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Colleague System Instructions 
Responsibility: University 

 

Colleague Access 

 

Accessing Colleague from Windows 

¶ Select the START button on the taskbar. 

¶ Select PROGRAMS from the start menu. 

¶ Select DATATEL from the PROGRAMS options. 

¶ Select UI Desktop  from the DATATEL  options. 

or 

¶ Select the desktop Datatel icon.   

 

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

as shown below. 

 0 
Logging On/Off & Changing Password 

¶ Enter your Colleague ID in lower case letters at the login prompt and press enter.    

¶ Enter the password at the password prompt.  See the Rules for Password section 

of the document for changing passwords. 

 

If either the login ID or 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 email to your university system administrator. 

 

Select Coll18_Live for the Production Account or Coll18_Test for the Test 

Account. 
 

Click on OK. 
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Change Password 

¶ Select the START button on the taskbar. 

¶ Select PROGRAMS from the start menu. 

¶ Select DATATEL from the PROGRAMS options. 

¶ Select DATATEL Terminal  from the COMMUNICATIONS  options. 

or 

¶ Select the desktop Datatel 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 selection[1-10]: 2                                                    

 

          Changing password for "userid"                                                 

          userid's Old password:                                                         

          userid's New password:                                                         

          Enter the new password again:      

 

¶ Enter useridôs old password 

¶ Enter useridôs new password 

¶ Re-enter useridôs new password 

 

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

 

a) The password must 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 password only recognizes the first eight characters, but a password can 

contain 256 characters. 

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

\  ó  ò  ) 

g) The password is case sensitive. 

 

Password Change Requirements 

 

a) Users will be required to change password every 20 weeks.  After the 18
th
 

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. Total time 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 email to your university system 

administrator.   
c) When a user is requested to change password upon login to Colleague, 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 

the user gets locked out, send an email to your 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 disconnected ï but not locked out. 

e) Passwords cannot be reused immediately. There is a 26-week 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 with the ñPRESS 

ENTER TO CONTINUEò message at the bottom.  A small óloadingô message will flash 

on the screen before you get the óDatatel ï Colleagueô screen.   
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Options on the very top row: 

 

 
 
To start a new session, click on File, then New Session, then Current Account to stay in the 

same account (Live or Test) or New Account to open a session in the opposite account. 

 

To change the application, click on Apps, check the application wanted:  ST is the student 

application and most users will not need to use another application. 

 

If you use a few screens often and want them on a separate list, click on Favorites, then Add to 

Favorites, then type in the mnemonic of the screen and click OK.   

 

To change the font or colors on your screens/reports, click on Options, then Font 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 on Options, then Show UI Console.  A 

Datatel UI Console window will appear on the screen.  Enter the menu name on the Datatel-

Colleague main screen.  Answers to the prompts can be entered on Datatel ï Colleague main 

screen or in the Send to Host box at the bottom of the Show UI Console window.   To view 

output on the screen, use the scroll up or down buttons at the right on the Show UI Console 

window. 

 

 

 

 

 

 

 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  12 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Options on the Second Row: 

 

 

 
If you know the name of the screen you want to access, type in the mnemonic in the Quick 

Access box and click Go. 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, click on the Single Disk (or 

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

you have detailed to another screen, click on the Single 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 update all the fields that you have changed on all the screens and return to the 

menu, click on the Multiple 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 screen, click on the Red 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, click on the Red Diagonal with a Multiple Cross Diagonals.  Warning :  If you click 

the Red multiple Cross Diagonals, none of the changes you made on any screen you detailed from 

will be saved. 

 

Wastebasket  (Shift-F10) is for deleting entire records.  Clicking on the Menu when 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 the Blue Cirle with a ? (F1) inside. 

 

Menu 

 

 

 
To expand the menu on the left side of the screen to see submenu(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 have added to Favorites (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 corner.  To 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 taken to an editor.  To return to the 

Comment screen, enter ófiô 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 update it unless you 

cancel (clicking on the single red X box in the 2
nd

 top row or pressing F2) or finish out (clicking 

on single black X box in the 2
nd

 top row or pressing F9) of the screens that you detailed to. 

 

Fields with a box at the right with a óVô have Validation Codes associated with the field.  To see a 

list of valid codes, click on the box.   To select a value, click on the item in the list. 

 

If you enter 3 dots (é) in a field that has table values associated, the table will be displayed.  To 

select a value, 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 rectangles 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 by clicking the single óless than (<)ô or ógreater than (>)ô symbol;  to 

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  press Ctrl V.  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,  click on Edit , then click on Date/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 rightmost Printer is used to print to a printer 

that has been defined to Colleague.   

 

Function keys 
 

F1 ­ Field Help provides on-line short help specific to the field in which the cursor is positioned. 

 

F1 Enter ­ Field Help provides a longer on-line, detailed help messages specific to the field in 

which the cursor is positioned 

 

Shift F1 ­ Process HELP gives 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 there is box 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 and returns to the 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 

Õ To display the last person, term, section, etc.. displayed use @ on the command line. 

Õ To display a list of table values when the cursor is on the command line type ñéò. 

Õ 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 searches 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 
§ To begin a record search, first use the social security number if available.  Check the name 

and birth date to confirm a match of the record for which you are searching. 

 

Student Colleague ID Search 
§  Colleague ID, a 7 digit unique ID assigned by Colleague, can also be used for a person 

search.  Again, check the name and birth date to confirm a 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: ñFirst Nameò (space) ñLast Nameò; ñLast   Nameò, 

ñFirst Nameò; or ñLast Nameò only.  It is also permissible to use only part of the  first or last name 

for a broader name search.  ** You must use a minimum of three characters when doing a partial 

name search. 

 

When searching for a name with spaces, use the underscore key ñ_ò to identify the position(s) in 

the name where the spaces are located.  Example:  Terrance Van Den Hemmel would be searched 

for by entering ñTerrence Van_Den_Hemmelò or ñVan_Den_Hemmel, Terranceò. 

 

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

the name search.  Example: Bruce OôNeil would be searched for by entering ñBruce OôNeilò or 

ñOôNeil, Bruceò, Marge Wilson-Hart would be searched for by entering ñMarge Wilson-Hartò or 

ñWilson-Hart, Margeò.  The name search will also find Marge by using either part of her 

hyphenated last name.  Example:  ñWilson, Margeò or ñHart, Margeò. 

 

            Phonetic 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 last name by ñthe way it soundsò.  At the lookup 

prompt, type in ñ/ò before typing in the phonetic spelling of the last name.  This does a broad 

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

 

The name search will search records based on the ñName LFMò and ñOther LFMò fields.  The 

name search will not search records based on the ñPref Nameò or ñMail Nameò fields.  All 

possible record matches are displayed on the ñperson resolutionò screen by preferred name. 

 

When a list of possible records is found on the ñperson resolutionò screen, check the social 

security 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 number (i.e: 101) 

    00 is the section number  with the university identifier(i.e.:x 01) 

   Example:   BIOL-101-D01 

If the section number is not provided, a resolution screen will be displayed for the 

selection of the correct section. 

Term Search  
    Enter YYYYTT (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 
o At the resolution screen, enter S to select sections by Topic Code (or another value on the 

section)  
o At the SSELECT COURSE.SECTIONS BY @ID: prompt, enter the selection criteria  



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  16 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Á  For example, WITH SEC.TOPIC.CODE EQ 'USDSU' will bring back the 

sections only offered at SDPURC 
 

Restricted lookup for open sections 
Search for open sections by entering S at the section resolution screen from RGN, then type 

WITH SEC.AVAIL.STATUS EQ óOpenô and return. 
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Record Search Overview 
Responsibility: University 

 

LookUp Selection Options           
                                                                     

The LookUp Processor gives you full query-language selection capabilities along with 

full data field and record security. Many of the selection options available with LookUp 

are similar to 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 access                                

   * [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 indexed field, to display a resolution screen showing all the values 

indexed for this dictname.  For 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 the schools in your institution associated 

with the math department.      

 * [;]dictname operand datavalue to select all IDs whose value of  dictname matches the 

operand and datavalue(s). A datavalue may be any  string containing 

alphanumeric characters or ellipsis (...). For  example, 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 of records created 

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 for ENGL-1234, once 

saved, you can change the credits, academic level, title, CIP codes, etc., but you can't 

change the name to ENGL-2345. Similarly, if you create a person record for Bob Smith 

and save the record you can later change his address, phone number, birth date 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 since you are relying 

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 incorrect information 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 read scribbled handwriting on a 

form. Regardless of how inaccurate data got into the system, front-end staff must 

carefully check for those eventualities before adding new records.   

 

The following step-by-step process is for looking up records as well as an explanation of 

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 spelling 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 duplicates.  

 

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 number. Since 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 lookup you will find occurrences that donôt match the spelling 

but sound like the name you are searching for.  To look a name up using Soundex, at 

the Person 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 
nickname, that personôs name may not be found unless the other name has 
been entered on NAE as an ñOther Nameò or a nickname has been entered 
on the BIO (Biographic Information) screen.  It is really a judgment call when 
entering a personôs name and deciding whether or not that name is the 
personôs legal or other name.  However, the Human Resources/Payroll office 
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 the first initial of ñJò would have 
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 lookup would be to type the last name ñSternò only. 

 
2) The ñPreferred Nameò field is a default from the entry in the ñLastò, 
ñFirstò, ñMiddleò field at the top of the NAE screen.  If one name only is 
entered in the ñPreferred Nameò field then LookUp for that person 
would be the first name only.  For example:  Rachel Briggs goes by 
ñSammyò Briggs.  Sammy only is entered in the ñPreferred Nameò 
field.  A data entry person goes to look up Sammy Briggs and that 
name is not found. 
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 RECOMMENDATION:  Leave the ñPreferred Nameò as it appears 
after entry in the Last, First, Middle fields and enter the other name in 
the ñNicknameò field on the Biographic Information (BIO) screen.  This 
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 person records, it is important to follow consistent steps when searching 

before adding records. Following is a step-by-step process for looking up records: 

 

1. Enter a partial lookup - Once again this option will bring back additional records 

that will require you to 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 subject name ie., ENGL). 

 

2. Use (é) as a wild card lookup ï Looking for a group of records that fit a specific 

criteria can be done by using é  For example, looking up a GL number with the 

numbers ñ1150ò in the middle you can type é1150é at the lookup prompt.  Only 

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 the lookup.  For example, in searching for 

positions that end in ADJ you would type éADJ or searching for all departments that 

begin like EN you would type ENé 

 

Individual and Corporation Record Relationship 

 
**CAUTION**  

 

In Colleague, the system maintains a unique 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 earmarked 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. 

If you save out the screen, the record will be moved to the other ódomainô.  In other 

words, an organization record could be converted to a PERSON record or a PERSON 

record could be converted to a CORP.FOUNDS record.  

 

If you have update access to the screen and receive a óWarning! This record will be 

marked as a person if updatedô message, you must: 

¶ Click OK to release the warning message. 
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¶ Cancel out of the screen without making any changes by clicking on the single 

or triple X, clicking on File and Cancel or using Shift -> F8 and hit Enter. 

¶ 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. 
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Flagging records on a resolution screen 
For ease in data entry, Colleague allows you to flag either all records on a 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 all records 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 
¶ At the person lookup prompt, enter @SELECT 

¶ The Primary Selection Criteria (PSC) screen is displayed 
o Enter the savelist list name 

¶ Update to process the records 
o Enter @@ or $ at the LookUp prompt to retrieve/view the first 

selected record, etc 

¶ To deactivate your list, enter @SELECT at the LookUp prompt 
o 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: 

 

Step 1 - Read ñUnderstanding Admissions Parametersò at www.datatel.com. 

 

Step 2 - Use the Admissions Parameters (ADPA) screen to define your parameters. 

¶ Snapshot Prospect: Set 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 Desired Flag: Set toYes 

¶ Catalog: Changes every year;  

o 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: Set to T 

¶ Stu Create Rules:   
o Common Rule named CACMTSCR 

Á References the value óMTSô in the priority field on APPN for an 
immediate student creation.  

Á Refer to ñCreating a STUDENTS Record for an Individual 
Applicantò and ñCreating a STUDENTS Record for a Group of 

Applicantsò procedures for more information about creating 

STUDENTS records. 

¶ Create Stu Imdtly: Set to Yes  

o Never have this Yes and Stu Create Rules blank 

¶ Copy Admit Status: Set to Yes 

¶ Copy Special Services: Set to No 

¶ Application Status: Set to MTS 

¶ Dflt Move-to-Stu Comm Cd: blank 

¶ Move-to-Stu Application Select Rules: Common rule named CACMTSCR 

¶ Move-to-Stu Application Select Status: Set to MTS 

¶ Common Application Parameters: 

o Mail Address Type: Set to HOM 

o Mail Phone Type: Set to HOM 

o Main Phone Type: Set to HOM 

o Address Change Source: Set to New 

o Application Status: Set to APP 

o Alien Status: Set to Y 

 

Revised 

5/10/04 
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Step 3 ï Update the ADPA screen 
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Defining Admissions Representative/AARS Rules 
Responsibility: University 

 

Complete the following procedure to define your admission representative/AARS rules. 

 

Step 1 - Enter each admissions representative as a staff member using the 

Staff/Volunteer Maintenance (XSVM) screen. 

¶ See Defining Staff and Volunteers. 

 

Step 2 - Enter each Alumni Area Representative (AARS) as an individual in 

Colleague using the Name and Address Entry (NAE) screen. 

¶ See Adding a Person. 

 

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 

one of the subsidiary files associated with these. See ñUnderstanding the Rules 

Processorò for more information about primary views.  

 

Step 5 - Go to the Admissions Rep/AARS 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. 

¶ The cursor moves to the Rules field. 

¶ If you want Colleague to assign representatives to an applicant and to that 

applicantôs individual applications, enter N. 

 

Step 7 - Enter the name of the representative assignment rule. 

¶ Naming convention is university ID or (C)ommon -> module -> name. 

¶ If the rule does not exist the ñThe Record not found--Enter (A)dd or RETURN to 

Reenterò prompt is displayed.   

o Enter A to add a new rule on Rule Definition (RLDE) screen. 

o Refer to ñUnderstanding the Rules Processorò for information about the 
Rules Definition screen. 

o Ensure that the rule access university-specific information such as 

program or location so that admissions representatives are assigned to only 

your prospects/applicants 

o Update from the RLDE screen to return to the Admissions Representative 

field on the ARAR screen. 

¶ 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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¶ The cursor moves to the AARS field. 

 

Step 9 - Enter the name or ID of the AARS Colleague will assign when this rule is 

true. 

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

 

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

representative assignment rule. 

 

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 want to associate with specific rules. 

¶ See Using Recruitment/Admissions Management and Using Communications 

Management for information about defining codes and documents in the 

Communications Management module. 

 

Step 2 - Define any necessary communications tracks 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 

one of the subsidiary files associated with these. See ñUnderstanding the Rules 

Processorò for more information about primary views. 

 

Note: Some data elements selected may require that a subroutine exist to provide the 

desired results.  For, example, you may want to only 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 assignment-tracking rule.  

¶ Naming convention is university ID or (C)ommon -> module -> name. 

¶ If the rule does not exist the ñThe Record not found--Enter (A)dd or RETURN to 

Reenterò prompt is displayed.   

o Enter A to add a new rule on Rule Definition (RLDE) screen. 

o Refer to ñUnderstanding the Rules Processorò for information about the 
Rules Definition screen. 

o Ensure that the rule access university-specific information such as 

program or location so that tracking information is assigned to only your 

prospects/applicants. 

o Update from the RLDE screen to return to the Comm Code field on the 

ATRK screen. 

¶ If the rule displays on the ATRK screen, the cursor moves to the Comm Code  

field. 

 

Step 8 - Enter the communications code you want Colleague to update when the 

corresponding rule is true. 

¶ The cursor moves to the Status field. 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  30 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

 

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 each admissions 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 these. See ñUnderstanding the Rules 

Processorò for more information about primary views. 

 

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 application-rating rule.  

¶ Naming convention is university ID or (C)ommon -> module -> name. 

¶ If the rule does not exist the ñThe Record not found--Enter (A)dd or RETURN to 

Reenterò prompt is displayed.   

o Enter A to add a new rule on Rule Definition (RLDE) screen. 

o Refer to ñUnderstanding the Rules Processorò for information about the 

Rules Definition screen. 

o Ensure that the rule access university-specific information such as 

program or location so that tracking information is assigned to only your 

prospects/applicants. 

o Update from the RLDE screen to return to the Comm Code field on the 

ATRK screen. 

¶ 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 application-rating 

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. 

 

Use the Admissions FTP Parameters (AIFS) screen to define FTP parameters. 

 

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

parameters. 

 

Step 1 ï Access the Admissions FTP Parameters (AIFS) screen 

 

Step 2 ï Define the following fields 

Login 

¶ Enter your login ID to access the FTP server   

Password 

¶ Enter the password needed to access the FTP server 

Source IP Address 

¶ Enter the IP address or host name of the FTP server. 

Source Directory 

¶ Enter the full path of the directory that contains the data files. 

Destination Directory 

¶ Enter the full path where you want to store the imported information 

Decryption Subroutine 

¶ Enter the name of the decryption subroutine. 

Ack E-Mail Address., Subject & Message 

¶ Enter the E-mail address, subject and message for the acknowledgement of the 

batch 

 

Step 3 ï 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 associated with these. See ñUnderstanding the Rules 

Processorò for more information about primary views. 

 

Step 3 - Map out your rules using the Rule Processor syntax.  

 

Step 4 - Go to the Prospect Rating Rules (PRAT) screen. 

 

Step 5 - Enter the name of a prospect-rating rule.  

¶ Naming convention is university ID or (C)ommon -> module -> name. 

¶ If the rule does not exist the ñThe Record not found--Enter (A)dd or RETURN to 

Reenterò prompt is displayed.   

o Enter A to add a new rule on Rule Definition (RLDE) screen. 

o Refer to ñUnderstanding the Rules Processorò for information about the 

Rules Definition screen. 

o Ensure that the rule access university-specific information such as 

program or location so that tracking information is assigned to only your 

prospects/applicants. 

o Update from the RLDE screen to return to the Points field on the PRAT 

screen. 

¶ 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 5, for each prospect-rating 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: If you enter ñYò in the Use Rules field on the Student Record Creation (SRCR) 

screen , Colleague evaluates the students creation rules identified on the Admissions 

Parameters (ADPA) screen to create the STUDENTS records 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 these. See ñUnderstanding the Rules 

Processorò for more information about primary views.  

 

Step 3 - Map out your rules using the Rule Processor syntax.  

 

Step 4 - Go to the Admissions Parameters (ADPA) screen. 
 

Step 5 - Go to the Student Creation Rules field. 

¶ The Rules LookUp prompt is displayed 

 

Step 6 - Enter the name of the student creation rule. 

¶ Naming convention is university ID or (C)ommon -> module -> name. 

¶ If the rule does not exist the ñThe Record not found--Enter (A)dd or RETURN to 

Reenterò prompt is displayed.   

o Enter A to add a new rule on the Rule Definition (RLDE) screen. 

o Refer to ñUnderstanding the Rules Processorò for information about the 
Rules Definition screen. 

¶ Update from the RLDE screen.  The ADPA screen redisplays with the cursor at 

the Rules LookUp prompt. 

 

Step 7 - 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.  

¶ See ñCreate Student Record Immediatelyò . 

 

Step 10 - Save the admissions parameters.  

¶ 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 track 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 CAN but when entered, the system automatically 

populates todayôs data as the application date because of the AP special processing 

code.   We needed to clean up a lot of records as we did not notice this right away.   The 

WDR status is not appropriate really in this situation  as 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 application date. 

 

Approved CIQ code set up:   

 

Description: Cancel Inquiry 

Processing Code: Withdrawn 

Column Number: 5 
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Prospects & Applicants 
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Adding Prospect Information 
Responsibility: University 

 

NOTE: Refer to the ñAdmissions University Privacy Codesò section for details on 

activating the admissions university privacy process for prospects and applicants 

before proceeding. 

 

Enter Prospect Information 

 

Step 1 ï Access the Prospect Summary (PRSP) screen 

¶ 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. 

o If there is a person with that SSN or Colleague ID, the personôs record 
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 

Á 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 it is the right person. 

o If a record 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. (ex: POM; 

XH.PERS.HOME.PHONE ó605-225-0001ô).  If the last name is not 

legible, alternate versions of the first 3 characters may need to be used.   

Note some phone numbers are stored with *ôs instead of 0ôs. 

 

Identifying Duplicate Records 

¶ How do you know if you have a duplicate record? 

o Compare the SSN 

Á Is it the same? 

Á Is it close?  Have the numbers been transposed? 

o Compare the Last, First, Middle name 

Á Is it the same? 

Á Is it close?  What is the nickname?  What are the other names? 

o Compare the birth date 

Á Is it the same? 

Á Is it close?  Have the numbers been transposed? 

o Compare the address, including the e-mail address 

Á Is it the same? 

o Compare the phone number 

Á Is it the same? 

o Compare the high school graduation date 

Á Is it the same? 

o Compare the academic history 

Revised 

2/16/07 
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Á Is it the same? 

¶ If one or more of the above are the same ï STOP 

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 

o The universities will continue with Step 2 in the Duplicate Record 

Cleanup Procedures 

 

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

system: 

o Type óAô at the prompt to add a new prospect.  This will display the NAE 

screen.  Continue with the ñVerify/Enter Prospect Informationò section 

below.     

 

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

university:  

o Detail on Demographics, select NAE and continue with the ñVerify/Enter 
Prospect Informationò section below.     

 

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

for your university:   

o The prompt ñPerson has no program for this university.  Add program?ò 
will display.   

Á Respond ñYò to this prompt if you wish to add a program.   

Á Respond ñNò if you do not.  You will not be allowed access to add 

a program and the message ñConflicting university privacy codes.  

Access to this person deniedò will display.  Press enter to return to 

the menu. 

o Enter óAô to add an academic program    

o Program Lookup ï use your university identifier and óéô (Bé, Dé) to 

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 university. 

Á For initial applications (1
st
 application for each university) received 

for the same student, for the same university, for the same term, 

there is a limit of two recorded. 

Á 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,  

¶ 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. 

¶ If MTS and the term has begun, no new applications should 

be processed for that term. 

o Dept ï Defaults depending upon the academic program chosen 

o Location ïDefaults in from the academic program chosen.  
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o Prospect Status/Date ï Defaults from the PRSP screen. 

o Application Status ï Defaults to NAP ï Not applied.  Unless the prospect 

is submitting an admissions application at the same time as prospect 

information, this field should remain NAP. 

o Admit Status ï Enter one of the following statuses:  óFô for first time 

freshman, óTô for transfer, óTSô for a transfer from another Regental 

university, óRô for a reentry student, óHô for a high school student, and óSô 

for a special student.   

o Start Term ï The term that the student is scheduled to begin classes.  

Seniors graduating in 2003, for example, will have a start term of 

ó2003FAô; juniors will be ó2004FAô.    The start term must be entered.  To 

determine the start date if it is not specifically stated, use either the birth 

date or high school information provided.   

 

o Update the PRSP screen.  This will activate the admissions university 

privacy codes for this prospect. 

 

o Access the PRSP screen for the same prospect/applicant. Detail on 

Demographics, select NAE and continue with ñAdding Prospect 

Informationò procedures.   

 

Enter Name & Address Information 

 

Step 2 ï Verify the Prefix on NAE 

¶ Leave the prefix blank. 

o Unless the individual has made a specific request, this field should be left 

blank. 

o Example include: MR, MS, DR, FR, SR, REV BROTHER. 

 

Step 3 ï Verify/Enter the prospect name. 

¶ In the order of Last Name, First Name and Middle Name if the student has 

provided the information.  

o Add nicknames in the Nickname field on BIO which you can access from 

NAE by detailing on the 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.   

¶ Using an equal sign guarantees the name will save exactly as you 

typed it. 

¶ This will overwrite Colleagueôs capitalization rules. 

 

Step 4 ï Enter/Verify any suffixes 

¶ Enter only if the student lists a suffix at the end of their name  

o Ex. Jr, Sr, III.   
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¶ Otherwise leave this field blank.   

 

Step 5 ï Enter/Verify the address  

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

ADR screen. 

 

Note:  Former addresses are to be retained. 

 

¶ When entering the permanent home (HOM) address 

o When entering an address on the NAE screen, the address type defaults to 

HOM. 

o Use no more than 2 lines for the address.  

o If the address has a PO Box and a street address, enter the PO Box 

only on the 1
st
 line.  The street address is entered as a FAM address 

type ï see Step 6. 

o Do not use punctuation when entering the address. 

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

o Enter the Zip code in the City element and city and state will 

automatically be filled. Check the city/state/zip information thatôs 

returned for validity.                

o 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 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 

and address flags to óYesô. 

 

¶ 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. 

o 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).  

o See the Associating Address Type Codes to Addresses procedure in 

CORE for a definition and usage of address types 

o See Adding/Changing an Address in Core. 

 

¶ If the Next of Kin address is different from the Permanent Address, enter the Next 

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 indicate ñYò as Preferred.   

o 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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¶ When an address is 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 (APP), use 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 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 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 following 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 Canada, the 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 

¶ Name of student entered on NAE 

 

LINE 2: STREET ADDRESS OR POST OFFICE BOX NUMBER 

¶ Enter on the Address field line 1 on ADR 

¶ Do not enter the street address and box number on the same line.  

o SEVIS requires a physical address, not a box number  
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      LINE 3:  CITY OR TOWN NAME, OTHER PRINCIPAL SUBDIVISION 

                (i.e., PROVIDENCE, STATE, COUNTY, etc). 

¶ Enter the city name in City  and the state code in State on ADR. 

¶ For countries besides Canada and Mexico, enter the province/state (if any) 

with the City and leave State blank.   

 

      LINE 4:    COUNTRY NAME (UPPERCASE LETTERS IN ENGLISH) 

¶ Enter the country code in the Country field on ADR. 

 

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

 

Step 6 ï Enter/Verify the  Residence County and State Code 
 

Use the ñlegal addressò (permanent address) at the time of application as the 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 on DADD (#9 & #10) are the same 

fields.  

 

Entry of residency information at the time of initial application: 

¶ Enter the residence state code using the permanent address as the source. 

¶ Enter the residence county only if the applicant is a SD resident using the 

permanent address as the source. 

¶ These fields are used to retain the original residency information for a student.     

¶ The residency status on the application (APPN) should match the residence state 

i.e.   óRô Resident if SD and óNô if other than a SD resident.   

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 of residence information for subsequent applications: 

¶ 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 SD resident using the 

permanent address as the source. 

¶ 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 DADD.  If the student 

is becoming a SD resident, the county field will need to be updated with the SD 

county. 

¶ 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 the origin county unless this student is becoming a 

resident and there was not a SD county listed. 

¶ 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 residence - Use 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  

which a student has a driverôs license or is registered to vote. It is  

not necessarily the state in which the studentôs high school is located.  

 

Note: Military personnel should be classified as residents or non-residents according to 

their ñhomeò state of record.   If South Dakota is claimed as their ñhomeò state of record, 

they should be classified as residents. 

 

If an individual moves to South Dakota with their spouse, who has been recruited, 

transferred or employed full-time in SD prior to the enrollment of the spouse, the spouse 

should be classified as a resident.   

 

If you have a non-resident student marry a non-student SD resident, the student would be 

classified as a resident.  If the non-resident 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 7 ï If this is an international student, enter the country    

 

NOTE:  If the applicant is a resident alien, enter ñUSò only after a photocopy of the valid 

Resident Alien Card is received.  Enter non-resident until the valid Resident Alien Card 

is received. 

 

NOTE: If the applicant checks ñotherò for citizenship, the application and any other 

documentation received will be forwarded to the appropriate campusô international 

student advising office. 

 

Step 8 ï Enter/Verify the  Phone Number, Extension and type 

¶ Enter the phone number including area code.   

¶ Do not use any dashes or parenthesis,  

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

the admissions office.   

o Phone numbers of hearing impaired persons may be stored with *ôs and/or 
with ótextô at the end so as to signify this person cannot receive a phone 

call placed in the usual manner and alternate means of communication will 

be needed.  The 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 óHô for Home; óLô for Local;  óFô for a foreign; óBò for business; 

¶ International phone numbers can be entered here and do not need to follow US 

and Canadian formatting of phone numbers. 
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Step 9 ï Origin  and date of contact  

¶ The origin/date field on NAE 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 allow them to be secured by 

university through the use of office codes.   Enter xACOR and é, where 

óxô is the identifier for your university to see a list of codes for your 

university.  

Á ESC will enter 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 To enter 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. 

¶ Use the origin field for the studentôs most recent resident state of origin 
(originally stored in the driverôs license field on DADD). 

o Enter the studentôs most recent state of origin if only if it is different than 
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 10 ï Enter/Verify the Social Security Number 

¶ Enter the social security number if it is available.   

¶ You do not need to add any dashes as Colleague will automatically add the dashes 

for you. 

¶ If the SSN on the application differs from the SSN in Colleague, do not update at 

this time.  A letter will be sent requesting a photocopy of the applicantôs SSN 

Card. 

¶ 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. 

 

Step 11 ï Enter/Verify the  Birth Date  

¶ 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 as MM/DD/YYYY.  

¶ If prior to 1930, all four digits of the year must be typed 

 

Step 12 ï Enter/Verify the  Ethnic/Gender Codes 

This information must be entered to avoid errors in the extract. 

¶ Entering ethnic/race code(s)  

o Enter Ethnic(s) Code 

¶ Ethnics(s) may be entered but is not required. 

¶ Enter ethnicity HL for Hispanic/Latino 

¶ Enter ethnicity NHL for Non-Hispanic/Latino 
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¶ Access the drop-down box to see the list of valid values. 

o Enter Races(s) Code 

¶ Race may be entered but is not required 

¶ Enter as many races as apply. 

¶ Access the drop-down box to see the list of valid values. 

o Archived Ethnic 

¶ It is no longer necessary to record this information. 

o If ñdo not wish to respondò is marked 

¶ No ethnic code is entered 

¶ No race code is entered 

¶ Enter the gender code 

o Gender is an óFô for female and óMô for Male.   

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 13 ï Enter/Verif y the Mail Code 

¶ This field will be used only if the student does not want to be contacted by us for 

any reason.   

¶ If that is the case, type F1 twice to get a list of restrictions and choose the 

appropriate one.   

 

Step 14 ï Enter/Verify the E-Mail Add ress 

¶ Prospect email type and address 

Á An email address will be entered for every university the prospect is 

interested in. 

Á At least one email address should be entered using the university-specific 

email type.  

Á If used, the PRI e-mail address should be entered in the first line.  

Á Change the PRI and WEB address only after confirmation from the 

prospect. 

¶ Enter the applicantôs e-mail address type(s).  

Á The type of e-mail 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 óéô, Ex.  Bé 

Á xE will be used for the university specific (.edu) e-mail address 

Á xE2 will be used for a personal e-mail address  

Á 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 type specified on PID2 for the system. 

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

¶ Enter the email address(es)  

Á Use exact case and punctuation. 

Á When changing the PRI e-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 15 ï Enter/Verify a  Preferred Name 

¶ 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 be changed to 

reflect the name change. 

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

o An example of this would be if a personôs given name was Theodore 
James but they go by TJ. 

o In the example above, TJ should be entered in the Other LFM field 

Á 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 nicknames in the Nickname field on BIO, which you 

can access, from NAE by detailing on the Last Name field. 

 

Step 16 ï Enter/Verify a  Mail Name 

¶ Automatically defaults to the name originally entered into Colleague.   

¶ Only used if someone gives us a preferred mailing name. 

 

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

 

Step 18 ï General Prospect Status 

¶ 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. 

 

Step 19 ï Enter/Verify the prospectôs Acad Level 

¶ Enter UG for undergraduate  

 

Step 20 ï Enter/Verify if Housing is Desired 

¶ Colleague will default to óYô.  Change if No ñNò 

 

Step 21 ï Enter/Verify the Career Goals 

¶ Enter the career goal information, if provided.   

 

Step 22 ïInitial Contact   

¶ 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 allow them to be secured by 

university through the use of office codes.   Enter xACOR and é, where 

óxô is the identifier for your university to see a list of codes for your 

university.   

o To enter the origin on the Prospect Summary (PRSP) screen, access the 

Comm Code 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. 

¶ Use the origin field for the studentôs most recent resident state of origin 

(originally stored in the driverôs license field on DADD). 

o Enter the studentôs most recent state of origin if only if it is different than 
the initial origin which is coded in the state of residence field. 

 

Step 23 ï Initia l Contact Dt 

¶ See above 

 

Step 24 ï Enter the Communication Code 

¶ This communication code can be used to trigger correspondence or enter 

other tracking codes.   

¶ Use your institution identifier along with acé to get a list of all admission codes 
that could be used 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. 

¶ Once you have entered the code, enter an óRô in the next position of the field to 

mark the contact as received.   

¶ Colleague will default todayôs date.   

 

Step 25 ï Enter/verify the Acad Program  

¶ Colleague tracks the academic programs that the student is interested in studying.   

¶ Every student 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 for prospects 

for their university.  

¶ Enter óAô to add a program.   

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

o Program Lookup ï use your university identifier and óéô (Bé, Dé) to 

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 university.  

Á For initial applications (1
st
 application for each university) received 

for the same student, for the same university, for the same term, 

there is a limit of two recorded. 

Á 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,  

¶ 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. 

¶ If MTS and the term has begun, no new applications should 

be processed for that term. 

o  Dept ï Defaults depending upon the academic program chosen 

o Location ïDefaults in from the academic program chosen.  

o Prospect Status/Date ï Defaults from the ADPA screen. 
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o Application Status ï Defaults to NAP ï Not applied.  Unless the prospect 

is submitting an admissions application at the same time as prospect 

information, this field should remain NAP. 

o Admit Status ï Enter one of the following statuses:  óFô for first time 

freshman, óTô for transfer, óTSô for a transfer from another Regental 

university, óRô for a reentry student, óHô for a high school student, and óSô 

for a special student.   

o Start Term ï The term that the student is scheduled to begin classes.  

Seniors graduating in 2003, for example, will have a start term of 

ó2003FAô; juniors will be ó2004FAô.    The start term must be entered.  To 

determine the start date if it is not specifically stated, use either the birth 

date or high school information provided.   

¶ If there is a second academic program, follow the same procedures, otherwise 

press enter 

 

Step 26 ï Update the PRSP screen.  

¶ If the prospect is being added to the system for the first time, this update will 

create the program thereby activating the admissions university privacy code for 

the prospect/applicant.   

 

Step 27 ï Access the Prospect Summary (PRSP) screen again.    

 

Enter Biographic Information 

 

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

¶ Detail on the Demographics field to display a menu. 

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

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

¶ Enter the following information: 

Source: Enter a code defining the origin of the personôs record and 

the relationship of the person to the university.  For 

applicants, enter AP, otherwise press F1 for a list of values.   

Status:   Enter a status of óAô for Active. 

Marital Status : Enter the appropriate marital status of the applicant, if the  

information is available.   

Citizenship:  Enter the applicantôs citizenship. 

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

¶ Enter the country the applicant is a citizen of,  i.e. SD-

Sudan 

¶ Enter non-resident until the valid Resident Alien Card is 

received. 

¶ If the applicant checks ñotherò for citizenship, the 
application and any other documentation received will be 

forwarded to the appropriate campusô international student 

advising office. 
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Step 29ï Update the Biographic Information (BIO) Screen and return to the 

Prospect Summary (PRSP) Screen.  

 

Enter Institutions Attended 

 

Step 30 ï Enter/Verify the High School and Institutions Attended  

¶ Detail on the Demographics field to display a resolution screen. 

¶ Choose the Institutions Attended Summary (IASU) screen 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 an institution record via the HSA screen. 

 

¶ At the institution lookup prompt, enter the first name of the HS along with a óéô.   

o For instance, looking up Central High School in Aberdeen, one would enter 

óCentraléô to get a list of the schools matching the search.  If you type 

óAberdeen...ô you will get an Aberdeen High School located in Idaho.   

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;st SD] to retrieve records for any institution 

whose name contains ñlincolnò and is located in South Dakota.   

 

¶ Recording unique high schools attended 

o If the applicant received a GED, it will be recorded on the IASU screen as a 

high school attended titled ñGEDò.  

 

o If the applicant was Home Schooled, the high school institution attended 

would be Home School. 

 

o If the applicant attended a high school outside of the United States, use the 

institution code for ñNon-U.S. Schoolsò 

 

o If the applicant has a HS Not Recorded entry, and an official transcript is 

received, the HS Not Recorded entry should be deleted. 

 

¶ Enter the number from the resolution screen of the correct HS to display the HSA 

screen.   Enter the following: 

o Years Attended ï Enter the graduating 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 Dates ï Enter the same date for both the start and end dates.  

Use ó0531ô as the month and day.  For the year, enter the two-digit 

graduation year in which the prospect will graduate.  For a 2003 
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graduating senior, the start and end date would be ó053103ô.  For a junior 

enter ó053104ô.  This is very important as many of admissions tracks are 

triggered by graduation dates. 

o Comments ï 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. 

o Update the HSA screen  

¶ 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 32 ï Enter/Verify Test Scores 

¶ Detail on the Test field to the Test Summary (TSUM) screen to enter test scores. 

¶ At the Admissions Test Lookup prompt, enter óACT.COMPô.  This is the code for 
the composite ACT Score and the associated sub scores.  Use SAT.COMP to 

enter SAT scores. 

¶ Once you have entered this code you will be taken to the TEST screen.  Enter the 

following: 

o Date Taken ï Enter the date the test was taken.  Use ó01ô for the day 

(mm/01/yy) on all test and subtest entries.   

o Score/Pct ï Enter the composite test score.  Do not enter the percent 

portion of the field.   

o Subtests ï 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 field.  If one score is entered, all scores 

should be entered to alleviate errors with a possible subsequent tape load. 

o Status ï The system defaults in óACô upon exit from the screen.  

o Status Date ï The system defaults in to todayôs date upon exit.    

o Source ï  Enter óHSô when the score was obtained from the high school 

transcript. 

 

¶ 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 31 ï Enter/Verify Honors and Activities   

¶ Detail on the Honors/Activities field to the Applicants Honors/Activities (HACT) 

screen.   

¶ Enter the activities and interests the prospect has listed.   
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¶ Use a standard lookup óéô if the codes are not known  

 

¶ Update the HACT screen and return to PRSP. 

 

Step 32 ï Enter Prospect Comments 

¶ Detail on the Comments field to add prospect comments. 

¶ Insert a line so the latest comment is at the top 

¶ Date and time stamp first, then  

¶ Enter a comment  

 

Step 33 ï Update the PRSP screen 

 

Note: Upon exit from the PRSP screen, the rules on the Admissions Tracking Screen 

(ATRK) are evaluated which may result in the trigger of communications management 

actions.   
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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 record. Access to 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 ñAdmissions University Privacy Codesò section for details on 

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 university privacy 

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 period of hiatus of one term, a new APPN will need 

to be created for new UG degree seeking programs. I.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 semester.  If 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 be created.   

 

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 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 semesters (Fall or Spring). A former 

student shall be considered as a transfer student if he or she has attended a non-Regental 

university during the period of interruption of attendance. 

 

Step 1 ï Access the Prospect Summary (PRSP) screen. 

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

system, follow the ñAdding Prospect Informationò procedures.   

 

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

university but an additional program is needed, continue with the next step.   

 

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

for your university:   

Revised 

2/8/05 
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o The prompt ñPerson has no program for this university.  Add program?ò 
will display.   

Á Respond ñYò to this prompt if you wish to add a program.   

Á Respond ñNò if you do not.  You will not be allowed access to add 

a program and the message ñConflicting university privacy codes.  

Access to this person deniedò will display.  Press enter to return to 

the menu. 

 

Step 2 ï Verify Prospect Summary (PRSP) screen Information 

 

Step 3 ï Enter the Acad Program  

¶ Enter óAô to add a program.   

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

o Program Lookup ï use your university identifier and óéô (Bé, Dé) to 

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 university.   

Á For initial applications (1
st
 application for each university) received 

for the same student, for the same university, for the same term, 

there is a limit of two recorded. 

Á 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,  

¶ 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. 

¶ If MTS and the term has begun, no new applications should 

be processed for that term. 

o Dept ï Defaults depending upon the academic program chosen 

o Location ïDefaults in from the academic program chosen.  

o Prospect Status/Date ï Defaults from the PRSP screen. 

o Application Status ï Defaults to NAP ï Not applied.  Unless the prospect 

is submitting an admissions application at the same time as prospect 

information, this field should remain NAP. 

o Admit Status ï Enter one of the following statuses:  óFô for first time 

freshman, óTô for transfer, óTSô for a transfer from another Regental 

university, óRô for a reentry student, óHô for a high school student, and óSô 

for a special student.   

o Start Term ï The term that the student is scheduled to begin classes.  

Seniors graduating in 2003, for example, will have a start term of  

ó2003FAô; juniors will be ó2004FAô.  The start term must be entered.  To 

determine the start date if it is not specifically stated, use either the birth 

date or high school information provided.   

¶ If there is a second academic program, follow the same procedures, otherwise 

press enter. 
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Step 4 ï Update the PRSP screen. 

¶ This will save the program for your university. 

 

Step 5 ï Access the PRSP screen again. 
 

Step 6 ï Verify NAE information.  

¶ Detail on ñDemographicsò and select NAE. 

¶ Using the ñAdding a Prospectò procedures, verify the NAE information. 

¶ Enter any additional information needed for your university.  This might include 

specific communications codes for initial contact or email addresses. 

 

Step 7 ï Update the PRSP screen.  
 

Note: Upon exit from the PRSP screen, the rules on the Admissions Tracking Screen 

(ATRK) are evaluated which may result in the 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 office can complete the 

following steps: 

 

Step 1 - Load the SAT or ACT tape.  

¶ The initial contact information will no longer be used.   

¶ Initial Contact and Initial Contact Date fields, in the merged environment, will be 

entered and stored as smart-coded communication management codes.  This data 

will be secure by university through the use of office codes.  

¶ Follow university procedures for entering this information. 

¶ The following are examples of 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 

 

Step 2 - Enter prospect information.  

¶ Follow the ñProcedure for Adding Prospect Informationò. 

 

Step 3 - Assign a prospect rating. 

¶ Follow ñRating a Group of Admissions Applicationsò procedure.   

 

Step 4 - Assign each prospect an admissions officer.  

¶ Follow ñAssigning Admissions Representatives to an Individualò or ñAssigning 

Admissions Representatives to a Group of Individualsò procedures.  
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Purging Prospects and Applicants 
Responsibility: University 

Timeframe: June of every year; retaining 3 years of prospects 

 

Pending ï 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 should be performed on a ñquietò system.  Prospect purge will purge all 

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 admissions 

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 1 ï WebAdvisor Registry Cleanup/Admission Rep cleanup for Purged 

Prospects 

¶ Use the SAVEDLIST created during the audit purge 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 savedlist can be 

used to clean up the registry. 

¶ Accesses the DDRU screen to batch delete users from the WebAdvisor 

registry.  A record in the PERSON file must exist to use this process.   

¶ On the DRUS screen, complete the following fields: 

o Run Report in Update Mode:  Enter 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 to display only ñNot Foundò and 
ñUnable to Delete Listingsò records on the report.  Enter N to display 

successfully deleted records as well as ñNot Foundò and ñUnable to 

Delete Listingsò records on the report.   

o Saved List Name:  Enter name of saved list.   

o Additional Selection Criteria:  Enter Y to enter selection criteria on a 

separate screen, if needed.   

¶ To cleanup admissions reps ï  
: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              

Revised 
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LIST APPLICAT IONS BY APPL.ADMISSIONS.REP BREAK.ON APPL.ADMISSIONS.REP TOTAL EVAL 

 '1' DET.SUP  

 

Most are for NSU.  Send lists to NSU for cleanup.  NSU changes them all to Scott 

Allbee, then lets Suzanne know so she can delete them. 

 

Step 2 - Access the Prospect/Applicant Purge (PAPG) screen. 

 

Step 3 - Enter the purge and report options. 

 

Step 4 - Complete the following fields as needed. 

Fields on the PAPG Screen 

¶ The fields on the top portion of the PAPG screen allow you to set ñprocessing 
optionsò that define how Colleague qualifies and processes the records that are 

selected by the criteria you enter in the bottom portion of the screen.  

o You can tell Colleague to omit certain records from the purge process, you 

can choose to run the process in Non-Update mode only, and you can 

specify whether you want a detailed or a summary report. 

o Use the fields in the Selection Criteria section to choose the prospects and 

applicants that you want to purge.  

Á Keep in mind that the fields on this screen limit each other, which 

means that the person must meet all of the selection criteria that 

you enter in order to be selected.  

Á Colleague requires you to complete at least one field, in order to 

avoid accidental purging of all prospects and applicants. 

 

Process Prospects Only.  

¶ Enter N to include both prospects and applicants in the purge and report 

processes. 

 

Process Even If Student.  

¶ This parameter affects only those people who are currently, or have ever been, 

students at your institution. 

o Enter N to retain all data for current or former students who meet your 

selection criteria. 

 

Process Even If AR Accountholder.  

¶ This parameter affects only those people who are selected by the other criteria on 

this screen, and who have AR activity on file (that is, theyôve been billed, made 

payments, or put down a deposit). 

o  Enter N to skip such people altogether.  

 

Run in Update Mode.  

¶ Enter N to just produce a report of what would be deleted without actually 

purging any records.  

¶ Enter Y to both produce a report and delete 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 in Non-Update Mode (by setting 

this field to N) to verify the records that are to be purged. The default is N every time you 

run this process. You must change it to Y to actually delete records. 

 

Detail Report.  

¶ The accompanying report always displays the name, Colleague ID, and Social 

Security or Social Insurance Number of all selected people.  

o Enter N if you do not want the extra information. 

 

 

Step 5 - Enter the selection criteria. 

¶ Use these fields to select the prospects and applicants that you want to process: 

o Saved List Name 

Á 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  XH2005 TO 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 

Á Enter NAP 

o FA Cutoff Year  

¶ Enter 1998; no records with FA should ever be purged 

 

Remember that Colleague will select only those records that meet all of the criteria you 

enter in these fields. 

 

Step 6 - Enter Additional Selection Criteria  

¶ 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. 

¶ Otherwise, continue with the next step. 

 

Step 7 - Save and exit the PAPG screen.  

¶ 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. 

¶ If you are running the process in Non-Update mode, or if your institution does not 

use the CC module, you are finished. 

¶ Steps 10 and 11 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. 

¶ Access the RLGC screen. 
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¶ Enter Y in the Do you wish to execute this process? field. 

¶ Finish out of the RLGC screen. 

 

Step 11 - Run the Rebuild CC Files (RBCF) process. 

¶ Access the RBCF screen. 

¶ Enter Y in the Do you wish to execute this process? field. 

¶ Finish out of the RBCF screen. 

 

Step 12 ï Query for institutions.attend stranded records & fix  
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Entering an Applicantôs Honors and Activities 
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 institution. 

 

Academic Honors 

 

Step 1 ï Access the Applicant Honors/Activities (HACT) screen. 

¶ At the person look up prompt, enter the SSN or student ID of the applicant or 

search by name.   

¶ 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 

ñProspect has no program for this university.  Associate prospect with a 

program?ò will display.  Respond ñYò to this prompt to access the PRSP 

screen to enter prospect and program information for the applicant. See the 

ñAdding A Program of Interest for a Specific Universityò procedures. 

¶ You enter academic honors an applicant received as free-form text  

o From the HACT screen you can detail to the Academic Honors Comments 

(UTED) screen for a full-screen view of the honors or to detail to your 

editor for easy data entry. 

¶ You enter an applicantôs activities and interests using interest codes.  

o Type óéô to get a list of all the possible interest choices  

o 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 debate club, 

in high school, you can define your Admissions tracking rules or saved.list 

query to send out letters based on interest codes.  

o These pull in on tape loads. Tracking rules on ATRK can be set up to 

select prospects with specific interest codes and will automatically 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 ñinterestò track with the associated documents.  You can also do 

adhoc mailings with saved.lists. 

o When you record an applicantôs activities, Colleague displays the 
Applicant Activity Detail (AADT) screen where you can record the details 

about the applicantôs involvement in each activity.  

Á For instance, what grade they were in when they participated in 

this activity; how many hours per week or weeks per year; the 

roles they had and their future intent 

¶ You can also define your admissions representative assignment rules based on 

applicant interests.  For example, you could define a rule that assigns a certain 

admissions representative to all applicants interested in forensics.  
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¶ 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 send letters 

about your institutionôs clubs and organizations to those individuals who actually 

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. 

 

Step 2 ï Update the AADT -> HACT screens 
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Entering an Applicantôs Special Interest Recruiting 

Information  
Responsibility: University 

 

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

K-12 level.  

 

To provide confidentiality 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 career:  

 

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

 

Step 2 ï Access the applicantôs record: 

¶ At the person look up prompt, either enter the SSN or student ID of the applicant 

or conduct a search by name. 

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

¶ If the applicant does not have a program for your university, this prompt will 

display:  

o ñProspect has no program for this university. Associate prospect with a 
program?ò 

o To enter prospect and program information for this applicant, respond 

ñY.ò 

o See the ñAdding a Program of Interest for a Specific Universityò 
procedures. 

 

Step 3 ï Note answer to this application query:  ñAre you interested in pursuing a 

career in teaching?ò 

Enter affirmative responses in Recruited for field:  

¶ Yes = TIY (Teacher Interest Yes) 

¶ Possibly = TIP (Teacher Interest Potential) 

Note:  Negative responses will not be documented at this point in the process. 

 

Step 4 ï Enter name of recruiter (if known) in Recruited By. 

 

Step 5 ï Enter date the application was signed or submitted in Date. 

 

Step 6 ï Update the SPIR screen. 

 

 

The Colleague provided special interest recruiting screen (SPIR) will no longer be used 

to enter special interest recruiting information.  To provide confidentiality 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 1 ï Access the Communication Code Entry (CRI) Screen.    

 

Step 2 ï Access an Applicant Record. 

¶ At the person look up prompt, enter the SSN or student ID of the applicant or 

search by name.   

 

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

 

¶ If the applicant does not have a program for your university, the prompt ñProspect 
has no program for this university.  Associate prospect with a program?ò will 

display.  Respond ñYò to this prompt to access the PRSP screen to enter prospect 

and program information for the applicant. See the ñAdding A Program of Interest 

for a Specific Universityò procedures. 

 

Step 3 ï Select a communication code. 

¶ On a blank line in the communication codes field, use xACSR and é , where óxô 

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, SACSRHSV is the communication code used for 

SDSU Special Interest Recruiting for a high school visit. 

 

Step 4 ï Update the CRI screen. 

 

To enter special interest recruiting information using PRSP: 

 

Step 1 ï Access the Prospect Summary (PRSP) Screen.    

 

Step 2 ï Access an Applicant Record. 

¶ At the person look up prompt, enter the SSN or student ID of the applicant or 

search by name.   

 

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

 

¶ If the applicant does not have a program for your university, the prompt ñProspect 

has no program for this university.  Associate prospect with a program?ò will 

display.  Respond ñYò to this prompt to access the PRSP screen to enter prospect 

and program information for the applicant. See the ñAdding A Program of Interest 

for a Specific Universityò procedures. 

 

Step 3 ï Access the Comm Code field directly or through PRSP.  
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¶ In the Comm code field, use xACSR and é , where óxô 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, SACSRHSV is the communication code used for SDSU Special Interest 

Recruiting for a high school visit. 

 

Step 4 ï Update the PRSP screen. 
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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/Appointments (REFA) screen 

to 

¶ record references for an applicant 

¶ record recommendations for an applicant 

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

applicant 

¶ set up an appointment with an applicant 

¶ record communications with the applicant 

 

Note: All entries that you make on this screen are for a specific applicant. To record any 

of this information for a specific application, use the Application 

References/Appointments (ARFA) 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 - Access the individualôs transcript record for the appropriate institution on 

the Secondary School Transcript (SSTR) screen. 

¶ If Colleague prompts for an institution attended record, you must enter Y to create 

a record for the appropriate institution, before you can add transcript information. 

 

Step 2 - Enter the grade scheme the secondary school uses. 

¶ UG defaults in 

 

Step 3 - Enter each subject and the appropriate grades. 

¶ Colleague calculates the grade point average for each subject and the individualôs 
cumulative grade point average. 

¶ Used to enter high school Math experience only.   

o It does not need to be entered for transfer students 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 

ñDò or better) before graduation.  (Ex.: An applicant with only 1 semester of Algebra will 

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 Studentôs Hometown and/or Hometown 

Newspaper 
Responsibility: University 

 

Recording the Hometown 

Step 1 ï Access the Formatted Names (FNM) screen 

 

Step 2 ï At the Person LookUp prompt, enter the ID of the student 

 

Step 3 ï Enter HT as the type 

 

Step 4 ï Enter the name of the hometown 

¶ This is a free form field 

¶ Enter City, State (Abbreviations for the state), Zip 

 

Recording the Hometown Newspaper 

Step 1 ï Access the Addnl Student Profile Info (ASPR) screen 

 

Step 2 ï At the Person LookUp prompt, enter the ID of the student 

 

Step 3 ï Access the Home Newspaper field  

 

Step 4 ï 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.  Do not add an 

organization record on ORGP via the ASPR screen. 

 

¶ At the organization lookup prompt, enter the first name of the newspaper along with a 

óéô.  For instance, looking up Estelline Journal, one would enter óEstellineéô to get 

a list of the organizations matching the search.   

¶ 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 [Journal;st SD] to retrieve records for any organization whose 

name contains ñJournalò and is located in South Dakota.   

 

Step 5 ï Enter ST for Source if the newspaper was provided by the student 

 

Step 6 ï Enter the address, if known, and BUS as the address type 

 

Step 7 ï 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 ratings can be used to query specific university prospects. 

 

Step 1 ï Access the Prospect Rating Assignments (PRRA) screen 

¶ Assign a rating by using rules set up on PRAT 

 

Step 2 ï Recalculate Manual Ratings 

¶ Enter Y to override manual ratings 

¶ Default is N 

 

Step 3 ï Select the Prospects to assign by 

¶ Entering a Saved List Name with IDs from the Prospects file 

¶ Entering specific Prospect Statuses 

¶ Entering specific Prospects 

¶ Entering Additional Selection Criteria 

 

Step 4 ï Update the PRRA screen 

 

 

 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  70 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Applications 
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Adding an Admissions Application  
Responsibility: Home/ESC 

 

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 privacy access 

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

 

NOTE: Refer to the ñAdmissions University Privacy Codesò section for details on 

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 hiatus of one term, a new APPN will need 

to be created for new UG degree seeking programs. I.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 same institution 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.  This will enable 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 Regents system at the 

same academic level is required to pay the application fee if they have not attended 

during the previous three semesters.  The applicant 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 she has attended a non-Regental university during 

the period of interruption of attendance. 

 

Complete the following procedure to enter an admissions application: 

 

Entering Application information 

Step 1 ï Access the Applicant Summary (ASUM) Screen 

 

Note: You MUST do a record search using the Record Search Procedures BEFORE 

adding a new prospect/applicant or application.   

 

At the person lookup prompt, enter the SSN or the Colleague Id of the person.   

BOR 

Policy 2:3 

Revised 

2/16/07 
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¶ If there is a person with that SSN or Colleague ID, the personôs record 
information will automatically display on the NAE screen. 

¶ 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 

¶ If the name search brings up a resolution screen, check the birth date and/or SSN 

to make sure it is the right person. 

¶ If a record 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. (ex: POM; XH.PERS.HOME.PHONE ó605-225-0001ô).  If 

the last name is not legible, alternate versions of the first 3 characters may need to 

be used.  Note some phone numbers are stored with *ôs instead of ïós. 

 

Identifying Duplicate Records 

¶ How do you know if you have a duplicate record? 

o Compare the SSN 

Á Is it the same? 

Á Is it close?  Have the numbers been transposed? 

o Compare the Last, First, Middle name 

Á Is it the same? 

Á Is it close?  What is the nickname?  What are the other names? 

o Compare the birth date 

Á Is it the same? 

Á Is it close?  Have the numbers been transposed? 

o Compare the address, including the e-mail address 

Á Is it the same? 

o Compare the phone number 

Á Is it the same? 

o Compare the high school graduation date 

Á Is it the same? 

o Compare the academic history 

Á Is it the same? 

¶ If one or more of the above are the same ï STOP 

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 

o The universities will continue with Step 2 in the Duplicate Record 

Cleanup Procedures 

 

Step 2 ï Determine if the applicant has a program for your university. 

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

system: 

o Type óAô at the prompt to add a new prospect/applicant. The NAE screen 

will display.  Refer to the Adding Prospect Informationò section to update 
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the NAE information.   Continue with the next step to verify program 

information. 

 

¶ 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.   

 

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

for your university:   

o The prompt ñPerson has no program for this university.  Add program?ò 
will display.   

Á Respond ñYò to this prompt if you wish to add a program.    This 

will display the Prospect Summary (PRSP) Screen.   

Á Respond ñNò if you do not.  You will not be allowed access to add 

a program and the message ñConflicting university privacy codes.  

Access to this person deniedò will display.  Press enter to return to 

the menu. 

 OR if the student has a transfer out hiatus record 

  

Note: Enroll Status, Home Location & the primary e-mail address should not be 

changed until after minimum progression is completed for the term for students 

who were enrolled during that term at another SDBOR university, except in the 

case of a transfer out between the start and census date of the term. 

o The prompt ñ@ID is withdrawn from the institution.  Reinstate (Y/N)?: 

will display. 

Á Respond ñNò to this prompt to verify information before adding a 
new program.   

¶ If ESC receives this prompt, they will notify the university 

the student is applying to.  The university will update the 

transfer out status and verify all programs, levels and 

current statuses.  Then, the university will notify ESC to 

continue with updating the application record. 

o Review should be accomplished within a day 

¶ If a university receives 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. 

o Review should be accomplished within a day 

Á To verify transfer outs for all students/applicants 

¶ Access the Student Academic Level (STAL) screen for the 

student 

o Detail on every Acad Program to the Student 

Academic Program (SACP) screen 

Á Review statuses 

¶ Access the Student Academic Credits (STAC) screen for 

the student 
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o Detail on the currently enrolled sections to review 

statuses 

o Review statuses of all sections 

¶ Access the Student Hiatus Summary (SHIS) screen for the 

student 

o Detail on the Academic Withdrawal field for the 

applicable transfer out 

o Enter an end date for this transfer out 

¶ Access the Student Academic Level (STAL) screen for the 

student 

o Detail on every Acad Program to the Student 

Academic Program (SACP) screen 

Á Review statuses  

Á They should match the statuses available 

before the hiatus was ended 

¶ Access the Student Academic Credits (STAC) screen for 

the student 

o Detail on the currently enrolled sections to review 

statuses 

o Review statuses of all sections 

o They should match the statuses available before the 

hiatus was ended 

¶ 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 

o Access the Acad Program field. 

o Enter óAô to add a program.   

o Program Lookup ï use your university identifier and óéô (Bé, Dé) to 

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 university.   

Á For initial applications (1
st
 application for each university) received 

for the same student, for the same university, for the same term, for 

the same level, there is a limit of two recorded. 

Á 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,  

¶ 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. 

¶ If MTS and the term has begun, no new applications should 

be processed for that term. 

Á For currently enrolled students,  

¶ If the application is for the same university but a different 

term, no new applications should be processed unless the 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  75 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

applicant is moving from a special to degree seeking 

program. 

¶ If the application is for a different university and a different 

term, then there is an additional two limit. 

o Dept ï Defaults depending upon the academic program chosen 

o Location ïDefaults in from the academic program chosen.  

o Prospect Status/Date ï Defaults from the PRSP screen. 

o Application Status ï Defaults to NAP ï Not applied.  Unless the prospect 

is submitting an admissions application at the same time as prospect 

information, this field should remain NAP. 

o Admit Status ï Enter one of the following statuses:  óFô for first time 

freshman, óTô for transfer, óTSô for a transfer from another Regental 

university, óRô for a reentry student, óHô for a high school student, and óSô 

for a special student.   

o Start Term ï The term that the student is scheduled to begin classes.  

Seniors graduating in 2003, for example, will have a start term of 

ó2003FAô; juniors will be ó2004FAô.    The start term must be entered.  To 

determine the start date if it is not specifically stated, 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 information 

 

Step 3 ï 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 degree-seeking 

programs, enter both programs.   If there is one degree-seeking program and 

one special, enter only the degree-seeking one. 

 

¶ If the person selected has at least one application on file with the system, the 

smart coded program is displayed in the Acad Program section of ASUM.  

¶ There will be a limit of two initial and two subsequent applications (APPN) 

created for EACH  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.  
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o For initial applications (1
st
 application for each university) received for the 

same student, for the same 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,  

Á 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. 

Á If MTS and the term has begun, no new applications should be 

processed for that term. 

o For currently enrolled students,  

Á If the application is for the same university but a different term, no 

new applications should be processed unless the applicant is 

moving from a special to degree seeking program. 

Á If the application is for a different university and a different term, 

then there is an additional two limit. 

¶ If the program(s) listed on the application is on the ASUM screen, detail on the 

desired Acad Program field to access the Applications (APPN) screen. 

¶ If a program exists for the student that is no longer valid for your university, the 

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 in the 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 for EACH program on the application (APPN) screen. 

 

Start Term:  Students will enter in one of the following terms: 

xxxxFA Fall semester 

xxxxSP Spring semester 

xxxxSUé Summer semester   

Lookup (...) on term is also available. 

If the applicant selects ñSummer Onlyò for the start term, the 

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.  Students may elect a ñcatalog of 

graduationò that is later than their initial catalog but may not elect 

a ñcatalog of graduationò that is earlier than their initial catalog.    

Students who have discontinued enrollment at any Regental 

university for more than 2 consecutive 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.   



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  77 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Academic Program: If the program is not already listed, use Lookup (university and ...) 

to select a program.  Think about whether the student wants 

teaching (BSED) or non-teaching programs (BA or BS).   If the 

academic program cannot be determined, enter a program of 

ñundecidedò.  If the applicant is applying for ñSummer ONLYò, 

enter a program of ñSPEC.SPECò.  If there is only one major 

listed, continue with APPN.  If there are multiple majors listed, 

complete an APPN for all majors. 

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

will be one of the six Regental universities. 

Ant Grad Date: Enter the anticipated completion date (MM/YY) of the academic 

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

term; FA05 is 05/09; SP06 is 12/09; SS05 is 08/09.  For AA or AS 

degrees, estimate 4 terms from the start terms; FA05 is 05/07; 

SP06 is 12/07; SS05 is 08/07.  For a xSPEC.SPEC program, 

estimate 2 terms from the start term; FA05 is 05/06; SP06 is 12/06; 

SS05 is 08/06.    

 

Admit Status: F - First Time (degree seeking) 

This includes first time enrolleeôs to the Masterôs program.  

The applicant has not attended any post-secondary 

institution since graduating from high school (or GED), or 

the applicant will graduate from high school before the 

planned start term.  A first-time student may have college 

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 post-secondary 

institution and the high school at the same time (dual 

enrollment). 

**Note: If code ñHò is used, the academic program should 

be ñSPEC.SPECò. 

T - Transfer*  

The applicant is transferring from a post-secondary 

institution from outside the SD BOR System.   

R - Readmit*  

The applicant is applying to a post-secondary institution 

they attended previously and they have not attended any 

other post-secondary institution in the interim.   

S ï Special* (not seeking a degree) 

TS - Transfer within the SD university system 

 The applicant is ótransferringô from one of the other five  

 Regental institutions. 

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

and/or admit status.  Example: student applies for BA.ART 

will have BA as educational goal.  A two-year degree 
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would be coded (AS) óassociateô.  A special student would 

be coded (SP) óspecialô.  MS is the code for graduate 

students.  If the application lists something different that 

what is in this field, add a new educational goal. 

Appl Dt:  Enter the date the application was received.  

Residency Status: R = Resident 

N = Non-Resident 

*Residency status will 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 for these students.   

Student Type: Enter WUE if studentôs resident state is Alaska, Colorado, Hawaii,  

Idaho, Montana, Nevada, New Mexico, North Dakota, Oregon, 

Utah or Wyoming, California, Arizona, Washington. 

    

Effective SS06, enter MR  if a studentôs resident state is Minnesota.  

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 are 

still eligible to receive MN reciprocity. 

 

For new freshmen & transfers only, enter AS01 for an adjacent 

state rate if an applicantôs resident state is Iowa or Nebraska. 

 

For first time freshmen and new transfer students entering SS06, 

enter RNR for the Reduced Non-Resident state rate, if no other 

student type applies. 

 

Enter NSUND for a student from ND attending NSU 

 

For resident students, enter NSR 

 

Bal/Pay Now:  If you are accessing the APPN screen by detailing from the ASUM 

screen, the system requires entry of the application fee information 

on the ASUM screen. 

¶ When adding an application for xSPEC.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 when adding the ap via ASUM. 

Influence to Apply: Enter the general location of the student, then the method of 

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

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

Prospect Status: Universities will update this as needed.   

Priority : Leave this field blank when entering information for an applicant 

who does not plan to register immediately.  Enter MTS with the 

application if this is for a readmit or transfer 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 to APP.    

   Enter the applicable status if other than APP. 

    AC3                  Accepted 3 Percent             

ACC                  Accepted                       

ACG                  Accepted Non-HS Grad (GED)     

ACJ                  Accepted Junior College        

ACL                  Accepted Transf. Less 24 Hours 

ACM                  Accepted Transf More 24 Hours  

ACN                  Accepted Non-Trad Student      

ACP                  Accepted Transfer Provisional  

ACX                  Accepted 10 Percent            

APP                  Applied                        

CAN                  Canceled                       

DEN                  Denied                         

GAC                  Graduate Conditional Admission 

GAP                  Grad/Undergrad Dual Enrollment 

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 dt/reason/inst attended instead 

 

Cancel Date/Reason: If the student notified the school they were no longer interested, 

enter the cancel dt/reason/inst attended instead 

 

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

 

Step 5 ï Enter the Application Fee Information  

 

An applicant pays a $20 application fee to each university for which they are 

submitting a degree-seeking 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 created to 

record the application fee on APFE.  

Á If an applicant is accepted as a SPEC.SPEC (not assessed an application fee), 

does not enroll at a Regental University, and later applies as a degree seeking 
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student the AAI import and ESC processing will assess, collect,  and record 

the application fee when the degree seeking application is received.. 

Á If an applicant is accepted as a SPEC. SPEC at University A, enrolls, and the 

student later completes an application as a degree seeking student at 

University B, the AAI import and ESC processing will assess, collect, and 

record the application fee when the degree seeking application for University 

B is received. 

Á 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 when the 

major change is completed.  Registrars and Admissions Offices will work 

together to complete this process. 

 

If the applicant has attended one of the six South Dakota public institutions for 

higher education (BHSU, DSU, NSU, SDSM&T, SDSU or USD) within the 

previous three semesters, and the fee is recorded on APFE with 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).   

 

¶ To record payment of the application fee: 

o The application status must be an accepted type status. If it is not, you will 

receive a warning message: ñWARNING: Application does not have an 

ñappliedò status yet:ò  Press ñEnterò.   

o A $20.00 charge will default into the Appl Fee Balance field.  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.    

o Enter óYô in the Pay Now Field. 

o The remainder of the steps to complete the application payment occurs upon 

exit of the ASUM screen. 

 

¶ 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. 

 

¶ If the application was paid by a third party, record the payment on APFE using the 

procedures above and in Step 19 and enter a comment when the third party payment 

is made by an agency of group.  A comment is not required when payment is made by 

a relative or friend of the student. 

 

¶ If the applicant has not paid the fee and did not send payment with the application, 

the status will remain ñNot Paidò until payment is received.  The balance on ASUM 

screen will show $20.00. 

 

¶ To waive an application fee: 
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o The application fee should be waived only for the following reasons: 

Á When the program, for which the student is submitting an application, 

is special or high school concurrent (xSPEC.SPEC, NHS.HS & 

xSPECG.SPEC). These programs are not required to pay an ap fee 

until the student becomes degree seeking.   

Á When the student has previously paid the application fee, has 

previously attended a SD  university within the previous three 

semesters, then reapplies at the same academic level, the application 

fee should be waived. 

o An application fee can be waived by changing the charge amount to ñ0ò on 

the APFE screen.  When ñ0ò is entered, the system changes the status of the 

fee to ñwaivedò.  This allows a historical tracking of the assessments and that 

it was intentionally waived. 

o If the university waives the application fee, a comment should be entered on 

the application.  Detail to add application comments.  Insert a blank line, date 

and time stamp first and then enter the comments. 

 

Step 6 ï Verify/Enter the Applicant Information  

¶ 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.  

 

¶ Applicant Acad Level 

o This will default from the PRSP screen.  Enter UG for undergraduate; GR 

for graduate; MD for Medical School; LA for Law. 

 

¶ Initial Contact   
o The origin/date field on NAE will no longer be used for origin 

information.   

Á Origin, in the merged environment, will be entered and stored as 

smart-coded communication management codes;  xACOR and é , 

where óxô is the identifier for your university.  This data will be 

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. 

Á To enter the origin on the Prospect Summary (PRSP) or Applicant 

Summary (ASUM) screen, access the Comm Code field and enter 

the appropriate code. 

Á To enter the origin on the Communication Code Entry (CRI) 

screen, enter the appropriate code on a blank line.    

Á Follow university procedures for entering this information. 

o Use the origin field for the studentôs most recent resident state of origin 
(originally stored in the driverôs license field on DADD). 
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Á Enter the studentôs most recent state of origin if only if it is 

different than the initial origin which is coded in the state of 

residence field. 

 

¶ Initial Contact Dt  

o See above 

 

¶ Enter/Verify if Housing is Desired 

o Colleague will default to óYô.  Change if No ñNò 

 

¶ Enter/Verify the Career Goals 

o Enter the career goal information, if provided.   

 

Enter Name/Address Information 

 

Step 7 - Detail on Demographics and select NAE from the menu.  Edit/update the 

following fields on NAE 

¶ Leave the prefix blank 

o Unless the individual has made a specific request, this field should be left 

blank in the merged environment  

o Examples include: MR, MR, DR, FR, SR, REV, BROTHER 

 

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

the application. 

Á Effective Spring 2005, a studentôs name will not be changed for 

students with SSN matches if the student has academic history 

records on Colleague (the student has academic history records 

with a Credit Type of xMI, xMIR, I, or IR).  If the application is 

for a single BOR institution, 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 AAI or 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 ñOther Nameò field #17 on NAE for tracking purposes.  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 studentôs record, with a name and date stamp, so 

the university or ESC housing the name change documentation can 

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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Á If the SSN number matches and the student does not have 

academic history records (was previously only a Prospect or 

Applicant), the name will be changed. 

Á 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 not 

have academic history records on Colleague, a SSN 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 history records 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 non-US citizens:  

current passport or official proof of identify, certified by US 

embassy abroad or by the appropriate foreign embassy in the US. 

Á This is the legal name.   

Á Add nicknames in 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 consists of three elements:  (L)ast, (F)irst and (M)iddle. 

o 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.   

Á If a student has two or more capital letters in their last name 

(McDonald), instead of typing Mc_Donald, type =McDonald.   

¶ Using an equal sign guarantees the name will save exactly as 

you typed it. 

¶ This will overwrite Colleagueôs capitalization rules. 

 

¶ Enter any suffixes 

o Enter only if the student lists a suffix at the end of their name  

o ex. Jr, Sr, III.   

o Otherwise leave this field blank.   

 

¶ Enter the address  

Note: If you are changing an existing address or are entering multiple 

addresses, use the ADR screen. 

 

When entering the permanent home (HOM) address 

o When entering an address on the NAE screen, the address type defaults to 

HOM. 

o Use no more than 2 lines for the address.  

Á If the address has a PO Box and a street address, enter the PO Box 

only on the 1st line.  The street address is entered as a FAM 

address type ï see Step 6. 

Á Do not use punctuation when entering the address. 
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o Enter the zip code (excluding foreign zips except for Canada & 

Mexico) 

Á Enter the Zip code in the City element and city and state will 

automatically be filled. Check the city/state/zip information thatôs 

returned for validity.                

Á 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 adding. 

o Detailing allows for storing multiple addresses. (See Adding/Changing 

and Address in Core). 

o The system will default the address type to HOM and set the preferred 

mailing and address flags to óYesô. 

 

When entering an address other than the permanent home 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 Kin address 

(FAM), Foreign (FOR).  

o See the Associating Address Type Codes to Addresses procedure in 

CORE for a definition and usage of address types 

o See Adding/Changing an Address in Core. 

 

If the Next of Kin address is different from the Permanent Address, enter the Next 

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 indicate ñYò as Preferred.   

o 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. 

 

When an address is 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 (APP), use 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 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 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 following 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 Canada, the 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 

¶ Name of student entered on NAE 

 

LINE 2: STREET ADDRESS OR POST OFFICE BOX NUMBER 

¶ Enter on the Address field line 1 on ADR 

¶ Do not enter the street address and box number on the same line 

o SEVIS requires a physical address, not a box number 

 

      LINE 3:  CITY OR TOWN NAME, OTHER PRINCIPAL SUBDIVISION 

                (i.e., PROVIDENCE, STATE, COUNTY, etc). 

¶ Enter the city name in City  and the state code in State on ADR. 

¶ For countries besides Canada and Mexico, enter the province/state (if any) 

with the City and leave State blank.   

 

      LINE 4:    COUNTRY NAME (UPPERCASE LETTERS IN ENGLISH) 

¶ Enter the country code in the Country field on ADR. 

 

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

 

¶ Enter the Residence County and State Code 
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Use the ñlegal addressò (permanent address) at the time of the application as the 

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 on DADD (#9 

& #10) are the same fields.  

 

Entry of residency information at the time of initial application: 

¶ Enter the residence state code using the permanent address as the source. 

¶ Enter the residence county only if the applicant is a SD resident using the 

permanent address as the source. 

¶ These fields are used to retain the original residency information for a student.     

¶ The residency status on the application (APPN) should match the residence 

state i.e.   óRô Resident if SD and óNô if other than a SD resident.   

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 tuition.  They do have to meet the 

residency requirements & supply "proof they have made effort to stay in the US".  A 

good example of this type of situation is a person who came to the US to work (ie:  

H1B status) and has a son/daughter ( H2 status that has been in a US high school, 

they have worked/lived here, etc.  If 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: 

¶ 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 SD resident using 

the permanent address as the source. 

¶ 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 DADD.  If the 

student is becoming a SD resident, the county field will need to be updated 

with the SD county. 

¶ 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 the origin county unless this student is 

becoming a resident and there was not a SD county listed. 

¶ 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: 
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State of residence - Use 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  

which a student has a driverôs license or is registered to vote. It is  

not necessarily the state in which the studentôs high school is located.  

 

Note: Military personnel should be classified as residents or non-residents according to 

their ñhomeò state of record.   If South Dakota is claimed as their ñhomeò state of record, 

they should be classified as residents. 

 

If an individual moves to South Dakota with their spouse, who has been recruited, 

transferred or employed full-time in SD prior to the enrollment of the spouse, the spouse 

should be classified as a resident.   

 

If you have a non-resident student marry a non-student SD resident, the student would be 

classified as a resident.  If the non-resident 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.  

 

¶ If this is an international student, enter the country  

 

NOTE: If the applicant is a resident alien, enter ñUSò only after a photocopy of 

the valid Resident Alien Card is received.  Enter non-resident until the valid 

Resident Alien Card is received.  Until the valid Resident Alien Card is received, 

enter the country the applicant is a citizen of.   

 

NOTE: If the applicant checks ñotherò for citizenship, the application and any 

other documentation received will be forwarded to the appropriate campusô 

international student advising office. 

 

¶ Enter the Phone Number, Extension and type 

o Enter the phone number including area code.   

o Do not use any dashes or parenthesis,  

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

the admissions office.   

o Phone numbers of hearing impaired persons may be stored with *ôs and/or 
with ótextô at the end so as to signify this person cannot receive a phone 

call placed in the usual manner and alternate means of communication will 

be needed.  The phone number can be entered as 605*626*2544, 

605*626*2544text or 6056262544text. 

o Only use the extension field if an extension is given (rarely).   

o Enter the type of phone number.  Press F1 twice to list the valid codes.  

o Use óHô for Home; óLô for Local;  óFô for a foreign; óBô for business; 

o International phone numbers can be entered here and do not need to follow 

US and Canadian formatting of phone numbers. 
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¶ Origin and date of contact  

o The origin/date field on NAE will no longer be used for origin 

information.   

¶ Origin, in the merged environment, will be entered and stored as 

smart-coded communication management codes;  xACOR and é , 

where óxô is the identifier for your university.  This data will be 

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. 

¶ ESC will enter the xACORAP (where 'x' represents the 

university) on PRSP for applicants who have no NAP 

records already for a specific university. 

¶ To enter the origin on the Prospect Summary (PRSP) or Applicant 

Summary (ASUM) screen, access the Comm Code field and enter 

the appropriate code. 

¶ To enter the origin on the Communication Code Entry (CRI) 

screen, enter the appropriate code on a blank line.    

¶ Follow university procedures for entering this information. 

o Use the origin field for the studentôs most recent resident state of origin 

(originally stored in the driverôs license field on DADD). 

¶ Enter the studentôs most recent state of origin if only if it is 
different than the initial origin which is coded in the state of 

residence field. 

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

¶ Enter interest in teacher education: 

o Access the SPIR screen (detail on special interest recruiting option). 

o Note answer to this query:  ñAre you interested in pursuing a career in 

teaching?ò 

Enter affirmative answers in Field 1: 

Á Yes = TIY (Teacher Interest Yes) 

Á 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 submitted in Field 3. 

 

¶ Enter the Social Security Number 

o Enter the social security number if it is available.   

o You do not need to add any dashes as Colleague will automatically add 

the dashes for you. 

o If the SSN on the application differs from the SSN in Colleague, do not 

update at this time.  A letter will be sent requesting a photocopy of the 

applicantôs 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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¶ Enter the Birth Dat e  
o Enter the birth date without slashes  

Á Ex. 031369.   

Á If the month or day is 9 or less, add a zero to the front of the 

number.  

Á Format MM/DD/YYYY 

¶ If prior to 1930, all four digits of the year must be typed 

 

¶ Enter the ethnic/race/gender codes  

This information must be entered to avoid errors in the extract. 
 

o Entering ethnic/race code(s)  

Á Enter Ethnic(s) Code 

¶ Ethnics(s) may be entered but is not required. 

¶ Enter ethnicity HL for Hispanic/Latino 

¶ Enter ethnicity NHL for Non-Hispanic/Latino 

¶ Access the drop-down box to see the list of valid values. 

Á Enter Races(s) Code 

¶ Race may be entered but is not required 

¶ Enter as many races as apply. 

¶ Access the drop-down box to see the list of valid values. 

Á Archived Ethnic 

¶ It is no longer necessary to record this information. 

Á If ñdo not wish to respondò is marked 

¶ No ethnic code is entered 

¶ No race code is entered 

o Enter the gender code  

Á Gender is an óFô for female and óMô for Male.   

Á 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.  

 

¶ Enter the Mail Code 

o This field will be used only if the student does not want to be 

contacted by 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. 

 

¶ Enter the E-Mail Add ress and Type 

¶ An email address will be entered for every university the prospect is 

interested in. 

¶ At least one email address should be entered using the university-specific 

email type.   
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¶ Change the PRI and WEB address only after confirmation from the 

prospect. 

¶ If used, the PRI email address should 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. 

¶ Enter the applicantôs e-mail address type(s).  

Á The type of e-mail 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 óéô, Ex.  Bé  

Á xE will be used for the university specific (.edu) e-mail address 

Á xE2 will be used for a personal e-mail address  

Á 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 type specified 

on PID2 for the system. 

Á The WEB email type may be entered at this time but is not 

required.  

¶ Enter the email address(es)  

Á Use exact case and punctuation. 

Á When changing the PRI e-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. 

 

¶ Enter a Preferred Name 

o Automatically defaults to the first, middle, last 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 

be changed to reflect the name change. 

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

name should be how the person wants to be addressed. An example is a 

when a personôs given name is Theodore James but they go by TJ. 

 

¶ Enter a Mail Name 

o Automatically defaults to the first, middle, last name originally entered 

into Colleague.     

o Only used if someone provides a preferred mailing name.  

 

¶ Enter an OTHER LFM  

o If provided, enter the nicknames in the 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   
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¶ Enter a address source and date 

o 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 lists the 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 listed: first name, space ó & ô, space, 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 Phone Num: 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 Information Screen and return to the Applicant Summary 

(ASUM) screen. 

 

Enter Additional Demographic Information 

 

Step 10 ï Entering Additional Demographics Information (DADD) by detailing on 

the Demographics field on ASUM.  

 

Occupations: Student home locations on SPRO 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 for them.  The NTA should not replace the library ID.  The library ID 

is entered to track information for PALS  

¶ Enter the Laptop Serial Number ï used to track laptops assigned to individuals 

o Naming convention is Literal Capital óxTSô (where x is the university) 

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 11 ï Entering Biographic Information (BIO ) by detailing on ñDemographicsò 

field on ASUM.  

 

Source: Enter a code defining the origin of the personôs record and the relationship 

of the person to the university.  For applicants, enter AP, otherwise press 

F1 for a list of values.   

Status:  Enter a status of óAô for Active. 

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

available.   

Citizenship: Enter the applicantôs citizenship. 

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

¶ Enter the country the applicant is a citizen of,  i.e. SD-Sudan 

¶ Enter non-resident until the valid Resident Alien Card is received. 

¶ If the applicant checks ñotherò for citizenship, the application and any 
other documentation received will be forwarded to the appropriate 

campusô international student advising office. 

 

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 screens. 
 

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 listed, do a 

lookup on institution; choose the correct institution.  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;st SD] to retrieve records for any institution whose 

name contains ñlincolnò and is located in South Dakota.   

 

o Recording unique high schools attended 

¶ If the applicant received a GED, it will be recorded on the IASU screen as 

a high school attended titled ñGEDò.  
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¶ If the applicant was Home Schooled, the high school institution attended 

would be Home School. 

 

¶ If the applicant attended a high school outside of the United States, use 

the institution code for ñNon-U.S. Schoolsò 

 

¶ 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 the HSA (High Schools 

Attended) screen, if you are adding a post-secondary institution, you will go 

to the INAT (External Institutions Attended) screen.  Continue with this 

step until all high schools and post-secondary institutions (whether accredited 

or non-accredited) are entered. 

 

Entering High School Attended (HSA) 

Transcript Type:  

 

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

student is still 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 appear 

to be tampered with, is not a fax and has a 

signature and seal.   

Status: UN The transcript appears to be tampered with,   

is a fax, was issued or delivered by the 

student, or does not have a signature and 

seal. 

Status: NR Transcript was not received.  When a 

transcript is received, overwrite the NR and 

change the date. 

 

Final High School Transcript: A complete transcript received from the high 

school, not the student, 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 appear 

to be tampered with, is not a fax and has a 

signature and seal.   

Status: UN The transcript appears to be tampered with,   
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is a fax, was issued or delivered by the 

student, or does not have a signature and 

seal. 

Status: NR Transcript was not received.  When a 

transcript is received, overwrite the NR and 

change the date. 

 

GED: A GED was received.   

Transcript Type GED 

Date Date the GED documentation was received 

Status: OF The test score certification is an original, 

does not appear to be tampered with and is 

not a fax.  A GED Certificate or Diploma is 

not acceptable.     

Status: UN The certificate appears to be tampered with 

or is a fax 

Status: NR Certificate was not received.  When a 

transcript is received, overwrite the NR and 

change the date. 

 

Home School   The student was home schooled. .   

Transcript Type HMS 

Date Date the HMS documentation was received 

Status: OF Blank 

Status: UN Blank 

Status: NR Blank 

 

This is a multi-valued 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 for both the start and end year. 

 

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

certificate was issued in both elements. 

 

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 would be ó053103ô.  For a junior enter ó053104ô 

  

 Note: If a GED certificate was received, enter the date the 

certificate was issued in both elements. 
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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 rank (1/5).  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 date, 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 Cumulative unweighted High School GPA with 3 decimals. 

The unweighted GPA entered in this field should be on a 4-point 

scale.  If a different GPA scale was used, use the table below to 

convert the applicantôs GPA to a 4-point scale. 

NOTE: If the GPA was entered previously and a new GPA is not 

available, delete the old GPA (Ctrl-D).  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 cumulative GPA based on a 4.0 scale, count all the 

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, etc).  Then divide the total grade 

points by the number of credits. 

 

Acad Credentials:  Detail to HSAC 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 School, enter the value of HS and the 

date of the certificate or home 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 follows:  transcript type: 

university making the comment i.e. PHS: USD.    

    

Update the HSAC screen and return 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 was received 

Status: OF The transcript is an original sent from an 

institution to an institution, does not appear 

to be tampered with, is not a fax and has a 

signature and seal.   

Status: UN The transcript appears to be tampered with,   

is a fax, was issued or delivered by the 

student, or does not have a signature and 

seal. 

Status: NR Transcript was not received.  When a 

transcript is received, overwrite the NR and 

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 without a charge. The 

transcript with the ñIò grade should be treated as the final transcript.  It is 

the responsibility of the student to send an updated transcript if the 

incomplete grade is removed.   It is not the receiving universityôs 

responsibility to follow 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 copy is received,  

Á 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.   

¶ If yes, enter the transfer credits on EXTS for the new 

university and keyfile the transcript 

¶ If no, request a new official transcript. 
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Á determine if any ñIò or ñIPò grades appear on the original 
transcript.   

¶ If yes, request a new official transcript.   

¶ 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 appear 

to be tampered with, is not a fax and has a 

signature and seal.   

Status: UN The transcript appears to be tampered with,   

is a fax, was issued or delivered by the 

student, or does not have a signature and 

seal. 

Status: NR Transcript was not received.  When a 

transcript is received, overwrite the NR and 

change the date. 

 

This is a multi-valued 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: 

     Start      End 

Fall quarter or semester  09/01/xxxx 12/31/xxxx 

Spring semester    01/01/xxxx  05/31/xxxx 

Winter quarter    01/01/xxxx 03/15/xxxx 

Spring quarter    03/16/xxxx 05/31/xxxx 

Summer term    0601/xxxx  08/31/xxxx 

Acad Credentials: For applicants, who have previous graduate degrees, baccalaureate 

degrees, or a transcripted certificate program from outside the SD 

regental system, detail to AACR and enter degree information. 

¶ Enter the degree, major, minor, etc on IASU if SD has a 

similar value on our major, minor and degree table  

¶ Enter the information above on HOME, in the comment 

field, if a similar degree, major or minor is not on our code 

tables. 

o Insert a blank line if a comment already exists.  

Date and time stamp the comment by entering a # as 

the first character. 

o On a 2nd line enter the info in the following naming 

convention:  Deg: xxxxx Date: mmyy Major: xxxxx 

Minor: xxxxxx  etc. 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  98 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Degrees: If a transfer or graduate student has received a degree from another 

institution outside of the SD Regental system, this must be 

recorded on the IASU screen.     

 To record information about theses, dissertations, and honors 

associated with a particular credential, access the Additional 

Academic Credentials (ADCR) screen from the Addnl Cred Info 

field on the AACR screen.  

Comments: Enter a comment as to where the original transcript is housed.  

Insert a blank line, date and time stamp first and then enter the 

comments. 

 

Finish out to return to ASUM.  Repeat procedures IASU through INAT  for ALL  

institutions attended whether accredited or non-accredited. 

 

Step 13 - Entering Foreign Person Information (FPER)  

¶  Enter Y in the Alien Status/Reg Num field 

¶ Enter PR, RA or A1 in the Immigration Status field 

¶ See Entering Foreign Person Information procedures for more information 

 

Step 14 ï If the student has transfer credit, 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 tests, and other tests, along with the scores.  

This will also show the status of the test and date the test was taken.  ñAdmissions testsò 

will be the SAT or ACT, GRE or GMAT.   ñPlacement Testsò include proficiency and 

placement tests.   ñOther testsò will be used for High School Equivalencies.  Select the 

appropriate test category at the Look Up prompt and you will be taken to the TEST 

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 scores will be entered in Colleague.  ñOfficialò 

scores can be taken from a high school transcript (fax copy or photocopy) or an 

ACT/SAT score report (fax copy or photocopy). 

o Subtests  ï 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 field.  If one score is entered, all scores 

should be entered to alleviate errors with a possible subsequent tape load. 

o Status ï The system defaults in óACô upon exit from the screen.  

o Status Date ï The system defaults in to todayôs date upon exit.    

o Source ï Enter óHSô for ACT scores entered from the HS transcript.   
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Admissions Tests 

 

Title:  Defaults from the test chosen from the list. 

Date Taken: Enter the date the test was taken.  Use ó01ô for the day (mm/01/yy) on all 

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 not enter the 

percent or index field.  If one score is entered, all scores should be entered 

to alleviate errors with a possible subsequent tape load. 

Status: If the score is a self-report on the Application, you must enter a status of 

NC - Needs Confirmation.  Enter (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. 

Status Date:   Let the status date default to todayôs date. 

Source: If the score is self-reported and 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 score report should be clearly marked as such.  It 

is an ACT test administered by a post-secondary institution not on a 

National Testing Date.  Residual ACT tests should be reported to the 

National ACT testing center either for scoring or for official recording.  

The residual scores recorded by one regental university will be accepted 

by other post-secondary regental institutions.   Because residual ACT 

scores cannot be used for athletic eligibility, a report will be run to identify 

residual scores for athletic eligibility 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.   

 

High School Requirements 

 

BOR High School Requirements are entered as Other Tests.  Choose the HS.UNITS 

noncourse code which allows you to enter all sub-requirements associated with HS Units 

on one screen.   

English ï HS.ENG 

Math ï HS.MATH 

Lab Science ï HS.SCI 

Social Science ï HS.SS 

Fine Art ï HS.ART 

Revised 

5/24/07 
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Computer Science ï HS.CS 

 Effective Fô06, Computer Sci is required for Admission to   

a SD Regental university.  The proficiency requirement 

does not apply to all students;  rather, it applies to a specific 

subset.  Students who are degree-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 date of the transcript being evaluated.   Overwrite the date if a 

new set of scores is received.  

Score/Pct: Leave this file blank for the HS.UNITS entry.  Overwrite 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 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 

graduating high school) enter ñ0ò. 

Status: Enter whether these units have been completed.  

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 17 ï Enter Applicant Comments.  

¶ 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 ï Update the Applicant Summary (ASUM) Screen. 

 

Step 19 ï Complete the Application Fee Entry 

¶ 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 screen you will have to fill out the Restricted 

CR Session Control (RCSC) screen.  

Á This will create a session which you will post the days receipts. 

Á  Be sure to start a new session every day or the date from the 

previous session will be used for the new receipts. 

o Enter through the RCSC screen. The information on this screen will 

default.  This screen is a one time setup for each day. 
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o You are returned to the CRAF screen  

Á Do not enter an ID for the batch number, batches will not be used. 

Á 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. 

Á Enter over to the amount field and enter the amount of the 

application. 

Á In the Pay Method field ï enter the credit card or check 

information 

¶ Enter the Payment Method of check or credit card 

¶ 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  

 

Á If cash is collection enter the cash collection in the cash field   

 

Á 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. 

 

To print a receipt, enter Y in the Print Receipt field  

¶ Access the Restricted CR Session Control (RCSC) screen. 

o Status  

Á Change the status from O (open) to C (closed)  

Á Detail on the status field to view the current days receipts 

Á Print this information to your printer for documentation 

o Starting Cash ï enter 0 

o Enter your ending cash amount in the Actual End Balance field 

Á This amount should equal your Control end Balance. 

¶ Finish out of the RCSC screen. 

 

Step 20 ï Entering academic standing information on the Applicant Miscellaneous 

(AMSC) screen.  

 

Miscellaneous 3: For transfers from outside the Regental system, enter the 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 

ñVerify/Update Academic Level Information Proceduresò. 

 

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 21 ï Verify/Update the Hiatus Record on Student Hiatus (STHI) screen. 

 

Check for a hiatus record for this applicant and enter or modify the end date on 

the hiatus record to be the date one day prior to the beginning of the re-entry term. 

 

 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 the APPN screen. 

 

Note: You can only access the Application Comments (UTED) screen from the 

applications (APPN) screen. 

 

Note:  You can only access the APPN screen if a program exists for your university.   

 

Step 1 ï Access the Applications (APPN) screen 

 

Step 2 ï Detail on the Comments field to access the Application Comments (UTEC) 

screen 

 

Step 3 ï Insert a blank line, date and time stamp the comment by entering a pound 

sign (#) in the first character of the comment line. 

 

Step 4 ï Enter a free form text comment. 

 

Step 5 ï Update the UTEC -> APPN screen 

 

Adding Specific Comments 

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

from the Comm Mgmt field on the APPN screen. 

 

Step 1 ï Access the Applications (APPN) screen 

 

Step 2 ï Detail on the Comm Mgmt field to access the Communication Code Entry 

(CRI) screen 

 

Step 3 ï Enter the communication code appropriate for the type of comment 

needed. 

¶ This will allow you to enter free form text that only a user with the appropriate 

office code can view. 

 

Step 4 ï 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 the PRSP screen. 

 

Note: You can only access the Applicant Comments (UTEC) screen from the Applicant 

Summary (ASUM) screen or the Prospect Summary (PRSP) screen. 

 

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

the applicant 

 

Step 2 ï Detail on the Comments field to access the Applicant Comments (UTEC) 

screen 

 

Step 3 ï Insert a blank line, date and time stamp the comment by entering a pound 

sign (#) in the first character of the comment. 

 

Step 4 ï Enter a free form text comment 

 

Step 5 ï Update the UTEC -> ASUM or PRSP screens 

 

Adding University-Specific 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 1 ï Access the Communication Code Entry (CRI) screen. 

 

Step 2 ï Insert a blank line, enter the comment communication code specific to your 

university.   

¶ The comment code is xACCMNT where x is replaced with your university 

identifier (B, D, N, M, S, U).   

¶ Enter the appropriate status code and date.   

¶ Cursor to the comment field and detail to the CCET screen. 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 user with the appropriate office code 

can view.  

¶ If applicable, enter text in the description field.  This short description will display 

on the CRI screen. 

¶ Date and time stamp on the first comment line.  Enter comments on the second 

line.  These comments will not display on the CRI screen. 

 

Step 3 ï Update the UTEC -> CCET -> CRI screens 
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Adding Remarks about an Applicant 
Responsibility: Home 

 

Use the Prospect/Applicant Remarks (AREM) 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.  

¶ Remark types indicate the kind of remark, such as personal information, 

involvement information, general comments, and interview.  

¶ Remark codes identify the source of the remark such as family friend, alumnus, 

admissions officer, or counselor.  These are smart-coded by university. 

¶ Using ñremarksò instead of ñcommentsò lets you use codes to categorize the 
remarks.  

¶ You can then use these codes as a mechanism for reporting, communications 

management and printing specific remarks. 

 

Note:  If you enter remarks on 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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Assigning a Different Academic Program to an Applicant 
Responsibility: 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 Board of Regents system 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 semesters (Fall or Spring). A former 

student shall be considered as a transfer student if he or she has attended a non-Regental 

university during the period of interruption of attendance. 

   

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

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. 

¶ At the 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 Applications (APPN) screen. 

 

Step 4 ï Access the Academic Program field 

¶ Press CTRL + D to delete the existing program. 

¶ Enter the new program in the academic program field. 

 

Step 5 ï Verify the Remaining Application Information  

¶ Follow the ñProcedure for Adding an Admissions Applicationò 

 

Step 6 - Save the record on the APPN screen. 

¶ The ASUM screen is redisplayed. 

 

Step 7 ï Save the record on the ASUM screen. 

 

Assigning a different academic program after the Move to Student process before the 

term has begun 

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. 

¶ At the Person LookUp prompt, enter the ID of the applicant 

Revised 

2/8/05 
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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 Applications (APPN) screen. 

 

Step 4 ï Enter a comment  

¶ Insert a blank line, date and time stamp first and then enter the comments. 

¶ This is an optional step. 

 

Step 5 ï Access the Cancel Dt field.  

¶ Enter cancellation date 

¶ This is an optional step. 

 

Step 6 ï Access the Reason field. 

¶ Enter the cancel reason. 

¶ This is an optional step. 

 

Step 7 - Save the record on the APPN screen. 

¶ The ASUM screen is redisplayed. 

 

Step 8 ï Update the record on the ASUM screen. 

 

Step 9 ï Access the Student Profile (SPRO) screen. 

 

Step 10 ï Detail on the Academic Program field to the Student Academic Program 

(SACP) screen 

 

Step 11 ï Inactivate the old program. 

¶ Enter a status of I (inactivate). 

¶ The end date will default in todayôs day.  Change if needed. 

 

Step 12 ï Add the new Program on the Student Profile (SPRO) screen. 

¶ 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. I.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 semester.  If 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 be created.   

 

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 
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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 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 attended a non-Regental 

university during the period of interruption of attendance. 

 

Paperwork will need to be signed by the appropriate personnel (Deans, Dept Heads, etc).  

One institution will not inactivate anotherôs degree seeking program.  

 

Step 13 - Use the Academic Program LookUp features to select the smart coded 

academic program for the student. 

¶ Enter the university identifier and é to view a listing by institution. 

¶ The SACP screen is displayed. 

 

Step 14 ï Verify the default location  

¶ The location defaults from the program entered. 

 

Step 15 - Verify the default catalog. 

¶ If you donôt want the default, you can select any catalog associated with this 

academic program. 

¶ 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. 

¶ Students may elect a ñcatalog of graduationò that is later than their initial catalog 

but may not elect a ñcatalog of graduationò that is earlier than their initial catalog.  

¶ Students who have discontinued enrollment at any Regental university for more 

than 2 consecutive semesters (summer is not counted) must move to the catalog in 

effect at the time they re-enroll. 

 

Step 16 ï Verify the department. 

¶ Departments will be smart coded to your institution 

¶ This department defaults from the program 

 

Step 17 ï Enter the start date and status of the program 

¶ If the student is changing programs at the same institution within a semester, the 

old program should be in-activated and the new program activated within a day of 

each other 

o The start date is used by the enrollment extract 

o Enter ñCò (Changed within university) in the status field of the old 

program  

o Enter an end date that is one day earlier than the start date of the new 

program. 

¶ If the student is adding another program, the start date stays as the current date 

 

Step 18 - To add comments 

¶ To be printed on program related reports: detail from Printed Comments field. 

¶ General, notation: detail from Comments field. 
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o Insert a line so the latest comment is at the top 

o Date and time stamp first, then  

o Enter a comment  

 

Step 19 - Update the SACP -> SPRO screens. 
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Creating a STUDENTS Record for an Individual Applicant 
Responsibility: University 

 

You can create a STUDENTS record for an individual applicant by either 

¶ Running the STUDENTS record creation batch process (SRCR) for that 

individual only,  

Or 

¶ Populating the Priority field on APPN as MTS to create the STUDENTS record 

immediately upon exit from the screen.  This rule is written in the Admissions 

Parameter Screen (ADPA) to create STUDENTS and will be discussed.  

 

These options use your STUDENTS record creation rules 

¶ See ñCreating STUDENTS Records for a Group of Applicationsò for information 
about using the STUDENTS record creation batch process for an individual 

applicant.  

¶ See ñCreating STUDENTS Records using APPNò for information about creating 
a STUDENTS record using the priority field on an application for a particular 

university.    

 

Creating an Individual STUDENTS Record with SRCR 

 

Complete the following steps to create a STUDENTS record for an individual applicant: 

 

Step 1 - Access the Student Record Creation (SRCR) screen. 

 

Step 2 - Select the appropriate processing options.  

¶ Enter Y in the Copy Admit Status Field. 

¶ Enter Y in the Use Rules field. 

¶ Enter the smart coded student creation rule in the Stu Create Rules.  

o CABMTSCR for BHSU 

o CADMTSCR for DSU 

o CAMMTSCR for SDSMT 

o CANMTSCR for NSU 

o CASMTSCR for SDSU 

o CAUMTSCR for USD 

 

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 

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. 
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¶ Use a saved list or Additional Selection Criteria to create student records for 

specific individuals 

 

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 5 ï Determine if a xORP New Student Orientation restriction should be added 

for this student. 

¶ 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 commitment or reply on 

coming to orientation is normally right before Orientation or the start of the 

semester. 

¶ 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 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 that student with the commitment process and getting proper 

advising for that institution.   

 

 

Creating STUDENTS records with APPN 

 

Step 1 ï Access the Application (APPN) screen.   

¶ Use search record procedures to lookup and select the applicant.   

¶ Select the program from the resolution screen.   

 

Step 2 ï 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 3 ï 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 university 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 access the STUDENTS 

data. 
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Step 4 - Access the Student Academic Level (STAL) screen to check for a record at 

the level of the current application: 

¶ Change enroll status to match admit status for this application.  

¶ See ñMaintaining/Updating Admit Status and Enrollment Statusò procedures for 

details on maintaining the admit and enrollment statuses. 

 

Step 5 ï Determine if a xORP New Student Orientation restriction should be added 

for this student. 

¶ 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 commitment or reply on 

coming to orientation is normally right before Orientation or the start of the 

semester. 

¶ 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 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 that student with the commitment process and getting proper 

advising for that institution.   
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Creating STUDENTS Records for a Group of Applications 
Responsibility: University 

Timeframe: One week prior to Orientation/Registration 

 

Use the STUDENTS record creation batch process (SRCR) to move a group of 

APPLICANTS 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 access the STUDENTS 

data. 

 

Complete the following steps to create a STUDENTS record for groups of applicants: 

 

Step 1 - Access the Student Record Creation (SRCR) screen. 

 

Step 2 - Select the appropriate processing options.  

¶ Enter Y in the Copy Admit Status Field.  If you enter ñYesò in the Copy Admit 

Status field, Colleague copies the admit status from the APPLICANTS file to the 

STUDENTS file. 

¶ Enter Y in the Use Rules field.  The Use Rules field on the Student Record 

Creation (SRCR) screen indicates whether Colleague creates the STUDENTS 

records based on the STUDENTS record creation rules. 

 

If you enter ñNò in this field, Colleague does not use rules to create STUDENTS 

records. Instead, Colleague creates a STUDENTS record for ALL the applicants 

identified in the Selection Options portion of the SRCR screen. 

 

¶ Saved List Name:  Contains university-specific application keys for the 

applications to be moved.  

 

¶ Enter the smart coded student creation rule in the Stu Create Rules.  

o CABMTSCR for BHSU 

o CADMTSCR for DSU 

o CAMMTSCR for SDSMT 

o CANMTSCR for NSU 

o CASMTSCR for SDSU 

o CAUMTSCR for USD 

 

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 

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. 
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¶ You identify the individuals you want to process in the STUDENTS records 

process through 

o A saved list of IDs from the APPLICATIONS file 

o Application statuses 

o Academic programs 

o Academic levels 

o Departments 

o Start terms 

o Applicants 

o In addition to these options you 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. 

 

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 5 ï Determine if a xORP New Student Orientation restriction should be added 

for these students. 

¶ 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 commitment or reply on 

coming to orientation is normally right before Orientation or the start of the 

semester. 

¶ 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 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 that 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 the Application Rating Assignment (APRA) screen. 

 

Step 2 - Using a saved list, other selection criteria, or both, select applications for 

which you want to calculate ratings. 

¶ Refer to ñComponents of the Application Rating Assignment Processò. 

¶ Define the following fields: 

o Recalculate Manual Ratings 

Á Enter [Y] if you want Colleague to update any manual rating that   

has been overridden for this application with the new calculated   

rating.                                                             

Á 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 

Colleague does not update it. Colleague does, however, update this 

application's calculated rating.                                                  

o Saved List Name  

Á  You can choose the applications to assign ratings to by entering 

the name of a predefined saved list of IDs from the 

APPLICATIONS file.   

o Application Date 

Á Colleague selects only those applications with a date greater than 

or equal to the begin date entered.                                                             

o Application Statuses  

Á Enter one or more valid application status codes 

o Academic Programs  

Á Enter one or more academic programs 

o Academic Levels 

Á Enter one or more academic levels  

o Start Terms 

Á Enter one or more valid terms  

o Applicants 

Á Enter the ID of one or more applicants 

 

Step 3 - If you need to define additional criteria for examples to select specific 

invoices or sponsorships, go to the Additional Selection Criteria field. 

¶ Otherwise, continue with step 6. 

 

Step 4 - Enter Y and update the APRA screen. 

¶ The Additional Selection Criteria screen is displayed. 
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Step 5 - Complete the Additional Selection Criteria screen. 

 

Step 6 - Save the information on this screen. 

¶ 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. 

¶ 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 screen blank. 

 

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 Applications (APPN) screen. 

¶ At the Person LookUp prompt, enter the ID of the applicant. 

 

Step 2 - From the resolution screen, select the program that you want to change. 

 

Step 3 - In the Appl Stat field, enter the status. 

¶ If the applicant was rejected in admissions, enter óDENô for denied. 

¶ If the applicant withdrew the applications, enter óWDRò for Withdrew. 

¶ 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 5 ï Enter the reason. 

 

Step 6 ï Update the APPN screen 
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Commitment Process 
Responsibility: ESC/University 

Timeframe: June ï August for Fall & November ï January for Spring; coordination 

call in April/May each year 

 

Procedures for Commitment Process for Fall 2010 

 
Enrollment Service Center Processing 

      

I. Process a query that 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.   

B. Special (non-degree seeking) and high school concurrent students will not be 

included. 

C. Students that have notified a university of their commitment plans will have a 

university-specific communications management code recorded and will not 

be included in the selection. 

D. University personnel must take care to code cancelled or withdrawn 

applications so they are not included in the query. 

E. Those identified in this query will be placed on a ñCommitment Letterò track. 

F. The query will be run daily to identify additional students to be added to the 

commitment track. 

 

II.  Send Decision Form to Students. 

A. Students will be sent the South Dakota University Decision Form and a cover 

letter (copies have been attached) at their 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. 

B. Students identified will receive three letters: 

1. Initial commitment letters will be sent on May 10, 2010 for Fall 10 

and October 25, 2010 for Spring 11. 

2. Students who do not respond to the commitment request will receive 

a second letter 21 days later. 

3. If the student still does not commit, a final letter will be sent 35 days 

after the second letter. 

4. After the third letter, the letter track will end and the individual 

universities will follow up with those students who have not 

committed. 

5. Additional students, identified by the query above, will be started on 

the three-letter track on a daily basis ï ESC will complete processing 

daily at 10:00 a.m. 

6. 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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III.       Return of South Dakota University Decision Form by Student 

A  Returned to the studentôs University of choice, EXCEPT if -- 

B.  Student is not planning to attend any Regental University ï then the decision 

is sent by the student, via email, to the Enrollment Service Center where a 

communication code will be entered removing the student from the 

communication track and identifying these students for individual university 

follow-up contact. 

 

 

 

 

Processing by the Regental Universities 

 

I. Select a point person for the commitment process. 

A. Each university will have a point person to handle the flow of the commitment 

process 

1.  BHSU ï Irene Salitros 

2.  DSU ï Katy OôHara 

3.  NSU ï Jill Vining 

4.  SDSM&T ï  Genene Sigler 

5.  SDSU ï Michelle Kuebler 

6.  USD ï Paula Allstot 

B. Each university will also provide a backup for the point person. 

 

II.  Receive information on studentôs decision. 

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 sure 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.  

Todayôs day should default.  Do not enter an end date on the new Home 

location.  When a new location is added the old location will automatically be 

ended with yesterdayôs date. 

 

III.  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 areas can view 

the commitment codes. 

B.  If the student has committed to your university, put xAC10CMF(S) on CRI 

and receive it in with the date you are entering the code.  NOTE:  It is 

important that this step is done whether a commitment letter track is running 

or not. 
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C.  If the student has a commitment letter track running on ITR (letters on IPC), 

then go to CRI and enter received on the CAC10CTF(S) code with the date 

you are processing the commitment. 

D.  Listed below are the CMC codes and the set up of the tracks for your 

information. 

 

Letter track set up 

CMC ï CAC10CMF (S) - Commitment Trigger 

 Immediate Print Document: CAD10CMF (S) 

 Corresponence Request: CAR10CMF (S)   

 Track: CAT10CMF (S) 

DOC  

 Initial Immediate Print Document: CAD10CMF (S) sent upon initial placement 

on the track 

 1st Commitment Reminder: CAD10C1F(S)     

 2nd Commitment Reminder: CAD10C2F(S) 

 

TRC ï CAT10CMF (S) - 2010 Commitment Track 

1st Reminder Document: CAD10C1F(S)   In 21 days from initial placement on 

the track 

2nd Reminder Document: CAD10C2F(S) In 14 days from initial placement on 

the track 

 

CRRD ï CAR10CMF (S) - 2010 Commitment Request  

Communication Code: CAC10CTF(S) Used to post to student CRI record to 

record the receipt of the Commitment Form 

Follow-up Action: CAT10CMF (S)  Track is removed once the form is 

recorded so the student does not get any more reminders 

 

CMC  CAC10CNF(S) ï Removal Trigger ï Commitment Communication Code posted  

 when student indicates no interest in SD system.  

 Correspondence Request: CAR10CMF(S) ï Removes Request Code. 

 Track:  CAT10CMF(S) ï Removes Track Code. 

CMC 

 Commitment Form Received: CAC10CTF(S) 

 University Committed to: xAC10CMF (S) where x is the university indictor 

 

** Once a commitment form is received, the 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 and xAC10CMF (S) to record the actual 

university marked on the commitment form 

 

IV.  Contact ñdeclinedò university. 

A. Contact the ñdeclinedò university to cancel registrations, ensuring the 
studentôs request to retain multi-institution registrations is honored. 
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B. The point person will contact the other institution(s) involved with the 

studentôs file via email or phone. 

C. It is 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 

non-commitment. 

D. NOTE:  If a student is current for 2010 Spring or academically withdrew from 

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.  No date available for 2011 Spring yet. 

 

V. University that is declined 

A. Cancel registrations. 

B. Inactivate accepted application by marking it with a WDR on APPN #27. 

C. Inactivate the SPRO program only for your university if the applicant was 

MTS. 

D. Remove any advising holds for your school on PERC screen. 

E. Cancel all recruiting CC or phone calls. 

F. If your school receives a not coming notification and is a multi-institution 

      applicant, make sure to always WDR your accepted application on APPN 

      #27 to keep the commitment process accurate. 

G. Change status on any awarded Financial Aid and 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 withdrew from 

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. 
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� 

Black Hills State University 

1200 University Avenue 

Spearfish, SD  57799-1797 

Phone: (605) 642-6343 

Toll free: 800-255-2478 

Fax: (605) 642-6254 

Email: admissions@bhsu.edu 

� 

Dakota State University 

820 N. Washington Avenue 

Madison, SD  57042-1799 

Phone: (605) 256-5139 

Toll free: 888-DSU-9988 

Fax: (605) 256-5020 

Email: enrollcomm@dsu.edu 

� 

Northern State University 

1200 S. Jay Street 

Aberdeen, SD  57401-7198 

Phone: (605) 626-2544 

Toll free: 800-NSU-5330 

Fax: (605) 626-2587 

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 university is also where you will receive assistance with student services 

(financial aid, advising, billing, etc.).  Thanks for your prompt response.   

 

Name: (preprinted) Student ID: (preprinted) 

Address:  

Phone:  Date-of-Birth:  

 

 

My home university is: (Please check only one of the six universities listed below.) 

 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 

 

 

  

http://www.bhsu.edu/
http://www.bhsu.edu/
http://www.dsu.edu/
http://www.dsu.edu/
http://www.northern.edu/index.html
http://www.northern.edu/index.html
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� 

SD School of Mines & Technology 

501 E. Saint Joseph Street 

Rapid City, SD  57701-3995 

Phone: (605) 394-2400 

Toll free: 800-544-8162 

Fax: (605) 394-1268 

Email: admissions@sdsmt.edu 

� 

South Dakota State University 

Box 2201 

Brookings, SD  57007-2298 

Phone (605) 688-4121 

Toll free: 800-952-3541 

Fax: (605) 688-6891 

Email: michelle.kuebler@sdstate.edu 

University of South Dakota 

414 E. Clark Street 

Vermillion, SD  57069-2390 

Phone: (605) 677-5434 

Toll free: 877-COYOTES 

Fax: (605) 677-6323 

Email: admiss@usd.edu 

 

http://www.usd.edu/
http://www.usd.edu/
http://www.sdsmt.edu/
http://www.sdsmt.edu/
http://www.sdstate.edu/
http://www.sdstate.edu/
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June 9, 2004 

 

Name          Student ID 

Address 

Csz 

 

Dear Name, 

 

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 courses during the same semester from more than 

one of the stateôs public universities, you can only have one university designated as your 

ñHome Universityò (the university from which you wish to get your degree).   

 

Designating an appropriate ñHome Universityò affects the following: 

 

¶  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 enrollment. 

¶ Accurate Billing of your university costs. 

¶ Appropriate Academic Advising for completing your degree program. 

¶ Other Student Support Services such as disability student services, veteran 

services, etc. 

 

If you are planning to enroll at one of the six public universities in South Dakota, you 

must declare your university prior to the start of the semester.  Please complete and mail 

or fax the enclosed ñSouth Dakota University Decisionò form, 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 you change 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 for returning this request in a 

timely manner allowing us to better assist you as you prepare to continue your education 

within the SD Public University System.  

 

Sincerely, 

 

Enrollment Service Center 

SD Public University System ï Board of Regents 
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Enc. 
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 414 East Clark Street, SDU 317  

 Vermillion, SD  57069 -2390  

  

  

            

 

 

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 seeking at a different university.  While 

you can take courses during the same semester from more than one of the stateôs public 

universities, you can only have one university designated as your ñHome Universityò (the 

university from which you wish to get your degree).   

 

Designating an appropriate ñHome Universityò affects the following: 

 

¶ 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 enrollment. 

¶ Accurate Billing of your university costs. 

¶ Appropriate Academic Advising for completing your degree program. 

¶ Other Student Support Services such as disability student services, veteran 

services, etc. 

 

Please complete and mail or fax the enclosed ñSouth Dakota University Decisionò form, 

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 you change 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 for returning this request in a 

timely manner allowing us to better assist you as you prepare to continue your education 

within the SD Public University System.  



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  127 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

 

Sincerely, 

 

Enrollment Service Center 

SD Public University System ï Board of Regents 

 

Enc. 

 

 
Black Hills State University 

1200 University Street Unit 9502 

Spearfish, SD  57799-9502 

Phone: (605) 642-6343 

Toll free: 800-255-2478 

Fax: (605) 642-6254 

Email: admissions@bhsu.edu 

 
Dakota State University 

820 N. Washington Avenue 

Madison, SD  57042-1799 

Phone: (605) 256-5139 

Toll free: 888-DSU-9988 

Fax: (605) 256-5020 

Email: enrollcomm@dsu.edu 

 
Northern State University 

1200 S. Jay Street 

Aberdeen, SD  57401-7198 

Phone: (605) 626-2544 

Toll free: 800-NSU-5330 

Fax: (605) 626-2587 

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 university is also where you will receive assistance with student services (financial 

aid, advising, billing, etc.).  Thanks for your prompt response.   

 

Name: «FIRST» «MIDDLE» «LAST» Student ID: «ID» 

Address: «LINE1», «CITY», «STATE» «ZIP» 

Phone: «PHONE» Date-of-Birth: «BIRTH» 

 

 

My home university is: (Please check only one of the six universities listed below.) 

 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 
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NOTE: If your current educational plans do not include any of the above universities, please 

Contact The Enrollment Service Center at:  Email Address: escapps@usd.edu. 

  

 
SD School of Mines & Technology 

501 E. Saint Joseph Street 

Rapid City, SD  57701-3995 

Phone: (605) 394-2400 

Toll free: 800-544-8162 

Fax: (605) 394-1268 

Email: admissions@sdsmt.edu 

 
 

South Dakota State University 

Box 2201 

Brookings, SD  57007-2298 

Phone (605) 688-4121 

Toll free: 800-952-3541 

Fax: (605) 688-6891 

Email: michelle.kuebler@sdstate.edu 

 

 
 

 

University of South Dakota 

414 E. Clark Street 

Vermillion, SD  57069-2390 

Phone: (605) 677-5434 

Toll free: 877-COYOTES 

Fax: (605) 677-6323 

Email: admiss@usd.edu 
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Customizing an Applicantôs Academic Program 
Responsibility: Home 

 

Complete the following procedure to make changes to or customize an applicantôs active 

academic program: 

 

Step 1 - Access the Applications (APPN) screen for the applicant whose application 

you want to make changes to. 

¶ After the applicant has been moved to student (MTS), changes to a program 

should be made on SPRO. 

 

Step 2 - Go to the Acad Program field. 

 

Step 3 - Detail to the Student Academic Program Additions (STPA) screen. 

 

Step 4 - Enter the desired additions to the standard academic program. 

¶ Add additional CCDs, Majors, Minors, or Specializations 

¶ Enter a Start/End date for this change 

¶ Enter if this applicant is taking this program as an Honors program 

 

Step 5 ï Update the STPA -> APPN screens 
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Adding an Additional Academic Program for a Student Within 

the System  
Responsibility: Home 

 

Complete the following 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), changes to programs 

should be made on SPRO. 

 

If the program is a degree-seeking program and it is not within the same institution, 

a new APPN will need to be created.    

 

If the program is a degree-seeking 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, etc). See Adding an 

Academic Program within a University .    

 

 

Revised 
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Changing an Applicantôs Academic Program Location 
Responsibility: Home 

 

Complete the following procedure to modify the location of an applicantôs academic 

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 changed.  The specific 

location of the student and the method of application will be housed in Influence to 

Apply.  This location can be changed as follows. 

 

Step 1 - Access the application you want to modify on the Applications (APPN) 

screen  

 

Step 2 - Go to the Influence to Apply field. 

 

Step 3 - Change the application ólocationô in Influence to Apply to be more specific 

than one of the six universities. 

¶ Influence to Apply contains values that are more specific than the six universities. 

¶ F1 twice for a listing of codes 

¶ AD ï Alternate Delivery would be used for applications such as DDN or Internet 

Only  

¶ 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 4 ï Update the APPN record. 

Revised 
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Recording Payment of an Application Fee 
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 degree-seeking 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 created to record the application fee 

on APFE.  

 

If the applicant has attended one of the six South Dakota public institutions for higher 

education (BHSU, DSU, NSU, SDSM&T, SDSU or USD) within the previous three 

semesters, and the fee is recorded on APFE with a status of paid, the student does not 

need to pay another application fee. 

 

The application fee should be waived only for the following reasons: 

¶ When the program, for which the student is submitting an application, is special or 

high school concurrent (xSPEC.SPEC, NHS.HS & xSPECG.SPEC). These programs 

are not required to pay an ap fee until the student becomes degree seeking.   

¶ When the student has previously paid the application fee, then reapplies at the same 

academic level, and has previously attended a SD university within the previous three 

semesters, the application fee should be waived. 

 

Complete the following steps to record the receipt of an admissions application fee at the 

time you record the application. 

 

Note: Application fees show on the ARTI screen under Non-term. 

 

Step 1 - Record the application fee from the Applications (APPN) or Application 

Fees (APFE) screen. 

 

Step 2 ï 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 Now field and Enter Y. 

 

Step 4 - Save the application. 

 

Step 5 ï Complete the Application Fee Entry 

¶ Access the Application Fee Entry (CRAF) screen. 

o The first time you access this screen you will have to fill out the Restricted 

CR Session Control (RCSC) screen.  

Revised 
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Á This will create a session which you will post the days receipts. 

Á  Be sure to start a new session every day or the date from the 

previous session will be used for the new receipts. 

o Enter through the RCSC screen. The information on this screen will 

default.  This screen is a one time setup for each day. 

o You are returned to the CRAF screen  

Á Do not enter an ID for the batch number, batches will not be used. 

Á 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. 

Á Enter over to the amount field and enter the amount of the 

application. 

Á In the Pay Method field ï enter the credit card or check 

information 

¶ Enter the Payment Method of check or credit card 

¶ 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  

 

Á If cash is collection enter the cash collection in the cash field   

 

Á 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  

¶ Access the Restricted CR Session Control (RCSC) screen. 

o Status  

Á Change the status from O (open) to C (closed)  

Á Detail on the status field to view the current days receipts 

Á Print this information to your printer for documentation 

o Starting Cash ï enter 0 

o Enter your ending cash amount in the Actual End Balance field 

Á This amount should equal your Control end Balance. 

¶ Finish out of the RCSC screen. 
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Waiving an Application Fee 
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 following reasons: 

o When the program, for which the student is submitting an application, is 

special or high school concurrent (xSPEC.SPEC, NHS.HS & 

xSPECG.SPEC). These programs are not required to pay an ap fee until the 

student becomes degree seeking.   

o When the student has previously paid the application fee, then reapplies at the 

same academic level, has attended during the thre previous semesters, the 

application fee should be waived. 

 

Step 1 - Access the Applications (APPN) 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 0 (zero). 

 

Step 6 - Save the Application Fees (APFE) screen. 

¶ The Applications screen is redisplayed. 

 

Step 7 -  Save the Applications (APPN) screen. 
 

Revised 

2/8/05 
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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 

application 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 change the application status to the code that means an application is 

waitlisted.  

¶ When you manually change an applicantôs application status, you need to be 
aware that Colleague may override the manual change if you have set the Auto 

Update Application Status parameter to ñYes,ò (on ADPA) and the applicant 

passes an academic program admit rule that changes his admit status.  

¶ If you manually change the application status of applications, you should include 

a statement in your academic program admit rules that results in a false 

occurrence whenever the application status is ñwaitlisted.ò  

¶ 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. 

¶ See Getting Started with the Student System and Chapter 6 of 

Recruitment/Admissions Learning Guide for information about the Auto Update 

Application Status parameter on ADPA and about defining academic program 

admit rules on ADMR. 

 

Automatically Placing an Application on a Waitlist 

 

There are two ways that Colleague automatically places an application on an admissions 

waitlist: 

¶ through academic program admit rules on ADPA 

¶ through the batch admissions process on BADM 

 

Using Academic Program Admit Rules.  

¶ 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 status of admissions applications to ñwaitlisted.ò  

¶ If you have set the Auto Update Application Status parameter to ñYesò on ADPA 
Colleague evaluates your academic program admit rules each time you save an 

applicantôs application information.  

¶ If the rule that sets the status to ñwaitlistedò is true, Colleague changes the 

applicationôs status and that application is placed on the waitlist for the 

corresponding academic program. 
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¶ If you set the Auto Update Application Status parameter to ñNo,ò you can still 
define the academic program admit rules. However, Colleague does not evaluate 

these rules until you run the batch admissions process. 

 

Using the batch admissions process (BADM)  

¶ When you use the batch admit process, you instruct Colleague to set the 

application status to ñwaitlistedò for specified applications.  

¶ See ñUnderstanding Batch Admissionsò for complete details on running the batch 
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 representatives and AARS to a group 

of individuals: 

 

Step 1 - Define your admissions representative/ARAR assignment rules. 

¶ Naming convention is university -> module -> name. 

¶ 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 or ARAR. 

¶ Refer to ñAssigning Representatives to a Group of Individualsò in the Using 
Recruitment & Admissions Management Guide, page 2-56.  

o There are two parts to this screen. 

o The 1
st
 part defines what you would like to do 

Á Overwrite Crnt Adm Rep 

Á Overwrite Crnt AARS 

Á Use Rules 

Á Admissions Rep 

Á AARS 

o The 2
nd

 part refers to the applicants/applications you want to process 

Á You can use a saved list or limit by the following criteria 

Á Academic Programs Incl 

Á Academic Programs Excl 

Á Locations Incl 

Á Locations Excl 

Á Admissions Reps Incl 

Á Admissions Reps Excl 

Á AARS Incl 

Á AARS Excl 

Á Applicants Incl 

Á Applicants Excl 

Note: Use smart coded rules for each university and assign admissions reps by 

application not applicant. 

 

Step 3 - Run the batch assignment process. 
 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  138 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Assigning Admissions Representatives to an Individual 
Responsibility: University 

 

Use the Application References/Appts (ARFA) screen to assign an admissions 

representative or AARS manually to an individual: 

 

Step 1 ï Access the Application References/Appts (ARFA) screen  

 

Step 2 ï At the Applicant LookUp, enter the ID or full name of the applicant 

 

Step 3 ï Enter a Recommendation Code 

¶ Enter the code that describes the recommendation you are recording 

¶ For example, GCO for Guidance Counselor 

o Use é for a lookup 

¶ Enter a Description for the recommendation 

o This is free form text. 

 

Step 4 ï Enter a Reference and Reference Code 

¶ Enter the name of the person giving the reference.   

o 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 PERSON file, and you      

expect to continue contact with them, you can detail to the Name and  

Address(NAE) screen to enter data about them.    

¶ See Adding a Person 

 

Step 5 ï Assign an Adm Rep 

¶ At the Staff LookUp, enter the id or full name of the Admissions Representative 

 

Step 6 ï 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 Admissions Representative/AARS Rules 

(ARAR) screen.  

 

Step 1 ï Access the Admissions Rep/AARS Rules (ARAA) screen 

 

Step 2 ï Enter N in the One Admissions Rep per Applicant field 

¶ Entering N will ensure the rep goes to the application, not the person 

 

Step 3 ï Define the rule to assign admission reps 

¶ Naming convention is university or common -> module -> name. 

 

Step 4 ï 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 application to a university whereas the 

enrollment status is initially assigned when the first application has reached a ñready to 

registerò status and is moved to the students file to allow registration to occur. 

 

Admit and enrollment statuses  

 

F - First Time (degree seeking) 

The applicant is first-time 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.   

Á 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 post-secondary credit from an institution 

outside the Regental system BEFORE their high school 

graduation, the student is considered first time. 

o If a student has post-secondary credit from an institution 

outside the Regental system, BEFORE AND AFTER their 

high school graduation, they are considered a transfer. 

o If the applicantôs only post-secondary credit is the 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 time 

enrollees to the Masterôs program.  

  

Official guidelines included in MCR #34: 

 

× First Time Student, Undergraduate:   

A new student who has never attended a post secondary institution 

(including non-accredited institutions) and is enrolled for the fall term 

will be coded as a first-time student, undergraduate.  This includes the 

student who attended a post secondary or non-accredited institution the 

summer immediately following high school graduation (and preceding 

the fall term).  For example, a high school graduate who completes a 

course from Bobôs Barber College during the summer between high 

school and college enrollment will be coded as a first-time student.   

 

× First Time Student, Undergraduate:   

Revised 
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A new student who has enrolled in the South Dakota University 

System with advanced-standing college credits earned prior to 

graduation from high school (including credits earned at a non-

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 transferable college credit. 

 

 

T - Transfer 

The applicant is transferring from a post-secondary institution from 

outside the South Dakota (SD) Board of Regents (BOR) System.  

Á The applicant has taken post-secondary credit after graduating 

from high school or GED or home school. 

o This does not include applicants taking post-secondary 

credit during the summer following their high school 

graduation.  If the applicantôs only post-secondary 

credit is the summer following their high school 

graduation before entering the university in the 

following fall, the applicant is considered first time. 

Á If a student has post-secondary credit from an institution 

outside the Regental system, before and after their high school 

graduation, they are considered a transfer. 

This status includes applicants to certificate programs and both 

undergraduate and graduate levels. 

 

Official guideline included in MCR #34: 

 

× Transfer Student:   

A new student who has attended a post secondary institution 

(including a non-accredited institution) will be coded as a transfer 

student.  For example, a student who attended Bobôs Barber College 

prior to enrollment in the regental system will be coded as a transfer 

student. 

 

TS - Transfer within the SD university system 

The applicant is ótransferringô from one of the Regental institutions to one 

of the other five Regental institutions.  This status includes applicants to 

certificate programs and both undergraduate and graduate levels.   

 

R - Readmit  

The applicant is applying to a post-secondary institution previously 

attended without attending any other post-secondary institution in the 

interim.  This is different than a transfer in that the institution of previous 

attendance and the institution of application are the same.   This status 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  142 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

includes applicants to certificate programs and both undergraduate and 

graduate levels.   

 

H - High School  

The applicant wishes to attend a post-secondary institution and high 

school at the same time often termed dual enrollment.  At the 

undergraduate level, when an óHô, high school, code is used, the academic 

program is ñxSPEC.SPECò where óxô is the university identifier.  At the 

high school level (NSU only), when an óHô, high school, code is used, the 

academic program is ñxHS.HSò where óxô is the university identifier. 

  

S ï Special 

The applicant is not seeking a degree at the time of application.  The 

program assigned to special undergraduate students is óxSPEC.SPECô 

where óxô is the university identifier.  Special graduate students are 

assigned óxSPECG.SPECò.  Applicants seeking a certificate degree should 

not be coded as special but are to be coded as degree seeking.  

 

C ï Continuing (only an enrollment status) 

The student has maintained continuous enrollment at a university for two 

consecutive terms.  Spring/Fall are considered 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 application and level will 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 status on a studentôs level will not and 

should not change when the subsequent applicationôs are moved to student unless the 

student never attended.   

 

The admit status is viewable and updateable on the Prospect Summary (PRSP) screen, the 

Applicant Summary (ASUM) screen or the Applications (APPN) screen. 

 

¶ The admit status is assigned to each application/program as it is entered on APPN.  

The first application moved to student will populate the admit status for the acad 

level.  

¶ An academic program is assigned for each major the 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 admit status may differ if one of the 

applications is not degree seeking or the application is at a different level. 

¶ 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 universities and the student is a first time 

student, the admit status would be an ñFò for all universities. If a student is not a 

first time student, the applications would not necessarily have the same admit 

status on APPN. A student may be a former student at one university with an 

admit status of ñRò while the student may be a within system transfer at another 

university with an admit status of ñTSò during the same term. However, STAL 

would maintain the original admit status of the student. 

 

 

Admit Status and the Move to Student Process 

 

¶ When an applicant reaches ña ready to registerò status, one or more of the 
assigned applications are moved to the students file allowing registration to occur 

for all universities for that student.   

¶ The Move to Student process can be done via a batch process on the Student 

Record Creation (SRCR) screen or by singly entering a óMTSô value in the 

priority field on the Applications (APPN) screen.    

¶ The student creation rules are constructed so that only applications for a specific 

university are moved during the process. 

¶ Only the first application that is moved for a student populates the level-related 

information (UG, GR, MD, LA, HS) on the STAL screen including the admit 

status and enrollment status (through rules) and other level-related information.  

Subsequent student creation moves will only move the university application but 

will not change any of the student and level-related data previously moved.   

¶ One academic level record is created on STAL for each level (UG, GR, MD, LA, 

HS) of academic program that is moved to the students file. 

¶ While the first application/program that is moved at each level is the only one to 

create the studentôs academic level (STAL) file and allows the student to register 

in courses at that level, the remaining applications must be moved to the students 

programs file (SPRO, STAL and SACP) for tracking purposes. 

¶ Admit status never changes for a student who attends the institution for the 

semester in which the student was moved to student. 

¶ Admit status could change if a student did not attend the institution for the 

semester in which the student was moved to student --for example, if a student 

applies and is accepted as a First time student, never attends (goes out of state, 

etc), and later applies as a transfer student. 

 
Enrollment Status 

 

The enrollment status describes the studentôs duration of enrollment in the South Dakota 

system.   

 

Since there is only one admit status and one enrollment status per academic level (UG, 

GR, MD, LA, HS), those statuses represent the 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 

 

Enrollment status may be updated manually on the Student Levels (STAL) screen or via a 

batch process called Update Enrollment Status (XUES). 

 

Follow these guidelines when updating the enrollment status. 

 

¶ The enrollment update process, either manual or batch, should change the 

studentôs enrollment status from an óFô, óRô, óTô, or óTSô to óCô for students who 

are enrolled for two consecutive terms as degree-seeking students. Spring/Fall are 

considered consecutive terms.  

¶ An enroll status of 'S' or óHô may be associated with the non degree-seeking 

programs SPEC.SPEC or SPECG.SPEC.  Use óHô for high-school students.  

¶ Unless a degree-seeking program is chosen by the student, the enrollment statuses 

of óHô, high school, and óSô, Special, are not changed to the óCô status.  

¶ The enroll status for a ñSò, Special student who becomes degree-seeking, is 

changed to the óCô status. 

¶ The enrollment status for a student with both a degree seeking and a special 

program should always be associated with the degree-seeking program.  Valid 

statuses for a degree-seeking program are óFô, óRô, óTô, óTSô, and óCô.   

¶ New, transfer, or reentry students enrolled for summer will not change to 

continuing for fall.   

¶ New students, including first-time, transfer or reentry, for spring semester will 

change to continuing for summer.  Updating the enroll status for summer is 

optional.  

¶ If the applicant has already been moved 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.     

¶ Students enrolled/registered for two consecutive regular terms and the status in 

the previous term is an óHô and the current term begins after the High School 

Graduation date and the student has an active degree seeking program, the status 

is an óFô. 

¶ If a student was S status at one university, then transfers to another 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 update the 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: 

 

¶ Do not change the Enroll status on STAL until after the end of the Spring term 

processing 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,  

 

¶ Change enroll status immediately after he is accepted and the program is moved 

to student  (same as any other HS student who graduates in May 2004). 

 

¶ In any case, any student who has been a dual enrolled high school student needs 

to have his enroll status changed manually on STAL when he is a student after he 

graduates from high school -- timing 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 true for transfers within the system--they also cannot be 

changed until after the student has completed the term(s) at the original institution. 
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Updating Enrollment Status via the batch process XUES 
Responsibility: UDA/Central Verification  

Timeframe: Prior to the enrollment extract 

 

Note:  This process is not run for the High School level students. (NSU only).  Students 

with TS status were not included in the update savedlist.  A separate savedlist was created 

for them and run in Audit Mode.  They were reviewed online by the universities. 

 

Note:  In addition to updating the enrollment status, the batch process also creates a 

record in the STUDENT.TERM.NOTES file for those statuses that were updated during 

the process.  See below for details.  

 

Batch update of Enrollment Status to Continuing 

 

This procedure should be used for standard processing. 

  

Step 1 - Access the XUES screen  

  

Step 2 - Define your saved list to use to update the enrollment status. 

¶ 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 id) 

  XH.CMR.ENRL.TS.xxx  (where xxx is the university id) 

 

Step 3 - Enter the previous term 

¶ This will be the last regular term that is checked for active enrollments.  

  

 Step 4 - Enter the current term 

¶ This will be a future or current term that is checked for active enrollments 

 

Step 5 ï Enter the Update Now Parameter 

¶ Enter óYô to run in update mode 

¶ Enter óNô to run in report mode. 

 

Step 6 ï Enter additional selection criteria 

¶ Enter óYô at the additional selection criteria prompt. 

¶ Enter the selection criteria.  

 

Step 7 ï Enter the High School Graduation Year 

¶ This parameter is 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 the INSTA.YEAR.ATTEND.END is blank, then the enrollment status 

Revised 

5/14/04 
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IS updated to the enrollment status of 'C". High schools are marked with an 

INST.TYPE in the INSTITUTIONS file.  

¶ For example, high 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, these HS-then first time freshmen 

students are enrolled for two consecutive terms and would be changed to 

continuing ('C') in the program. For SD purposes, however, we wish to count 

them as new freshmen 'F'.  

¶ 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   

Step 8 - Update the XUES screen 
¶ The enrollment status for the selected students with a prior enroll status of F, R, T 

or TS is changed to C. 

¶ The prior enrollment status will be stored in STU.TERM.NOTES file with the 

previous term parameter as the term.   

¶ Sort output by  XM.STA.SORT.NAME 

 

Step 9 ï Review the reports 

¶ Two reports are generated:  One report lists the students where the enrollment 

status was updated.  The second one lists the students that were not updated.  Both 

lists should be reviewed. 

¶ In the review, watch for occasions when the status is to be updated when it should 

not be.  For example, a student was enrolled but has since canceled it still a 

student for a particular term to the enrollment 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 will need to be changed back manually. 

 

  

Updating Enrollment Status by saved list of specific groups 

  

This procedure should be used for Forced processing. 

 

Note:   This process will not allow the enrollment status to be changed to a óCô. 

  

Step 1 - Access the XUES screen 

  

Step 2 - Define your saved list to use to update the enrollment status. 

¶ The savedlist must contain STUDENT.ACAD.LEVELS record Ids.              

 

Step 3 - Enter the current term 

¶ This will be the current or future term that is checked for active enrollments.  

  

Step 4 ï Enter the enroll status 

¶ This status is the one that the individuals in the saved list should be updated to. 

 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  148 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Step 5 ï Enter the Update Now Parameter 

¶ Enter óYô to run in update mode 

¶ Enter óNô to run in report mode. 

 

Step 6 ï Enter additional selection criteria 

¶ Enter óYô at the additional selection criteria prompt. 

¶ Enter the selection criteria.     

 

Step 7 ï Enter the High School Graduation Year 

¶ This parameter is 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 the INSTA.YEAR.ATTEND.END is blank, then the enrollment status 

IS updated to the enrollment status of 'C". High schools are marked with an 

INST.TYPE in the INSTITUTIONS file.  

¶ For example, high 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, these HS-then first time freshmen 

students are enrolled for two consecutive terms and would be changed to 

continuing ('C') in the program. For SD purposes, however, we wish to count 

them as new freshmen 'F'.  

¶ 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   

Step 8 - Update the XUES screen 
¶ The current enrollment status will be stored in STU.TERM.NOTES file using the 

current term parameter as the term.  

 

Step 9 ï Review the Report 

¶ In the review, watch for occasions when the status is to be updates when it should 

not be.  For example, a student was enrolled but has since canceled it still a 

student for a particular term to the enrollment 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 will need 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 university-specific program of interest is used as 

a basis for assigning the university privacy codes to prospects/applicants.   

 

Use the XUPC screen to maintain the university privacy codes for a prospect or 

applicant.  Few staff members at each university should have access to this screen. 

 

Step 1 ï Access the Prospect Summery (PRSP) screen.   

¶ Verify that the prospect/applicant for which you are going to add a university 

privacy code for has an existing smart-coded program for that university.   

¶ If one does not exist, refer to Adding Prospect Information procedures to add a 

program of interest. 

 

Step 2 ï Access the University Privacy Code Maintenance (XUPC) Screen for the 

prospect/applicant. 

¶ Update the university privacy code using a university code from the locations 

(LOCN) table. 

 

Step 2 ï 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 security to access 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.  The batch process will examine each prospectôs 

university specific program(s) of interest and Title IV code(s) to ensure that the 

corresponding universityôs privacy code exists on the prospect.  If the prospect has a 

program of interest or a Title IV code for a university but didnôt have the corresponding 

universityôs privacy code, that code would be added. 

 

 

Step 1 ï Access the Batch Privacy Update (XBPU) screen.   

 

Step 2 ï Select the appropriate processing options.  

¶ 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.     

¶ Start Term:   Enter the start term.   This option 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. 

¶ Applicant IDs:  Enter a specific person ID for those prospects whose university 

privacy codes are to be updated. 

¶ Additional Selection Criteria:  Selection criteria entered here will further narrow 

then selection. 

 

Step 2 ï Update the XBPU screen.  

 

Step 3 - Review the reports generated. 

¶ Reports will be generated for prospects/applicants:  

o Added due to an application 

o Added due to a Title IV code 

o Out-of-sync with an application or Title IV code 

o Removed due to the ñStudent Creationò (MTS) Process. 

¶ Review the reports and distribute. 
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Data Entry Required for Readmits and Transfer Readmits 
Responsibility: University 

Timeframe: After MTS  

 

Step 1 ï Access the Applications (APPN) screen for the readmit, transfer within the 

regental system, or transfer readmits 

¶ Complete the APPN screen as defined in Adding 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 

 

Step 2 ïAccess and verify/update 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 level academic standing of óPAô on the AMSC screen in 

the ADM.MISC3 field if 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 standing they had 

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 the SD system 

who have a GPA below a 2.0, are admitted on probation. 

 

Former students whose records were converted will have academic 

standing in the Notes field on STAL.    

 

STAL ­ SACS: If the initial academic standing is not already 

recorded on SACS, enter academic standing from the notes field 

into the academic standing field by detailing on the Acad Standing 

field to go to the SACS screen.   

 

Enter the value TERM. 

Enter the Academic Program (optional). 

Enter the applicable academic standing: 

¶ GS Good Standing 

¶ PR Probation (for transfers within the regental system) 

¶ PA  Admitted on Probation (when a new APPN is 

created) 

¶ SU Suspended 

 

Revised 

6/20/06 
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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 pre-merge 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 changed to PA any 

time a new application 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 university the next semester, the PC status should be 

changed to PR. 

 

Note: If the student is Admitted on Probation and does not attend, the academic standing 

on SACS for the readmit term should be deleted. 

 

Note: Enroll Status, Home Location & the primary e-mail address should not be changed 

until after minimum progression is completed for the term for students who were enrolled 

during that term at another SDBOR university, 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 Field 2 of APPN of the 

current application. 

 

Enrollment Status: See the procedures ñMaintaining/Updating Admit Status and 

Enrollment Statusò for details on maintaining admit and enrollment 

status.  

 

Verify the enrollment 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.   

  

¶ F  New applicant that is not special. 

¶ T  Readmits with transfer or new transfer 

¶ TS       Transfer within the SD university system 

¶ R  Reentry 

¶ S  Special if the student is non-degree-seeking student 

 

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 university for the semester in which 

the student was moved to student and is returning to your 

university. 
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Step 3 ï Access and verify/update the Program Status on SACP->SPSH, Home 

Location on the Student Profile (SPRO) screen, and residency status on the Addnl 

Student Profile Info (ASPR) screen  

 

Program Status: 

Verify that the status on the program that was MTS is A (active).   If a student is re-

admitted into the same program, the status may not be active on a subsequent MTS 

¶ Detail on the program to SACP 

¶ Detail on the Status/Dt/Opr to SPSH   

¶ If the most current status is not active, Shift-F3 on line 1 to insert an A (active) 

status with the correct status date.    

¶ Verify the start date is the same as the status date and the end date is blank on line 

1. 

o If it is not correct, Shift-F3 to insert a new start date; leave the end date 

blank.  

¶ Finish out of SPSH -> 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 SPRO.  If the home location field is updated, the 

student must also have a program that corresponds with the home location university 

¶ Before updating, verify the student is not active on another campus, either 

registrations or financial aid 

o To Update, Shift F3 on the Home Location field to enter a blank line 

o Enter the new home location  

o Enter the current date  

¶ Detail on the Addl Profile Data field to the Addnl Student Profile Info (ASPR) 

screen 

 

Residency Status 

¶ Verify residency status for applicants who reenter the system and have already 

been moved to student. Residency status will not move forward on a subsequent 

move to student.    

¶ Detail on the Comment/Remarks field to the Additional Student Info Comment 

(UTEC) screen 

 

Entry of residence information for subsequent applications: 

¶ 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 SD resident using the 

permanent address as the source. 

¶ 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 DADD.  If the student 

is becoming a SD resident, the county field will need to be updated with the SD 

county. 
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¶ 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 the origin county unless this student is becoming a 

resident and there was not a SD county listed. 

¶ 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: 

State of residence - Use 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  

which a student has a driverôs license or is registered to vote. It is  

not necessarily the state in which the studentôs high school is located.  

 

Note: Military personnel should be classified as residents or non-residents according to 

their ñhomeò state of record.   If South Dakota is claimed as their ñhomeò state of record, 

they should be classified as residents. 

 

If an individual moves to South Dakota with their spouse, who has been recruited, 

transferred or employed full-time in SD prior to the enrollment of the spouse, the spouse 

should be classified as a resident.   

 

If you have a non-resident student marry a non-student SD resident, the student would be 

classified as a resident.  If the non-resident 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.  

 

Comments 

¶ Shift F3 to insert lines 

¶ Date and time stamp the first line 

¶ Enter comments about who updated the student, why they were updated  and 

when the student was updated 

 

Restrictions 

¶ 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 Admission (BADM) screen to initiate the process of updating the 

application status of a group of applications based on your academic program admit rules. 

Refer to ñ Updating Applications by Batch Admissionsò in Using Recruitment & 

Admissions Management, Chapter 3, Page 3-93.  

 

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 your academic program 

admit rules.                            

                                                                       

Step 1 ï Access the Batch Admission (BADM) screen 

 

Step 2 - Select the applications for the batch admissions process by using 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.  

¶ For example, you may have a saved list containing all the applications with an 

anticipated start term of next fall, but you may only want to admit those applying 

to your business program.  

¶ 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 field on the 

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 assigned the application status associated with that rule.                                             

 

Step 3 ï Define other specific characteristics, if applicable, to be used with the saved 

list 

¶ Acad Levels Incl/Excl 

o Enter one or more academic level IDs to include/exclude in processing 

¶ Acad Programs Incl/Excl  

o Enter one or more academic program IDs to include/exclude in processing 

¶ Locations Incl/Excl 

o Enter your location 

¶ Admissions Reps Incl/Excl  

o Enter one or more staff IDs to include/exclude in processing 

¶ Appl Statuses Incl/Excl  

o Enter one or more application status codes to include/exclude in 

processing. 

¶ Additional Selection Criteria 

o Enter any other selection criteria from the APPLICATIONS file 
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Step 4 ï Update the BADM screen 
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Transfer and NonCourse Credit 
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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:  Beginning immediately after the merge, the following types of credit should be 

entered on the EXTS screen: 

a. Undergraduate and graduate transfer credit received from American colleges 

      and universities accredited by a regional accrediting association (North 

                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 Association of Colleges 

                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 Technical 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. 

Á Transfer credits are entered and evaluated for degree seeking students only. 

Á Official transcripts must be received from the transfer institution before credit will 

be recorded and evaluated. 

Á High school courses for which students received college credit will not be 

accepted for transfer unless validated by an Advanced Placement or CLEP score 

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 College.  High school courses taken after Spring 

term 2002 for which students received credit from one of these three institutions 

will be accepted for transfer effective. 

 

Note: AAC Approved Guidelines for 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 association:  North 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 

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 (detail from the ñEquivò column on the EXTS) 

screen.  All courses are entered on EXTR with the university identifier in front of the SUBJ 

of the course (e.g. BENG).  

 

  Amount of Credit Recorded 

 

 ALL undergraduate transfer courses (including remedial courses) and all transfer grades 

must be recorded and evaluated so that they appear on the studentôs academic transcript.   

 Exceptions:  Orientation (This refers to a specific 1-2 credit course that is labeled 

ñOrientation.ò  If you can determine that the course is an orientation to that campus, then it 

cannot be recorded.  If it has ñorientationò in the title of the course, then you need to refer to 

the course description for that institutionôs catalog to determine.), Life Experience and 

General Education Development Tests are not recorded.  See BOR Policy 2:5 for high 

school courses.  ESC will enter all courses and the universities will investigate 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 may be for (1) a 

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 equivalency, which is 

used for extremely unusual courses that do not match criteria 1-3 above. 

 

 Grades Recorded 

 

 As recorded on the transcript received from the transfer institution. 

 

 Transfer grades not existing in the Regental grading scheme will be equated to the Regental 

grading schemes. 

Revised 

10/24/03 
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¶ Credit EARNED prior to Fall 2003 ï grades are equated to your old university 

specific undergraduate grading schemes for the appropriate academic level.   

¶ Credit EARNED Fall 2003 or later ï grades are equated to the new Regental 

system undergraduate grade scheme for that academic level (See BOR Policy 

2:10). 

 

 Credit Type Used  

 

¶ Credit EARNED prior to Fall 2003:  are equated on TEEV with a credit type 

of xMT, xMTR, xMT2.   

¶ Credit EARNED Fall 2003 or later:  are equated on TEEV with a 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. 

 

¶ Credit EARNED Prior to Fall 2003:  Each 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 that the 

equivalencies for common and system general education courses are 

maintained. 

¶ Credit EARNED Fall 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 unique courses that you wish to 

reevaluate, the prior university's equivalency status must be set to ñPTò (Prior 

Transfer) on the TEEV screen.  Then you may reenter the unique course on 

EXTS/EXTR with your university identifier (DENGL) and grant a new 

equivalency with a status of ñTRò on TEEV. 

 
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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded 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 association:  North 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 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) screens and 

equivalencies are granted on the TEEV screen.  All these courses are entered on EXTR with 

the university identifier in front of the SUBJ of the course (e.g. 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 

studentôs academic transcript.  

 

Equivalencies Granted 

 

If transfer credits are judged acceptable; these courses will be recorded, and 

equivalencies granted, using the following guidelines: 

(1) If there are specific equivalent graduate courses at the university evaluating the 

credit, these specific courses should be used when granting equivalencies. 

  (2)  If  there are no equivalent graduate courses at the university evaluating the 

      credit, these courses will be recorded, and equivalencies granted, using the  

      following guidelines: 

(a) If the academic discipline is available at the university evaluating the 

credit, but there is no discipline equivalent course, use the discipline prefix 

and the appropriate course level (700 for masters programs and 800 for 

doctoral programs).   

(b) If the academic discipline in not available at the university evaluating 

the credit, use the GEN prefix and the appropriate course level (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: 

Revised 

8/19/04 
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¶ Credit EARNED prior to Fall 2003 ï grades are equated to your old university 

specific graduate grading schemes for that academic level.   

¶ Credit EARNED Fall 2003 or later ï grades are equated to the new system 

graduate grade scheme for that academic level. 

 

 Credit Type Used  

 

¶ Credit EARNED Prior to Fall 2003:  are equated on TEEV with a credit type 

of xMT, xMTR, xMT2.   

¶ Credit EARNED Fall 2003 or later:  are 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 be re-evaluated, 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 evaluations, grades 

previously recorded cannot be changed.  

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters 

courses on EXTS/EXTR that are equivalent to a specific graduate course at 

their university and grants equivalencies on TEEV. 

¶ 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 

ñPTò (Prior Transfer) on TEEV.  Then you may reenter the courses you wish 

to evaluate with your university identifier (DENGL) on EXTR and grant a 

new equivalency with a status of ñTRò on TEEV. 

 

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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded class 

so it was no longer on the transcript.   
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Accredited Post Secondary Technical Institutes 

South Dakota 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) is 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 screen.  All these courses are entered on EXTR with 

the university 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.   

¶ System General Education courses included on the Regental Articulation 

Committee approved list. 

¶ All other courses must go through the BOR established procedures for review - 

see BOR Policy 2.25 for details. 

 

 Equivalencies Granted 

 

 If BOR criteria are met, equivalencies may ONLY be made to a specific undergraduate 

course offered at the university evaluating the credit.  Equivalencies may not be granted for 

ñelectiveò credit. 

 

 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: 

¶ Credit EARNED prior to Fall 2003 ï grades are equated to your old university 

specific undergraduate grading schemes for that academic level.   

¶ Credit EARNED Fall 2003 or later ï grades are equated to the new system 

undergraduate grade scheme for that academic level. 

 

 Credit Type Used  

 

¶ Credit EARNED Prior to Fall 2003:  are equated on TEEV with a credit type 

of xMT, xMTR, xMT2.   
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¶ Credit EARNED Fall 2003 or later:  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.  Equivalencies for unique courses may be 

changed. 

¶ Credit EARNED Prior to Fall 2003:  Each 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 that the equivalencies for 

common and system general education courses are maintained. 

¶ Credit EARNED Fall 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 unique courses that you wish to 

reevaluate, the prior university's equivalency status must be set to ñPTò (Prior 

Transfer) on the TEEV screen.  Then you may reenter the unique course on 

EXTS/EXTR with your university identifier (DENGL) and grant a new 

equivalency with a status of ñTRò on TEEV. 

 
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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded 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 university course is added to the studentôs 

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 credit ï whatever 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 

articulated 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 with the 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 students will 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 the institution on the External 

Transcript Summary (EXTS) screen. 

¶ The External Transcript Summary (EXTS) is displayed for the individual and 

institution selected. 

¶ If no institutions attend record exists for the individual for the institution, enter 

óAô to add at the bottom of the resolution screen.   

o The EXTS screen displays.  Enter the institution name at the bottom 

and select the correct institution from the resolution screen. 

o The Institutions Attend (INAT) screen is displayed.  

o  Enter the following 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 Secondary 

Date Date transcript was received 

Status: OF The transcript is an original sent from an 

institution to an institution, does not appear 

to be tampered with, is not a fax and has a 

signature and seal.   

Status: UN The transcript appears to be tampered with,   

is a fax, was issued or delivered by the 

student, or does not have a signature and 

seal. 

Status: NR Transcript was not received.  When a 

transcript is received, overwrite the NR and 

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 without a charge. The 

Revised 

2/2/04 
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transcript with the ñIò grade should be treated as the final transcript.  It is 

the responsibility of the student to send an updated transcript if the 

incomplete grade is removed.   It is not the receiving universityôs 

responsibility to follow 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 copy is received,  

Á 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.   

¶ If yes, enter the transfer credits on EXTS for the new 

university and keyfile the transcript 

¶ If no, request a new official transcript. 

Á determine if any ñIò or ñIPò grades appear on the original 
transcript.   

¶ If yes, request a new official transcript.   

¶ 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 appear 

to be tampered with, is not a fax and has a 

signature and seal.   

Status: UN The transcript appears to be tampered with,   

is a fax, was issued or delivered by the 

student, or does not have a signature and 

seal. 

Status: NR Transcript was not received.  When a 

transcript is received, overwrite the NR and 

change the date. 

 

Note: If a GED certificate was received, enter (GED) for Transcript Type. 

 

This is a multi-valued 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: 

     Start      End 

Fall quarter or semester  09/01/xxxx 12/31/xxxx 

Spring semester    01/01/xxxx  05/31/xxxx 

Winter quarter    01/01/xxxx 03/15/xxxx 

Spring quarter    03/16/xxxx 05/31/xxxx 

Summer term    0601/xxxx  08/31/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, detail to AACR and enter degree information. 

¶ Enter the degree, major, minor, etc on IASU if SD has a 

similar value on our major, minor and degree table  

¶ Enter the information above on HOME, in the comment 

field, if a similar degree, major or minor is not on our code 

tables. 

o Insert a blank line if a comment already exists.  

Date and time stamp the comment by entering a # as 

the first character. 

o On a 2nd line enter the info in the following naming 

convention:  Deg: xxxxx Date: mmyy Major: xxxxx 

Minor: xxxxxx  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 Credentials (ADCR) screen from the Addnl Cred Info 

field on the AACR screen. (MM/YY).  

¶ When you complete this screen the EXTS screen is redisplayed. 

Note: High School courses taken after Spring term 2002 that are prior to the students 

high school graduation date should not be entered as transfer credit, or given equivalent 

credit, unless validated by an Advanced Placement or CLEP score 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 on them. 

 

Step 2 - Detail to the External Transcript (EXTR ) screen from the first empty line in 

the Transcript group. 

¶ The External Transcript (EXTR) screen is displayed. 

 

Step 3 - Record the transcript information for each course as follows.  

 

External Course 

¶ Subject and course number from external transcript ï  

¶ University identifier of the university accepting the credit, Subj, (space),Crse 

Number 

o Example ï DMATH 102; DSU Math 102 

o If the subject and number are longer than eight characters, use the first 

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 character of the 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 term    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 work.  For example, if 

Interim is listed between Fall and Spring on the External Transcript, then use the 

dates between Fall and Spring semester when entering the transfer work i.e Jan 1-

15 and term of Spring.  If Interim is listed between Spring and Summer, use May 

15-30 for the dates and term of Summer. 

 

Title  

¶ Title from external transcript.   

¶ If this field populates for you, check to be sure it is accurate. 

 

Credits 

¶ Credits from external transcript  

¶ If the applicant received a failing grade, enter the number of credits attempted. 

 

Grade Scheme 

¶ Defaults to UG.  

¶ If the credit was earned Fall 2003 or later enter the appropriate system approved 

grade scheme ï UG, GR, LA, MD.  

¶ If the credit was earned prior to Fall 2003, enter your university specific smart 

coded grade scheme for the appropriate level. 

 

Grade 

¶ Grade from external transcript.   

¶ Convert to regental grading system if needed. 
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o Credit EARNED prior to Fall 2003 ï grades are equated to your old university 

specific grading schemes.   

¶ Credit EARNED Fall 2003 or later ï grades are equated to the new Regental system 

grade schemes (See BOR Policy 2:10)  

 

Term 

¶ Terms prior to Fall 1998: 

  Fall Semester - 1996FR 

  Fall Quarter - 1996FQ 

  Spring Semester - 1997SR 

  Spring Quarter - 1997SQ 

  Summer - 1997SUR 

  Winter - 1997WQ 

¶ Terms beginning  Fall 1998: 

  Fall Semester - 1998FA 

  Fall Quarter - 1998FQ 

  Spring Semester - 1999SP 

  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.      

¶ The information entered on EXTR will display in the Transfer Course group.   

 

Step 7 ï Define equivalent course(s).   

 

When there is a standard equivalency 

 

¶ If a standard equivalency exists, portions of the course information will display in 

the equivalent course field when you leave the Transfer Course field.  

¶ Enter these remaining fields: 

Credits Colleague will 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       = 1.33  

3       = 2.00  



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  171 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

4       = 2.66  

5       = 3.33  

Alternate between .67 and .66 - .67 + .66 = 1.33 + .67 =2.00 +.66 = 

2.66 + .67 = 3.33 

Grade Scheme Defaults to UG.   

o If the credit was earned Fall 2003 or later enter the 

appropriate system approved grade scheme ï 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 the Student Acad Cred Comments (STNC) screen 

o Enter your university abbreviation in the Notes field 

to ensure this equivalency is linked to the correct 

university 

 

 

¶ If more than one course populates, follow procedures to delete all but one.   

 

Note:  If 2 external courses are equivalent to 1 university course: 

¶ Equate the first external course to the specific university course 

¶ Equate the second external course to a university pseudo course with 

the same prefix as the specific course above.   

¶ For Example: ENGL 101 would be the first one and the second would 

be ENGL 100T ï which would be English elective.  When using100T, 

make sure you have that course set up with count retake for credit set 

to ñYESò. 

 
Note:  If 1 external course is equivalent to 2 university courses: 

¶ Make another entry on EXTR for the external course, 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, adding ñLò to the course (lab) number.  If course number 

is already 4 characters, add óLabô to course title; do not change course number.  If 

the new entry is for a lab, add óLabô to course title 

 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  172 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

If the words ñand labò or ñwith labò are part if the course title, leave it on the 

lecture equivalent course.  On the lab section, omit the word ñandò. 

Example from IA Lakes Comm Coll. 

SC 178A, Inorg Chem I & Lab, 5 cr, B 

SC 178A, Inorg Chem I Lab, 0 cr, LR 

 

If the lab section has a credit value, record the transfer lab section with credits.  

Reduce lecture section credits so the total is correct. 

 

When there is no standard equivalency: 

 

¶ At course lookup prompt, enter the equivalent course (ENGL 101).   

¶ Most portions of this screen will populate. 

¶ Enter these remaining fields: 

Credits Colleague will 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       = 1.33  

3       = 2.00  

4       = 2.66  

5       = 3.33  

Alternate between .67 and .66 - .67 + .66 = 1.33 + .67 =2.00 +.66 = 

2.66 + .67 = 3.33 

Grade Scheme Defaults to UG.   

o If the credit was earned Fall 2003 or later enter the 

appropriate system approved grade scheme ï 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 the 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 subsequent evaluation. 

 

In subsequent evaluations, equivalencies for system common courses and system general 

education courses will not be changed.  Equivalencies for unique courses may be 

changed. 

¶ Credit EARNED Prior to Fall 2003:  Each 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 that the equivalencies for 

common and system general education courses are maintained. 

¶ Credit EARNED Fall 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 unique courses that you wish to 

reevaluate, the prior university's equivalency status must be set to ñPTò (Prior 

Transfer) on the TEEV screen.  Then you may reenter the unique course on 

EXTS/EXTR with your university identifier (DENGL) and grant a new 

equivalency with a status of ñPRò on TEEV. 

 

Step 8 - If you want to create a standard equivalency from this equivalency, enter Y 

in the Std Equiv field 

¶ 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. 

¶ 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 equivalency, save only 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 Course from a Studentôs 

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 

¶ If Equiv Column is no, position cursor in Ext Course column and CTRL D 

¶ If it is yes, refer to the steps below.  

 

Step 2 ï Detail on the Equiv column to access the Transfer Equiv Evaluation 

(TEEV) 

 

Step 3 ï In the Course Equivalent Course section, change status to ñPRò.  Update 

and return to the EXTS screen. 

   

Step 4 ï EXTS is displayed.  CTRL D to delete the course. 

 

Step 5 ï Follow the procedures in Step 1-4 above for every course entered on EXTS.   

¶ 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 Update (EQSU) screen to initiate the equivalency status 

update process.  Select for your university only. 

 

Step 1 ï Access the Equiv Credit Status Update (EQSU) screen 

 

Step 2 ï In the Change to Status field, enter TR 

 

Step 3 ï In the Students/Applicants field, enter studentôs ID Number 

 

Step 4 ï Define the Institutions 

¶ Leave blank if changing all institutions.   

¶ Otherwise, enter the institution that is being changed. 

 

Step 5 ï Define the Transfer Courses 

¶ Use only if changing 1 course (or very few courses). 

 

Step 6 ï In the Statuses field, enter PR 

 

Step 7 ï Update the EQSU screen 

 

Step 8 ï After the process runs, review the results to ensure no errors occurred. 
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Viewing the Transfer Evaluation Summary 
Responsibility: University 

 

Step 1 ï Access the Transfer Evaluation Summary (TEVS) screen for the student 

 

Step 2 ï Select the institution from the resolution screen that you want to view 

 

Step 3 ï The transfer credits and equivalencies for that 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 1 ï Access the  (Noncourses) NONC screen at the main menu prompt.   

¶ The NONC screen will display. 

 

Step 2 - At the noncourse lookup, verify that the noncourse to be created does not 

already exist.  

¶ If it does, do not proceed further in these instructions. 

¶ Noncourses are smart coded with a university identifier as the first character 

except for AP (Advance Placement), ACT, CLP (CLEP Paper-based), CBC 

(CLEP Computer-based), COMP (COMPASS), SAT and International 

Baccalaureate. DANTES will not be smart coded but will generate common 

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 CSC-205 would be xE.CSC205  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

pe 

Catego

ry 

Format Credit 

Type/Grade 

Scheme 

Advanced 

Placement 

AP.topic TE AP Common noncourses with 

common equivalencies that 

grant academic credit and can 

not be changed 

T/ UG, GR, 

LA, MD 

CLEP CLP.topic 

CBC.topic 

TE CL Common noncourses with 

common equivalencies that 

grant academic credit and can 

not be changed 

T/ UG, GR, 

LA, MD 

Dantes xDAN.topic TE EX University specific noncourses 

with common equivalencies 

that can not be changed. 

T/UG,GR,L

A,MD 

International 

Baccaulareate 

IB.topic TE AP Common noncourses with 

common equivalencies that 

grant academic credit and can 

not be changed 

T/UG,GR,L

A,MD 

 

 

Revised 

2/6/06 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  178 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

The following table contains common noncourses with common equivalencies (ACT, 

Compass and SAT) that can not be changed or noncourses 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 to 

record ACE Credit and can 

not be changed 

NC 

ACT ACT.topic TE AD Common noncourses with 

common equivalencies used 

for pre-requisites and can not 

be changed 

NC 

Compass COMP.topic TE PL Common noncourses with 

common equivalencies used 

for pre-requisites and can not 

be changed.   

NC 

SAT SAT.topic TE AD Common noncourses with 

common equivalencies used 

for pre-requisites and can not 

be changed 

NC 

Proficiency xCAAP.topic TE PR University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Proficiency xCAAP.MT, 

RD, RS, WR, 

DF & EX 

TE PR Common noncourses with 

common equivalencies that 

can not be changed. 

NC 

Proficiency ï 

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 noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Glaser xGLAS.topic TE XT University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

GMAT xGMAT.topic TE AD University specific noncourses 

with or without equivalencies 

NC 
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that can be unique.  Any new 

noncourse codes require prior 

approval. 

GRE xGRE.topic TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

High School 

Units 

HS.UNITS HS HS University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Info Lit  xIL.PEXAM TE PR University specific noncourses 

with a common equivalency 

that can not be changed 

NC 

Info Tech xITL.topic TE PR University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Law School xLSAT.GEN TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Millerôs 

Analogies 

xMAT.GEN TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Medical 

College Apt 

xMCAT.topic TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Major Field 

Achievement 

xMFAT TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Michigan xMICH.topic TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 
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NTE xNTE.topic TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Placement xPLAC.topic 

xCPLAC.topi

c 

TE PL University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

PRAXIS xCBT.topic TE PP University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

PRAXIS PPST.topic 

PRAX.topic 

PLT.topic 

TE PP Common noncourses that 

generate common 

equivalencies that can not be 

changed. 

NC 

It is recommended that students take their PPST (PPST.topic) tests during their freshman year 

(this is the test that is required for admission to the teacher education program. 

During a studentôs junior methods courses, it is recommended that they take their Praxis II 

(PRAX.topic) subject assessment exam.  This test in their major field of study, must be passed 

before a student will be allowed to student teach. 

The final Praxis II (PLT.topic) exam (the Principles of Learning & Teaching) should be taken 

the Senior year, when a student completes the Professional Block Courses and is student 

teaching. 

TOEFL xTOEFL 

xTOEFL.CM

P 

xTOEFL.PPR 

TE AD University specific noncourses 

with or without equivalencies 

that can be unique.  Any new 

noncourse codes require prior 

approval. 

NC 

Exit Exam xEXIT.topic TE XT xEXIT.GERM NC 

VP Exception xVP.topic TE PL xVP.E101 NC 

 

Step 3 - When adding a new noncourse record, the message óRecord not found ï 

Enter (A)dd or RETURN to reenter:ô will display.   

¶ Type A and Enter the following information on the NONC (Noncourse) screen: 

 

o Title ï Enter title using a standard naming convention such as TOEFL 

Credit, etcé This will default to the NCRS screen and will display on the 

NCWS screen. 

o Description ï Enter Description using a standard naming convention. 

o Type ï Enter based on table 
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o Category ï Enter based on table 

o Std Test ID  ï Blank 

o Form Name and Number ï Blank 

o Component of  ï ACT, Compass, and SAT have subcomponents 

Á If the noncourse does not have subcomponents, leave this field 

blank 

o Min Score ï Enter Min Score if equivalency depends on meeting a certain 

score 

o Max Score ï Enter Max Score if equivalency depends on meeting a certain 

score 

o Desired Score ï Blank 

o Grade Scheme  

Á If the credit was earned Fall 2003 or later enter the appropriate 

system approved grade scheme ï UG, GR, LA, MD.  

Á If the credit was earned prior to Fall 2003, enter your university 

specific smart coded grade scheme for the appropriate level. 

o Desired Grade ï Blank 

o Grade/Score to Use ï Blank 

o Equivalency Information ï Detail (F2) to NONE to enter for course 

equivalency as follows. 

Á Start Date ï The date this equivalency should begin. 

Á End Date ï Blank. 

Á Acad Level ï UG, GR, LA or MD 

Á Credit Type  ï T or NC based on the tables above. 

Á Grade Scheme  

¶ If the credit was earned Fall 2003 or later enter the 

appropriate system approved grade scheme ï UG, GR, LA, 

MD.  

¶ If the credit was earned prior to Fall 2003, enter your 

university specific smart coded grade scheme for the 

appropriate level. 

Á Dflt Status ï NC 

Á Description ï Description 

Á Institution ï Blank 

Á Acad Programs ï Blank 

Á Comments ï Blank. 

Á Equivalencies ï 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. 

Á Credit ï Leave blank. 

o Comments ï Enter comments as needed 

 

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 

Credit (CBE) 

xE.subjcrse EX EX xE.BUS350 T 

Credit by 

Verification 

xR.subjcrse EX EX xR.INFS340 T 

Challenge by 

Exam 

xH.subjcrse EX EX xH.MATH021 T 

Placement by 

Exam 

xN.subjcrse TE PL xN.SPAN101 T 

Prior 

Learning 

xP.PONSI 

 

PN 

 

PN xP.PONSI 

 

T 

International 

Credit 

xINCR.ELEC IC IC xINCR.ELEC T 

Vocational xAVT.ELEC VC VC xAVT.ELEC  T 

Life 

Experience 

xL.subjcrse LE LE xL.CSC205 T 

Military 

Courses 

xMIL.branch 

xMIL.ELEC 

ME ML             xMIL.MC  

            xMIL.ARMY  

            xMIL.NAVY  

            xMIL.AF  

            xMIL.CG 

            xMIL.ELEC 

T 

Non-

Accredited 

Institutions 

xNAI.ELEC VC VC             xNAI.ELEC T 

Minnesota 

Equivalency 

xM.ELEC TE PL xM.ELEC T 

Community 

Service 

xCOMM.topi

c 

CS CS xCOMM.H202 T 

 

Step 4 - When universities add a new noncourse record, the message óRecord not 

found ï Enter (A)dd or RETURN to reenter:ô will display.   

¶ Type A and Enter the following information on the NONC (Noncourse) screen: 

 

o Title ï Enter title using a standard naming convention such as Military 

Credit, etcé This will default to the NCRS screen and will display on the 

NCWS screen. 

o Description ï Enter Description using a standard naming convention. 

o Type ï Enter based on table above 

o Category ï Enter based on table above 

o Std Test ID  ï Blank 

o Form Name and Number ï Blank 

o Component of  ï Blank 

o Min Score ï Enter Min Score if equivalency depends on meeting a certain 

score 
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o Max Score ï Enter Max Score if equivalency depends on meeting a certain 

score 

o Desired Score ï Blank 

o Grade Scheme  

Á If the credit was earned Fall 2003 or later enter the appropriate 

system approved grade scheme ï UG, GR, LA, MD.  

Á If the credit was earned prior to Fall 2003, enter your university 

specific smart coded grade scheme for the appropriate level. 

o Desired Grade ï Blank 

o Grade/Score to Use ï Blank 

o Equivalency Information ï Detail (F2) to NONE to enter for course 

equivalency as follows. 

Á Start Date ï The date this equivalency should begin. 

Á End Date ï Blank. 

Á Acad Level ï UG, GR, LA or MD 

Á Credit Type  ï T 

Á Grade Scheme  

¶ If the credit was earned Fall 2003 or later enter the 

appropriate system approved grade scheme ï UG, GR, LA, 

MD.  

¶ If the credit was earned prior to Fall 2003, enter your 

university specific smart coded grade scheme for the 

appropriate level. 

Á Dflt Status ï NC 

Á Description ï Description 

Á Institution ï Blank 

Á Acad Programs ï Blank 

Á Comments ï Blank. 

Á Equivalencies ï Enter the university course this noncourse is 

equivalent to.  This course must exist in Colleague courses file. 

Á Credit ï Leave blank. 

o Comments ï Enter comments as needed 

 

Step 5 ï 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 South Dakota 

 

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 granted on the NEQV(detail from the ñEQUIVò column on NCWS) 

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 to a specific undergraduate course offered at the 

university evaluating the credit.  Equivalencies may not be granted for ñelectiveò credit. 

 

 Grades Recorded 

 

 The grade earned at the technical institute is not recorded or calculated into the grade point 

averages. 

¶ Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a grade that 

exists in that universityôs grade scheme for that level that is equivalent to CR and 

does not calculate into the grade point averages.   

¶ Credit EARNED Fall 2003 or later ï will be entered on NCRS with a grade of 

CR and will not calculate into the grade point averages. 

 

 Credit Type Used  

 

¶ Credit EARNED Prior to Fall 2003:  are equated on NEQV with a credit type 

of xMT, xMTR, xMT2.   
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¶ Credit EARNED Fall 2003 or later:  are 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 

changed, reevaluated, or inactivated.  Additional equivalencies may be added or 

evaluated. 

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters 

courses on NCWS/NCRS that are equivalent to a specific undergraduate course 

at their university and grants equivalencies on NEQV. 

¶ Credit EARNED Fall 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 university's equivalency status must be set to 

ñPTò (Prior Transfer)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 with a status of ñNCò on NEQV 

(Status on NCRS (field 9) must be ñACò). 

 

 

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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded 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 from United 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 granted on the NEQV(detail from the ñEQUIVò column on NCWS) 

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 credit is accepted in transfer from non-accredited postsecondary technical institutes.   

 

 Equivalencies Granted 

 

 Equivalencies may ONLY be made to a specific undergraduate course offered at the 

university evaluating the credit.  Equivalencies may not be granted for ñelectiveò credit. 

 

 Grades Recorded 

 

 The grade earned at the institution is not recorded or calculated into the grade point 

averages. 

¶ Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a grade that 

exists in that universityôs grade scheme that is equivalent to CR and does not 

calculate into the grade point averages.   

¶ Credit EARNED Fall 2003 or later ï will be entered on NCRS with a grade of 

CR and will not calculate into the grade point averages. 

 

 Credit Type Used  

 

¶ Credit EARNED Prior to Fall 2003:  are equated on NEQV with a credit type 

of xMT, xMTR, xMT2.   

¶ Credit EARNED Fall 2003 or later:  are equated on NEQV with a credit type 

of T, TR, or T2.  

 

Subsequent Evaluation by a second Regental University 
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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 inactivated.  Additional equivalencies may be added or 

evaluated. 

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters 

courses on NCWS/NCRS that are equivalent to a specific undergraduate course 

at their university and grants equivalencies on NEQV. 

¶ Credit EARNED Fall 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 university's equivalency status must be set to 

ñNPò (Prior Non Course)on NEQV and the status on NCRS (field 9) must be set 

to NO (Notational).  Then you may reenter the courses you wish to evaluate on 

NCWS/NCRS and grant a new equivalency with a status of ñNCò on NEQV 

(Status on NCRS (field 9) must be ñACò). 

 

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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded 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 

equivalencies are granted on the NEQV(detail from the ñEQUIVò column on NCWS) 

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 to a specific undergraduate or graduate course offered at 

the university evaluating the credit.  Equivalencies may not be granted for ñelectiveò credit. 

 

 Grades Recorded 

 

 The grade earned at the international institution is not recorded or calculated into the grade 

point averages. 

¶ Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a grade that 

exists in that universityôs grade scheme that is equivalent to CR and does not 

calculate into the grade point averages.   

¶ Credit EARNED Fall 2003 or later ï will be entered on NCRS with a grade of 

CR and will not calculate into the grade point averages. 

 

 Credit Type Used  

 

¶ Credit EARNED Prior to Fall 2003:  are equated on NEQV with a credit type 

of xMT, xMTR, xMT2.   

¶ Credit EARNED Fall 2003 or later:  are 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 inactivated.  Additional equivalencies may be added or 

evaluated. 

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters 

courses on NCWS/NCRS that are equivalent to a specific undergraduate course 

at their university and grants equivalencies on NEQV. 

¶ Credit EARNED Fall 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 university's equivalency status must be set to 

ñNPò (Prior Non Course)on NEQV and the status on NCRS (field 9) must be set 

to NO (Notational).  Then you may reenter the courses you wish to evaluate on 

NCWS/NCRS and grant a new equivalency with a status of ñNCò on NEQV 

(Status on NCRS (field 9) must be ñACò). 

 

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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded 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 CLEP).   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 

equivalencies are granted on the NEQV (detail from the ñEQUIVò column on NCWS) 

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 credit.  

 

 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 limited to 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 

the university evaluating the credit.  Equivalencies may not be granted for ñelectiveò credit. 

 

 Grades Recorded 

 

 The grade earned through validation methods is not recorded or calculated into the grade 

point averages. 

¶ Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a grade that 

exists in that universityôs grade scheme that is equivalent to CR or EX and does 

not calculate into the grade point averages.   

¶ Credit EARNED Fall 2003 or later ï will be entered on NCRS with a grade of 

CR (Credit by Validation) or EX (Examination for credit) and will not calculate 

into the grade point averages. 

 

 Credit Type Used  

 

¶ Credit EARNED Prior to Fall 2003:  are equated on NEQV with a credit type 

of xMT, xMTR, xMT2.   
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¶ Credit EARNED Fall 2003 or later:  are 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 

changed, reevaluated, or inactivated.  Additional equivalencies may be added or 

evaluated. 

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters 

courses on NCWS/NCRS that are equivalent to a specific undergraduate course 

at their university and grants equivalencies on NEQV. 

¶ Credit EARNED Fall 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 university's equivalency status must be set to 

ñNPò (Prior Non Course)on NEQV and the status on NCRS (field 9) must be set 

to NO (Notational).  Then you may reenter the courses you wish to evaluate on 

NCWS/NCRS and grant a new equivalency with a status of ñNCò on NEQV 

(Status on NCRS (field 9) must be ñACò). 

 

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 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 , NSU would reenter the 

class with NSU smart code and change the status of the  DSU smart-coded class 

so it was no longer on the transcript.   
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Entering Noncourse Work and Defining Noncourse 

Equivalencies 
Responsibility: University 

 
Use the following procedure to enter noncourse work and, at the same time, define 

noncourse equivalencies.  

¶ This procedure assumes that you have not entered this individualôs noncourse 
work.  

¶ You could follow this procedure, leaving out the steps for adding noncourse work, 

if you want to define noncourse equivalencies for an individual after the 

noncourse work is entered. 

 

Procedures are listed below for: 

Part I ï Entering CLEP, Adv Placement and Dantes 

Part II ï Entering Credit by Exam, Prior Learning and other Credit by Evaluation 

Part III ï Entering Military Service Credit  

Part IV ï Entering International Credit  

Part V ï Entering Accredited Post Secondary Vocational Technical Institute Credit 

Part VI ï Entering Credit from NonAccredited Institutions  

Part VII ï Enter ACE Credit for NBPTS Certification  

 

Step 1 - Access the individual record you want to evaluate on the Noncourse Work 

Summary (NCWS) screen. 

¶ The Noncourse Work Summary (NCWS) is displayed for the individual you 

selected. 

 

Step 2 - Enter the Noncourse ID  from the appropriate tables below on the first 

blank line of the studentôs record. 

¶ The Noncourse Work (NCRS) screen is displayed. 

 

Step 3 - Complete the NCRS screen for the noncourse item. 

 

Part I - Entering Clep, Advanced Placement, And Dantes Courses. 

Noncourses and common standard equivalencies have been established for the 

following:     

Type of Noncourse Noncourse ID 

Advanced Placement APé 

CLEP Paper CLPé 

CLEP Computer-Based CBCé 

Dantes xDANé 

International Baccalaureate IBé 

 

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 

Computer-Based testing codes.   

Revised 

7/13/04 
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Effective Fall 2004, students who take the Calculus AB examination only receive one 

score - the Calculus AB test score entered as AP.CALAB on NCRS.  Students who 

take the Calculus BC examination receive two scores - the Calculus BC test score and 

the Calculus AB subscore.  If the BC test score is below 3 but the AB subscore is 3 or 

above, enter AP.CALBCAB on NCRS.  If 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. 

 

¶ Review/Enter the following information: 

o Title ï Defaults to noncourse information.  This will display on NCWS 

screen. 

o Category ï Defaults to noncourse information. 

Note: The noncourse category description (Advanced Placement, etc) will display 

in the term header on the transcript. 

o Start Date ï Enter the date of the report. 

o End Date ï Leave blank. 

o Score/Pct ï Enter the score.   

o Grade Scheme ï Defaults to noncourse information. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level. 

Á If the credit was earned Fall 2003 or later, enter the applicable 

system grade scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óEXôô (Credit by Exam) 

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that 

is equivalent to EX and does not calculate into the grade point 

averages.   

Á Credit EARNED Fall 2003 or later ï will be entered on NCRS 

with a grade of EX.  Credit by Exam and will not calculate into the 

grade point averages 

o Source ï Leave blank. 

o Status ï AC for accepted 

Á AP - unofficial (NC-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 that. 

o Status Date ï Default to current date.   

Note: If the credit has been entered pre-merge for one university, it needs to 

be entered in a pre-merge term for the new university so that the credit will 

appear on both transcripts.   If the credit has been entered after the merge, it 

should not be recorded again. 

o Institution ï Enter the institution administering the test..   

o Equivalency ï This should change to óYesô if the score is high enough.  It 

will not change, however, until a finish F9 back to NCWS has been done. 
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Á Standard equivalencies have been approved by the BOR and 

cannot be changed. 

Á Detail on equivalency and enter term & notes 

o Press F9 to finish back to the NCWS screen. 

o If the score entered is high enough to grant credit, the Equiv field will 

display as óYesô. 

o Continue with these instructions beginning with NCWS until all courses 

have been entered. 

 

Part II - Entering Credit By Exam, Prior Learning And Other Credit By Evaluation  

 

These noncourse codes are smart coded by university.  In the table below, the óxô 

represents the university identifier.  For example, DPé for DSU, etc. 

 

Type of Noncourse Noncourse ID 

Prior Learning xPé 

Exam for Credit xEé 

Challenge by Exam xHé 

Placement No Exam xNé 

Credit by Verification  xRé 

Life Experience xLé 

 

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. 

 

¶ Review/Enter the following information: 

o Title ï Defaults from noncourse entered.  This will display on the NCWS 

screen. 

o Category ï 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 Start Date ï Todayôs date will automatically populate into the space.  A 

different date may be entered by typing over the entered date.  

o End Date ï Leave blank. 

o Score/Pct ï Enter scores ï If the score is high enough to grant credit, the 

Equivalency field will change to yes. 

o Grade Scheme ï Defaults from noncourse entered. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 

smart coded grade scheme for that level. 

Á If the credit was earned Fall 2003 or later, enter the applicable 

system grade scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óCRô (Credit) or ñEXò (Credit by Exam) 

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that 
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is equivalent to CR or EX and does not calculate into the grade point 

averages.   

Á Credit EARNED Fall 2003 or later ï 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. 

o Source ï Leave blank. 

o Status ï Enter AC for accepted. 

o Status Date ï Default or current date. 

o Institution:  Enter the institution administering the test.    

o Equivalency ï Detail (F2) to the NEQV screen to enter information about 

a course equivalency. 

o Continue with Define Noncourse equivalencies below. 

 

Part III - Entering Military Service Credit  

 

The military service credit noncourse codes are smart coded by university.  The óxô in the 

list below represents the university identifier.   

 

xMIL.MC ï Basic Training 

xMIL.ARMY ï Basic Training 

xMIL.NAVY ï Basic Training 

xMIL.AF ï Basic Training 

xMIL.CG ï Basic Training 

xMIL.ELEC ï 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 courses for which the student earns credit. 

 

¶ Review/Enter the following information: 

o   Title ï 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 will display on the NCWS screen. 

o   Category ï Will automatically populate after noncourse is selected. 

Note: The Noncourse category description (Military Experience-Branch) will 

display in the header block of the transcript. 

o   Start Date ï Default current date or change as needed. 

o   End Date ï Leave blank. 

o   Score/Pct ï Leave blank. 

o   Grade Scheme ï Defaults from noncourse entered. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level.. 

Á If the credit was earned Fall 2003 or later, enter the applicable system 

grade scheme for that level ï UG, GR, LA, or MD 

o   Grade ï Enter óCRô (Credit) 
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Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that is 

equivalent to CR and does not calculate into the grade point averages.   

Á Credit EARNED Fall 2003 or later ï will be entered on NCRS with a 

grade of CR (Credit) and will not calculate into the grade point 

averages. 

o   Source ï Leave blank. 

o   Status ï AC for accepted 

o   Status Date ï Default to current date if non entered. 

o   Institution ïLeave blank for the above.   

o   Equivalency ï Detail (F2) to the NEQV screen to enter information about a 

course equivalency.   

Á 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)  

Á See Define Noncourse Equivalencies below.  

 

o    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 

university identifier).   For example, SINCR.ELEC for SDSU Intôl elective.  Record only 

the courses for which the student earns credit. 

 

¶ Review/Enter the following information: 

o Title ï Defaults to noncourse information.  Change to match the subject, 

number and title of the course on the international transcript course.  This will 

display on the NCWS and NCRS screen. 

o Category ï Defaults to noncourse information. 

o Start Date ï Default current date or change as needed. 

o End Date ï Leave blank. 

o Score/Pct ï Leave blank. 

o Grade Scheme ï Defaults from noncourse entered. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level. 

Á If the credit was earned Fall 2003 or later, enter the applicable system 

grade scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óCRô (Credit) 

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that is 

equivalent to CR and does not calculate into the grade point averages.   
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Á Credit EARNED Fall 2003 or later ï will be entered on NCRS with a 

grade of CR (Credit) and will not calculate into the grade point 

averages. 

o Source ï Leave blank. 

o Status ï AC for accepted 

o Status Date ï Default to current date. 

o Institution ï Enter name of institution. 

o Equivalency ï Detail (F2) to the NEQV screen to enter information about a 

course equivalency.    

Á See Defining Noncourse equivalencies below. 

Á There may be multiple equivalencies for this noncourse, repeat the 

instructions for all equivalencies.  

o Continue with these instructions beginning with NCWS until all courses have 

been entered. 

 

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.   

 

¶ Review/Enter the following information: 

o Title ï Defaults to noncourse information.  Change to match the subject, 

number and title of the course listed on the Vocational/Technical Transcript.   

This will display on the NCWS screen. 

o Category ï Defaults to noncourse information. 

o Start Date ï Default to current date or enter as needed. 

o End Date ï Leave blank. 

o Score/Pct ï Leave blank. 

o Grade Scheme ï Defaults from noncourse entered. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level. 

Á If the credit was earned Fall 2003 or later, enter the applicable system 

grade scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óCRô (Credit) 

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that is 

equivalent to CR and does not calculate into the grade point averages.   

Á Credit EARNED Fall 2003 or later ï will be entered on NCRS with a 

grade of CR (Credit) and will not calculate into the grade point 

averages. 

o Source ï Leave blank. 

o Status ï AC for accepted 

o Status Date ï Default to current date. 

o Institution ï Enter the name of the accredited vocational/technical institute 

outside of South Dakota.   
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Á This institution should have been created at the time of admission ï do 

a look up to enter.   

Á This institution name will print in the term header of the transcript. 

o Equivalency ï Detail (F2) to the NEQV screen to enter information about a 

smart coded course equivalency.  

Á See Defining Noncourse Equivalencies below 

Á There may be multiple equivalencies for this noncourse, repeat the 

instructions for all equivalencies.  

o Continue with these instructions beginning with NCWS until all courses have 

been entered. 

 

Part VI - Entering Credit From Non Accredited Institutions  

 

To record credit from non accredited institutions, use the existing xNAI.ELEC noncourse 

(where x is the university identifier).   For example, MNAI.ELEC for SDSMT Non 

Accredited Elective. Record only the courses for which the student earns credit. 

 

¶ Review/Enter the following information: 

o Title ï 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. 

o Category ï Defaults to noncourse information. 

o Start Date ï Default to current date or enter as needed. 

o End Date ï Leave blank. 

o Score/Pct ï Leave blank. 

o Grade Scheme ï Defaults from noncourse entered. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level. 

Á If the credit was earned Fall 2003 or later, enter the applicable system 

grade scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óCRô (Credit) 

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that is 

equivalent to CR and does not calculate into the grade point averages.   

Á Credit EARNED Fall 2003 or later ï will be entered on NCRS with a 

grade of CR (Credit) and will not calculate into the grade point 

averages. 

o Source ï Leave blank. 

o Status ï AC for accepted 

o Status Date ï Default to current date. 

o Institution ï Enter the name of the non accredited institution 

Á This institution should have been created at the time of admission ï do 

a look up to enter.   

Á This institution name will print in the term header of the transcript. 

o Equivalency ï Detail (F2) to the NEQV screen to enter information about a 

smart coded course equivalency.  
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Á See Defining Noncourse Equivalencies below 

Á There may be multiple equivalencies for this noncourse, repeat the 

instructions for all equivalencies.  

o Continue with these instructions beginning with NCWS until all courses have 

been entered. 

 

Part VI I  - Entering ACE Credit For NBPTS Certification 

Noncourses and common standard equivalencies 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 record the 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. 

 

¶ Review/Enter the following information: 

o Title ï Defaults to noncourse information.  This will display on NCWS 

screen. 

o Category ï Defaults to noncourse information. 

Note: The noncourse category description (ACE Credit) will display in the term 

header on the transcript. 

o Start Date ï Enter the date of the report. 

o End Date ï Leave blank. 

o Score/Pct ï Enter the score.   

o Grade Scheme ï Defaults to noncourse information. 

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level. 

Á If the credit was earned Fall 2003 or later, enter the applicable 

system grade scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óSô  

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that 

is equivalent to S and does not calculate into the grade point 

averages.   

Á Credit EARNED Fall 2003 or later ï will be entered on NCRS 

with a grade of S.  Satisfactory will not calculate into the grade 

point averages 

o Source ï Leave blank. 

http://www.acenet.edu/clll/corporate/transcript.cfm
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o Status ï Enter AC for accepted 

o Status Date ï Default to current date.   

Note: If the credit has been entered pre-merge for one university, it needs to 

be entered in a pre-merge term for the new university so that the credit will 

appear on both transcripts.   If the credit has been entered after the merge, it 

should not be recorded again. 

o Institution ï Enter your university.   

o Equivalency ï This should change to óYesô when you finish (F9) and go 

back to NCWS. 

Á Standard equivalencies have been approved by the BOR and 

cannot be changed. 

Á Detail on equivalency and enter term & notes 

o 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: 

¶ The noncourse information will default in from NCRS. 

¶ Equivalent Course Title:  Enter the subject and course level of the course (e.g.  

ACCT-100) to which the noncourse is equivalent.  All information except that listed 

below will default to the screen. 

o Grade Scheme ï  

Á If the credit was earned prior to Fall 2003, enter your universityôs 
smart coded grade scheme for that level.. 

Á If the credit was earned Fall 2003 or later, enter the applicable 

system grade    scheme for that level ï UG, GR, LA, or MD 

o Grade ï Enter óCRô (Credit)or EX (Credit by EXAM) 

Á Credit EARNED prior to Fall 2003 ïwill be entered on NCRS with a 

grade that exists in that universityôs grade scheme, at that level, that 

is equivalent to CR or EX and does not calculate into the grade point 

averages.   

Á Credit EARNED Fall 2003 or later ï 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 

o Status = NC 

o Credit Type  

Á Credit EARNED Prior to Fall 2003:  are equated on NEQV with a 

credit type of xMT, xMTR, xMT2.   

Á Credit EARNED Fall 2003 or later:  are equated on NEQV with a 

credit type of T, TR, or T2.  



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  201 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

o 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. 

o Notes = Detail to the Student Acad Cred Comments (STNC) screen 

Á Enter your university abbreviation (BHSU, SDSU, USD, NSU, 

SDSMT, DSU) in the Notes field to ensure this equivalency is 

linked to the correct university 

o Verify all information.   

o To enter another equivalency for this noncourse, position the cursor on a 

blank line in Field #2.  

o When all equivalencies are entered ï F9 to save and return to NCRS.  F9 to 

save and return to NCWS. 

o Continue with these instructions beginning with NCWS until all courses 

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.  Additional equivalencies may be added or 

evaluated. 

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters 

courses on NCWS/NCRS that are equivalent to a specific undergraduate 

course at their university and grants equivalencies on NEQV. 

¶ Credit EARNED Fall 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 university's equivalency status must be set to 

ñPTò (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 with a status of ñNCò 

on NEQV (Status on NCRS (field 9) must be ñACò). 

 

Step 5 - Save the noncourse equiv evaluation record. 

¶ The Noncourse Summary (NCRS) screen is redisplayed.    

 

Step 6 - Save the noncourse work record. 

¶ The Noncourse Summary (NCWS) screen is redisplayed with the cursor in the 

next line of the Noncourse Work group. 

 

Step 7 - Repeat this procedure beginning with step 2 for each noncourse item. 

¶ Save the record on the Noncourse Work Summary (NCWS) screen. 
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Evaluating Noncourse Equivalencies 
Responsibility: University 

 
Use the following procedure to evaluate noncourse equivalencies already assigned to an 

individual and, as necessary, approve them.  

¶ The procedure below assumes that the noncourse work was entered and, wherever 

possible, Colleague created noncourse equivalencies for the individual. 

¶ 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 Summary (NCWS) as the 

starting point for reviewing and updating a noncourse equivalency on the Noncourse 

Equivalency Evaluation (NEQV) screen. You can, however, go directly to the NEQV 

screen to do an evaluation. Just be aware that you will need to know the ID of the 

noncourse item as well as the individualôs ID. 

 

Step 1 - Access the individual record you want to evaluate on the Noncourse Work 

Summary (NCWS) screen. 

¶ The Noncourse Work Summary (NCWS) screen is displayed. 

¶ Go to the noncourse item you want to review. 

 

Step 2 ï On the Equiv field, detail to the Noncourse Equivalency Evaluation 

(NEQV) screen to view the specifics about the noncourse equivalency. 

¶ If a noncourse equivalency was not created, check to make sure that 

o a standard equivalency is defined for the noncourse item 

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 

¶ Follow the procedure if you need to add an equivalency for this individual. 

 

Step 3 - Make any necessary modifications to the noncourse equivalency displayed 

on the NEQV screen. 

¶ On the NEQV screen you might want to modify the equivalency specifically for 

this individual.  

¶ Any changes you make for the individual will not affect the standard equivalency. 

 

Step 4 - Go to the Status field. 

¶ 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 piece of the equivalency. 

¶ 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 inactivated.  Additional equivalencies may be added or 

evaluated. 

¶ Credit EARNED Prior to Fall 2003:  Each subsequent university reenters courses 

on NCWS/NCRS that are equivalent to a specific undergraduate course at their 

university and grants equivalencies on NEQV. 

¶ Credit EARNED Fall 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 university's equivalency status must be set to ñPTò 

(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 with a status of ñNCò on NEQV 

(Status on NCRS (field 9) must be ñACò). 

 

Step 6 - Save the test equivalency record. 

¶ The Noncourse Work Summary (NCWS) screen is redisplayed. 

¶ When you save the record displayed on the NEQV screen, the Noncourse Work 

Summary (NCWS) screen is redisplayed. 

 

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 

subsequent evaluations 

 
Step 1 ï Access the Noncourse Equiv Evaluation (NEQV) 

¶ Lookup student  

¶ Lookup Noncourse ID. 

 

Step 2 - Change status to ñPNò and save out of NEQV to return to NCWS.  

 

Step 3ï Access the Noncourse Work Summary (NCWS) and control delete that 

noncourse.   

 

Step 4 ï Update the NCWS screen 

 

To end a noncourse equivalency that no longer applies to a particular noncourse 

 

Step 1 ï Access the Noncourse Equivalencies (NONE) screen 

 

Step 2 - Enter an End Date  

 

Step 3 ï Update the NONE screen 
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Entering a Single Test Score 
Responsibility: University/ESC 

 

Note:  
For Prospects:  The non-home university would never test a prospect/applicant that is not 

their home location. 

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 occur.  The non-home university would notify the home 

university of tests given and updating of the scores. 

 

Use the Test Scores (TEST) screen to enter a single test score for an individual. 

 

Step 1 - Access the individualôs record on the Test Summary (TSUM) screen. 

¶ If no test scores exist for the individual, the Test Summary (TSUM) screen is 

displayed with the cursor at the Admissions Test LookUp prompt. 

¶ 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. 

¶ To record admissions tests, such as ACT, SAT, NTE, TOEFL or GRE, access the 

Admissions Test group on the TSUM screen. 

¶ To record placement tests, such as COMPASS, access the Placement Tests group 

on the TSUM screen.  

¶ To record other tests, such as High School Requirements or PPST, access the 

Other Tests group on the TSUM screen. 

 

¶ 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 LookUp at each 

group to find the code for the test you want to record. 

 

Step 3 - Enter the ID of the first test. 

¶ The Test Scores (TEST) screen is displayed. 

¶ Because an individual can have multiple occurrences of any test, a resolution 

screen will display if you entered the ID of a test you have already recorded for 

that individual. 

¶ You can either select an existing occurrence from the resolution screen or enter a 

new occurrence by entering A at the prompt. 

 

Note:  The noncourse test IDs for ACT, SAT, CLEP (CLP or CBC), AP, SAT or 

COMPASS (COMP) are not smart-coded by university.  Other noncourse test 

IDs, such as GRE and CAAP are smart-code by university, BGRE.ANYL for 

BHSU GRE General Analytical.     

 

Revised 
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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:   When entering High School Requirements completed, use HS.UNITS.  

This will allow you to enter all of the sub requirements information on the same 

screen. 

Note: ACT has changed the score report received for students who have taken the 

Regental Proficiency Exam.  In the past, there was a math score and one math 

sub-score.  ACT now provides two math sub-scores: Basic Algebra and College 

Algebra.   

To accommodate this, we have added noncourse codes for the two new math sub-

scores.  The new sub-scores 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 into 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. 

¶ Admissions Tests 

 

Title:  Defaults from the test chosen from the list. 

Date Taken: Enter the date the test was taken.  Use ó01ô for the day (mm/01/yy) 

on all 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 field.  If one score is entered, all scores 

should be entered to alleviate errors with a possible subsequent 

tape load. 

 Status: If the score is a self-report on the Application, enter a status of 

(NE) Needs Confirmation.  Enter (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. 

Status Date:   Let the status date default to todayôs date. 

Source: If the score is self-reported and 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 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.      
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Finish out and return to TSUM. 

 

 

¶ 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 or index portions of the field.  

Status: Enter AC 

            Status Date:   Let the status date default to todayôs date. 

Source: Enter the Source of the date, F1 twice for a table 

 

Finish out and return to TSUM. 

 

 

¶ High School Requirements  
 

Note: BOR High School Requirements are entered as Other Tests.  Choose the 

HS.UNITS noncourse code which allows you to enter all sub-requirements 

associated with HS Units on one screen.  Effective Fô06 Computer Sci is required 

for admission to a SD Regental University.  

 

Title:  Defaults from the test chosen from the list. 

Date Taken: Enter the date the test was taken.  Overwrite the date is a new set 

of scores is received. 

Score/Pct: Leave this file blank for the HS.UNITS entry.  Overwrite 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 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 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 graduating high school) enter ñ0ò.   

Status: Enter whether these units have been completed.  

NC - Needs Clarification (unofficial transcript) 

AC - Accepted (official transcript) 

            Status Date:   Let the status date default to todayôs date. 

Source: Enter where the information came from (High School Transcripts 
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¶ PRAXIS Requirements  

 

Note: PRAXIS Requirements are entered as Other Tests.  Choose the PRAXIS  

noncourse code by entering PRAXé at the prompt.  The main test will allow you 

to enter all sub-requirements associated with the main test on one screen.  The 

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 the test 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 test, even 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 

            Status Date:   Let the status date default to todayôs date. 

Source: Enter where the information came from 

 

Step 5 - To enter a second test of the same type, update the record. 

¶ The record you just entered is saved. The TEST screen clears and is ready for 

entry of another test. 

 

Step 6 - To enter a test of a different type, save the record. 

¶ The Test Summary (TSUM) screen is 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. 

¶ Save the record on the TSUM screen when you have finished entering the 

individualôs test scores. 
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Defining Test Equivalencies for Test Scores 
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: 

¶ Equivalent Course Title:  Enter the subject and course level of the course (e.g.  

xACCT-100 where x is the university identifier) to which the test is 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 level ï UG, 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 that generates academic credit: 

Á If the credit was earned prior to Fall 2003, enter xMT, xMTR, or 

xMT2.   

Á If the credit was earned Fall 2003 or later, enter T, TR, or T2.  

o If the noncourse equivalency is a course that does not generate academic 

credit: 

Á If the credit was earned prior to Fall 2003, enter xNC.   

Á 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, enter Y in the Std Equivalency 

field. 

 

Step 3 - Save the equivalency record. 

¶ The Test Scores (TEST) screen is redisplayed. 

 

Step 4 - Save the test score record. 

Revised 
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¶ The Test Summary (TSUM) screen is redisplayed. 

 

Step 5 - Repeat this procedure beginning with step 2 for each test score you need to 

record. 

¶ Save the record on the Test Summary (TSUM) screen when you are finished. 

 

 
Deleting a TEST score entered in error on the wrong applicant/student 

 

Step 1 ï Start on TSUM and detail on the Yes in the Eq column to the Noncourse 

Equivalency Evaluation (NEQV) screen. 

 

Step 2 ï Change the status of the equivalency to PN. 

¶ Scroll down to all the other equivalencies and change the status on each 

equivalency to PN.  

 

Step 3 - Save the equivalency record. 

¶ The Test Scores (TEST) screen is redisplayed. 

 

Step 4 ï Repeat the procedures above for any other tests that need to be deleted. 

 

Step 4 ï Was the equivalency or test entered in error? 

¶ If the equivalency was entered in error, proceed with Step 5 

¶ If the test was entered in error, proceed with Step 6 

 

Step 5 ï Detail to NEQV again, delete the equivalency entered in error and enter the 

correct equivalency 

 

Step 6 ï Perform a record.delete (Shift F10) on TEST for the test to be deleted. 

Note: All subtest equivalency statuses must be changed to PN before the record can be 

deleted.   

 

Step 7 ï 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.  

¶ This procedure assumes that the test scores were already entered and, wherever 

possible, Colleague assigned a standard equivalency based on the individualôs test 

scores. 

 

Step 1 - Access the test you want to review on the Test Summary (TSUM) screen for 

the individual. 

¶ The TSUM screen is divided into three groups.  

o Access the Admissions group to view admissions tests;  

o Access the Placement group to view placement tests;  

o Access the Other group to review other tests. 

 

Step 2 - Go to the Eq field of the test you want to review.  

¶ If ñNoò displays in the Eq field, an equivalency does not exist for this test. 

¶ If Colleague should 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 Evaluation (NEQV) 

screen. 

 

Step 4 - Make any necessary modifications to the test equivalency displayed on the 

NEQV screen. 

¶ On the NEQV screen you might want to modify the equivalency specifically for 

this individual.  

¶ Any changes you make for the individual will not affect the standard equivalency. 

¶ If an equivalency does not exist, follow the procedure for defining an equivalency 

for a test score. 

 

Step 5 - Go to the Status field. 

 

Step 6 - Enter the appropriate status code for each piece of the equivalency. 

¶ An equivalency can have one or more courses or one or more general credit 

equivalents.  

¶ 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 re-enter the test using your smart coded 

equivalency 

 

Step 7 - Save the test equivalency record. 

¶ The Test Scores (TEST) screen is redisplayed. 
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Step 8 - Repeat this procedure beginning with step 2 for each test. 
 



South Dakota Colleague System Procedures 
 

3/25/11 ï last update  213 

  

Revisions approved through the Module Ÿ Module Coord Committee Ÿ UDA/SDA 

Electronic Imports 
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Importing Admissions Tape Data 
Responsibility: University 

 
Complete the following steps to import admissions data from the ETS student search 

tape, the ACT student search tape, the ACT test scores tape, or the SAT 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 university lists xxx,ACT.MAJOR.TO.PROG (where xxx is the 

university) where the merge translated your programs. . 
 

Before the ACT tape loads run for the first Tape of the new year, FLTT needs to be 

reviewed and updated: 

  

Each university needs to review   xxx.ACT.MAJOR.TO.PROG for their university. 

  

The system needs to review the information from ACT for the new year to see if any of 

the other ACT file translations tables and make appropriate changes.  For sure, the 

following table will need updating:   ACT.TERMS Change the new code to the term a 

year later  (2007SP becomes 2008SP, etc.) 

 

 This must NOT be done until all universities 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. 

¶ Use the ACT Test Scores (ACTI) screen to load data from the ACT test scores 

tape. 

 

Step 2 - Enter a new, unique batch ID.  

¶ Naming convention should include your university  

 

Step 3 - Enter N in the Update Mode field. 

¶ This will run a report of the errors you will encounter before actually updating the 

database. 

 

Step 4 - Complete the remaining information on the screen and run the tape load 

process. 

¶ Modify Source File Definition 

o Detail here to override the source file  

¶ ACT Composite Test Name 

o The lookup is on NON.COURSES. 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). 

Revised 
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Á The tapeload also includes Residual ACT scores.  These will need 

to be marked with a source of RACT after the tapeload.  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 table, 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.  

¶ Import ACT Subscores 

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. 

¶ Import Accomplishment Scores/ACT Pre-10/89 Test 

o Enter N                       

¶ Prospect and Applicant Status 

o This is the 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 

¶ Default Grade Scheme 

o Enter UG  

¶ University Code 

o Enter your university 

o This will point the process to the right File Translation table.  

¶ Pre-process ACT tape if student indicates more than one institution  

o The application will need to be entered multiple times for each university 

that the student applies to;  

Á multiple appn screens for academic programs;  

Á Create smart coded program for each university 

 

Step 5 - Review the error report and correct any errors indicated.  

¶ Look on NAE by name in order to determine if there is an admissions record with 

a different SSN or no SSN,  

o If  there is not a SSN, add it.  

o If there is not a match, add the Name, address, birth date, and SSN 

Á This info may be on the FAFSA.   

¶ Multiple CEEBs for the High School  

o Either change the CEEB to 999999 on the source file, load the ACT 

tapeload, then change the 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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¶ If you want to rerun the tape load process to ensure that all errors were corrected, 

repeat this procedure beginning with step 3. 

¶ If you want to rerun the tape load process in update mode, enter Y in the Update 

mode field, complete the remaining information on the screen, and run the tape 

load process. 

 

Step 7 - Access the Intermediate-to-Colleague Import (ITCI ) screen. 

¶ Duplicate Criteria MUST use S54.IBIO.PERSON in order to get the enhanced 

duplicate checking that will attempt to match by SSN, phone or partial names.  

o S54.IBIO.PERSON calls the S.S54.LIMIT.PERSON.DUPLICATES 

subroutine 

¶ 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.IBIO.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 the Intermediate-to-Colleague Import (ITCI ) screen. 

 

Step 12 - Enter the ID of the batch you created in step 2. 

 

Step 13 - Indicate the update mode. 

¶ Enter N in the Update Mode field if you want to rerun the import process and 

confirm that all errors were properly corrected. 

¶ Enter Y in the Update Mode field to run the import process in update mode. 
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¶ You can choose to import specific transactions by using either a saved list of 

transaction IDs, by specifying specific transaction IDs, or by using the Additional 

Selection Criteria options.  

 

Step 14 ï Notify RIS of the tape load 

¶ RIS will run a utility to check for householded addresses 

¶ RIS will run a utility to check for missing STPR.SCHOOL 

 

Step 15 ï Access the Institution Attended CleanUp (XIAC) screen 

¶ The ACT tape load will do either of two thingsðit will add a valid HS record to 

INSTITUTIONS.ATTEND, if the info is on the tape load.  If 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 valid HS record in Colleague. 

¶ This utility will delete the NR High School Not Recorded entries that may have 

been loaded by the ACT Tapeload.  The utility needs to be run for everyone who 

has a HS Not Recorded record in the tapeload, using : 

o SELECT INSTITUTIONS.ATTEND WITH @ID LIKE é1109989 

SAVING INSTA.PERSON.ID.   

¶ To select only the students from the tapeload, use the following query: 

o SELECT STUDENT.NON.COURSES\                                                

o WITH STNC.STATUS.DATE = '<<Enter Load Date MM/DD/YY: >>' 

\                  

o SELECT STUDENT.NON.COURSES WITH 

STUDENT.NON.COURSES.ADDOPR = 'DOLSONA' \    

o OR STUDENT.NON.COURSES.CHGOPR = 'DOLSONA' 

\                                 

o SAVING UNIQUE STNC.PERSON.ID                                                

o SAVE.LIST Xx.lfm initialsé 

 

Step 16 - Run the Batch Privacy Update (XBPU) process to set the privacy code 

after each ACT tape load. 

¶ XBPU adds a university privacy code to a studentôs record (visible on XUPC and 
stored in S54.UNIV.PRIV.CODES).  If there are students in the batch you just 

loaded who did not have an application/program for your university before the 

load or did not have your university designated on their FAFSA, they probably 

donôt have your university privacy code on them and you will not be able to 

access their data until you run XBPU. 

¶ If a student has any program 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 that mode as 

non admission applicants based upon the run date of the query.  Then add to CRI the 
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FC02FAAO communication code so the university does not contact them again about 

being on the listing.  FA Interest is the create reason on PRSP. 

Step 17 ï Create a savedlist to be used with CC for the students just loaded 

¶ This step is optional 

¶ Modify XN.P.GETACTLOAD to meet your university criteria 

¶ After loading the ACT tape, notify IT of the Batch number of the load and run the  

paragraph modified above (or  to create a savelist of the student id's from the 

ELF.TGT.RESULTS.   

¶ Compare the savelist with the ACT tape to double check before the savelist is 

used in CC 

o The paragraph actually creates more than one savelists, the savelist created 

from the target id's is the most reliable. 
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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. 

 

Step 2 - Enter the batch number with the discrepancies you want to resolve. 

¶ The batch number appears at the top of the import report.  

¶ You do not have to enter the two-character extension (such as MN, IN, AI, or 

TS). 

 

Step 3 - From the Resolve Person/Address Duplicates field, detail to the ELF 

Duplicate Resolution (EFDR) screen. 

¶ 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 to resolve then 

detail. 

¶ If the Target File field for that target result ID has PERSON, then the Resolve 

Person Duplicates (ERPD) screen will display. 

¶ If the Target File field for that target result ID has ADDRESS, then the Resolve 

Address Duplicates (ERAD) screen will display. 

 

Step 5 - 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. 

o If you find one you want to combine, enter Yes in the Combine field. 

o If you do not want to combine any of the Colleague records with the 

imported data, then enter Yes in 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 want to use, enter Yes 

in the Reject All Dupl IDs field and enter the record ID in the Override ID 

field. 

 

Step 6 - Save the information. 

¶ You are returned to the EFDR screen. 

 

Step 7 - Continue resolving the remaining information.  

¶ Return to Step 4. 

¶ When you have resolved all the discrepancies, save from the EFDR screen. 

¶ 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 

Á Enter APP Applied 

 

Step 3 - Enter a valid catalog. 

Á Changes to new catalog at the same time as ADPA 

 

Step 4 - Select ñSaveò or ñSave Allò. 
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Import Student Application in Non-Update mode (XISA) 
Responsibility:  ESC 

Timeframe:  Daily 

 

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 been processed. 

 

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 é to search the file 

Á Naming convention is PR.file number.txt.date (mmdd) PR.632794.txt.0424 

Á The Application Source file is only entered when XISA is run in non-update 

mode. 

 

Step 3 ï Enter N in the Update Mode field 

 

Step 4 ï Enter APLUG in the Default App. Fee AR Code field 

 

Step 5 ï Enter the Alt Id Prefix  

Á Enter EA for ECAP 

 

Note:  The total number of records in the file will display. 

 

Step 6 ï Update XISA 

 

Step 7 ï Enter H in the Output Device and a name in the Banner field 

Á Naming convention is XISA.date(mmdd).1, 2 or 3 depending on which report is 

being processed 

Á Repeat Step 7 for all 3 reports 

 

Step 8 ï 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. 

Á Intermediate 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 APPLICATIONS: Ambiguity exists for 

ELF.TGT.RESULTS 685 and WARNING: WARNING: File: PERSON: 

WARNING: UE is duplicated in PERSON.EMAIL.TYPE 

o Address ambiguity  

o Exceptions                                                         

Á  Application Birthday: 12/22/45 - Colleague Birthday: 12/21/45    

Á  Application Last Name: Heglin - Colleague Last Name:  eglund     
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Á   Application skipped - Either duplicate or two applications limit   

reached - Program: U.BS.CSCI Location :USD                       

Á   Application skipped - Either duplicate or two applications limit   

reached - Program: U.NODEG.ELED Location :USD                    

Á 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. 

Á Application Load Status Report: 

o The following report shows what pieces of information for records were 

imported, errors associated 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 high school, if the 

application file import studentôs name is different than the last name in 

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 Colleague) how many records in batch & error counts.  

Duplicate and two applications limit exception message also is indicated 

here. 

 

Step 9 ï Resolve Person/Address ambiguities 

Á Access ELF Duplicate Resolution (EFDR) screen 

Á Enter the 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. 

Á Detail on each line item 

o If the Target File field for that target result ID has PERSON, then the 

Resolve 

o Person Duplicates (ERPD or EROA) screen will display. 

o If the Target File field for that target result ID has ADDRESS, then the 

o Resolve Address Duplicates (ERAD) screen will display (Hom 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. 

o Potential Duplicates list the Colleague data 

o Source Data lists the incoming data 

o If you find one you want to combine, enter Yes in the Combine field. 

o If you do not want to combine any of the Colleague records with the 

imported data, then enter Yes in 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 want to use, enter Yes 

in the Reject All Dupl IDs field and enter the record ID in the Override ID 

field. 

Á Save the information. 

o You are returned to the EFDR screen. 
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Á Continue resolving the remaining information. Return to Step 4. 

o When you have resolved all the discrepancies, save from the EFDR 

screen. 

 

Step 10 ï 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 

applications file 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 Control ID from the available list or enter it based on the 

Batch Control ID from the reports in non-update mode 

Á The Batch Control ID is only entered when XISA is run in update mode 

 

Step 3 - Enter a Y to process the batch in update mode  

 

Step 4 ï Enter APLUG in the Default App. Fee AR Code field 

 

Step 5 ï Enter the Alt Id Prefix  

Á Enter EA for ECAP 

 

Note:  The total number of records in the file will display. 

 

Step 6 ï Update XISA 

 

Step 7 ï Enter H in the Output Device and a name in the Banner field 

Á Naming convention is XISA.date(mmdd).U1, 2 or 3 depending on which report is 

being processed 

Á Repeat Step 7 for all 3 reports  

 

Step 8 ï Review output from the reports 

Á Intermediate to Colleague Import 

o The following report shows Transaction, Status, ELF Target Results, 

Target File, Dupl Target ID, Rating, Category, Actual ID/Action. 

o PERSON Ambiguity ï 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 duplicates.   

Á 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. 

Á Application Load Status Report: 

o The following report shows what 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 high school, if the 
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application file import studentôs name is different than the last name in 

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 Colleague) how many records in batch & error counts. 

 

Step 10 ï If an address ambiguity could not be resolved, continue 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. 

Á Access the Intermediate-to-Colleague Import (XITC) screen 

Á Enter the ID of the batch 

Á Enter Y in the Update Mode field 

Á Enter D in the Report Detail field 

Á Enter é in the Transactions field to pull in the Transaction number to import 

 

Step 11 ï Notify RIS of the AAI Import  

¶ 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 cashier session 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 ñyesò in the Pay Now column, then save out twice. 

Á Hitting F9 twice will take you to the CRAF screen 

 

Step 3.  Enter the 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 óccô or óckô (credit card of check) in the Payment Method field. 

 

Step 6.  Save out of CRAF. 

 

Step 7.  Access the ARAI screen to check that the application fee payment posted.   

Á The description will say óApplication feeô, who put the fee on, and which school 

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 Colleague database. Upon exiting the screen the data will be displayed on 

the screen in report format, as all data elements will not fit on the screen. Maximum of 80 

characters will be displayed on each line so the users donôt have to toggle between 

Left/Right. The user will have the option to view the report on the screen or send it to a 

specified printer. Use the XINL mnemonic from the ST menu to access the screen. 

 

Step 1 - Access the View Information Not Loaded (XINL ) screen 

 

Step 2 - Enter a valid Colleague ID.  

Á The lookup will search for the entered ID in the S54.APIMP.NOT.STORED 

file.  

Á If the ID does not exist in the file, then ñRecord not foundò will be displayed. 

 

Step 3 ï Enter H in the Output Device field and a name in the Banner field 

 

Step 4 ï Update twice to view the report 
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Purging ELF Batches 
Responsibility: ESC for AAI 

Timeframe:  as needed 

 

Step 1 ï Access the Elf Batch Purge (EPRG) screen 

 

Step 2 ï Enter the batch to be deleted in the Delete Batch field 

 

Step 3 ï Update the screen 
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Reporting 
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Generating a Listing of Waitlisted Applications 
Responsibility: University 

 
Use the Admissions Waitlist Report (AMWL ) screen to initiate the admissions waitlist 

report. This report provides information about each applicant on the selected waitlists 

including 

¶ Anticipated start term 

¶ Applicant name and ID 

¶ Current application status and the date and time the status was recorded 

¶ Application rating 

 

Sort by Options.  

¶ Use the Sort by options on the AMWL screen to choose how you want Colleague 

to sort the report. 

¶ Your choices are: 

o Sort by Institutional Hierarchy 

o Sort by Location 

o Sort by Date and Time 

 

Saved List Name.  

¶ You can select a group of records to process by identifying the name of a saved 

list of IDs from the APPLICATIONS file. 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.  

¶ Your choices are: 

o Start Terms 

o Acad 

Programs 

o Locations 

o Departments 

o Divisions 

o Schools 

 

If you identify one or more start terms, etc and do 

not use any of the other selection options on the 

AMWL screen, then Colleague selects only those 

applications with a matching start term.                   

                                                                      

If you identify one or more start terms, etc and use 

any of the other selection options on the AMWL 

screen, then Colleague selects those applications 

with a matching start term that meet the other 

selection criteria identified.                                                  
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Generating an Accepted Applications Report 
Responsibility: University 

 

Use the Accepted Applications Report (ACAP) screen to run 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 1 ï Access the Accepted Applications Report (ACAP) screen 

 

Step 2 ï Enter a saved list, if applicable 

¶ You can base your selection of applications for this report on a saved list of IDs 

from the APPLICATIONS file  

Or  

¶ You can have Colleague select all applications that meet your criteria by defining 

those criteria in the fields on the ACAP screen without first identifying a saved 

list. 

 

Step 3 ï Define the other selection criteria, if applicable 

¶ Start Terms 

¶ Acad Programs 

¶ Locations 

¶ Departments 

¶ Divisions 

¶ Schools 

¶ Dep Types Incl/Excl 

¶ Additional Selection 

Criteria with selections 

from the APPLICATIONS 

file 

 

 

Step 4 ï Update the ACAP screen 

If you identify one or more start terms and do not 

use any of the other selection options on the 

ACAP screen, then Colleague selects only those 

applications with a matching start term.                   

                                                                      

If you identify one or more start terms and use any 

of the other selection options on the ACAP screen, 

then Colleague selects those applications with a 

matching start term that meet the other selection 

criteria identified.                                                  
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Generating an Applicant Profile 
Responsibility: University 

 
The applicant profile report provides detailed information about an applicant, including 

their 

¶ admissions representative and AARS 

¶ applicant rating 

¶ EPS code 

¶ institutions attended information 

¶ recruitment purpose information 

¶ educational and career goals 

¶ summary application information 

¶ contact history 

¶ test scores 

 

Step 1 ï Access the Prospect/Applicant Profile (PAPP) 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 2 ï Define the format of the report is to be printed by entering the following: 

¶ Name/Address Hierarchy 

¶ Summary Format 

¶ Print SSN 

¶ Print All Applications 

o If you enter "Y", Colleague prints profiles for all of the applications in the 

database, unless a saved list is specified. 

 

Step 3 ï Define the Applicants/Applications you want included in the report by 

entering one or more of the following: 

¶ Saved List Name (APPLICANTS).. 

¶ Saved List Name (APPLICATIONS) 

o You can use a saved list of IDs from either the APPLICANTS or the 

APPLICATIONS file as the basis for selecting the applicants you want a 

report for, or you can use any combination of the options provided on the 

PAPP screen to make your selection.  

Á When you use a saved list and identify specific selection options 

on the PAPP screen, 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 saved list of all 

applicants with a specific anticipated start term, you could choose 

to only print the profile for those who are also undergraduate  

¶ Other selection criteria includes: 

o Prospect Ratings 
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Á If you enter "Yes" in the Print Prospects field, you can select the 

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 

Á If you enter "Yes" in the 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 

Á 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 the number you enter.            

Á 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.                                

Á You do not need to enter 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 

o Admit Institution 

o Start Terms 

o Academic Levels 

o Locations 

o Prospect/Applicants 

o Additional Selection 

Criteria  

 

 

 

 

 

 

 

Step 4 ï Define if Prospects or Applicants are to print by entering the following: 

¶ Print Prospects. 

¶ Prospect Statuses. 

¶ Print Cur Stu Only 

If you identify one or more admit institutions, etc 

and do not use any of the other selection options 

on the PAPP screen, then Colleague selects only 

those prospects or applicants with a matching 

admit institution.                                                         

                                                                     

If you identify one or more admit institutions, etc 

and use any of the other selection options on the 

PAPP screen, then Colleague selects those 

prospects or applicants with a matching admit 

institution that meet the other selection criteria 

identified.                        
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o Entering Y will only select those that are MTS 

¶ Print Applicants 

¶ Application Statuses 

 

Step 5 ï 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 selections you make on the Application Status Summary [APSS] 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 1 ï Access the Application Status Summary (APSS) screen 

 

Step 2 ï Define the following fields 

¶ Saved List Name 

o 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 applications and narrow the selection using the other 

fields on the APSS screen.                                  

 

 

 

¶ Start Terms 

¶ Academic Levels 

¶ Academic Programs 

¶ Locations 

¶ Additional Selection 

Criteria 

 

 

 

Step 3 ï Update the APSS screen 

If you enter a saved list name, Colleague selects all of 

the applications in that list and, if you do not choose any 

other  selection criteria, includes the applications in the 

saved list.    

                                                                    

If you enter a saved list name and you use the other 

options on the APSS screen to select applications, 

Colleague includes all of the applications in the saved 

list which also meet the other selection criteria you 

choose.                                                
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Generating Application Counts 
Responsibility: University 

 
Use the Application Counts (APCT) screen to generate this listing. 

 

You can obtain a count of applications, accepted applications, and enrolled applications 

for any group of applications you select.  

 

Step 1 ï Access the Application Counts (APCT) screen 

 

Step 2 ï Define if you want separate counts 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 

 

Step 3 ï Define what you want the report sorted by entering Y/N to the following 

¶ Break by Admit Status 

¶ Break by Academic Program 

 

Step 4 ï Define who should be included in this report by entering one or more of the 

following 

¶ Saved List Name 

o 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 applications and narrow the selection using  the other 

fields on the APCT screen.                                  

 

 

¶ Start Terms 

¶ Academic Levels 

¶ Academic Programs 

¶ Admit Statuses 

¶ Application Statuses 

¶ Additional Selection 

Criteria 

 

 

 

 

Step 5 ï Update the APCT screen 

If you enter a saved list name, Colleague selects all 

of the applications in that list and, if you do not  

choose any other  selection criteria, includes the 

applications in the saved list.    

                                                                    

If you enter a saved list name and you use the other 

options on the APCT screen to select applications, 

Colleague includes all of the applications in the 

saved list which also meet the other selection criteria 

you choose.                                                
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Generating Application Lists 
Responsibility: University 

 
Use the Application List (APLS) screen to initiate this report. 

 

The application list report provides a list of applicants who have applied to selected 

academic programs.  

 

 

Step 1 ï Access the Application List (APLS) screen 

 

Step 2 ï Define the Sort order by entering the following 

¶ Sort by Inst Hierarchy 

¶ Sort by Location 

¶ Sort by Rating 

¶ Print ID or SSN 

 

Step 3 ï Define the applications to be included in the report by entering the 

following 

¶ Saved List Name 

o 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 applications and narrow the selection using the other 

fields on the APLS screen.                                  

¶ Application Rating 

o You can select applications to include on this list by entering a minimum 

application rating or by entering a range of ratings. Enter the minimum 

rating here. Colleague selects only those applications with an application 

rating above or equal to the number that you enter.                                                              

 

¶ Admissions Reps 

¶ Start Terms 

¶ Application Statuses 

¶ Academic Programs 

¶ Schools 

¶ Divisions 

¶ Departments 

¶ Locations 

¶ Additional Selection 

Criteria 

 

Step 4 ï Update the APLS screen 

 

If you enter a saved list name, Colleague selects 

all of the applications in that list and, if you do 

not choose any other selection criteria, includes 

the applications in the saved list.    

                                                                    

If you enter a saved list name and you use the 

other options on the APLS screen to select 

applications, Colleague includes all of the 

applications in the saved list which also meet the 

other selection criteria you choose.                                                
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Appendix  
























































