ﬁ") Job Aid — CIEP Interim Process: Adding an Application
University of (&0 Manually
Northernlowa

CIEP Interim Process - Adding an Application Manually

Purpose: The instructions below describe how CIEP enters an application manually. Before
adding a new application, perform a Search/Match to determine if a person record already exists.
If a person record already exists, enter the person ID on the first page of Add Application (Step 1
below). The existing information in the person record will pre-fill on the application.

Topic See page...
Access Add Application 2
Enter Biographical Details 3
Enter Ethnicity 5
6

Enter Application Program Data

Enter Application Data

Enter Application/School
Recruiting (High School)

Enter External Education 9
(College Record)
Enter Residency 10
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Step Action

1. Navigate to the Add Application page. Select Main Menu > Student Admission
> Application Entry > Add Application.

Home | Workist | MuttiChannelConsole | AddtoFavortes |  Sign out

Favorites  Main Menu > Student Admissions > Application Entry > Add Application
- - > -

=]

Application Entry

Application Nbr: 0000000 <,

ID: NEW Q,
Academic Institution: UNICS |Q,
Academic Career: Q.
Add
2. Complete the following:

e Application Number — DO NOT CHANGE. The system will automatically
assign an application number once the application is saved.

e ID-DO NOT CHANGE. This will be auto assigned. Note: If the person
already exists in the system (determined by Search/Match), enter their existing
id here. This pre-populates some fields on the application.

e Academic Institution — UNICS (University of Northern lowa Campus
Solutions). You may set this value as a default.

e Academic Career — Use the Lookup button L to select GRAD (graduate) or
UGRD (undergraduate)
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Manually

Step Action

3. Click the Add button.

Result: The Add Application page (Biographical Details tab) displays.

Biographical Delails 1 | Begicnal Application Program Data Application Data Application SchoolRecruiting

National ID Customize | Find Id-;-I | i

Contact Information
Addresses  Find | &l ore H

I'm:ldress‘npe: Permanent Home -.-I
Effective Date: (051172011 [

NEW
Person Information
Effective Date: |05/11/2011] [
*Format Using:  English Change Format
Prefix: -
LFirst Name: ' I IMl:I:rIe Name: | |
[Last Name: [ |
Suffixc: - Birth Information Detail
|Date of Birth: ' | - —Gampe  Birth Location: [
Biographical History Birth Country: Q
*Effective Date: (05112011 |5 Birth State: Q
*Marital Status: Single -~ Asof | oK | cancel | Refresh |
I'Gender: Unknown = I
& 4 or4 [

Frimary

*Slatus: Active -

Country: [wsa|a,
faddress: Edit Address |

Edit Address

[]
1
1
]
]
]
I
i
]
I
I
1
]
Country; United States o Changs Country

oy Suane a Postak:

Visa/Permit Data
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Step Action
4, Complete the following on the Biographical Details tab:

Person Information:

Effective date — Today’s date (can be changed if needed)

*Format Using — Defaults to English - DO NOT CHANGE

Prefix — Select appropriate prefix or leave blank

First Name - Enter first name as given

Last Name — Enter last name as given

Middle Name — Enter middle name as given

Suffix — Select appropriate prefix as applicable

Date of Birth — Enter as ddmmyyyy — CS will format OR use the Choose a Date
button [ to select from the calendar

e Birth Information link— Click to enter birth details such as City, Country
e Campus ID - NOT USED AT THIS TIME

Biographical History:

o *Effective Date — Today’s date

e *Marital Status/ As of - NOT USED BY CIEP
e *Gender — Enter as given

National ID: This is for SSN. NOT USED BY CIEP

Contact Information:
Addresses
e *Address Type — Select as appropriate
Effective Date — Today’s date
*Status — Active
Country — Select USA or change as appropriate if International
Address (Click Edit Address)
0 Address 1 — Street Address
City — Enter as given
State — Enter as given
Postal — Enter as given
County — DO NOT ENTER, the system will auto assign

©Oo0oO0Oo

Phone

e *Type — Select as appropriate

e *Phone - Enter as given without hyphens, CS will format
e Ext-If applicable

e Country — If applicable

Email

e *Type - Select as appropriate

e *Email Address — As given (ensure the address has “@” and “.”

e Visa/Permit Data — Enter Visa status information — Entry Country (USA) & Type
e Citizenship — Enter Country of Citizenship
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Step Action
S. Select the Regional tab. Complete the Ethnicity information on the Regional

page:
Biographical Details - Regional 1 Application Program Data | Application Data || Application School/Recruiting

NEW
v B ysa
| Ethnicity
| Person is Hispanic or Latino | ||[Yes| Select Ethnic Group A |

Customize | Find | 2 | i A or 4 B

*Ethnic Group Description Ethnic Cateqory Primary IPEDS  Percentage

*Requlatory
Region

[usa o & B | =
Add
( History Find | |ﬂ1 of 1 [
- . +
*Effective Date: 05(11/2011 [ Military Status: - =

[ pisabled [ pisabled Veteran [CJva Benefit
Ethnicity
e Person is Hispanic or Latino — Check if appropriate
e If Yes, Select Ethnic Group — Select ONLY if Hispanic/Latino box is
checked.
e *Regulatory Region — USA
e *Ethnic Group — Select as appropriate
e Primary/IPEDS/Percentage — NOT USED AT THIS TIME

History - NOT USED AT THIS TIME
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Step Action
6. Complete the Program Data and Program Status information on the Application

Program Data tab:

Biographical Details Regional Application Data Application School/Recruiting

N E'nlflln'
Academic Institution:  University of Northern lowa

Academic Career Undergraduate Application Number: 00000000
Program Data Find | 414011 2
Program Number: 0 *Effective Date: 051112011 & =
|"AdmitTerm: '—O\ | Expected Graduation Term: Q B
|*Academic Program: I Ql *Campus: aQ
[T Joint Program
|*Academic Load: FulFTime = I

| Program Status

Status: Applicant Action Date: 051172011
|*Program Action:  |APPL (@ Application | Action Reason: Q,
Career Number: 0 Evaluation
Plan Data Find | 4 1 011 ¥
|*academic pian: Q | =]
Sub-Plan Data Find | 4] 4 o 1 ¥
*Sub-Plan: Q =]

Program Data
*Admit Term — Select the appropriate term

*Academic Program — Select NONUG (Nondegree-Undergraduate)
Joint Program checkbox — NOT USED AT THIS TIME

*Academic Load — Defaults to Full Time, change if applicable

*Effective Date — Today’s date

Expected Graduation Term — NOT USED AT THIS TIME, will be auto-
calculated

e *Campus — Main

Program Status

e Status — Determined by Program Action.

e *Program Action — Defaults to appropriate value (APPL — Application)

e Action Date — Today’s date

e Action Reason — Not Required. Select the appropriate value, values are
dynamic and change with each Program Action selected

e Evaluation link = NOT USED AT THIS TIME

Plan Data
e Academic Plan — Enter CIEPUG for undergraduate students, and CIEPGR for
graduate students
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Step

Action

7.

Complete the Application Data information on the Application Data tab:

Biographical Details || Regional || Application Program Data (0= ta et =08l Application SchooliRecruiting

NEW
Academic Institution:  University of Northern lowa E
Academic Career: Undergraduate Application Number: 00000000
Application Data
=Application Center: [ ek *Admit Type: | Q |
*Application Date: |U5“'”2011 1] Academic Level: -
*Created On: 05/11/2011 [5) *Notification Plan: Regular
[ prior Application Application Method: -
Additional Information
Housing Interest: A [C] Financial Aid Interest
File Information Application Fee Information
Complete: [ Date: El Status: Calculate Application Fees
. Transaction Summary
External Application Nbr: | Fee Type: Standard Display Errors / Warnings
= File Attachments Customize | Find | & E B 4 or4
Nla::rll'lerts Audit
Attached File View Add Attachment

Application Data

*Application Center — Select CIEP

*Application Date — Today’s date

*Created On — Today’s date

Prior Application checkbox — NOT USED AT THIS TIME
*Admit Type — Select as appropriate

Academic Level - NOT USED BY CIEP

*Notification Plan — NOT USED CIEP

Application Method - NOT USED CIEP

Additional Information/File Information/Application Fee Information - NOT
USED AT THIS TIME

File Attachments — NOT USED AT THIS TIME
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Step Action

Complete the School Information information on the Application
School/Recruiting tab:

Biographical Details Regional Application Program Data Application Data

N E'llnll'
Academic Institution:  University of Northern lowa

- . 5]
Academic Career: Undergraduate Application Number: 00000000 Events
School Information

—_—
|Last School Attended: | Q |
|Graduati0n Date: I Bl |

School Type:
City:

Proprietorship:
State: Country:
Recruiting Information

Region: aQ Assign Region From

From: Home Postal Code

Schoaol Postal Code
Primary Recruiter ID:

Recruiting Categories

Find | [0 4 of 1 e

+
*Category: Q Group: El
Sub-Cat: hd

Description:

Recruiters Find | Kl 1of1 ]

Recruiters Prompt  *Recruiter ID Recruiter Type Primary:

Recruiters

Last School Attended — Select last school attended. This could be a high
school or college.

Graduation Date — If last school is a high school, enter graduation date. Enter
as ddmmyyyy, CS will format

Recruiting Information/ Recruiting Categories/Recruiters — NOT USED AT THIS
TIME
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Process: Adding an Application
Manually

Step Action

9.
Click the Go button.

Transfer To: Education

External Education Courses and Degrees

At the bottom of the page, select Education from the Transfer To drop-down field.

G0

Result: The Education page (External Education tab) displays.

Last School Attended.

application form.

Note: Click the Expand Section'“’"“"I Details
Details.

Location:  Main
Country: USA United States
Address: 100 East Claiborne Dr

Decorah, 1A 52101-1400
Winneshiek

Rachel Jones 260560 il
School Information Find | View Al 14 or 21 Last
{External orgip:  [600882 C University Of Northern lowa [¥] Checkiist tem Update =
(b School Details -
Career Data Find | [£]] 10f1 ]
Data Number: 1 *Career: Undergrad =
Term Type: Semester - External Term: Q
Term Year: 20m Academic Level: Unknown -
From Date: el To Date: [ Comments
Transcript Status
*Action Transcript Date  Date Received Transcript Type  Transcript Status Data Source Data Medium
Received - |01/19/2011 Ei;l |U1I1912U11 Ei;l Official - Final - School ~ HardCopy =
= Transcript Summary Customize | Find | TE [ 4 or 4 ¥
GPAUNits | Rank
*Summary Type External Term Ext Year Acad Level Institution
1 General - - 2011 Unknown UNI - =1
< External Subjects Customize | Find | |ﬁ| | i [ 10f1 ]
m Subject Totals
*External - . Converted
S ‘Course Level Institution GPA Type  External GPA GPA
1 a - UNI -~ a7 o | a | Q, =

External Org ID - The system populates this field from the initial add of the

Use the Add Row button to enter the colleges or universities listed on the

button to view the School

School Characteristics

School Type: HighSchool
School District:

Accredited

Transcript Translation Req
School Codes
ATP Code: 1641125 FICE Code:
ACT Code: 161125 IPEDS Code:
NCES:
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Step

Action

10.

Navigate to Residency. At the bottom of the page, select Residency Data from the
Transfer To drop-down field. Click the Go button.

Transfer To: :Residency Data - Go

IMPORTANT: Residency must be entered in order to term activate!

Result: The Residency Official 1 tab displays. This is the only tab used at this
time.

B -
5 pency OMcagd 1 Residency OMcial 2 Resigenty sppead Residency gef-Report
= L ST | L L b ¥
b .

Luke Skywalker 0rag508

Residency Dals Find JET L
Arcademic Cansar Undergradusaie E;l

Oficial Residency Dot Find | L ETORR

Insiiution: Unbversity of Morhenm: lwa

I *Effective Term: QU I

IR¢5idE'“'-'!': 'I IRE‘T\-IEL‘H‘J'{H\!IL‘: fig I

Admissions: = Admission Reskdency Exception: -
Fin Aid Federal Residancy: ~  Fin Ald Fed Residency Excpt i
Fiin Al State Ressdency: *  Fin Aid State Residency Excpl: -

Tusitson: *  Tuition Residency Excaption: -

& Save Ll Returmio Search [ Medily ) inchede Hstary [ Comect Habory

Complete the following information:

e *Effective Term — Use the Look Up < putton to select the appropriate term

e Residency — Select the appropriate value (Non-Resident, Resident, Not
Determined). Note: The Additional Residency Data section populates based
on the selection made in the Residency field.

e Residency Date — Use the Choose a Date button to select the appropriate date
or enter the date (format = ddmmyyyy) - CS will add date format.

Note: There are specific procedures to follow in the event of an exception. For
example, the student is a non-resident, however we want to charge “resident”
tuition rates, as an exception, because of military service, spouse of faculty, etc.

11.

Click the Save button & 53¥€ | ot the bottom of the screen.

Result: The application has been saved. The system has assigned an Application
Number to the new application.
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