with or without equivalencies
c that can be unique. Any new
noncourse codes require prig
approval.
PRAXIS XxCBT.topic |TE | PP University specific noncourse NC

with or without equivalencies
that can be unique. Any new
noncourse codes reqe prior

approval.
PRAXIS PPST.topic | TE | PP Common noncourses that NC
PRAX.topic generate common
PLT.topic equivalencies that can not be
changed.

It is recommended that students take their PEPFIST.topic}ests during their freshman year,
(this is the test that is required for admission to the teacher education program.

During a studentdos junior methods cours
(PRAX.topic)subject assessment exairhis tes in their major field of study, must be passe
beforea student will be allowed to student teach.

The final Praxis I(PLT.topic)exam (the Principles of Learning & Teaching) should be take
the Senior year, when a student completes the Professional@boickes and is student

teaching.
TOEFL XTOEFL TE | AD University specific noncoursg NC

XTOEFL.CM with or without equivalencies

P that can be unique. Any new

XTOEFL.PPR noncourse codes require prig

approval.

Exit Exam XEXIT.topic | TE | XT XEXIT.GERM NC
VP Exception| xVP.topic TE | PL xVP.E101 NC
Step3-When adding a new noncourse redord, the
Enter (A)dd or RETURN to reenter:06 will disp

1 Type A and Enter the following information on the NONC (Noncourse) screen:

o TitleT Enter title using a standard naming convention such as TOEFL
Credit, etcé This will default to the
NCWS screen.

o Descriptioni Enter Description using a standard naming convention.

o Typei Enter based on table

3/25/11i last update 180

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Categoryt Enter based on table

Std Test IDT Blank

Form Name and NumbérBlank

Component ofi ACT, Compass, and SAT have subcomponents

A If the noncourse does not have subcomponents, leave this field

blank
0 Min Scorei Enter Min Score if equivalency depends on megéircertain
score
0 Max Scordé Enter Max Score if equivalency depends on meeting a certain
score
Desired Scoré Blank
o Grade Scheme

A If the credit was earned Fall 2003 or later enter the appropriate
system approved grade scheimdG, GR, LA, MD.

A If the cralit was earned prior to Fall 2003, enter your university
specific smart coded grade scheme for the appropriate level.

Desired Gradé Blank

o Grade/Score to UseBlank

o Equivalency Informatiofi Detail (F2) to NONE to enter for course
equivalency as follows.

A Start Daté' The date this equivalency should begin.

End Date Blank.

Acad Leveli UG, GR, LA or MD

Credit Typei T or NC based on the tables above.

Grade Scheme

1 If the credit was earned Fall 2003 or later enter the
appropriate system approved gradessoel UG, GR, LA,
MD.

1 If the credit was earned prior to Fall 2003, enter your
university specific smart coded grade scheme for the
appropriate level.

Dflt Statusi NC

Descriptioni Description

Institutioni Blank

Acad Programs Blank

Comments Blank.

Equivalencie$ Enter the university course this noncourse is
equivalent to. This course must exist in Colleague courses file.

Note: Once common noncourse equivalencies are created, they can not be

changed without approval from AAC.

A Crediti Leave blank.
o Commentd Enter comments as needed

o O OO0

o (@)

I > > >

T I I I I I

The following table contains noncourses that grant academic credit with university
specific equivalencies.

Noncourse | Code | Ty | Catego | Format | Credit Type |
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pe ry
Exam for XE.subjcrse | EX | EX XE.BUS350 T
Credit (CBE)
Credit by XR.subjcrse | EX | EX XR.INFS340 T
Verification
Challenge by | xH.subjcrse | EX | EX XxH.MATHO021 T
Exam
Placement by xN.subjcrse | TE | PL XN.SPAN101 T
Exam
Prior xP.PONSI PN | PN xP.PONSI T
Learning
International | XINCR.ELEC | IC | IC XINCR.ELEC T
Credit
Vocational XAVT.ELEC |VC |VC XAVT.ELEC T
Life xL.subjcrse | LE | LE XxL.CSC205 T
Experience
Military XMIL.branch | ME | ML XMIL.MC T
Courses XMIL.ELEC XMIL.ARMY
XMIL.NAVY
XMIL.AF
XMIL.CG
XMIL.ELEC
Non- XNALELEC |VC |VC XNAILELEC T
Accredited
Institutions
Minnesota XM.ELEC TE | PL XM.ELEC T
Equivalency
Community | xCOMM.topi | CS | CS XCOMM.H202 T
Service C
Step4-When universities add a new noncourse re
foundiEnt er (A)dd or RETURN to reenter: o6 wild./
1 Type A and Enter the following information on the NONC (Noncourse) screen:
o TitleT Enter title using a standard naming convention such as Military
Credit, etcé This will widdsplayonthe t o t he
NCWS screen.
o Descriptioni Enter Description using a standard naming convention.
o Typei Enter based on table above
o Categoryi Enter based on table above
0 Std Test IDT Blank
o Form Name and NumbérBlank
o Component ofi Blank
0 Min Scorei Enter Min Score if equivalency depends on meeting a certain
score
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(0]

(0]
(0]

Max Scorei Enter Max Score if equivalency depends on meeting a certain
score

Desired Scoré Blank

Grade Scheme

A If the credit was earned Fall 2003 or later enter the appropriate
system aproved grade schenieUG, GR, LA, MD.

A If the credit was earned prior to Fall 2003, enter your university
specific smart coded grade scheme for the appropriate level.

Desired Gradé Blank

Grade/Score to UseBlank

Equivalency Informatiofi Detail (F2) toNONE to enter for course
equivalency as follows.

A Start Daté’ The date this equivalency should begin.

End Date Blank.

Acad Leveli UG, GR, LA or MD

Credit Typel T

Grade Scheme

1 If the credit was earned Fall 2003 or later enter the
appropriate systenparoved grade schenidJG, GR, LA,
MD.

1 If the credit was earned prior to Fall 2003, enter your
university specific smart coded grade scheme for the
appropriate level.

Dflt Statusi NC

Descriptioni Description

Institutioni Blank

Acad Programs Blank

Comments Blank.

Equivalencie$ Enter the university course this noncourse is
equivalent to. This course must exist in Colleague courses file.

A Crediti Leave blank.

I > > >

T I I I 3> I

o Commentd Enter comments as needed

Step 5i Update the NONC screen
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Guidelines for Entering Noncourse Work and Defining

Noncourse Equivalencies
Responsibility: University

NOTE: Refer to AAC APPROVED GUIDELINES FOR TRANSFER
EVALUATION of credit entered on the Noncourse screens

Accredited Post Secondary Technical Institutes not in Sobdkota

Type of Institution:
Accredited Post Secondary Technical Institutes outside of the state of South Dakota.
Where Recorded

Transfer courses are entered in Colleague on the NCWS (detail to NCRS) screens and
equivalencies are grantedonthe NEQ\(t ai | from the AEQUI VO col u
screen.

Amount of Credit Recorded

Transfer courses are recorded ONLY if these transfer courses were completed with a
passing grade and are equivalent to a specific undergraduate course at the university
evaluating the credit.

Equivalencies Granted

Equivalencies may ONLY be made tsgecific undergraduate course offered at the
university evaluating the credit. Equi val en

Grades Recorded

The grade earned at the technical institute is not recorded or calculated into the grade point
avelages.
1 Credit EARNED prior to Fall 2008will be entered on NCRS with a grade that
exists in that wuniversityobés grade scheme
does not calculate into the grade point averages.
1 Credit EARNED Fall 2003 or latérwill be entered on NCRS with a grade of
CR and will not calculate into the grade point averages.

Credit Type Used

1 Credit EARNED Prior to Fall 2003are equated on NEQV with a credit type
of XMT, XMTR, xMT2.
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1 Credit EARNED Fall 2003 or laterare equatd on NEQV with a credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regental University

In subsequent evaluation, equivalencies for system common courses and system general
education courses will not be changed. Equivalencies for uniqusesomay be
changed, reevaluated, or inactivated. Additional equivalencies may be added or
evaluated.
1 Credit EARNED Prior to Fall 2003Each subsequent university reenters
courses on NCWS/NCRS that are equivalent to a specific undergraduate course
attheir university and grants equivalencies on NEQV.
1 Credit EARNED Fall 2003 or afterCourses with equivalencies for common
and system general education courses do not need to be reentered as these
equivalencies must be maintained. For courses that ighutavreevaluate,
inactivate, or change, the prior university's equivalency status must be set to
APTO (Prior Transfer)on NEQV and the sta
NT (Notational). Then you may reenter the courses you wish to evaluate on
NCWSNCRS and grant a new equivalency with
(Status on NCRS (field 9) must be AACO) .

For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 or after, E®QuId enter ALL
courses listed on the BCU transcript with a smart code of D for DSU.

2. Then if this same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for theNSU application if the student had attended DSU.

3. If the student would not have actually attended DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , NSU woulderaéiet
class with NSU smart code and change the status dD8l¢ smaricoded class
so it was no longer on the transcript.
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Undergraduate and Graduate Institutions Not Accredited

Type of Institution:

Undergraduate and graduate credits received fraitetd States colleges or universities
which are not accredited by a United States regional accrediting association.

Where Recorded

Transfer courses are entered in Colleague on the NCWS (detail to NCRS) screens and
equivalencies are grantedonthe NEQ\W(t ai | from the AEQUI VO col u
screen.

Amount of Credit Recorded

Transfer courses are recorded ONLY if these transfer courses were completed with a
passing grade and are equivalent to a specific undergraduate course at the university
evaluating the credit.

No creditis accepted in transfer from nawccredited postsecondagchnicalinstitutes.
Equivalencies Granted

Equivalencies may ONLY be made to a specific undergraduate course offered at the
university evaluating the credit Equi val encies may not be gran

Grades Recorded

The grade earned at the institution is not recorded or calculated into the grade point
averages.
1 Credit EARNED prior to Fall 2008will be entered on NCRS with a grade that
exid s in that wuniversityds grade scheme t
calculate into the grade point averages.
1 Credit EARNED Fall 2003 or latérwill be entered on NCRS with a grade of
CR and will not calculate into the grade point averages.

Credit Type Used

1 Credit EARNED Prior to Fall 2003are equated on NEQV with a credit type
of XMT, XMTR, xMT2.

1 Credit EARNED Fall 2003 or laterare equated on NEQV with a credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regentdhiversity

3/25/11i last update 186

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

In subsequent evaluation, equivalencies for system common courses and system general
education courses will not be changed. Equivalencies for unique courses may be
changed, reevaluated, or inactivated. Additional equivalencies may be added or
evaluated.
1 Credit EARNED Prior to Fall 2003Each subsequent university reenters
courses on NCWS/NCRS that are equivalent to a specific undergraduate course
at their university and grants equivalencies on NEQV.
1 Credit EARNED Fall 2003 or afterCoursesvith equivalencies for common
and system general education courses do not need to be reentered as these
equivalencies must be maintained. For courses that you wish to reevaluate,
inactivate, or change, the prior university's equivalency status musttoe se
ANPO (Prior Non Course)on NEQV and the s
to NO (Notational). Then you may reenter the courses you wish to evaluate on
NCWS/ NCRS and grant a new equivalency wi
(Status on NCRS (field9)mus be AACO) .

For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 or after, ESC would enter ALL
courses listed on the BCU transcript with a smart code of D for DSU.

2. Then ifthis same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for the NSU application if the student had attended DSU.

3. If the student would not have actually atted DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , NSU would reenter the
class with NSU smart code and change the status dD8l¢ smaricoded class
so it was no longer on the transcript.
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Undergraduate and Graduate International Institutions

Type of Institution:
Undergraduate and graduate credits received from post secondary institutions outside the
United States or its territories.

Where Recorded

Transfer courses are entered in Colleague on the NCWS (detail to NCRS) screens and
equi valencies are granted on the NEQV(detail
screen.

Amount of Credit Recorded

Transfer courses are recorded ONLY if these transfer covesescompleted with a
passing grade and are equivalent to a specific undergraduate course at the university
evaluating the credit.

Equivalencies Granted

Equivalencies may ONLY be made to a specific undergraduate or graduate course offered at
theuni versity evaluating the credit. Equi vale

Grades Recorded

The grade earned at the international institution is not recorded or calculated into the grade
point averages.
1 Credit EARNED prior to Fall 2008will be entered on NCRS with a grade that
exists in that wuniversitybés grade scheme
calculate into the grade point averages.
1 Credit EARNED Fall 2003 or latérwill be entered on NCRS with a grade of
CR and will not alculate into the grade point averages.

Credit Type Used

1 Credit EARNED Prior to Fall 2003are equated on NEQV with a credit type
of XMT, xXMTR, xMT2.

1 Credit EARNED Fall 2003 or laterare equated on NEQV with a credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regental University

In subsequent evaluation, equivalencies for system common courses and system general
education courses will not be changed. Equivalencies for unique courses may be
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changed, reevaluated, or inactivatektditional equivalencies may be added or
evaluated.
1 Credit EARNED Prior to Fall 2003Each subsequent university reenters
courses on NCWS/NCRS that are equivalent to a specific undergraduate course
at their university and grants equivalencies on NEQV.
1 Credit EARNED Fall 2003 or afterCourses with equivalencies for common
and system general education courses do not need to be reentered as these
equivalencies must be maintained. For courses that you wish to reevaluate,
inactivate, or change, the prioniversity's equivalency status must be set to
ANPO (Prior Non Course)on NEQV and the s
to NO (Notational). Then you may reenter the courses you wish to evaluate on
NCWS/NCRS and grant a new equivalency with a statisMfC6 on NEQV
(Status on NCRS (field 9) must be AACO) .

For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 or after, ESC would enter ALL
courses listed on the BCithnscript with a smart code of D for DSU.

2. Then if this same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for the NSU application if the student had attdridg8U.

3. If the student would not have actually attended DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , NSU would reenter the
class with NSU smart code and chartige status of th®SU smaricoded class
so it was no longer on the transcript.
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Credit Received Through Validation Methods

Type of Institution:

Credit earned through validation methods such as nationally recognized examinations
(AP, DANTES, and CLER Other validation methods are Military Credit, examination
for credit, prior learning, portfolio, credit by verification, challenge by exam, etc.

Where Recorded

Credit by validation is entered in Colleague on the NCWS (detail to NCRS) screens and
equi valencies are granted on the NEQV (det ai
screen.

Amount of Credit Recorded

Credit by validation is recorded ONLY if the credit is equivalent to a specific undergraduate
course at the university evaluating the dredi

Credit earned through validation methods other than nationally recognized examinations is
limited to a maximum of 32 hours of credit for baccalaureate degrees and 16 hours of credit
for associate degrees.

Validation of military credit is limitedd an additional 32 hours of credit for baccalaureate
degrees and an additional 16 hours of credit for associate degrees.

Equivalencies Granted

Equivalencies may ONLY be made to a specific undergraduate or graduate course offered at
theuniversite val uating the credit. Equi val enci es

Grades Recorded

The grade earned through validation methods is not recorded or calculated into the grade
point averages.
1 Credit EARNED prior to Fall 2008will be entered o NCRS with a grade that
exists in that wuniversityobés grade scheme
not calculate into the grade point averages.
1 Credit EARNED Fall 2003 or latérwill be entered on NCRS with a grade of
CR (Credit by Validation) oEX (Examinatiorfor credit) and will not calculate
into the grade point averages.

Credit Type Used

1 Credit EARNED Prior to Fall 2003are equated on NEQV with a credit type
of XMT, xXMTR, xMT2.
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1 Credit EARNED Fall 2003 or laterare equated on NEQV with a credit type
of T, TR, or T2.

Subsequent Evaluation by a second Regental University

In subsequent evaluation, equivalencies for system common courses and system
general education courses will not be changed. Equivaldiocigrique courses may be
changed, reevaluated, or inactivated. Additional equivalencies may be added or
evaluated.

1 Credit EARNED Prior to Fall 2003Each subsequent university reenters
courses on NCWS/NCRS that are equivalent to a specific undergradusse
at their university and grants equivalencies on NEQV.

1 Credit EARNED Fall 2003 or afterCourses with equivalencies for common
and system general education courses do not need to be reentered as these
equivalencies must be maintained. For coufsasyou wish to reevaluate,
inactivate, or change, the prior university's equivalency status must be set to

ANPO (Prior Non Course)on NEQV and the s

to NO (Notational). Then you may reenter the courses you wish toageain

NCWS/ NCRS and grant a new equivalency wi

(Status on NCRSAQof)i.el d 9) must be 0
For example:

1. A student who applied to DSU for 2005FA with a transcript from Briar Cliff
University with transfer credit from Fall 2003 after, ESC would enter ALL
courses listed on the BCU transcript with a smart code of D for DSU.

2. Then if this same student applies for NSU for a future term (in my example, after
2005FA), ESC would NOT reenter any of the courses from BCU (Fall 2003 and
later) for the NSU application if the student had attended DSU.

3. If the student would not have actually attended DSU in this example, then ESC
WOULD reenter all courses with a smart code of N for NSU.

4. If there is a class that NSU would want to reevaluate , W8uld reenter the
class with NSU smart code and change the status dD8l¢ smaricoded class
so it was no longer on the transcript.
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Entering Noncourse Work and Defining Noncourse

Equivalencies
Responsibility: University

Use the 6llowing procedure to enter noncourse work and, at the same time, define
noncourse equivalencies.
T This procedure assumes that you have not
work.
1 You could follow this procedure, leaving out the steps for adding noseouwork,
if you want to define noncourse equivalencies for an individual after the
noncourse work is entered.

Procedures are listed below for:

Part | i Entering CLEP, Adv Placement and Dantes

Part Il 7 Entering Credit by Exam, Prior Learning and other Credit by Evaluation
Part Il T Entering Military Service Credit

Part IV T Entering International Credit

Part V 1 Entering Accredited Post Secondary Vocational Technical Institute Credit
Part VI T Entering Credit from NonAccredited Institutions

Part VIl 17 Enter ACE Credit for NBPTS Certification

Step 1- Access the individual record you want to evaluate on the Noncourse Work
Summary (NCWS) screen.
1 The Noncourse Work SummarCWS) is displayed for the individual you
selected.

Step 2- Enter the NoncourselD from the appropriate tables belowon the first
blank | ine of the studentés record.
1 The Noncourse WorkNCRS) screen is displayed.

Step 3- Complete theNCRS screen for the noncourse item.
Part | - Entering Clep, Advanced Plasnent, And Dantes Courses.

Noncourses and common standard equivalencies have been established for the
following:

Type of Noncourse Noncourse ID
Advanced Placement APEé
CLEP Paper CLPEé
CLEP ComputeBased CBCé
Dantes x DANEé
InternationaBaccalaureatg | B é

Beginning August 2001, CLEP tests were administered via Computer. While there
still may be some scores that refer to the paper testing, most will now use the
ComputerBased testing codes.
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Effective Fall 2004, students who take thalculus AB examination only receive one
score- the Calculus AB test score entered as AP.CALAB on NC&tdents who

take the Calculus BC examination receive two scotles Calculus BC test score and
the Calculus AB subscordf the BC test score isdiow 3 but the AB subscore is 3 or
above, enter AP.CALBCAB on NCR3f the BC test score is 3 or above, enter
AP.CALBC on NCRS. If the BC test score and AB subscore are both below 3, enter
AP.CALBC on NCRS.

1 Review/Enter the following information:
o TitleT Defaults to noncourse information. This will display on NCWS
screen.
o Categoryi Defaults to noncourse information.
Note: The noncourse category description (Advanced Placement, etc) will display
in the term header on the transcript.
o Start Datd Enter he date of the report.
o End Daté Leave blank.
0 Score/Pct Enter the score.
0 Grade Schemég Defaults to noncourse information.

Alf the credit was earned prior to F
smart coded grade scheme for that level.

A If the credit wasarned Fall 2003 or later, enter the applicable
system grade scheme for that lev&lG, GR, LA, or MD

0o GradeiEnt er OEX606 (Credit by Exam)

A Credit EARNED prior to Fall 2008will be entered on NCRS with a
grade that exists i nattthatéevel,thahi ver si t
is equivalent to EX and does not calculate into the grade point
averages.

A Credit EARNED Fall 2003 or latérwill be entered on NCRS
with a grade of EX. Credit by Exam and will not calculate into the
grade point averages

0 Source Leave blank.
o Statusi AC for accepted

A AP - unofficial (NG-needs confirmation) and official scores (AC
accepted). A status of AC should not be used to indicate that the
score was acceptable for credit or that credit was granted. The
equivalency will do thia

o Status Daté Default to current date.

Note: If the credit has been entered{nerge for one university, iteeds to

be enteredh a premerge term for the new university so that the credit will

appear on both transcripts. If the credit has betarahafter the merge, it

should not be recorded again.

o Institutioni Enter the institution administering the test.

o Equivalenc Thi s should change to 6Yesd6 i f t
will not change, however, until a finish F9 back to NCWS&en done.
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A Standard equivalencies have been approved by the BOR and
cannot be changed.
A Detail on equivalency and enter term & notes
0 Press F9 to finish back to the NCWS screen.
o If the score entered is high enough to grant credit, the Equiv field will
disply as 6Yeso.
o Continue with these instructions beginning with NCWS until all courses
have been entered.

Part Il - Entering Credit By Exam, Prior Learning And Other Credit By Evaluation

These noncourse codes are smart coded by university. Inthbétableo w, t he 0x 0
represents the university identifier. For e

Type of Noncourse Noncourse ID

Prior Learning X Pé

Exam for Credit X Eé

Challenge by Exam X Hé

Placement No Exam X Né

Credit by Verification X Ré

Life Experience XL é

If a noncourse already exists, the noncourse and equivalency information will default on
the screen. If no noncourse exists, create a noncourse record using the instructions
below. Return to these instructions after the noncourse has been created. Record only
the courses for which the student earns credit.

1 Review/Enter the following information:
o TitleT Defaults from noncourse entered. This will display on the NCWS
screen
o Categoryi Defaults from noncourse entered.
Note: The Noncourse category description (Exam for Credit or Life
Experience, etc) will display in the term header block of the transcript.
o StartDatdé Todaybés date will automAtically p
different date may be entered by typing over the entered date.
o End Date Leave blank.
0 Score/Pct Enter scores If the score is high enough to grant credit, the
Equivalency field will change to yes.
0 Grade Schemg Defaults from noncourse entered.
Alfthe credit was earned prior to Fal
smart coded grade scheme for that level.
A If the credit was earned Fall 2003 or later, enter the applicable
system grade scheme for that lev&lG, GR, LA, or MD
o Gradei Ent er O0CBd Q@EXed(Cyedit by Exam)
A Credit EARNED prior to Fall 2008will be entered on NCRS with a
grade that exists in that wuniversit

3/25/11i last update 194

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

is equivalent to CR or EX and does not calculate into the grade point
averages.
A Credit EARNED Fall 2003 or latei will be entered on NCRS

with a grade of CR (Credit) or EX (Credit by Exam) and will not
calculate into the grade point averages.

Source’ Leave blank.

Statusi Enter AC for accepted.

Status Daté Default or current date.

Institution: Enter the institution administering the test

Equivalency Detail (F2) to the NEQV screen to enter information about

a course equivalency.

o Continue with Define Noncourse equivalencies below

O 0O O0OO0Oo

Part Il - Entering Military Service Credit

Themilitary service creditnoncourseo des ar e smart coded by
list below represents the university identifier.

XMIL.MC i Basic Training
XMIL.ARMY 1 Basic Training
XMIL.NAVY i Basic Training
XMIL.AF 1 Basic Training
XMIL.CG i Basic Training
XMIL.ELEC i Other credit

Selection of one of the basic training noncourses (XMIL.branch) will automatically
default the noncourse equivalency information. Using xMIL.ELEC will require an
equivalency to be entered. Record only the codmseshich the student earns credit.

1 Review/Enter the following information:

o Title T Will automatically populate when a noncourse is selected. For
XMIL.ELEC, change the title to the type of military credit for which an
equivalency is granted. This wdisplay on the NCWS screen.

o Categoryt Will automatically populate after noncourse is selected.

Note: The Noncourse category description (Military ExperieBcanch) will
display in the header block of the transcript.
Start Daté Default current date or change as needed.
End Date Leave blank.
Score/Pct Leave blank.
Grade Schemi Defaults from noncourse entered.
Alf the credit was earned prior t
smart coded grade scheme fioat level..
A If the credit was earned Fall 2003 or later, enter the applicable system
grade scheme for that levieUG, GR, LA, or MD
o Gradei Ent er 6CRO6 (Credit)

© O 0O
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A Credit EARNED prior to Fall 2008will be entered on NCRS with a
grade that existsinthatni ver si t yés grade scheme,
equivalent to CR and does not calculate into the grade point averages.

A Credit EARNED Fall 2003 or latérwill be entered on NCRS with a
grade of CR (Credit) and will not calculate into the grade point
averages.

Sourcei Leave blank.

Statusi AC for accepted

Status Daté Default to current date if non entered.

InstitutionT Leave blank for the above.

Equivalencyi Detail (F2) to the NEQV screen to enter information about a
course equivalency.

A If the noncourse selected is one for basic training, the equivalency
information will default. If using XMIL.ELEC, enter the course which
the noncourse is equivalent to. Enter the subject and course level of
the course (e.g. ACCT 100)

A See Define Nonaorse Equivalencies below.

Continue with these instructions beginning with NCWS until all courses have
been entered.

Part IV - Entering International Credit

To record International credit, use the existing XINCR.ELEC noncourse (where x is the
uni versity identifier). For eReaomdmhlye, SI1 NCF
the courses for which the student earns credit.

1 Review/Enter the following information:

o Title T Defaults to noncourse information. Change to match the subject,
numberand title of the course on the international transcript course. This will
display on the NCWS and NCRS screen.
o Categoryi Defaults to noncourse information.
o Start Datd Default current date or change as needed.
o End Daté Leave blank.
0 Score/Pct Leaveblank.
0 Grade Schemg Defaults from noncourse entered.
Alf the credit was earned prior to Fa
smart coded grade scheme for that level.
A If the credit was earned Fall 2003 or later, enter the applicable system
grade scheme fohat leveli UG, GR, LA, or MD
o GradeiEnt er O6CRO6 (Credit)
A Credit EARNED prior to Fall 2008will be entered on NCRS with a
grade that exists in that wuniversitya®a
equivalent to CR and does not calculate into the graidé gpeerages.
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A Credit EARNED Fall 2003 or latérwill be entered on NCRS with a
grade of CR (Credit) and will not calculate into the grade point
averages.

Source’ Leave blank.

Statusi AC for accepted

Status Daté Default to current date.

Institutioni Enter name of institution.

Equivalency Detail (F2) to the NEQV screen to enter information about a
course equivalency.

A See Defining Noncourse equivalencies below.

A There may be multiple equivalencies for this noncourse, repeat the
instructions for alequivalencies.

o Continue with these instructions beginning with NCWS until all courses have
been entered.

O 0O O0OO0O0

Part V - Entering Vocational/Technical Credit From Outside Sd

To record vocational/technical credit, use the existing XAVT.ELEC noncourse (where x
is the university identifier). For example, BAVT.ELEC for BHSU vocational/technical
elective

1 Review/Enter the following information:

o TitleT Defaults to noncoursaformation. Change to match the subject,
number and title of the course listed on the Vocational/Technical Transcript.
This will display on the NCWS screen.

Categoryi Defaults to noncourse information.
Start Daté Default to current date or enter aseded.
End Datel Leave blank.

Score/Pct Leave blank.

Grade Schemé Defaults from noncourse entered.

Alf the credit was earned prior to Fa
smart coded grade scheme for that level.

A If the credit was earned Fall 2003 or later, enter the applicable system
grade scheme for that levieUG, GR, LA, or MD

o GradeiEnt er O6CRO6 (Credit)

A Credit EARNED prior to Fall 200Bwill be entered on NCRS with a
grade that exi s tdescheme, attha leveluhatisv er si t y @
equivalent to CR and does not calculate into the grade point averages.

A Credit EARNED Fall 2003 or latérwill be entered on NCRS with a
grade of CR (Credit) and will not calculate into the grade point
averages.

Source Leave blank.

Statusi AC for accepted

Status Daté Default to current date.

Institutioni Enter the name of the accredited vocational/technical institute
outside of South Dakota.

O O O0OO0Oo

® O OO
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A This institution should have been created at the time of admission

alook up to enter.

A This institution name will print in the term header of the transcript.
Equivalency Detail (F2) to the NEQV screen to enter information about a
smart coded course equivalency.

A See Defining Noncourse Equivalencies below

A There may be nitiple equivalencies for this noncourse, repeat the

instructions for all equivalencies.
Continue with these instructions beginning with NCWS until all courses have
been entered.

Part VI - Entering Credit From Non Accredited Institutions

To recordcredit from non accredited institutions, use the existing XNAI.ELEC noncourse

(where x

is the university identifier). For example, MNAI.LELEC for SDSMT Non

Accredited ElectiveRecord only the courses for which the student earns credit.

1 Review/Enter théollowing information:

(0]

O O O0OO0Oo

® OO O
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Title T Defaults to noncourse information. Change to match the subject,
number and title of the course listed on the Non Accredited Institutional
Transcript. This will display on the NCWS screen.

Categoryi Defaults to noncours@formation.
Start Daté Default to current date or enter as needed.
End Datel Leave blank.
Score/Pct Leave blank.
Grade Schemé Defaults from noncourse entered.
Alf the credit was earned prior to Fa
smart coded grade sefme for that level.
A If the credit was earned Fall 2003 or later, enter the applicable system
grade scheme for that levieUG, GR, LA, or MD
Gradei Ent er OCR6 (Credit)
A Credit EARNED prior to Fall 200B8will be entered on NCRS with a
grade that existsimtat wuni ver sityés grade scheme
equivalent to CR and does not calculate into the grade point averages.
A Credit EARNED Fall 2003 or latérwill be entered on NCRS with a
grade of CR (Credit) and will not calculate into the gradetpoin
averages.
Source Leave blank.
Statusi AC for accepted
Status Daté Default to current date.
Institution Enter the name of the non accredited institution
A This institution should have been created at the time of admiission
a look up to enter.
A This institution name will print in the term header of the transcript.
Equivalency Detail (F2) to the NEQV screen to enter information about a
smart coded course equivalency.
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A See Defining Noncourse Equivalencies below
A There may be multiple equivalencies this noncourse, repeat the
instructions for all equivalencies.
o Continue with these instructions beginning with NCWS until all courses have
been entered.

Part VIl - Entering ACE CreditFor NBPTS Certification
Noncourses and common standaggiivalencies have been established for the
following:

Type of Noncourse Noncourse ID
ACE Credit AC.NBCT1 or 2

Note: The student will submit an official transcript from the ACE Transcript Service

to be sent to the university (BHSU, DSU, NSU, SDSU, or USD) where they wish to
obtain credit. http://www.acenet.edu/clll/corporate/transcript.cfm is the URL for ACE
Transcript Services. It gives transcript request instructions and displays the format of
an ACE Transcript.

The university will only recorthe ACE credit if the student has an existing transcript
record at that university: (1) The student has a previous graduate transcript at the
university;OR (2) The student has been admitted to a graduate program at the
university.

1 Review/Enter the fédbwing information:
o Titlei Defaults to noncourse information. This will display on NCWS
screen.
o Categoryi Defaults to noncourse information.
Note: The noncourse category description (ACE Credit) will display in the term
header on the transcript.
o StartDatei Enter the date of the report.
o End Date Leave blank.
o Score/Pct Enter the score.
0 Grade Schemée Defaults to noncourse information.
Alf the credit was earned prior to F
smart coded grade scheme for that level.
A If the credit was earned Fall 2003 or later, enter the applicable
system grade scheme for that lev&lG, GR, LA, or MD
o Gradei Ent er 0S60
A Credit EARNED prior to Fall 200B8will be entered on NCRS with a
grade that exists in thatlevel ,thani ver si t
is equivalent to S and does not calculate into the grade point
averages.
A Credit EARNED Fall 2003 or latérwill be entered on NCRS
with a grade of S. Satisfactory will not calculate into the grade
point averages
0 Source Leave blank.
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o Statusi Enter AC for accepted
o Status Daté Default to current date.
Note: If the credit has been entered{nerge for one university, iteeds to
be enteredh a premerge term for the new university so that the credit will
appear on both transcriptdf the credit has been entered after the merge, it
should not be recorded again.
o Institutioni Enter your university.
o Equivalency Thi s should change to O0Yesb®b
back to NCWS.
A Standard equivalencies have been approved bB@ and
cannot be changed.
A Detail on equivalency and enter term & notes
0 Press F9 to finish back to the NCWS screen.
o Continue with these instructions beginning with NCWS until all courses
have been entered.

Step 4- Define the noncourse equivalency on NEQV

NOTE: There will be no standard equivalencies for non courses except AP &
CLEP.

Enter the following information:

1 The noncourse information will default in from NCRS.

1 Equivalent Course Title: Enter the subject and course level obtirse (e.g.
ACCT-100) to which the noncourse is equivalent. All information except that listed
below will default to the screen.

o Grade Schemg
Alf the credit was earned prior
smart coded grade scheme for that level
A If the credit was earned Fall 2003 or later, enter the applicable
system grade scheme for that leévelG, GR, LA, or MD

wh en

t o F

o Gradei Ent er O0CRO (Credit)or EX (Credit by

A Credit EARNED prior to Fall 2008will be entered on NCRS with a

gradethatesit s i n that wuniversityoés
is equivalent to CR or EX and does not calculate into the grade point
averages.

A Credit EARNED Fall 2003 or latérwill be entered on NCRS
with a grade of CR (Credit) or EX(Credit by EXAM) andiwmot
calculate into the grade point averages

o Status = NC
o Credit Type

A Credit EARNED Prior to Fall 2003are equated on NEQV with a
credit type of XMT, XMTR, XMT2.

A Credit EARNED Fall 2003 or laterare equated on NEQV with a
credit type of T, TR, or Z.
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Term = AP, CLEP, and Dantes should be entered with the term the
equivalency was granted by your university. Other noncourses should be
entered with the term on the external transcript.
Notes = Detail to the Student Acad Cred Comments (STNC) screen
A Enter your university abbreviation (BHSU, SDSU, USD, NSU,
SDSMT, DSU) in the Notes field to ensure this equivalency is
linked to the correct university
Verify all information.
To enter another equivalency for this noncourse, position the cursor on a
blank line in Field #2.
When all equivalencies are enteieB9 to save and return to NCRS. F9 to
save and return to NCWS.
Continue with these instructions beginning with NCWSIwadkicourses
have been entered.

NOTE: In subsequent evaluations, equivalencies for system common courses and
system general education courses will not be changed. Equivalencies for unique courses
may be changed, reevaluated, or inactivated. Additemqalalencies may be added or

evaluated
1

Credit EARNED Prior to Fall 2003Each subsequent university reenters

courses on NCWS/NCRS that are equivalent to a specific undergraduate

course at their university and grants equivalencies on NEQV.

Credit EARNEDFall 2003 or after Courses with equivalencies for common

and system general education courses do not need to be reentered as these
equivalencies must be maintained. For courses that you wish to reevaluate,
inactivate, or change, the prior universigtaivalency status must be set to

APTO (Prior Non Course)on NEQV and the
set to NT (Notational). Then you may reenter the courses you wish to

eval uate on NCWS/ NCRS and grant a new e
onNEQV( St atus on NCRS (field 9) must be i

Step 5- Save the noncourse equiv evaluation record
i The Noncourse SummarfCRS screen is redisplayed.

Step 6- Save the noncourse work record
1 The Noncourse SummarMCWS) screen is redisplayed with the curén the
next line of the Noncourse Work group.

Step 7- Repeat this procedure beginning with step 2 for each noncourse item
1 Save the record on the Noncourse Work SumnmdGWS) screen.

3/25/11i last update 201

Revi

sions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Evaluating Noncourse Equivalencies
Responsibility: University

Use the following procedure to evaluate noncourse equivalencies already assigned to an
individual and, as necessary, approve them.
1 The procedure below assumes that the noncourse work was entered and, wherever
possible, Colleague created noncowggeivalencies for the individual.
1 This procedure is used for the student that transfers within the system and the
transferring institution will be changing the equivalency.

Note: The following procedure uses the Noncourse Work Sumney\(S) as the
startng point for reviewing and updating a noncourse equivalency on the Noncourse
Equivalency EvaluationNEQV) screen. You can, however, go directly to NeQV
screen to do an evaluation. Just be aware that you will need to kntiwahéhe
noncourse itemsa we | | as tbhe individual 6s

Step 1- Access the individual record you want to evaluate on the Noncourse Work
Summary (NCWS) screen.

1 The Noncourse Work SummamMCWS) screen is displayed.

1 Go to the noncourse item you want to review.

Step 2i On the Equiv field, detail to the Noncourse Equivalency Evaluation
(NEQV) screen to view the specifics about the noncourse equivalency.
1 If a noncourse equivalency was not created, check to make sure that
0 a standard equivalency is defined for the noneeitem
o the date for the noncourse work is within the date range of the standard
noncourse equivalency
o the grade or score entered for the individual is within the range of valid
grades/scores defined for the equivalency
1 Follow the procedure if you needdadd an equivalency for this individual.

Step 3- Make any necessary modifications to the noncourse equivalency displayed
on the NEQV screen.
1 On theNEQV screen you might want to modify the equivalency specifically for
this individual.
1 Any changes you makfor the individual will not affect the standard equivalency.

Step 4- Go to the Status field.
1 To update the status of an equivalent course, go to the Status field in the
Equivalent Courses group

Step 5- Enter the appropriate status code for each piecef the equivalency.
1 Enter NC for Noncourse Equivalency
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In subsequent evaluation, equivalencies for system common courses and system general
education courses will not be changed. Equivalencies for unique courses may be
changed, reevaluated, or inacte@t Additional equivalencies may be added or
evaluated.
1 Credit EARNED Prior to Fall 2003Each subsequent university reenters courses
on NCWS/NCRS that are equivalent to a specific undergraduate course at their
university and grants equivalencies on NEQV
1 Credit EARNED Fall 2003 or afterCourses with equivalencies for common and
system general education courses do not need to be reentered as these
equivalencies must be maintained. For courses that you wish to reevaluate,
inactivate, or change,theprr uni versity's equivalency s
(Prior Non Course)on NEQV and the status on NCRS (field 9) must be set to NT
(Notational). Then you may reenter the courses you wish to evaluate on
NCWS/NCRS and grant a new equivalency witha statis A NCO0 on N
(Status on NCRS (field 9) must be i

Step 6- Save the test equivalency record.
1 The Noncourse Work SummamCWS) screen is redisplayed.
1 When you save the record displayed onNIEV screen, the Noncourse Work
Summary NCWS) screen isedisplayed.

Step 7- Repeat from step 2 as necessary for each noncourse item.
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Ending or Correcting Noncourse Equivalencies
Responsibility: University

Note: This procedures applies to noncourses that were entered in error, not to be used for
subsequerevaluations

Step 1i Access the Noncourse Equiv Evaluation (NEQV
1 Lookup student
1 Lookup Noncourse ID.

Step2-Change status to APNO and save out of NE

Step 3 Access the Noncourse Work Summary (NCWS) and control delete that
noncourse.

Step 41 Update the NCWS screen

To end a noncourse equivalency that no longer applies to a particular noncourse

Step 11 Access the Noncourse Equivalencies (NONE) sere
Step 2- Enter an End Date

Step 31 Update the NONE screen
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Entering a Single Test Score 9/19/06
Responsibility: University/ESC

Note:

For Prospects: The ndrome university would never test a prospect/applicant that is not
their home laation.

For Students: For universities with programs at another location, the two universities
involved should provide an agreement stating the specific instances whereby testing of
non-home students would occufhe norhome university would notify theome

university of tests given and updating of the scores.

Use the Test ScoreSEST) screen to enter a single test score for an individual.

Stepl-Access the individual 6sTSUM)saged on t he Te
1 If no test scores exi$br the individual, the Test SummaryUM) screen is
displayed with the cursor at the Admissions Test LookUp prompt.
1 If scores already exist for the individual, the TSUM screen is displayed with the
cursor on the first test entry.

Step 2- Go to the appropriate test group.
1 To record admissions tests, such as ACT, SAT, NTE, TOEFL or GRE, access the
Admissions Test group on the TSUM screen.
1 To record placement tests, such as COMPASS, access the Placement Tests group
on the TSUM screen.
1 To record other test such as High School Requirements or PPST, access the
Other Tests group on the TSUM screen.

1 When a test is defined, it is categorized as admissions, placement, or other test. If
you are not sure which category of test you are recording, use LookUghat ea
group to find the code for the test you want to record.

Step 3- Enter the ID of the first test.
1 The Test ScoreEST) screen is displayed.
1 Because an individual can have multiple occurrences of any test, a resolution
screen will display if you entedethelD of a test you have already recorded for
that individual.
1 You can either select an existing occurrence from the resolution screen or enter a
new occurrence by enterigat the prompt.

Note: The noncourse test IDs for ACT, SAT, CLEP (CLP or CB&R, SAT or
COMPASS (COMP) are not smarvded by university. Other noncourse test

IDs, such as GRE and CAAP are srantle by university, BGRE.ANYL for
BHSU GRE General Analytical.
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NOTE: When entering ACT scores, use ACT.COMP. This will allow you t
enter all subtests associated with the ACT comp score on the same screen. Use
SAT.COMP for SAT scores.

NOTE: When enterinddigh School Requirementompleted, use HS.UNITS.
This will allow you to enter all of the sub requirements information orsainee
screen.

Note: ACT has changed the score report received for students who have taken the
Regental Proficiency Examin the past, there was a math score and one math
subscore. ACT now provides two math stdrores: Basic Algebra and College
Algebra.

To accommodate this, we have added noncourse codes for the two new math sub
scores.The new suiscores codes will be components of CAAP.MT in that when
CAAP.MT is entered at the noncourse prompt, CAAP.BALG and CAAP.CALG
(instead of CAAP.ALG) will pop ird the subtest section of the TEST screen

when entering scores.

The new coding format should be used beginning Fall 2002.

Step 4- Record the test information.
i Admissions Tests

Title: Defaults from the test chosen from the list.
Date Taken: Enter the datéhe testwastakelJse 6016 for the day
onall ACT test and subtest entries.
Score/Pct  Enter the score.
Score Index Blank
Subtests: As of 12/5/03, only the 5 ACT scores are required; ACT.COMP,
ACT.ENGL, ACT.MATH, ACT.REAS & ACT.READ. Do not
enter the percent or index fieldf. one score is entered, all scores
should be entered to alleviate errors with a possible subsequent
tape load.
Status: If the score is a selfeport on the Application, enter a status of
(NE) Needs ConfirmationEnter (AC) Accepted if the scores were
taken from a test report (ACT or SAT) or from the High School
Transcript or taken from a Residual ACT score report.
StatusDate: Let t he status date default to toda
Source: If the score is selfeported ad loaded from the application, this
status will be SR Self Report. If the scores are loaded via a High
School Transcript, ACT, Residual ACT, or SAT, the source is
HST, ACT or SAT. If the score is a residual score, enter RACT.
Note: ACT scores will prinarily be loaded from the tape. If information is
entered manually, care needs to be taken to populate all fields (as in the procedure
above) that are populated with the tape load.
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Finish out and return to TSUM.

i Placement Tests

Title: Defaults from the test chosen from the list.

Date Taken: Enter the date the test was taken

Score/Pct  Enter the score.

Score Index Blank

Subtests: Enter the subscore, if available, for each of the subtests. Do not
enter the percent ordex portions of the field.

Status: Enter AC
Status Date: L e t the status date def aul t to toda
Source: Enter the Source of the date, F1 twice for a table

Finish out and return to TSUM.

1 High School Requirements

Note: BOR High School Requirements are entered as Other Tests. Choose the

HS.UNITS noncourse code which allows you to enter alrsgiiirements

associgd with HS Units on one screen. Ef fec
for admis#on to a SD Regental University.

Title: Defaults from the test chosen from the list.
Date Taken: Enter the date the test was takédverwrite the date is a new set
of scores is received.
Score/Pct:  Leave this file blank for the HS.UNITS entr@verwrite the score
is a new set is received.
Score Index Blank
Subtests: Enter the number of Semester Units the applicant has completed or
will complete within the netiterm(s) in this subject area. HS.CS
contains an equivalency that will be popathtvhen units are
entered. When the final HS transcript is verified, if the applicant
did not complete the HS.CS requirement, the equivalency will
need to be deleted.
Note: If no Semester Units were completed or will be completed
(before graduatinghighc hool ) enter fA0O0.
Status: Enter whether these units have been completed.
NC - Needs Clarification (unofficial transcript)
AC - Accepted (official transcript)
StatusDate: Let t he status date default to toda
Source: Enter where tl information came from (High School Transcripts
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1 PRAXIS Requirements

Note: PRAXIS Requirements are entered as Other Tests. Choose the PRAXIS
noncoursecodey entering PRAXé at t howyoum ompt .
to enter all sulsequirements associated witie main tesbn one screenThe

main test will have the code of the test in the title such as 0133 Praxis Art

Title: Defaults from the test chosen from the list.
Date Taken: Enter the date thist was taken. Enter a new record with the new
date if a new set of scores is received.
Score/Pct:  Enter the score for this Praxis testen if it is a failing score.
Enter a new record with the new score if a new set is received.
Score Index Blank
Subtests: Enter the score for the appropriate subtest.
Status: Enter whether these tests have been completed.
AC - Accepted
StatusDate: Let t he status date default to toda
Source: Enter where the information came from

Step 5- To enter a second test of the same typgpdate the record.
1 The record you just entered is saved. TEST screen clears and is ready for
entry of another test.

Step 6- To enter a test of a different type, save the record.
1 The Test SummaryifSUM) screens redisplayed.

Step 7- Go to the next line of the appropriate group.
Step 8- Repeat this procedure, beginning with step 3 until you have entered all of
the test scores.

1 Save the record on tAReSUM screen when you have finished entering the
i ndi v iest scarésd s

3/25/11i last update 208

Revisions approved through the Module Y Mod



Defining Test Equivalencies for Test Scores 2/5/04

Souh Dakota Colleague System Procedures
Revised

Responsibility: University

Step 1- Detail from the TEST screen to the Noncourse Equivalency Evaluation
(NEQV) screen.

Step 2- Define the equivalency.

Note: ACT, SAT, COMPASS and CLEP have common equivalencies and cannot be
changed.

Enter the following information:

1

1

= =4 =

Equivalent Course Title: Enter the subject and course level of the course (e.qg.
XACCT-100 where x is the university identifier) to which thsttie equivalent.
All information except that listed below will default to the screen.
Grade Scheme
o If the credit is earned prior to Fall 2003, enter the smart coded grade
scheme.
o If the credit was earned Fall 2003 or later, enter the applicable system
grade scheme for that levielJG, GR, LA, or MD
Grade
o If the credit is earned prior to Fall 2003, enter CR.
o If the credit is earned Fall 2003 or later, enter S.
Status
o Enter NC for Noncourse
Credit Type
o If the noncourse equivalency is a course geaterates academic credit:
A If the credit was earned prior to Fall 2003, extiT, XMTR, or
XMT?2.
A If the credit was earned Fall 2003 or later, efiteFR, or T2.
o If the noncourse equivalency is a course that does not generate academic
credit:
A If the credit was earned prior to Fall 2003, entBiC.
A If the credit was earned Fall 2003 or later, enter NC.
Term = Term of Equivalency
Verify all information.
To enter another equivalency for this test, position the cursor on a blank line in
Field #2.
If you want to save that equivalency as a standard, ¥nrtethe Std Equivalency
field.

Step 3- Save the equivalency record.

1

The Test ScoredEST) screen is redisplayed.

Step 4- Save the test score record.
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1 The Test SummaryTSUM) screen is redisplayed.
Step 5- Repeat this procedure beginning with step 2 for each test score you need to

record.
1 Save the record on the Test Summarg$yM) screen when you are finished.

Deleting a TEST score entered in erron the wrong applicant/student

Step 1i Start on TSUM and detail on the Yes in the Eq columrto the Noncourse
Equivalency Evaluation (NEQV) screen.

Step 2i Change the status of the equivalency toNP
1 Scroll down taall the other equivalencies and change the statgscom
equivalency to PN.

Step 3- Save the equivalency record.
1 The Test ScoredTEST) screen is redisplayed.

Step 41 Repeat the procedures above for any other tests that need to be deleted.

Step 41 Was the equivalency or test entered in error?
1 If the equivalency was entered in errorproceed with Step 5
1 If the test was entered in error, proceed with Step 6

Step57 Detail to NEQV again, deletethe equivalency entered in errorand enter the
correct equivalency

Step 61 Perform a record.delete (Shift F10) on TEST for the test to be defed.
Note: All subtest equivalency statuses must be changed toefore the record can be
deleted.

Step71 Update the record.
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Evaluating Test Equivalencies
Responsibility: University

Use this procedure if you need to evaluate the equivalencies given to an individual for the

tests they have taken.
1 This procedure assumes that the test scores were already entered and, wherever
possible, Colleague assigned a standard equivalency baseden i ndi vi d
scores.

Step 1- Access the test you want to review on the Test Summary§UM) screen for
the individual.
1 TheTSUM screen is divided into three groups.
0 Access the Admissions group to view admissions tests;
0 Access the Placement group to view placement tests;
0 Access the Other group to review other tests.

Step 2- Go to the Eq field of the test you want to review.
T 1 f ANoo displays in the Eq field, an
1 If Colleague shold have assigned a standard equivalency, check the information
recorded for the individual against the definition of the standard equivalency.

Step 3- Detail on the Eq field to the Noncourse Equivalency EvaluationNEQV)
screen.

Step 4- Make any necessary modifications to the test equivalency displayed on the
NEQYV screen.
1 On theNEQV screen you might want to modify the equivalency specifically for
this individual.
1 Any changes you make for the individual will not affect the standquilvalency.
1 If an equivalency does not exist, follow the procedure for defining an equivalency
for a test score.

Step 5- Go to the Statusfield.

Step 6- Enter the appropriate status code for each piece of the equivalency.
1 An eguvalency can have one or more courses or one or more general credit
equivalents.
1 Each piece of the equivalency has its own status code.
o Enter NC for Noncourse Equivalency
o If changing the equivalency because of a transfer within the system, enter
PT for the status and then-enter the test using your smart coded
equivalency

Step 7- Save the test equivalency record
1 The Test ScoredTEST) screen is redisplayed.
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Step 8- Repeat this procedure beginning with step 2 for each test.
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Electronic Imports
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11/14/06

Importing Admissions Tape Data
Responsibility: University

Complete the following steps to import admissions data froreTi&student search
tape, theACT student search tape, tAET test scores tape, or tBAT test scores tape.

Note: Each institution will perform their own ACT tape load. The tape load will be
specific to their programs.

Note: FLTT for your universitylists xxx,ACT.MAJOR.TO.PROG (where xxx is the
university) where the merge translated your programs.

Beforethe ACT tape loads run for the first Tape of the new year, FLTT needs to be
reviewed and updated:

Each university needs to reviewxx.ACT.MAJOR.TO.PROG for their university.

The system needs to review the information from ACT for the new year tbasseof
theother ACT file translations tables and maigmpropriate changes-or surethe
following table will need updating:ACT.TERMSChange the new code to the term a
year later (2007SP becomes 2008SP, etc.)

This must NOT be done until all urgksities complete processing the September/residual
tapes, but must be done BEFORE any university processes the October tape.

Step 1- Access the appropriate screen to create the intermediate file from the tape
you are loading.
1 Use theACT Test ScoresACTI) screen to load data from tAET test scores
tape.

Step 2- Enter a new, unique batchiD.
1 Naming convention should include your university

Step 3- Enter N in the Update Mode field.
91 This will run a report of the errors you wdhcounter before actually updating the
database.

Step 4- Complete the remaining information on the screen and run the tape load
process.
1 Modify Source File Definition
o Detail here to override the source file
1 ACT Composite Test Name
0 The lookup is on NON.OURSES. Add is not allowed.
o If this field is entered, it means the ACT current scores are imported (if the
data is present on the tape).
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A The tapeload also includes Residual ACT scores. These will need
to be marked with a source of RACT after thpdload. For more
details regarding restrictions on Residual ACT scores, refer to
BOR Policy

o To distinguish if the subcomponent scores are imported separately from
the composite score (each having a unique INTER.TEST.SCORE record),
the ELF Translation tde, ACT.SCORE.NON.COURSES must have
column #2 (New Codes) completed with an existing NON.COURSE ID.

o If the translation table column #2 is null, the subcomponent score is
imported as a part of the composite INTER. TEST.SCORE record.

1 Import ACT Sulscores

o Enter N to Update the subscores

o As of 12/5/03, only the 5 ACT scores are required; ACT.COMP,
ACT.ENGL, ACT.MATH, ACT.REAS & ACT.READ.

1 Import Accomplishment Scores/ACT P16/89 Test
o EnterN
1 Prospect and Applicant Status
o This isthe value to be put in the prospect status field or on any
applications created for this import.
o Defaults to INQ for Prospects & APP for Applications
1 Default Grade Scheme

o Enter UG
1 University Code

o Enter your university

o This will point the process to the right File Translation table.
1 Preprocess ACT tape if student indicates more than one institution

o0 The application will need to be entered multiple times for each university
that the student applies to;

A multiple appn seens for academic programs;

A Create smart coded program for each university

Step 5- Review the error report and correct any errors indicated.
1 Look on NAE by name in order to determine if there is an admissions record with
a different SSN or no SSN,
o If thereis nota SSN, add it.
o If there is not a match, add the Name, address, birth date, and SSN
A This info may be on the FAFSA.
1 Multiple CEEBs for the High School
o Either change the CEEB to 999999 on the source file, load the ACT
tapeload, then changeet CEEB on IASU
Or
o Call ESC to remove the CEEB from the INST record, load the ACT
tapeload, then have ESC add the CEEB back

Step 6- Return to the screen you accessed in step 1.
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1 If you want to rerun the tape load process to ensure that all errors wereted,
repeat this procedure beginning with step 3.

1 If you want to rerun the tape load process in update mode,¥mdhe Update
mode field, complete the remaining information on the screen, and run the tape
load process.

Step 7- Access thdntermediate-to-Colleague Import (ITCI ) screen.
1 Duplicate Criteria MUST use S54.1BIO.PERSON in order to get the enhanced
duplicate checking that will attempt to match by SSN, phone or partial names.
0 S54.I1BIO.PERSON calls the S.S54.LIMIT.PERSOUPLICATES

subroutine
1 For ACT Tape Load
Intermediate Files  Target Files Merge Criteria
Duplicate Criteria Set As Default
INTER.APPLICANT  APPLICANTS APPLICANTS
No
INTER.APPLICANT  PERSON.ST APP.PST
No
INTER.APPLICAT ION APPLICATIONS XN.APPLICATIONS
XN.IAPPL.APPLICATION No
INTER.APPLICATION STUDENT.PROGRAMS IAPPL.STUDENT.PROG
No
INTER.BIODEMO ADDRESS XN.IBIO.ADDRESS
IBIO.ADDRESS No
INTER.BIODEMO MAILING IBIO.MAILING
No
INTER.BIODEMO PERSON XN.IBIO.PERSON
S54.1BI0O.PERSON N
INTER.INST.ATTEN D INSTITUTIONS.ATTEND INTER.INST.ATTEND
No
INTER.PERSON.HEALTH PERSON INTER.PERSON.HEALTH
No
INTER.SECSCH.TRAN SECSCH.TRANSCRIPTS INTER.SECSCH.TRAN
No

INTER.TEST.SCORE STUDENT.NON.COURSES STUDENT.NON.COURSES
ITSTSC.STU.NON.CRS No

Step 8- Enter the ID of the batch you created in step 2.
Step 9- Enter N in the Update Mode field.
Step 10- Review the error report and correct any errors indicated.
Step 11- Access thdntermediate-to-Colleague Import (ITCI ) screen.
Step 12- Enter the ID of the batch you created in step 2.
Step 13- Indicate the update mode.
1 EnterN in the Update Mode field if you want to rerun the import process and

confirm that all errors were propg corrected.
1 EnterY in the Update Mode field to run the import process in update mode.
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1 You can choose to import specific transactions by using either a saved list of
transactioriDs, by specifying specific transactitids, or by using the Additional
Sdection Criteria options.

Step 14i Notify RIS of the tape load
1 RIS will run a utility to check for householded addresses
1 RIS will run a utility to check for missing STPR.SCHOOL

Step 51 Access the Institution Attended CleanUp (XIAC) screen
1 The ACTtape load will do either of two thindsit will add a valid HS record to
INSTITUTIONS.ATTEND, if the info is on the tape loadf.there is no HS on

the tape load, it will add a HS Not Recorded entry to Colleague, even though they

may already have a validS+ecord in Colleague.

1 This utility will delete the NR High School Not Recorded entries that may have
been loaded by the ACT Tapeloathe utility needs to be run for everyone who
has a HS Not Recorded recandhe tapeloadusing :

0 SELECTINSTITUTIONSAATEND WI TH @ D LI KE é11099

SAVING INSTA.PERSON.ID.
1 To select only the students from the tapeload, use the following query:

0 SELECT STUDENT.NON.COURSES

0 WITH STNC.STATUS.DATE = '<<Enter Load Date MM/DD/YY >*
\

0 SELECT STUDENT.NON.COURSES WITH
STUDENT.NON.COURSES.ADDOPR = 'DOLSONA'

0 OR STUDENT.NON.COURSES.CHGOPR = 'DOLSONA'
\

0 SAVING UNIQUE STNC.PERSON.ID

0 SAVELLI ST Xx. Il fm initialsté

Step 16 - Run the Batch Privacy Update (XBPU)process to set the privacy code
after each ACT tape load.

T XBPU adds a university privacy <code
stored in S54.UNIV.PRIV.CODES)f there are studws in the batch you just
loaded who did not have an application/programytarr universitybefore the
load or did not havgour universitydesignated on their FAFSA, they probably
d o n & tyounh umiveesityprivacy code on them and you will not be able to
access their data until you run XBPU.

1 If a student haanyprogram moved to student (MTS status), then the university
privacy code security no longer applies and their information is available to
everyone.

Note: Title IV code on FAFSA allows school access. The student is the aid applicant
only student (FAAO) and universities can do a query at least bi monthly or every week
during hot traffic time to follow up with the number of students that are in tha¢ a®d

non admission applicants based upon the run date of the diteep.add to CRI the
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FCO2FAAO communication code so the university does not contact them again about
being on the listingFA Interest is the create reason on PRSP.

Step 171 Create a saedlist to be used with CC for the students just loaded

1 This step is optional

1 Modify XN.P.GETACTLOAD to meet your university criteria

1 After loadngthe ACT tapenotify IT of theBatch number of the load anan the
paragraphmodified above (orto createa savelist othe student id's from the
ELF.TGT.RESULTS.

1 Compare the savelist with the ACT tape to double check b#fersavelist is
used inCC

o0 The paragraph actually creates more than one savelists, the savelist created
from the target id's is th@ost reliable.

3/25/11i last update 218

Revisions approved through the Module Y Mod



Souh Dakota Colleague System Procedures

Resolving Person or Address Duplicates
Responsibility: University

Follow these steps to resolve person or address duplicates that appear on your import
report.

Step 1- Access the Adm Import Batch Detail (AIBD screen.

Step2 - Enter the batch number with the discrepancies you want to resolve.
1 The batch number appears at the top of the import report.
1 You do not have to enter the twebaracter extension (such as MN, IN, Al, or
TS).

Step 3- From the Resolve Person/Address Wplicates field, detail to the ELF
Duplicate Resolution (EFDR screen.
1 If there are no person or address duplicates to resolve, then Colleague will issue a
message.

Step 4- From the list of target result IDs, select one that you want teesolve then
detail.
1 If the Target File field for that target result ID has PERSON, then the Resolve
Person Duplicates (ERPD) screen will display.
1 If the Target File field for that target result ID has ADDRESS, then the Resolve
Address Duplicates (ERAD) seen will display.

Step 5- Compare the information on the detail screen
91 You can scroll through the possible duplicates to select the one you want to
combine with the imported data.

o If you find one you want to combine, en¥esin the Combine field.

o If you do not want to combine any of the Colleague records with the
imported data, then ent¥esin the Reject All Dupl IDs field.

o If you do not want to combine any of the Colleague records with the
imported data but you know a record ID that you do w@anise, ente¥es
in the Reject All Dupl IDs field and enter the record ID in the Override ID
field.

Step 6- Save the information.
1 You are returned to the EFDR screen.

Step 7- Continue resolving the remaining information
1 Return to Step 4.
1 When you hae resolved all the discrepancies, save from the EFDR screen.
1 You are returned to the AIBD screen.

Step 8- Save from the AIBD screen if all discrepancies have been resolved.
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Application Import Default Parameters (XAID)
Responsibility: ESC
Timeframe: Yearly for catalog entries

The XIAD screen has been created to allow the user to define default parameters to be
used by the custom application import (XISA) process.

Step 1- Use the XAID mnemonic from the ST menu to access the screen.

Step 2- Enter a valid application status
A Enter APP Applied

Step 3- Enter a valid catalog.
A Changes to new catalog at the same time as ADPA

Step4-Sel ect fASaved or fASave All o.
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Import Student Application in Non-Update mode (XISA)
Responsibility: ESC
Timeframe: Day

The XISA screen has been created to allow the user to process a specified student

applications file or a specified batch to import the student applications into the Colleague

database. Three reports are generated after the application file has bessgaoc
Step 1- Access the Import Student Application (XISA) screen.

Step 2- Enter a Application Source file name from the list of files that are available
for processing or enter a € to search t
A Naming convention i®R.file number.txt.date (MmJPR.632794.txt.0424
A The Application Source file is only entered when XISA is run in-npdate
mode.

Step 3i Enter N in the Update Mode field
Step 4i Enter APLUG in the Default App. Fee AR Coddfield

Step 51 Enter the Alt Id Prefix
A EnterEA for ECAP

Note: The total number of records in the file will display.
Step 6i Update XISA

Step 71 Enter H in the Output Device and a name in the Banner field
A Naming convention is XISA.date(mmdd).1, 2 or 3 depending on which report is
being processed
A Repeattep 7 for all 3 reports

Step 81 Review output from reports
Review each error from the output in colleague for SSN problem, name changes,
international etc and pull out those aps that will not load smoothly so as not to
create duplicate records.
A Intermedate to Colleague Import
o The following report shows Transaction, Status, ELF Target Results,
Target File, Dupl Target ID, Rating, Category, Actual ID/Action,
Errors/Warnings such as APPLICATIONAmbiguity exists for
ELF.TGT.RESULTS 68%and WARNING:WARNING: File: PERSON:
WARNING: UE is duplicated in PERSON.EMAILYIPE
0 Address ambiguity
o Exceptions
A Application Birthday: 12/22/45 Colleague Birthday: 12/21/45
A Application Last Name: HeglinColleagie Last Name: eglund
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A Application skipped Either duplicate or two applications limit
reached Program: U.BS.CSCI Location :USD
A Application skipped Either duplicate or two applications limit
reached Program: U.NODEGELED Location :USD
A Application Import Status Report:

o The following report shows application import and displays Colleague ID,
Name, Application Date, Campus Applied, Term Applied, Fee Amount,
and Payment Method.

A Application Load StatusReport:

o The following reporshows what pieces of information for records were
imported, errors associated with import (including if the applicant checked
Other or Resident Alien, if birth monthay/year is different, if citizenship
type is different, ifhe CEEB was not listed for high school, if the
application file import studento6s name
Colleague, for those with academic history, print on error report, If
multiple institutions found for the FICE code AND if the FICERisady
on the student in Colleague) how many records in batch & error counts.
Duplicate and two applications limit exception message also is indicated
here.

Step 91 Resolve Person/Address ambiguities
A Access ELF Duplicate Resolution (EFDR) screen
A Enterthe Batch ID number from the XISA run at the lookup
o The batch number appears at the top of the Application Load Status import
report.
A Detail on each line item
o If the Target File field for that target result ID has PERSON, then the
Resolve

0 Person Duplicate®EERPDor EROA) screen will display.

o |If the Target File field for that target result ID has ADDRESS, then the

0 Resolve Address Duplicates (ERAD) screen will disgldgm address

only).

o Compare the information on the detail screen. You can scroll through the
possible duplicates to select the one you want to combine with the
imported data.

Potential Duplicates list the Colleague data
Source Data lists the incoming data
If you find one you want to combine, enter Yes in the Combine field.
If you do not want to@mbine any of the Colleague records with the
imported data, then enter Yes in the Reject All Dupl IDs field.
If you do not want to combine any of the Colleague records with the
imported data but you know a record ID that you do want to use, enter Yes
in the Reject All Dupl IDs field and enter the record ID in the Override ID
field.
A Save the information.

0 You are returned to the EFDR screen.

© O 0O

o
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A Continue resolving the remaining information. Return to Step 4.
o When you have resolved all the discrepancies, savetfrelBFDR
screen.

Step 10i Continue by running XISA in update mode
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Import Student Application in Update mode (XISA)
Responsibility: ESC
Timeframe: Daily

The XISA screen has been created to allow the user to process a specified student
applicationdile or a specified batch to import the student applications into the Colleague
database. Three reports are generated after the application file has been processed.

Step 1- Access the Import Student Application (XISA) screen.

Step 2- Select a Batch Cotrol ID from the available list or enter it based on the
Batch Control ID from the reports in non-update mode
A The Batch Control ID is only enterechen XISA is run in update mode

Step 3- Enter a Y to process the batch in update mode
Step 4i Enter APLUG in the Default App. Fee AR Coddfield

Step 51 Enter the Alt Id Prefix
A EnterEA for ECAP

Note: The total number of records in the file will display.
Step 6i Update XISA

Step 71 Enter H in the Output Device and a name in the Banner field
A Namingconvention is XISA.date(mmdd).U1, 2 or 3 depending on which report is
being processed
A Repeat Step 7 for all 3 reports

Step 81 Review output from the reports
A Intermediate to Colleague Import

o The following report shows Transaction, Status, ELF TaRgsults,
Target File, Dupl Target ID, Rating, Category, Actual ID/Action.

0 PERSON Ambiguityi The custom subroutine will only be called if SSN
does not match. The custom subroutine looks at multiple last name, first
name, DOB, etc matches to find duplicate

A Application Import Status Report:

o The following report shows application import and displays Colleague ID,
Name, Application Date, Campus Applied, Term Applied, Fee Amount,
and Payment Method.

A Application Load Status Report:

o The following report showwhat pieces of information for records were
imported, errors associate with import (including if the applicant checked
Other or Resident Alien, if birth month/day/year is different, if citizenship
type is different, if the CEEB was not listed for highaah if the
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application file import studento6s name
Colleague, for those with academic history, print on error report, If

multiple institutions found for the FICE code AND if the FICE is already

on the student in ColleagulBow many records in batch & error counts.

Step 10i If an address ambiguity could not be resolved,antinue by running XITC
for the Batch Transaction. XITC should also be run if there are certain records in
the XISA batch that you do not want loaded.For example, name change records or
those with duplicate programs.

A Access the Intermediate-Colleague Impor{XITC) screen

Enter the ID of the batch

Enter Yin the Update Mode field

Enter D in the Report Detail field

Ent er €& i nonsfieldto pull ia thes Taaosadtion number to import

> > > >

Step 11i Notify RIS of the AAI Import
1 RIS will run a utility to check for householded addresses
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Posting Application Fee Payment

Responsibility: ESC and campuses

Timeframe: Daily

Open a cashiegession if you currently do not have one open.

Step 1. Access the ASUM screen for that student for that program.

Step 2. Enter a Y for fAyeso in the Pay Now
A Hitting F9 twice will take you to the CRAF screen

Step 3. Enterthe payment amount in the Amount column on the CRAF screen.
Step 4. Enter the payment type of #CASH, ex. DCASH, for Distribution.
Step 5. Enter o6ccd or oO6ckd (credit card of
Step 6. Save out of CRAF.
Step 7. Accesthe ARAI screen to check that the application fee payment posted.
A Thedescription wi |{§whaepatthe fedgn @hdiwbichschomlin f e e

posted it

Close the cashier session if you wish to at this time.
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View Information Not Loaded (XINL)
Responsibility: ESC/University
Timeframe: Daily

The XINL screen has been created to allow the user to view the data that was not to be

loaded into the&olleague database. Upon exiting the screen the data will be displayed on

the screen in report formatsall data elements will not fit on the screen. Maximum of 80

characters will be displayed oneachlindasbe users dondét have to to
Left/Right. The user will have the option to view the report orstiteen or send it to a

specified printerUse the XINL mnemonic from the ST menu to access the screen.

Step 1- Accesshe View Information Not Loaded (XINL ) screen
Step 2- Enter a valid Colleague ID.

A The lookup will search for the entered ID in 584.APIMP.NOT.STORED

A ]Ic:‘lir.lelDdoemot exi st in the fil edisplye;en fARecorl
Step 31 Enter H in the Output Device field and a name in the Banner field

Step 41 Update twice to view the report
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Purging ELF Batches

Responsibility: ESC for AAI

Timeframe: as needed

Step 1i Access the EIf Batch Purge (EPRG) screen

Step 2i Enter the batch to be deleted in the Delete Batch field

Step 3i Update the screen
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Reporting
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Generating a Listing of Waitlisted Applications
Responsibility: University

Use theAdmissions Waitlist ReporiAMWL ) screen to initiate the admissions waitlist
report. This report provides information about each applicant on the selected waitlists
including

1 Anticipated start term

1 Applicant name antD

1 Current applicatiostatus and the date and time the status was recorded

1 Application rating

Sort by Options.
1 Use the Sort by options on tAdWL screen to choose how you want Colleague
to sort the report.
1 Your choices are:
o Sort by Institutional Hierarchy
o0 Sort by Location
0 Sat by Date and Time

Saved List Name.

1 You can select a group of records to process by identifying the name of a saved
list of IDs from theAPPLICATIONSfile. Colleague processes all records in the
saved list that meet the other criteria for the report.

Note: If you used a saved list to run the batch admissions process and place multiple

applications onto waitlists, you can use the same saved list to generate this report to see

how each applicant was placed on the waitlists.

Other Selection Criteria. If you identify one or morstart terms, etc and do
f Your choices are: not use any of the other selection options on thg
o Start Terms AMWL screen, then Colleague selects only thos
0 Acad applications with a matching start term.
Programs
0 Locations If you identify one or more start terms, etc and U
0 Departments | any of the other selection options on the AMWL
o Divisions screen, then Colleague selects those applicatiof
0 Schools with a matching start term that meet the other
selection criteria identified.

3/25/11i last update 231

Revisions approved through the Modul e

Y Mod



Souh Dakota Colleague System Procedures

Generating an Accepted Applications Report
Responsibility: University

Use the Accepted Applications RepoktJQAP) screen toun this report

You can obtain a listing of accepted applications, using a number of criteria to select
from.

This report shows fee and deposit information, making it useful in gauging how well
accepted applicants are moving towards matriculation.

Step 1i Access the Accepted Applications Report (ACAPscreen

Step 2i Enter a saved list, if applicable
1 You can base your selection of applications for this report on a savediDst of
from theAPPLICATIONSfile
Or
1 You can have Colleague select all applications that meet your criteria by defining
those criteria in the fields on tA&CAP screen without first identifying a saved
list.

Step 3i Define the other selection criteria, if applicable

1 Start Terms . .
If you identify one © more start terms and do not

1 Acad Programs . .
1 Locations use any of the other selection options on the

D ACAP screen, then Colleague selects only thos
1 ?P?rtme“ts applications with a matching start term.
9 Divisions
1 Schools If you identify one or more start terms and use §
T Dep Types Incl/Excl of the other selection options on the ACAP scre
f Additional Selection then Colleague selects those applications with &

Criteria with selections | matching start term that meet the other selectiol
from the APPLICATIONS| criteria identified.
file

Step 41 Update the ACAP screen
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Generating an Applicant Profile
Responsibility: University

The applicant profile report provides detailed informatbout an applicant, including
their

admissions representative ahdRS
applicant rating

EPScode

institutions attended information
recruitment purpose information
educational and caregoals
summary application information
contact history

test scores

=4 =4 =8 -8 _9_9_9_4°_2

Step 11 Access the Prospect/Applicant ProfileRAPP) screen to run the applicant
profile report.
o From this screen you select the specific applicants, or types of applicants,
for whom you want to run the profile.

Step 2i Define the format of the report is to be printed by entering the following:
1 Name/Address Hierarchy
1 Summary Format
M Print SSN
1 Print All Applications
o If you enter "Y", Colleague prints profiles for all of thpplications in the
database, unless a saved list is specified.

Step 3i Define the Applicants/Applications you want included in the report by
entering one or more of the following:

1 Saved List Name (APPLICANTS)..

1 Saved List Name (APPLICATIONS)

0 You can usea saved list ofDs from either théPPLICANTSor the
APPLICATIONSfile as the basis for selecting the applicants you want a
report for, or you can use any combination of the options provided on the
PAPPscreen to make your selection.

A When you use a saved list and identify specific selection options
on thePAPPscreen, Colleague generates the applicant profile for
all applicants in the saved list who also meet the criteria you
define. For example, if you enter the name of a savedflat o
applicants with a specific anticipated start term, you could choose
to only print the profile for those who are also undergraduate

1 Other selection criteria includes:

0 Prospect Ratings
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A If you enter "Yes" in the Print Prospects field, you can select th
prospects to be printed by entering a number for the beginning
range of prospect ratings. Colleague selects only those prospects
with a prospect rating greater than or equal to the number you enter
here.

Note: Prospect ratings criteria entered here applies only when
selecting prospects for which to print prospect profiles; it is not used in
selecting applicants.

o Appl Ratings

A If you enter "Yes" irthe Print Applicants field, you can choose the
applicants to be printed by entering a number for the beginning
range of applicant ratings. Colleague selects only those applicants
with an applicant rating greater than or equal to the number you
enter here.

o Zip Codes

A You can select the prospects or applicants for which to print
profiles by entering a range of zip codes. Enter the beginning zip
code here. Colleague selects only those prospects or applicants
with a zip code greater than or equal to thenber you enter.

A If you leave this field blank, and enter a value in the End Zip Code
field, Colleague selects all prospects or applicants with a zip code
less than the end zip code you enter.

A You do not need to esrt the entire zip code; partial codes can be
entered. For example, you can enter "22" in the Begin Zip Code
field and "25" in the End Zip Code field. Colleague selects all
prospects or applicants with a zip code between 22000 and 24999.

o Admissions Rep ) ) L

o Admit Institution If you identify one or more admit institutions, eta
o Start Terms and do not use any of the other selection option
o Academic Levels on the PAPP screen, then Colleague selects on
o Locations those prospects or applicants with a matching

o Prospect/Applicants admit institution.

o0 Additional Selection

Criteria If you identify one or more admit institutions, etg
and use any of the other selection options on th
PAPP screen, then Colleague selects those
prospects or applicants withmatching admit
institution that meet the other selection criteria
identified.

Step 4i Define if Prospects or Applicants are to print by entering the following:
91 Print Prospects.
i Prospect Statuses.
9 Print Cur Stu Only
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o Entering Y will only select those that are MTS
1 Print Applicants
1 Application Statuses

Step 5i Update the PAPP screen
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Generating an Application Status Summary Report
Responsibility: University

Use the application status summary report to analyze your applicants by application
status.

With this report you determine the applications that Colleague selects for the summary
(through the selgions you make on the Application Status SummABSS screen), the
order in which Colleague sorts the selected applications, and the way that you group
together your application status codes for the report.

Step 1i Access the Application Status Summg (APSS) screen

Step 2i Define the following fields
1 Saved List Name
0 You can use a saved list of IDs from the APPLICATIONS file to select
the applications Colleague includes, or you can use a saved list as a basis
for selecting the applicaths and narrow the selection using the other
fields on the APSS screen.

If you enter a saved list name, Colleague selects all g
the applications in that list and, if you do not choose
other selection criteria, includes the applications in tl

T Start Terms saved list.
i Academic Levels
T Academic Programs |t you enter a saved list name and you use the other
' Locations options on the APSS screen to select applications,
1 Additional Selection| Colleague includes all of the applications in the save
Criteria list which also meet the other selection criteria you
choose.

Step 31 Update the APSS screen
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Generating Application Counts
Responsibility: University

Use the Application Count®\PCT) screen to generatkis listing.

You can obtain a count of applications, accepted applications, and enrolled applications
for any group of applications you select.

Step 1i Access the Application Counts (APCT screen

Step 2i Define if you want separate couts to print by entering Y/N to the following
By Gender

By Country

By State

By County

By Admit Inst

By Inst Type

By Admissions Rep

= =42 =4 -8 _-48_-9_-°

Step 3i Define what you want the report sorted by entering Y/N to the following
1 Break by Admit Status
1 Break by Academi®rogram

Step 4i Define who should be included in this report by entering one or more of the
following
1 Saved List Name
0 You can use a saved list of IDs from the APPLICATIONS file to select
the applications Colleague includes, or you can use a saveddibiaass
for selecting the applications and narrow the selection using the other
fields on the APCT screen.

If you enter a saved list name, Colleague selects
of the applications in that list and, if you do not

ﬂ ig;rctjgriz?ievels choc_se any o_ther selectiop criteria, includes the
1 Academic Programs applications in the saved list.
T Admit Statuses If you enter a saved list name and you use the otf
T Application Statuses qntions on the APCT screen to select applications
1 Additional Selection| cgleague includes all of the applications in the
Criteria saved list which also meet the other selection crits
you choose.

Step 51 Update the APCT screen
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Generating Application Lists
Responsibility: University

Use the Application ListAPLS) screen to initiate this report.

The application list report provides a list of applicants who lagypdied to selected
academic programs.

Step 1i Access the Application List (APLS screen

Step 2i Define the Sort order by entering the following
1 Sort by Inst Hierarchy
1 Sort by Location
1 Sort by Rating
1 PrintID or SSN

Step 3i Define theapplications to be included in the report by entering the
following
1 Saved List Name
0 You can use a saved list of IDs from the APPLICATIONS file to select
the applications Colleague includes, or you can use a saved list as a basis
for selecting the applicatns and narrow the selection using the other
fields on the APLS screen.
1 Application Rating
0 You can select applications to include on this list by entering a minimum
application rating or by entering a range of ratings. 1B minimum
rating here. Colleague selects only those applications with an application
rating above or equal to the number that you enter.

If you enter a saved list name, Colleague sele

3 é?anrlli_sé?:; Reps al of the applications in thatllist and, _if you do
L not choose any other selection criteria, include

T Application Statuses | o 4npjications in the saved list.

1 Academic Programs

T Schools If you enter a saved list name and you use thg

T Divisions other options on the APLS screen to select

i Departments applications, Colleague includes all of the

{ Locations applications in the saved list which also meet 1

1 Additional Selection | other selection criteria you choose.

Criteria

Step 41 Update the APLS screen
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Appendix
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