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Preface

This document contains information that will enable you to use Admissions functions
effectively and perform activities involving a students’ Admissions process.

This document assumes that the reader knows the Windows environment, has used the
CampusVue product, and understands basic school administration terminology.

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.

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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Introduction

Introduction

The Admissions module of CampusVue provides mechanisms for gathering information
about leads, recruiting and interviewing potential students, processing their applications,
and enrolling them in your institution. As an adjunct to this process, your management
can obtain valuable data about marketing expenses and advertising effectiveness.

The Contact Manager (CM) module plays a crucial interactive roll in the activities of the
Admissions Department staff. The tools in CM can be extremely useful for tracking the
progress of leads through the recruiting process. For detailed information on the functions
of the Contact Manager, refer to the Contact Manager and Document Tracking user
guide or to CampusVue Help.

The purpose of this User Guide is to familiarize you with the basic tasks commonly
performed by Admissions personnel, such as those in the following list:

*  Managing leads

* Tracking advertising expenses
e  Enrolling students

e Tracking documents

*  Generating reports of Admissions activity

CampusVue User Guide: Managing Admissions 5
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Managing Leads

In this section, you will learn how to process electronic leads and how to reassign leads to
different Admissions representatives.

Electronic Leads

If your school has a CampusVue Web site, an online Inquiry form is available to you.
Interested parties can use the Inquiry form to inquire about your school. Although similar
to the Quick Lead form, the Inquiry form submitted on the Web does not immediately
result in a new student record. Web inquiries are held in a screening file so that an
Admissions department staff member can review them and decide whether or not to
convert each inquiry to a new student record. When the form is processed, an Electronic
Lead record is created in CampusVue's database.

Note: The “Electronic Inquiry” record is not the same as the "New Lead" entered
manually through CampusVue. The electronic lead records are reviewed (for
example, to screen out duplicates) by an Admissions Department
representative before a student record is created.

Processing Electronic Leads

This feature provides for the importing of leads into CampusVue from electronic sources
outside of the system. It will display a listing of all students added to the Electronic Leads
table.

A staff member in the Admissions Department must regularly review entries in the
electronic leads table to ensure a prompt response. In CampusVue, the electronic
inquiries are accessed through the Daily > Admissions > Process Electronic Leads
menu option. The staff person may choose to make a personal contact with the inquirer or
may choose to convert the inquiry data to a new lead in CampusVue.

Note: It is recommended that you discuss your plan for importing electronic leads
with the Campus Management Support Department before you attempt to use
this feature.

To process an electronic lead:

1 Select Daily > Admissions > Process Electronic Leads to open the Process
Electronic Leads form.
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2 In the Filter By section, select the filtering criteria you wish to use, including the
Campus(es) and Program for which the electronic leads are to be processed; the
Lead Source from which they were obtained, and the Lead Date. Select the Status
to be assigned to the leads that will be selected for importing into CampusVue.

Note: Select All Campuses to include leads with no campus designated and all
campuses to which you have access. Otherwise, you can select a single
campus from your campus list. Click Select All or Clear All and add/clear
campuses individually for speed and ease of use.

3 Click Refresh List. Lead records that were identified as having possible duplicates
on file when the lead information was initially captured will be loaded into the
Electronic Leads grid. For each possible duplicate record already on file, the
following information - if available - will be listed: first and last name, email address,
street address, city, state, zip, phone, lead date, source, campus, program, and
comments. If there are leads that can obviously be discarded, for example there is not
enough information for a complete lead record, select such leads and click Discard
Selected Leads. The program will remove them from the table.
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4

10

11

Select the check box in the Select column for a particular record and click Perform
Duplicate Check. If the new lead record is a duplicate of any of the possible duplicate
records listed, a check will appear in the Duplicate? cell that corresponds to that
record.

Click the word Duplicates in the Show column to see a list of all existing records for
this New Lead.

W Possible Duplicates
Andhyde Jekyll London 9168 01A 8119119111
Andhyde Jekyll London BC g3Ged 911-911-9111

-
4 | v

| Cancel || Save Mew || Process Duplicate || Wiew Student |

If the new lead record is a true duplicate, the user can indicate that the system shall
update the existing Student Master record with information from the latest Lead. It
will be processed according to school-defined rules. If the user has duplicate override
permission, he/she can create a New Lead record even if possible duplicates are on
file for the selected record. This action will trigger a pre-configured Contact Manager
activity.

Click Save New to update the existing Student Master with data from the New Lead
form.

Click Process Duplicate to update an existing record.
Click View Student to see the Student Master record for a selected New Lead.

If the new lead record is not a duplicate, you will have the option to import this lead,
if you have override permission to do so.

Select the leads that you want to import by checking the rows in the Select column.
Note that you can click the Select All or Clear All button to assist in the selection
process. Records that are de-selected remain in the grid but are neither imported nor
discarded.

Specify the Lead Source, (school) Status, and Admissions Rep who will be
assigned to the lead.

Click Import Selected Leads. If the lead is imported, then the new lead will be
removed from the grid on the Process Electronic Leads form.
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If you decide not to import the lead on this form, then the selected check box will be
checked for this new lead on the grid when you return to the Process Electronic
Leads form.

12 If there are leads that can obviously be discarded, for example those with insufficient
or obviously invalid information, select them by placing a checkmark in the Select
column and click Discard Selected Leads. The program will remove them from the
table.

13 Click Hide Duplicates to have the program remove any rows that it determined to be
possible duplicates from the screen. The program will not remove them from the
table and they will be available for future sessions of processing electronic leads.

14 Click Print to print all selected records.

Batch Quick Lead Entry

You can use the Batch Quick Lead Entry form to add leads to your student master
database quickly. You can implement forms for different types of leads. For details refer
to CampusVue Help.

To work with the Batch Quick Lead Entry forms:

1 Select Daily > Admissions > Batch Quick Lead Entry to open a Quick Lead Setup
form:

ﬁ' Quick Lead Setup m

Template and Default Field Selection

Select an available Template:

-]

Select Default Figlds to uze:
Avallable Fields to Default
Field Mame Drefault

LCloze

2 Use the drop-down list to select one of the templates to use during the lead entry
process.
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3 Check the boxes in the Default column to select the default fields. These fields will
be moved to the top of the Quick Lead Entry form.

ﬁ' Quick Lead Setup m

Template and Default Field Selection

Select an available Template:
[High School Leads -]

Select Default Fields to use:

Available Fieldzs to Default
Field Mame Drefault -
Address
City
State
Telephone
M ail
High School
P |Interest

== | )

LCloze |

4 Click Open QL to begin entering leads. The program opens the Quick Lead form
with the selected default fields at the top, as follows.

ﬁ' Quick Lead m
Default Values Section
High Schoal || |Z| Interest | E|
Additional ¥ alues Section
City |
First Name |
State
Last Name | Telephone ’—
Postal Code . =Mai |
Address j
=
Quick Leads Entered:0 | SaveMNest | Cancel | Close |

5 Fill in the default fields first. These fields will be related to all subsequently entered
new leads until you close the form. If necessary, you can change the data in the
default fields to continue with a batch of leads without closing the form.

6 Fill in the remaining fields on the form for each new lead.

7 Click Save/Next to save a new lead and open the next new lead record. The non-
default fields will be cleared on the new form and the default fields will not be
cleared.
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The program will increment the Quick Leads Entered count each time you save a
new lead record. The counter will reset when you close the form and reopen it for a
different batch of leads.

As you save leads, you may wish to use the Review On button to see the list of leads
previously entered during this session. The program will display a pop-up window
containing the names of the previously entered leads. To turn the review display on
and off as required, click Review On.

8 Click Close to close the Quick Lead Entry form.

Reassigning Leads

Staff assignments, employee turnover, and department business practices may require
that leads be reassigned to a different Admissions representative. CampusVue permits
you to reassign leads individually or in batches, to a single recruiter or to a group.

Single Lead Reassignment

You can reassign an individual student record to a different Admissions Representative
by simply editing the Student Master form.

To reassign a single lead from one Representative to one or more other
Representatives:

1 Perform a search for the student, and double click the student name in the search
results box.

2 The Student Master form for the selected student will appear in your work area.

T ey -———— _ O]
Title Student Number |422 PIN |
Last Mame |ESSEH FilstNamelLeigh Campus |Campus  anagement [nstitute
Middle Name | Suifie | School Status [New Lead
Mickname I aiden Name Lead Source |F|eferra|
Address :‘ Lead Date |?H2DH2DDB |‘ID:14M¢I
Lead Type |
Cit
|y |U PO Tv— | Last Achivity Date | |
Cangh nited States of America
auntry [~ BadAddress s, Rep |Able B
Phane Number 4041 5556730 [~ BadPhone
Interest |
Work Phone | E:-ct.| o |
Other Phore | Eounty| rogram
. Shift |
E-mail | . ic
b tart
Other email | HERE .ar |
g5y [132549676 Gender ’7 Prev Education
— Agency/Sponzar |
Birth D ate Veteran |Unspecified
. — Instrument |
b arital Status Dizabled |Unspecified Drig Start Date ’7 |:|
Ethnic Graup | Nationality Curtert LD ,7
Citizen Alien # | r r EI
Diiv. Lic State oLt | I =
Edt | Close |
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3 Click Edit on the Student Master form to enter Edit mode. Click the Search button

ﬁl on the right of the Adm. Rep field to open the Search Adm. Rep form. Search
for the new Admissions Representative using the Description/Name, Code, City, or
State fields. Highlight a name and click the Select button to select the new
Admissions Representative from the list. Click Save.

ﬁ Search Adm. Rep
Descriptiu:un.-"Namel Search |

Eudel

City | State [FL

Dezcription Code
Agtor, James ASTORGCME
Baker, Able ABAKERECME
]| »

Select I Rezet Cloze

Note: New lead entry may generate an automatic notification, but no such
notification occurs when you reassign a lead. You may wish to notify the
new recruiter by other means, such as adding an activity in the Contact
Manager and assigning it to the new Admissions representative.

Reassign Lead
Lead Date | IL'

Old Rep | EI

Mew Rep lfl'-. Eampbell EI

Effective D ate “F.-"ED.-‘IEDDE |L|

Save | Cancel | Cloze |

4 Acknowledge the confirmation message to complete the process. Edit the Effective
Date as required. Click Save.

CampusVue User Guide: Managing Admissions 12
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5 If you would like to send a Contact Manager activity to notify the new Admissions
Representative of the lead reassignment, open your Contact Manager by clicking the

£ |

icon on the Shortcut bar. The Contact Manager form will appear in your work

6 Click Add Activity to open the Activity form.

F_ iy &M Loy Fanesstgrend]

il 1 Conpbed & [-
) =
it gANE el |~_ “' o Progen smcfed |~
i [ el e
- E R [+Fr= [-]
= | A
fiuGica Peodng [-1 Fere o[-
» — I-_
Lonmwer
régina 1 jphed fecul] =2

1

: B | .z;;':-\.l Dows l

7  Select the name of the Admissions Representative from the Assign To drop-down list
and then search for the student using the Student multi selector box. Select the
reassigned lead activity from the Activity drop-down list, and then click Save.
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Batch Lead Reassignment

CampusVue provides a Lead Reassignment wizard to allow you to reassign a group of
leads from one Admissions Representative to another.

To reassign leads from one representative to one or more other representatives:

1

Note:

Select Daily > Admissions > Reassign Leads to open the Reassign Leads wizard in
your work area.

Erfar Sikecinn Cie s Bk

Campas |

Cueet sy o [ - |

[# Oty thew st admman

Surert B [ =i
Land Dt | | ETRLN =
Lowci Typa | =i

Lead Sanscn | -]
Fragran | for |

Progen bessit | =i

Lt Ackvily Diade | | T Bl =
Bky ok | =5
4t | =i

Eageet | | ]

Select the Current Admissions Rep from whom the leads are to be reassigned.
Select or clear the Only show active admission reps box, as required. If this check
box is selected, only active recruiters appear in the drop-down list; otherwise, both
active and inactive recruiters appear.

The ellipsis boxes J permit multiple selections for many of the filters
discussed below.

Select Student Group if an entire group is to be reassigned. If Student Group is
selected, no other selection is required to continue processing. However, other
criteria may be selected on an optional basis.

Enter or select the Lead Date range.
Select a Lead Type to be reassigned, or leave blank to reassign all lead types.
Select a Lead Source to be reassigned, or leave blank to reassign all lead sources.

Select Program to reassign all leads in a program, or leave blank to reassign all
programs.

Select a Program Interest to be reassigned, or leave blank to reassign all program
interests.

Enter or select the Last Activity Date range.
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10

11

12

13

14

15

Note:

Select State or leave blank to reassign leads from all states.

Click Next to open the second page of the Reassign Leads wizard.

Sebecthe Sudent Sishmesio be nchided

fpphran] Frocazong
Eraclirent

Giraghuste - Flscarsant
Infizhanl - Placersart
Lagd

Marear Akureind
Parnarrard Dot
Torprsary Oul

140 v AR mradedd
P E racireert

LUy SRCTTOT

i:h-.l.il | Damii

1] 05 )]

Cagrend J o1 Fuch _I P 55 J

Select the Student Statuses to be included in the reassignment. Click the plus signs
to expand the list of statuses. Click the boxes beside the status descriptions to select
them. A check mark in a box means that it is selected. If you check a high-level
status, the lower-level statuses below it in the tree will also be selected.

Click Next to open the third page of the Reassign Leads wizard.

shn Leads

Fradnea 5 0 ro'hd ol i o e Fopdl]
St | Bt sk e [T
I |sbwBake | o
I |Arcos Mollan | o
I |Curea Shepharcan 1]
[ D Basncounim 1]
_Lﬂnmlllﬂ:

I"  |Ebckone Leads
I |EbHutrisis

I |dwrez Sl

211
Gekecidd | Dawad

Caeed | e L |

Select the Admissions Rep(s) to whom the leads will be assigned. Click the box next
to a rep's name to select or clear it. A check mark in the box next to a rep's name
means that the representative will share in the reassignment of leads. Click Select All
or Clear All if necessary to help in the selection process.

Enter the maximum number of selected leads to be reassigned to the selected
Admissions Rep(s); otherwise the reassignment will be an equal distribution.

For selected Representatives on this form, the program defaults the Max
to 999,999 leads. If you do not change this default, the first
Representative listed will get all of the transferred leads.

CampusVue User Guide: Managing Admissions

15



Managing Leads

16 Click Next to open the fourth page of the Reassign Leads wizard.

Acthahy o megign o The NesScnmeons Pep (Opione]
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17 Select a Contact Manager Activity to assign to the new Admissions Rep. This
activity will notify the new representative of each newly-reassigned lead.

18 Click Next to open the fifth page of the Reassign Leads wizard.

Pmemschy b Pasin= g Lsacds
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Note: The program will display a description of the reassignment process it is
about to perform. Read this statement carefully to be sure it is what you
want to accomplish. If the statement correctly describes your intentions,
click Finish to continue the reassignment. If the statement does not
correctly describe your intentions, click Back to go back and make any
necessary corrections. If required, you can click Cancel here and start
over.

19 When you click Finish, the program will change the lead records to reflect the
reassignment of leads to the selected Admissions Rep(s).

20 The program will display a message when the process is complete
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onpnvus
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21 Click OK to acknowledge the message. After you click OK, you can scroll up and
down the Reassignment Results list to review the list of reassigned leads.
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22 Click Print to review and/or print the reassigned leads. The Reassigned Leads report
appears.
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23 Users can export the same data by clicking Report > Export on the Report Viewer
form. Users can select from the following four export formats: Crystal Reports
Export Formats, Excel, Comma Separated (.CSV), and XML Format.

Aspxxt | Mal M Bizal

Print

Frirt330p
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24 Click Clese to exit the process.
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Improved Lead Source Tracking

In this section, you will learn,

o How to define a list of lead vendors and associate multiple sub-vendors to each
lead vendor.

e How to associate multiple lead vendors and/or sub-vendors to a lead source.

o How to associate lead vendors and sub-vendors to lead sources when creating a
new lead.

e How to associate lead vendors and sub-vendors to lead sources while editing the
Student Master details.

Define Lead Vendors and Associate Multiple Sub-vendors

A lead vendor is the vendor who provided a lead or prospect.

To define the list of vendor(s) and associate multiple sub-vendors to each lead
vendor:

1. Click Lists > Admissions to open the Setup - Admission Lists form.

=IOl x|
EsDusody | EtwiCodes | Motoresty | Sebs | Cowtin | Contes | Gends | Mwtd s | Db | Edebn el | R Tve |
ey T | Evasan Loscation: | T Code Dibwos T | Condaot Trps e Lol [l
msmrmm]mlmmlm]mmlwmlwm Tk s | Toes |
| Code IR @ DreBhow st GeTe |
Carsprt | gz Haragmirard inifiuia I M Cywsses
[imzcriplan [ Ak
Cabla Hurs Hutveak. |CHH '
Pl Btk 1l I35 Ihd
Fiarsd |FR I
High'5 chead |HE I
Lprwn Ui rwvmariy |LYHH |
Vi Hessd |HH I
Urern wiah appheaban |'WEB |’
T Tt |0 i
[T | CAAHET I
Aeksy |FEF i
Aulanal Frars Fuard |FRFRIEND |
Fa v G |38 i
Tha Fiear |FLYER i
TveR =] s
Urkrem \LE |
ALK Pk Wiy id
W T mleyzan 7 W TRIT L
|t | o | pooe | oot | pw | Dose

2. Click the Lead Vendors tab to open a list of existing lead vendors.
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3. Click Add to open Lead Vendors Code Setup form or select a previously added

lead vendor and click Edit to work with it.

m Lead Yendors Code Setup il

Code || Active [V
Dezcription I
| Address ~ FPhane
| B |
| LI Fax I
City | |—E|| u Email |
County I :I URL I
Courtry I :I Comrents ;I
Lead Source(s] :I _I
;I Save | Cancel | LCloze |
- Sub%endor(z) to Lead Yendor
Code [ Diescription [Active |Phone [Lead Source(s) ]
¥ | Onli shaow active Sub Yendars)] Add | Edit | Delete I Enable |

4. Type the required information in the Code, Description, Address, Phone, Fax,

Email, City, County, URL, Country, and Comments fields.

CampusVue User Guide: Managing Admissions
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5. Be sure when entering new vendor information to check the Active box. If the
vendor is no longer active, clear the Active box.

i padl Yenders Code Sefup il
' Lot [[EADWERDOR S [ar]
Desaricion [FETREEE
E
or| mC - R
MI—E IJHLI
- By Wk b Lt Vewdod
54 Digsgriphon |akes  Phore: L Seasgefs]
R S I | |

6. Click Save.

Note: The Add, Edit, and Delete buttons are not enabled on the Sub Vendor(s) to
Lead Vendors section. After you save the lead vendor details, these buttons will

be enabled.
i ras voners Codeserup N {
' Lods [EAD VERDOR & dectin [
Dlesoripon | | yucd arck: &
A:uuu| =] Phore |
=l i |
2 | |_El =] Eved |
I | UAL|
Ll Gt =
E Carcal fhee |
+ Buy Vs b Lesad Wierakod
| Cions Desoriphon |k Phone Ll Sirasdaix]
7 Dy shems 3t SubVerskd s o | e | pees | none
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7. Click Add on the Lead Vendors Code Setup form to enter the sub vendor details
or select a previously added sub vendor and click Edit to work with it.
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8. Type the required information in the Code, Description, Address, Phone, Fax,
Email, City, County, URL, Country, and Comments fields. If the sub vendor
address is the same as the lead vendor's address, you can click the Same Address
as Lead Vendor button and the system will copy the lead vendor's address to the
sub vendor's address detail.
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9. When entering new sub vendor information, select the Active box. If the sub
vendor is no longer active, clear the Active box.

10. Click Save to save the sub vendor details.
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11. After saving the sub vendor details, the frame disappears and the grid lists the
recently saved sub vendor.
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12. Click Lists > Admissions > Lead Vendors. Select the Print button to view the
association between Lead Vendor and the Sub vendor.
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Lead Vendor Listing Ist_mLead'/endor.rpt
ADOMINISTRATOR
Sorted by: Description
Srmenng
F2ATPM
Code Description Address Friore Ernail Autive
Le=d Sounce{s) Fa
URL
Cormrments
Lead Vendor
LEAD Lead Wendors 123 Street2d (11 1) 222-3333 dbcd® kadue s dors.com Weg
WENDOR 5
Gakta, Ca, 93160 11y 222-2323
Pam Beach, United www kaduerdors.com
StEerorAmerka
Sub vendor
SUA StbWendord 123 Streetq 113 222-3333 abcdi® s vbue vdo il com Weg
WENDOR 1
Gok@,Ca, 93160 (11132222323
Pam Beach, Uiited LILTETRE S TR Y g g el

SEELOTAMerca

Associate Lead Vendors and Sub Vendors to a Lead Source

The lead sources are used to designate how a lead (prospect) came to hear about your
institution. One or more lead source codes can be recorded in a lead's record and later
summarized with others to measure the effectiveness of your advertising program.

To associate multiple lead vendors and/or sub vendors to a lead source:

1. Click Lists > Admissions to open the Setup - Admissions Lists form.
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2. Click the Lead Sources tab to open a list of existing lead sources. You can select
Campus at the top of the form to see only the lead sources for that campus.
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3. Click Add to add a new Lead Source code or select a lead source on the list and

click Edit to view or modify the details.
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4. The Lead Sources Code Setup form displays.

Campsas

| Carmpa | retiute of Ag
| Cowmpeis I pwanipinind gtk

Eves | Cood | Choes | _ Elekil | Clewsd |

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

6. Select a Category to which the lead source belongs. Click the New button to add

a new lead category record.
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7. Select the Associate Lead Vendor(s) button to associate lead vendors and sub
vendors to the lead source.

Campleas
| Carmperr | rtitm af i
] Coarpess W anageanend gl

Cods | pOWAD
Desoriphon | BOMAD Advesiing
Calaguyp Jrémralictamiong
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8. The Associate Lead Vendor(s)/Sub Vendor(s) to Lead Source form displays. You
can check the lead vendor/sub vendor node to associate it with the Lead Source.

B Associaie Losd Yoo dens el Yandek) - x|
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9. To set a lead vendor or sub vendor as the default vendor, you can right-click
Lead Vendor or Sub Vendor and select the Set as Default option.

Note: There can be only one default Vendor or Sub vendor for a Lead Source.

| Cooed | Ehes |

10. A new check box with the caption Allow user to override default selection will
be added. If this check box is selected, you will be able to see Vendor/ Sub
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vendor associated with the Lead Source on the Student Master form, the Quick

Lead form, and the Advertisement Expense form.

Note: This check box will only be enabled when there is a Lead Vendor/Sub vendor

marked as default.

ﬁ Associate Lead Yendor(s)/Sub Yendor(s il

Select Lead Yendor(z)/Sub Yendor(s) to associate with Lead Source

Right Click to Select az Default.

¥ 1 Leadvendar 5
T
M 1
- Sub-vendar 1
f— Sub-vendor 2
M vengg 2
— Sub-vendaor 3
e 3
[ Subvendor 1
Wendor 4

I Allow user to overide default vendor selection.l

* Indicates Default Wendor/Sub Yendar.

ok | Cancel | Cloze |

11. Check or clear the Active check box as required.

Lead Sources Code Setup

Campuses

[ Campugz Institute of Art
Campus Management [nstitute

Code |BOARD

Description | BOARD-Advertising

Categom I |;I MHew |

Azgociate Lead Wendorz) I

Lapture Advertizing Information

[~ Ornline Lead Source

Save | Cancel | Close | Selectal | Clear Al

12. Select the Capture Advertising Information box to include the lead source in

the Lead Source Performance report.
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Lead Sources Code Setup

Campuses

[[] Campus Inztitute of At
Campus Management Institute

Code |BOARD
Description | BOARD -Advertising

Categary I |;I Mew |

Azsociate Lead Vendors) I

¥ Active
|| Lapture Advertising [nformation |

nline Lead 5 ource

Save | Cancel | Close | Select&ll | Clear Al

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

as required.

14. Click Save. Click Close to exit the Lead Source Code Setup form.

To associate lead vendors and sub vendors with a lead source when editing the
Student Master details:

If the Student Master form is long:

1. Click View > Admissions > Student to open the Student Master form.
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2. Click the Edit button to modify student information.
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Note:
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The Edit Student Information form displays. Click the Lead Vendor(s) button to

associate lead vendors and sub vendors to the lead source.

The Lead Vendor(s) button will only be enabled when you select a lead source

that has Lead Vendor(s)/Sub Vendor(s) associated with it.

ﬁ Edit Student Information - Smith, John _ | I:Ilil

i' M ationality |GEHMAN |German % I
Citizen M‘] v MNon-mmigrant Student
len ¥ 239567830
Driv. Lis State [FL [+ pL # [VEe5 78302 4660
Dizabled IND |;I ‘Yeteran IND |;I
Campusz ICampus 4 anagement Institute |;I
School Status lﬂ.ctive u

Lead Date [3/12/1999 [ x| |04:04 P

Lead Type |Phone In |;I

&dm, Frep [MEL@CMC  [Andrew Mellon |
Interest [Business |;I

Frogram |MAR |Marketing Management ﬁl

Shift |Cray

Expected Start I 9M8/2006 l

Prev Education IHigh School

Lead Source |BDAF|D [EOARD-Advertising a4 | | Lead Yendaor(s)

Agency/Sponzar I |;I
Instrument IIEASE |Intramural Basshal ﬁl
| Save | Cancel | Cloze |

The Associate Lead Vendor(s)/Sub Vendor(s) to Lead Source form displays. You

can check the lead vendor/sub vendor node to associate it with Lead Source to

the selected student.
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Note: If you select a sub vendor node, the associated lead vendor node is
automatically selected. Similarly, if you clear a lead vendor that has a sub vendor
node selected all the selected sub vendors will be cleared automatically.

ﬁ Associate Lead Vendoris)/Sub Yendor(s) =1 il

Select Lead Vendor(z]/Sub Vendorls] to aszociate with Leadsource

Iv !Vmﬁ'ml

1
Sub-vendor 1

ok | Cahcel I LClose |

5. Click OK to return to Edit Student Information form.
6. Click Save and Click Close to exit the form.

If the Student Master form is short:

1. Click View > Admissions > Student to open the Student Master form.
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Note:

Click the Edit button to modify student information.
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You can now edit the student information. Click the E button next to the Lead
Source field to associate lead vendors and sub vendors to the lead source.
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The Associate Lead Vendor(s)/Sub Vendor(s) to Lead Source form displays. You
can check a lead vendor/sub vendor node to associate it with the Lead Source to
the selected student.

If you select a sub vendor node, the associated lead vendor node is
automatically selected. Similarly, if you clear a lead vendor that has a sub vendor
node selected all the selected sub vendors will be cleared automatically.
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m Associate Lead Yendor(s)/Sub Vendor il

Select Lead Yendor(z)/Sub Vendor(s] to azzociate with Leadsource

¥ Tendor 1
o v b-vendar 1

i | Cancel | LCloze |

5. Click OK to return to Student Master form.

6. Click Save and Click Close to exit the form.

To associate Lead Vendors and sub vendors to a lead source when creating a new
lead:

1. Click Daily > Admissions > Batch Quick Lead Entry to open the Quick Lead
Setup form.
x

— Template and Default Field Selection

Select an available Template:
| -]

Select Default Fields to use:

Available Fields to D efault
Field Mame

I L efalt

QpenQLl Llose I

2. Select a template from the Select an available Template drop-down field.

Select an available Template:

)

Default QuickLead Template
Far Portal Lead Page

High Schoal Leads

MHew School Template
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3. Click the Lead Source option from the Select Default Fields to use section on

the Quick Lead Setup form.

ﬁ Quick Lead Setup ' il
— Template and Detault Field Selection

Select an available Template:
[Defaut QuickLead Template =]

Select Default Fields to use:

Awailable Fields to Default
Field Name Default |~
First Name
Last Name
Teleghone
I_ Lead Source
e-Mail
Address
Postal Code
Cit

CIT]

i e

OpenOL | Close |

4. Click the Open QL button to open the Quick Lead form.
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5. Select the Lead Source from the drop-down list. Click the Lead Vendor(s)
button to associate lead vendors and sub vendors to the lead source.
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6. The Associate Lead Vendor(s)/Sub Vendor(s) to Lead Source form displays. You
can select a lead vendor/sub vendor node to associate it with the lead source.

ﬁ Associate Lead Yendor(s)/Sub Yendor il

Select Lead Yendorz)l/Sub Wendarlz] to aszociate with Quick Lead

Iv !veﬁui

1
Sub-vendor 1

oK | Cancel | Cloze

7. Click OK to return to the Quick Lead form.

8. Enter the required information in the First Name, Last Name, Telephone, e-
Mail, Address, Postal Code, City, State, Country, Interest, and Adm.Rep
fields.

x

Default Walues S ection

Lead Source IDn-IineWeh applicelj Leady

Additional Yalues Section

City |
First M ane | Sitate I—
Last Harne I Country IU nited States of America Ij
Telephone | Interest | Ij
e-hail I Adm. Rep <
Address ;I I u
=l
Postal Code I .

[uick Leads Entered:0 BeviewDn | Saveext | Cancel LClaze

9. Click the Save/Next button and click Close to exit the form.
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Enrolling Students

Your institution’s business practices will dictate when a student is a candidate to be
“enrolled.” The Enrollment process associates a student with a particular program version
and start date, determines the student’s new post-enrollment school status, and moves the
student from a “Lead” or “Applicant” status category to “Enrolled.” After a student is
enrolled, the student’s records are automatically populated with enrollment-specific
information. They are also made available for further processing, such as financial aid
packaging and class registration.

To enroll a student:

1 Open the Student Master form for the student to be enrolled and ensure that your
school’s required information for enrollment is present.

e "o Mlsatzor - P, LT

Comert LD,

2
LT T [
=§

o ! e !

2 Select Daily > Admissions > Enroll Student to open the Enrollment Wizard. If the
Student Master form is missing any information that your institution requires be
present for the student to be enrolled, the wizard will open with this error message:

Cannot Enroll ﬂ

@ Cannat enrall this student, Reguired information is missing:

Address
Program

3 Click OK to close the message and the wizard. Edit the Student Master form to
provide the missing information and click Save; then reopen the Enrollment wizard.

4 The Enrollment wizard opens to Step 1 with the current student’s name in the
Student field (but it can be changed if this is not the student you wish to enroll).
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S 1 owf & Bedact Studant

I e | Heie |

5 Click Next to go to Step 2. Select the School Status to be assigned to the newly-
enrolled student. Select the Program, Program Version, Version Start Date,
Shift, and Grade Level. Note that your selections at the Program and Program
Version levels will control your options in subsequent fields, down to the Version
Start Date.

Note: Required fields in the Enrollment wizard are controlled at Setup >
Academic Records > Enrollment, and may differ from this example.

6 Click “Select Area(s) Of Study” if your school has defined majors, minors, or
concentrations for the program and program version selected.

L ot || Lo

"
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The Area(s) of Study form enables you to select the areas of specialization for the
course of study and display them in a tree structure. If the area of study is of the type
Major and has “Concentrations” attached, the system adds the Concentrations to the
tree automatically. You can use the arrow buttons to associate a Major, Minor, and
Concentration to the student’s degree. The list of available Areas of Study is filtered
based on the Program Version selected in this step of the wizard. The Area(s) of
Study field displays a summary of the Areas selected for this enrollment. Click Next.

7 In Step 3, select the Start Term for the enrollment. The Billing Method may default,
but can be edited as required. Click Next.

r-d

e Bk 3 Bt Teann £ Billing

e, - F 20F Fd

ERgHzhy B ||- Hill by P ok Y

8 In Step 4, the Application and Enroll dates default to the system date (unless
existing Applicant data supplied a different Application date), and the Expected
Start date to the start date previously selected. The system calculates Mid-Point and
Graduation dates based on the start date, the defined length of the selected program
version, and what the system knows about your academic calendar. Review these
dates carefully, enter the Extern Start Date if required, and click Next.

Ewartad dri EREN
KidFis ]
ik asicn (s

o

9 Step 5 may be an optional step in the wizard. If your school has included it, select
the student’s “Advisors” from the Advisor Name scroll list. To add a new Advisor
Type, click Add and select the Advisor Type from the scroll list. You can then tab
to the Advisor Name and select the corresponding Advisor name. Click Next.
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10 Step 6 is the final required step, although it may be followed by additional optional
steps. The Student Number is a unique number assigned to this enrollment event.
Enter comments as required and click Enroll to complete the enrollment process.

Enroll Student: Essex, Leigh - 422
Step b of 7: Description & Comments
Student Mumber
Description |!"-\ssoc:iate in Financial k4 anagement
Cormrment J
LCancel | ¢ Back | Enrol |

11 Click OK to close the confirmation message and open any additional optional steps.

@ Student Enrollment Successful

12 If the Documents folder opens, perform any necessary document tracking related to
the new enrollment. Click Save to save your changes and Close to close the folder
and return to any remaining wizard steps.
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13 Step 7 is the final wizard step. The buttons give you access to perform enrollment-
related tasks in other parts of the student record. Select one or more buttons as
required, perform the necessary tasks in the folder that opens, and close the folder to
return to the wizard.

Enroll student: Essex, Leigh - 422

Step 7 of 7: Post-Enrollment Functions

Diocurment Tracking

Fiegistration

Enrollment Fees

Ledger Card

| | Einish |

Document Tracking

opens the student’s Documents folder

Regiztration

opens the student’s Schedule folder

Errallment Fees
opens the student’s Fees folder

Ledaer Card

opens the student’s Ledger Card folder

14 Click Finish to close the wizard. The Student Master form will now reflect the
student’s new border color, school status, and expected start date.
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Admissions Maintenance Tasks

In this section you will learn how to maintain the list of high schools, track advertising
expenses, and track student documents.

Setting up High Schools

The High Schools list contains names of high schools from which your students are
drawn. Your institution may have special relationships with people at these schools.
Reports can be produced that indicate the number of students from each high school.

You can add an unlimited number of contacts to any high school record. You can also
print mailing labels for contacts at a selected high school or at multiple schools.

To add or edit a high school, complete the following steps:

1 Click Daily > Admissions > High Schools to open the High Schools form.

ﬁ High Schools ﬂ

Mame || | Search | Clear |

Code

City | State |
County |z|
Cotntry E Telephane

Campus |Campus Management Ingtitute B [ Al Campuses v Only Show Active

Mame Code City State

gdd | Edt | Delte | Bint | Clase

2 To search for a high school that is already in the CampusVue database, enter search
criteria and click Search. The program will display a list of all high schools matching
your search criteria. Select the one you want and click Edit.

3 Click Add to open a form in which you can add a new high school.
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4 Enter the High School Code, High School Name, Address, City, State, Zip, Country,

Phone Number, Fax, Campus Group, and Comments.

5 Click the Contacts tab to add a new Contact.

Hisgh lecforesd
1 Ea
Hih Banaa

Dhady k- | T st TTas

I Tin Ly Fuera Thli Piera | Tia |

6 Click Add to open the High School Contact form.

Type || EI Same

Title:
Last Mame Firzt Mame
Addreszs ﬂ

=l

City | | B | B
Countiy B FPhaone

Fax li Phonez I—

E-Mail |

Save | Cancel | Close |
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10

1

12

13

14

15

16

Select an existing Contact Type from the list or enter a new contact type. When you
add a new contact type, the description will be added to the High School Contact
Type table.

Enter the name and address information for the contact. If the address information for
the contact is the same as for the school, click Same. The program will copy the
school address information to the contact form.

Click Save to save the contact information and add it to the Contact tab grid.
Click Clese to close the High School Contact form.

Click Labels to print mailing labels for the current high school's contacts. The High
School Contacts report can be used to print contact labels for multiple high schools.

Click the Transcript Office tab.

High School T Contacts T

Contact Mame |

Tranzcript Office Addr.

o | me|
Country | E
Phane Murmber I— Fax I—

F
ge 0.00 Same

Save | Cancel | LCloze |

Enter the name and address information for the contact. If the address information
for the contact is the same as for the school, click Same. The program will copy the
school address information to the contact form.

If the school charges a fee to provide a transcript, enter that amount in the Fee box.
Click Save to save the high school information.

Click Close to close the High School Setup form.
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Tracking Advertising Expenses

Note:

Many schools advertise in an effort to generate new leads. CampusVue provides a
function by which you can enter advertising expenses, track these expenses, and compile
a report that will connect advertising expenses to lead generation. This report compares
data on recorded leads, lead sources, and money spent to generate those leads. The
system collects its own statistics on lead numbers and sources, but you must provide the
information on advertising expenses.

A Lead Category is an advertising medium such as radio, TV, Internet,
or newspapers. A Lead Source is a member of that group, such as a
local radio or TV station or a particular newspaper. Examples of Lead
Sources are National Public Radio, WSVN-TV, the New York Times, etc.

To add or edit an advertising expense in the Admissions module:

1 Select Daily > Admissions > Advertising Expenses to open the Advertising
Expenses form. The form, which is a spreadsheet, defaults to show all entries.

r_ SedvwEiney Exprsam =) ]

[, ! Trm ]
Fo0 | [0 12044
| | LI0M 12MEN
M| (T 121V 12NN 1290 1000 MW PN
M| =R [y Bt iy AR B L0 e AN
M| e [y Bt 1oy AR e LI0M 104N
M| mE WA VTR 1MESaE LI0M 104N
M1 Jmm MR NAE  1NErIR L00M 1ZMEN
M1 Rk cinl MR NAE  1NErIR ALO0OUN (20 PN
M1 L= N 1202 NERIR RO/ 120 PH
M1 2 NRAE  1ADE 12900 1.000M 1ZMEN
M1 A NAEE 130 129aE Z00M 1ZMEN
M1 R TIAENE 114 129aE L0 120 24
M1 SN TIAENE  11TAATE 129 RO 12024
M| XN e 1R 1290aE L00m 12MEH
M| XN naaE 1R AT A00m 12MEH
M| s N&AME 1R 1290 L0 127024
M| R Naae VTR 129 L00M 12MEN

[n11 ATAH 11 AT 11/AATR 1A ST AN 1NN ﬂ

e L Dabea Pt D
| | | | |

2 Select the Lead Source and Year with which you want to work. If you like, you can

select All years. The grid will populate with a list of expenses that have already been
recorded. The Category code will appear if you select a specific lead source.

e, - - -
tex il ﬂ_ T D o st e v
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3

5

As you receive invoices for your advertising expenses, you will want to add those
expenses to the spreadsheet. Click Add to open the Ad Detail form. The lead source
and current date will already be filled in.

Ad Detail

Lead Source ’CNN—IEI Categary "[\-"7
Ireeice Murmber ll—

Campuis | El
Invoice Date ’W‘E‘

Ad Stark ,—E Ad Time of Day ,7

AdEnd I—E

Armount ,7

Save | Cancel | LCloze |

Select or type in the information to populate the fields on this form. You can change
information about an existing expense or add a new expense in this form. Click Save
to record your changes. Click Close to return to the spreadsheet view.

Notice the Ad Start and Ad End date range. Leads credited to this lead source
during this time period will be used to calculate this lead source’s performance.

You can print a report of all advertising expenses for a particular lead source.

To print recruiting expenses for a selected lead source in the Admissions module:

1

Select Daily > Admissions > Advertising Expenses. The Advertising Expenses
form will appear in the work area.

Select the Lead Source and Year that you want to print. If you like, you can select
All years. A list of expenses will appear.

Click Print to send the expense list to your printer.

See also the Lead Source Performance Report at Reports > Admissions.

Tracking Admissions Documents

Schools strive to ensure that all required student documentation is received and processed
in an orderly and timely fashion. Student documents include those that your institution
requests from students themselves, t hose that come from persons or organizations
connected with the student in some way, and those that you distribute as blank forms for
your student to fill out and return to you.

In CampusVue, you can set up lists of these documents and assign them to each student
record. You can then update the status of a document, the date the document was
requested or received, and whether the document has been scanned into your electronic
filing system.

Monitoring student documents can be performed in two ways:
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To see all documents relating to a particular student, open the student’s Documents
folder. Example: Does Leigh Essex have all her Admissions paperwork on file?

To see a particular document’s status for many students at once, use the Document
Tracking batch function available on the Daily > Admissions menu. Example: How
many students still do not have a high school transcript on file?

The Documents Folder

Each student has a Documents folder at View > Contact Manager > Documents. You
can manage each student’s documents individually using the Documents folder. (For
more information, see the Contact Manager and Document Tracking user guide, or refer
to CampusVue Help.)

:
5
|

n B L

—_—— -
T — o
[bmm@r

[ Ikl

=l [ ez 1
a) [rmFonisd

' d ivn [
"l.
- -
il P

However, if you need to check the status of the same document for several students, it

would be tedious to search for each student and open numerous Documents folders. In
that scenario, the Daily > Admissions > Document Tracking batch process would be
more efficient.

Document Tracking Batch Process

To perform document tracking data for the Admissions module:

1 Select Daily > Admissions > Document Tracking to open the Document Tracking
form.
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2 Select a Document from the drop-down list and a/l students who have that document
in their Documents folder will appear in the grid. Select a Document Status and the
list will be filtered to show only those students with the selected document in the
selected status. The information in the grid comes from students Documents folders.
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3 To update this document for multiple students, select a student’s line and edit the
document parameters as required. Here we have updated Leigh Essex’s high school
transcript to show a status of On File. Then we clicked the Date Rec’d field to open
a calendar which has the system date circled in red.
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4 We clicked once on the date the document was received to close the calendar and
enter the date in the grid.
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Use the scroll bar to scroll to the far right of the grid where you will see a Scanned
column. Click the Scanned box to indicate that you have scanned this document into
your electronic filing system.

The Default Values tab permits you to update all students in the list to the same
value.

Default Values T
Document Status Date Req Date Due Date Rec'd D ate Acptd

I L] [-]] L] L] ]

For example, select a Document Status and click Set to update all records in the grid
to the selected status.

The Search Student tab permits you to locate an individual student in a lengthy list.
Enter the student’s SSN or Student ID and click Filter to reduce the displayed list to
that student only. Click Clear Filter to return to the full list of records.

Default Values T

S5 | Student 1D Fiter | Clear Fiter

When all changes have been made, click Save to save your changes

Click OK on the confirmation message, and then click Close to close the Document
Tracking form. The individual students’ Documents folders will be updated with the
new information.

Campus¥ue m

@ Documents saved,
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Admissions 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 > Admissions to access reports associated
with the Admissions module.

| Reports
Executive Information  k
Contack Manager k
Admissions r Admissions Campus Lead Conwersion
Financial aid 3 Bdmissions Deposits
Student Accounts r Bdmissions Rep Lead Conversion
Arcademic Records r Dakta Changes Report
Flacemenk r High Schiool Contacts
Loan Management r Inketrviews nok Enralled
Student Services r Lead Expenses by Categary
Housing k Lead Master Listing Dretail
R — . Lead Master Listing Surmmary:
I Lead Source Performance
Cpen Report Selectar Leads not Interviewed
Skart Dake
Starts - Actual vs, Budget
Lead Summary by Source
Leads Analysis
Start Date Enrollment Stats

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.
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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.
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.

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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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 > Open Report Selector displays a window that lists by department
all the reports that you are permitted to run.

To access a specific Admissions report, select Reports > Admissions. Choose the report
you wish to run, and that report’s Report Selection form opens. Each report has its own
Report Selection form, with selection parameters and sort variables that pertain to that
report.

For example, here is the Report Selection form for the Entrance Tests report:
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On the Selection tab, identify those selection parameters that will gather the records you
need for the report. Many of the filters on the left will represent fields in the Student
Master form; date ranges and other parameters on the right will, for example, narrow
your report to a particular time frame.

You do not need to make a selection for each parameter. Often you may need only two
or three search parameters to satisfy your reporting requirements.

When you have made your selections, you are ready to preview your report.

Report Preview

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

The following screen displays the Report Viewer form for the Entrance Tests 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.

e 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:

T Save New Group P§|

Graup Mame ||

Group Type " Manual {+ Static

[~ Make Group Public

Save Cancel Close
| | |

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.

* Save Employer Group: functionality is the same as for Save Student Group

* 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.
m Mad Merge  Excel

Frink

Prink Setup

Save Shisdent Group

Export ] Crystal Reports Export Formats
Excel
Comms Separsbed (C3Y)
%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.

Foarnat:
|_igonsgrzpen B
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* Close: 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:

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

3. 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

Adrmizzions Labels

A New lead label

AM-New Lead Label

asd

Emploper Letter Mew

Graduate Interview w/Employer
Send Catalog to Lead

Student Letter

Welcome 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 History. If you select Yes, the student's Contact

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 (drill-down) 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= || A

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.

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.

X

Find what: I | Find Mext I
Cancel |

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 From the Report Viewer window, click the Print icon (@l) at the top of the window
to open a typical Windows 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.

2 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.

3 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.

4 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.

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

If the report opens as an HTML document, you can right-click on the report
and then select Print from the context-menu to print it.

Cube Reports

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
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and vertical data elements to achieve the precise combination of rows and columns you
need to present the results in the proper format.

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 Admissions module, the Leads Analysis report is an example of a cube report.

To view a Cube Report:

1 Select Reports > Admissions > a cube report from the bottom of the menu.

| Admissions Campus Lead Conversion
Admissions Deposits
Admissions Rep Lead Canversion
* College Lisking
Data Changes Report
Entrance Tests
High School Contacts
Interviews not Enrolled
Lead Expenses by Categary
Lead Master Listing Detail
Lead Master Listing Summary
Lead Source Performance
Leads not Interviewed
Start Dake
Skarts - Actual ws, Budget é CUbe Reports
Lead Summary by Source
Leads Analysis
Start Diake Enrollment Stats

2 When the Report Selection form opens, it may look unfamiliar, and may or may not
be set up with selection criteria. 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, as 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.

CampusVue User Guide: Managing Admissions 54



Admissions Reports

5

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.

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

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.

| = FAad oM Al LA 7 BA B 3 [H s

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 or deselect from
the list of student names.

s tudentt ame [+ [SSH

SJaHMAD], MOHAMMAD O o
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5 taron, Herry
Abbatt, Karen A
#)&bel-McHann, Jacqueling b
#)&berdoon, Craig E
#&berle, Vincent
%] &bner, Chris
5 tsbraham . Pedio
ghcker, Bill
g.ﬂcker, K.io-chih
#&ckerman, Ryan A
] &dair, Kim
#&dair, Stephen J
) &damek, Sylvia -

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.

Right Click Options: If you right-click anywhere in the data area of the cube report,
a menu appears with some important features listed.

w Mormal
%o of Row
% of Col

Mumber Format. ..

CHT
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* 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.

* 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.
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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.

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.

o 1
i —— e
H 1 o o L] LIl
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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