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Preface

This Training Guide contains information that will enable you to use Contact Manager
and Document Tracking effectively and perform specific related activities.

Related References

Refer to the following references for more information about topics frequently discussed
in this document.

Related Reference Description

Help System Describes how to use the CampusVue
product.

Basic Navigation Describes how to Log in to and navigate

through CampusVue.

Managing Career Services Describes how to use the placement
functionality in CampusVue.

Document Conventions

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

Convention Use

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

Italics Titles, hyperlinks, and special terms

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

Note: Important information
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Daily Schedule

Contact Manager

Contact Manager is many tools in one: a to-do list, an appointment book, a daily
scheduler, a calendar, a selling aid, and a reminder of important due dates and
times — not to mention a letter-generator, a note-delivery system and a student
directory!

Its primary function is to schedule, track, and archive various kinds of
communications between you and your students (or, in some cases, employers).
These communications are called “activities,” and they include appointments,
telephone calls, letters, emails, text messages, meetings, and the like. Contact
Manager captures the details of these interactions and records them in a “Contact
History” for the student or employer. It also makes those details available for
management reporting.

ﬂ Contact Manager E]@@
Staff Member F\dministlator, an E| Al
[ue Dates | |_'I ta | |L| Refresh Daily Schedule
A T Messages T Students

Contact Mame Subject . DueDate Time  Student Phone # Employ

Atmnanin, Karen SO - 15t Bescheduled [nterdiew 1
Atmanin, R onald |A0M - 2nd Rescheduled 2nd Inte| F2005 | 0E: g - |
£ American Express Corporation | Emplayer Phone Call | B43042005 | [954)37
Atmann, Karen / American Express | Student Job Interest Matification | 6/30/2005 | | (5551083112 |[354)37
Atmann, F.aren / American Express | Student Job Interest Notification | §/30/2005 | | [555)083-112 |[954)37
Carla, Millz Change of Status Letter | 7ARS2005 5E1-654-6767
Ahbatt, Karern & | E-mail Student | FAA2006 | [213)555-8533
Ahbatt, Earen & E-mail Student 741172005 | [213)555-8899
<« | »
Add Activity | Edit Activity Cloze Activity Close
8 activities

Note: Several lists support Contact Manager: Activities, Activity
Categories, Activity Status, and Activity Results. The thoughtful,
timely, and ongoing maintenance of these lists will ensure optimum
performance for your school’s Contact Manager users.

Contact Manager works the same way for both student and employer activities.
For simplicity, all examples below are shown with students. See the Managing
Career Services user guide for more information on working with employers in
Contact Manager.

Opening and Closing Contact Manager

® Contact Manager may be set to open automatically each time you log in to

CampusVue. If not, click the Contact Manager icon £ on the Shortcut bar to open
it.

CampusVue User Guide: Contact Manager and Document Tracking 6



Contact Manager

® [fyou close Contact Manager, you can re-open it by clicking the Contact Manager

icon EF on the Shortcut bar, or selecting Daily > Contact Manager > Contact
Manager.

Contact Manager Features

Staff Member

At the top of the Contact Manager form, you will see your name in the Staff
Member field. If you have permission to view another staff member’s activities,
click the down arrow and select the staff member’s name — the Activities tab will
display that person’s pending activities.

Staff Member [&dminiztrator, an = Al

Description Code ;I

Adrminiztrator, an _I

Adden, Joy JADDEN

Aztor, James AST

Baker. Able ABAKER

B artan, Charity BAR

Beancounter, Dee BEA,

Belloves, Albert BEL

Bitfiddler, Sparky BIT j

i

ik
Check the All box ™ to list the activities for all staff members to which
you have access.

Due Dates

The Due Dates fields serve as filters for the list of activities.

Due Datesl |L| bor I |L| Refrezh |

For example, enter today’s date in both fields to narrow your list of activities to
just those activities that are due today. Clear the fields to return to a full listing
of your activities. Click Refresh to apply any changes.

Activities Tab

Your pending tasks and activities are listed on the Activities tab.

Module 2 - Using Contact Manager and Document Tracking in CampusVue 7



Contact Manager

T =10l
511 Werebe [rarctraion S b [F] T A OnRasned s
Do s | =l =] Eraath Calnpein
I Activilins 1 W= rmges 1 Students
h Fuarity | Cordact Marsa Eagyact: Sctwiy Catagay  DumDatw Trma | Hudent Frore & Enployn Phae [
[Eadbimaes | [ o |
H|Wwiak bk Churiari Hadng T |55 DESTE | L
H|Grdh Jidi B - Jre] it TE0T | TR0 &M | Te1 T | T
H__|Carron, dohwwyy HureLand Phana Cal LAY | 1100 4K | NEEEA 2D | TN
W |Prapdoin £ - 2rv] Aesohded v e TN | 1130 BH | 1R |
H | Ak Kan VAL - Ind intaraea LN | 745 Ak | EEERES 4755 S0E
il "
ey | Bt | Cose sy | _e |
B aciatmz P

Activities are added to the Activities tab in three ways:
You can add activities to your own Contact Manager.

Other staff members may assign activities to your Contact Manager, if they have
the necessary permission.

The system may automatically assign activities to your Contact Manager. These
activities may be triggered when pre-specified data changes occur, such as when
a student’s status changes or when an activity is closed with a specific outcome.

Messages Tab

You can use the Messages tab to send messages to other CampusVue users.
Click the Messages tab to view your messages. Double-click a message to open
it. Click the Reply button to reply to the sender. Click the Add button to send a

message.
e 1~ |
R L Py A mry—— L:-] =
Thusn B | #] s | = Heimss | [l |
I At 1 [T 1 Thcenn

#] L}

COL T |

- |
| b | st | e | i |
|1-_
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Contact Manager

Although the Messages tab may seem comparable to e-mail, there are important
differences:

® There is no indicator to notify you that you have new messages.
® Messages cannot be filed, saved, documented, or reported.

® [fyou click the Mark as Read button, the message will be deleted from your
Messages tab with no record retained.

Students Tab

The Students tab is primarily used by staff members who perform recruiting and
advising functions. If you are a recruiter or an advisor, click the Students tab to
see the list of students assigned to you. The list of students is cumulative,
irrespective of student status.

=10l
Smﬁhpmh H ~an
| (=)= =] B et | |
it 1 |
dukct anikmn Tppa [A0acea [par B

| i

Wwn Chiclerd | bcdboiity | dckiblumrage | Cistores | Do

4 el Tkl &

You can customize the columns of information displayed on this tab by clicking
the Customize button.

Student List Customization

Campus | jJ
Status I j J
Frogram I jJ

|nfarmation to Display

City Student Status T
Program HS Grad Year
Inberest
Lead Date
Lead Source l |
Zone L |
State
ZIF Code J
hd

Save Cancel LCloze
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Contact Manager

Adding Activities

If you have the necessary permissions, you can add new activities in Contact
Manager. Activities are created at Lists > Contact Manager > Activities. Your
school’s business practices will determine which activities need to be created for
the staff members who use Contact Manager.

To add an activity to your Contact Manager:

1 Select the Activities tab.

2 Click Add Activity to open the Activity form.

]

SAzzign To E;'-;';..drnln

Activity I ILI
Studentl gl Clear I

Enrall lfl'«S Physical Therapist ﬁs&il;l

Job I I:l [T Show é&xailable.Jobs Only
EmpContact I I;I [ Shiow active Contacts Only
Subject I

DueDate [4/11/2008  [*] From | [=]re] [-]
Drate Added | Time Added |

Status IF'ending Ij Friciity INDrmaI |;I
Activitg Besult I H Date Completed | [LI
Comments

Save Cancel Cloze |
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Contact Manager

Your name is displayed in the Assign To field. You can change the name in the
field if you have permission to assign activities to other staff members.

Click the drop-down arrow to the right of the Activity field to select the activity
you wish to add. Your list of available activities is controlled by your User ID.

Activity | M|
Desciiption | =

AM Admissians Labels |AM-LAB |
AM Lead Interview \LEADINT |
AM Lead Reassigned [LDREASS mil
AM-New Lead Label | AM-NL
CS Employer Message |[EMPMESS
CS Graduate Interview w/Employer (EMPINT _
E-Mail Staff |EMSTAFF i
E-mail Student |EMAILSTU |

Activity field and the Subject field.

4 Click the activity to add it to the form. The activity now appears in both the

Note: When you select an e-mail activity from the list of available activities,
an additional Email Subject field appears in the Activity form. Use this
field to specify the subject for the e-mail that you want to send.

5
Azsigh To lﬂdministrator, System I;I
Activity [E-Mail Staff -]
Student | D Clear I

App/Enrall |<AII ApplicantstnroIIment:I;I

Subject [E-Mail Staff

|Email Subject IE-MaiI - Acadenic Records to Staff |
DueDate 51172008 [ =] From | [=]To] =l
Date Added I Time Added I
Status IF'ending ILI Fricrity INDrmaI u
Activity Fesult I Ij D ate Completed I .
Comments
Departmental Meeting Tomorro | :I
Save Cancel | LCloze |

Module 2 - Using Contact Manager and Document Tracking in CampusVue
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Contact Manager

Note: The Subject field displays the activity nhame as it will appear in your
Contact Manager, and this field can be edited. For example, a generic
“Meeting” activity can be edited to read “Meeting re attendance,”
“Meeting with parents,” etc. Editing the Subject field changes the way
the activity will be sorted in your Contact Manager and in reports, so it
is recommended that you append the customized wording rather than
replace the original activity name.

5 Click the Ellipsis button ‘:\ on the right of the Student field to open the
Student Search form.

ﬁ' Search !EI El
Search Advanced Groups
Eampuleampus Management Inshtte I;I

Student Numberl Cancel
Student Number Reszat |
55M Include Alizzes? [ | Customize |
Last Name|| Firzt Mame I
Lazt Mame |First Hame |SSN |F'hone MHumber |A|:Im. Rep
<] 1

| /

Perform a search for the student who is involved with this activity — for example,
the student whom you wish to call or the student with whom you are scheduling a
meeting. In the search results, double-click the required student’s name to close
the Search form and add the name to the Add Activity form.

Depending on the activity you select, other fields may appear on the form. For
selected Admissions activities, you may wish to indicate whether the activity
should be associated with a particular enrollment or inquiry in the student’s
record.

AdEnralllD I<.ﬁ.IIEnrDIIments> Ij Irequiry |<.-’-'-.Illnquiries for Shudent: ILI

Activities related to the Career Services function may be associated with an
employer, job, or contact. Refer to the Managing Career Services user guide for
more information.

Employer I | ﬂl

Jab | EI [~ Show Available Jobs Only
Contact | EI [~ Show Active Contacts Only

Module 2 - Using Contact Manager and Document Tracking in CampusVue 12



Contact Manager

Populate additional fields as required.

6 Type in or select a Due Date. Due Date I B/ b/ 200k |L| The field defaults to
today’s date. Click the down arrow to open a calendar to select an alternate date,
or you can simply click in the field and type a date.

To make the activity appear on your Daily Schedule, set both a From and a To
time so that the system knows what time period to highlight in the Daily
Schedule view.

From [10:00 &M [#]Ta[10:30aM  [~]

Otherwise, it is not necessary to set a time for the activity. For example, if you
need a reminder to call someone at 6:00 pm, you can set the From time only.
The activity will appear in your Contact Manager with 6:00 pm in the Time
column, but it will not appear in your Daily Schedule.

Frarn [05:00 M E|T°| E|

Note: Here’s a shortcut for entering time for activities that start on the hour:
enter the hour (e.g. 1 for 1:00) followed by an “a” for A.M. or a “p” for
P.M. and then tab off the field.

7 If the activity has a future Due Date, leave the Activity Status at the default of
Pending. Activities assigned to you with a Pending status appear on the
Activities tab of the Contact Manager, until they are moved into the Closed

status.
Activity Status  |Pending Ij
Descriﬁtiun Code
Clazed C
Cancellzd *
Fallow Up F
Queued 8]
Activity Failed FalL
Activity Beasszigned REASSIGH

Note: You may wish to "Add” and “Close” an activity at the same time, in
which case you would set the Activity Status to “Closed.” For
example, you may be adding a Comment activity which needs to go in
the student’s Contact History, but which does not need to be an open
(Pending) activity in your Contact Manager.

8 Select the required activity Priority. The default is Normal.

Module 2 - Using Contact Manager and Document Tracking in CampusVue 13



Contact Manager

Note: The Date Added and Time Added are display-only fields maintained by
the program.

9 Enter any Comments about the activity in the provided text box.

Comments

[~

Save | Cancel | Cloze |

Note: Recording a Comment helps you to remember the pertinent facts of
this transaction.

10 Click Save to save the new activity and close the Activity form.

11 Click Refresh on your Contact Manager to display the activity that has now been
added to your Activities tab.

B Contst Manager M=
if-lﬂll-wjn-_\-rn'-m - B ™ &
Do Dt | GRS [=] E fetir I [y St
Actiting 1 Perraages 1 Statants
| Prmuty | Contarct Hirme: Gubpct T DumBon | Tie  Shekerd Proe B Explorm Prone B Die Ackind Tred
| W |ume Deb Fiobomn Lip Phione Cal P ) [0 3] 641 £T 127180008 [
M| Sew dohei AL 1 11t Fletchedded bt 17T [P AE 0E
H | Bushor, vy / Corms Sichoos | Emplope E il 1/ S0 [EERESTRD | [ R 1 /206, e
| n a0 apaas Copond [ pliya £ Ml 4TS | 07 DpaM (SR T 1 A [
iy ¥ 57,111 Chargt of Stanun Lefies B 7 TSR Fe e 123
H_ Uit Dk o S et 871 70 (50131 &81 E7R2 B EE 107
af | '
A sty | [TES ] e Aty | Lite
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Contact Manager

Editing Activities

To make changes to an activity in your Contact Manager:

1 Click the activity once to highlight it and click Edit Activity to open the Activity
form.

ﬁ' Activity: AM - Znd Interview

Azzign To ;'E';.I:Irnln

Bty I-’-‘-.M = 2nd Interview u
Student |D:umer, Steve E Clear I
AdEnralllD |<.t'1'~IIEnr|:|IIments> I;I Iy |<.-'1'~|||nquiries far Student: I;I

Subject I.&M - 2nd [nterview

Dus Date [2/26/2006 | *] From [05:00PM [+]To]
Date Added I?.-"EE.-"EDDE Time &dded ||:|2:'|'| Pt

Activity Status IF'ending u Pricrity |N|:|rmal Ij
Activitp Besult I |;I
Comments
-
[
Save Cancel | Cloze |

2 Edit the information as required.

3 Click Save to save your changes and close the Activities form.

Module 2 - Using Contact Manager and Document Tracking in CampusVue
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Contact Manager

Closing Activities

Closing an activity is the equivalent of “checking it off your to-do list.” It allows
you to document the results of the activity and sets the status of the activity to
Closed, removing it from your Contact Manager. At the same time, it updates the
activity in the Contact History folder of the student (or employer) with whom it
was associated.

To close an activity in your Contact Manager:

1 Click the activity to highlight it and click Close Activity to open the Close
Activity form.

ﬁ' Close Activity !EI m |

Student Cairns, Kathy
Subject IFD"DW Up Phone Call re appt reminder

Comments [feminder: interview 7/27/06 Zom |=]

[ L

Activity Besult IEaII Completed

[rate Completed I TA2ES2006 : I

[ Change Student Status IN ew Lead

[

Update Application Status

Kl

Application Status IN ot Requested

Date Requested I .
Date Received I .

Call Scrpt | Save and Follow Up | Save | Cancel I

This form contains some of the information you entered when you first added
this activity to your Contact Manager.

2 The Comments field is active, so you can add comments as required.

Note: Recording a Comment helps you to remember the pertinent facts of
this transaction.

3 Review the default Activity Result (if any) and edit as required.
4 The Date Completed defaults to the system date. Edit as required.

5 Your business practices will determine whether this activity warrants a change to
the student’s school status or application status (if you have the necessary
permissions). If so, enable the check box to the left of a Change or Update
caption; next, select the new status for the student from the drop-down list and
complete any additional fields.

Module 2 - Using Contact Manager and Document Tracking in CampusVue 16



Contact Manager

6 Your business practices will determine whether this activity warrants a change to
the student application status. If so, check the Update Application Status box
and select the new status from the drop down list. Update the date fields as
required.

7 Click Save and Follow Up to open the Activity: Follow Up form and add a
follow-up activity for the same student. Complete the information on the form
regarding your next activity with the student in the same manner as you would to
add a new activity.

ﬁ Activity: Follow up: ADM - Znd Rescheduled 2nd Interview

LT . drinistrator, an |Z|

Artivity ] EI
Student ]Atmann, Raonald EI
Enrall |<.-'1'«||Enn:|||ments> EI Inquiry | EI

Job | [+] T Show swailabie Jobs Oriy
Contact ] E [T Show Active Contacts Oy

Subject |FD||EIW up: A0 - 2nd Rescheduled 2nd |nkervicw

Due Date [7/25/2005 | *| From| [+] o] -]
Date Added Tirme Added

Activity Status |F'enu:|ing |L| Pricrity |N|:urmal |L|

Save Follow Up Cancel

8 After completing the Activity: Follow Up form, click Save Follow Up to save
the follow-up activity. This new activity, which is in the Pending activity status,
is added to the Activities tab on the Contact Manager.

Note: Closing an activity without scheduling a follow-up activity removes the
activity, and the associated contact name from your Contact Manager.
Only activities with a status of Pending are shown on the Activities
tab in Contact Manager.

Module 2 - Using Contact Manager and Document Tracking in CampusVue 17



Contact Manager

Modify Batch Activities

You can use the Modify Batch Activities wizard to change, delete, or update activities,
activity type, and/or activity status in batch mode. The Modify Batch Activities wizard
also allows you to reassign activities to additional employees.

To modify activities in a batch mode:

1 Select Daily > Contact Manager > Modify Batch Activities to open the Modify

Batch Activities wizard.

Maodily Betch Acibiiies - Cosiges Mansgimest [nsiBila

Ul B fifteils hetas b solorl the sohvites b be madiied

kg 10

e ———

Shader =]
by =
driraty Cotapoay | jJ
Asigred T [ E‘J
Aciratp Shabat I E‘J
ebigbiabis [ o] 1o [ [

pokdrRest | x|

Mo Musbr of Ackatms la b Giathaed
eyt et 1000

2 Select the applicable option(s) from Step 1.

Campus: Lists campuses that you have access to and by default opens your

logged-in campus.

Student: Allows you to select a student. Click the ellipse B button next to this

field to open the Student Search form.

Activity: Lists activities you have access to and that are associated with your

campus and Contact Manager policy.

Activity Category: Lists all active activity categories.

Assigned To: Lists the employee details you have access to.

Activity Status: Lists the status of all active activities.

Activity Due Date: Allows you to select any date.

Activity Result: Lists all active results that can be assigned to an activity.

Activity Limit: Specifies the maximum number of activities that should be

listed. The default value is 1,000.

Module 2 - Using Contact Manager and Document Tracking in CampusVue
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Contact Manager

3 Click Next. Step 2 displays the activities that were gathered by your selection options

in Step 1.
Wliity Balih RCtivities - Compin sk il Mstilets
T han Fodiowang sctwivfr] rami g 1uk cinsa duiari stz o contiee:
kg cdl
Eebsobion Citedy Bosiiied

Coawrmpng Carapaiy M indhinadand Irviltiiks [ Satindib B0 - T30 R gschvidibs ntidsa

[l | i
E_hl.'ll h.‘ll 1 aciratplz] Found
| e | _cctes | [

4  Select the activities to be modified and click Next to go to Step 3.

Yty Balch kctivithes - Compi Wessmesnl Matilete
4 uinci rodiicaton optore balos:
Siap 3af 5
Easbsoiion Cateds Bpeoified
Compn. Carapes M asaspeanend Iriltubs | Stk 20M - 100 A esoheadubs] Iierass d
=l
~ Eluct Fanazgn Sectmiks Ophon
™ Fimasngr Acirtpl =) to Ot Sxalf b k=)
~ Eslect Ophora la Hadiy
ety P | ] Dste ok | £
r MDIIDMI : |
T Fimzst Peanky of the 3 slecied Sctrbax
Friy
T WG the Sotkis) deleobsd Ndp kil i theoribsin fid el 5ol vl Fihe pooiss -
el rbaihar or nat you varh o procesd veth ceslng ha schadulsd
I o Hiod il Triggessd ackivily [ apploabiel
1 wctivitds] sebectad oo rodiication
Corcal | _coBeck | [CHiE])

5 Select at least one of the following options in Step 3.

o Reassign Activity(s) to Other Staff Member(s): Allows you to reassign the
activity to other employees. When you select this check box, a message appears
stating ““You may specify other criteria and/or click Next to specify staff
members to reassign activities to.”

e Activity Status: Lists all active activity statuses.
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Contact Manager

[v ictivity Status u
Fending P
Cloged C
Cahcelled *
Follow Up F
(Hueued o
Activity Failed FalL

e Activity Result: This option is enabled only when you select the Closed option
in the Activity Status drop-down list. The list displays only those activity results
that are associated with the TaskType when the filtered activities have the same
CmEventType.TaskType.

o Date Completed: Allows you to select a date.
e Activity Due Date: Allows you to select a date.

o Reset Priority of the Selected Activities: Enables the Priority drop-down list
and allows you to reset the priority of the selected activities.

e Priority: Lists three static values: Low, Normal, and High.

e Do Not Create Triggered Activity (if applicable): Specifies whether to create
triggered activities or not.

Click Next. Step 4 of the wizard depends on the selections you made in Step 3. If you
checked the Reassign Activity(s) to Other Staff Member(s) box in Step 3, a list of
staff members appears in Step 4, from which you may select the members to reassign
activities. If you did not select the Reassign Activity(s) to Other Staff Member(s)
check box, Step 5 of the wizard will appear.
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Calact | Shulf Wumnka 1
A,k

Al Jnes
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B st Dy
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Belloes ded

B icked. 5 pady

Boaodi John'w,

Bospa Lureas

Brsra R

Bisked Ive
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Gekcid | Cess |

L e e e e e e e e e

— Fmsznpn sctwbar sguly seang ha

sbated LAY Miinbe T otk sbsoted fiod ok stion
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Select the Reassign activities equally among the selected staff members check
box, if desired.

Click Next to go to Step 5. Your selections will appear at the top of the screen. Add
comments that you would like to make in the Comments field.
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9 Click Print to print Delete/Modify Batch Activity Report.

Cexlri e Whoclily Beslc by Baclivily Eeporl
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10 Click Finish. The system will a

sk if you want to proceed without printing the report,

if you have not already printed it.

all activities selected will be updated with the specified changes,
Are you sure you wank to proceed without kaking a print?

=

¥es

X

i

11 Click Yes to continue processing or No to return to the previous screen. If you click
Yes, a confirmation message informs you that the selected activities were modified.

Click OK.

x

Selected activityis) have been modified,
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Delete Batch Activities

Schools can use the Delete Batch Activities wizard to batch-delete activities that were
added to student records erroneously or to remove undeliverable e-mail messages from an
employee’s Contact Manager.

To delete activities in the batch mode:

1. Select Tools > Contact Manager > Delete Batch Activities to open the Delete
Batch Activities wizard. Select the applicable options from Step 1.
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2. Click Next to go to Step 2 and select the activities to be modified.
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3. Click Next to go to Step 3. Your selections will appear at the top of the screen.
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4. Click Print to print the Delete/Modify Batch Activity Report.

i it . pt_CrBeichaciviiaarp
Delotes Modify Batch Activity Repat prrainty

Campua: Campua Managamend Irathuba ; Aoty ADM - 16t Raachadukd
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5. Click Finish to delete the selected activities. If you click Finish without printing the
report, the following message will appear. Click Yes to continue deleting the selected
activities without printing a report or No to return to the previous screen to print the
report.

x

P | WARNING! The selected activities will be permanently deleted From the database.
\\/ Are you sure vou want to proceed without taking a prink?

Yes Mo |

6. If you click Finish after printing the report, the system confirms the deletion. Click
OK.

x

Selected activity(s) have been deleted,
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Daily Schedule

To view your daily schedule in Contact Manager:

1 Click Daily Schedule on the Contact Manager to see a calendar view of your
activities. If an activity has both a From and To time, it appears as a color-
blocked portion of your daily schedule.

H Contact Manager Calendar - Administrator, an

4 Monday, July 25, 2005 b

fam

7 00

o0

oo

10 oo [ Student Message Activite : /

e 2
172

oo

oo

" 15 &30

2 Select 15 to divide the day in 15-minute increments or select 30 to divide the day
in 30-minute increments.

3 Click EI to shift the calendar day to an earlier date. Click EI to shift the
calendar to a later date.

Contact Manager allows you to double-book your time. The Contact Manager
Calendar shows a separate Activity Box for each appointment.
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1 Monday, July 25, 2005 r
Ll
5am |
=00
a0
oo
ID oo B A0 Meeting : Sabado, Liza/ | I Student Mezzage Activity : /

Qi
120
1%
24

15 & 30

Note: You can double-click a time in your Daily Schedule to open an Activity
form that has the time pre-selected.
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Letters and Mail Merges

In this section, you will learn:
o How to create new letter activities.
e How to add a letter activity for a student or employer.

e How to print or clear the letters manually.

Letter Activity

Letter activities are set up to send form letters to one or more students or
employers. The form letters can be set up to include attachments, such as
catalogs, brochures, and forms. The form letters can also be set up with "linked"
letters or documents such as mailing labels that will be printed at the same time
as the form letter. The attached and linked documents are specified at the time
the letter activity is defined. After the form letter has been defined, you can add it
to a student or an employer through the Activities form in Contact Manager.

To create a new letter activity:

1. Click Lists > Contact Manager to open the Setup - Contact Manager Lists
[Activities] form.

g ol x|
Vs | Wbt TR | EME Bevice Furades
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2. Click the Activities tab to open a list of existing activities.

3. Click Add to open the Activities Code Setup form or select a previously added
activity and click Edit to work with it.
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E Activities Code Setup il

Codel| ¥ Active
Description I
Eategor_l,ll |;I MHew |

Event T_l,lpel |;I
Durationl DE [mirutes) [ Prompt for Follow-Up

Campuses
[] Campug [nstituke of Art
Campus Management Institute

Selectall | Clear &l |

Edit Letter, |

Save | Cancel | Cloze |

4. Enter the required information in the Code and Description fields.

5. Select a category from the Category box or click New to add a new activity

category record.

6. Select Letter from the Event Type list.

Event Type - ||
D' ezcription Code ;I
|nzoming Phone Call IF
Job Motification Alert PLIOBALT
Jab Motification E -k ail PLIOBERL
Letter L |
ki eeting hd _I
hMezzage k5G
Other Task ]
Qutgoing Phone Call aF j

7. Select the advisor from the From Advisor list (if applicable).
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From Advizar j
Academic Records "
Admizziong —
Career Services
Financial Aid

International

Loan M anagement

Other - ADMIMN : Spztern Adminiztratars
Other - ATHLETIC : Athletic Adwvizor -

8. Select the applicable options within the Contacts, Jobs, Employer Contact, and

Org. Contact tabs.

Contacts T Jobs T Emp I:l:untactT Org. Contact |
Contacts far this Activity

Student &% Required (" Optional

Emplover Bequired &+ Ophional

Organization ¢ Reguired % Optional IHigh S chool 3 J

9. Select at least one campus from the Campuses list. Click Select All to select all

campuses or Clear All to uncheck all the campuses from the list.

E Activities Code Setup

X|

CDdeISTUDLET ¥ active Campuses

[[] Campuz Institute of At
Dezcription I Student Letter for interview Campus b anagement Institute

Eategor_l,ll ILI ew |
-]

Event Type ILetter
Duratic-nl UE [minutes] [ Prampt for Fallow-Up

From Advisor |Admissions =l J

Contacts T Jobs T Emp ContactT Org. Contact
Contacts for this Activity
Student & Hequied ¢ Optional
Emplover ¢ Required % Optional

Organization ~ Fequired % Dptional IHigh s choal :" J

Serd Ta ILI

Altachments/Macuments |

Linked Letters |

Selectall | Clearsll |

Edit Letter | Save | Cancel | Cloge |

10. Select a recipient from the Send To drop down list.
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Send To q
Student

Employer
Organization

11. The Send to Address ficld will only appear if you select Student from the Sent
To drop down list and the Event Type is Letter. If you wish the letter to go to
the address in the Student Master form, you can leave this field blank.
Otherwise, you can select an alternate address from this list ( provided the
address is the student’s Addresses folder).

Send to Address - H
Drezcription Code :I
Billing Address BILLIMG _I
Cousin of student COUSIM
Ernergency EMER
E rployer EMPLOYER
E mployer 2 EmMP2
Future FUT
Grade Delivery GRAD |
Parent PAREMT |

12. Click Save to save your new activity.

13. Click Attachments/Documents button if you want to create a list of attachments
or other documents that are to be packaged with the letter and sent to the
recipient. If you print the Activities Code list, the Attachments/Documents
associated with each letter will also be listed.

Note: The Attachments/Documents button does not show on a new
Activity form until you click Save.

ﬁ Attachments/Documents List X |

Lettell Student Letter for interview

Code [rezcription
MHEWDOC Mew D ocument

Add Bemaove I

Save | Cancel I Close I

14. Click Edit Letter to create or edit the form letter you are setting up. The program
will open Microsoft Word in a blank documentwhose file name is based on the
code you entered in the Activities setup procedure.
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m Activities Code Setup

Code [STUDLET I Acive

Campuses

Descriptionl Student Letter for interviem

[ Campuz Instituke of Art
Ca ANE0EMEnN

Category I

Ewert Type ILetter

[ e
E

Durationl DE [minutes) [ Prompt for Fallow-Up

From &dvisor IAdmissiDnS

=]

Contacts T Jobz T Emp Contact T Org. Contact
Contacts for this Activity
Student @ Reguired ¢ Optional

Ermployer

" Required % Optickal

Drganization ¢ Required + Optional IHigh Schaol j' J

Send To IStudent

Send to Address IBiIIing Address

Attachments/D ocuments I

Linked Letters I

-]

Selectall |

Cleardll |

I Edit Letter I

Save | Cancel | LCloze |

15. To insert a merge field in your letter click Insert Merge Field on the Word

toolbar. The list of merge fields will drop down. Click the field on the list and it
will be inserted in the letter.

O [~ A ¥ et
- Hems Tmmst Pags Lk Fxfarsnen Plsilrgy Fanusy Wirs
i = e = i ELTTE Wil H
— . - + o L Mnkch Fisiili i
Ervuinpm Labalr | Siari Rut Arddren et ng e Ferge N Finhhik
Mg ks Hesr o At Check far Erman RRETgE

You can select Address and Database fields.

Insert Merge Field '?l Xl Insert Merge Field il Xl

i " Database Fields " address Fields G ‘Qa!:.g!;ggggfigll:!":

Fields: Fields:

Courtesy Title StudentLasthame |

First Mame StudenthiickMame

Middle Marne: StudentMI

Last Marme StudentTikle

Suffix Studentaddresst

Mickname StudentCity

Job Title StudentState

Caompany StudentZip

Address 1 StudentCountry

Address 2 StudentHormePhane

Ciky StudentWorkPhone

State Studentssh

Postal Code StudentInterest

Country or Region ;I StudentProgram ;I

Match Fields. .. | Insert I Cancel | Makch Fields. .. | Insert I Cancel |
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16. The Match Fields form will appear when you select the Match Fields button.
Click the down arrow next to your database field that you would like to associate
with the mail merge field displayed on the left hand side of the screen. A list of
database fields will appear that you can select for each mail merge field listed.
Click OK when all of your selections are made.

In order to use special Features, Mail Merge needs to know which Fields in vour
recipient list match ko the required fields. Use the drop-down list to select the
appropriate recipient list field For each address field component

First Mame '_
Middle Name {not matched) -
Last Mame {not matched) -
Suffix [tnat matched) |
Nicknarne [tnat matched) |
Job Tite [tnat makched) ~|
Company [tnat matched) |
ddress 1 [tnat matched) |
Address 2 {not matched) -
Ciky {not matched) -
Skate [irat matched) ~|
Postal Code |(n0t maktched) Bl =
" Fimai [ . PRRTR] 1

Use the drop-dawn lists to choose the Field From your database that corresponds
to the address infarmation Mail Merae expects (listed on the left.)

[~ Remember this matching for this set of data sources on this computer

(414 I Cancel |

NOTE: Remember to allow spacing around and between your merge fields to
correspond to the desired spacing in your letter. For example, if your
letter is to be printed on school stationery, you might wish to allow
additional blank rows at the top to accommodate your letterhead.

For business letters, select Insert > Date and Time and select your
desired date format. Check the “Update automatically” box so that your
letter will have the current date each time you use it.

Date and Time |

A ailable Formats: Language:

=] |English (u1.5.) =]

523105
Z005-05-23
23-Maw-08

5. 23,2008

May. 23, 05

25 May 2005

May 05

May-05

5/23/2008 4:58 PM
o/232008 4:58:09 PM
4:55:09 PM

16:58

16:53:09

Default., .. | a]'s I Cancel
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17. After you finish composing your form letter, Save your letter in Word. Then Exit

18. Click Save to save your new activity or changes to an existing activity.

19. Click Cancel to cancel any changes that you made on the form.

from the Word program. You will return to the Activities Code Setup form.

20. Click Close to close the Activity Code Setup form.

L.

2. Click View > Contact Manager > Activities to open the Contact History form

To add a letter activity for a selected student:

Click Find > Student to find the student for whom you wish to add a letter
activity.

Search | Avanced | Groups

=0l x|

Student Mumber
Student Mumber

Campus [Campus Management [natitute

|;| Search
Cancel
Heset

35N

Last Namelsmith First Mame IiDhn

Include Aliases? [~ | Customize |

||

Last M ame First Mame SSH Phaore Murnber Adm. Rey
Andrewy b ellon

| 1 student found.

for the selected student.

E Contact History: Smith, John A& e 1ﬂi£1
Envoliment |41 Eruolmenis> H Incxmy |40 Inguines> H
Cisterit | Histoscal |
© ShowAl  C DusDaleRange  Fiom [ = Tof = Ganth ||
| Dus Dabe | Date Comploted  From | Descriphion | Sebup By Envclmort |
| 12/5/2006 8/21/2007 _|04:28 PM|E-mad serd | Sysiam Admi]
/442007 [P W ) B F'M E-masil sent | Spstam Adm|
LEL T [ F~1.. | | Sipstem Adms|
HWAOT | BANSANT | | Mesting Gry Spstem Adma| Wark Verss
2762008 | D200FM|Fending | A Cavpball | Mark Versh,_|
e Mellon| & Studsn Adest 47287208 |Perding | Spstem Adrs =
<171 o
E-mad Shudent
« Stucleritanme -

e peidpluns sxdibe st Famesy Center on December 15

Lok, foe the < StudertPrograms sign

Mafelcome o he Winber leem ot Campus MWInI;u: Doont otget to alterd cur cnenbation progeam picric and

addAckty || Edvaciay | Cue s |

pe | ow |

|Activities sorted by Due Date
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3. Click Add Activity to open the Activity form.

| Azzign To

Achivity I |;I
Student [Smith, John A [] [ ctear |
Enroll IMark Yersion 1 ILI Inquiry I<AIIInquirie3 far Student: I;I
Job it | =) ¥ St vtz dots iy
; ompany contact I |;I ¥ | Show Active Contacts Drlp
|
Subject I
!
Due Date [519/2008 | v| From | [-]r] [-]

' Date Added I Time Added I

; Status IF'ending :I

. Carmments

Priarity INDlmEﬂ :I
Activity Fesult I ILI Date Completed I :I

=

[

Save

| Cancel |

LCloze |

4. Check the Assign To box to be sure that the name of person responsible for the

letter activity is displayed.

5. In the Activity list, select a letter activity.

M

Activity
D ezcription Code
Send Student to FAD for Interview Fa,
S5 for postponement of exams SMSPOST
Staff Meeting STAFFM
Student Alert STUDALRT
Student Incaming Phone Call SCALLIM
Student Job Interest Motification JOBIMNT
Student Letter STULET
Student Letter for interview STUDLET I]
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6. Click the activity to add it to the form. The activity now appears in both the
Activity field and the Subject field.

T ectiseny: Studest Lutter e ass i x|
Sy To }En:mﬁd-'--:-m H
AnFAE
Skt [Erathlin & [ ||
Erecll i Viargion 1 E Ircums |48 rouuar fra Studari E

Subed [Fiden LEfe by nierasa

CusBos [rozazooe o) Feon [l ]
Dudaicdded [ Twwdcdd [

Sthe [Peoing = Pty [Homd [z
Ak Ruz [ [2] meste Conpetsd [=
Coorarmnix

|
- |

Bt | cawe | Dme |

7. Check the Student box to be sure the name of the correct student appears, or

you can click the search B button to find another student.

8. By default, the current date appears in the Due Date ue Date I 5/12/2008 |LI
box. For letter activities, the Due Date is the first date that this letter will be
available to be printed. Click the Due Date arrow to open a calendar and select
an alternate date, or you can click in the field and type a date.

9. If the activity has a future due date, retain the default value, Pending, in Activity

Status.
Activity Statuz  [Pending ILI
Descriitian Code
Clozed C
Cancelled b
Follow Up F
Lueued [
Activity Failed FAIL
Activity Reazsigned REASSIGM

10. Select the required value in the Priority box. The default activity priority value is
Normal.
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Pricrity INu:urmaI Ij
Lo

High

11. Enter any comments about the activity in the Comments text box. These
comments do not appear in the letter.

12. Click Save to save your changes.

Print/Clear Letters

You must configure letter activities before you can print form letters in a batch
mode. You can then print the batch letters manually.

To print student letters manually:

1. Click Daily > Contact Manager > Letters or Daily > Career Services > Print
Employer Letters to open the Print Letters form.

[ i
Corpnst [Coes W arasgearasi s =]
Dia=crpkan Cade Hia Pl
e kot Lok L LAE 1
L b bl hLTL 1
il Pl e L] s A
Changa ol Shabur Latar CHARETET ]
L | i LEADKT -]
Churlard Lafm ETULET 1
G s b e | I
et Ouigang Phane Cal STl LOIT ]
Bl Lefiesp B [Howe: -

[Cwwporn | [ pwiiebn | [_Ewiete | [_Doe ]

2. From the Campus box, select the campus for which the letters are to be printed.
CampusVue displays only the campuses to which you have access. Even if you
select All Campuses, you receive letters only for the campuses to which you have
access. In addition, only active letters are visible.
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Note: The Due Date on the letter activity determines the first date that the
letter appears in the letters queue and is available to print.

3. Select a form letter from the list.

4. Click Print Letter to launch Microsoft Word with the name of the letter file.

[T =lolx]
Carmste [Const Maregearent kit 1=
Dinzariplian Cada Hia Prind
ek Lakedy CoErt ] 1
{5 e i Ll T L 1
e hiea | e sl Cuhe N ]
Changa cf Stabur Latier CHABETET B
L | i LEADMT -]
Ehuderd Lakm ETULET i
sk Lol ] I
Shucerd O uigang Phana Cdl ST 5]
Bovl LedieieBr  |Hawe L
—
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5. When Word is fully opened, it will display your letters one after the other with
the data from the student or employer database merged with the form letter.

Tig| b
e e s
il
- ' " - ¥ - -
Cly j -l }
s S mms e P -
Pl (1l -
......... o -
T i &
+ KT B e LR e @by - Bl " .': :
VL g HEE AT e el R [N | L S L ¥ i maj oy 2 1

6. Review the letters and use the normal Word print functions to print your letters.

7. After you finish printing your form letter, Exit from the Word program. Word
will ask if you want to save the changes you made to the Form Letters file. This
is the merged letter file. Select No.

Microsoft Office Word X]

! "_\ Do wou want o save the changes to Letters17

| Wes I | Mo I Cancel |

8. You are now left with the original letter template that contains the merge codes.
You may edit it at this time or close without editing. Say Yes or No to the Save
Changes option as required.
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9. When Word closes, you return to the Print Letter dialog box. Choose one of the
following options:

a. Continue: Letters printed OK. Clear List: Select this option if your
letters printed successfully. This option will remove these letter
activities from the Print Letters queue. It will also remove them from the
sender’s Contact Manager and update their status in each recipient’s
Contact History to “Letter Sent.”

b. Return to Letter Selection without Clearing List: Select this option if
you had printing problems and need to start over printing the same letter
to the same recipient(s).

[T ooix

L St Ll b ]

Flar mr D

Lot Lomesn costd (0 (i L. |
Frdurer b LS i Wy roefi? Lo el |

10. You now return to the Print Letters screen.

To clear the student letters manually:

1. Click Daily > Contact Manager > Letters or Daily > Career Services > Print
Employer Letters to open the Print Letters form.
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2. From the Campus box, select the campus for which letters are to be cleared.

3. Select a form letter that you do not wish to print and click the Clear Letter
button.

Note: The Clear Letter button will be visible only, if you have Delete Letter

permission.
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4. A message appears, asking you if you want to continue (OK) or cancel the
operation. If you click OK, the form letter is removed from the list and cannot be
printed. If you click Cancel, the selected form letter is not removed.
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5. You now return to the Print Letters screen.
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SMS Text Messages

In this section, you will learn:

o How to configure the settings for the SMS service provider and
configure a new activity event type "SMS - Text Messages."

o How to configure the system to send e-mail when a student is not
subscribed to receive short message service (SMS).

o How to define “SMS sent” and “SMS failed” as activity results

e How to update a student’s SMS text message preference from within the
CampusVue application.

SMS Service Providers

You can subscribe to and receive SMS communications, or text messaging, from
your campus on your digital mobile phones, pocket computers, desktop
computers, and some fixed phones.

To configure SMS Service Provider settings:

1. Click Lists > Contact Manager to open the Setup - Contact Manager Lists
[Activities] form.
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2. Click the SMS Service Provider tab to open a list of existing service providers.
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Click Add to open the SMS Service Provider Code Setup form. Otherwise, select
a previously added service provider and click Edit to work with it.

SMS Service Provider Code Setup
Eodel| ¥ Active

D escription I

Domain Mame I

I ax Characters I

Save I Cancel | LCloze |

In the Code field, enter a code of maximum eight characters that you would like
to assign to the service provider.

In the Description field, enter the name of the service provider—maximum 30
characters.

In the Domain Name field, enter a location or the domain name for the service
provider—maximum 75 characters.

In the Max Characters field, enter—up to three digits—the maximum number
of characters that can be used in a text message.

You can activate or deactivate the service provider by selecting or clearing,
respectively, the Active check box on the SMS Service Provider Code Setup
screen.
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9. Click Save. The newly created or modified SMS Service Provider should be
visible in the grid on the SMS Service Provider tab.
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SMS - Text Messages Event Type Activity

To configure SMS — Text Messages Event Type Activity:

1. Click Lists > Contact Manager to open the Setup - Contact Manager Lists
[Activities] form.
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2. Click the Activities tab to open a list of existing activities.
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3. Click Add to open the Activities Code Setup form or select a previously added
activity and click Edit to work with it.
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4. Enter the required information in the Code and Description fields.

5. Select a category from the Category box or click New to add a new activity
category record.

6. Select SMS - Text Message from the Event Type list.

Ewent Type - ||
Drezcription Code j
tdeeting [
teszage MSG
Other Task u]
Qutgoing Phone Call OF
SMS-Test Meszage SMS |
Student Alert WEBALERT
Wwaitlizt Email To Student wLERAIL _|
“Waitlist Web Alert To Student WLWEBALT |

7. Select the advisor from the From Advisor field.

From Advizor ;I J

Academic Records

Admizsions

Career Semvices

Financial Aid

International |-
Loan Management

Other - ADMIM : Sustem Administratars
Other - ATHLETIC : Athletic Adwvigar i

8. If you want to sent the activity as an e-mail check the Send activity as email if
the recipient is not subscribed to receive SMS box.
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Note: A warning message appears if the user exceeds the number specified
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9. Compose the SMS text message in the SMS Message field. Right-click in the
SMS message box to use the existing e-mail merge fields while composing the
SMS message. Remember that you are sending the same text message to each

student to whom this activity is assigned.

next to Maximum Character Limit.

Coc[EMERDET  F Adim
Diarsption | EME ke potigamenssnt of sana
Catngeey | ER
Evrd Topa (M Tastbinzmagn =]
Dussticn] D& fimatza] [ Prowpd ke Faoallp
From ks [zadermc Aaco =/
P Sl e

HIFAGH T hm barsgthyf trm G403 M

uqmmmmmumsmmmum
: bl chucdardfi] wag gl |

M3 M e
Hisideriranas:

o el bt e [t Pl Pl Donidpol Coingam b
hatha niveston|

Aupardn
 nalenkydpd Ao e

Mguiraan Chatsote Lied : 50 = Cheagoteds]
Aiphl cich n SAS raesgm b b e ranga bakd

x|

1
3
|

Module 2 - Using Contact Manager and Document Tracking in CampusVue




SMS Text Messages

10. Select at least one campus from the Campuses list. Click Select All or Clear All,

as required.

m Activities Code Setup

Code [SMSPOST ¥ Active

Description I SMS for postponement of exams

Campuses

x|

[[1 Campusz Institute of Art
Campusz Management [nshbute

Categary I

2] MNew|

Ewvent Type ISMS-Text Mezzage ILI
Durationl DE [mirutes) [ Prompt for Follow-Up

S

I Send activity as email if the recipient is
not subscribed to receive SMS

From Advisor IAcademic Records

—5MS Meszage

Hi <studentname:

‘r'our exams has been postponed.

Regards.
<studentadadvisorfirstname:>

b aximumn Character Limit : 50 42 Characters) Seiect I

Clear &l |

Right click in SkM5 meszage box to view merge fields

Save I

Cancel |

LCloge I

11. Click Save and Close to exit the Activities Code Setup form. The newly created
or modified SMS - Text Message event type activity should be visible in the grid

on the Activities tab.
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Defining SMS Activity Results

To define "SMS Sent" and ""SMS Failed" as activity results:

1. Click Lists > Contact Manager to open the Setup - Contact Manager Lists
[Activities] form.
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2. Click the Activity Results tab to open a list of existing activity results.
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3. Click Add to open the Activity Results Code Setup form.
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Activity Results Code Setup
Eodell v Active

Description I

Applies: Tc-l u

Save I Cancel I LCloze |

Enter SMSSENT in the Code field.
Enter SMS Sent in the Description field.

Select SMS- Text Message from the Applies To list.

Appliez To |;I

Taszk

td eeting

Phone Call

Letter

E -hd ail

SM5-Text Message

oM mE -

You can activate or deactivate the Activity Result by selecting or clearing,
respectively, the Active check box on the Activity Results Code Setup screen.

Activity Results Code Setup
D:-del 5SS Sent

Descriptionl SM5 S

Save I Cancel | LCloze I

Click Save. Similarly, add a new activity result for SMS failed.

The new SMS - Text Message activity results should be visible in the grid on the

Activity Result tab.
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Updating Student’s SMS Text Preference

L.

To subscribe to receive SMS text messages:

o A student must have a mobile phone number on the file in the Student
Master form.

o The Subscribe to SMS Service check box under SMS Preference must
be selected on the Contact Manager’s Contact Method screen.

o An SMS service provider must be selected.

To update a mobile phone number:

Click View > Contact Manager > Student to open the Student Master form in
the work area.

Note: The SMS button will be disabled in the form. This button will be

enabled when the student is subscribed to receive SMS text messages.

e
Title: [ Student Number [125 PN [1234
Last Name |5mith First Mamne b Campus |Campus Management Instiute
Middle: Mame: |4 Suffis School Status [Active
Mickname I— Maiden Namel— Lead Source |ED.-’-‘«HD-.-’-‘«dvertising
Address |1 23, Wondsrful Apartments i’ Lead Date |3/1241339 [04:04 P14
City |Tamarac IT |33441 Lead Type IF'the In
Courty I BadAddess  LastActiviy Date [18/21/2007 [rz00 P
Phone Number [[354] 5663456 [ Bad Phone A, Aep [éndrew Melon
Wiork Phonel E”LI Interest IBusiness
Other Phone | County IPaIrn Beach Program |Marketing Management
Mobile Phone [ Shift |Day
E-rnail |ielgensonvondugenheimer@worldslongestemai Expected Start ISH 8/2006
Other ermail | Pres Education |High Schoal
55N [264-56-1234 Gender [Male #gency/Sponsar |
Birth Date IW Weteran IND— Instrument |Intramural Bazebal
tarital Status ISingIe— Digabled [Mo Ong Start Date IW E
Ethnic Group Im Mationality W Current LDA [5/8/2008
Citzen [Elgble NonCitzen | pjen #[239567890 | W oy e8P0 7 Dt Block Ineate (2]
Driv. Lic State [FL DL # [+983-7859-02-456-0 DEl Date IW g

2. Click Edit to open the Edit Student Information form. Update the mobile phone

number in the Mobile Phone field.
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3. Click Save to save the changes in the database.

To subscribe to an SMS service and to select an SMS service provider:

1. Click View > Contact Manager > Contact Method to open the Contact Method
form.

Note: The Contact Method form pulls data from the Student Master and the
Student Addresses forms.
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Note:

3.

Select the Subscribe to SMS Service check box. If the box is selected, the
student has subscribed to receive text messages from the school. If the box is
clear, the student has not subscribed or has unsubscribed and does not want to
receive text messages from the school.

The Mobile Phone and SMS Service Provider fields become mandatory
on this form if the Subscribe to SMS Service check box is selected.

H Contact Method

—ol x|

— Student Address
Student M ame ISmith, Johnh A

Addresz 123, Wonderful Apartments

3

City [Tamarac State [FL  Postal Code [33441
CoLntm |
Phone Nurber |(354) 555-3456 Other Phone |

Wk F'hu:unel Ext. I

E-mail jsrgensorvondugenheimer@worldslongestemail com

Other email |

— 55 Preterence
I Subseribe To S Servics |

Mabile Phone |[954] 555-6666 SMS Service Provider

— Preterred Method of Contact

N
=
[

Source Description Preterred | Do Mot Cantact | DNC Dverrid: «
B | Mazter- Mail 123, Wonderful Apartments r r -
Master- Phone | [954) B55-3456 r r -
bd azter- e-hd ail jergenzonvondugenhigimer @i r r l ,!
4IFI e ) 3
Save I Cancel I Cloze I

Select the provider from the SMS Service Provider list.

55 Service Provider [Cingular

D' ezcription

CINGLLAR

[

Cingular Blue [formerly ATET "wireless) CingBhe
Cingular IM Plus/Bellzouth IPS CingPluz
Claro Claro
Comvig Comvig
Dutchtone/Orange-HL Diutzh
Edae ‘wireless Edoge
EinsteinPCs / Airadigm Comnunications EinzPCS

d|

<]

ol

4. Click Save.
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5. Click View > Contact Manager > Student to open the Student Master form.
The SMS button is enabled and can be used to send SMS text messages to the

student.
o
Title e Student Number [126 FIN 1234
Last Mame [&mith First NamelJDhn— Campuz |Campus Management |nstitute
Middle MName IA 5 uffixl— School Status [Active
Nickname [ MaidenMName[  Lead Sourcs |S0ARD-Advertising
Address |1 23, wondesful &partments i’ Lead Date [3/12/1393 |04:04 P
Gity [Tamarac JFL [a3441 Lead Type [Phone In
Cowy[ [ BadAddess LastActiviy Date [08/21/2007 {1200 PM
Phane Mumber IW [ Bad Phone Adm. Rep [Andrew Melon
Wwiork Phone I Eut. |rterest IBusiness
Other Phone I Courty [Palm Eeach Program IMarketing M anagement
Mobile Phone [[954) 555. 6666 Shift |Day
E-mail |iergensonvondugenheimer@worldslongestemai Expected Start ISJ‘I 8/2008
Dther email | Prev Education |High School
S5N |264-56-1234 Genderlr Agency/Sponzor |
Birth [ ate IW \-"eteranlNo— |nstrurment IIntramuraI Baseball
Marital Status lSing|e— Disabled [No Orig Start Date IW E

Ethnic Group IW’hite, norHispani Na[ignalitylﬁelman Curent LDA |3,/8/2006
Citizen IEIigibIe Non-Citizen Alien 4 |224567890 I ES:LT:‘“IQHN [T Data Block Indicat: ]

Driv. Lic State [FL DL# [W983-7E3-02-456-0 DEIl Date IS;"3D;"20EIB g
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Contact History

When you schedule an activity, it appears not only in your own Contact Manager
but also in the student’s Contact History.

You can view a student’s Contact History if that student’s name is in your Recent
Students box. You can put a student’s name in the Recent Students box by
opening the student’s Student Master form. Do this in one of the following ways:

Select a student’s name from the Recent Students box drop-down list by clicking
on the drop-down arrow to the right of the box.

FAA BT Rl R e T ot Edal

Perform a student search. When the student’s name appears in the search results,
double-click it to open the Student Master form which will also put that student’s
name in the Recent Students box.

With the student’s name in the Recent Students box, click the View Student
Contact History icon = on the Shortcut Bar.
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All activities connected to your student will appear in the grid.
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Highlight an activity to see the comments associated with it in the box at the
bottom of the form.

A scheduled activity that has not yet occurred will have a Pending status. Once
you close a pending activity in your Contact Manager, the status of that activity
in the student’s Contact History form will change to Closed.

You can also Add, Edit, and Cloese activities for this student directly from the
student’s Contact History form. To do so, use the buttons in the lower left of the
form.

ﬁ Contact History: Smith, John _ |I:I|£|

Enroliment |<,.'_-._|| Enrallmentss ILI Inquiry |<.t’-‘«|| Inquiries> ILI

Current |Histori-:a| |

& Showal ¢ DueDate Range FrDmI u Tc-l |LI Search | ‘

ate | Date Completed | From | Description | Setup Eriraliment
o Pending 13 et
74312007 09:00 AM| Pending Systerm Admi

Schedule Entrance Intervisw

[ addactviy | Edtactiviy | Close Activity [} Fint | Close |

|Activities zorted by Diue Date

Any changes you make in the student’s Contact History form are simultaneously
updated in your Contact Manager. For example, if you add an activity from the
student’s Contact History form, it will also be added to your Contact Manager; or
if you close an activity from the student’s Contact History form, it will also drop
off of your Contact Manager. However, ALL activities, regardless of status, are
stored in the student’s Contact History form and can be viewed there at any time.

Note: Your school policy determines how long an activity remains visible in
the Current tab of the Contact History before it is moved to the
Historical tab.
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Document Tracking

This section introduces you to the basic concepts of Document Tracking.

Document Tracking within CampusVue allows you to attach single documents
and lists of documents to a student’s record. You can then record a status for each
document in order to tell which documents you have on file and which
documents are missing. Document Tracking is a critical function to remain in
compliance with both school policy and governmental regulations — especially in
the Recruiting, Academics, and Financial Aid areas.

This section will introduce you to the basic concept of how to perform document
tracking. Specific documents that must be tracked by area will be introduced in
the later modules of this training.

Adding a Document

To add a document to a student’s Document Tracking form:

1  With the student’s name in the Recent Students box, select View > Contact
Manager > Documents to open the student’s Document Tracking form.

E Document Tracking: Atmann, Karen

Unique Student 1D (13749 SSM |B05-58.5555
Studert # (13749 Enroliment Mo, |44
Enrollment ciliities RS IZI M odule ](AII Modules: E
Document Source  Status Fequested  Approved  Received | Date Due
| .
Add DocumentI:istl Add Document ey [ | Audit | Edit | Delete |

Documenti EI Document Status | EI

Errollment | acilit Jagenent for 20052 E
Date Requested : [iate Sent . Date Approved et
Date Due 3 Date Received . Date Expires et

Comments

| | Cloze |

2 To add a single document for this student, click Add Document. This activates
the Document Detail tab in the lower half of the form.
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Note:

Note:

3

ﬁ' Document Tracking: Atmann, Karen E||ﬁ|g|
Unique Student D (13743 I 55N |BD5-58-5555
Studert # 13743 | Enialiment No. [434

Errollment | sellities M anagement for 20085 EI kodule 1<AIIMOdules> :

o | »
o | AddDocument |  Display Dozument | sucd | Edt | oo |
Document Detail T {eleFe soiipt A equest
Document IZI Document Status | EI
Enraliment iFaciIiities tManagement for 20055 -
Date Requested 1'?#28,’2005 : Diate Sent LI Date Approved hd
Date Due : Date Received L| [rate Expires bl
Comments
Save | Cancel |

Select the document to add from the Document drop-down list.

Some documents are added by the system when a student moves to a
certain status or when a certain activity has been set up.

4

5

Select the Document Status.

Enter the Date Requested, Date Due, Date Sent, Date Received, Date
Approved, and Date Expires data as it becomes available. The Date Sent field
is automatically updated when a mail merge letter is printed that has the
document included as an attachment.

All documents should be added with a Document Status and a Due
Date. This will enable you to track and report on any missing documents
for this student.

6

If the document is defined as an “Inbound Transcript Request,” the Inbound
Transcript Request tab will activate.

Populate its fields and click Print Request Letter to generate a transcript request
letter addressed to the selected college.
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Diacurnent O etail T | Inbound ?Iansc:lipt Request
Fequest Type | lege Request Mumber {q
Cuollege IBAHHY |Barr_|,J University %

Program of Study | Facilities Management far 20055

Attendance Dates [ 21205005 thiough 14,2007 b

Save | Cancel |

7 Add Comments if necessary.
8 Click Save to save the new document.

Repeat this process as necessary.

Adding a Document List

To add a document list to a student’s Document Tracking form:

1 With the student’s name in the Recent Students box, select View > Contact
Manager > Documents to open the student’s Document Tracking form.

B Document Tracking: Atmann, Karen

Unique Student 1D (13749 SSM |B05-58.5555
Studert # (13749 Enroliment Mo, |44
Enrallment B M odule ](AII Modules: B
Document Source  Status Fequested  Approved  Received | Date Due
o | .
Add Document List | Add Document ey [ | Audit | Edit | Delete |

[
Document1 EI Document Status | EI

Errollment | acilit sgement for 20055 E
Date Requested : [iate Sent . Date Approved et
Date Due 3 Date Received . Date Expires |

Comments

| | Cloze |

2 To add a document list for this student, click Add Document List. This activates
the Document Detail tab in the lower half of the form.
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ﬁ' Document Tracking: Atmann, Karen |ZHE||2|
Unique Student 1D {13749 SSM |805-58-5555
Studert # (13749 Enroliment Mo, 454
Enrallment iFaciIiities tanagement for 20055 EI Module f<all Modules: IZ]
Diocument Source  Status Requested  Approwed  Received  Date Due
o | »
il | Digplay Document | Audit | Edit | |
Document List | E Document Status ] E

Date Requested | 74262005 L Date Sent : D ate &pproved A
Date Due * Date Received |

Save | Cancel ]

3 Select the document list to add from the Document List drop-down.

4 Select an initial Document Status. The same status is assigned to all documents
on the document list.

5 Enter the Date Requested, Date Due, Date Sent, Date Received, Date
Approved, and Date Expires as needed. The same dates are assigned to all
documents on the document list.

6 Click Save to add the documents from the Document List to the student's
document tracking file.

Repeat this process as necessary.

Updating the Status of a Document

Once you have added document(s) or a document list, these will appear in the
documents list on the top half of the Document Tracking form.

Note: Document-scanning software may be used with CampusVue. An icon
present in the leftmost column of the documents list indicates that the
document is viewable.

To update the status of a document once you have sent or received it:

1 Click the document name once to highlight it.
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ﬁ Document Tracking: Abel-McHann, Jacqueline

Unique Student 1D [27048 55N |5311-2676. !
Student # @ﬁ | Erroliment Mo, [425

-]

Enrallment iB ach. of General Management EI Madule <Al Madule

3
R

Add Diocument List ] Add Document Dizplay Document ] Scan Cover Sheet I Aadit J Edit J Delete J
Documenti f B Docurnent Status | :J
Enmllmentj.!: sch, of General Management E| Awward Year ] E

Date Hequesteﬂ 2200 i Date Sent . [rate Approved X ] |
Drate Dwe | 5122005 Date Received . Date Expires a ]

Camments

2 Click Edit. This activates the Document Detail tab for that document.
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3 Edit the Document Status, Date Sent and/or Date Received. Also enter
Comments as required.

4 Click Save to save the changes.

Repeat this process for each document you need to update.

Module 2 - Using Contact Manager and Document Tracking in CampusVue 57



Document Tracking

Document Tracking

You can perform Document Tracking in three ways:
e Document Tracking using a student’s Documents folder
e Document Tracking using the Daily menu

e Document Tracking using the Document Tracking report

Document Tracking Using a Student’s Documents Folder

You can open an individual student’s Documents folder to view and update the
document statuses for the student’s documents.

To track documents for a student:
1 Select the student for whom documents are to be tracked.

2 Select View > Contact Manager > Documents to open the student’s Document
Tracking form. Documents that have already been added to the student's list will

appear in the grid.
E Dicipse il Teacking: Maciiwleg, Bark
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3 Select an Enrollment from the drop-down list. All Enrollments is the default.
The documents related to the selected enrollment/module combination display in
the grid.

4 Select a Module from the drop-down list. The documents related to the selected
enrollment/module combination display in the grid.

5 Select an Award Year from the drop-down list. This drop-down list is available
only if the Financial Aid module is selected. The documents related to the
selected award year display in the grid.
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Document Tracking Using the Daily Menu

Document Tracking is available in the Admissions, Financial Aid, Student

Accounts, Academic Records, Loan Management, and Career Services modules.
You can use the Daily > Document Tracking feature to view all documents of a

certain type to determine the document's status for each student.

To track documents using the Daily menu:

Select Daily > Admissions (or other module) > Document Tracking to open
the department’s Document Tracking form.
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Select a Document from the drop-down list. All students having the selected
document related to their files are listed on the form.
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3 Enable or disable the View documents not Received check box. If you enable
this check box, only those documents that have not been received appear in the
grid. If you disable the check box, all documents will appear.

4 Select an Award Year to which the documents apply. This drop-down list is
available only if a Financial Aid-related document is selected.

5 Select a Document Status. If you select a document status, the grid will contain
only those documents that have the selected status.

6 Enable or disable the View All Statuses check box.
7 From the displayed list, select an individual student document.

8 Click a cell in the row you want to update. You can update the Status, Date
Requested, Date Received, Date Due, Date Accepted, and Scanned indicator.

Note: While editing the date fields, enter the century along with the year. For
example, 06/30/2007: if you just enter 07 instead of 2007, the program
will reject it.

9 Click Scanned, if necessary, to indicate that you have scanned the requested
document into your electronic filing system.

10 Default Values tab: Use this tab to update statuses and dates in batches. For
example, if you select a Status or a Date Due, the system updates the value(s)
you select for all students whose names appear in the grid. Click Set to update
the values and save the changes.

IDeIauIt Valuesl T Search Student
Document Status [Date Reg Date Duye [Date Rec'd D ate Acptd g v e
Bl 1] ]| &l 2

Set

11 Search Student tab: Use this tab to locate a student using SSN (Social Security
Number) or Student ID as a search criterion. Type in either of the numbers, and
then click Filter. The name and information of the student associated with that
number appear in the grid. Click Clear Filter to disable that search criterion. The
grid will revert to the previous display of students.

Default Walies T

SN | Student ID | Filter Clear Filter ||

12 Click Close to save your changes and close the form.

Document Tracking Using the Document Tracking Report

You can use the Document Tracking report to view a list of documents and the
status of documents for selected campuses, types of documents, and students.
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To view the Document Tracking report:

1 Select Reports > Contact Manager > Document Tracking Report to open the
Report Selection form for the Document Tracking Report.
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2  Set the filters and date fields to satisfy your report requirements...

3 Click Preview to open the Report Viewer and display the Document Tracking

Report.
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Contact Manager Reports

The Reports drop-down menu is organized by departments. Each department has a list of reports
that are relevant to the work done there. The list of reports is alphabetically sorted for each
module and varies in length as new reports are added and old reports are replaced with newer
versions. An asterisk (*) indicates a customized report designed for your institution(s). You can
click Reports > Contact Manager to access reports associated with the Contact Manager
module.

| Reparts

Executive Information  »

Conktact Manager Ackivity Detail

Lo Mok Call Lisk

Do Mok Call Lisk (Mo Phone Mumber)
Ciocumnent Tracking Report

FERPA Cipk-ouk Lisking

O§anding Transcripk Requesks

Skaff Listing
Student Ackivities

Bdmissions

Financial fid
Student Accounts
Academic Records
Diskance Education
Placernent

Loan Management
Student Services
Housing

v v v v vy v vy wv w

Ackivity Bnalysis

-

Zuskom Reporks

International Reports L3

Cpen Report Selector |

The Reports menu displays the following two menu items for each module:

Custom Reports

Custom Reports are designed especially for your campus. Such reports are developed by someone
at your school who can use Crystal Reports®. These reports are created either by editing an
existing CampusVue generic report or by creating a new report from scratch. Your System
Administrator can use the Setup > Report Maintenance option to work with custom reports.

Open Report Selector

You can click this option to display a window in which all reports (for all modules) that you have
permission to run are listed by going to Reports > Open Report Selector option.

General Features of CampusVue Reports

Once a report has been generated, some features are viewable and are common to all the
department-specific reports in CampusVue. Listed below are common features:

* The Title of the report is in the upper-left corner of each page.
e The Selection Criteria are listed in the upper-left corner of the first page.

* The Sort Order is listed in the upper left corner of the first page.
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* The Name of the Program that produced the report is listed in the upper-right corner
of the first page.

* The Date and Time that the report was printed is listed in the upper right corner of
each page.

*  Column headers are shown at the top of each page.

*  Group headers are listed on the left side of the report as required by your sorting
criteria. Note that you can sort by all the available sort variables but group totals are
available only for the high-order three sort variables.

*  The Total number of records selected will be listed at the end of the report.

* The Company name will appear in the lower-left corner of each page. (This is the
company name from the Setup > System menu option.)
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Note: Reports from your system parameter tables can be printed in a similar
manner from the Lists menu.

Some reports will be displayed as an HTML document. When an HTML
report opens, you can right-click on the report and then select Print
from the context-menu to print it.

Accessing Reports

Reports are accessed from the main CampusVue menu under the Reports option. You can run
reports only if your user profile has been granted the proper permissions. Selecting Reports >
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Open Report Selector displays a window that lists by department all the reports that you are
permitted to run.

To access a specific contact manager report:
1 Select Reports > Contact Manager > specific report.

2 When the Report Selection form opens, set the filters and date fields to satisfy
your reporting requirements.

The following screen displays the Report Selection form for the Incident Details
report.
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Report Preview

After you have selected the appropriate parameters from the Report Selection form, you can click
Preview to open the Report Viewer window and see your report.

The following screen displays the Incident Details form.
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Report Viewer Controls

Report

The Report menu on the Report Viewer form provides for printing the report, printer setup,
exporting the report to other applications such as Excel, and closing the viewer window. The
following options are available on the Reports menu:

Print: You can select this option when you are ready to print the report. A Print icon
is also provided at the top of the Report Viewer form.

Print Setup: This option calls the typical Windows printer setup form from which
you can select a printer, set the number of copies to be printed, and access other
reporting functions.

Save Student Group: If the internal Campus Id and internal Student Id are contained
in the record set for the report, you can save the students listed on the report as a
group. Select this option and give your group a name.

The following screen displays the Save New Group dialog:

ﬁ Save Mew Group E|

Group Mame ||

Growp Type ¢ Manual {* Stahc

[~ Make Group Public

Save | Cancel Cloze

In this example, the default definition for the new student group is a "Static"
group, meaning that the list of names in the group can be refreshed on demand
(your school can also choose manual for the default group definition). You can
also open the group via View/Student Groups and change the group type to
Dynamic, Frozen, or Manual. For details refer to CampusVue Help.

Export: You can select this option to view different export formats. In the example
given below, users can select from the following four export formats: Crystal
Reports Export Formats, Excel, Comma Separated (CSV), and XML Format.

Report
Prink
Print Setup
Sawe Student Group
Expork Crystal Reports Export Formats
a Excel
o= Comma Separated (C54)
#ML Format
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With each report selection you can select the format and destination of your

report. Several options are available for both Format and Destination. Click OK
after you make your selections.

Export g|
Famnat:
[E=crstal Repors (RPT] |
Destinatior: Cancel
|= Disk file -

* Close: You can select this option to close the Report Viewer form. You can do this

before or after you print the report. The program will return to the Report Selection
form.

Mail Merge

The Mail Merge option appears on the Report Viewer Menu Bar if the following conditions
are met:

*  Your school has letter activities related to students.
*  The path to the letter is correctly designated in Setup > System.

e The report being previewed lists students.

When you click the Mail Merge option, all letter activities are listed as options. You can
select the one with which to merge the data on the displayed report.

Select Letter for Mail Merge

Admizsions Labels

AM New lead label

AM-MNew Lead Label

asd

Employer Letter Mew

Graduate Interview w/E mploper
Send Catalog to Lead

Student Letter

‘wielcome Letter

Select I LCancel
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When you select to use the Mail Merge feature, you will be able to run the selected report,
use the Merge tool to combine and print letters and update the student's activity record after
processing the letter. The system will prompt you with a dialog box asking if you would like
to update the Contact Manager. If you select Yes, then the student's Contact Manager history
will be updated after the Mail Merge is completed.

Excel

This option exports the data on the report to an Excel spreadsheet. This feature appears on
every report. The export procedure uses column names for headings. A maximum of 65,000
rows can be exported. However, Sub reports are not exported.

Navigation Tools

At the top of the Report Viewer form, there is a set of navigation tools to help you maneuver
in a multi-page report. By clicking the appropriate tool, you can go to the first page of the
report, the next page, the previous page, and the last page.

| % & &= =] || 0 < ik >N o= || dh

The following tools are available for selection:

*  Report Views: The report viewer provides a method of narrowing your view of the
previewed report. By double-clicking on a report heading or sub-heading, you can
open a view containing only that heading and the data below it. When you open a
view of a heading, the program creates a view tab at the top of the report. You can
alternate between views until you get the information you require. You can also print
only a selected view of the report.

*  Close Current View: Click on the view to be closed and then click this control ( 2 )
to close it.

*  Group Tree: On the left side of the Report Viewer is a control known as the Group
Tree. It is used to drill down to specific portions of your report. It is more significant
in long reports and in those that have more than one or two groups. Click on the plus
and minus boxes beside the group names to expand or contract the tree list. Click on
a tree item to go to that portion of the report.

* Toggle Group Tree: This tool ('E) is used to show or hide the Group Tree. If you
want to see more of the report page in your viewer window, hide the Group Tree by
clicking this tool. Click it again to bring back the Group Tree.

* Report Size: Use this tool ( f1o0z =] ) to size the image of the report to a convenient
viewing size. Select one of the options from the drop down list or type in your own
percentage value.

e Text Search: Use this tool (M ) to find the text that you need in the report preview
by typing it in the Text Search box after clicking the binoculars. The program will
find the first occurrence of the text in the report. If you click the binoculars again, it
will find the next occurrence, and so on. Your search text entries are saved in a list so
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that you can go back to them by clicking the arrow beside the text box. When you
close the report, your search entries are discarded.

Find what; I | Find Mezxk

Cancel

i,

Report Printing

Report Printing is performed from the Report Viewer window after you have selected the
various filtering criteria and clicked Preview in the Report Selection window.

To print a report in CampusVue:

1

Cube Reports

In the Report Viewer window, click the Print icon (gl) at the top of the
window to open the Print dialog box. You can choose to print all of the report or
selected pages. Indicate the number of copies of the report to be printed. Click
OK to send the report to the printer.

Alternatively, select Print from the Report menu at the top of the Preview
window. The report will be sent to your designated printer. If you want to change
the destination printer, select a printer from the Print Setup dialog.

From the Report menu, select Close to close the Report Viewer window after the
report is printed. You will return to the Report Selection window.

In the Report Selection window, you can choose to print another variation of the
report by selecting different parameters. You can also save your previous
selection of parameters by giving them a Preference Name and saving your
preference for a later rerun.

Click Close on the Report Selection window to return to the CampusVue main
window.

The term "Cube Report" refers to a multidimensional, spreadsheet-style report that you can
manipulate for the purpose of extracting data from the CampusVue database. An ordinary
spreadsheet is two-dimensional in nature. As the term implies, a cube report can accommodate
three or more (possibly hundreds of) dimensions in a report presentation. Each of the CampusVue
modules has one or more cube reports associated with it. Data elements for the various cube
reports are provided by the program in a form that you can readily use or not use as desired for a
particular view. Flexibility is the key characteristic of cube reports. You can move data around on
the report, adding or removing horizontal and vertical data elements to achieve the precise
combination of rows and columns you need to present the results in the proper format.
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The program gathers data for a cube report each time the report is opened. The data is stored in a
temporary file while the cube is open. For large databases, this data gathering effort can take a

while.

Output can be generated from cube reports in four forms:

On-screen displays in which rows and columns can be rearranged to suit your needs
Printed spreadsheets with optional horizontal and vertical cross footed totals

Charts and graphs

Export files to Excel

In the Contact Manager module, you can find an example of the cube report. The
following Activities Analysis report is an example of the cube report
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To view a Cube Report:

1 From the Reports menu, select the department module Contact Manager. Then
select the name option for the report to be printed. (Cube reports are listed at the
bottom of each departmental reports menu.) The Report Selection form opens.

2 Some cube reports are set up with selection criteria and others are not. If
selections are available, make whatever choices you like.

3 Click Preview on the Report Selection form to start the gathering of data for the
cube report. The program will gather the basic building blocks of data for the
cube. Be patient; this can take several minutes. There's a lot of work going on
that you can't see.

4 When the program has assembled the necessary data, the cube report opens.
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Across the top of the cube window are some important controls.

*  Preview: @ Shows you a preview of the printed report in spreadsheet format.

*  Graph: B Tokes you to the graph design feature. You need to select the data
elements you want in the graph before clicking Graph. Ordinarily, you would not
want to graph the totals along with the data cells. To select data cells to be graphed,
click one corner of the range with the left mouse button, hold the button down and
"drag" to the diagonally opposite corner of the range. All selected cells except the
first one will be darkened.

* Excel: = Exports the cube report to an Excel spreadsheet. You can also select the
parts of the report you want to export before clicking Excel. You will also export the
totals unless you take action to do otherwise.

-
* Exit: EI—' Closes the report and returns to the CampusVue work area.

[+ Showe Totals
*  Show Totals: You can elect to show or not show the totals on the

report. If you want to export the data, you may not want to export the totals along
with the data cells.

*  Options Menu: When the cube report is opened in your work area, a new menu bar is
added to the CampusVue window right under the title bar. It has one menu on it
labeled Options.

[ Campus¥ue - |
Cipkions
Graph
Print Preview
Ranking
Export Excel
Save

Close

The Graph, Print Preview, Export Excel, and Close options work like the
corresponding options described in step 5 above. Save will save data from the report
to a variety of file formats.

The Ranking option gives you the ability to rank (sort) data elements in the cube
report in ascending or descending order.

Module 2 - Using Contact Manager and Document Tracking in CampusVue 70



Contact Manager Reports
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The example cube shows a three-dimensional report in a two-dimension format. Each
row represents a student record. Subtotals and totals are shown for each row and
column.

Notice the other data elements that have not been used in this particular view of the
array. Any of these other data elements can be "dragged" to the horizontal or vertical
axis of the grid. By doing so, you can change the report to an entirely different result.
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Another technique that you can use to tailor the cube is to select only portions of any
one data element. For example, as we have done here, you can select only a few out

of many EventType.

EventT ype [+ [ActivitStatuz [+ |Dueliate [+ |D
B<]AD General Comment 1=l
[<]AD Meeting

B<JADM - 15t Rescheduled 2nd Interview
B<JADM - 15t Rescheduled Interview

W - 2nd Interview

BADM - 2nd Fescheduled 2nd Interview ]
B4 - Outgaing Phone Call

B4k 2nd Attempt Call

B4k Follow-up Call

B Interview Meeting

B Mew Lead Contact

B¢l Mew lead label

B<]ad-Mew Lead Label

B<]&dmiszions Labels

B<Change of Status Letter -

Click on the arrow beside the data element name. The list of codes, names, and so on,
will be dropped down for your selection. Click the box beside each desired code or
name. Those with X in the box will be used in your report. Those with blank boxes
will not be used. To select all choices or to deselect all choices hold the Ctrl (Control)
key down while selecting.
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Right Click Options: If you right-click anywhere in the data area of the cube report,
a menu appears with some important features listed.

v Mormal
%o of R
% af Caol

Mumber Format. ..

CNT

*  Normal: Causes the cube data to be displayed in its normal format. In the case of our
example, it is contribution to the activity analysis sorted by student.

* % of Row: Changes the data format to be a percentage of the row total.
* % of Col: Changes the data format to be a percentage of the column total.
*  Number Format: Allows you to change the format of the numbers in the data cells.

e CNT: This is the only option for the detailed data to be displayed. In other cubes,
there may be more options listed here.

Graphing Data: For our example, we have chosen to create a three-dimensional bar
graph. The illustrations show the selected data from the cube (totals have been turned off
to facilitate the data selection) and the resulting graph. To select data cells to be graphed,
click one corner of the range with the left mouse button, hold the button down and "drag"
to the diagonally opposite corner of the range. All selected cells except the first one will
be darkened.

o | b -

F
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To change the type of graph, click the graph style list in the upper right corner of the
graph screen. Select any of the listed styles. Maximize the graph screen to see the labels
clearly when you are working with many elements.
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* Export to Excel: The same data can be exported to Excel as the example below
shows. The column headers have been formatted manually after the import to
improve the look of the example.
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*  Preview: The Preview of the cube report from the cube is shown here with totals
included.

*  Preview Controls: There are several controls on the preview form including Print,
Print Setup, Margins and Columns, Page Change, and Zoom In and Out.
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