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ISIR 2C Process 
 
 
Concept 
 
The ISIR 2C process is used to assign checklists and/or communications to students whose ISIRs 
meet certain criteria. For example, the ISIR 2C process can be used to find all the students 
requiring verification, and assign to them the appropriate checklists and missing items letters. 
 
The process can be used in other contexts, where the student selection criteria use other records 
besides the ISIR. For example, the process may be used to identify students who need to complete 
an entrance interview. 
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Procedure 
 

Step Action 
1.   Navigate: University of Maine Systems > Financial Aid > Batch Processing > ISIR 

Rule 2C Update. 
 

  

 

 
Step Action 

2.   You must use a Run Control ID for the process. Either select an existing one or 
create a new one.  
 
To create a new Run Control ID, click the Add a New Value tab. 
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Step Action 

3.   Enter a name for the new Run Control ID into the Run Control ID field.  
 

4.   Click the Add button. 
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Step Action 

5.   Use this page to set parameters for the ISIR 2C process. Select the Rule to apply. 
 
Click the Look up Rule Identification button. 
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Step Action 

6.   The name of each rule used for financial aid processing begins with the campus 
identifier letter followed by "F" for financial aid. 
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Step Action 

7.   This process can be run in report only mode, or it can assign checklists and 
communications in addition to generating a report. 
 
To run in report only mode, leave the Update Student(s) Checklist option 
unchecked. (The Report Student(s) Selected checkbox will always be active; you 
cannot turn it off.) 
 
To assign checklists and communications, the Update Student(s) Checklist option 
should be checked. 
 

 
8.   Click the Run button. 
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Step Action 

9.   Click the OK button. 
 

  



Process Document 
Financial Aid: ISIR 2C Process-080808  

  
 

Page 8 Last changed on: 11/5/2008 4:57 PM
 

      
 
 

 

 
Step Action 

10.   Click the Process Monitor link. 
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Step Action 

11.   Click Refresh from time to time until the Run Status is Success and Distribution 
Status is Posted. 

 
12.   Once the first part of the process (the student selection) is complete, a second process 

appears to create the report. Click Refresh until the Run Status of the report is 
Success and Distribution Status is Posted. 

 
13.   To view messages from each part of the process, click the corresponding Details link. 

 
Click Details on the second row. 
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Step Action 

14.   Click the View Log/Trace link. 
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Step Action 

15.   Click "Redirected Terminal Output". 
 

16.   The Redirected Terminal Output page opens in a new window. Review it for any 
errors.  
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Step Action 

17.   Click the OK button. 
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Step Action 

18.   To view the report, click the Details link on the topmost process row. 
 

19.   Click the View Log/Trace link. 
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Step Action 

20.   The report is in the PDF file. The report contains a list of students selected for each 
checklist item and/or communication assigned. 

 
21.   To verify that the checklist items have been correctly assigned to the students, 

navigate as follows: Campus Community > Checklists > Person Checklists > 
Checklist Management - Person. 
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Step Action 

22.   Use the report generated by the ISIR Rule process to find the emplids of the students 
selected. 
 
Enter the emplid for one of the students in the report.  
 

23.   If you want to narrow the search, enter the appropriate value in the Administrative 
Function field. 
 

24.   Click the Search button. 
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Step Action 

25.   The Checklist Management 1 page contains information about the student and the 
checklist. 
 
To see and manage the individual checklist items, click the Checklist Management 2 
tab. 

 
26.   On the Checklist Management 2 page, you see each checklist item along with the id of 

the person who assigned the item to the student (in this case, the person who ran the 
ISIR 2C process). 
 

27.   To verify that a communication has been assigned to the students processed by the 
ISIR 2C procedure, navigate: Campus Community > Communications > Person 
Communications > Communication Management - Person. 
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Step Action 

28.   Enter search criteria such as student ID and Administrative Function.  
 

29.   Click the Search button. 
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Step Action 

30.   The letter in this example has been assigned to the student, but not processed yet. 
 

31.   End of Procedure. 
 
  


