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FAN Letter Generation

Concept

The Financial Aid Notification communication is generated in several steps.
1. The students to whom the communication will be sent must have the letter assigned to them.

2. A process is run to select the students who will receive the communication, along with certain
data for the letters such as which mailing address to use, etc.

3. A second process is run to extract the data into a CSV file.

4. Finally, the CSV file is downloaded to a local PC and merged with the FAN letter template to
create and print (or e-mail) the actual letters. The merge process is external to the MaineStreet

system.
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Procedure

Before the FAN letters can be generated, students must have the letters assigned to them. Once
that is done, the student selection and data extraction processes can be run, the data file can be
downloaded and the mail merge performed.

In the majority of cases, the FAN letter will be assigned to students using an automated process
(please refer to the documentation on the FAN Assignment process). However, you can manually
assign the FAN to a student.

In the first part of this topic we will see how to manually assign communications to students. In
the second part, we will see how to perform the selection and extraction processes. For
information on mail merge, please consult documentation on MS Word or an equivalent word
processor.

Step Action

1. There are two ways to assign a communication: via the Communications icon present
on many pages in the system, and via the Communications component. We will see
both methods.

Navigate to Assign Awards to a Student: Financial Aid > Awards > Award
Processing > Assign Awards to a Student.

Enter search criteria to identify the student. The Student Aid Package page is
displayed.
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= Award Processing
— Assign Packaging
Ratings
— Assign Packaging

ign Departmental
Awards
— Invoke Professional
Judgment
— Perform Wass Action
— ldentify Education
Resources
— Expire Anticipated Aid
I- Aggregates
I Self Service Awarding
[ Restricted Aid
[ Notification Letter
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary

— View Anticipated Aid ltem

Tipe

- View Anticipated Aid by
Term

— View Work Study

New Window I Help I Customize Page

WWorklist

Add to Favorites

|
=1

Student Aid Package MNeed Summary Term Summary
Foofram Hiram Xerxes ID: 0999999
Aid Year: 2009 2008-2009 Federal Aid Year Institution: UmMs01 E
Career: UGRD A Underoraa Award Not
Packaging Plan ID: NSTATE_DH a Agaregate Source:  Default [V Validate ||
Awardperiod:  Acsdemic [ Package Status: | Compieted [ Revee | Reset |
Award Status
“Hbr |Action |C: item Ty Descripti Offered Accepted | DisP | “Split
r |Action |Career |item Type scription er ccep! Plan | Code
30 ’—Q UGRD 000013002008 State of Maine Grant 1200 00 120000 |—Q Disbursement
rO\ UGRD 000014100035 University Grant 1,000.00 1,000.00 FS |—Q Disbursement
80 | | UGRD 000011802008 Federal Work Study 2008 4,300.00 000 FS [Fsla pisbursement
130 | @ UGRD 000011002008 EE:HD"“‘S“” Stafford 550000 | 550000 DA [DACL Disbursement
Fed Direct Unsub Stafford
140 | | UGRD 000011102008 ek 5,000.00 500000 DA  [DAQ Disbursement

& save ‘ L\Return to Search | [=] Notify

Approval
— View Campus Jobs

— Generate Overaward =
Report
— View Award Activity
— View NSLDS Loan Data
— Maintain User Edit
Messages
[> Disbursement
[> Loans
I Pell Payment
[» ACGISMART Grants
[» Fund Management
[» Return to Title IV Funds
S =

Student Aid Package | Need Summary | Term Summary

Step | Action

In the Assign Awards to a Student component, you can assign the FAN
communication directly to a student via the Add a New Communication button.

Clicking this button will open a new window displaying the Communications
Management component for this student.

An alternative route to Communications Management is via the menus, which we
will see next.

Starting from the "Home" menu, navigate: Campus Community > Communications
> Person Communications > Communication Management.
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= Person
Communications
— Communication
Management
— Communication
Summary
— Communication Detail
— Communication Letter
Data
[» Organization
Communications
- Mass Change -

Communi

Find an Exi

ng Value

Humber:

[> Set up Communications
— 2C Engine Trigger
Results
— Run 3C Engine
— Letler Generation
[ Comments

‘Communication Date:

Academic Institution:

Administrative Function:

b 3C Engine Communication Category:
[> Senvice Indicators Communication Context:
[> Service Indicators N
(Student) National ID:

[» Organization .

I Committees Campus ID:

[» Campus Event Planning Last Name:

[> National Student Index
NZL First Name:

— Student Senvices Center it

— Student Services Cir Dicase Sensitive
[Student)

[- Student Recruiting Search |

Communication Management

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

Add a New Value

Add to Favorites

Sign out

New Window | Help | hn

begins with @ ,70\
- 1
- [
begins with @ liQ
begins with @ liq
begins with @ ,70\
begins with @ ,70\
begins with @ ,7
begins with @ ,7
begins with @ ’7
begins with @ ’7

Clear | Basic search [E Save Searcn Criteria

[- Student Admissions

[ Records and Enroliment
> Curriculum Management
[ Financial Aid

[- Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

[ Enterprise Components
[ Waorkdist

[ Application Diagnostics

[ Tree Manager

> Reporting Tools

]

PannlaTnol

Find an Existing Value | Add a New Value

Step

Action

Value tab.

Because you are adding the FAN communication to the student, click the Add a New
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Worklist Add to Favorites Sign out

Communications Hewvindaw | Help | 5}
— Communication

Management Communication Management
— Communication

Summary "
— Comrmunication Detail Find an Existing Value Add a New Value

— Communication Letter

Data ’7
[» Organization ID: Q

Communications
[- Mass Change -
Communi = Add |
[» Set up Communications
— 2C Engine Trigger
Results Find an Existing Value | Add a New Value
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[» Semvice Indicators
[» Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir
Student)
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[- Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager

> Reporting Tools
BannlaTnal

]

Step | Action

5. Enter the student's ID in the ID field.

6. Click Add.
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= Person
Communications
— Communication
Management
— Col nication
Summary
— Communication Detail
— Communication Letter
Data
[» Organization
Communications
- Mass Change -
Communications
[» Set up Communications
— 2C Engine Trigger
Results
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[» Semvice Indicators
[+ Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir

Hiram Xerxes Froofram

DateTime: 04/25/2008 10:12:24AM
— *Function: | Q
*Institution: University of Maine at Augusta E]
*Category: Q
methos: |2

Communication Activity

04125/2008 [[:) Begin Time: End Time: Date Letter Printed:

Comm Date:
Letter Code:
Include Enclosures
Comments:
Comm ID: 0099999 @, Hame: Staff, Joe College

Communication Management 1 Communication Management 2

Worklist Add to Favorites Sign out

New Window I Help I Customize Page | =

ID: 0999999

Vool
Comm Key: Q
Ja

*Context:

*Direction:

[ print Comment

Create Joint Communications

Student)
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager

B save | [=] Notify

Communication Management 1 | Communication Management 2

Eb Add Update/isplay

53 Eepu‘mgg‘lruu\s G\
Step | Action

You see the Communications Management 1 page where you can specify which
communication to add to the student. This is the same page you see if you use the Add
a New Communication button on the Assign Awards page.
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Worklist Add to Favorites Sign out

= Person ) .
- New Window | Hel Customize Page
Communications Hew Window | Help I ] | neEn

— Communication
Management Communication Management 1 Communication Management 2

— Communication
Sul ry
— Communication Detail

— Communication Letter
Data DateTime: 04/25/2008 10:12:24AM

[> Organization . _— | Q
Communications Function:
[ Mass Cha_ngg = *Institution: University of Maine at Augusta @ Comm Key: Q
Communications

[» Set up Communications *Category: a *Context: Q

Hiram Xerxes Froofram ID: 0999999

— 2C Engine Trigger
Results *Method: FQ *Direction: @

— Run 3C Engine
— Letter Generation
1 Somments CommDate: [04125/2008 5|  BeginTime:) | EndTime:| | DateLetter Printed:
ngine
[> Senvice Indicators Letter Code:
[+ Semvice Indicators
(Student) Include Enclosures
[> Organization Comments: [ Print Comment
[ Committees

[» Campus Event Planning . oc .
e Comm ID: 0099999 ), Hame: Staff, Joe College

NZL
— Student Senvices Center
— Student Senvices Cir Create Joint Communications
Student)
b Student Recruiting B save | [=] Notity Evadd | FUpdatemispiay

[- Student Admissions
[ Records and Enroliment Communication Managemnent 1 | Communication Managerment 2

> Curriculum Management

[ Financial Aid

[- Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

[ Enterprise Components

[ Waorkdist

[ Application Diagnostics

[ Tree Manager

> Reporting Tools
BannlaTnal

]

Step | Action

8. Select the Administrative Function for this letter. Use the look up button to see your
choices.

[&
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= Person
Communications
mmunication

Comm Detail

Vanagement Look Up Function

Funcﬁon:‘ begins with |

— Communication Letter
Data

‘ begins with |

[» Organization
Communications
- Mass Change -

Laook Up Clear | Cancel | Basic Lookup

Communications
[» Set up Communications
— 2C Engine Trigger
Results

Search Results

— Run 3C Engine
— Lefter Generation Description
[ Comments Admissions lication
[» 3C Engine Admissions Program
[» Semvice Indicators Advancement \ents
[» Semvice Indicators E—
(Student) Advancement Initiatives
> Organization Advancement Member Benefit
[ Committees JAVMS Advancement Membershi
[» Campus Event Planning |AWRD Awarding
3 :;{0"3‘ Student Index BDGT Budget Maintenance
- Student Senvices Center (EVNT. E_VEm o
- Student Services Clr s it
Student [SEN General
> Student Recruiting IHC International Health Coverage
P EATETIAT TR i1 ISIR Corrections
[ Records and Enroliment L oAN e
> Curriculum Management — o
[ Financial Aid NLBP Internships NLD
> Student Financials NLOW Educational contracts NLD
[> Academic Advising PROP Prospect Program
[> Contributor Relations PROS Prospect
PEEITTE pssy Prospect Sell Serice
[ SetUp SACR —— =
[ Enterprise Components [RECR Recruiters
> Worklist RSTR Restricted Aid
[- Application Diagnostics SFAC Student Financials Account
> Tree Manager SFBI Student Financials Billing
’IE Eepo‘mgg‘lruo\s SFCO Student Financials Ci

| Last

WWorklist Add to Favorites

Sign out

i

New Window | Help | hn

Step | Action

9. The FAN letter has FINA administrative function. Select FINA in the list.
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= Person
Communications
mmunication
Management

Communication Letter
Data
[» Organization
Communications
- Mass Change -
Communications
[» Set up Communications
— 2C Engine Trigger
Results
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[» Semvice Indicators
[+ Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir

Communication Detail

Worklist

Communication Management 1 Communication Management 2

Add to Favorites

Hiram Xerxes Froofram ID: 0999999
DateTime: 04/25/2008 10:12:24AM
~Funciion: ’WQ Variable Data
*Institution: University of Maine at Augusta Comm Key: ’—Q
cagory: | 2 context: |
*Method: FQ *Direction:

Comm Date: |04125/2008 )  Begin Time: End Time: Date Letter Printed:
Letter Code:

Include Enclosures ﬂl
Comments: [[] Print Comment
Comm ID: 0099999 @, Hame: Staff, Joe College

Create Joint Communications

[- Student Admissions

[ Records and Enroliment
> Curriculum Management
[- Financial Aid

[- Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

[ Enterprise Components
[ Waorkdist

[ Application Diagnostics
[ Tree Manager

> Reporting Tools

I BannlaTaal

Student)
[ Student Recruiting B save | [=] Notify

Communication Management 1 | Communication Management 2

Eb Add Update/isplay

Sign out

New Window I Help I Customize Page | ,

Step

Action

10.

Click the Variable Data button.

Variable Data |
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= Person
Communications
municati
Management

— Communication Detail
— Communication Letter

Data
[» Organization
Communications
- Mass Change -
Communications

[» Set up Communications

— 2C Engine Trigger
Results
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[» Semvice Indicators
[» Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir
Student)
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[- Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager

> Reporting Tools
BannlaTnal

Variable Data

mdvear |2
OK Cancel

[~

Worklist

Add to Favorites Sign out

New Window I Help I Customize Page | ,

Step

Action

11.

Enter the Aid Year.

12.

Click OK.
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= Person
Communications

— Communication
Management

— Communication
Summary

— Communication Detail

— Communication Letter
Data

[» Organization
Communications

- Mass Change -
Communications

[» Set up Communications

— 2C Engine Trigger

Results
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[» Semvice Indicators
[+ Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir

Communication Management 1 Communication Management 2

Worklist

New Window I Help I Customize Page

Add to Favorites

Hiram Xerxes Froofram ID: 0999999

DateTime:  04/25/2008 10:12:24AN
*Function: FINA Q Variable Data

nstitution: | University of Maine at sugusta [ Comm Key: &

“Category: @ “Context: a

*Method: [a ‘Direcion: ]

Communication Activity

04125/2008 |[:) Begin Time: End Time: Date Letter Printed:

Comm Date:

Letter Code:

Include Enclosures
Comments: [[] Print Comment
Comm ID: 0099999 @, Hame: Staff, Joe College

Create Joint Communications

Student
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager

> Reporting Tools
BannlaTnal

B save | [=] Notify

Communication Management 1 | Communication Management 2

| =
=1

Eb Add Update/isplay

Step

Action

13.

[

Click the look up button on the Comm Key field.

If there is a Comm Key set up for the FAN, select it. This will save you data entry
time, because it fills in the remaining fields for you.

14.

Click the FAN entry in the list.

You will see a list of all the Comm Keys set up for the FINA function, that your
security settings and User Defaults settings allow you to see.
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Communications

— Communication
Management

— Communication
Summary

— Communication Detail

— Communication Letter
Data

[» Organization
Communications

> Mass Change -
Communications

[» Set up Communications

— 2C Engine Trigger
Results

— Run 3C Engine

— Letter Generation

[ Comments

> 3C Engine

[+ Semvice Indicators

[» Semvice Indicators
(Student)

[» Organization

[ Committees

[» Campus Event Planning

[> National Student Index
NZL

— Student Senvices Center

— Student Services Cir

WWorklist Add to Favorites

New Window I Help I Customize Page | =

Communication Management 1 Communication Management 2

Hiram Xerxes Froofram ID: 0999999

DateTime: 04/25/2008 10:12:24AM
*Function: FINA Q Financial Aid M
“Institution: University of Maine at Augusta D Comm Key: ’7Q
“category:  AFFAN | FiisNGIAL AD AWARD LETTER  ~context:  PFFAN (@ awamn | ETTER
“Method: La Letter *Direction: | 0utg0ing Communication [~]

Communication Activity

Comm Date:  |04/25/2008 Begin Time: End Time: Date Letter Printed:

Letter Code:  [AF1 ©L  FINANCIAL AID AWARD LETTER

[ include Enclosures

Comments: [ Print Comment

Comm ID: 0099999 @, Hame: Staff, Joe College

Joint Communication
Create Joint Communications

Student
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager
> Reporting Tools

L PannlaTaol

B save | [=] Notify EbAdd | JEUpdateDisplay

Communication Management 1 | Communication Management 2

Step

Action

15.

desired.

Selecting the Comm Key automatically fills in the remaining required fields on this
page. If no Comm Key has been established you must manually enter the values for
Category, Context, Method, Direction and Letter Code.

Note the Comments field. You can enter comments to be included in the letter if
The Comm Date is the current date by default, but can be changed. The Comm ID is

your emplid by default.

Click Save. You have now assigned a FAN letter to this student.
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Action

16.

To process the FAN, navigate: Financial Aid > Awards > Notification Letter.

17.

For step 1, click the Select Award Letter Data link.

There are two steps to processing the FAN. Step 1 is to select the data for the award
letter. Step 2 is to extract the data.

= Notification Letter =]

— Award Nofification |
Defaults

— Award Notification
One-Up

— Award Notification

Summary

— Award Notification
Inquiry

— Award Notification
Batch

Notification

it
Award Letter
Data N

— Create Award Letter

Award Notification Letter

Enter any infermation you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value | Add a New Value

RunControlID: beginswith (]| |

[ case Sensitive

Search | Clear | Basic search B Save Search Criteria

Data File
— View Award Letter Datal
— View Mass Change
Selection
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem

Type
— View Anticipated Aid by
Term

— View Work Study

Approval
— View Campus Jobs -
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Dishursement
I Loans
[» Pell Payment
[ ACGISMART Granis
> Fund Management
[» Return to Title IV Funds =
LERS

Find an Existing Value | Add a New Value

Worklist Add to Favorites Sign out

New Window | Help | Ep

Step

Action

18.

You need a Run Control ID for this process. If you already have one to use, click
Search and select it from the list. Otherwise, create a new Run Control ID by clicking
the Add a New Value tab.
" Add a New Value ]

19.

Add

Enter a name (no blanks) for the new Run Control ID and click Add.
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[> Disbursement

I Loans

[» Pell Payment

[ ACGISMART Granis

> Fund Management

[» Return to Title IV Funds

Add to Favorites

vfcltmg?éiauna\t_‘;t:t;rmn e New Window | Help | Customize Page | i

s
ward Notification _ _ _
U Award Notification Selection
Notification
ummary
Award Nofiicalion Run Control ID:  FAN1

FAN Request Parameters

D: Q Sequence: Q DateTime:

*Institution: Q Function: Q
=Aid Year: Q Category: Q
Selection Career: Q Letter Code: I_Q

— View by Date
— View Award Category

*Award Period: Academic [ [ print CancelediDeclined Awards
Summary
— View Term Award

Sumia *Address Usage: Q [Dinstitutional Methodology

— View Award Earnings Address Name: Q Update FAN Attributes
Summary

_ - . _
¥\ev; Anticipated Aid ltem B save Notify EvAdd | FUpdateDisplay

— View Anticipated Aid by
Term

— View Work Study
Approval

— View Campus Jobs -

— Generate Overaward
Report

— View Award Activity

— View NSLDS Loan Data

— Maintain User Edit
Messages

LERA =
Step | Action

20. | On the Award Notification Selection page, you specify criteria to select the students
and data to be included in the FAN generation.
If you want to run the FAN for a single student, enter the student's ID in the ID field.
Otherwise, leave the ID field blank.
Sequence is used for the single student case. If you leave it blank, the most recent
communication is used. If you select a Sequence value it will fill in the remaining
fields for you.

21. | To generate FANSs for a group of students, leave the ID and Sequence fields blank and
fill in the remaining fields.
Use the Career field to limit the process to a specific Career.
Function is the administrative function (FINA), and Category and Letter Code are
the values set up for your FAN communication.

22. | Look up the Category.
[&]
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= Nofification Letter
— Award Notification
Defaults
— Award Notification
e Look Up Category
— Award Notification

Summary [ icati .  begins with [
— Award Notificaion Category: bed |

Inquiry ipti ‘hegmswnh |
— Award Nolification
Batch
— Award Notification Look Up Clear | Cancel | Basic Lookup

Search Results
reate Award Letier iew All
Data File
— View Award Letter Data| || [EEats
— View Mass Change AFSMIL 07/08 Missing Info | etter
Selection Drug Conviction
— View by Date 08/09 Wissing Info L efter
B VHSF:QZEM Cateca Missing Signature
T neET EINANCIAL AID AWARD LETTER|
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem
T

Tvpe
= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Dishursement
I Loans
[» Pell Payment
[ ACGISMART Granis
> Fund Management
[» Return to Title IV Funds
LEDL

Step

Action

23.

Select the FAN category.
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= Nofification Letter

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification
Batch

— Award Notification

Data File
— View Award Letter Datal
— View Mass Change

Selection

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem
T

Tvpe
= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
> Fund Management
[» Return to Title IV Funds
LERL

Sign out

New Window I Help I Customize Page | ,

Award Notification Selection

Run Control ID:  FAN1 Report Manager Process Manitor um
FAN Request Parameters
1D: [ & sequence: | QL DateTime:
*Institution: UMSO01T Q. University of Maine at Function: FINA Financial Aid
Augusta
*Aid Year: 2008 Q. 2008-2009 Category: N:FAN Q FINANCIAL AID AWARD LETTER
Career: UGRDT,  Undergrad LetterCode: | O,
*Award Period: Academic [ print CancelediDeclined Awards
*Address Usage: xQ [ institutional Methodology
Address Name: xQ Update FAN Attributes

& save | [=] notity Eradd| B UpdateDisplay

Step

Action

24.

[

Look up the Letter Code.
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= Nofification Letter
— Award Notification
Defaults
— Award Notification Look Up Letter Code
One-Up
— Award Notification
—_— Administrative Function: FINA
— Award Notification

— Award Notification

— Award Notification

W Search Results

View Award Lefter Data

— View Mass Change
Selection

— i m IR Mi g Information Letter
_ V“’;\ew Cr s lAF1 EINANCIAL AID AWARD LETTER
Summary [EFO Missing Information Letter
— View Term Award IEE1 Satisfactory Acad Prog - Deny
e FFa Salisfactory Acad Prog - Prob
— View Award Earninas
er oL IEQ Missing Information Letter
Summary ==
~ View Anticipated Aid Item IF1 Missing Signature L etier
Type IEZ Drug Conviction Letter
— View Anticipated Aid by |KFO Missing Information Letter
Lem IKE1 Salisfactor Acad Prog - Deny
— View Wark Stwdy
_— IKF2 Salisfactory Acad Prog - Prob
Approval
- e uFO 07/08 Wissing ltem Letter
— Generate Overaward ME1 Not Eligible Letter
Report OF0 Missing Information Letter
N IPFO. Missing Information Letter
T ViewhSIDSloanData | |y Salisfactor Aad Progress - D
- Maintain User Edit
Messages IPE3 Acad Prog - Praba
[> Dishursement
I Loans
[» Pell Payment
[ ACGISMART Granis

> Fund Management
[» Return to Title IV Funds

LERA

Inquiry Letter Code: pegnswith [ ]
Batch Description: begins with

Look Up Clear Cancel | Basic Lookup

Step | Action

25. | Select the desired letter.
laF1 FINANCIAL AID AWARD LETTER|
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UMIVERSITY OF MAINE SYSTEM

Worklist

Add to Favorites Sign out

= No Letter
— Award Notification
Defaults
— Award Notification _ _ _
One-Up Award Notification Selection
— Award Notification
Summary

— Award Nofification Run Control ID:  FAN1 Repori Manager Process Monitor
Inquiry

New Window I Help I Customize Page | =

Run

— Award Notification

stification FAN Request Parameters
Select Award Letter

o QQ Sequence: Q DateTime:
Data

— Create Award | etter *Institution: UMS01 Q. University of Maine at Function: FINA O Financial Aid
Data File Augusta
— View Award L efter Datal “Aid Year: 2009 & 2008-2009 Category: AFFAN  Q FINANCIAL AID AWARD LETTER
— View Mass Change
Selection Career: UGRD O
— View by Date
— View Award Category
Summary
— View Term Award N . ’7 I
Summan ‘Address Usage: Q [ institutional Methodology

— View Award Earnings Address Name: Q [¥] Update FAN Attributes
Summary

— View Anticipated Aid ltem
Tipe B save | [=] Notify Eradd | FlUpdateDisplay

= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs -
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management

[» Return to Title IV Funds
LERL [~

Undergrad Letter Code: [AF1 O FINANCIAL AID AWARD LETTER

*Award Period: Academic [ [] print CancelediDeclined Awards

Step

Action

26.

Make sure the correct Award Period is selected.

The Address Usage field specifies which student address to use. To see a list of
choices, click the look up button.

[
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WWorklist Add to Favorites

= Noification Letter ] New Window | Help | &,

— Award Notification
Defaults

~ Award Nolification Look Up Address Usage
One-Up

— Award Notification

Summary Address Usage:| beagins with EI

— Award Nolification
Inquiry Descripion: | beginswith [ |
— Award Nolification
Batch
Award Notification Look Up Clear | Cancel | Basic Lookup
it

ect Award Letter
Data
— Create Award Letter
Data File
w Award Lefter Datal
w Mass Change
Selection

3| Search Results

First [4] 1-10 of 10 [}] Last

Billing, Campus, Mail. Home
Billing, Home, Mailing

— View by Date Campus
7"H§$rizam Cateca Campus, Mail, Home
— View Term Award EBUSCAHOTH Email Bus, Campus, Home, Other

Summary ECAMPHMOTH Email Campus, Home, Other
— View Award Earnings EHOMEOTHR Email Home Other

Summary X Email Home, Campus, Business
— View Anticipated Aid ltem Home

Aid by Mail, Home

Term
— View Work Study

Approval

— View Campus Jobs -
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
> Fund Management
[» Return to Title IV Funds =
LERL I

Step | Action

27. | Select the desired usage. For example, selecting "BHM" means that if the student has
a Billing address, that will be used for the FAN. If not, use the student's Home
address. Failing that, use the student's Mailing address.

HM Billing. Home, Mailing |
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Worklist

Add to Favorites Sign out

= Nofification Letter

— Award Notification
Defaults

— Award Notification _ _ _
One-Up Award Notification Selection

— Award Notification
Summary

~ Award Noliicafion Run Control ID:  FAN1 Report Manager Process Monitor
Inquiry

— Award Notification
Batch

— Award Notification

it

New Window I Help I Customize Page | =

Run

FAN Request Parameters

D: Q Sequence: Q DateTime:

*Institution: UMSO01 Q. University of Maine at Function: FINA Financial Aid
Data File Augusta
— View Award L efter Datal “Aid Year: 2009 & 2008-2009 Category: AFFAN  Q FINANCIAL AID AWARD LETTER
— View Mass Change
Selection Career: UGRD O
— View by Date
— View Award Category

Summary *Award Period: Academic [ [ Print CancelediDeclined Awards
— View Term Award

Summary “Address Usage:  |BHM Q [ institutional Methodology

— View Award Earnings Address Name: Q [¥] Update FAN Attributes
Summary

— View Anticipated Aid ltem
Tipe B save | [=] Notify Eradd | FlUpdateDisplay

= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs -
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management

[» Return to Title IV Funds
LERL [~

Undergrad Letter Code: [AF1 O FINANCIAL AID AWARD LETTER

Step | Action

28. | The student may have multiple names entered in Campus Community. Use the
Address Name field to specify which to use for this communication. Click the look
up to see the choices.

[

29. | Select a Name choice from the list.
[PREFFULL Preferred Full Name|
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Process Document
Financial Aid: FAN Letter Generation-042408

= Nofification Letter

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification

le
— View Award Letter Datal
— View Mass Change
Selection
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem
T

Tvpe
= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management
[» Return to Title IV Funds
LERL

Run Control ID:

Award Notification Selection

FAN1

Report Manager

Worklist Add to Favorites Sign out

New Window I Help I Customize Page | =

Run

Process Monitor

FAN Request Parameters

D: Q Sequence: Q DateTime:
*Institution: UMSO01 Q. University of Maine at Function: FINA Financial Aid
Augusta

*Aid Year: 2009 & 2008-2009 Category:  |AFFAN Q  FINANCIAL AID AWARD LETTER
Career: UGRD & Undergrad Letter Code: |AF1 O FINANCIAL AID AWARD LETTER
*Award Period: Academic [ [[] print CancelediDeclined Awards
*Address Usage: BHM QU [ institutional Methodology

Address Name:  PREFFULL  C Update FAN Attributes

B save | =] Notity Eradd| FUpdateisplay

Step

Action

30.

check that

Run

box.

Click the Run button to run the process.

The Update FAN Attributes box should be checked. Leave the Institutional
Methodology box unchecked. If you want to include Canceled and Declined awards,

Last changed on: 10/13/2008 9:01 AM
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ment

= Nofification Letter

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification
Batch

— Award Notification
Reprint

=

— Create Award Letter
Data File

— View Award Letter Datal

— View Mass Change
Selection

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem
T

Tvpe
— View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursemnent
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management
[» Return to Title IV Funds
LERL

OK Cancel

New Window | Help | Customize Page Saved

Process Scheduler Request

User ID: 0099999 Run Control ID: FAN1

Server Name: Run Date: 04/25/2008 ]

Recurrence: Run Time: 10:20:36AM Resetto Current Date/Time
Time Zone: Q

Process List
Select |Description Process Name Process Type “Type *Format Distribution

Select students who need a FAN FANSEL SQOR Report PDF

Step | Action

31. | Click OK.
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= Nofification Letter
— Award Notification
Defaults
— Award Notification
] D
— Award Notification
Summary
— Award Notification
Inquiry
— Award Notification
Batch
— Award Notification

ew Award Lefter Datal
— View Mass Change
Selection

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem
T

Tvpe
= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management
[» Return to Title IV Funds
LERL

Sign out

New Window I Help I Customize Page | ,

Award Notification Selection

Run

RunControl ID: ~ FAN1 Report Manager Process Monitor

Process Instance: 1004

FAN Request Parameters

D: Q Sequence: Q DateTime:
*Institution: UMSO0T Q. University of Maine at Function: FINA  CQ Financial Aid
Augusta
*Aid Year: 2008 Q. 2008-2009 Category: AFFAN  Q FINANCIAL AID AWARD LETTER
Career: UGRDCL  Undergrad Letter Code: |AF1 O FINANCIAL AID AWARD LETTER
*Award Period: Academic [ print CancelediDeclined Awards
*Address Usage: BHM QU [ institutional Methodology
Address Name: PREFFULL Q. Update FAN Attributes

B save | [=] notity Eradd| JHUpdateDisplay

=

Step | Action

32.

Click the Process Monitor link.

Last changed on: 10/13/2008 9:01 AM
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Public

WWorklist Add to Favorites Sign out

= Notification Letter =] Wi f
: = MNew Window | Help | Customize Page
— Award Notfication New Window I Hel I Customize Page | L=

Defaults
Process List Server List

— Award Notification
One-Up

— Award Notification View Process Request For
Summary B

— Award Noification User ID: [0098999 QL Type: Last: 1 [Days Refresh
Inguiry . .

~ Award Noliication Server: Name: | QU Instance: | to |
Batch Run Distribution Save On Refresh

Status:
Process List Customize | Find | View All|

Select Instance | Seq. |Process Type w User  |RunDatefTime
1004

FAMSEL 0099999 04/25/2008 10:20:36AM EDT

— Award Notification Status

Reprin

First 1 14 of4 L2 Last
Distribution

Status Detoils
Queued NIA Details

el 2
Run Status

SQR Report

Data File
— View Award Letter Datal
— View Mass Change
Selection
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem
T

Go backto Award Notification Letter

& save | [=] Notify

Process List | Server List

Tvpe
= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursemnent
I Loans
[» Pell Payment
[ ACGISMART Granis
> Fund Management
[» Return to Title IV Funds
LERL

Step

Action

33.

On this page, click the Refresh button from time to time until the Run Status is
Success and the Distribution Status is Posted.

34.

Maine’s

Universities

UMIVERSITY OF MAINE SYSTEM

Once the process has successfully run, you can click the Details link to see messages.
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Process Document
Financial Aid: FAN Letter Generation-042408

= Nofification Letter

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification
Batch

— Award Notification

it

[~]

n
elect Award Letter
ata

reate Award Letier
Data File
— View Award Letter Datal
— View Mass Change
Selection
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem
T

Tvpe
= View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursemnent
I Loans
[» Pell Payment
[ ACGISMART Granis
> Fund Management
[» Return to Title IV Funds
LERL

[~]

WWorklist Add to Favorites

Sign out

New Window I Help I Customize Page | ,

Process List Server List
View Process Request For

User ID; 0099999 QL Type: Last | 1 |Days
Server: Mame: [ Q, Instance: | to |

e 1Siin T [%] Save On Refresh

Status: Status

Process List

Process
Select . [Process Type User
Select Instance | Seq. |Process T Name User
004

1 SQR Report FANSEL 0099999 (4/25/2008 10:20:36AM EDT  Success

First 1 14 of4 L2 Last

Distribution
Status Details

Posted Details

m
Customize | Find | View Al | B

Run Date/Time

Run Status

Go back to Award Notification Letter

& save | =] Hotify

Process List | Server List

Step

Action

35.

You are ready to perform step 2 in the FAN generation process.

Click the Create Award Letter Data File link.

Data File

Create Award Letier

36.

Add

You need a Run Control ID for the process. Either select an existing one or create a
new one. To create a new Run Control ID, enter the name and click the Add button.
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Worklist

Add to Favorites Sign out

vfi\wa?élilﬂa\t_\;g;{ian e New Window | Help | Customize Page | i

Defaults

— Award Notification
One-Up Award Letter Data Extract

— Award Notification
Summary

— Award Notification Run Control ID:  FAN2
Inquiry

— Award Notification

Batch
— Award Notification FAN Data Extract Parameters
I: Q

= L
ate Award Letter *Institution: Q Letter Code: Q
Data File
w Award Letter Data *Aid Year: aQ Sequence: Q
— View Mass Change
Selection Caentz @
— View by Date £ ey 3
~ View Award Cateqory Award Perioct Academic_[7] Update FAN Attributes
Summary
— View Term Award
Sumia [ use Current Effective Address File Type: (vald vaue [
- View Award Earnings . . ’— .
Summan ‘Address Usage: Q File Path: [
—¥\ew Anticipated Aid Itemn Address Name: ’—Q

Tvpe
= View Anticipated Aid by
Term & save | [=] Notify Evadd | JUpdateDisplay
— View Work Study
Approval
— View Campus Jobs -
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management

[» Return to Title IV Funds
LERL [~

Run

Process Monitor

Step | Action

37. | Onthe Award Letter Data Extract page enter parameters for the process. You will
probably enter the same values you used in the Select Award Letter Data process.
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Process Document

Financial Aid: FAN Letter Generation-042408

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management
[» Return to Title IV Funds
LERS

Award Letter Data Extract

Run Control ID:  FAN2

Worklist Add to Favorites

New Window I Help I Customize Page

Run
Report Manager Process Monitor 4

— Award Motification
— FAN Data Extract Parameters
— Award Motification
Reprint ’7
— Select Award Letter ID: a
Data T
— Create Award Letter *Institution: UMS01T Q. UMA Letter Code: |AF1 G AWDLTR
le
- ward Letter Datal “Aid Year: 2000 QL 20082009 Sequence: Q
- ass Change
Selection Career: UGRD & Undergrad
— View by Date N P N
B T ‘Award Period: Academic D [l update FAN Attributes
Summary
— View Term Award =
e = Use Current Effective Address File Type:
- View Award Earnings . . ’— .
Summa ‘Address Usage: [ BHM Q File Path:
— View Anticipated Aid ltem Address Name: PREFFULL @
Type )
— View Anticipated Aid by
Term & save | [=] Notify [Eradd | FUpdateiisplay
— View Waork Study
Approval
— View Campus Jobs =

| =
=1

Step

Action

38.

The File Type should be CSV to generate a data extract file that you can merge with
your FAN letter template using MS Word or some other word processor. Click the
pull-down File Type menu to see the choices.

(Invalid Valuele

39.

Select CSV. You don't need to fill in the File Path field.
C3v

40.

Leave File path, Template Path and Send to Printer blank.

)
=
oy
Ry
c
>

Run

41.

Click OK.
K

I

42.

Click the Process Monitor link.

43.

Click Refresh until the Run Status is Success and the Distribution Status is Posted..
Refresh
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= Nofification Letter

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification
Batch

— Award Notification
Reprint

— Select Award Letter
Data

=

ew Award Lefter Datal
— View Mass Change
Selection

— View by Date

— View Award Category
Summary

— View Term Award
Summary

— View Award Earnings
Summary

— View Anticipated Aid ltem
T

Tvpe
— View Anticipated Aid by
Term
— View Work Study
Approval
— View Campus Jobs
— Generate Overaward
Report
— View Award Activity
— View NSLDS Loan Data
- Maintain User Edit
Messages
[> Disbursement
I Loans
[» Pell Payment
[ ACGISMART Granis
[» Fund Management
[+ Return to Title IV Funds
LERL

[~]

Sign out
New Window I Help I Customize Page | ,

Process List Server List
View Process Request For

v 5. oo 1
Server: Mame: [ Q, Instance: | to |

po Distribution [2] Save On Refresh

Status: Status

Process List Custom

Select Instance | Seq. |Process Type w User  |RunDatefTime

Run Status

1005 30R Report FANLTR 0099939 04/25/2008 10:24:14AM EDT Success Posted Details

1004 SOR Report FANSEL 0099999 p4/25/2008 10:20:36AM EDT  Success Posted Details

Go back to Award Lir Data Exiract

& save | [=] Notify

Process List | Server List

Step | Action

44,

Click the Details link.
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Process Document
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= Nofification Letter

Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification

Process Detail

Process

Instance: 1005
Hame: FANLTR
Run Status:  Success

Sign out

New Window I Help I Customize Page | ,

Type: SOR Report
Description: Create Award Data Extract

Distribution Status: Fosted

Reprint Update Process
Data Run Control ID: FAN2 Hold Request
ate Award Letter Location: Server Queue Request
Data File Cancel Request
Server: PSUNX p 5
iew Award L etter Data ODelete Request
— View Mass Change Recurrence:
Selection Restart Request
— View by Date
~ View Award Category
Summary
— View Term Award Request Created On: 04/25/2008 10:24:21AM EDT Parameters Transfer
Summary =
= Vo Pizid Eamings Run Anytime After:  04/25/2008 10:24:14AM EDT Message Lot
Summary Began Process At:  04/25/2008 10:24:36AM EDT Batch Timings
— View Anticipated Aid ltem
T Ended Process At 04/25/2008 10:24:50AM EDT View Log/Trace

VD&
— View Anticipated Aid by

Term

— View Work Study
Approval

— View Campus Jobs

— Generate Overaward
Report

— View Award Activity

- Maintain User Edit
Messages

[> Disbursement

I Loans

[» Pell Payment

[ ACGISMART Granis

[» Fund Management

[> Return to Title IV Funds
LERL

— View NSLDS Loan Data

0K Cancel

Step

Action

45,

Click the View Log/Trace link.
View LogTTrace]
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= Nofification Letter

— Award Notification
Defaults

— Award Notification
One-Up

— Award Notification
Summary

— Award Notification
Inquiry

— Award Notification

= A Notification

Reprint

Select Award Letter
it

w Award Lefter Datal
iew Mass Change
Selection
— View by Date
— View Award Category
Summary
— View Term Award
Summary
— View Award Earnings
Summary
— View Anticipated Aid ltem
T

Tvpe

— View Anticipated Aid by
Term

— View Work Study
Approval

— View Campus Jobs

— Generate Overaward
Report

— View Award Activity

— View NSLDS Loan Data

View Log/Trace

ReportID: 715
Name: FANLTR
Run Status: Success

Process Type:

Create Award Data Extract

Distribution Details

Distribution Node: DEY

File List

Hame File Size (bytes)

AF1.08V 2914
Message Log 5
FANPARMS DAT 16
Message Log 1,298
Trace File 226
Distribute To
Distribution 1D Type

Return

- Maintain User Edit
Messages

[> Disbursement

I Loans

[» Pell Payment

[ ACGISMART Granis

[» Fund Management

[> Return to Title IV Funds

LERA

Process Instance: 1005

SQR Report

Expiration Date:

Datetime Created

*Distribution ID

User 0022226

Add to Favorites

Sign out

New Window I Help I Customize Page | ,

flessagelod

04/25/2008 10:24:50.000000AM EDT
04/25/2008 10:24:50.000000AM EDT
04/25/2008 10:24:50.000000AM EDT
04/25/2008 10:24:50.000000AM EDT
04/25/2008 10:24:50.000000AM EDT

Step

Action

46.

Click the CSV file.

The extract file appears in the File List. Its name is XXX.CSV where "XXX" is the
letter code assigned to the FAN letter.
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[ Fllz Uozilazd E

Do you want to open or save this file?

@j Name: AFLxis
1 Type: Microsoft Excel Worksheet

From: psf.maine.cdu

open | [ Save | [ Concal |

Always ask before opening this type of fie

i 1 While files from the Intemet can be useful, some files can potentially
"J hiam your computer. F you do not trust the source. do not open or
" savethisfile. What's the dsk?

Step

Action

47.

Depending on your browser set up you may see a new window containing a message
like this one. You can choose to open the CSV file in Excel or simply save it to your
hard drive.

In either case, you will download the file from the server to your desktop computer.

Once downloaded, you can merge the file with your FAN letter template in MS Word
to create and print the FAN letters.

48.

If you navigate once again to the Communications Management page, you can verify
that the system has marked the communication as complete.

Navigate: Campus Community > Communications > Person Communications >
Communication Management.
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= Person
Communications

— Communication
Summary
— Communication Detail
— Communication Letter
Data
[» Organization
Communications
- Mass Change -

Communi

Communication Management

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

Find an Exi

ng Value

Add a New Value

Worklist

Add to Favorites Sign out

New Window | Help | ,

D begins with ﬂ Q

Humber: =

[> Set up Communications
— 2C Engine Trigger
Results
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[» Semvice Indicators
[+ Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir
Student)
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS

‘Communication Date: =

Academic Institution:

V]
] 5

begins with E] Q

Administrative Function:  beginswin [ Q
Communication Category: beginswih [ Q
Communication Context: beginswith ([ Q
National ID: beginswith [ |
Campus ID: begins with E”i
Last Name: beginswith ([ |
First Name: begnswith [ |
[Jcase Sensitive
Search | Clear | Basic search B Save Search Criteria

[ SetUp SACR

[ Enterprise Components
[ Waorkdist

[ Application Diagnostics
[ Tree Manager

> Reporting Tools

[~

PannlaTnol

Find an Existing Value | Add a New Value

Step

Action

49.

This time you will view an existing communication rather than adding a new one.
Enter the student's ID in the ID field. Click Search.
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= Person
Communications
— Communication
Management
— Communication
Su

Summary
— Communication Detail

— Communication Letter
Data
[» Organization
Communications
> Mass Change -
Communications
[» Set up Communications
— 2C Engine Trigger
Results
— Run 3C Engine
— Letter Generation
[ Comments
> 3C Engine
[+ Semvice Indicators
[» Semvice Indicators
(Student)
[» Organization
[ Committees
[» Campus Event Planning
[> National Student Index
NZL
— Student Senvices Center
— Student Services Cir

WWorklist

Communication Management 1 Communication Management 2

Add to Favorites

New Window I Help I Customize Page | ,

Hiram Xerxes Froofram ID: 0999999

DateTime:  04/25/2008 10-12:24AM
*Function: FINA R Financia aid

University of Maine at Augusta

Variable Data
*Institution: Comm Key: Y
* . AFFAN

Category: Q FINANCIAL AID AWARD LETTER  *Context: W Q AWARD LETTER
*Method: FQ Letter *Direction: | 2utgoing Communication

Comm Date: (0412572008 5l Begin Time: End Time: Date Letter Printed:  04/25/2008

Letter Code:  |[AF1 QU FINANCIAL AID AWARD LETTER

[include Enclosures

Comments: [[] Print Comment

Comm ID: 0099999 @, Hame: Staff, Joe College

Create Joint Communications

Student)
[ Student Recruiting
[- Student Admissions
[ Records and Enroliment
> Curriculum Management
[ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
[ Set Up HRMS
[ SetUp SACR
[ Enterprise Components
[ Waorkdist
[ Application Diagnostics
[ Tree Manager

> Reporting Tools
I BannlaTaal

B save | [=] Notify

Communication Management 1 | Communication Management 2

Eb Add Update/isplay

Step

Action

50.

Click the Communications Management 2 tab.

Communication Management 2

On the Communications Management 1 page note that there is a Date Letter
Printed value.
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> Reporting Tools

= Person
Communications

— Communication
Management

— Communication
Summary

— Communication Letter
Data
[» Organization
Communications
- Mass Change -
Communications
[» Set up Communications
— 2C Engine Trigger
Results

— Run 3C Enaine
— Letter Generation

[ Comments

> 3C Engine

[» Semvice Indicators

[» Semvice Indicators
(Student)

[» Organization

[ Committees

[» Campus Event Planning

[> National Student Index
NZL

— Student Senvices Center

— Student Services Cir
Student

[ Student Recruiting

[- Student Admissions

[ Records and Enroliment

> Curriculum Management

[- Financial Aid

[- Student Financials

> Academic Advising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

[ Enterprise Components

[ Waorkdist

[ Application Diagnostics

[ Tree Manager

— Communication Detail

Communication Management 1 ‘Communication Management 2

WWorklist Add to Favorites

New Window I Help I Customize Page | =

Hiram Xenes Froofram ID: 0999999
DateTime: 04/25/08 10:12:24AM

Function: Financial Aid

Institution: University of Maine at Augusta

Category: FINANCIAL AID AWARD LETTER

Context: AWARD LETTER

Department: ‘ Q

[¥] communication Completed Date Activity Completed:  |04/25/2008 [5()
[J unsuccessful Outcome Reason:

B save | [\Retum to Search | [ Notify

banniaTaal =

Communication Management 1 | Communication Management 2

Step

Action

51.

On this page, note that the Communication Completed checkbox is selected. This
indicates that the data extract for this letter was performed.

Of course, the system has no way of knowing whether you have performed the mail
merge and have sent the actual letter.

52.

End of Procedure.
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