7= SeniorSystems

Quick Reference: Online Inquiry/Application Approval

RELEASE 93_2 Allows more control on checking matching names
(Maintenance/Administrative Maintenance>0Online Admissions Tab)

Admissions Administration - [m} X
File Edit
Genetall Checklist Ilemsl Lellersl Decisions] Interests Online Admissions IPreferences
Select the options to use to find duplicate inquiries:
Match By Applicant Last Name Match By Address Last Name
O All characters O &ll characters
(@ First characters (@ First characters
Match By Applicant First Name Match By Address First Name
(® &l characters @) All characters
O First characters O First characters
Match By Applicant
Birth Date
[ Gender
_ Cancel
[T

REMINDER: The Admissions module will only check for inquiries in the current academic year. It will not

check previous admission year inquiries.

RESOLVING ONLINE INQUIRY/APPLICATION WARNINGS

In the Online Inquiry/Application Search window will be a list of records that need to be approved.

5] Online Inquiries / Applications Search [E==(Ecn =
ﬁ Open § | Close
Search For: Sort By = Sort Order Options
| 7| School Appbing (A1) =l
T a] [Futheme Descending —
\[l D. = Display AllInquiies and Applications v
SRR o= Gt e
|Telephone S Adnissions Year
GoTo [Name = | [[Approve Al Inguries & Appiications |
Name [} FeePd. City | State| Adm Y| Grade Status Telephone
Lara Croft 0071584 | N |Alamo Nv | 2017 | 5 Applcant 775 25 Rock Road
Dean Winchester 0011568 N Winthicp MA | 2017 K iinquiy 617- 25 Shirley Street
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A red record indicates that there is data that is
new or duplicated in the system already.

e Selectarecordinred
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Online &dmissions

Applicant
On the right side of Inquiry/Applicant Maintenance window (Name tab) Status | Lnapproved
Errors/Warnings will be listed in red.
Errars/ arnings
A single inquiry/applicant record can have multiple potential error and/or warning Fieh. Schos! T ot on

messages

e Some messages may appear/disappear as you add/edit information
e After you address all flagged issues, the message "No warnings" appears

e You are now able to change the record's status to Approved

School Not on File (also applies to Referrals not on file)

lA School Name is not on file. Do you wish to add it?

[ .
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Paotential Dup. Family.

Previous Schools

Name From To

ghbL e 4 Click on the magnifying glass to search for School

School Search @ .
Search For: Sort By Sort Order name in data base
ST. MICHAEL'S ACADEMY © Name () Type @ Ascending
" Name ©) State ) di .
— e Choose one of two options:
Name Address City State | Type - L. )
H St. Michael's All Angels MDO 8011 Douglas Dallas TX 3 U 1 . If N ameisin I|St:
St. Michael's and All Angels Early CE 8011 Douglas Ave Dallas T
St. Michael's and All Angels Presché 8011 Douglas Ave Dallas % u Select the Name from the data base
St. Michael's Country Day School 180 Rhode Island Ave. Newport RI . . .
S D0 : 2. if Name is NOT on the list
St. Michael's Mother's Day Out PO Box 12385 Dallas ™=
St. Michael's Preschool u Select Cancel
Ty * You will be prompted to add a new
:: m:z:::::;;gem - 8011 Douglas Ave Dallas X SChOOI When you finISh CheCking record
St. Michale & All &ngels MDO 8011 Douglas Avenue Dallas TX - ° Continue to Verify data record’ SE|ECt OK
0K Cancel Delete
Edit Confirmation Message 3

When prompted to add a new school
. Select YES
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School Maintenance - ( New ) — [m] X ]
. . A . File Edit Tools Help
Enter information in School Maintenance £ 0ren (g Seve (g Covel [2) De 13 Pt G e
window. Complete full name and address. e ETE—— N
1.D. ST. MICHAEL'S ACADEMY
e Select Save Addess
Line 1 100 Eddywood Street ‘ Telephone Numbers [:
Line 2 | ‘ \,| [
Line 3
City/St/Zip |Springfield [Ma Jortg | FaxNo. | |
Country j V| EMail | |
Type Last Update
Contact ‘ ‘ l | l I
Salutation | ] User Date/Time
L
COMPANY NOT ON FILE
%@mmsm e l=]=/E= e Click on the magnifying glass to search for
& New Select | Delete § | Close
Search For: Sort By Sort Order Company Name
SEN © Name © Ascending
Name (Sort Key) © Industry (@) Descending
University of Texas Sot‘l;’::slem Medical Center 5323 Hav:t::::;?:ls:vavd DallafiTkyésux:l:/cwnw Educatll::uwy ‘; T/P ; /.f the Comp an y name does n Ot
Sendera Title . .
SENDERA TITLE COMPANY 4161 MCKINNEY AVENUE DALLAS, TX
e TG appear in table at first glance,
Seneca Advisors LLP

shorten the Name in search field

The Senior Source

Take time to keep data consistent!

Service Lane P.0.B

Search complete. information?

Gruma Corp. 1153 Coltonwood Lane, Ste. 200 | Irving, TX USA
Sense Cop 3017 Amherst Dallas, TX
Sensor Logic Inc.
o Address Maintenance B3
Sequoia Capial Operations, LLC 3000
The address and/or telephone numbers for the Company selected are

different than those previously entered for this addresss. Would you
like o replace the address information with the selected Company

e Choose one of two options:
1. If the Company Name is in list:

Ves No Cancel
= Select the Name from the database
= Select Yes if prompted to update

5| Company Search . .
Np YHH 1 e §0 * Update address information
4 New elec elete § | Close
Search For: Sort By Sort Order - SEIECt OK
SEN l‘ © Name © Ascending
i b | i 2. If the Company Name is NOT on the list
__‘CompanyMaintenance-(New) E] u Select NEW H
Name/Address TelNo,/Eonlacts] Child Companies] Commentsl | ] Complete the address
Name Senior Systems Known As [ ] Select OK
Line 1 201 Boston Post Rd
Line 2
Line 3
City/St/Zip Marlborough Ma - 01574
Country -
SortKey SENIOR SYSTEMS
Industry v Federal |.D.
Parent Co.

&J

LOK ][ Cancel J[

Print

J

Delete
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POTENTIAL DUP. FAMILY

e Anaddress already in the database has a
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L Inquiry / Applicant Maintenance - Dean Winchester (Inquiry )

=S EER(*X3

first and last name match for either the

Name IAddtessl Inio] D ecisionl Ehecklisk] Visitl Test S cures] Fin Aidl Cnnnectionl Tlackl Media] Custnml Mailing:] Comments l

Parent Name 1 or Name 2 field. e : _ Drle dnissens
. . First Middle Last ‘Winchester Suffix v S:‘:[”';y - =
o This may be another child of a 1.D. 0011569 Preferred Dean SotKey WINCHESTER, DEAN =i
parent already in the database e Biogrephica
. . = Erors/wamings
o You will have the OppOftU mty to School  THE TESTERS SCHOOL _«I Gender [M_~| D.OB 05042011 Age 5 S Dungam“y
. . . Grade From To
link the records after examining = i
all the data.
e Select the Address tab
nqui icant Maintenance - Dean Winchester ( Inqui (= [®@][=] 7’ "
=] Inquiry / Applicant Maint Dean Winchester (Inquiry ) ESE-e Ighboald Address Tab
Name Addess | rfo] Decision] Checkist] Vist] Test Scores| Fin Aid] Connection] Track| Media] Custom| Maiings| Comments | L
Dl : T e Click on the magnifying glass next to
V| Active Only @) All Applications () This Application | Family .D. 00857: A, ||| Parent web Accounts | [ Ignore Duplicates -Tasks H i
Family ID (note the current Family ID)
EC Name Code Address Type mt [Luans].Actlve‘;ansej Visit | Grades | | [ New ] .
Mrs. and Mis. John ® Parent 1 [CENEACARA | &) Address Family Search
. - e Click on the magnifying
Earch For. ort By ort Order
<= WIN O LastName @) Last Name (Father) @ Ascending glaSS*
¢l Address Telephone Numbers S IR ®1.D. () LastName (Mother) ) Descending
agﬁ:u/mzzgl.q el 'EIND:IP e e Search for last n.ame
Easlﬁer John’ L [¥] Active Only @ This Application () All Applications o Two reCOrdS Wlth same name
Step Mother: Tara e Ty D - with different family ID’s
[ 00ss1s | = One ID likely belongs to the
* Comments | Mrs. John Winchester 008573 . .
|_[Mr_John Winchester 008571 applicant you are looking at.
[ — 0006216 = You may have two siblings
008165 X
— - E who apply at the same time
]| FUNKOT = You may have a different
| I— Wiasnt o family with same name
505 24th el No: : ;
Visborugh, Ha 01572 _ e Select possible duplicate
Fater. ot
Step Mother: Tara fa m | Iy
e Choose Show Linked
Students

*Note: if you cannot find the

duplicate name: Select All Applications and repeat search. If the family is in a Summer program close this window and select
IGNORE DUPLICATES. Summer School IDs are independent from Academic IDs
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( | I
| Address Family Search =)
| Search For Sort By Sort Order . .
| e B ® b You have the opportunity to link the records after
Linked Students for. Mr. John Winchester athe]1]} 1@ Bescendng ..
| M : examining all the data.
| Year Name School | Giade|  Gow | ID| |
2017 Samuel Winchester Lower School 1 Inquiry 10011567
Famiy1D. |~ . .
mea | You note that Family 008571 and Family 008573 are
008571 .
the same family
H <l »
== = | * Select Close
DUPLICATE FAMILY Inquiry / Applicant Maintenance - Dean Winchester  Inquiry ) d
ashboari
Name AddVESSIInloI DecisionlEhecklisllVisitITesl Scolesl FinAid] Eonneclion]Track] Media]Custom]MailingsI Comments ]
Display Options Family Options
[V] Active Only @ All Applications () This Application ~ Family 1.D. 008573
. Code Grades | I| | New
If you determine that the two T W i
t _ : : | =
students are part of the same family Adress Famiy Search ==
Search For: Sort By Sort Order
RE | WIN () LastName @) Last Name (Father) @) Ascending
e Select the address that has the o Addess 1§ Telephone Nunbers Ll liatel OID. O LastName (Mother) O Descendng
50 5w 24th TelNo: 3 3
. . Marlborugh, M 01572 i Display Options
mOSt aCCU rate InfOfmatlon Eslﬁ o [¥] &ctive Only @ This Application ) All Applications
ather: John
Step Mother: Tara Name Family 1.D.
008614 L
L] Select OK * Comments | Mrs. John Winchester 008573
- Mr. John Winchester 008571
[T - - 0006216
. 008165
. e e 0000782
I FUNKOT
i el o 008444 -
50 5w 24th TelNo: -
Marlborough, MA 01572
Father: John Used by: Admissions
Step Mother: Tara

Page 5




7= SeniorSystems

e D &5 Change Family ID window
) New Family ID ] e Code
Eterthe tisw FemiID) | Mr. and Mrs. JuhnWinchestsr 1 Parent 1 ° Ch th E H t F I ID
© Esisting Family ID 4l Parent 1 Mother Work oose € EXIS Ing ami y
Eron s ON ] 4 ' e This ID will be assigned to
student
Viaborough, MA 01572 e — e Choose Next
USA Used by: Admissions
Father: John
Step Mother: Tara

Show Linked Students

<< Prev [ Next >> ] Finish [ Cancel

' Change Family ID ==

e Choose Next in Warning Box
o Click Finish as prompted

The selected students are about to be moved to the selected Family ID.

Click NEXT to proceed.

«Prev | [ New>» Finsh | [_Concel_]
NOT A DUPLICATE FAMILY
If you determine that no common Sib“ng/address [E8] Inquiry / Applicant Maintenance - Dean Winchester ( Inquiry ) [e@]=]H
. Name Address |info] Decision] Checkist] Vist] Test Scores| Fin tid] Connection] Track | Media] Custom| Maiings| Comments | I
record exists: Display Options Family Options
[7] Active Only @ All Applications () This Application ~ Family 1.D. 008573 Parent Web Accounts E Ignore Duplicalesl Tasks
° Select the Ignore Duplicates Check bOX EC s M“AJn::me_ & Pale:loje Address Type zl:\_:;i[::ns] Aﬁve Ianse \ﬁl E]Elades | I[FZET‘:]
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POTENTIAL DUP. INQUIRY

e e fp—

Conmerts | A Check Duplicate button appears above the Errors/Warning box if multiple

B s Inquiries have been submitted for the same student.
Inquiry

Status | Unapproved v

I Check Duplicate

Errors/AW amings )
Potential Dup. Inquiry.  »

e Select Check Duplicate

A wizard window opens, to walk you through the process of checking and potentially merging the duplicate
record by displaying information from the existing record:

Potential Duplicate R, = s Soun

T he following inquisy recoed = a potential match to tes appicant:
Name  Carla Stevens
Grade 6

Addiess 32 Badgs St

Select the appropriate action
Pk the shudent sheet reports lo assist, § necessany

[ Print Studert Sheet Repotts |
This iz NOT the same peeson
O This is the same parson. Press NEXT to begin the menge

[ Mew> | lC&tch

You can optionally click the button to print both of the Student Sheet reports to help you
determine whether the records are duplicates or not.
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To resolve the error and create a new record for a new person, select 'This is NOT the same
person' and then select Finish to complete the process. The error message will now be cleared.

To proceed with the merge process, select 'This is the same person' and then select Next.

For each type of information that varies between the records, the wizard displays the information
from the existing record, and allows you to decide whether or not to merge that field into the
current record:

Potential Duplkate T Some|
| Al ) |
Relena/Sowce

Laad Sourcs | Intesnet

Description If you DON'T want to merge

| Relenal

this particular field, check the
| box at the bottom of the screen

Select Next

Do not masge thase hields whan | chek NEXT <Back || Nes> | Carcal

You may have to repeat this process for other fields if they differ between the records.

Finally, the wizard allows you to decide whether or not to actually delete the previous inquiry
record:

Potential Duplicate \norz i

The Inquiry record will now be deleted If you DON'T want to delete
Do not delete the inquay second mhen | ook NEXT the preVious inquiry record,
| check the appropriate box

Select Next to complete the
merge process. The error
| message will now be cleared.

< Back Nest > Cancel
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Once all warnings are cleared the record in the Online Inquiries/Applications Search window will be black.

TIP: Select Approve All Inquiries and Applications button to approve all records in black

(] Online Inquiries / Applications Search

]zopen q] Close

Search For: Sort By Sort Order Options
School Applying | (Al v & l
L Display All Inquiries and Applications v
Last Name ( Sort Key ] Grade Type @) =
Admissions Year | [al] v
GoTo [Name b7 ] [Appvove All Inguiries & Applications 1
Name D Fee Pd. City State| Adm Yr| Grade Status Telephone
Lara Croft 0011584 N Alamo NV i 2015 5 i Applicant 775-555-3892 25 Rock Road
Dean Winchester 0011563 N | Winthiop Ma ;2015 ¢ K ilinguity £17-555-3304 25 Shiley |

Online Inquiry / Applications Posting

Printing Options

Print Posting Register

[] Print Application Photos 4 per page

Print Applications

No. of Copies

Inquiry / Applicant Maintenance - Dean Winchester (Inquiry )

.

Cancel

School [ Upper School | Board/Day

Lead Source Current Family

Suffix

v [] Fac/Staff Child

v

Name

First Middle Last ‘Winchester

1.D. 0011569 Preferied Dean SotKey WINCHESTER, DEAN

Curtent School Biographical

School  THE TESTERS SCHOOL Q Gender [M_+| D.0B 05042011 Age |5
Grade 10 From To 55N

Applying For Referal/Source

Name ] Address ] I niol Decision ] Checkllstl Visill Test Scores I Fin Aid I Conneclianl Track ] Media I Cusloml M. ailingsl Comments

Online Admissions
Inquiry
Status

Ay

1]

napproved

individually.
Erors/Warnings
No warnings. -

Print Options:

o Print Posting Register
prints a list of inquiry
and applicants

e Print applications
prints applications
only. Inquiry forms
are not printed

You may also approve records

e Choose the appropriate status

Applicant

Grade 11 AdrmissYr 2015 Grad Yr 207 Description
["] Repeating [T Midyear Referral Q
Type +  Group S Tors/warnings
No warnings. -
[ ok ][ cancel J[ Pt |[ Deete |
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o Inquiry or Applicant
o Select Approve from menu
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Scenario 1: Duplicate Family AND Duplicate Inquiry

1.

Resolve the Duplicate Family issue first.

Go to the Address tab and verify that the system has not identified a "sibling" record that is consistent
with the new application record. If this scenario is true, change the Family ID in the Address tab of the
record with the most up-to-date family information. That could be the new student application record
or the resident sibling record.

Resolve the Duplicate Inquiry issue ONCE the duplicate family warning is removed.
Check the Duplicate Inquiry check box above the warning message. Run the associated wizard and

merge the (2) student records together. Remember to capture the "Inquiry date" from the inquiry
record.

Scenario 2: Duplicate Family

1)

Go to the Address tab and verify that the system has not identified a "sibling" record that is consistent
with the new application record. If this scenario is true, change the Family ID in the Address tab of the
record with the most up-to-date family information. That could be the new student application record
or the resident sibling record.

If you determine that no common sibling/address record exists, select the Ignore duplicate family
entry check box.

Determine if an associated Inquiry Record exists for the applicant record. If yes, copy the "Inquiry Date"
and any other relevant previously captured information that needs to be kept from the Inquiry record
into the applicant record (this keeps statistics of Inquiries per month reporting accurate.)

Delete the Inquiry record so the applicant only has a single record.

**NOTE: This step is assuming the applicant record contains more family data than the Inquiry record.

Otherwise you would just keep the Inquiry record and delete the applicant record.

Scenario 3: Duplicate Inquiry

Check the Duplicate Inquiry check box above the warning message. Run the associated wizard and merge

the (2) student records together. Remember to capture the "Inquiry date" from the inquiry record.
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