Manual Pre-registration Process

Purpose: Normally these processes run automatically in batch, however students attending
orientation sessions have not yet been processed, so we must process them manually in order
for them to register.

Tip: For easy navigation, add each page to your Favorites.

Steps:
Pre-matriculate student to add orientation date

Add student to student group associated with orientation session
Matriculate student (to activate their program/plan stack)

Term activate student

Add an Enrollment Appointment

Request transfer credit summary & Prospect Advisement Report
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1. Pre-matriculate student to add orientation date

Step | Action
1. Navigate to the Maintain Applications page. Main Menu > Student Admissions >
Application Maintenance > Maintain Applications
2. Enter the student’s id (6 digit U ID) in the ID field. Click the Search button.
3. Select the Application Program Data tab.
4, In the Program Data section, click the Add New Row button.
Biographical Details | Addresses | Regional Application Dala | Application SchoolRecruiting
Academic Institulion:  University of Merthem lowa Application Number: 00200883
Academic Carger Undergraduate Cargar Number: 0
Program Data Find | IO
Program Number: *Effective Date: oarz2rz010 |+
*Admit Term: 2112 Q. 2011 FALL Effective Sequence: 1 83 H
*Academic Program: (COET O COET Expected Graduation Term: Q,
*Academic Load: Ful-Time = *Camipus: Mar  Cr MAIN
| Joint Program
5. In the Program Status section, select the following:
e Program Action — DEIN (Intention to Matriculate)
e Action Reason — Select the orientation date (e.g. CF01)
L Biographical Details || Addresses | Regional Application Data || Application SchoolRecruiting
Academic Institution:  University of Nomhem lowa Application Number. 00300883
Academic Caneer Undergraduate Caraer Number )
Program Data Find | View All B 1 0521 Lasi
Program Humber: 0 *Effective Date: 04152011 [
*Adimit Term: 2112 | O, 2014FALL Effective Sequence: 1 N EH®
*Academic Program: (COET O COET Expected Graduation Term: Q
*Academic Load: Ful-Time - “CAMmpus: MalM QL MAIN
[ Jgint Program
Program Status
Status: Prematric Action Date: 04152011
I-pm.gr;m Action:  |DEIN '0\ Intention to Matriculate ] IMT-iDﬂ Reason; lcFo 'Q Orientation - Fresh Sess 1 |
Evaluatioen
'WMM
6. Click the Save button at the bottom of the page.
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2. Add student to the Student Group associated with orientation session

Step | Action
1. Navigate to the Student Groups page. Main Menu > Student Admissions > Application
Entry > Academic Information > Student Groups
2. Enter the student’s id (6 digit U ID) in the /D field. Click the Search button.
3. On the Student Groups page, enter or select the corresponding orientation session in the
Student Group field.
Favgrr:es Main Menu > Student ::-drnﬁsu."ms » Apphcatfm Entry > Academic yfurmamn » Student Groups
Student Groups
Find | 44011
Academic Institution: UNICS University of Northern lowa [ [=]
*Student Group: .':F:”l Q Crientation - Fresh Sess 1
Find | 4 4 14
*Effective Date: 04152011 (]  *Status: Active o *[=]
Commiants
Last Update DateTime: Updated By: Type:
4, Click the Save button at the bottom of the page.
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3. Matriculate student

Step | Action
1. Navigate to the Maintain Applications page. Main Menu > Student Admissions >
Application Maintenance > Maintain Applications
2. Enter the student’s id (6 digit U ID) in the ID field. Click the Search button.
3. Select the Application Program Data tab.
4, In the Program Data section, click the Add New Row button
Biographical Detzils | Addresses Regional Application Program Data Applicatiog Data Application SchoolRecruiting
Academic Institstion:  University of Merthem lowa .ﬁpplmabcn HNumber: 003200883
Academic Career Lindergraduate Caresr Number: ]
Program Data Find | B 4y 004 H
Program Mumber: *Effective Date: 0or22:2010 |5
*Admit Tenm: 212 Q. 2011FALL Effeciive Sequence: 1 W H G
*Academic Program: |[COET O COET Expected Graduation Term:z Q,
*Academic Load: Ful-Time = *Campus: MAN O MAIN
Joint Proaram
5. In the Program Status section, complete the following:
e  Program Action — MATR (Matriculation)
e Action Reason — LEAVE BLANK
e C(Click the Create Program button. This creates the “program/plan stack” in student
records. Once it is created the button grays out.
Biographiczal Details Addresses Eegional Application Program Deata Application Data Application SchoolfRecnsiting I
Academic Institution:  University of Morthem lowa Application Number: 003006863
Academic Career: Undergraduale Caraar Number:
Program Data Fimd | View Al OFPEID lastl
Program Mumber: 0 *Effective Date: oar 52011 [ [+ [=]
*Admit Term: 2112 14, 2017 FALL Effective Sequence: 2 =ME O
*hcademic Program: |COET & COET Expecled Graduation Term: 1
*Academic Load: Full-Time - “Campus: Ma O MAIN
Jaint Program
F‘I'I:lql'ﬂﬂ"l Status
Stalus: ACtE Action Date: 047152011
*Program Action: [MATR G Matriculatiory Action Reason: Q
I Create Program I Evaluation
e PN N | ——
6. Click the Save button at the bottom of the page.
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4. Term activate student

Step | Action
1. Navigate to the Term Activate a Student page. Main Menu > Records and Enrollment >
Student Term Information > Term Activate a Student
2. Enter the student’s id (6 digit U ID) in the ID field. Click the Search button.
3. On the Term Activate a Student page in the Term field, enter the applicable term.
Example, enter 2112 for Fall 2011.
Favorites  Main Menu > Records and Enroment > Student Term Information > Term Activate a Student
Term Activation Enroliment Limit Student Session Terms In Re sidence Term Conkrol Dales Extemal Study
Find | .04
Academic Career: Usnidargradute
Find | Cirp
*Academic Institution: UrIcs 4 University of Bomham lowa MEE [=]
FTarm: nz]q, | Camastar  Activation Data:
Student Career Nbrz o =}
Overnde All Academic Levels: [ Academic Year:
Owernide Projected Level: Load Determination:
Academic Level - Projected: “Form of Study: Enroliment =
Academic Level . Term Start: Academic Load: N | MoUnits
Academic Level - Term End: *Billing Career: UGRD 3
Léwel Determination: Eligable To Enroll: il
Gote:  Caleulate TuMon
B save &L Returnto Search  [E] Motity
4. Click the Save button at the bottom of the page.
Result: The student has been term activated. The Academic Level information
populates.
Academic Level - Projected: Freshman
Academic Level - Term Start: Freshman
Academic Level - Term End: Freshman
Level Determination: Lnits
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5. Add an Enrollment Appointment

Step | Action
1. Navigate to the Student Enroliment Appointment page. Main Menu > Records and
Enroliment > Term Processing > Appointments > Student Enrollment Appointment
2. Enter the student’s id (6 digit U ID) in the ID field. Click the Search button.
3. On the Student Enrollment Appointment page, select the appropriate session code (e.g.
01 for Full Semester) and then click the Find Appointment link.
FaucL!tes Manflenu > Records ang_ Enroliment > Temm Pr_ov.‘esan ] Appungnents » Student Enrolment Appontmen
Student Enrolliment Appaint‘m ent
-;ﬂdemm Career: Undergraduate UIniversity of Morthermn lowa
Tesrm: FALL 2011
Session Limits Fiind | il 1af 1 L
t‘sassian: o1 .':Lf =
[T only Use Term Limits
|| override Maxinum Units Max Teotal Uinits: Max No GPA Units:
Max Audit Units: Maz Wait List Units:
Max Total Courses:
Enroliment Appointments Find | ﬂ 101 ﬂ
"ApptBlock "ApptNDr StartDate StartTime  End Date  End Time =l
4, On the Search for an Appointment page, in the Appointment Block field, select the
corresponding appointment (e.g. Day 10 Fresh Group 1). Note: The Orientation
Coordinator may advise which Appointment Block. Click the Fetch Appointments button.
Search for an Appointment
Academic Career: Undergraduate Uniwersity of Morthern lowa
Tarm: FALIL 2011
Session: Full Semester
Appointment Start Date )  Appointment Start Time
Appointmant End Date i) Appointment End Time
IAppointmant Block ' a Feich Appointments
Retum |
5. Click the Select Appointment button for the desired appointment. _
' Enrollment Appointments Customize | Find | | ] [4] 1 of1 [+
Appt Block Appt Hbr  Start Date Start Time  End Date End Time  Select Appointment
001 0036 04/06/2011 4:30PM 09/02/2011 5:00PM ~ Select Appointment |
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Step | Action

6. The Enrollment Appointments section is now populated. In the Select Limits for
Appointment section, select Use Program Term/Session Limit.

Enroliment Appointments Find | 4] 4 o4 2]
*Appt Block *Appt Nbr 5tart Date  Start Time End Date End Time Find Appointment [+][=]
001 0036 04/06/2011  4:30PM 08/02/2011  5:00FPM

Select Limits for Appointment

@ Use Program Term/Session Limit

) Use Appointment Limit ID Limit 1D:
Set Maximum Units Max Total Units: Max No GPA Units:
Max Audit Units: Max Wait List Units:
Include Wait List in Total:

7. Click the Save button at the bottom of the page.

6. Request transfer credit summary & prospect advisement report (see job aids)
* Transfer Credit Summary

* Prospect Advisement Report
Other Notes:

o If a student changes entry term after matriculation — You must complete the following:

If the student changes... | Then...

to an earlier term (e.g. was a. Records and Enrollment > Career and Program Information
enrolled for Fall 2011 and is now > Student Program/Plan
coming Summer 2011) -

Add new row with DEFR and change admit term
b. Update Residency for new term

Term Activate (if necessary)
Add Student Group

to a later term (e.g. was enrolled | a. Complete the cancel procedure (listed below)

for Fall 2011 and is now not b. Create a new application for the new entry term
coming until Fall2012)

e If a student cancels after matriculation — You must complete the following:
a. Records and Enrollment > Career and Program Information > Student Program/Plan

= Add new row with WADM and change admit term
b. Important: Remove any enrollment if necessary
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