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Profile Manager Workspace

mEEE

Workbook goal

The goal of this workbook is to provide you with an understanding of the features and
functions of the Prospects workspace in Relationship Management.

Intended audience

Admissions Office, Students Services, and Recruiting staff.

Course objectives

After completing this course, you should understand and be able to utilize the various
functions within the Prospects workspace.
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Prospects tab
[

Introduction

The Prospects tab displays a collection of information about a selected prospect or
applicant in the recruiting and admissions cycle. Information about a prospect can come
from many sources, such as test scores, a college fair, or an inquiry from a high school
student. As information is received, it is collected in a profile for recruiters to view and
include in specific campaign activities.

As a recruiter, you can create lists of prospects for use in communications and campaigns.
You can view and edit information about your constituents, such as their interests, contact
information, and recruitment status. In addition, a recruiter can create lists of students for
use in communications and campaigns designed to improve prospect communication.

Using the Prospects

Recruiters can obtain the most current information about their prospects. They can view the
latest inquiries from the prospective students and respond immediately to those students
who are in their particular region or geographic area.

Recruiters can create customized lists of prospects on-the-spot to enhance their campaign
efforts. They can search the entire Banner database for prospects and applicants and get
the latest information. Telephone numbers and e-mail addresses are a click away.

A prospect’s interests, field of study, and curriculum are immediately available so that
admissions counselors can target communications highlighting the university’s offerings in
those areas that match the prospect’s interests. Using the data provided in the Prospect
Overview, admissions counselors can gain additional insights regarding their pool of
candidates.

Prior to spending time on the road, recruiters can use Prospects tab to discover
information about the prospective students from the high schools that they will visit,
including the names of students from the school who have contacted the institution prior to
the visit. They can send the students an e-mail or make a phone call indicating that they will
be at the school on a particular date and time.

In addition, recruiters can prepare follow-up correspondence for prospects they have met
during the week, and enter specific interests, attributes, legacy information, and contact
information for each of those prospects.

With Relationship Management, an up-to-date profile for each prospect is easy to locate and
read. With accessible and updatable prospect information, recruiters can cultivate
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prospective students into becoming applicants by making follow-up calls to selected
contacts from recent road visits. If prospects are not available via phone, recruiters can
send an e-mail which automatically updates the history of interactions with these prospects.

Whether on the road or in the office, the Prospects tab provides easily accessible and up
to date profile information about each prospect. The information displayed in Relationship
Management is coming from Banner, so there is no risk of asking for or entering duplicate
information.

Finding information

The fastest way to get acquainted with Prospects tab is to begin with a prospect’s profile
and then explore the data that is displayed in all the windows for this prospect.

Conduct a Search for Prospects to access an individual’s profile (for more information
regarding the search and advanced search functions in Relationship Management, please
refer to the Overview workbook).

1. Select Search for Prospects in the Prospects Workspace.

Prospects Students Alumni & Friends C; i C icatis Admini: i Preferances Sign Cut
Profile Actions < ; More Actions =
Searchfor Prospects - =2 w Profile Summary
epulaton s Search for Prospects
Interactions
Last Name
Funnels
First Name
Banner D
Email Address
Area Code
Phone Number »
More Attributes -
ear | Go
Displaying 0 rows.
[«
Search Tips (
¥ou can search using one o more of the quick search atiributes displayed in the search pane or you can select additional search atiributes to further refine your |~
search
Your search will return the best results when you are more specific with your search criteria using multiple search atributes -
2 (51 [m >
u ’\ 52008 - 2010 SuniGard. Al ighis resanved. | Barer Ralstionship Mansgament (Version 1.4 Buld: 330) | SUNCARD'HIGHER EDUCATION

2. In the Last Name, First Name, Banner ID, Email Address, Area Code, and enter a
the desired search criteria.

3. Click the More Attributes drop-down arrow and select additional search attributes
to further refine your search.

Note: The Last Name field must be filled in before selecting attributes to further
refine your search.

Note: Additional attributes consist of: City, Birth Date, Gender, Field of Study,
Government ID, International Access, High School Name, Level, Nation, Prior
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College Name, State, Term or Zip.

4. Click the Go

button or press Enter to display the search results.

5. When a list of names appears, you have fast access to telephone number,
mailing address and email address in the Profile Summary panel on the right side
of the window. Double-click any name to access more detailed information:

Prospects | | Students | | Alumni & Friands

o ction 2 Retmai i Ope

Seaichfol Prospects 9

e B w Profils Summary

Joshiia 8 Lee

Search for Prospects
Suarch Descriptione: City =« Mabmn, Lust Mams = Los

Fun
Lt M Firat Nama e Gt Danta
[T Somtinas M Jan 01, 102

Now you can see the categories of data that are displayed.

¢ In the center of the screen, view the Prospect Overview. The navigation
panes to the left contain the same headings as in the Prospect Overview.

¢ In the side panel to the right, view the Recruit Track, Profile Summary, and
Funnel History for this particular prospective student.

e In the lower left, view a list of open items.

‘ Prospects ‘ | Students ‘ ‘ Alumni & Friends ‘ | C: i } I

Preferances Sign Out

Search for Prospeacts Einfla Setons

Prospect Overview >

Joshua Lee

Biographical

Biographical
Acadernic Residence: In state Residert
Citizenship: Ciizen
Fersonal Outlook

Academic
Recruitment
Program: BSin Biclogy
Ratings Level: Undergraduste
High School: Malvern High School
Admiszion Collega:
Interaction Personal Outlook

Interests: Debate; Dramatics
Attributes:
Sources:

2 Refresh |G Oper

X

Ethnicity: Caucasian

Gonder: Male

| card Funnel History |
Major:  Eickay JY | soehuasLoe
Degree:  Bachelor of Arts Banner [d:  T00010043

GPA:

Test Scores: SAT Verbal 600; SAT Wathemstics 650

lnte More Actions ~ 3 Close

Fall 2010-1 UG Biologly

w Profile Summary

B 610-555-1212 (Cel Phone)
(1 Banner Student@yahoo.com
£ 3Main Street

Malern, PA 19355

Courty: Chester
United States of America

Create Interaction m
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Recruit track

A Recruit track indicates the term, level and program in which an individual has indicated an
interest or applied for admission. An applicant may apply to study more than one academic
program, in which case they will have multiple Recruit tracks. While some prospect
information remains the same regardless of which Recruit track is viewed, for example
Biographical, Academic and Interaction, other information may vary between Recruit tracks,
for example Prospect Overview, Personal Outlook, Recruitment and Admission details.
Funnel status will also display for the Recruit track selected.

Under most circumstances, there is a one-to-one relationship between the Banner Recruit
Record (SRBRECR) and the Banner Applicant Record (SARADAP). Therefore the information
displayed in the Prospect Profile is the most current data drawn from these tables.
Information from the Recruit Record, for example, ‘recruit’ sources and attributes, will
continue to be displayed when ‘admissions’ sources and attributes are added when an
application is received.

In the case of the term or level being different between the Recruit and Applicant records,
then two Recruit tracks will be displayed.

In the case of more than one Applicant record existing, a Recruit Track will be displayed for
each one, even if they are for the same term and level, as all Applications are tracked
separately.

Profile Card

A profile card is a quick way to view commonly needed current information for an individual.
You can think of it as an electronic business card. The information that is displayed on the
card may include mailing address, e-mail, and telephone number, and other information
depending on what is available in Banner.

Funnel History

Funnel history refers to the admissions funnel statuses for this prospect. In the funnel
history sidebar, you can view the current status, past statuses, and dates of this individual's
progression through the admissions funnel. Funnel status is tracked by PIDM, term, and
level and there will be a different funnel status for each Recruit track.

Funnel Administration is covered in the Funnels Workbook.

Navigation Pane

More information regarding a profile is found by clicking on each option in the Navigation
Pane. The options under Prospects Overview include: Biographical, Academic, Personal
Outlook, Recruitment, Ratings, Admission, and Interaction.

© SunGard 2004-2010 Relationship Management — Prospects
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Prospect Overview
[ ]

Prospect Overview

The most current information for that individual will be displayed in a single, scrollable
window called the Prospect Overview.

? Help 8
{ Prospects | [ Students I I Alumni & Friends I I Campaigns I [ C icati } [ Administration I Preferences Sign Out
Search for Prospects Profile Artians & Refresh [ X More Actions ~ % Close I ]
JOShua Lee Fall 2010-1 LG Biolagy
Prospect Overview > "
’ ’ |
Biographical
Biographical M
Academic

Residence: |n state Resident Ethnicity: Caucasian

Citizenship: Citizen Gender: zle ¥ Frofile Summary
Fersonal Outloak
J Card || Funnel Histary

Recruitrent demic
. Joshua S Lee

Program: BS in Biology Major: Bialogy 3
Ratings Lavel: Undergraduste Degree: Bachelor of &rts Banner Id:  T00010043

High School: Malvern High School GPA: 398 o B 510-555-1212 (el Phone)
Adrmission College: Test Scores: AT Verbal 500, SAT Mathematics 650

L Banner Student@yahoo.com

Interaction Personal Outlook 3 Main Strest

Malvern, P& 19355
County: Chester
United States of America

Interests: Dramatics; Debate
Attributes:
Sources:

l Create Interaction

The Prospect Overview is read-only. To add or edit information, click on a topic in the
navigation pane to go to the appropriate update window.

© SunGard 2004-2010 Relationship Management — Prospects
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Information in the Prospect Overview is organized from top to bottom in the same order as
the list of topics in the navigation pane on the side:

e Biographical — View Residence, Ethnicity, New Ethnicity, Citizenship, and
Gender

¢ Academic - View Program, Major, Level, Degree, High School, GPA, College,
and Test Scores

e Personal Outlook - View Interests, Attributes, and Sources

e Recruitment - View Recruit Type, Student Type, Recruit Status, Geo
Region, and Recruiter

e Ratings — View applicant probability and Desirability information

¢ Admission View Application Status, Current Decision, Decision Date, and
Check List Items

e Interaction - View Interaction History, Interaction Types and Dates, Create
Interaction to record an interaction with this prospect, Contact to contact this
prospect

In the right-hand side pane next to the Prospect Overview, you can view the individual's
Recruit Track, Profile Summary Card and Funnel History. These windows can be expanded
or collapsed by clicking the arrows on the title bars. If you navigate to another Recruit
Track, the Prospect Overview will display the information associated with the new Recruit
Track.

The Create Interaction button on the Prospect Overview page allows you record an
interaction between the institution and the prospect. The Contact button allows you to
send an e-mail, letter or targeted announcement to the prospect. (These functions will be
covered in more detail later in the Workbook)

© SunGard 2004-2010 Relationship Management — Prospects
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Biographical Information

Prospect Biographical Information includes Bio Data and Contact Information for an

individual.

Bio Data Tab

Bio Data includes Nickname, Gender, Date of Birth, Age, Marital Status, Religion, Legacy,
Citizenship, and Ethnicity, and New Ethnicity which are displayed on the Bio Data tab. You
may enter or change Biographical Information.

The list of values available for Marital Status, Religion, Legacy, Citizenship, Ethnicity, New

Ethnicity, Address Type, Telephone Type, and E-mail Address Type display the values that
have been defined in the associated Banner validation forms. Changes made here will also
update in Banner and vice versa.

Search for Prospects

‘ Prospects | ‘ Students | | Alumni & Friends | | Campai | ‘ [

Hf-\ ini ation|

Preferences Sign Cut

? Help &

Prospect Overew

Biographical

Academic

Fersonal Qutlook

Recruitment

Ratings

Admission

Interaction

Profile Actions

'z, Refresh 5

Joshua Lee

Bio Data || Contact Information

Details
Preferred Name:

Date of Birth:
Marital Status:
Legacy:
Ethnicity:

New Ethnicity:

Josh
Jan 01,1992

Single

Caucazian

Mat Hispanic or Lating

Ethnicity and Race confirmed

x

Gender:
Age:

Religion:

Citizenship:

Race:

More Actions » ¥ Close

Male

18

Citizen

Fall 2010-1 U3 Biology

w Recruit Track

=]

et}

Create Interaction m

w Profile Summary

Card || Funnel Histary
Joshua S Lee

Bannerld:  TO001004%

1 3 Main Street

B10-555-1212 (Cell Phone)
Banner.Studert@yahoo.com
Malvern, PA 19355

County: Chester
United States of America

© SunGard 2004-2010
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Steps
Steps to follow to view and edit Biographical Information for a prospect:

1. Select the Biographical option in the left pane.

2. Click the Edit (-?) icon in the Details pane of the Bio Data tab.

This window will display when you click the Edit icon. You may change or add
to the information that is displayed in this window.

Bio (Joshua S Lee)

Preferred Name: |Un:|sh

Gender: (™ Female (e) Male () NotAvaiable

Date of Birth: [Jan 01, 1992 |;|

Marital Status

Religion

Legacy’

Race

Ethnicity Caucasian

New Ethnicity Mot Hispanic or Latino

3. Enter the prospect’s nickname in the Preferred Name field.

-

|

|
Citizenship: [cmzcn

Al

: )

a

Ethnicity or Race confirmed: |_4J

4. Select the appropriate radio button for Gender.

5. Use the calendar to enter Date of Birth.

© SunGard 2004-2010 Relationship Management — Prospects
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6. Click the dropdown arrow |_'J to select from a list of options available to edit the
remaining fields: (These options are coming from values created in Banner)

e Marital Status

e Religion

e Legacy

e Citizenship
e Ethnicity

¢ New Ethnicity

7. Click the Look Up [ icon in the Race field.

8. Select the race(s) you want to add, then click the arrow icon to move the
selected item(s) to the Selected Race(s) area.

Add.and Remove Races

Available Race(s) Selected Race(s)
Filter | b4
Clear List |g|
D Code Diescription Code Diescription
E_l 110 Choctaw L=
[] == Morth American = . I
[] 20 Asian — | | 4 |
[] sw Black -
D 50 European
D 54 Whita
[ 2m Asian Korean
[] 2se Asian Laos
[] 240 Asian Thailand ==
S Yw——

9. If desired, select an existing race and click the delete icon (El) to remove it.

10. Click W to add the selected race(s) to the profile.

11. Click the Save button.

© SunGard 2004-2010 Relationship Management — Prospects
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Contact Information Tab

Contact Information includes the Address, Telephone, and E-mail details for communicating
with an individual. You can add, update, and delete this data.

If you get an unspecified database violation error when attempting to update any contact
information, it means that another person is also updating contact information for this
individual at the same time. Do not click Refresh on the toolbar. Simply click OK in the error
message box and then press CANCEL in the edit window. Click close and re-open the
Prospect Overview window. Go to the Biographical page, Contact Information tab, and you
will see the edits made by the other user.

Note: You cannot update the Address type field for an existing address. You may edit an
existing address and add a new address or multiple addresses at the same time. Only
active address types in Banner display in the Profile. Telephone numbers and email
addresses that are designated “Primary” will display “Primary” following the item.

_ Help =2

Prospects Students | | Alumni & Friends Campai C icati Administration Preferences Sign Out
e Actions - T . q
Search for Prospects Profile Actions & Refresh E5 X More Actions » 3 Close = Recruit Track
| Joshua Lee Fall 20101 UG Biology
Frospect Overdew
Bip Data | Contact Information
Biographical ) . u
Address 2 |
Arademic
Mailing: 3 Main Strest Parent 1: 123 Eim Street i Profile S
Malvern, P 19355 Malvern, PA 19355 R A e TN ISR Y
Personal Qutiook Courty: Chester (Effective Jun 20, 2010) :
United States of America Card || Funnel History
Recruitment (Eftective Jun 21, 2008) N Joshua S Lee
Ratings Telephone 2. Banner d:  TOO010043
Cell Phone: §10-555-1212 (Primary) B &10-5551212 (Cell Phone)
Admission
[ 1denctes International Access number = Banner Studenti@yshoo.com
Interaction T 3 Main Strest
E-Mail r Malvern, P 18355
: Courty; Chester
Personal: Banner Student@yahoo com (Primary) United States of America
Instant Message @ [+
1 Create Interaction

© SunGard 2004-2010 Relationship Management — Prospects
Page 14



Add or Edit Contact Information

1. Select the Contact Information tab.

Fropere.

Address @ [
Mailing: 3 Main Street Parent 1: 123 Elm Street
Malvern, P& 19355 Malvern, P& 19355
Courty: Chester (Effective Jun 23, 2010)

United States of America
(Effective Jun 21, 20093

Telephone &

Cell Phone: §10-555-1212 (Primary)

[ 1 denotes International Access number

E-Mail |

Personal: Banner Student@yahoo.com (Primary)

Instant Message @ | [

Create Interaction m

2. Click the Edit=” icon in the Address pane to open the Edit Address window.

it Address (Joshua S Lee)

Type Address Effective From Effective To I
Mailing 3 Main Streat Jun 21, 2008
Malvern, PA 15355 |§|
County: Chestar —
United States of America

Parent 1 125 Elm Street Jun 28, 2010 |§
Malvern, PA 18355 %)

© SunGard 2004-2010 Relationship Management — Prospects
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@To add an address, click the Add Address button.

3. To edit an address, move the mouse over the address to highlight, and then
click on the address. This opens the editing window.

4, ©To delete an address, click the Delete icon.i-;-'f‘-é.
5. @ If you delete in error, click the Cancel button.
6. ® Use the Save button to save any changes.

After selecting either Add Address or clicking on the address itself, the editing
window opens.

it Address (Joshua S Lee)

Add Address B
Type: # [ n House Number: | |
Street Line 1: | | Street Line 2: | | Street Line 3: | |
Street Line 4: | |
City: # | | State: | wea|  ZipiPostal Co... |
County: | T | Nation: | T |
Effective From: [Jul 22, 2010 [E] Effective To: | [E]
Cancel Complata
Type Address Effective From Effective To
Mailing 3 Main Street Jun 21, 2009
Malvern, PA 15355 |§|
County: Chester —
United States of America
Farent 1 123 Elm Street dun 28, 2010 |§| i
Malvarn, PA 18355 L

This window is divided into two parts. The top portion of the window is the editing window.
The bottom portion is the view.

" Cancel Complete . .
Use the editing buttons to save/complete or cancel BE b while working

in the edit window.

© SunGard 2004-2010 Relationship Management — Prospects
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Add an Address

1. Click the Add Address button at the bottom of the window.

2. Enter address information in the Type, Street Linel, City, State, Zip/Postal

Code and Nation fields. Any fields marked with a red asterisk * are required
fields.

3. You may also enter Effective From: and Effective To: dates as needed.
These fields restrict the valid time periods for the address, which is useful for
temporary addresses such as summer addresses.

Note: You cannot edit the Type field once you have saved the address record.

4. Click the Complete button. ComPIELE  The address shows in the lower

window to indicate the change has been applied.

5. Click the Save button.

© SunGard 2004-2010 Relationship Management — Prospects
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Edit an Address

1. Double-click on an existing address entry in the bottom half of the Edit Address
screen.

2. The information will auto populate in the fields and "Update Selected Address"
will indicate that you are updating an existing entry.

Update Selected Address B
Type: | Mailin House Number: | |
Street Line 1: :.- Wain Streef Street Line 2: | Street Line 3: |
Street Line 4: | |
City: = il\-‘lalvern | State: iF'enns',-Iu:mia (PA) !...| Zip/Postal Co... *| 18355 |
County: [Chester (101 |,| Nation: |United States of America (1] ")
Effective From: | Jun 21, 2009 |I__|,'| Effective To: | |I__|,'| i
Cancel Complete
Type Address Effective From Effective To
Mailing 3 Main Streat Jun 21, 2008
Malvern, PA 19355 3]
County: Chester =
United States of America
Parent 1 123 Elm Etrest Jun 20, 2010 |§ o
Malvern, PA 18355 =

3. You may edit the fields as desired, click Complete to apply your changes.

4. Click Save at the bottom of the screen to exit the popup window.

Delete an Address

1. Click the Delete |£| icon at the end of the row for the address to be deleted.

2. Click - to keep the change. Click to abort the deletion.

© SunGard 2004-2010 Relationship Management — Prospects
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Telephone Numbers

To add or edit Telephone Numbers, click the Edit #’!icon in the Telephone section.

Contact Information

Address & ||
Mailing: 3 Main Street Parent 1: 123 Elm Street
Malvern, P& 19355 Walvern, PA 19355
County: Chester [Effective Jun 29, 20107

United States of Ametica
(Effective Jun 21, 20093

Telephone 2 1l=
Cell Phone: §10-555-1212 (Primary’)

[ ] denotes International Access number

E-Mail ;)
Parsonal: Banner Studert@yahoo.com (Primary]

Instant Message & | |=

Create Interaction

This opens the Edit Telephone window.

lit Telephone (Joshua S Lee)

Telaphona Type Telephone Mumbear International Access Primary

Cell Phona B10-555-1212 Yes

(]

© SunGard 2004-2010 Relationship Management — Prospects
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The concept for adding and editing a telephone number is the same as for an address:
1. To add a telephone number, click the Add Telephone button.

2. To edit a telephone number, move the mouse over the telephone number to
highlight, and then click on the telephone number.

3. To delete a telephone number, click the delete icon.gxg.
4. If you delete in error, click the Cancel button.

5. Use the Save button to save any changes.

After selecting either Add Telephone or clicking on an item in the list, the editing window
opens.

it.Telephone (Joshua S Lee)

Update Selected Telephone

Telephone Type: | Cell Phone L4 ’7| F‘rimar',t

Country Code: | | Telephone Number: i61D | |555—1 212 Extension:

International Access: | |

Cancel Completa

Telephone Type Telephone Number International Access Primary

Cell Phone B10-555-1212 Yes |3

Add a telephone number

1. Click the Add Telephone button at the bottom of the window.

2. Enter the required information in the editing screen. Any fields marked with a red
asterisk * are required fields.

3. Click the Complete button. MBSt The telephone number will show in the

lower window to signify the change has been applied.

© SunGard 2004-2010 Relationship Management — Prospects
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4. Click the Save button

Edit a phone number

1. Double-click on an existing telephone number entry in the bottom half of the Edit
Telephone number screen.

2. The information will auto populate in the fields and Update Selected
Telephone will indicate that you are updating an existing entry.

3. You may edit the fields as desired, click Complete to apply your changes.

4. Click Save at the bottom of the screen to exit the popup window.

Delete a Telephone Number

1. Click the Delete % icon at the end of the row for the telephone number to be
deleted.

2. Click m to keep the change. Click m to abort the deletion.

Email Information
1. Click the Edit (Q) icon in the E-Mail window.

E-Mail &

Parsonal: Banner Student@yahoo.com (Primary

2. The Edit E-Mail window opens.

it.E-Mail (Joshua S Lee)

Type E-Mail Address Primary

Persanal Banner.Student@yahoo.com Yes ||

[] opt out from mass e-mail m
© SunGard 2004-2010 Relationship Management — Prospects
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The concept for adding and editing an e-mail is the same as for an address:
1. To add an e-mail, click the Add E-Mail button.

2. To edit an e-mail, move the mouse over the e-mail to highlight, and then click on
the e-mail.

3. To delete an e-mail, click the Delete icon.i?f*.?.

4. If you delete in error, click the Cancel button.
5. Use the Save button to save any changes.

After selecting either Add E-mail or clicking on an item in the list, the editing
window opens.

itE-Mail (Joshua S Lee)

Type E-Mail Address Primary

Persanal Banner.Student@yahoo.com Yes ||

[] opt out from mass e-mail m Add E-Mail

© SunGard 2004-2010 Relationship Management — Prospects
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Add an email

1. Click the Add E-Mail button at the bottom of the window.

2. Enter the required information in the editing screen. Any fields marked with a red
asterisk * are required fields.

3. Click the Complete button.  “®™™*'® " The e-mail will show in the lower

window to signify the change has been applied.

4. Click the Save button

Edit an E-mail

1. Double-click on an existing e-mail entry in the bottom half of the Edit E-mail
screen.

2. The information will auto populate in the fields and Update Selected E-Mail
will indicate that you are updating an existing entry.

3. You may edit the fields as desired, click Complete to apply your changes.

4. Click Save at the bottom of the screen to exit the popup window.

Delete an E-Mail

1. Click the Delete % icon at the end of the row for the e-mail to be deleted.

2. Click m to save the change. Click m to cancel the deletion.
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Opt out from Mass E-mail

Individuals who do not want to receive mass e-mails from the institution can indicate this
preference.

The “Opt out from mass e-mail” setting is located at the bottom of the Edit E-Mail window.

[] opt out from mass e-mail m m m
e To activate, check the box and click m i

. .
e To deactivate: Uncheck the box and click .

This setting does not prevent a recruiter from sending a personalized e-mail to the person.

Instant Message Information

1. Click the Edit (.»)) icon in the Instant Message section to add or edit instant
messaging information.

Instant Message e

2. The Edit Instant Message window will display.

itInstant Message (Joshua S Lee)

Type MName Primary

Yahoo Messenger BannerStudent Yes |§:

2 T N
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The concept for adding and editing an instant message is the same as for an address:

1.

2.

4.

5.

To add an instant message address, click the Add Instant Message button.

To edit an instant message address, move the mouse over the instant message
to highlight, and then click on the instant message.

To delete an instant message address, click the Delete icon.gy‘g.

If you delete in error, click the Cancel button.

Use the Save button to save any changes.

After selecting either Add Instant Message or clicking on an item in the list, the editing
window opens.

it Instant Message (Joshua S Lee)

Add Instant Message

Type: *[

n [ Primary

Mame: |

Type

Yahoo Messanger

Cancel Complete

Name Primary

BannarStudent Yes :§|

m Add Instant Message m

Add an Instant Message

1.

2.

Click the Add Instant Message button at the bottom of the window.

Enter the required information in the editing screen. Any fields marked with a red
asterisk * are required fields.

Click the Complete button. EampalE The information will show in the lower

window to signify the change has been applied.

Click the Save button.
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Edit an Instant Message

1. Double-click on an existing instant message entry in the bottom half of the Edit
Instant message screen.

2. The information will auto populate in the fields and Update Selected Instant
Message will indicate that you are updating an existing entry.

3. You may edit the fields as desired, click Complete to apply your changes.

4. Click Save at the bottom of the screen to exit the popup window.

Delete an Instant Message

1. Click the Delete ¢ icon at the end of the row for the instant message to be
deleted.

2. Click m to keep the change. Click m to cancel the deletion.

Note: In the current release of Relationship Management, Instant Message
addresses may be saved but sending and receiving of Instant Messages is not
currently available.
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Academic Information
' .

Introduction

Prospect Academic Information includes Credentials and Curricula information for an
individual. This information is view-only in Relationship Management; any changes or
updates must be entered directly into Banner.

Credentials are the prospect’s qualifications related to test scores, academic credentials
from their high school, and any prior college experience. This view helps you build a picture
of the individual's academic performance and strengths.

Academic curricula include the courses of study in which an individual has expressed
interest, the admit term, and degree sought. If the individual has applied for more than one
course of study, a priority number will indicate the first and second choice.

Credentials View

In the Academic area of the profile, the prospect’s qualifications related to test scores,
academic credentials from high school, and any prior college experience are displayed. This
view helps you build a picture of the individual’'s academic performance and strengths. This
information is view-only.

Prospects : Students : : Alumni & Friends | | Campaigns | | C ications | | Administration Preferences | Sign Out
il 0 - = 4 1 i = - .
Search for Prospacts Profile Actions o Refresh & % Mare Actions ~ ¥ Closa w Recrult Track
Joshua Lee - Fall 20101 LGS Biclogy
Prospect Overview >
H Credentials §| Curricula
Bingraphical = =
0 Test Scores
Academic >
SAT Mathematics > Profile & amma
Score: 550 Test Date: mar 15, 2010 Source: Self-reparted] Received: Jun 21,2010 Y
Persanal Outlook B
SAT Verbal Card || Funnel Histary
Score: 500 Test Date: Mar 15, 2010 Source: Self-reported Received: Jun 21,2010
Recruitment . Joshua S Lee
Ratings Secondary Education (High School) Banyglds Tu001tes
Walvern High School :3 £10-555-1212 (Cell Phone)
Adrmission : " Yo ¥
GPA: 396 Transcript Received: Jun 22, 2010 B e10-5551212 (Parent 1)
Class Rank: 51/500 Graduation Date: Jun 10, 2010
Interaction . ) Banner Studenti@yahoo com
Percentile: a0
O 3 hain Street
Makvern, PA 19355
Post Secondary Education (College) Caurty: Chester
United States of America
Create Interaction m

© SunGard 2004-2010 Relationship Management — Prospects
Page 27



The Academic Credentials page contains the following fields:

e Test Scores - Information displayed in Test Scores includes test name, date
received, score, and test date. The specific test scores that are displayed are
controlled by institution specific configuration in the Banner Integration
Configuration Settings form (GORICCR).

e Secondary Education (High School) - View High School information.

e Post Secondary Education (College) - View prior College information.

Curricula view

Academic Curricula includes the courses of study in which an individual has expressed
interest, the admit term, and degree sought. The admit term for the course of study is
displayed in the Recruit Track sidebar panel. If the individual has applied for more than one
course of study for the same term and level, a priority number will indicate the first and
second choice. The fields of study (major, minor, concentration) are displayed in priority
order for each curriculum. This information is view-only.

| ' 1 :
‘ Prospects | | Students | | Alumni & Friends | Campaigns C icati | | Administration Preferances Sign Out
il | | - i r Jore Acti = " |
Search for Prospects Profile Actions = Refresh G5 5 Dl More Actions ~ ¥ Close w Recruit Track
Joshua Lee - = Fall 2010-1 UG Biology
Frospect Overiew 2 = =3
| Credantials | Curricula
Biographical - y
Priority Number Program Level Campus College Degree -
Academic > 7

BS-BlOLOGY Undergraduate College of Arts Scier Bachelor of Arls

w Profile Summary
Personal Outlook

Card || Funnel History ]
Recruitment

. Joshua S Lee
Ralings E Bannerid:  TOOM 0043
fj B10-555-1212 (Cell Phone)
Admission
B 105551212 (Parent 1)
Interaction Field of Stl.ldy Banner Student@yahoo com
Eliology 3 Main Street
Mg | Malvern, PA 13355
Priority Number: 1 Department: Biology "
- Courty: Chester
ype: Major

United States of America

Create Interaction m
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The Academic Curricula page contains the following view-only fields and buttons.

e Priority Number - Displays the priority number for this curriculum. This
number is required by Banner.

e Program - Displays the program the individual has chosen.

o Level - Displays the level of study for this application or recruit record.

e Campus - Displays the campus to which this curriculum belongs.

e College - Displays the college to which this curriculum belongs.

e Degree - Displays the degree the student is seeking.

¢ Field of Study - Displays the field of study (major, minor, or concentration)

the individual has chosen, including the priority number, type, and
department.
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Personal Outlook Information
[ ]

Introduction

The Personal Outlook information in the Prospect Overview indicates the extracurricular
interests, attributes, and sources that are known about the prospect. This information helps
institutions to build relationships with prospects and target them with relevant recruiting
campaign activities. A recruiter can view, add, or delete interests, attributes and sources.

Additions of new Attribute information will populate the most current and appropriate
Banner table. For example, if an attribute is added for an applicant, the Admissions
Attribute table will be updated (and not the Recruiting Attribute table, which would be
populated for a prospect).

The Source information is the manner in which the prospect became interested in
attending the institution.

_ :
| Prospects | | Students | | Alumni & Friends | | Campaigns | | C | | Administration | Preferances Sign Out
Search for Prospects sl dele © Refresh & % Delate  More Actions = 3 Closa + Recruit Track
Joshua Lee e Fall 2010-1 UG Biology
Prospect Overiew o |
Biographical
Interests &
Academic
Debate
w Profile Summary
Personal Ohtlook ) Dramatics - -
Card || Funnel History
Rectuitrment Attributes = , Joshia & Lea
Ratings Sou 2 Banner Id:  TOD010043
|-j B10-855-1212 (Cell Phone)
Admission .
t‘ B10-555-1212 (Parent 1)
Interaction = Banner Student@yahoo.com
0 3 Main Street
Malvern, P& 19355
Courty: Chester
United States of America
Create Interaction
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Interests
Profile interests are areas in which a person has indicated involvement or curiosity, such as
a club, sport, skill, hobby, pastime, or extracurricular activity. Interests can be added to the
profile by the recruiter. This information is used to personalize future interactions.

To add or edit a profile interest:

1. In the Interests section of the page, click Edit " to open the Edit window.

Interests Fd
Debata

Dramatics

2. Select the interest you want to add, then click the arrow icon to move the
selected item(s) to the Selected Interest(s) area.

Add.and Remove Interests

Available Interest(s) Selected Interest(s)
Filter | x
Clear List |z|
|J Code Description Code Description
!:| Al Coop or Intership Programs = A5 Debate |!_t:\
] Am Haonors or Ind. Study _ AT Dramatics |E‘
i:l Ad Literary Publications = | | o | AH Art |g
|—_| AD Racial or Ethnic Omanization || o
|:| AB Religious Organizations
[] »2 Vocal Music
|:| AF Spacial Interest Groups
|j AG Campus or Comm. Service Orgs.
D AB Varsity Athletics =

3. If desired, select an existing interest and click the delete icon (5?-'5-5) to remove it.

4. Click m to add the selected interests to the profile.
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Attributes

Attributes are characteristics or qualities that your institution has selected to help you
search for or identify one or more individuals. Attributes can be added and deleted.

To add or edit an Attribute:

e In the Attributes section of the page, click Edit o open the Edit
window.

e Follow the same steps as in Interests.
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Sources

Prospect Sources indicate the manner in which the prospect became interested in attending
the institution. The most important source can be marked as Primary. Sources can be
viewed and updated on the Personal Outlook page in the Profile Overview.

To add or edit a Source:

1. In the Source section of the page, click Edit " to open the Edit window.

2. To add an attribute, click the Add New Source button.

Add.and Remove Sources

Add Source
Source: 1l:i [T1Y D F'fimﬂr'f
Cancel Complete
Code Description Primary
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3. Click |:J in the Add and Remover Sources window to open a list of sources.

Source Search

B Seach by Source Name

Q

Search Descriptions: Source State = Pennsylvania (PA)

Source Name L
Wilmington Area Higl
Wilkes Liniversity
YWashington High 2c
Villanowa University
Lafayette College
Kensington High Sc
Georme Washington
Dmﬂningt:wn Seniol

Dalawara County Cn

City

Mew Wilmington
Wilkes-Barra
Washington
Villanowva
Eastpm
Philadelphia
Philadelphia
Downingtown
Media

State

Pennsylvania
Fennsylvania
Fennsylvania
Fennsylvania
Fennsylvania
Fennsylvania
Pennsylvania
Pennsylvania

Fennsylvania

Displaying 9 rows,
Zip Mation
16142
1B7EE
15301
12085
18042
18144
18116
18335
10083

4. Enter source in Search by Source Name field window and press Enter.

Note: Click the Advanced Search drop-down arrow and select

5. Click or highlight the source name.

6. Click Select to return to the Add and Remove Sources screen.

7. Click Complete to save the new source.

8. To delete a source click the Delete |—

x| icon.

9. Click Save to apply the changes. Click Cancel to return to the main page
without saving the changes.
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Recruitment Information

. :
Introduction

Prospect recruitment information includes Recruitment Status and Recruiter data.

Recruitment status information for an individual includes the recruit type, student type,

recruit status, admission type, withdrawal reason, and institution attending. Recruiter data

identifies the recruiter assigned to this prospect, their role, the geo-region, division, and

address type.
Status

Recruitment status information for an individual includes the following: Recruit Type,
Student Type, Recruit Status, Admission Type, Withdrawal Reason, and Institution
Attending. Recruiters can use this information to classify recruits and applicants.
Information about recruitment status can be added or changed.

\ Prospects | | Students | | Alumni & Friendis | | Campai c ications | | Administration | Prefersnces Sign Cut
L 11 11 i - i
Search for Prospects Profile Actions law 3 Refresh G % 15 More Actions « 3 Closa > REcrulc Track
JOShUS LEE e Fall 20110-1 LIS Biolagy
Prospect Cveriew :
Racruitar
Bingraphical
Classifications F |
Academic
Recruit Type: Student Type: 15t Time Freshy
i £ e res e resEn w Profile Summary
Personal Outlook Recruit Status: Admission Type: Standard — —
Withdrawal Reason: Institution Attending: Card || Funnel Histary |
Recruitment b . Joshua S Lee
Ratings Bannerld:  TOD0M0043
't‘ B10-555-1212 (Cell Phone)
Adrission B
B e10-555-1212 (Parent 1)
Interaction [ Banner.Studerti@yahoo.com

L 3 Main Street
Malvern, PA 19355
County: Chester
United States of America

Create Inferaction m
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To add or edit classifications:

1. In the Classifications section of the page, click Edit " to open the Edit
window.

2. Use the drop down menus to edit the appropriate field.

it Classifications

Recruit Type: [ Mew Recruit

Student Type: [ 158t Time Freshman

Recruit Status:

Admigsion Type: [ Standard

Withdrawal Reason: [

Institution Attending: [

3. Click Save to save your changes. Click Cancel to return without saving.
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Recruiter

A recruiter can be any one of a number of people who work in your Admissions Office. To
distinguish the responsibilities of a particular person, each recruiter is also assigned a role.
The recruiters and roles are set up in Banner Administrator assignments. Administrator
assignment roles specific to the role of recruiter are designated in the Banner Integration
Configuration Settings form (GORICCR). The Recruiting and Admissions Performance
solution uses the recruiter roles designated in GORICCR for reports and analytics related to
recruiter effectiveness.

Prospects | | Students | | Alumni & Friends | | Campai | © icati Administration Preferences Sign Out
H £ 1] ) efras| a8 ions ~ a8 .
Search for Prospects Bralig Acions w Refresh A More Aclions ~ X Closs w Recruit Track
JOSh VE LBQ 5 Fall 2010-1 Ut Biology
Prospect Overview
| Status
Biographical
Assigned Recruiter &
Academic
F w Profile Summary
Personal Outiook Geo-Region rd
card || Funnel Histary
Recruitment > Joshua S Lee
| 2
Ratings Banner |d:  TO0010043
l‘j B10-555-1212 (Cell Phone)
Admission -~
B B10-5551212 (Parent 1)
Interaction 1 Banner Student@yahoo com
@ 3 Main Street
Malvern, P& 18355
Courty: Chester
United States of America
l Create Interaction

One or more recruiters can be assigned to a prospect. A recruiter works with the prospect to
build a relationship, increase the prospect’s interest in the institution and to encourage them
to submit an application. The recruiter continues to monitor and work with the individual
and thereby move them along in the recruitment funnel. Each recruiter must be assigned a
role. In the case of multiple recruit tracks, a recruiter can be assigned to a particular track.

Recruiters and roles are Administrator assignments in Banner. In the Prospects tab, you can
assign a recruiter to a prospect or delete that assignment on the Assigned Recruiter window
on the Recruitment tab. Administrator assignment roles specific to the role of recruiter are
designated in the Banner Integration Configuration Settings form (GORICCR). This Banner
form should be updated appropriately in order for Assigned Recruiter field to work correctly
in Relationship Management.
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Steps

1. To edit the recruiter information, click the Edit (-v}) icon in the Assigned

Recruiter area.

Edit Assigned Recruiter

Add Recruiter

Recruiter: s |
Role: =r| |.,.|
Recruiter l Role

Cancel

Cancel Complete

Add Recruitar Save

2. Make the desired changes to the Recruiter and Role fields.

3. Click the Complete button in the Edit Recruiter window. The recruiter
information will appear in the bottom half of the window to indicate that the

change has been applied.

4. Click the Save button to retain the change, or Cancel to discard applied

changes and exit.
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Geo-Region

1. To edit the Geo-region information, click the Edit (-?) icon in the Geo-Region
area.

it Geographic Regions

Add Geo-Region

Region: a-[ n Division: *[ n

Cancel Complaete

Region Diwrision Address Type
Mortheastern United States Development Office Mailing |§|

2. Make the desired changes to the Region, Division and Address Type fields.

3. Click the Complete button. The geographic region information will appear in
the bottom half of the window to indicate that the change has been applied.

4. Click the Save button to retain the change, or Cancel to discard applied
changes and exit.
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Ratings Information
B :

Introduction

For Relationship Management, a rating is a way to assess a point value, or score, to an
individual prospect based on how that prospect measures against institutionally defined
factors.

Ratings are:

o used to quickly identify / assess candidate prospects that align with
enroliment goals

o used to identify populations for targeted and specialized recruiting

campaigns.
m—
( | [ | 1 1 Yt | .
| Prospects | | Students | | Alumni & Friends | | Campaigns | | Communications | = Administration | Preferances Sign Out
Search for Prospects flicAclons New % Refresh & O % Delste More Actions ~ 3 Close w Recruit Track
Joshua Lee Fall 2010-1 U Biology
Prospect Overiew
8| Overview | Probability | Desirability
Biographical o =
) Probability I
Academic
il bability ratil xists.
H PRSI ring B w Profile Summary
Personal Outinok = - =
Desirability | card || Funnel History
Recruitment No desirability rating exists ; Joshua S Lee
Ratings > Banner Id:  TOO0 0043
B 610-555-1212 (Call Phane)
Adrnission B
B B10-555-1212 (Parent 11
Interaction L Banner.Student@yahoo.com

T 3 Main Street
Malvern, P& 19355
Courty: Chester
Urited States of America

.| Create Interaction m

Ratings in Relationship Management:

Ratings are another implementation of the Lifecycle Management core components.
Lifecycle Management components are also used by funnels. Like funnels, ratings are
derived from model definitions and running instances.

The first ratings introduced are Probability and Desirability (P&D).

e We provide customizable P&D definitions
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e We provide current scoring information for prospects

e We provide graphical representation of the prospect’s score and its
relationship to the pool of prospects within the same term and level.

Implementation of Ratings is optional.

What is Probability?

Probability represents the likelihood that a prospect will enroll in the institution.

What is Desirability?

Desirability represents how closely a prospect matches the enroliment goals and objectives
of the institution.
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Admission Information
[ ]

Introduction

Admission information concerns an individual’'s application, such as any application decisions
that the institution has made and a check list of required documents that the individual
needs to complete. Admission Application information is display only in Enrollment
Management Relationships.

The Admission Application is the official document that a person completes to be considered
for admission to the institution. Multiple applications may be submitted, with various choices
of programs. If a person applies to more than one term, level, program, field of study, or
college, the applications will be numbered in the order in which they were received. If the
person has multiple applications, they will have multiple Recruit tracks.

Application Decisions include the description of the current admission decision and the
decision date.

Each institution determines which documents or other requirements are part of the
Admission Check List. The items on the Check List must be submitted to the institution
before the Admission Application is considered complete. Only the items that are marked as
mandatory will affect the application status. The application status is maintained in Banner.
The status is Incomplete until all mandatory Check List items are marked received. When all
items are marked received the status is changed to Complete.

Prospects | | Students | | Alumni & Friends | | Campai | | & icati Administration Preferances Sign Out
Saarch for Prospects Profils Actions i @ Refresh & x More Actions ~ ¥ Closs w Recruit Track
Joshua Lee p—_— Fall 2010-1 LG Biology
Prospect Overview =
Biographical
Application ]

Academic

Level: Undergraduste Program: B in Biolo

5 ) 22 w Profile Summary

Personal Outlook College: College of Arts Sciences Field of Study: Biology; .

Application #: 1 Application Pref #: Card I Funnel History

Degree: Bachelor of Arts Student Type: 13t Time Freshman
Recruitment Joshua S Lee

=| |
Ratings Application Decisions Bannerd:  TO0010043
g 610-555-1212 (Cell Phone)
Admission i "
) Check List g 610-555-1212 (Parert 1)
Interaction i RIS S L Banner Student@yahon com
Yes SAT or ACT Scores i & 3Main Street
YES Jun 21,2010 §25 Application Fee Malkvern, PA 19355
Courty; Chester
b United States of America
——] Create Interaction
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The Admissions page contains the following view-only fields:
e Level - Displays the level of study for this application.
e Program - Displays the program chosen by this individual.
e College - Displays the college in which this curriculum belongs.
e Field of Study - Displays the field of study chosen by this individual.

e Application # - If the individual has submitted multiple applications,
displays the number for this application.

e Application Pref # - If the individual has submitted multiple applications,
displays the preference number for this application.

e Degree - Displays the degree the student is seeking.

o Application Decisions - Displays the description and date the decision was
entered into Banner.

¢ Required - Indicates whether a mandatory check list item is required to
complete this application.

e Received - Indicates the date when a check list item was received.

e Description - Displays the documents or other requirements requested to
complete this application.

Note: Use the scroll bar to view more information.

The Check List Items area contains all of the items that are required to be completed by
the applicant before the Admissions Application is considered complete. When viewing the
check list from the Prospect Overview, the check list will display with a Received Date
associated with any item that is complete.
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Interactions
[ |

Introduction

An Interaction is a communication, or event, that has taken place between the institution
and the prospect. Some Interactions are added automatically if the communication is
generated from within Relationship Management. Other Interactions may be manually
added by a user with appropriate permissions.

Examples of Interactions include:

e an e-mail contact from a recruiter to a prospect sent from within Relationship
Management

e a mass mailing generated from a campaign in Relationship Management

e a targeted announcement generated from within Relationship Management and
displayed in the prospect’s Prospective Student Portal account

e a manual entry by a recruiter concerning a telephone conversation with a prospect

e a manual entry by a recruiter indicating that a prospect has attended an event such as a
Campus Tour

e acontact about attending a college night that was entered in Banner on the Recruit or
Admissions form on the Contacts, Cohorts, Attributes Tab

e a Watch List that contains a list of prospects and interactions to be monitored. Watch
Lists display in the upper right hand corner of the Interactions window.
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Interaction Watch List

Watch List functionality is accessible from the Prospects tab by clicking Interactions in the
navigation panel on the left of the screen.

The initial page allows for query on Interactions by Prospect.

e You can search based on the last name of a prospect.

e Advanced Search Criteria are also available for searching.
You also have the ability to set up a “Watch List”. This is a customized grouping of
population lists for which the recruiter can monitor any interactions that occur for profiles in
the lists within specified time frames. The recruiter can quickly and easily access and view
the most recent interactions related to any profiles of interest, without having to drill down
into each profile.
The full prospect profile is now available from the Interaction Watch List. When you query
a Watch List or a list of interactions in the Prospects tab and highlights a specific interaction,
a View Profile link is available in the More Actions toolbar. Selecting View Profile opens
the profile overview
The Watch List Panel is at the upper right hand of the Interactions window. A Watch List

can be created at any time while in Interactions.

Characteristics of a Watch List

e |tis a personalized view for a specific user. Other users cannot view others’
personal lists.

¢ One Watch List entry allows for one-to-many lists to be aggregated
e Users may have several Watch Lists
o Default search shows any interaction activity in the last 48 hours

e Searches can be modified to reflect changed date ranges.
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Creating a Watch List

1. Click on Interactions on the Navigation Panel in the Prospects tab. The Prospect
Watch List panel is visible in the upper right hand of the screen.

_
| Prospects l | Students ‘ | Alumni & Friends ‘ | Campai | ‘ c icati ‘ ‘ Administration | Preferances | Sign Out
Interactions Actions b N o Rafr -
Search for Prospects = = x

NMare Actions = & CI w Prospect Watch Lists

Population Lists |nteraCti0nS

Last Nam

Interactions >

Displaying 0 rows.
Funnels

3 ity Create
Search Tips

You can search using the default search attribute displayed in the search field or you can select Advanced Search and add multiple

search attributes to further rafine your search w Profile Summary

Your search will return the best results when you are more specific with your search eriteria using multiple search attributes »
» Advanced Search

1

w Prospect Watch Lists

Create
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2. To create a Watch List, click on the Create button.

reate Watch List

Nama: # | Biology Majors |

3. Enter the name of the watch list in the Name field.

Population List: $|Binlng§,- Majors

4. Click [***| to select a population list. The Select Population List window wiill

display.
5. The Selected Population List (s) displays all available Population Lists.

6. You may search for a specific Population List by entering a name or using
Advanced Search.

7. You may select one or more Population Lists to create your own watch list.

Select Population List

Available Population List(s) Selected Population List(s)

Displaying 3 rows, Clear List [3]

Population List Owner Count Population List Owner Count

D‘.

Ad-pop1_p admin &'

Biology. Majors admin 64 —

O

shane2 admin 3202

O
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8. Click the arrow between the panels to move the highlighted Population List to

the Selected Population List(s) panel. You can also delete the list you created by
clicking the “X” icon in the Population List panel.

Click Select, which will cause the Profiles to display in the List you just created.

e .g;_PopuIation List

Available Population List(s)

Selected Population List(s)

Displaying 2 rows.

Clear List [x]
i_ Population List Owner Count Population List Cwner Count
D Ad-pop1_p admin 7 Biology. Majors admin 64 |E|
|] shane2 admin 3202
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The history of all Interactions is stored and the most recent Interaction is displayed at the top
of the listing in the Prospect Interaction window. You can search on a variety of attributes to
locate or view an Interaction.

-
| Prospects ‘ ‘ Students | | Alumni & Friends ‘ ‘ C: i ‘ ‘ Ci icati | | At actiatan Piefpréinces Sign Out
Search for Prospects Profile Actions 4 New ‘& Refresh [ Open py | [ Del More Actions ~ 3 Close w Recruit Track
Joshua Lee ] Fall 2010-1 UG Biology
Prospect Overview =
Biographical
Acadermic

w Profile Summary

Personal Outlook [ I -
| card | Funnel History |

Recruitment , Joshua S Lee
Ratings Banner Id: 700010043
B 510-555-1212 (Cell Phane)
Admission Displaying 1 row o
B 610-555-1212 (Parert 1)
" Date Source Category Type Created By Organization Subject Line
Interaction > L0 Banner Studerti@yahoo.com
Jul 22,2010 2:3 Manually Entered  Unspecified E-mail Sent To admin Undergraduate Advisi Mew Biology Lab Ope

O 3Main Street
Malvern, P& 19355
Courty; Chester
United States of America

—.-| Create Interaction

Search for an Interaction

1. Enter your search criteria in the Search field using a basic or advanced search
option.

2. Click Go to display the results of your search.

View an Interaction

1. Double click on the Interaction you wish to view or highlight and click the Open
button = in the action toolbar. The text of the communication will be displayed.
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Create an Interaction

1. Click the Create Interaction button. The Add New Interaction view will
appear. Any fields marked with a red asterisk* are required fields.

2. Click the Calendar (Eb icon in the Date field and select the date of the
Interaction.

vigy 2 | at| —
Date: # | Jul 22, 2010 }£| ati 2. 59 PM l:!

Organization: = |Unden:jraduate Advising Offica =

Category: = | Manual

Type: # | E-mail Sent To

—
| wws |
]
| 1
|smn|

Subject:  |Major

Description: |Wants to discuss a major change.

Tags €

Add Tag

3. Adjust the time of the Interaction as desired.

4. Click the arrow in the Organization field and select the organization of the
Interaction.

5. Click the arrow in the Category field and select the category of the Interaction.

6. Click the arrow in the Type field and select the type of Interaction.

7. Enter a Subject line in the Subject field.

8. Enter a description of the Interaction in the Description field. (Note: it is
possible to ‘paste’ information into the Description field; for example, the text of
an email that a prospect has sent to a recruiter’s email account can be copied

and pasted here).

9. Click the Save button.
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Contact a Prospect

Recruiters and admissions personnel can send an e-mail to a prospect directly from the
Profile Overview.

From: adming@sampleschool.edu To: IElanner.Student@\,rahou.com |
Subject: * | | Interaction Category: | =2
Sender Organization: 4 | |...|

IESowce | BiY B2 A BB Vi M8 2 Bl iisli=l | € EHE IS SIS

§ % - ST B & = : Format | Namal [« | Fort | Times New Ro...| ~ | Size |smal ;'E Tg~ g

Steps to send an e-mail to a prospect from the Prospect Overview:

- -
1. Click the Contact button. The Editor Toolbar opens.

2. You can choose to use a previously defined template by clicking Use Template
in the upper right hand corner of the pane. The defined templates are created in
the Communications workspace.

3. You can create the text of your communication using the Editor as directed in the
Communications Workbook.

4. The Editor Toolbar lets you enter text with a variety of formatting, including
embedding of links, pictures and other files as needed.

The Editor Toolbar utilizes the power of FCK Editor, which is a lightweight text
editor used in web pages. Using this tool, a user can write text or copy it from
Microsoft Word, format it, create tables, and so on.

The Editor Toolbar contains formatting tools that allow you to enhance and
customize the appearance of your text as shown in the following table:
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The following tools are available in the Editor Toolbar:

El- View/Hide HTML source

El- Select a formatting template

# - Cut selected elements from the text

B2~ Copy selected elements to the clipboard

- Paste items from the clipboard into the text
Paste text from the clipboard into the text

- Paste Microsoft Word content from the clipboard into
the text
¥ - Spell check the text

=?- Undo changes to the text

©- Redo changes to the text

#- Search the text content

“:- Replace text content.

E- Select all items in the text

£/- Remove all formatting from the selected item
B - Change selected text format to bold

I - Change selected text format to italic

U . Change selected text format to underline

#£. Change selected text format to strike through
i=- Insert/Remove a numbered list

i=- Insert/Remove a bulleted list

£- Decrease paragraph indent

=- Increase paragraph indent
- Apply left justification to selected text

||'l'i TRt

- Apply center justification to selected text
- Apply right justification to selected text
=- Apply block justification to selected text
%- Insert an HTML link

£- Remove an HTML link

& - Insert/Edit an HTML anchor

- Insert/Edit an image

- Insert/Edit a table

2¥- Insert special characters

More information regarding the FCK Editor functions can be found in the

Communications Workbook.

5. Click Send to send immediately.

6. Click Schedule to schedule a future date and time for the e-mail contact to be

sent.
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Population Lists
[ ]

Introduction

A Population List consists of a number of prospective students’ profiles that share one or
more common attributes or groups of attributes. You create a Population List to serve as
the target of an enrollment campaign or communication.

Population lists are also used to create Interaction Watch Lists. A recruiting record must
exist within the Banner database to be displayed in the Profile Manager workspace, and be
included in a Population List.

To access a list of existing Population Lists, select Population Lists from the Profile
Manager tab.

‘ Prospects | i Students I i Alumni & Friends l | Campai | I C icati i Administration | Preferences Sign Out
Csten T R Population List Actions 3 New @ Refresh G5 r & More Actions = 3¢
Population Lists > Population Lists (SR 3
] Advisors
Interactions < Biglogy Majors
Displaying 4 rows, DMM Poplist
Funnels Nama Description Status Access Owner Creation Date | List Count Last Calculated E—
DMM.Poplist Available Personal admin Aug 02, 20108: 0O
zbtast Available Personal admin Aug01,20108: 0
Advisors Available Personal admin Aug 01,20108: 0
Biology Majors  Prospects who  Available Personal admin Aug01,20109: 22 Aug 01, 20102
»
1
e

Population Lists which you have created are listed in the My List panel on the right side of
the screen. A brief summary of a highlighted Population List appears in the Population
Summary panel.

From this screen you can search for a Population List, create a new Population List, open a
list and delete a list.
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Search for a Population List

To search for a Population List, use the following procedure:

1. Enter your search criteria in the Search field or use the Advanced Search
function.

Population Lists

Search by Name

2. Click the Go arrow.

3. The Population Lists that meet your search criteria display in the list below.

Create a Population List

1. From the Populations List window in Prospect tab click New '+ in the action
toolbar.

2. Enter a name for the new Population List. This is a required field.

eate Population List

Mame: s | |

Description ‘ ‘

w Expression Options

Expression Mame & | Parameter

X 2 D

3. Provide a short description for the new Population List.
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4. To add an Expression to the population list, click Add Expression. These
Expressions have been created in the Administration workspace. To learn more
about Expressions please refer to the Expressions Workbook.

Add Expressions to Population List

Search by Name

Exprassion . Description

Funnel. Cualifying. Applicant List of Applicants. =

Funnel. Qualifying. Prospect List of Prospects.

Funnel. Cualifying. Inquiry Prospects who have at least one interaction with the institution. i

Funnel. Qualifying. Enroll Applicants who have enmlled :

Funnel.Disqualifying. ProspectWithdrawn Prospects who have withdrawn from the process.

Funnel. Disqualifying. Applicantwithdrawn Applicants who have withdrawn their applications T

Funnel. Qualifying. Admit Applicants who have been accepted by the institution.

Funnel. Gualifying. Confirm Applicants who have accepted offer.

Desirability. Acad HE-GPA-High Expression used for desirability factor,

Desirability. Acad.MursingMajors Expression used for desirability factor,

Desirability.Acad. TestScore Exprassion usad for desirability factor.

Desirability. Dem. Ethnicity Expression used for desirability factor.

Diesirability. Dem. NotCitizen Expression used for desirability factor.

Desirability Cther. Honors Expression used for desirability factor, =
=

5. Select the Expression to add to the Population List.

reate Population List

Name: = |Blology.Major |

Description: | Prospects who want to major in Biology

w Expression Options

Expression Mame & | Parameter

Probakility Dem InMearkyStal Currerd Term, Currert Student |§|

£ ) R
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6. If the Expression includes parameters, select the Expression name to expose the
attributes and enter the values that you require.

gate Population List

Name: # |Blology.Majar |

Driescription:

Prospects who want to major in Biology ‘

w Expression Options

Exprassion Mame & | Parameter

Probability Dem nkearbySta Current Term, Current Student |SE|

Currert | kgl

i... :
Term:

Description: Selects the persons with the term
specified, in either the Application or Becruit record,

Current | !“.|

Student

Level Description: Selects the persons with the level
specified, associsted with either the Application or
Recruit record.

£ I

7. Click Save to store any changes you have made.

The system automatically saved the new Population List as a personal. Only the list's
creator can add or delete profiles from this list.

Delete a Population List

You may only delete a Population List for which you are the owner. To delete a Population List:

1. Select the list you want to delete.

2. Click Delete “* "®= on the Population List Actions toolbar.

3. Confirm the deletion.

Note: The Population List is now deleted.
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Population List Overview
[ ]

Overview

Select a Population List and click “ “P*" from the toolbar or double click the entry name.
This opens the Population List Overview window.

When you open an individual list from the Population Lists window, Relationship
Management displays a summary or overview page containing all of the information about
that particular list.

The Overview page displays the name of the list’s creator, a brief description, the list's Lock
status, and the Expressions and their parameters used to create the Population List.

The Population Summary in the lower sidebar displays the profiles that you added or
excluded manually.

From the Overview page, you can edit all of the aspects of the list, and continue to refine
the list by adding profiles. You can also send a contact to all prospects in the list using the
Contact All function.

-

Administration | Preferences Sign Out

‘ Prospects ‘ i Students | i Alumni & Friends , | c

’ i

Population Actions = Refresh G Copy [ Delete  Mare Actions = 3 Close w My Prospect Lists

Population Lists

) . | saaren i i =)
_ Biology.Majors [Search by Hame E3
Overview > e
- Acdpopd g
Fopulation Frofiles Biology Majors
Population Overview & A
Description: Prospects that wwan to major in Biology
Owner: admin
Shared: Mo
Results Locked: fo
Exprassion: Prabability Acad HS-GPA (Parameters are: Current Term Equals Fall 2010, Current Student Level Equals 13
Szl w Population Summary
Tags < i
ag Population Results
Aid Tag Total: 64

Last Calculated:

Jul 23, 2010 7:52 AM
Shared: o

Results Locked: o

Manually Included
Total: 0

Manually Excluded

Add Profiles (DRiZ0

=Y
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Your personal Population Lists will appear in the My Prospect Lists space in the top right
panel but shared lists will not. The Population Summary panel gives an overview of the
Population List.

It is important to note that certain menu items and button functions may or may not be
available depending on the Shared status for the Population List.

o Personal - When you create a new Population List, the system automatically
saves the list as a Personal list, which means that only you can add or delete
profiles from it manually. Your personal lists will appear in you're my
Prospect Lists space. When you search for a Population List, the system
displays all lists matching the search criteria. You can filter on “Owner” to see
only your lists by using the Advanced Search function.

The system also saves the list with Results Unlocked. Anyone who can edit a
list can lock or unlock it. Locking a list means it will not recalculate and you
cannot manually add or exclude profiles from it. You can continue to edit the
name and description of a locked list -- locking a list locks only the list
results. You may choose to lock a list if you have ongoing activities with the
list members, and you do not want the population to change.

Users can view other users’ Personal lists, but cannot edit them. This means
that they can view another user’s Personal list name and description, and can
open the list to see the prospects in the list, and can see which Expressions
are used to create the list, as well as any manually included or excluded
prospects for the list. They will not be able to edit any of that information in
another user’s Personal list, nor will they be able to manually add or exclude
prospects.

e Shared - You can edit the new list to change it to a Shared list, giving all
users access to the population list. Shared lists do not appear in your My Lists
space. Once you share a list, it cannot be made personal again. Shared lists
can be seen by all users, but modified only by users with specific
roles/permissions.

All users can make a Personal copy of a Shared list for their own purposes.

Tags

You can associate a tag with an entity directly from the entity’s Overview page. Add and
Remove Tags capability is available on the Overview page for Populations, Campaigns,
Templates, Profile Interactions, and Expressions. Each Overview detail page allows you to
add and remove existing tags, and add additional tags.

Use the Tag icon to open and edit the existing list of tags associated with the entity. If no
tags exist, the overview displays the Add Tag link. Click the link or the Tag icon to add
any available tags to the item directly from its overview page.
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You can create multiple tags at once; the system adds commas to separate them as you

type them in. Click the link to view the list of available tags, begin typing, and the system
auto-filters tags as you type.

| Prospects | | Students | | Alumni & Friends I [ Campai } [ c ications | | Administration ] Proforances | Sign Qut
| ‘

Population Actions Ne ”.‘, Refresh &% Cpen [ = Copy |3 Delete  More Actions ~ ¥ Close - MY Fruspect Lists

Biology Majors [Seach by Name x|

Advisors

Population Lists

Overview >

Papulation Profiles Biology Majors
Population Overview r Dhil Popiist
Description: Prospects who want to major in Biology S
Owner: admin
Shared: Mo

Results Locked: no

Expression: Biclogy Major (Parameters are: Field Of Study Equals Biology | Curriculum Term Equals Fall 2010)

Tags @
Tags: College of Arts and Science, Undergraduate Recruiting, »
w Population Summary
Close
Population Resulis
o Total: 22
AVEI'EblB TEQS Last Calculated:
Alumni - Athletic Recruiting  College of Arts and Science  College of Business Administration  College of Education Aug 0, 2010 210 PM
Sharad: o

Currert Students  Football Friends Law Schoal Underaraduate Recruiting

Results Locked: Mo

Manually Included
Total: 1

Manually Excluded
Total: 0

SEIEREE N Add Profiles
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Edit a Population List

1. Select a Population List and click “~ “"*" from the toolbar or double click the
entry name. This opens the Population List Overview page.

2. In the Population Overview section of the page, click Edit &

Population Overview r
Description: Prospects who want to major in Biology

Owner: admin

Shared: [la]

Results Locked: Ro
Expression: Biclogy Major (Parameters are: Field Of Study Eguals Biology, Curriculum Term Equals Fall 20100

Tags A

Addd Tag

This opens the Edit window.

Name: = |Biclogy.Majors |

Description:

Prospects that wan to major in Biology ‘

Shared: [ ] Yes

Lock Results: [ ] Yes

w Expression Options

Expression Name Farameter

Probability. 2cad HE-GPA  Currert Term, Current Student |§|

= ) D
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3. Edit the fields as needed:

» Name - Modify the name of the Population List. This is a required
field.

» Description - Modify the description of the Population List.

» Shared - Select the Shared checkbox to allow this Population List to
be shared.

= Lock Results - Select the Lock Results checkbox to freeze the
Population List and prevent it from being updated.

» Add Expression - Click Add Expression to add an Expression to
the Population List. If the Expression has parameters, select the
parameters to display the attributes and enter the appropriate values.
To remove an Expression click x Delete next to the expression.

4. Click Save to store any changes you have made. Click Cancel to discard any
changes you have made.

Add a profile to a list

You can add constituents to a list manually if they were not included in the initial Population
List based on their attributes. When the manual additions become part of the list, they
remain in the list even after it is rerun. If you want to later remove a prospect you added
manually, you must remove that prospect manually as well. Manual additions are not
removed as the result of the rerun of an Expression.

) Add Profiles . ]
1. Click Add Profiles to search for profiles to be added to the
Population List.
2. Search for and select the profiles that you would like to add.

3. Click Add.
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Contact all prospects in a Population List

1. In the Population Overview page, click the Population Profiles link.
- -
2. Click Contact All to send an e-mail message to all
prospects in the list.

3. Compose the e-mail. For further instructions regarding this screen go to
the Interactions section of this workbook.

4. Click Schedule to assign a specific date and time that this e-mail will be
sent to the recipients or Click Send to immediately send the message.

More Actions

From the More Actions drop down list in the Population Actions bar, you can choose
from several additional actions to perform on the current Population List. The menu options
vary depending on if the Population List is shared.

J Population Actions | 'z. Refresh &5 Cpen [12 Copy | % Delete - Maone Actions = M Close

B|D|Ugy Majgrs Edit Manually Added Profiles
Edit Excluded Prafiles
| - Recalculate List

Population Overview &
Description: Prozpects who wart to major in Biology
Owner: aclmin
Shared: Mo

Results Locked: ho
Expression: Biology Major (Parameters are; Field Of Study Equals Biology, Curriculum Term Equals Fall 20107

Tags {

Undergraduate Recruiting, College of Arts and Science
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Edit Manually Added Profiles

This function allows you to edit the profiles that were manually added to the current
Population List. Select the profile you wish to remove from the list and click the Remove
button.

Last Name | First Mame
Bingaman  Joie
Binford Huntar
Bing Julisza
Bines |saac
Einning Lewis

Les Joshua
Binns Glennis

Middle MNam:

Romelia
Harrisan
Rosalia
Cruz
Teodom
5

Stephane

Birth Date | City

Aug 08, 188! Humbird

Aug 30, 1201 Winnett

Dec 09, 188! Sardis

Sep 10, 188 Bathgate

May 11, 120 Kalispell

Jan 01, 188 Malern

Apr 24, 1988 Bremen

isp
State Zip
Wisconsin 54746
55412
Tennessee 38371
Morth Dakot: 58216
lMontana 50004
Pannsylvan 18355
Indiana 46506

Iayinq 7 rows.
Tem
Summer 198
Fall 2010
Spring 2009
Fall 1888
Spring 2005
Fall 2010
The End of ©

Edit Excluded Profiles

This function allows you to edit the profiles that were manually excluded from the current
Population List. Click Remove to restore the excluded profile to the Population List.

Last Mame | First Name

Bingaman  Joie

Binford Hunter
Bing Julissa
Bines |saac
Binning Lewis
Lee Joshua
Einns Glennis

Middle Marm| Birth Date

Romelia
Harrison
Rosalia
Cruz
Teodaro
=

Stephane

Aug 06, 198!
Aug 30, 185
Dec 09, 188!
Sep 10, 188
May 11, 188
Jan 01, 198

Apr 24 198

City
Humbird
Winnett
Sardis
Bathgata
Kalispell
Malvern

Bremen

State Zip
Wisconsin 54746
55412
Tennessea 38371
Morth Dakot 58216
Montana 55604
Pennsylvan 19355
Indiana 46506

Displaying 7 rows.
Tem
Summer 198
Fall 2010
Spring 2000
Fall 1898
Spring 2005
Fall 2010
The End of ~
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Calculate List

This option is only available for Shared Population Lists. Once the Recalculate has been
selected and performed, the Population summary panel Population Results total will
change.

w Population Summary

Population Results
Total: 22

Last Calculated:

ALy 03, 2010 2:00 PR
Shared: Mo

Results Locked: po

Manually Included
Total: 1

Manually Excluded
Total: 0
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Population Profiles
B :

Population Profiles

The Population Profiles page summarizes the contents of a Population List, displaying the
first 2500 individuals in the list along with their data.

From this page, access the More Actions button on the Population Actions toolbar to add or
exclude profiles and recalculate the list. Using the Copy to Clipboard function, you can copy
the displayed profiles and export the contents to a spreadsheet. You can also include a
concatenated list of all the active telephone numbers for the prospect in addition to other
copied profile information.

f ( ( ) 1 [ ) .
| Prospects ‘ | studants | | Atumni & Frisnds | ‘ Campai ‘ ‘ C ications | | Administration Preforences | Sign Out
Besiililankiss Population Actians New @ Refresh & Open [14 Copy [ Delete | More Actions ~ 3 Close w My Prospect Lists
|3sarch by Name [;|
Cverview T —
Ad-papl_p
Population Profiles ) s — Biology Majors
Displaying 63 rows, Shanes
LastName | FirstName | Middle Name| Birth Date | City State zZip Gendar Tem
Acford Reggie Byron Way 03, 1988 Hiwassee  Viminia 24347 Male Fal 2010 |2
Bacote Willie Cassaundra  Dec 08, 1887 Mobile Alabama 36607 Female Fall 2010
Bakker Laurencs Joe Feb 28, 1989 Decatur linois 62521 Mala Fal 2010 [
Balbuena  Susann Lisa May 28, 198 Austin Texas 78744 Female Fall 2010 »
Beagls Titus Carming Feb 24, 1684 Donalds South Carclir 28538 Male Fall 2010 v Population Summary
Bilbro Jose Yolanda Jun 03, 1880 Erin Tennessee 37061 Femals Fall 2010 Population Results
Binford Hurter Harrison Aug 30, 1880 Winnstt 55412 Male Fall 2010 Total: 63
Last Calculated
Blea Heath Jerry Dec 18, 1880 Statesvile Naorth Carolin 28625 Male Fall 2010 Jul 23, 2010 7:52 AM
Bracknay Gregory Augustus Feb 07, 1987 Beaver Ohio 45613 Male Fall 2010 fherecl o
Results Locked: Ko
Brault Daneen Carley Oct 11, 1987 California Missouri €s018 Female Fall 2010
Manually Included
Byrum Demarcus Earle Dec 28, 1980 Snow Oklahoma 74567 Male Fall 2010 Total: 0
hin Matthew s lan N1 1682 Maluern Pennsul dum s 10255 Male Fall 20100 X
Manually Excluded
—.—I tact Selects Contact All Excl rofiles Add Profiles e
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Add a profile to a list

You can add prospects to a list manually if they were not included in the Population List
based on their attributes. When the manual additions become part of the list, they remain in
the grouping even after it is rerun. If you want to later remove a constituent you added
manually, you must remove that individual manually as well. Manual additions are not
removed as the result of the rerun of an Expression.

1. Search for and select the Population List that you would like to edit.

2. Click =~Open.

3. Click Add Profiles to search for profiles to be added to the Population
List.

4. Search for and select the profiles that you would like to add.

5. Click Add.

Exclude a profile from a list

You may need to exclude some profiles from a Population List. Certain constituents, for
example, may require special or personalized handling, or may have been reassigned to
another recruiter, or may have simply lost interest in pursuing enroliment. Follow the steps
below to remove or exclude constituents from a Population List:

1. Search for and select the Population List that you would like to edit.

2. Click = Open.

3. Select Population Profiles.

4. Select the profiles to exclude from the Population List.

5. Click Exclude Profiles to exclude unwanted profiles from the list.

6. If you are excluding profiles that were manually added to the Population List,
you are asked to confirm that you want to remove the profiles.

7. Click OK.

© SunGard 2004-2010 Relationship Management — Prospects
Page 67


javascript:fD(91);
javascript:fD(97);

Contact profiles in a population list

To contact all profiles in a Population List, follow these steps:
1. Search for and select the Population List that you would like to edit.
2. Click =Open.
3. Click Contact All to send an e-mail message to all prospects in the list.

4. Compose the e-mail. For further instructions regarding this screen go to the
Interactions section of this Workbook.

5. Click Schedule to assign a specific date and time that this e-mail will be sent
to the recipient or Click Send to immediately send the message.

Follow these steps to contact selected profiles in a Population List.
1. Search for and select the Population List that you would like to edit.
2. Click =Open.
3. Select Population Profiles.

4. Select the profiles to contact from the Population List. To select more than
one profile in the list use the shift key or the control key.

5. Click Contact Selected to send an e-mail message to specific profiles in a
Population List.

6. Compose the e-mail. For further instructions regarding this screen go to the
Interactions section of this workbook.

7. Click Schedule to assign a specific date and time that this e-mail will be sent
to the recipient or Click Send to immediately send the message
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More Actions

From the More Actions drop down list in the Population Actions bar, you can choose
from several additional actions to perform on the current Population List.

Fopulation Actions 4 Mew ‘@ Refresh (&5 Open [ Copy [% Delete = More Actions = 3 Close
Add Selected to New List
BiD|DQ‘y’. M ajors Edit Manually Added Profiles
Edit Excludad Profiles . "*-—-—-ﬁ.ﬁ
Recalculate List
Copy to Clipboard ng 63 rows.
Last Mama First Mame Middlie Mamea| Birth Date City State Zip Gander Term
Axford Reggie Byron May 03, 1988 Hiwassea Wirginia 24347 Male Fall 2010 =
Bacote Millie Cassaundra Dec 08, 1987 Mobile Alabama 36607 Femala Fall 2010 H

Add Selected to New List

This function allows you to add selected members of the current Population List to a new
list by creating a new Population List. See the Create a New Population List section for
more details.

e g_t__e_Population List

Mame: % || |

Description: ‘ ‘

p Expression Options
=
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Edit Manually Added Profiles

This function allows you to edit the profiles that were manually added to the current

Population List. Select the profile you wish to remove from the list and click the Remove
button.

Displaying 1 row,
Last Name | First Mame | Middle Mami| Birth Date | City State Zip Tem

Lee Joshua 5 dan 01, 192 Malvern Pennsylvan 19355 Fall 2010

Edit Excluded Profiles

This function allows you to edit the profiles that were manually excluded from the current
Population List. Click Restore Profile to restore the excluded profile to the Population List.

Edit Manual Excluded Profiles: Biology.Majors

Displaying 1 row.
Last Name | First N:| Middle Name | Birth Date City State Zip Tem

Balas Charlin Heather May 22, 1888 Jeffersonville Indiana 47133 Fall 2010

m Restore Profile
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Calculate List

If you click on Calculate List when an Expression has been defined for your list, it will
refresh the list with any new prospects which meet the criteria of the Expression. If the list
is manual with no Expression, then no recalculation will occur.

Copy to Clipboard

The Copy to Clipboard feature is one of several options that are available when working
with Population Lists. Copy to Clipboard creates a .csv file of the students that can be
opened in Microsoft Excel or other software program. Relationship Management will only
display 2500 rows of a Population List even if the list is greater than 2500 rows. In
addition, only those 2500 rows that display will be copied to the Clipboard.

To copy a list to Clipboard, use the following procedure:

1.

2.

Select Population Lists.

Select a Population List that is shared, or one that you created.
Select Population Profiles to display the Population List.

Select Copy to Clipboard from More Actions on the toolbar.

Copy the results to a spreadsheet.
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Funnel Status
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Funnel Status
[ ]

Introduction

The Funnel Status is a graphical indicator that shows you at a glance where each prospect
is in his or her progress toward becoming an applicant, an admitted, or an enrolled student.
Funnel Status indicators have been implemented according to your own institution’s
definitions, and customized with the rules that determine when and under what
circumstances a prospect progresses from one stage to the next. The Funnel Status tracks
major milestones and when a prospect has achieved each one.

Funnel Instance

A Funnel Instance is an implementation of a Funnel Model for a particular term and student
academic level, used to track the progress of that group of constituents toward enrollment.
You can select and view an instance of an active Funnel Model.

To view a Funnel Instance, click Funnels in the Prospects tab navigation panel. This lists
all the Funnel Instances in Relationship Management.

Select a Funnel Instance from the list to view the Instance Summary information about
the particular instance, including its name and description, its status when last executed,
and the date of execution.
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The Funnel Instance has states, and the States Overview displays the associated state
data -- qualifying, pending, and disqualifying.

| Prospects ‘ I Students I [Alumni &Friends | | Campaigns | | Administration | Preferences | sign out

Funnel Instancs Actions B New | ‘M Refresh B Cpan |18 Copy [ Delata |- Mors Actions = 1
Search for Prospects L _ = ; * w Instance Summary
poptlafion Lists Funnel Instances

Search by Mame
Interactions =]
Displaying 1 row,

Funnels - .

Mame Status Tem Level Qualifier Last Successfi| Active

Admissions.Funnal Started Fall 2010 (201 Undergraduate Jul22,20101 Yes

i —

Click on the various parts of the pie chart to view more details regarding that particular
state.

For example, click on Disqualifying or on the blue section of the pie chart. The view

changes to:
L

¢ States Overview [E| Disqualifying

. Applicant Withdrawn 18 100%
. Prospect Withdrawn 0 0%

B Cualifying 256 93.4%
B Pending 0 0%
. Dizqualifying 18 £.575%

i inii ] [ b

© SunGard 2004-2010 Relationship Management — Prospects
Page 74



Click on the [E arrow to return to the previ

w States Chart

[E| Disqualifying

Withdrawn 18 100%
Withdrawn 0 0%

B Applicant
P Frospect

4| [T | [p

ous view:

Setting up Funnel Models, Funnel States and Funnel Instances is covered in more detail in

the Funnels Workbook.

Funnel History

An individual's status in the Funnel is available for viewing in the Profile Summary panel

under Funnel History tab as shown below:

Preferences Sign Out

| Prospects | ‘ Students | | Alumni & Friends I I Campaif

Ik

I

istration |

Profile Actions 42 Refresh & Cpen

Search for Prospects
: Joshua Lee
Prospect Overview )
Biographical
Biographical
Academic

Residence: |n state Resident

Citizenship: Citizen
Fersonal Outlnok

Academic
Recruitment
Program: BS in Biology
Ratings Level: Undergraduste
High School: halvern High Schoal
Adrmission College:
Interaction Personal Outlook

Interests: Art; Dehate; Dramatics
Attributes:

Sources: Downingtown Senior High School

More Actions = 3 Close

% Dalat

Fall 20101 U3 Binlogy

Ethnicity: Caucasian

w Profile Summary

Gender: Male
| Card H Funnel History ‘
Major: Biology » Viewing: | Associated history JRd
Degree: Bachelor of Arts L.
GPA: 356 L Admissions.Funnel
Test Scores: SAT Mathematics 650; SAT Yerbal 600 L Applicant  (Current State)

Jul 22, 201011:59 AW

Create Interaction m
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Appendix A - Tags

mEEn
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Using Tags
[ ]

Description

In Relationship Management, Tags are similar in concept to keywords allowing institutions
to characterize and categorize items and subsequently search for them using those tags.

Taggable items

The following types of items can have tags applied to them:
e Expressions
e Populations
o Templates
e Campaigns
e Interactions

When working with expressions, tags can be incorporated into expression query criteria.

The following example will use a population list, but the steps are similar for each type of
item.
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Applying a Tag to an Item
[ ]

Introduction

The Tags Display interface is accessed on the pages for each item that can have tags
assigned to it. Users who are authorized to add or remove tags can do so by clicking the

Tag Display ("®) icon or by clicking the Add Tags link on an overview page.

‘ Prospects | ‘ Students. | ‘ Alumni & Friends | ‘ Campaigns | ‘ Communications ‘ | Administration |
J L it il 1 L 1

Preferences

Sign Out

Population Lists Population Actions ‘o Refresh & Open [15 Copy [ Delete  More Actions ~ 3 Close
) Biology Majors
Overview ) .f—-..“
. ’-—- -

Fopulation Profiles
Population Overview ]l
Description: Prospects who want to major in Biology
Owner: admin
Shared: Mo
Results Locked: hlo
Expression: Biclogy Major (Parameters are: Field Of Study Equals Biology, Curriculum Term Eguals Fall 2010)
Tags €

Tags

| O

Athletic Recruiting
College of Arts and Science

College of Business Administration
College of Education
Current Students
Footbal
——Friends

Law School ¥
==

Undergracuate Recrutting, College of Ars and Science

Add Profiles

w My Prospect Lists

‘ Search bl Name m

Acdvizors
Biclogy Majors
Dbkl Poplist
Zhtest

w Population Summary

Population Results
Total: 22

Last Calculated

Aug 03, 2010 200 PM
Sharad: Mo

Results Locked: ho

Manually Included
Total: 1

Manually Excluded
Total: 0

If tags cannot be applied on the current screen, this icon will be grayed out (@ ).
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Applying tags from the Tags Display Interface

Double-click a tag to apply it to the current item. Applied tags will be displayed in that
item's summary and will appear in the Tags Display in bold, such as Biology Majors in the
example below. Multiple tags can be applied to an item.

‘ Prospects ‘ | Students | | Alumni & Friends | ‘ Campaigns ‘ | C: icati | | Administration | Preferences Sign COut

; : T — - = VY ”
Population Lists ‘ Population Actions lew | Refresh & Open Copy [ Delste  Mora Actions ~ ¥ Closa v My Prospect Lists

Brars ) BIO'Ogy Majors ‘S'earch by Name m
aitic __‘ﬁ;‘"‘ Advisors
[

Paopulation Profiles Biolagy Majors
Population Overview ra DN Poplict
Description:  Prospects wha wart ta major in Biology Zhtest
Owner: admin
Shared: Mo

Results Locked: Mo

Exprassion: Biology Major (Perameters are: Field Of Study Eguals Biology | Curriculum Term Equals Fall 2010)

Tags ¢

Tags: | College of Arts and Science, Undergraduate Recruiting, |

w Population Summary

H
a
]
o

Population Results

Available Tags e 22
ag Last Calculated:
Alumni - Athistic Recruting  College of Arts and Science  College of Business Sdministration  College of Education Aug 03, 2010 2:00 PM

Shared: po

Current Students  Football Friends  Law School  Undergraduate Recruiting Results Locked: Mo

Manually Included
Total; 1

Manually Excluded
Total: 0

w Contact Selecta Contact Al Excluda Profiles Add Profiles

Unapplying tags

To unapply a tag, double-click it. It should change from being bolded to normal case, and it
will be removed from the item's summary.

Tags @] E] —

Alumni
Athletic Recruiting

College of Arts and Science

College of Business Administration
College of Education

Current Students

Football

Friznds

Law School -
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Applying tags using the Available Tags link

You can also apply a tag using the Add Tags link on the User Interface. Use the Tag icon
to open and edit the existing list of tags associated with the entity. If no tags exist, the

overview displays the Add Tag link. Click the link or the Tag icon to add any available tags
to the item directly from its overview page.

You can create multiple tags at once; the system adds commas to separate them as you

type them in. Click the link to view the list of available tags, begin typing, and the system
auto-filters tags as you type.

‘ Prospects ‘ i Students. i i Alumni & Friends I ‘ Campai | i C icati | | Administration Preferences Sign Out
Population Lists Fopulation Actions New |9 Refresh |G Of Copy [ Delete  More Actions ~ ¥ Close ¥ My Prospect Lists

Biology Majors . T

Overview >

Advisors

Population Profiles —w Biology Majors
Population Overview P DiNEPonist
Description: Prospects who want to major in Biology Gk
Owner: admin
Sharad: Mo

Results Locked: o

Expression: Biology Major (Parameters are: Field Of Study Equals Biology | Curriculum Term Egquals Fall 2010)

Tags
Tags: | Callege of Arts and Science, Undergraduate Recruiting | »
—
Population Results
Available Tags i
Alumni  Athletic Recruiting  College of Arts and Science  College of Business Administration  College of Education g:grgj, ijﬂ;ﬂ 2:00 P

Current Students  Foothall Friends Law School  Undergraduate Recruiting

Results Locked: Mo

Manually Included
Total: 1

Manually Excluded
Total: 0

l G acte ntact A C F s Add Profiles

- A 2

Unapplying tags

To unapply a tag, click on it in the Available Tags list. It should change from being bolded
to normal case, and it will be removed from the item's summary.
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View Items With A Specific Tag
[ ] .

Introduction

Once a tag has been applied to items in the Relationship Management system, you can use
the Tags menu on the Administration tab to view all items to which that tag has been
applied.

‘ Prospecis | ‘ Students. | ‘ Alumni & Friends | ‘ Campaig | ‘ C icati ‘ | Administration Preferences Sign Cut

Tags Actions 4 New ‘@ Refresh |5 Open py | Delete | More Actions = 3% Clos

Users

Roles

Business Rules i
Displaying 10 rows.
Expressions

Name A | Added By Added Date Count of Associations®

Alumni admin Aug 03, 2010 1:54P1 0O
Funnels

Athletic Recruiting admin Aug 02, 2010 B56 AN O
Ratings College of Arts and Science admin Aug 03, 2010 1:54 P11

College of Business Administration admin Aug 03, 2010 1:54Pr 0O
Tags | College of Edusation admin Aug 03, 2010 154 P10

Current Students admin Aug 03, 2010 1:54 Pt O
Categories

Football admin Aug 03, 2010 1:54 P1 O
Organizations Friznds admin Aug 03, 2010 1:54 P10

Law School admin Aug 03, 2010 1:54 P10
Communication Configuration - Y EeE— admin Aug 02, 2010 BSE AN 2

1 *Does notinclude Interactions
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Steps

1. Access the Tags menu on the Administration tab.

2. View the available tags. You may sort this list by name, creator, date of creation
or count of associations by clicking the column headers.

3. Double-click a tag to open it, or click it once to select it and click Open on the
Tags Actions toolbar.

4. All items that have been tagged with the selected tag are displayed.

| Prospects ‘ | Students | | Alumni & Friends | | Campaigns ‘ | Communications | | Administration ‘ Preferences Sign Out

Tags Tags Actions %2 Refresh & Or py [ Deleta | Maors Actions | 3 Close

Undergraduate Recruiting

Tag Overview >

F-—-.__

Tag Overview

Mama: Undergraduste Recruting

ltems tagged with Undergraduate Recruiting

Name a  Type

Biology Majors Population

Dihird Poplist Population

5. If you wish to change the name of the tag, you can do so by clicking the Edit
( j) icon in its Tag Overview block.
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Search for Tagged Items
[ ]

Introduction

Once tags have been applied to items in the Relationship Management system, you can use
Advanced Search to search for items that contain specific tags.

Steps

1. Access a menu that contains searchable items that can be tagged. For this
example, click the Prospects tab.

2. Click the Population Lists link.

= ¥ o | : : _
| Prospects | | Students | | Alumni & Friends | | Campaigns | | Communications ‘ ‘ Administration Preferences Sign Out

Population List Actions New ‘@ Refresh 5 Open [ Col g Delete Mor tions = e
Search for Prospects + ot e Ry LK =

Population Lists > POPU|3ti0n Lists —

Dsa'n_q 4 rows,

Interactions

Funnels Nama Description Status Access Owner Creation Date | List Count Last Calculated
DM Poplist Available Personal admin fAug 02, 20108 0
zbtast Awailable Personal admin Aug 01, 20109 0O
Advisors Available Personal admin Aug 01, 20108 0
Biology Majors  Prospects who 1 Available Personal admin Aug 01, 20108:; 22 Aug 01, 2010 2:
4
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3. Click Advanced Search to call up the advanced search functionality.

4. Select Tags from the criteria list.

Population Lists

[ Salect Attribute

Description
Mame
Chwenier

Shared Access

Tags

arch by Mz

MName

Foatball

L]
L]
D Friends
]
L]
L]

Law School

Alumni

Caollege of Bu...

College of Ed...

Current Stud..

Athletic Recr...

Caollzge of Art...

Available Tags

Added Date

Aug 03, 2010 1
Aug 03, 2010 1
Aug 03, 2010 1
Aug 03, 2010 1
Aug 03, 2010 1
Aug 03, 2010 1
Aug 02, 2010
Aug 03, 2010 1

Aug 03, 2010 1

Added By Tag Count

admin
admin
admin
admin
admin
admin
admin
admin

admin

0

0

i)

0

Displaying 9 rows.

Selected Tags

MName Added Date Added By
Undergraduate Aug 02, 20108 admin

Tag Count

2

Clear List [

X

6. Double-click on Available Tags entries to move them to the Selected Tags block,

and vice versa.

7. When the tags that you wish to search for are selected, click the Select button.

Relationship Management — Prospects
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8. Add additional criteria to your search as desired, then click Go.

The items that contain your criteria will be displayed.

Population Lists

- SR

[ Tags - |Llr|dergraduate Recruiting

[ Select Attribute n

Close Clear Go
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Appendix B - Population List
Settings - More Actions

mEEm
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Population List Settings — More Actions
[

Population List rules

The success of various functions will depend on a number of factors:
o whether the owner or a user is performing the function
e whether the list is shared
o whether the list is locked

Use the following tables to determine what functions may be performed under varying
combinations of these criteria.

Owner performing the function

Not Shared, Not Shared, Shared, Shared,
Not Locked Locked Not Locked Locked
Add selected to new list Y Y Y Y
Edit manually added profiles Y Y Y Y
Edit excluded profiles Y Y Y Y
Recalculate list Y N Y N
Copy to clipboard Y Y Y Y

The owner is permitted to lock or unlock a Population List.

User performing the function

Not Shared, Not Shared, Shared, Shared,
Not Locked Locked Not Locked Locked
Add selected to new list N N N Y
Edit manually added profiles N N N Y
Edit excluded profiles N N N Y
Recalculate list Y N Y N
Copy to clipboard Y Y Y Y

A User who is not the owner of a Population List may not unlock the list.
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