How do | Link an Inquiry/Applicant record to a
Constituent Record

If you are creating a new Inquiry/Applicant record in the Admissions application, and
the Inquiry/Applicant record has a relationship to an existing Constituent record, you
will want to link the two records during the Inquiry/Applicant setup process.

To link an Inquiry/Applicant record to a Constituent record:
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application, click the - =

Inquiry/Applicant m & 'Qj - ‘j

icon. Quick-Entry  Inquiry / Applicant  Inquiry Import Schools  Ing

Online Inquiries / Applications aWeeg approval: 2

Inquiry / Applicant Search
_ 2. Onthe
[3 New @ Copy @ Edit « D Delete Options v X2 Export + QI Close
Inquiry/Applicant

Searc

Select ey [(Al] v) Qx.l Search screen,

Change Runtime Parameters N click New.
Eilter Result [Lasl Name v] [Begins With v
Show Addresses [[Au] v] Refresh List
Student Name D Grade | Admiss 4 Curre
Aomlima | Yaar

communitybrands
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Inquiry / Applicant Maintenance - Test6 Test6 [ Inquiry ) =68 =
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7. The Constituent Address Search screen appears. Search for the Constituent that is related to the

Inquiry/Applicant and click OK.

Constituent Address Search 28
Search For: Sort By Sort Order
Last Name (Sort Key) ' Begins With - © Last Name @ Ascending
ESTH ® LD. ) Descending
_ Name | Code Active Address Type 1.D. Primaty AR SL RGAL AD
| Mr. and Mrs. Art Z ;i ¥ iHome 007762 N ININ NiYiN B
| Mr. Donnell CM Y iHome o07as NININIYIN
. Mr.and Mis, Kiby z Y iHome 0077E1 INININIYIN
| Mr. and Mrs. Kirby CM - Y Home 007761 FNININIY N
| Mr. and Mrs. Peyton C Y iHome 000552 INIMNINIY N
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