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Preface

This document assumes that the reader knows the Windows environment and understands basic
school administration terminology.

Related References

Refer to the CampusVue Help System for more information about topics discussed in this
document.

Document Conventions

The following conventions are used to help guide the reader in finding information quickly.

Convention Use

BOLD Names of files, keys, forms, paths, and program
components

> Symbol used in paths to signify a shift to the next level of
options

Note: Important information

Definition of Terms

The word “student” is used to refer to any individual with a record in the CampusVue database, regardless
of that person’s current or former status with the institution.
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Introduction to CampusVue

The CampusVue system for the administration of educational institutions has many features designed
to help you get your job done quickly and efficiently.
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CampusVue has the familiar look and feel of a Windows-based application.

CampusVue can be customized to operate according to your school’s business practices and
procedures.

CampusVue is organized like your school: it’s composed of modules which correspond to the
functional departments on your campus.

CampusVue has a comprehensive online Help system and a support desk available via Internet, e-mail,
and telephone.

This user guide for navigating the CampusVue application will acquaint you with the basic layout
of the CampusVue screen, the steps for finding student records and other information, and the
many ways in which you can find answers to your questions about how to keep CampusVue
working its best for you.
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The CampusVue Desktop

The CampusVue Desktop

This section prepares you to:

® identify the parts of the CampusVue desktop

explain why different users may see different desktops
open menus and submenus using the Menu Bar

use keyboard shortcuts

manage open and active windows

CampusVue opens in a window called the CampusVue Desktop.

ERel-2 3 Y

Menu Bar
Title Bar

Recent Students Box

Shortcut (Tool) Bar

Student Bar

CampusVue Work Area

Status Bar

The look of your personal CampusVue desktop is determined by your security permissions.
“Permissions” refers to that group of menus, icons, folders, and processes to which you have
access in the CampusVue application. These permissions are based on your job description and
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The CampusVue Desktop

are associated with your user ID, so it is important that you keep your login information
confidential. If you discover that your permissions prevent you from performing your job duties
in the CampusVue system, notify your supervisor or system administrator.

Your CampusVue desktop is where you will perform your daily activities and functions. On the
desktop, you will find tools for use in navigating the CampusVue application. They include the
Title Bar, the Menu Bar, the Shortcut Bar, the Student Bar, the Recent Students Box, the
Status Bar, and the CampusVue Work Area. Each item is described further in the following
sections.

The CampusVue Work Area

The CampusVue Work Area is the large blue area of the desktop where folders and forms open,
each in its own separate window. You can have many windows open in this work area
simultaneously. As each new window opens, it will appear “in front” and may hide all or part of
other open windows. At any time, you can click Window on the CampusVue Menu bar to see a
list of your currently-open windows. A checkmark indicates the active window, and you can
switch to another window by selecting it on the list. Alternatively, you can simply click
anywhere in a window to make it active and bring it to the front. As in other Windows
applications, you can also move windows around by “dragging” them by their title bar.

Window

The
Cascade

1 Student Master - Jones, Mie

2 Contact History: Jones, Mike E

3 Addresses: Jones, Mke E

4 Transcript Regquest: Jones, Mke E
¥ SErrolment - Jones, Mike E

Note: There is a distinction between an open window and an active window. Several
windows can be open at the same time but only the active window - the one in front
- can be edited or updated.

Pop-up Menu: Right-click in the blue work area to see a menu of useful tools and shortcuts.

Find Student
Find Emplowver
Find Staff
Student Groups
Emplover Groups
Mew Student
Cuick Lead

Contact Manager

Session Defaulks
Set Background Color
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The CampusVue Desktop

Title Bar

The Title Bar reads CampusVue - your school’s corporate name.

ﬁ Campus¥ue - CMI

If you have permissions in more than one database (for example, if you have access to work in
the data for more than one campus), the title bar’s information may change as you switch between
databases.

Menu Bar

The CampusVue Menu bar is the gateway to the program. Remember that the Menu bar reflects
the permissions of the user who is logged in, so your personal Menu bar may vary from the full
Menu bar pictured here.

File Find Wiew Lists Daily Reports Window Tools Setup Help

Clicking on a Menu bar item displays a submenu. In the example below, clicking the Daily menu
displays a list of departmental modules; resting the mouse pointer on Admissions brings up the
Admissions Daily menu:

Conkack Manager e et ey
Process Electronic Leads
Pracess Online Applicants

Adwvertising Expenses

Bdmissions

Financial fid
Student Accounts
Academic Records Document Tracking

Enroll Student

Reassign Leads

High Schoals

Allocate Budgeted Starts
TransfFer Credits

Manage Course Relationships

Bakch Quick Lead Entry

Diskance Education
Zareer Services
Loan Managemenk
Student Services
Haousing

L . . A . Y B

Admission Rep Mainkenance

<Detachz=

Again, your permissions will determine which menus appear on your desktop and which submenu
options are available to you. For example, some options on your submenus may be “grayed-out”
or “dimmed.” This indicates that the option is either inactive or unavailable to you.

Note: If you access your department’s Daily menu frequently, you can click <Detach> to

keep the Daily menu constantly open in your work area.
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The CampusVue Desktop

File Menu

The File menu includes options for adding a new lead, closing the active window, refreshing the
active form, deleting a record, printing a picture of your screen, setting up printer options, quick
return to recently-accessed records, logging off, closing all open forms at once, and exiting from
the CampusVue application.

add MNew Lead Chrl+L
Mew Lead (Full) Chrl+M

Close Ckrl+F4
Fefresh F5

Delete

Print CEr+P
Prinkt Setup

Brown, Ann - 26614
Abbott, Yickoria - 194
Ackerman, Ryan - 15942
Smith, John - 126

Essex, Leigh - 422
Alexander, Jane - 421
Baker, Arigl - 14738
Grant, Ulee - 1512
Twiose, Jacqueling - 14747

L = L I %

Logoff
Close all Forms
Exit

Some menu options have keyboard shortcuts associated with them. For example, the FS key
“refreshes,” or updates, an active form. See Appendix A for a list of keyboard shortcuts.

Find Menu

The Find menu leads you to records for an individual student or a group of students via the
Student Search form. It can also move you to the next name in your Recent Students list.

| student CtFE

Mexk Student F3 |
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The CampusVue Desktop

View Menu

The View menu lets you view and edit individual student information in the CampusVue system.

Options are organized by department and reflect the tabs and folders on the Student Bar. For
example, selecting View > Admissions > Tests (below left) is the same as going to the Student

bar, clicking on the Admissions tab, and opening the Tests folder (below right).

Contact Manager  # Enntact. M.anager
Adrmissions d  Student Admizsions
: Financial Aid k| Inguiry (23 Student
1 Student Accounts Applicant & Inai
Academic Recards  # Education nauiry
Zareer Services r SUmmmary ([ Applicant
o ierer: » IR S Ecuoatn
Student Services  # Schonl Fields @S
Housing 3 Audit Lrnmary
Skatus Histor [(Tests
Student Groups Deposit Y ﬁ
School Fields
Employer Groups Transfer Credits _
Session Defaulks (3 Aud
(L1 Status History
v Student Bar
v Toolbars (3 Deposit
v Shabus Bar (L Transfer Credits

The Student Groups and Employer Groups options will open the forms for managing the
selected groups.

The Session Defaults option offers access to your session defaults (session parameters) for
Campus, Term, FA Year, and Module settings. Defaults remain set until you change them.

ﬁ' A Campbell Session Parameters m

Campus |Earn|:-us Manaaement lnstitute EI

Term [20085 -]
Favear 200507 [+]

Madule |< no default: E

[ Show thiz screen every time Campusifue starts

Save

At the bottom of the View menu you can elect whether to see the Student Bar, Toolbar, and
Status Bar on your CampusVue Desktop. (Two additional options, Customize User Toolbar and
User Toolbar, may appear if your system administrator has enabled user toolbars.)
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The CampusVue Desktop

Lists Menu

The Lists menu is also organized by campus departments. It is used to maintain the many lists of
choices that appear in the drop-down boxes throughout the system. The departmental lists are
centrally controlled in this way in order to maintain data and reporting integrity.

Select a department option to open the Setup -- Lists form for that department.

Zontack Manager
Admissions
Financial Aid
Student Accounts
Academic Records
Zareer Services
Book, Skore

Loan Managemenk
Student Services
Housing

Each list is presented on a separate tab on the form. The screenshot below shows the Student
Services lists. The brackets on the title bar will indicate the name of the tab (list) that has been
selected.

Setup - Student Services Lists [Room Type]

Room Type l Lu:u:atiu:un] Service Eateguries] Sewices] Service Billing Methnd]

Daily Menu

The Daily menu for each department leads to a list of that department’s batch processes. Move
the mouse pointer over a department name to display that department’s Daily menu, and then
click on your selection.

Daily
Conktact Manager
Adrmissions
Financial fid
Student Accounts

Diskance Education

Cocument Tracking

Emplovers

Print Employer Letters

pdate Placement Status/Advisors
Reassign Employvers

Process Cnline Emplovers

Career Services

Loan Management
Student Services

3
3
3
3
Academic Records  #
3
3
3
3
3

Housing

<Detachz>
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The CampusVue Desktop

Reports Menu

The Reports menu is organized by department. Move the mouse pointer over a department name

to display that department’s menu and make your selection. An asterisk (*) denotes a custom

report designed expressly by, or for, your institution.

oo

Execukive Information
Contact Manager

Firiarscial Gid
Student Accounts
Acaderns: Records
Distance Education
Career Services
Loan Management
Skudent Services
Haising

Custom Reports

Click Open Report Selector to see a list of all departmental reports you have access to.

See individual department user guides or CampusVue Help for information on running reports.

3

Admissions

b . .

-

Window Menu

The Window menu lists the currently open windows in the CampusVue work area. Since
CampusVue is capable of having many windows (forms) open at the same time, this menu
changes as you open and close various forms. A check mark indicates the active window. The
Window menu includes options for arranging windows in the work area in tiled format or in

cascaded format.

Window
Tile
Cascade

-

Adrressions Campus Lead Conversion
Adrassions Deposis

Adrmissions Fep Lead Conversion
* College Lishing

Daka Changes Repart

Enkrance Tests

High School Conkacts

Interviews not Enrolled

Lead Expenses by Category
Lead Master Listing Detail

Lead Master Listing Summary
Lead Source Performance

Leads not Interviewed

Start Drabe

Starts - Actual vs, Budget

Lead Summary by Source
Leads Analysis
Skart Date Eneolment Skaks

1 Student Master - Ackerman, Eyan

Z Student Master - Alexander, Jane

3 Contact History: Alexander, Jane
v 4 Applicant: Alexander, Jane

Logging In and Navigating CampusVue User Guide: Basic Navigation
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The CampusVue Desktop

Tools Menu

The Tools menu is organized by department and offers access to specialized processes. For
example, in the Contact Manager tools menu there is a tool that checks the phone numbers in
your database against the National Do Not Call List.

Contact Manager Mational Do Mot Call Import
Sdmissions MNational Do Mot Call Student Update
Student Accounts
Academic Records
Caresr Services

v v v w

e P
Lo arrageEnrent

System »

Setup Menu

Your system administrator uses the Setup menu to configure basic system operation and
determine many of the system defaults. The Setup menu controls system parameters such as

campus and staff member identification, settings for the various modules, security, access to the

data dictionary, and other functions. Access to the Setup menu is heavily restricted.

| Setup

Swskem

Campus Locations
Staff

Security
Status Codes

Contact Manager
Bdmissions
Financial Aid
Student Accounts
Acadermic Records
Distance Education
Career Services

Howsing

Feport Maintenance

Web ¥
Data Dictionary

Schoal Defined Fields
Required Fields

Field Level Security

Executive Summary Report

Logging In and Navigating CampusVue User Guide: Basic Navigation
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The CampusVue Desktop

Help Menu

Help > Contents is the path to access the CampusVue Help system. About opens a window
containing information about the version and build of CampusVue you are using.

Contenks
Custom Help

Help on the Web

About

See the section on CampusVue Help for more information.

Shortcut Bar

The Shortcut Bar contains a variety of command buttons that are marked with unique icons.

|;" 0 v|§|ﬂ - il | ﬂlmﬂ!l gﬂ Recent Students | Smith, John - 125 j Em|@@ B & @|E

These buttons are found to the left and right of the Recent Students box. Clicking a button starts
a task or opens a form or folder as described in the table below.

Remember that your security permissions may determine whether a particular button appears on
your Shortcut bar.

Icons

The tables on the following pages list the Shortcut bar buttons and their functions.
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The CampusVue Desktop

Buttons to the left of the “"Recent Students” box:
Quick Lead icon The Quick Lead icon is used most often by
7 Admissions personnel who enter new lead
information into CampusVue.
New Lead Icon The New Lead icon opens a blank student
0 - record form. The down arrow beside it opens
a blank employer form.
Print Icon The Print icon is a “print screen” command.
=]
Find lcon The Find icon opens a search form. The
i - binoculars open a Student Search; the down
arrow offers options for Employer or Staff
search.
Student Groups The Student Groups icon opens a list of
i Icon existing student groups and allows you to add,
search, or work with groups.
Contact Manager The Contact Manager icon opens the screen
o Icon that displays your activities, such as phone
calls and appointments.
Employer Search The Employer Search icon opens the
o) icon Employer Search form. It is only active when
you are working in the employer database.
=] Close All Forms The Close All Forms icon closes all open and
Icon active forms on the desktop.
Exit Icon The Exit icon is the shortcut to closing the
fjl+ CampusVue application.
Toggle Icon The Toggle icon switches between recent
@ students and recent employers. You can use
it to open the employer database.

Logging In and Navigating CampusVue User Guide: Basic Navigation
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The CampusVue Desktop

Buttons to the right of the “"Recent Students” box lead to information about the
student whose name appears in the box (the “current” student):

2
cd

Green light

Red light

Student is not on hold

Student is on hold. Hover the mouse pointer
over a red light to see what kind(s) of hold the
student is on.

FERPA Information
Icon

The FERPA Information icon allows user to
view the FERPA (Federal Educational Rights
and Privacy Act) information for the current
student (this icon only appears when there is
information to view).

Student Contact
History

The Student Contact History icon opens the
student’s Activities folder, which displays all
current and historical activities that have been
entered in Contact Manager for that student.

Student Groups
Icon

The Student Groups icon opens the student’s
Student Groups folder and displays any groups
of which the student is a member. Here you
can add the student to a group or remove the
student from a group.

Documents lcon

The Documents Icon opens the student’s
Documents folder, which lists all documents
being tracked for the student.

Addresses Icon

The Addresses icon opens the student’s
Addresses folder, showing all addresses and
other contact information for the student.

Reference
Addresses

The Reference Addresses icon does not
necessarily relate to the current student.
Select this tool to search for one or more
students by the contents of their alternative
addresses (often used for loan references).

=
11}

Employer Groups
icon

The Employer Groups icon opens the list of
groups to which the employer belongs. Here
you can add the employer to a group or
remove the employer from a group. This icon
is active only when you are working in the
employer database.

Logging In and Navigating CampusVue User Guide: Basic Navigation
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The CampusVue Desktop

The Recent Students Box

In the center of the Shortcut bar is the Recent Students box.

Recent Students IEhamI:-ers, Cecelia - 26565 j

The student whose name appears in the Recent Students box is the “current” student — the student
whose records can be found on the Student bar.

Click the down-arrow to the right of the Recent Students box to drop a list of the most recently
accessed student records:

Recent Students | Chambers, Cecelia - 26565 j

Brown, Ann - 26616

Adking, Diana - 15183 L
Adams, Gary - 15269

Wwhatt, Mark - 13363

Callinz, Latizha - 296

Jonhes, Mike - 265 &

Click on a name in the list to make that student the “current student.” This action opens the
student’s Student Master form and puts that student’s information in the Student bar.

Student Bar

The Student Bar is located on the left side of the CampusVue Desktop. The Student Bar matches
the View Menu, giving you easy access to information regarding the “current” student (the
student whose name appears in the Recent Students box).

Student Bar

Logging In and Navigating CampusVue User Guide: Basic Navigation 18



The CampusVue Desktop

The Student Bar functions much like a file cabinet, where each campus department occupies its
own file drawer. Click on a departmental tab or “file drawer” to open it, and then click on a file
folder to open that folder in your work area. You need not close one folder before opening
another — it’s possible to have many folders open at once, even if they belong to different
students.

Note: The Student Bar belongs to only one student at a time: the student whose name is in
the Recent Students box (also known as the “current” student). To access another
student’s records, select another student from the Recent Students list (by clicking
the down arrow), OR click the Binoculars to search for another student and open
that student’s record (see “Searching for a Student Record”). Both methods will
change the name in the Recent Students box, and the contents of the Student Bar
will now belong to that student.

Status Bar

The Status Bar is located at the bottom of the screen and displays basic information about current
system operations.

DISPLAY admirigtrator | Chdl frndsmStudbdaster | 7724/ 2006

The individual cells are described in the table below:

DISPLAY Mode Indicator The mode of the active window: Add, Edit, or
Display.

admmiristratar User ID The user ID of the user who is currently logged
on.

CHI Campus The campus in which the current user is working.

Double-click to open the Session Defaults box.

rrrsrris buadh aster Form The name of the form currently open (or most

recently opened).

64202002 System date The date which will be stamped on all database
transactions.

User Toolbar
The system administrator may allow you to create a User Toolbar that displays custom-selected
data fields for your current student. In this manner you can quickly view specific information
without having to open multiple student folders.

To create a customized user toolbar:

1 Select View > Customize User Toolbar to open the Customize User Toolbar form:
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The CampusVue Desktop

LrsEbrars Larcip

2 Pick your custom items from the lists. At the top left, you can select the forms or folders to
which you would like a shortcut button.

3 Here, from the list on the right we select View/sa/Payment Schedule.

Available Selected
Faorm -] Faorm
Yiew/fa/Documents
Yiew/za/Ledger Cards —I
W edule 3
Y]
Wiew' sa/Hevenue Ledger
Wiew/za/Fefund Calculation €4
Yiews/za/School Fields A
K LIJ

<] | +

4 Click the **| button to move your selection to the “Selected” list on the right. A window
opens for you to choose an icon for your custom button to open the “Payment Schedule”

form.
§ ozt @
257" RACA ARENT \CE00 3 BATIL
-~ o cedened
canpanl ﬁm
1 o DATATR
Y] el
& pesl peyd
2 iy
[ - #nld
! A
W Evdira b e I I JEeel I I L
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The CampusVue Desktop

5 Select an icon and click Select to close the window and create your new custom entry.

ﬁ Customize User Toolbar [ |

Available Selected

Faorm - Farm
YWiew /oS tudent
Yiew/omibctivities
Yiew/om/Student Groups
Yiew/ocm/Documents
Yiew/ocmibddreszes
Yiew/ocmibgency Affiliations
Yiew/om/Student Picture

[« |

Wiew/za/Payment Schedule

<] | |

6 At the bottom of the form, you can select items of the current student’s information that you
would like to be displayed automatically in your work area.

7 Here we have selected AR Balance and Graduation Date.

— Digplay
* Descrption  © Code

D ata Element ;l [ ata Element Dizplay
Adm. Rep _| AR Balance Descrip
Campus Graduation Date Descrip
Current LDA,
Exp. Start Date
Lead Date
Lead Source

<1 |

<] i

Apply | Cancel | Cloze |

8 When you have made your selections, click Apply and Close.

9 Return to your view menu and select User Toolbar.

v Student Bar
v Toolbars
v Stakus Bar
Customize User Toolbar
v User ToolBar

10 View your custom toolbar in the top left corner of your CampusVue blue work area. Here we
have a shortcut to the student’s payment schedule and two data fields, A/R Balance and
Graduation Date:

|J_| a: - |JJ A0 Balance: 5053912 Graduation Date: 1003072002 | - |
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Searching for Student Records

This section prepares you to:
® Secarch for students by name or social security number
® Search for groups of students who share common attributes

The Student Search form quickly and effectively locates student records in CampusVue. In this
topic, you will learn how to do a “basic” search for a student based on the student’s name, social
security number, or other ID number. You’ll also learn how to do “advanced” searches, which

use pre-defined filters to find groups of students who share common characteristics, such as the
same school status.

The Student Search Form
There are five ways to open the Student Search form:

Click the Search |ﬂ icon with the binoculars.

[ ]
® (lick Find on the menu bar and select Student.
® Double-click in the blue CampusVue work area with the left mouse button.
® Right-click in the blue CampusVue work area and select Find Student from the menu.
® Use the keyboard shortcut Ctrl+F.
ﬁ Search Mi=1E
Search Advanced Groups
Eampuleampus hanagement Inztitute u
Student Numl:uerl
Student Mumber
55N Includz Alias=s? ™
Lazt Name|| Firzt Mame I
Lagt [ ame Firgt Mame S55M Program Phone Murmber
<] 2
| /
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Searching for Student Records

The Student Search form has three tabs: Search, Advanced, and Groups. The Search tab
allows you to perform a basic search, most commonly by last name and/or first name or SSN.
The Advanced tab allows you to perform an “Advanced” search, which is a filtering process that
limits the records returned to only those that match your selection criteria. The Groups tab is
used to form a group from the search results.

Basic Search

To search for an individual student:

1 Enter the student’s last name and/or first name and/or social security number or other
identifying number on the Search tab (you do not have to capitalize names).

2 Click the Search button or hit the Enter key on your keyboard.

ﬁ' Search !E m

Search! Achvanced Groups

Campus IEampus Management Inztibute ILI @.
StudentNumberl— Cancel |
StudentMumber[ Feset |

SSH Include &liazes? [~ | Customize |

Last Namelbam First M ame I

Lazt Mame Firzt Mame S5N Program Phaone Mumber =
Barnard K.athleen B05-58-5555 [555)089-1650
Barmes Djuna Financial Managem| [123)456-789
Bames Keta 805-58-6555 [550)089-0455
Barnes Mike 265-6E-7889 Firancial M anagem| [555)089-1568
Bames Floy 805-58-5555 [555)083-
Bamett George B05-58-5555 [FREI0R9-6713 =]
4] | o
| 8 students found. 4

In this example, eight records matched the search criteria of “barn.” They appear in table
format on the bottom half of the form, where each line represents one student record. These
are the Search Results, and the total number of records retrieved appears in the lower left
corner of the form.

3 Double-click a name to open the corresponding Student Master form. Notice that opening a
student record inserts that student’s name in the Recent Students box and puts that student’s
information in the Student Bar.

NOTE: You may notice a name appearing more than once in your search results. The same
name may belong to more than one person, or a student may have more than one
record in your database (for example, a currently-attending student may have an old
lead record from several years ago). If a student has only one record but has
multiple enrollments that satisfy your search criteria, each of those enroliments will
be represented in the search resulits.
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Advanced Sea

rch

An advanced search permits you to search for groups of students who share one or more common
attributes, such as the same school status or the same Admissions rep.

To perform an advanced search:

1 Click the Advanced tab in the search form.

ﬁ' Search !EI m
Search Advanced Groups
Field Walue
| Cancel |

[4[4[4[4]4]4
[a[a[a[«]«]n

Last Mame

|First Mame |SSN |F'rc-gram

|Phone MHumber

B

2 In the Field column, click the down arrow to select the first attribute to be used in the
filtering process.

3 In the Value column, click the down arrow to select a corresponding value. (Hint: for the
first column, picture a field in the student’s record that you want to search on; for the second
column, what do you want that field to say?)

ﬁ Search

Search Advanced

M= 3

Groups

Field

S chaal Status

-
-
-
-
-
-

Last Mame

|First Hame |SSN |F'r0gram

|F'h0ne MHumber |
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4 You can add additional lines to the grid to narrow your search further.

5 Click the Search button (or the Enter key on your keyboard) to trigger the search. In the
example below, 21 students have a school status of “Being Processed.”

ﬁ' Search !EI m
Search Advanced Groups
Field | Value
School Status ¥ |[Being Processed ndl
- -
- i
Last Hame Firzt M ame 55N Frogram FPhone Mumber &
Ackerman Fiyan F05-HE-HR55 General Managemel [555] 089-3020
Adamz Gary 205-58-5555 Facilities kanagem| [555)083-3307
Adamz John 264-56-0985 General Manageme| [954)555-3066
Adking Diana 805-558-5555 Facilities Managem| [555)083-4380
Baig Saba 589-95-6549 Distance Eduacatic| [954)393-6599
Baig Saba h83-95-6049 Marketing Manager| [954)399-6599 =]
]| [
|21 students found. 4

6 Use additional rows of the Field/Value table to add layers to your search and narrow the
results further. For example, the addition of a second row to our example shows that 15 of
the original 21 students were enrolled by Able Baker.

ﬁ Search !El m
Search Advanced Groups
Fieid | Value
S chool Status * |[Being Processed
ladm. Flep ¥ able B aker
-
Lazt Mame First Mame SSH Program Phone Mumber =
Ackerman Hyan FH5-5E-RREE Heneral Manageme [555] 099-30:0
Adams Jaohn 264-56-0385 General Manageme [954)555-3066
Baig Saba 583-95-6549 Digtance Eduacatic| [354)839-6539
Baig Saba 583-95-6549 M arketing tanager| [954)299-6539
BTok Seni G20-00-5009 General Manageme| [361) 555-4444
Dazzling Calor 236-01-0007 General Manageme| [561]555-3333 = |
<] o
| 15 students found. 4

NOTE: Some criteria, such as “City” in the example below, have no down arrow in the Value
column, indicating that you can type (in this case a city name) directly into the field.
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ﬁ' Search !El EI
Search Groups
Field | Value

School Status * ||Being Proceszed hd

ladm. Rep * lable Baker hd

{ICity = ||Boca Raton

-

Last Mame First Mame 55N Proaram Phone Mumber
Adams Jaohin 264-56-0985 General Manageme| [954]1555-5066
Johnzon John 48E-33-2424 General Manageme| [561]355-9500
Mizzile Sam b arketing b anager BE15553873
Roberts Jazon BRE-1212412 Facilities Managen [561]241-8588

<] 1
| 4 students found. 4

Search Tips

The following tips will not only help you to perform faster, more accurate searches, but they will
also help you to get the most out of the Search form.

TIP: Reset the Search Form

The Search form retains the results of the last search in your current login session. To perform
subsequent searches, you may need to clear all previous search criteria. To begin a new search,
click the Reset button on the right.

ﬁ' Search !El B
S Advanced! Ermupe
Field Walue

S chiool Status > |Being Proceszed

[adrn. Rep ¥ [lable Baker

City - |Boza Raton

Lazt Mame Firzt Mame 55N Program FPhone Mumber
Adamsg John 264-56-0385 General M anageme| [954)555-3066
Johnzaon John 456-33-2424 General M anageme| [561]555-3500
Mizzile Sam tdark eting Manager| 5615558873
Roberts Jason BRB-12-1212 Facilities Managem| [561]241-3888

<] 1
| 4 students found. 4

A Reset may be especially important if your last search used both tabs, because both the Search

and Advanced tabs contribute to the search results. If a search yields the “No Students Were
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Found” message, it may be necessary to clear search criteria on one of the tabs, especially if you
are switching from a basic to an advanced search or vice versa.

CampusYue m |

@ Mo students were Found.

TIP: Abbreviate names

Due to occasional misspellings of a student’s name in the system, it may be prudent for you to
search by entering only the first few letters in a student’s name instead of the full name. For
example, use Chr instead of the full name of Christina, which might have been entered as
“Christine” by mistake.

ﬁ' Search !E m
Search Acvanced Groups
Eampuleampus FMananement Inzhibute ILI

Student Numberl
Student Mumber
55N Include Alisses? [

Last Namel-":"-fagl:lﬂ First Mame |chr

Lazt Mame First M ame SSN ___________________ Proagrarm Ehg_ne M urnber

Aranon Chriztine A0A-53-A55R [5RAI0ES-

<] &

| 1 student found.

TIP: Use “wildcard” characters

The underscore character () can replace one character in the search criteria field. In the

example below, we entered "a_c" in the last name field, and the search retrieved students named
Adcock, Arche, Archer, etc.
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ﬁ' Search !E m
Search Advanced Groups
Eampuleampus Management Inztitute I;I

Student Numberl
Student Mumber
55N Include Aliases? [~

Lazt Namela_c First Mame

Last Name First Mame 35N Program Phone Number

Adcock, Jett a05-558-5555 Financial Managem| [555]033-1052

Arche Peggy 205-58-5555 [EBE])023-6022

Archer Charlotte 205-58-5555 [EBB])023-F1EE

Archibald Eric: 205-58-5555 [BBE])023-3783

Archibeque Scarlet 205-58-5555 [EBB])023-7457

Atcher John 205-58-5555 (5550592853 =]

4] | o

| ¥ ztudentz found.

S

The percent character (%) can be used to replace a string of characters. Example: If you entered
"%Donald" in the last name field, you would get students named MacDonald, McDonald,
Mcdonald, etc..

ﬁ' Search !E m
Search Advanced Groups
Eampuleampus Management Inztitute I;I

Student Numl:uerl
Student Mumber
55N Include Aliases? [~

Last NamelZanah:l First Mame I

Lazt Mame Firzt Mame S5M Prograrm Phone Mumber =

Grajek-meodonald | Lois 205-58-5555 [EBE])023-3447

tacDonald Severn 354-98-1226 [404] 555-3310

bz Donald Jazon [504)933-3333 —I

b cdonald Agza 205-58-5555 [E55])023-0000

b cdonald Kim 205-58-5555 [EBE])023-3855

b cdonald b argaret 205-53-5555 (555)059-4999 =]

4] | o

| 11 students found. g
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The Student Master Form

This section prepares you to:

Determine a student’s status

Add comments to a student’s record

View and edit student demographic information
Save previous address information for a student

The bulk of information stored within CampusVue is organized around students, and the heart of

a student’s record is the Student Master form. This topic focuses on the data contained on the
Student Master form: how it gets there, how to edit it, and how to use the icons on it.

You can open the Student Master form in any of three ways:

1

2

3

Find the student via the Student Search form and double-click on the student’s name.

departmental tab on the Student Bar.

Layout

Choose the student from the drop-down list in the Recent Students box.

With the student’s name in the Recent Students box, click the Student folder under any

The information on the Student Master form is presented in two columns.

The left-hand column contains demographic information about the student.

Country IUnited States of America [" BadAddress

Phare Mumber IW [ Bad Phone
‘Wark Phone I Ext.
Other Phone I Caunty
Mobils Phone [(561) 5556544
E-mail Iismith52@msn.com
Other email I
ssN[ | Gendee|
BithDate[ Veteran [Unspecified

M arital Statusl Dizabled | Unspecified
Ethnic Group I Nationalit}ll
Citizen I Alien #t I

m Student Master - Smith, John

Student Humber |261 PIM |

e
Last Mame |5 mith First NameIJOhn [
MiddeMName [ e[
MNickname [ Maiden Mame[
Address ID eerfield Beach ﬂ
City [FL [0 [5400 w10

r

Drrite. Lic: State | DL# I

School Statuz INBW Lead
Lead Source |BOARD-Advertising

| ast Activity Date I I

Expected Start I

Prev Education I

A gencySponsar |

Qrig Start Date I D
Current LDA& I =

Campus ICampus Management Institute

Lead Date [4/12/2002 [04:32PM

Lead Type |

tdm, Rep |4ble Baker

Interest I

Pragram I
Shift |

Inztrument |

14 G TG & )
[T [T Data Block [ndicate El

DEI Date | g

E-tail | SMS |

Edit | LCloze I

=10l
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The right-hand column contains fields which describe the student’s relationship with the school.

Mickname |

ﬁ Student Master - Smith, John
Title IM,_

-0l x|

Student Murnber |261 FIM |

Last Mame ISmilh First NameIJDhn
tiddle Marne I

SuffiHI

M aiden Namel

Address IDeerfieId Beach

=

City |FL

10 [5400 MW 10

Couritry |United States of America

Phone Humber |[551 ] 555-8899

Wark Phone |

Other Phone I

Mabile Phane |(561) 555-5544

[ Badaddress
[ BadPhone

Ext. I
Enunt_l.JI

E -mail Iismith52@msn.c:0m

Other email I
S5M

Birth Drate I

kA arital Status |
Ethnic Group I Nationalityl
Citizen I

Genderl
Weteran IUnspecified

Digabled |Unspecified

Alien ﬂl

Drive. Lic State I

oL# |

Eail |

sMs |

Campus IEampus kM anagement Institute

School Status |New Lead

Lead Source |BOARD-Advertising

Lead Date |4/12/2002 |04:32 P

Lead Type |

| azt Activity Date I I

Adm Rep [4ble Baker

Interest I

Program I

Shift |

Expected Start I

Frev Education |

B gencysS ponzor I

Instrurment I

Orig Start Date I
Current LD, I

|l E‘E:'mmlg{am [T [ats Block [ndizate

=Tty

DEI D ate I

L)

=

Ei

Edt | Chose |

The Student Master form may be sparsely populated at first, especially if it was created by saving

a Quick Lead form, which is often used by personnel who take inquiry calls and need to enter

student information quickly before transferring the caller to an Admissions representative. Since

the Quick Lead form has only a handful of fields, a new student record will have many empty
fields. As more school personnel work with the student, they edit the form with the additional

information they gather.

Notice that some of the fields appear colored or highlighted:

Firzt Hame I

Last [ame I

These are required fields. This convention is used throughout the CampusVue system to
indicate a field that must be completed before the form you are editing can be saved. Your

institution can customize the color of required fields.
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Student Master Form Border Colors

Each Student Master form has a colored border that corresponds to the student’s Status
Category. (Think of a status category as a stage in the life cycle of a student at your school.)

There are seven status categories defined by the CampusVue system: Lead, Applicant
Processing, Enrolled, Never Started, Active, Temporary Out, and Permanent Out. The
CampusVue default border colors are presented below. Your institution can customize the color
used for each status category at Setup > Status Codes > Colors.

| Colorz

Click on the Category to Set the Color

| Lead

- Degees Seaking Backgound Colors i~ HonDregres Sesking Background Colors

A status category may contain one or more School Statuses.

For example, the “Active” status category, which represents the current student population, may
contain such school statuses as Active, Probation, Externship, and/or Pending Graduate. The
names of these School Statuses are determined by your institution’s business practices.

The School Status field is located in the upper right corner of the Student Master form. The
combination of status category and school status indicates the student’s current standing with the
school.

- o] x|
Student Mumber |255 PIM I
Campus IEampus M anagement Institute |;I

] [ective =]

Lead Source [automated ISIF Lead = | o |
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Icons

There are three icons in the lower right-hand corner of the Student Master form. Their functions
are described in the table at the bottom of the page.

Last Mame |Smith

Title |M,.

ﬁ Student Master - Smith, John — | Dlll

Student Number |126 PN [1234

First M arne IJDhn Carmpuz ICampus M anagement Institute

Middle Narme [ suffis] | Sohool Status [Active
Wickname [ """ MsidenName[  LeadSouce [BOAAD Advertising
Address |1 23, Wwhonderful Apartments i’ Lead Date |3/12/1353 | 04: 014 Phd
City |Tamarac IT |33441 Lead Type IPthe In
County | [ BadAddess  Lastéctivity Date [08/21/2007 [12:00 Ph
Fhore Murnber IW ™ Bad Phane Adm, Rep Jandiew Mellon
Work Phane | E”LI |rterest |Business
Other Phone I Caunty Ipa|m Beach Program |Marketing I anagernent
Mobile Phore [(354) S55.6666 Shift |Day
E-rmail |iergensonvondugenheimer@worldslongestemai Expected Start ISH 8/2005
Dther email | Prey Education |High Schaal
SSN |254.55.1234 GenderlMale AgencysSponsar I
Birth [ ate IW Veteran IND— |mztrurment |Intramural Bazeball
b arital Status Ising|e— Dizabled |[No Orig Start Date IW E
Ethnic Group Im M ationality IW Current LDA, IW
Citizen |Eligible Non-Citizen dlien 234567890 | SPNEE T st Block Indicat:
Driv. LicState [FL | gy [w389-789-02-456-0 DB Date IB.:’SUH2EIDB

Q)

Comment icon

The Comment icon allows you to add a comment to the
student’s record. When a comment is entered here, the
icon will change from a white comment box to a yellow
lined note. Clicking on it will allow you to add, edit, or
delete comments. If comments are entirely deleted, the
icon will return to a white comment box. Comments
entered via this comments box are not tracked for
reporting purposes and an audit trail is not kept as to
who entered, edited, or removed the comments.

Activities icon

The Activities Icon allows you to add a Contact
Manager activity for the student. Activities entered via
this icon are included in the student’s Contact History
and included in reports.

Print Labels icon

The Print Labels icon allows you to print an individual
mailing label for this student.
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Buttons

Along the lower border of the Student Master form are a series of buttons or cells of information:

Ficture Opens a digital photo of the student (if one has
been saved)

E-Mail Opens a form from which you can send an e-mail
message to the student, provided the student has a
viable e-mail address in the Student Master form
and an e-mail client is configured

Opens a form from which you can send an SMS
text message to the student, provided the student
subscribes to the SMS service and a viable mobile
number is provided in the Student Master form.

Indicates that this student has more than one

enrollment in the system. Many CampusVue forms
Multiple Enroliments display enrollment-specific information which
changes when different enrollments are selected.
(This box is not present if the student has only one

enrollment)

Puts the form in Edit mode for adding or changing
information

Saves changes (activated in Edit mode)

Cancels changes (activated in Edit mode)

Closes the form

Editing the Student Master Form

The Student Master form may contain sparse information at first. As the student progresses
through the Admissions and Applicant processes, more information is collected on the student
and added to the student’s record by way of the Edit process.

To Edit the Student Master form:
1 Click the Edit button to activate those fields in which you have permission to make changes.

2 Add or edit information as required.
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3 Click Save to save your changes.

4 If you make changes to certain contact information fields, you may be prompted to save the
old address information to the student’s Addresses folder via the Save Old Address form

(former contact information can be useful).

(T |

i Od Address

Last Name [#ckemnan [Fan

Address |FO Bow 203

City [FORT LAUDERDALE

Postal Code [33338
Countiy

Phone (555) 083-3020

State |FL E:I

.
-
=

Wark Phone|

| &iddresz Tope I i;l
e Desciiption | Code | &
Parent | PAREMT
Pemanent Address From Onfine Apo PERMOMLN |
Refererce ) |REF
Seasonal Address |SEASONAL
SEVIS Cunent US Address | SUSADDR
SEMIS Foreign US Address | SFORADDR 1.
Spongod | SPONSOR | i

If you wish to save the old information, click the down-arrow on the Address Type field to
select the type of address you are saving (usually “Previous”), and click Save. If you do not
wish to save the old information, click Close and then click No on the “second chance”

message that appears.

Campus¥Yue m

A change was made to the address, would wou like ko save the old information to another address type?

Yes Mo

Cancel |
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The CampusVue Help System

This section prepares you to:

browse Help information by subject matter
use the Help index

search the Help system by keyword

save Help topics to the Favorites tab

open context-sensitive Help

navigate the Help toolbar

The Help System in CampusVue is an invaluable resource for new and experienced users alike.
Extensively illustrated with screen shots from the application, Help is always a click away with

information on topics both basic and advanced.

On the Menu Bar, click Help > Contents to open the CampusVue Help Library in a new browser

window.

. Help

Contents
Custom Help

Help on the Web

About

The left pane contains four tabs: Contents, Index, Search, and Favorites. The right pane displays

the Help system home page.

BT e ]
K B oI° F & o
. |..- O B ST Sy S — -

Tha Compathm Bysbem b casigrenl I ity il inbreabios sk e pregrens sdhon B
! mﬂhrmu“hrm

= Thwe Watax B & B itiow of He rein Canp ireriy minbrl b
“wnm:rﬂﬂmﬂmm—lmmhnﬂn“ﬂ n oulla o wahan

m:mhm -d'ﬂhh.:. mlmﬁ-h_

e ALY rexis, mmin. w CHIT

s ;:P:i-rwn”mm:uhuwn

ﬂlld!m‘l‘-hl
§ Tool T se s b Cospeths boghe yau 8 ceick ces o He prpes o' s brbonor icos o e
T i Tim Forpm F1 i 8 ey b s T e b
-mﬂnﬁnﬂm—:-—ﬂl_ﬁhhmhumﬂu mham

pra. — oy o Hem active Farn Hom,
lthwf:n li:urr:rri.—lmﬂu mmg:.lud‘hﬂ'.hhh.-mlﬂu
FwrrwwntH b rewied

T Falin Hisip Bxlsreres Librery B sschesl Fon e Helg opilon on e Serpeus els e, Yo
_-hmhmﬁmmhmﬁmdm

» Topiar rdred 43 xivs haip ool sy o quislip by clisbie] ca ssdecer] Topler e 0 dra
botiwry o Hen g e . Wl il help Ecplcs b i opios.

--mmﬁm—-_q—lkmfmhﬂmm-nmnm
[ ]

Ha ravicn _hmﬂmm hm—lmﬂhhm‘l
z-uu,. - #ram chorming the braining geices b e speciic scckin 5T

= Hulp s o wal ouoss gn haip shin cespanss s by sorasing ol CREEE WU CO) .
“rul tHa. The hoes page of He Cospethos heip wyakes o Drisrest: lekc io He [k heree page
r=id Tvever erome sz oo, s iolee mo-aal b DA CHRITEFELT LSS ORISR
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Contents Tab

The Contents tab is organized much like the table of contents in a book. Click the plus (+)

symbol beside any book icon to expand the list associated with it.

wmdex I Eearch] Favcuitesl

& @ Release Notes

. ®

* Q Explore Carmpugifue
= ¢ How Dol Do This?

= @ Student Master Form
[+ @ Suystem Setup

[ @ File Meru

i @ Find Menu

i+ @ View Meru (Student Bar)
[+ Q Draly Menu

H Q Lists Menu

H @ Reportz Menu

& @ Window Meru

i+ @ Tools Menu

i+ @ Help Menu

1 @ Your Intemet Web Site
= @ Setup Menu

Click a topic to open it in the right-hand pane.

Create Labeks

+
+
+

EEEEEEEEE

This proceduna k &n B3y way to creats maling kel with marga codes and postal bar codes. Ot & & Ehnee-part procsdrs
Inuoking kst Campuevul Contack Manager and Micrmeatt Wond & Mall Moo faaturas.

a o ] - Acasgire e SR ot Blynn e G900 o) Lsed wham you ume Contact Manegar to rema an "actein® for vour labels,

- : ke | e T - Cisle-s whers you e Gontect Manegaer to atert tha lebal
dafiritlon procece I Worrd, and tean pou Lse Micmesft Word o dafie Ehe cortamt of your Ll

a BPaad 3 - Wizt Wiy e Pl || Mesgye Labes |z wiers yma tast pour work by prirting some tast bl for salected shoderis,

Mot

This proceduna takes atvartage of the Word featrg that s predatamined fomats Tor Avery Labals. You can sekact the
Auary raling lahal that oo ues v your eckocl. Datarming which dvamy Labol famiat (numsr) ywoll ana going to wso and how
many linac of Information can b printed on each kel Befora you start the setup procadur.

For our maample, we wil ant up s [abel formet {awery 51800 to b u=sd on information packats that am aent to naw kmads,

Fart 1 - Aqckpn an "Asthdty®™ Mame te Your Label

You can click on “How Do I....?” to open a list of hot links to frequently-used topics organized
by departments. Click a departmental link to jump to that department’s topics.
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LContents I Index I §earch| Favor_itesl

&
&
&

]--@ Release Hates
]--@ Intraduction
]--@ Explore Campustue

=-([] How Dol Do This?

----- How Dal ...
Fallz
Select City Zip Code
----- Create Labels

Track NDS Students
Intermet Links

----- 7] audd ctivity

[]--@ M anaging Activities
[]--@ M anaging Student Groups
[]--@ International-SEYIS
]--@ Student Master Farm
]--@ Syztem Setup

- File Menu

7@ Find Menu

]--@ Wiew Menu [Student B ar)
7-@ Daiy Menu

7§ Lists Menu

7-@ Reports Menu

-8 window Menu

7@ Tooks Meru

]--@ Help Menu

- & “rour Intemst web Site

]--@ Setup Menu

HowDoI...

This is a list of common tasks in the Campus'
underlined link to go to the procedure instruc

General (Multimodule) Tasks

Contact Manager
Admissions

Einancial Aid
Student sAccounts
Academic Records
Distance Education
Placement
Bookstore

Setup

Get More Help

General (Multimodule) Tasks

How do I gxit CampusYue?

How do I use the Campus¥ue help system?

How do I guickly enter a new lead?

Index Tab

The Index tab is similar to the index in the back of a large book. You can scroll the index to find
your topic, or simply type a word in the empty field to jump to that index entry. Highlight an
item and click Display, or double-click the topic to open it.

Contents Search I Favarites I

Type in the keyword tao find:

|E mrollment

Enrollment dccount B alancerepart
Enrollment Aiccount report
Enrollment Changes

Errallment Information

Enrollment Registration Steps
Enrallment Statuz

Enrallment Surmmary

Enter Admizzions Expenzes

Enter EDE Fath

Some entries may ask you to narrow your request further. For example, selecting the entry
“Enrollment” prompts a request to select from the following list:
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Chick a topec, then chck Display.

Beadermes Reconds Eroollment ':-{-llun!J:_:

Eruolinent Changss

Erucliment in Academic Record:

Eruoliment Information Campusyue
Ernoliment Status Carpusyue
Eruoliment Summaty Campusyus

[ Displey Cancel |

Click on a topic to highlight it and click Display, or simply double-click the topic.

Search Tab

The Search tab is blank when it first opens.

Corterts | Indes Favarbes |
Type in the keyword o find:

I
Select Topic 1o display:

I 1

Type a keyword or phrase in the field and click List Topics. Help will retrieve a list of topics
which contain that keyword or phrase.

antent$| Index  Search |Favnrjtes|

Type in the keyword to find:

JLo

List Topics |

Select Topic ta display:

Academic Record: Reports
Aukamatic Status Change

Batch Statuz Change

Campus Academic Becords

E arningz Methods

Final Grades-\fiew

Grade Audit

Fieturn af Title 'Y Funds

Fevenue Recognition

Rosters

Scantron Overview

Scantron Rosters Print

Status Change in Academic Records
Students In Scheduled Class
Update Flacement Statusiddvizors

Logging In and Navigating CampusVue User Guide: Basic Navigation



The CampusVue Help System

Open a topic to see that your keyword or phrase is highlighted wherever it appears:

= = Automatic Status Chanpe -
| T3 I— Prosca dure gp_dud Bt eothsngan  Gh eckdF ol e

wihan & chudert's st in achool @ changsd to Laava of Abesees (TR0, the status change form == for @ Begin Oete ad Bn
Errd Cuxts, Thars & & =tored procedurs (EP avaisbls that = be =iacuted daly sz 8 schedulesd tesk outsids of Campu=vyus o
minming the TED Begin Onta, Of the B9 datacts that todsy i the date thet the begirm, tha procedurs change= tha atudant's
akakur from tha cumet ctoha o T,

Enclose your search phrase in quotation marks to return a list of only those topics which contain
the complete phrase just as you typed it.

NOTE: Your list of topics may cross departmental lines. For example, if you want information on
setting up a class schedule, you may type the word “schedule” as a keyword. It generates a
list of topics which includes “Approve Disbursements to Pay” because financial aid
disbursements are “scheduled.”

Favorites Tab

Use the Favorites tab to bookmark your personal list of favorite (or frequently visited) help
topics. Click the Add button to add the currently-displayed topic to the Favorites list. You can
use the Display button to jump to any selected topic from the list. The Remove button only
removes items from your Favorites list - it does not delete the topic from the help system.

Help System Toolbar

At the top of the CampusVue Help System window is a toolbar with several convenient features
or tools. At times some of these tools may be dimmed to indicate that conditions are not right for
their use.
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Hide. Click this button to hide the left-hand frame of the help window. When you click this
option the Hide button changes to Show. Click the Show button to bring back the left-hand frame
with the Contents, Index, Search, and Favorites tabs.

Back. Click this button to go back to the topic you previously viewed.

Forward. Click this button to go forward to a topic you previously viewed.

Stop. Click this button to stop loading a help topic or searching for text.

Refresh. Click this button to refresh the current help topic.

Home. Click this button to go to the first topic in the help system.

Print. Click this button to print the current topic or all topics under the currently selected book.

Note: Although Help offers the ability to print topics for hard-copy reference, these
printed materials may someday become obsolete. As CampusVue is
continually updated, Help topics may need to be revised. Online Help will
always contain the most current information on CampusVue functionality and
operation.

Options. Click this button to display a drop-down menu from which you can hide or show the
left-hand frame (tabs), go backward or forward in the list of topics you have viewed, go to the
home topic, stop viewing the help system, refresh the help window, print one or more topics, and
turn off highlighting of search-selected text in topics.

Shortcut Menus (Right Mouse Button)

Right-click anywhere inside the left-hand pane of the Help System and a shortcut menu will
appear. Options on this menu include:

Open All: Opens all books and shows all topics in the table of contents.

Close All: Closes all books and hides all topics in the table of contents.

Print: Prints the current topic.

View Entry: Displays entry information about the highlighted topic.

Jump to URL: Opens a dialog in which you can enter a Uniform Resource Locator (URL).

Right-click anywhere inside the right-hand pane of the Help System and another shortcut menu
will appear. Options on this menu include

Back: Takes you back one topic.
Forward: Takes you forward one topic.

Select All: Selects all text and graphics in the current topic.

Logging In and Navigating CampusVue User Guide: Basic Navigation 40



The CampusVue Help System

View Source: Displays the HTML source code for the current topic page.
Print: Prints the current topic.
Refresh: Refreshes the current topic on your screen.

Properties: Displays the properties of the current HTML page.

Related Topics Button

At the bottom of most help topics is a Related Topics button. If you didn’t find the information
you wanted, click the Related Topics button to display other topics with closely-related content.

Related Topics

Context-Sensitive Help

To get instant Help when you have an open form in your work area, press the F1 key on your
keyboard to open the Help topic pertaining to your open form.
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Appendix A - Keyboard Shortcuts

The following is a list of frequently-used key combinations. Some of them are specific to
CampusVue and some are commonly used in all Microsoft® Windows™ applications.

Ctrl + L Opens the Quick Lead form

Ctrl + N Starts a new Student Master record

Ctrl+ E Selects the ‘Edit’ on a data form

Ctrl+S Saves data on the active form

Ctrl +Q Cancels the changes made to the active form
Ctrl + F4 Closes the active form

Ctrl+ P Opens the Print dialog box

Ctrl +. (period) Makes a Print Screen of the CampusVue window
Ctrl+F Opens the Student Search engine

Ctrl+Z Restores previous data (undo)

F5 Refreshes active form

F3 Goes to next student

F1 Opens the CampusVue Help Library

Shift + F10 Display pop-up menu

Esc Cancel

Spacebar Select (same as mouse button 1 click)

Alt Activate or inactivate menu bar mode

Alt + Esc Display next window

Alt + Spacebar Display control panel

Alt + Enter Display property sheet for current selection
Alt + F4 Close active window

Alt + F6 Switch to next window within application

Alt + Print Screen Capture active window image to the clipboard
Print Screen Capture desktop image to the clipboard

Ctrl + Esc Access the Start button on taskbar
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Basic Search, 23
Search Tips, 26
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