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Overview of Session

This Session Covers How To.
m Create Communication Codes

m Create a Correspondence Request
(Request List) of Application Items

m Set up the Missing Items Letter

m Automate the Assignment of the Missing Items
Letter and the Request List

Brief Overview of
Communications Management (CC)

Incoming Communication Codes (CMCs)

Outgoing Communication Codes (DOCs)

Communication Codes that act as “triggers” or “catalysts”
Correspondence Requests (CRRDs)

Document Tracks (TRCs)

Automation using ATRK — Admission Tracking Rules




Create Communication Codes (CMC)
= |dentify and Code Incoming Communication

Application Examples: High School and College transcripts, Fee,
Interview, Letter of Recommendation, and Application Form

Create a Correspondence Request:
A Request List of Application Items (CRRD)

= A Correspondence Request is a group of Communication Codes that
represent items you expect to receive as a group.

Example: A list of Application requirements for the Associate of
Arts Program.
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Correspondence Request: Follow up Actions

m Follow up Actions refers to the action taken after all items are
received. Detail on Follow up Actions to CRFU.

m A follow up action should include the assignment of an
Immediate Print Document for a complete application.




Correspondence Request:
Using Rules to Limit Assignment of Codes
(CRRD—->RLDE)

= Communication codes in a correspondence request can be
assigned to a record based on rules.
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Correspondence Request Rule Example:
Rule for TOEFL - Test of English as a Foreign Language

m The TOEFL code will only be assigned as part of the
Correspondence Request when the rule evaluates to

true.

Set up the Document (DOC):
AAMISS Associate of Arts Missing Items Letter

Doc Type: Winteg.Word
Office Code: Admissions
Author is the Editor
History Type: Code
Send Multiple: Yes

Print Day: Daily

Merge File: LTREQ




Set up the Document: Document Paragraphs
(DOC >DOCP->DPAR)

The Custom Paragraphs match the items listed in the
Correspondence Request.
Recalculate Paragraphs should be set to YES.

m Position for all requested items is 1 for a bulleted list in the
missing items letter. | "

Setting up and Formatting
Custom Paragraph Text (DPAR)

When you enter the code
on DOCP, you are led to
DPAR to insert and format
the paragraph text.
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+“$30.00 Application Processing Reformatting Options: Allow for
Fee” is the text that is pulled into recalculation of line break (email)
the letter. and remove line breaks.

Set up the Document: Custom Paragraph Rules
(DOC->DOCP->RLDE)

m Rules are used to pull missing items into the letter that
have not been marked received or waived.
— — The Rule used:
WITH ML.CORR.NOT.RECEIVED




Set up the Document: Identifying Merge Fields
(DOC->DFS)

Detail from Document File Set
up on DOC to DFS

Used for Name/Address:
LTREQ.ADDRESS1
LTREQ.ADDRESS2
LTREQ.ADDRESS3
LTREQ.ADDRESS4
LTREQ.ADDRESS5

Dear “BOB” requires
FIRST.NAME

Missing Items in Position 1:
LTREQ.CUSTOM1

Identifying Merge Fields: DFS

Set Max Values to allow for
the maximum number of
lines used in the custom
paragraph.

Remember to allow for
blank lines in between
paragraphs sharing the
same position in the
document.

In our example, there is a
potential for 6 bulleted
items pulled into the letter,
so the value equals 12.

Set Up Document: Hardcopy Document
(DOC~>HDCD)

m Detail from DOC on Hardcopy Document Options to HDCD.
m For Winteg.word document type, leave printer blank.
m PC.LTRS is the default Document File.




Set Up Document: Navigate to WINWORD.EXE
(Create/Edit Document)

m Detail on Create/Edit Document
m Navigate to (WINWORD.EXE) one time only per PC.

Set up Document: Header Doc

The header document is automatically created in
Colleague as part of the document setup.

Choose YES on the Microsoft Office Word box to have
data from your database placed in the document.
Choose OK in the File Conversion HEADER.DOC window.

Document Set Up: Insert Merge Fields
(Microsoft Word)

m Select the Merge Fields icon

= [nsert merge fields into the document by highlighting and
inserting each field.




Document Set Up: Insert Merge Fields
(Microsoft Word)

m Merge fields can be moved after inserted into Word.
m Keep double chevrons on both sides of each field.

m The LTREQ.CUSTOM11, 12, 13, 14 etc...are placeholders
for your bulleted list of missing items (max values).

Insert Merge Fuld

Document Set Up: Create & Load Letter
Template (Microsoft Word)

Place LTREQ.ADDRESS1
through LTREQ.ADDRESS5
Insert DATE and Check Update
Automatically.
Place your text in Letter

= Place the 12 Ltreq.Custom
fields in order and insert
bullets (only the outstanding
items will list and the leftover
fields/bullets will disappear).
When template is complete,
close word and choose YES to
load file to Host.
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Communication Codes: “Catalysts” (CMC)

Some communication codes
trigger other actions and are
called “catalyst” or “trigger”
codes.

When creating admission tracking
rules on ATRK, we must create a
catalyst code.

This code triggers the AAMISS
letter and the AARTS
correspondence request list. It will
be associated with the rule on
ATRK that is looking for the
AARTS program and the
application entered status.




Automation: Admission Tracking Rules (ATRK)

m Admission Tracking Rules are evaluated when you
finish out of PRSP, ASUM, and APPN.

m When a Rule is true, is assigns the catalyst
communication code with a status of “received.”

Admission Tracking Rules (ATRK)
The AE ARTS Rule

= This rule looks for the APPL.ACAD.PROGRAM equal to “AARTS” and
the APPL.CURRENT.STATUS equal to “AE” or application
entered.

m The Primary File View is APPLICATIONS.

Val Code: CORR.STATUSES

m Communication codes must have a status with a special
processing code of 1 for actions to be triggered.




After ATRK Rules are Evaluated

m The Correspondence Request List for Associate of
Arts in added.

m The Associate of Arts Missing Items Letter is
assigned.

m You are ready to process and send the letters!

Questions?




