Event Attendance OG / Quick Guide

@ Recording Prospect and Applicant Event Attendance

Description
Institutions use the Student System to set up prospect and applicant events such as open houses and campus tours. This
Guide shows how you can record whether a person was invited to, attended, or failed to attend such events. The record of

event attendance can be broken down still further if the event has parts such as seminars, meetings, etc.

For more detailed coverage of this subject, see the Business Process: AR004 Event Attendance.

Navigation

Student Recruiting > Maintain Prospects > Create/Update Prospect
On the Prospect School/Recruiting tab, click the Events link.

Student Admissions > Application Maintenance > Maintain Applications
On the Application School/Recruiting tab, click the Events link.



@ Event Attendance

Step 1: Search for the person.

The search criteria fields will be some-
what different depending on which navi-
gation you used.

Some fields may be populated based on
your User Defaults.

Enter criteria and click | Search

If the person has more than one pros-
pect record or application recorded for
this Institution and Career, select the cor-
rect one from the Search Results list.

FYI

Campus ID is currently not used.
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Maintain Applications

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Application Nbr: Im
ID: [begins with =]
Academic Institution: I;l
Academic Career: Im
Application Program I'-.Ihr:l = vI
Academic Program: Im
Admit Term: Im
Application Center: Im
Campus ID: Im
National ID: Im
Last Name: Im
First Name: Im

¥ mclude History | Correct History | Case Sensitive

Search | Clear | Basic Search Save search Criteria

L LLLLLLLO




Step 2: Select Application (or Pros-
pect) School/Recruiting tab

Step 3: Click the Events lin

This brings up the Attendee Events
page.
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BRSS! focaon scronivocruting | 1

Charlotte Czerny 0539777
Academic Institution:  University of Maine
Academic Career: Undergraduate Application Number: 00328253

Last School Atte East Grand High School

Graduation Date: OBf01/2007 [5]
School Type: Secondary Proprietorship:  Unknown
City: Danfarth State: ME Country: LISA

Recruiting Information

Assign Region From

Region: DOWNEAST & Downeast Maine (+Wash, -Han)

Home Postal Code I

From: School
School Postal Code |

Primary Recruiter ID:

Recruiting Categories First [+ 1of 1 [H Last
¥
‘Category: FRMNT 3 Parent Attended Group: Alumni =]
Sub-Cat: | h I
Description: |

Find | Yiew &1 First [ 1 of 1 [ Last

Recruiters Prompt ‘Recruiter ID Recruiter Type Primary:

Q r F[=

M Recruiters

Transfer To: |Education R |

E']Savel E\Return to Searchl Elr\lutif\,f | ":JRefreshl pdate.l'DiSpIay Include History | EFcoarrect History




@ Admission Comments
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Attendee Events

Step 3: Look up Event ID

This example shows events defined by
several Institutions.

Click the desired event in the Search Re-

Description

Customize | Eind | i Firat El 1of 1 El Last

Short Description
Meetind [=]

0aooa

Ok

| Cancel |

sults list.

Look Up EventID

Event I |hegins wyith 'I
Event Type: I begins with *I
Academic Insﬁtution:l begins with vI

L0

Description: Ibegins wiith vI
Look Up | Claar | Cancel | Basic Lookup

Search Results
' I

Academic Institution [Description
N00021824 FYDY LIME02 Bew Applicant Campus Yisit Day
000021825 MOHS LJmS04 Open Hodse
Q00021826 FTSD MED02 First¥ear Registration Day
000021827 PASD LIMS0A June Admitted Student Day
000021828 MORI LmS04 Welcome Weekend
Q00021829 OOHS MEDS Movember Open Housze
000021830 GFR LIMS05 Grad Recruitment Fair
nooo21831 MEA LJmS03 College Fair




Step 4: Look up and select the meet-
ing.

Click the button to bring up the
Attendee Meetings display

On the Attendee Meetings page, use
the Look up button to look up the meet-
ing list. Select the desired meeting.

In the example shown, there is only one
meeting defined for the November Open
House event. Some events may have
many parts, such as meetings, seminars,
tours, etc.
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Attendee Events

Cuztomize | Find | i

Firzt El 1of 1 E Last

Cancel

ok |

Descr ption

Meeting Start Time

Meeting End Time

Description Short Description |Attendee mccung
000021829 O Movember Open House LMOpenHse oooon @ =]
—] Attendee Meetings
—— e Customize | Find | i First II' 1 af 1 II' Last

[ = [#

Look Up Event Mtg

BEwent 10

Bwemt Meeting Hhr:l = vI

000021829

Description: Ibegins wiith vI
Look Up | Claar | Cancel | Basic Lookup

Search Results

Mg Al

Event Meeting Nbr IMeeting Date |Meeting Start Time

1M 82007 7004

First E 1 ofA |I| Laszt

De=scription
Flovermber 2007
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On the Attendee Meetings page, use L
the pull-down menu to select the Status
of the person relative to each meeting.

Description
10 Movemhber 2007

More meetings can be added (assuming

the event has more than one defined), by ok | cancel | Refesh

Meeting End Time |S
J:00FMm

Meeting Start Time

using the

Customize | Find | i

Attended
Invited
Mot Attnd
Wil Attnd

Step 5: Click

This returns you to the Attendee Events
page.

You can add more events for this per- oo B0

son. Use the

Delete events using the | Q

Step 6: Click

Customize | Find | i First E 1-Z2 of 2 m Last

Short Description |Attendee |Meeting
UMOpenHse 00000 nﬂeeting =1

Description
000021829 O Movember Open House

QK | Cancell Refresh

This saves your work.

noooa nﬂeeting =]




