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@ smu

Admissions

Training Guide

Entering and Updating Admissions Applications (Graduate and
Non-Degree Seeking Applicants)

Set User Defaults for GR App Entry

Default values may be set for some fields in the system, allowing the user to customize the values
to meet their current needs. Setting User Defaults will assist the user with data entry and entering
criteria on search pages. Default values may be changed by the user at any time.

Access.

Favorites  Main Menu
Sun, Oct 9, 2011 8:56 PM
Menu 2 e

Search:
®

[ Access.SMU Help

[ Key External Links

[+ Access.SMU Training

[ Self Senvice

[ Campus Community

[» Student Recruiting

[ Student Admissions

[ Records and Enroliment
- Curriculum Management
[ Financial Aid

[ Student Financials

[- Academic Advisement
[ Contributor Relations

[- SetUp HRMS

rfSetUp SACR |

[ Tree Manager

[ Reporting Tools

[ PeopleTools

> SMU Custom Programs
- My Personalizations

|- My Systemn Profile

Right to Know. Nondiscrimination and other
© Southern Methadist University, Dallas TX

Announcements

TRAIN26 On HETRN

=qal statements.
75205, 214-768-2000

Home Add to Favorites Sign out

Powered oy G N1 ]

Step

Action

Click the Set Up SACR link.
et Up SACR |

Click the User Defaults object.

User Defaults
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TRAINA4 On HETRN Home  Add to Favorites Worklist Sign out

Favn'rrtes Ma\n'Menu > SetUp SACR > User Defaults

New Window | Help | &,

User Defaults 1 User Defaults 2 User Defaults 3 User Defaults 4 Enroliment Override Defaults E)

= save | [ Notify

User ID: TRAIN44 Name: Donaldson,Carrie Adams

Academic Institution: SWETH Q Southern Methodist University
Career Group SetiD: WO\ Southern Methodist University
Facility Group SetiD: ’mo\ Southern Methodist University
Academic Career: ’7 a

Academic Group: ’70\

Subject Area: &

Term: ’70\

Academic Program: ’70\

Academic Plan: Q

Academic Sub-Plan: Q

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Communication Speed Keys | User 3C Groups Summary | UCAS, GTTR Defaults

T

Step Action
3. All fields are optional and can be overridden on any page in the system. The first
three fields; Academic Institution, Career Group, SetlD, Facility Group SetID,
will already be populated for you with "SMETH" (standing for Southern Methodist
University).
4, Click the Look up Academic Career button.
5. Click the Look Up button.

Look Up

Click the desired Academic Career link.

Click the Look up Term button.

=

Click the Desired Term link.

You may also set an Academic Program for which you are entering applications. If
you enter applications for more than one program, then do not set this as a default.
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Favn'rrtes Ma\n'Menu > SetUp SACR > User Defaults

User Defaults 1 User Defaulls 2 User Defaults 3

TRAINA4 On HETRN  Home

User Defaults 4 Enroliment Override Defaults E)

User ID: TRAIN44 Name: Donaldson,Carrie Adams

Academic Institution:

Career Group SetlD:
Facility Group SetiD:
Academic Career:
Academic Group:
Subject Area:
Term:

Academic Program:
Academic Plan:

Academic Sub-Plan:

= save | [ Notify

BUETH @
BUETH O,
SUETH O

lor @

[ a
[ &
frizz &
[T
==ta
[l

Southern Methodist University
Southern Methodist University
Southern Methodist University

Graduate

Spring 2012

Training Guide

Add to Favorites

Worklist Sign out

New Window | Help | &,

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Communication Speed Keys | User 3C Groups Summary | UCAS, GTTR Defaults

T

Step

Action

10.

Note: Do not enter a default value in the Academic Plan field. This will cause
issues when you matriculate the applicant over to the Student Records.

11.

Click the User Defaults 2 tab.
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Step Action
12. The Application Center is required on the application; the Academic Career

will determine the values in this field. If a value for the Academic Career was not
entered on the User Defaults 1 tab, no values will be found for the Application
Center on the User Defaults 2 tab.
Academic Career/related Application Center values: (Depending on your security
you may not see all of the values listed below.)
*EHD/EHD — Education & Human Development
*GR/D — Graduate Dedman
*GR/E — Graduate Engineering
*GR/M — Graduate Meadows
*GR/SG — Graduate Extended & Continuing Studies (SOE)
*GCOX/B — Graduate Business
*HART/H — HART e-Center
*IEP/IEP — Intensive English Program
*LAW/L — Law School
*THEO/T - Theology School
*UG/SU - Undergraduate Extended/Continuing Studies
To find the appropriate value, click the Look up Application Center button.

13. Click the Look Up button.

Look Up
14. Click the desired Application Center link.
15. The Recruiting Center is required on the application the Academic Career will

determine the values in this field. If a value for the Career is not entered on the User
Defaults 1 tab, no values will be found for the Recruiting Center.

Academic Careers/related Recruiting Center values
*EHD/EHD — Education & Human Development
*GR/D — Graduate Dedman

*GR/E — Graduate Engineering

*GR/M — Graduate Meadows

*GR/SG — Graduate Extended & Continuing Studies (SOE)
*GCOX/B — Graduate Business

*HART/H — HART e-Center

*IEP/IEP — Intensive English Program

*LAW/L — Law School

*THEO/T — Theology School

*UG/SU - Undergraduate Extended/Continuing Studies

Click the Look up Recruiting Center button.
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Step Action
16. Click the Look Up button.
Look Up
17. Click the desired Recruiting Center link.
18. Click the Look up Admit Type button; next click the Look Up button.
19. Select the NEW link for the default value for the Admit Type field.
20. Click the User Defaults 3 tab.
| User Defauts 3 ]
21. Click the drop down lists and select the desired values for:
Academic Level
Application Method
22. Check the Financial Aid Interest option.

O

TRAIN44 On HETRN Home  Add to Favorites Worklist Sign out

Favn_rrtes Ma\nvMenu > SetUp SACR > User Defaults
New Window | Help | &,

User Defaults 1 User Defaults 2 User Defaults 3 User Defaults 4 Enroliment Override Defaults E)

User ID: TRAIN44 Name: Donaldson,Carrie Adams
Academic Level: Graduate =
Application Method: Offc Appl =

Last School Attended: Q
Graduation Date: G

Housing Interest: Off Campus ~

Financial Aid Interest
Exie. 2! Acad Data Defaults

Transcript Type:

Transcript Rcvd Dgfaes

= save | [Z] Notify

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4 | Enroliment Override Defaults | Communication Speed Kevys | User 3C Groups Summary | UCAS, GTTR Defaults

Step

Action

23.

You do not need to enter defaults for External Acad Data.
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Step Action
24. Click the Save to store your defaults. Note: These defaults can be changed at any
time. Additionally, you can type over any defaults that you need to change while
ou are entering an application.
E save
25. End of Procedure.

Search/ Match for Graduate Admissions

Before an application is entered into Access.SMU, a thorough search must be conducted

to determine if your applicant’s information already exists in the database. Skipping this step can
be detrimental to the data integrity of Access.SMU. A person should have only one SMU ID
number — whether that person is a staff, faculty, student, applicant, prospect, alumnus, or friend of

SMU.

One person—one SMU ID number. No Exceptions.

If you skip this step, a person may end up with duplicate records in Access.SMU. Some of their
information could be under one SMU ID number and different information under another SMU

ID number.

DO NOT ENTER A NEW APPLICANT IN Access.SMU WITHOUT FIRST COMPLETING

THE SEARCH/MATCH PROCEDURE.

Step Action
1. Click the Campus Community link.
[- Campus Community |
2. Click the Personal Information link.
[ Personal Information |
3. Click the Search/Match link.
4, From the Search Type: field, select the Person list item.
5. Click the Search button.

Search
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‘€ Search/Match - Windows Internet Explorer o2 ]
@\J' [EE] https://hetd smu.edu/psp/ps/EMPLOYEE/HRMS/</CC_BIO_DEMO_DATA HCR_SM_SEARCH.GBLY = & | 4| x | (=] Bing o~

File Edit View Favorites Tools Help

i Favorites 9 &) Acce.. @ Adob.. = Trai.. £]Acce.. = PIA.. EJUPK.. & Micr.. []Insi.. [T Supp... [T] Admi.. [ Cert.. # iSup.. “+ Site.. we DART...

& Search/Match

00104610 On HERND ~ Home  Add to Favorites Sign out

Favn'rtas’Mavaenu > Campus Community > Personal Information > Search/Match
T T NEW WINGOW | HEID | ;5

Search/Match

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows te return (up to 300): 300

Search Type: = - Person -
Search Parameter: begins with « Q

Ad Hoc Search [}

Description: begins with ~

i

Search Clear |Basic Search [& Save Search Criteria

Search Results

First [ 1404 [ Lasf

Search Type|Search Parameter |Ad Hoc Search Description

Person PSCS_CR SEARCHY CR Person Search

Person PSCS_EA N External Award Stage Rules
Person PSHR_HIRE N Template-Based Hire person
Person SMU SRCHMATCH N SMU Person SrchiMatch

Step Action

6. Click the SMU SRCH/MATCH link.
!smu SRCH/MATCH |

7. The Search Criteria page will be displayed.
A Search Result Code is required on this page. Click the User Default link.

Note: The highlighted steps are a one-time step to set your Search Result User
Default.
User Default

8. Click the Look up icon.

&

9. Click the Look Up button.
Loak Lip

10. Click the SMU SRCH RSULTS link.
[SMU SRCH REULTE]

11. Click the OK button.

12. The Search Result Code has been set as a default. The next time you return to this
page it will populate automatically.
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‘& Search/Match - Windows Internet Explorer
= e

@ (@1 [ ] https://hetd smu.edu/psp/ps/EMPLOYEE/HRMS/c/CC_BIO_DEMO

RCH.GBLH » G |¢,‘ % | [(= 5ing

File Edit View Favorites Tools Help
5 ) Accen. @ Adob.. w Trai. ] Accen = PIA.. CDUPK.. | Micr [1] Tnsi. [7]Suppen [1] Admi.. J8 Certe. $ iSupo = Sitew o DART..

i Favorites

@ Search/Match

00104610 On HERND ~ Home Add to Favorites Sign out

Favorites . Main Menu > Campus Cvummumty > Persunallgfurrmt\un » Search/Match

»

New Window | Help | &,

Search Criteria

Search Type: Person Ad Hoc Search

il

Search Parameter: SMU SRCHMATCH 8MU Person SrchiMatch

Search Result Rule

Search Result Code: [5yu SRCH RSULTC,  SMU Person Search Reslults
User Default | Clear All | Carry ID Reset ‘

Search Criteria

Search Fields Value
National Id \ Q
Date of Birth B
LastMame Search Q
\ Q L

First Name Search
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Step

Action

13.

You MUST always perform a complete search of the database prior to entering a
new person into the system. This is the only way to accurately determine if the
person is already in the system and has a SMU ID. The procedure listed below must
be followed.

Three different searches may need to be performed to verify that the person does not
already exist in the system. The most restrictive search is NID (SSN.) The least
restrictive search is Last Name and First Name Initial. You cannot search on Last
Name only.

Order and Types of Searches

1. NID (SSN) — “National ID”

If you know the NID, run the search the first time by entering the NID in the
appropriate field (do not enter the hyphens) then TAB out of the field. A yellow
Search button will now be displayed on the screen. Click the Search button. If a
record is returned with the matching NID, review the biographical details to verify it
is the same person. If the NID is the same but you cannot verify that it is the person
for whom you are searching, do not proceed. Contact the Campus Community
module lead. If the NID and the biographical data match, the person already exists in
the system. Do NOT create another ID for the person, use the existing ID. Note: A
person could be in the system without a National ID (SSN).

2. Last Name, First Name

If a match is not found using the NID, you should run the search by entering the Last
Name and First Name in the appropriate fields then TAB out of the field. Click the
Search button. Multiple rows may be returned on the Search Results page. Review
the Search Results rows and the biographical details to determine if you have a
match. If you find a matching record for the person, do NOT create another ID for
the person, use the existing ID.

3. Last Name, First Name Initial

If a match is not found using the Last Name and First Name, run the search again by
entering the Last Name and the initial of the First Name in the appropriate fields
then TAB out of the field. Click the Search button. Again, review the Search Results
rows and the biographical details to determine if you have a match. If you find a
matching record for the person, do NOT create another ID for the person, use the
existing ID.

After you have thoroughly searched the database and are sure the person does not
already exist in Access.SMU, (does not have an SMU ID number) you can proceed
to create a new record in the system.

Page 9
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‘€ Search/Match - Windows Internet Explorer ==
@\__j' [ ] https://hetd smu.edu/psp/ps/EMPLOYEE/HRMS/</CC_BIO_DEMO_DATA HCR_SM_SEARCH.GBLY = & | 4| x | (=] Bing o~
File Edit View Favorites Tools Help
i Favorites 9 @] Acce.. @ Adob.. = Trai.. ] Acce.. = PIA.. EJUPK.. & Micr.. [T]Insi.. [T Supp... [T] Admi.. [ Cert.. # iSup.. “w Site.. wme DART...

& Search/Match

00104610 On HERND ~ Home

Favn'rtasEMavaenu > Campus Community > Personal Information > Search/Match

Search Criteria
Search Type: Person Ad Hoc Search
Search Parameter: SWU SRCHMATCH SHIU Person Srchiklatch

Search Result Rule

Add to Favorites Sign out

New Window | Help | &, »

=

m

-:eﬂffl-::l ':e?]:lﬂcmei [EMU SRCHRSULTC,  SMU Person Search Reslults | | ‘ I
S::‘r‘:,::(:ds \‘Ialne o
Date of Birth
LastName Search ‘ Q
First Name Search \ Q |
Step Action
14. Search #1:
If known, enter the Social Security number into the National Id field. Press [Tab].
(This will make the Search button active.) Click Search. If you do not know the
SSN #, proceed to Search #2.
15. Search # 2:
Enter the Last Name into the Last Name Search field. Then, enter the First Name
into the First Name Search field. Press [Tab]. (This will make the Search button
active.) Click Search.
If you do not find the person proceed to Search #3.
16. Search #3:
Enter the desired information into the Last Name Search field.
17. Enter the first initial into the First Name Search field.
18. Press [Tab]. (This will make the Search button active.)
19. Click the Search button.

Search

Page 10
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'€ Search/Match - Windows Internet Explorer =R
@\J' [ ] https://hetd smu.edu/psp/ps/EMPLOYEE/HRMS/</CC_BIO_DEMO_DATA HCR_SM_SEARCH.GBLY = & | %¢| x | (=] Bing P~

File Edit View Favorites Tools Help
i Favorites 9 ] Acce.. @ Adob... = Trai.. &]Acce.. = PIA.. EJUPK.. & Micr.. [T]Insi.. [T Supp... [T] Admi.. [ Cert.. # iSup.. “s Site.. wme DART...

{& Search/Match

00104610 On HERND ~ Home Add to Favorites Sign out

Favn'rtas’Mavaenu > Campus Community > Personal Information > Search/Match

Mew Window | Help | /&~

Search Results

Search Type: Person Ad Hoc Search
Search Parameter: SMU SRCH/MATCH 8MU Person SrchiMatch
Result Code: SMU SRCH RSULTS SMU Person Search Reslults
Return to Search Criteria
Number of ID's Found: 3

m

Search Order Number: 100 SMU FN5 LNT

search Resuits Customiza | Find | view A1 B First B 1aora B Last
Resuits | Resuts2 ] addtional Information

EmoiiD SMU Current SMU Current Row |SMU Current Row |SMU Current Row | SMU Current
Name Row Prefix |LastHame First Hame Middle Name Hame Row Suffix

1 CarryID Detail Mrs Mustang Melody

2 CarryID| Detail  XXOOOKX  Ms Mustang Mandy Jane

3 CaryID| Detail yoonnoo MS Mustang Mandy Jane

4 Carry ID‘ Detail Mrs. Mustang Mary I

Step Action

20.
The Search Results are displayed on the Results and Results2 tabs.

If the returned list is more than 20 rows, click the View All or View 100 links as
needed. (Located on the blue Search Results bar.)

21. After reviewing the Results tab, click the Results2 tab to view address information.

22. Click the Additional Information link.
Additional Information

I
i

23. Tip: Atany point you can click the Show All Tabs button (located on the right of
the Additional Information tab) this will display all search results on a single page.

24. Click the Relations With Institution link.
[Relations With Institutinn|
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Relations with Institution Detail

First Name: Mandy ID: 23000885

Last Name: Mustang

Currently Is A{n)

Alumni (L):

Student Applicant (A):
Employee:

Financial Aid (F):
Prospect (P):

Student (S):

Student Financials (1):
Recruiter {(RCR}:
Advisor (AVS):
Instructor {IST)
Friend (FND}:
Return

25. This page displays the person's Relations with Institution. You may see multiple
columns indicating that an individual is/was a previous applicant, student, employee.
Review carefully.

Click the Return button to view the Search Results page.

Return
26. Click the Detail button to review the bio/demographic information for a person.
217. When you have finished reviewing the bio/demographic information, click the

Close button to close this page.

==

28. If you find the person for whom you were searching, click the Carry ID button and
the system will ‘carry the ID' to the next page you access. If you did not find the
erson you will need to create a new SMU ID.

Carry ID|

29. End of Procedure.
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Checking for Matriculation: View Program Plan

If an applicant is already in Access.SMU, you must find out if the applicant has ever been

matriculated into the Academic Program to which you are processing. To check for matriculation,
you will view the Student Program/Plan page.

Step Action

1. Click the Records and Enrollment link.
[i- Records and Enrollment

2. Click the Career and Program Information link.
[Career and Program Information

3. Click the Student Program/Plan link.
|Student Program/Plan

4. Enter the desired information into the ID field.

Student Program/Plan

Find an Existing Value Add a New Value

Favgrites | Main Menu > Records and Enrolment > Career and Program Information > Student Program/Plan

TRAIN26 On HETRN Home  Add to Favorites Sign out

New Window | Help | &,

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): 300
1D: begins with ~ 31250733|

Academic Career: = -
Student Career Nbr: = A
Campus ID: begins with =
National 1D: begins with ~

Last Hame: begins with

First Hameae begins with ~
[linciude History ¥l CorrectHistory [~] Case Sensitive

Search ‘ Clear ‘Baslcsear:n B save Search Criteria

Find an Existing Value | Add a New Value

]

T

Step

Action

Important!

@Include History |

Click the Include History option.
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Step Action
6. Click the Search button.
Search

TRAIN26 On HETRN Home

Favortes | Main Menu > RecurdsangEnraHment > Career and Pragvmmlnfurmatmn » Student Program/Plan

Student Program

Doug Mustang

StudentPlan | StudentSub-Plan | Student Atfributes

Student Degrees

31290783 a

ME @

Add to Favorites

Sign out

New Window | Help | }&,

Academic Career: Graduate Career Reguirement Term Student Career Nbr: 0
£ind | view Al Fist K04 or7 O Last
Status: Discontinued HE
“Effective Date: pei302011 Y Effective Sequence: L
*Program Action: WQ Discontinuation Action Date: 00/20/2011
Action Reason: WO\ No Enroliment Two Reg Terms Joint Prog Appr: B
*Academic Institution: SMETH QU southern Metnodist University
*Academic Program: CSEM @ Computer Sci & Engr - Masters
~Admit Term: [1097 @ Fall 2009 :::,"h;i:::,hﬁ:;? 00146118
Requirement Term: [0o7 @ Fall 2000 Epp ahoe Brow = e O
Expected Grad Term: [1122 Spmg 2012 *Campus: A MainCampus*Acad Load: Full-Time -

Main Content
& save | £LReturn to Search ‘ [=] Notify | %, Refresh

[E:Add | JEupdateiisplay | I 5% Correct History

Student Program | Student Plan | Student Sub-Plan | Student Attributes | Student Degrees

i »

Step

Action

If the applicant has been matriculated or needs to be readmitted:

In this example, Doug Mustang was previously enrolled in the Computer Science &
Engineering Masters. If you are entering an application for the same Program that
the student was previously enrolled in STOP! An application does not need to be
entered. You need to request readmission for the student.

Email the Admissions Tech Team at DESADT @mail.smu.edu and the Academic
Records Manager, Sylvia Wiseman at swiseman@smu.edu. Please provide them
with the following information:

*Applicant’s full name

*Applicant’s SMU ID number

*Explanation of what was discovered on the Student Program/Plan Pages

End of Procedure.
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When Applicant is Current/Previous Employee or Current/Previous
Student

These individuals will have an SMU ID which should be used.

Favorites  Main Menu
Fri, Sep 30,2011 1:47 PM

Menu
Search:

[ Access.SMU Help

[ Key External Links

[+ Access.SMU Training

[ Self Senvice

[ Campus Community

[> Student Recruiting

[ Student Admissions

[» Records and Enroliment
[ Curriculum Management
[ Financial Aid

[ Student Financials

[- Academic Advisement
[ Contributor Relations
[> 8etUp HRMS

[- SetUp SACR

[ Tree Manager

[ Reporting Tools

[ Peopls

opleToo
SMU Custom Programs

My Personalzations
|- My Systern Profile

o

®

TRAINZ6 On HETRN Add to Favorites

Sign out

Home

Announcements

Right to Know, Hondiscrimination and other lagsl statements.

© Southern Methodist Uni

iversity, Dallas TX 75205, 214-768-2000

e SMU

Step

Action

Click the SMU Custom Programs link.

BMU Cu

stom Programs|

Click the SMU Admission link.

Click the Application Processing link.

Iggglicatiun Processing

Click the GR/TR App Entry link.
GRITR App Entry|

Enter the desired information into the ID field.
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TRAINZ6 On HETRN Home Add to Favorites Sign out
Favn'rrtes Ma\n'Menu » SMU Custom Programs > SMU Admission > Application Processing > GR/TR App Entry

SMU GR/TR Data Entry

Add a New Value

Application Nbr: 00000000

ID: 00104610 Q,
Academic Institution: SWETH &
Academic Career: GR O

Admit Type: MQ

Add

New Window | Help | }&,

B 0 6 ea]a]o]

« B [mr "7y 227PM

Step Action

If you accidentally, delete the information in the Admit Type field, do not type
"NEW'" into this field. Otherwise, the ID field will be populated with the word
"NEW" once the page is saved. Should an error occur, refresh the screen and let this
field populate automatically or the ID field may not be assigned correctly.

Click the Add button.
Add

Note: If the applicant is a previous or current student or employee, the Name and
Biographical Data fields are grayed out and cannot be updated from the GR/TR
pages. If an applicant is being admitted/matriculated and needs changes to these
fields, they should go with official documentation validating this request to the
University Registrar's Service Center Office located on the first floor of the Blanton
Building.

End of Procedure.

Entering Graduate Admissions Data

When an applicant applies to SMU, the application process consists of: the internal business

processes (e.g., reviewing an applicant’s academic qualifications, reviewing essays, etc.) and the

on-line processes within Access.SMU.

This document covers how to enter and maintain an applicant’s information in Access.SMU.

Please ask your supervisor for any accompanying business processes your area may have that

compliment Access.SMU’s online processing.
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Note: Only after you have thoroughly searched the database and are sure the person does not
already exist in Access.SMU you can proceed to create a new record in the system.

Step Action
1. Click the SMU Custom Programs link.
2. Click the SMU Admission link.
3. Click the Application Processing link.
Egglicatiun Processing
4, Click the GR/TR App Entry link.
5. The initial step in entering data begins with the Add a New Value tab.

Enter the SMU ID in the ID field only if the following apply.
1. The applicant is already in Access.SMU with an SMU ID.

2. The applicant has not previously matriculated as a student in the program you are
processing.

The Application Nbr will be automatically assigned once the application is saved.
Do not enter anything into this field.

The ID field will be populated as "NEW". If the individual already has an SMU ID
and the "Carry ID" was selected previously, the ID will be inserted into this field.
Verify the data carefully.

The ID field should not be changed for NEW ID's. If the ID field is modified in
error, do not type ""New"" into the ID field. Should an error occur, refresh the
screen and let this field populate automatically or the ID field may not be assigned
correctly.

The desired Academic Career and Admit Type should display if a default was
selected. For more information on setting defaults, refer to the Table of Contents.
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TRAIN26 On HETRN Home Add to Favorites Sign out

Favn'rrtes Ma\n'Menu » SMU Custom Programs > SMU Admission > Application Processing > GR/TR App Entry
Mew Window | Help |
SMU GR/TR Data Entry
Add a New Value
Application Nbr: jpooooooo @,
1z NEW Q
Academic Institution: SWETH &
Academic Careerr GR O
Admit Type: NEW Q
Add
Ll m ¢

Step Action

6. Click the Add button.
Add

& GR/TR App Entry - Windows Internet Explorer = |
@O' \g https://hetrril smu.edu/psp/hetrn/EMPLOYEE/HRMS/c/U_MANAGE_STUDENT_ADMISSIONS.U_A + &4 |‘y‘ x H Bing P~

File Edit View Favorites Tools Help

»

. [7] Admi... [ Cert.. # iSup.. ~r Site..

¢ Favorites 9 ) Acce.. ) New.. ~w Site.. G Adob.. ~w Trai.. v PIA.. G UPK.. &) Micr..

| @ GR/TR App Entry |

TRAINZE On HETRN Home  Add to Favorites Sign out
Favn'rtas i Mavaenu » SMU Custom Programs > SMU Admission > Application Processing > GR/TR App Entry

Mew Window | Help | o

GRITR Data

ry2

Adm Type: NEW
Firstn 1 of 1 ] [E

Acad Car:  GR

Appl#: 00000000

Name Data

*Effective Date:| 10032011

i

*Type of Name: | Primary

Name Prefic  Miss

FirstName:  |Helena Middle:
LastName: |Mustang Suffix: Q

Bio/Demo Data

“Gender: Unknown ~ Date of Birth: |10/03/1985 [5] National ID:
Birth Country: Q Relig Pref: Prefer notto reportreligio ~  spar Statys: Unknown v

First!I 1 of 1 a [E

Ethnic Group: - Primary: '] #Hi=

Citizenship Data A - First B 4 o 1 B st

“Country: USA Q nptea states Citizenship Status:

oG o [a]oflo]

al
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Step

Action

7.

Header Information:

The 1D will populate NEW (unless a current SMU ID was chosen). Once the
application is saved a new SMU ID will be generated.

In addition, an Appl# will be generated once the application is complete.

Name Data:

Effective Date: This section is Effective-Dated. This means that the information in
the name area is current as of the Effective Date displayed in the field. For
applicants, already in Access.SMU, the most current information will be displayed.

Type of Name: The primary name defaults and is required for all applicants. To
add an additional name such as a preferred or nickname, select the Add a New Row
+ button to insert a row.

Name Prefix: SMU has over 20 different prefixes used to address an individual.
Click the drop down list and select the desired prefix.

First Name, Middle Name, Last Name: Type the applicant's name using mixed
case (i.e., John Doe).

Suffix: SMU has 34 different suffixes. To search click the look up icon, then click
the Look Up button, and select the desired suffix if appropriate.

9.A

Bio/Demo Data:

Gender: Default is unknown. If known, click the drop down arrow and select the
desired value.

Date of Birth: This field is required for applicants.

National ID: This field is required for all applicants that are US Citizens or
Permanent Resident based on Citizenship before matriculation. For all international
students, if the NID is not known, leave the NID field blank and it will default to
XXX-XX-XXXX.

Relig Preference: If the information is known, type the 3-character religious
affiliation code.

Marital Status: Unknown is the default value. Select a different marital status if
known.

Birth Country: If the birth country is known, enter it in the Birth Country field.
The birth country may or may not be the same as the Citizenship Country. To
search click the Look Up button, then click Look Up.
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Favn'rrtes Ma\n'Menu > SMU Custom Programs >

Grad Data Entry1 || GRITR Dala Entny2

TRAIN26 On HETRN Home
SMU Admission > Application Processing > GR/TR App Entry

Add to Favorites Sign out

New Window | Help | i

Name Data

*Effective Date:|10/03/2011

Name Prefic  Miss e

ID: NEW AcadCar:  GR Appl#: 00000000 Adm Type: NEW

First B 4 or 1 B st
HE

Find | View Al

*Type of Name:  Primary

FirstName:  |Helenz

—

Middle:

LastName:  |Mustang

[

Suffix:

i

Bio/Demo Data

=Gender: Female -

Birth Country: |USA 24

Relig Pref:

Date of Birth: 02/051968

Prefer not to report religio ~

National ID; |222-33-4567

“Mar Status: Single M

Ethnic Group: HISPA = Primary:

Firs(n 1of1 a Last

Find | View Al

FHE=

Citizenship Data

“Country: USA QU United States

Firs(n 1of1 a Last

Citizenship Status: IENEETNEISIEE - =l

Find | View All

*AddrType: ~ Home ¥ *Status: Active

~Eff Date: 10032011 Copv to other addresses
Country: usa Q

First B 4 o I 551 |PhOnE irst B 4 o 4 B Last

] e | Eouni rcter | [
1 - I I P EE

Addr Line 1: |

Addr Line 2: |

Email = First K0 1 or 4 B Lot

Addr Line 3: |
r—

[ [Email Tvoe
:

o 0 afefu]a]

-~ B [mr Mmooy L41PM

Step Action

10. Ethnicity:

Ethnic Group: The ethnic group defaults blank. Enter the desired information as
listed below:

Domestic Applicants Only*: Click the Ethnic Group drop down list and specify
ethnicity, if known. Check the Primary box to indicate the primary ethnic group, if
known. Note: If the applicant has checked the Hispanic/Latino box on the
application, HISPA must be included as an Ethnic Group regardless of the number
of ethnic groups listed. To add additional ethnic groups, click the Add a new row
"+ button on the Ethnicity row.

US Citizenship applicants: Do not select NSPEC (Not Specified). If the applicant
has not indicated ethnicity, leave this field blank. Enrolled students are required to
have an ethnicity listed. However, it can be done after matriculation.

For International Applicants: If the student is not a US citizen or permanent
resident, then only one ethnic code should be entered - "NSPEC" (Not Specified) -
regardless of what ethnic codes the student specifies on their application. If the
student does not indicate ethnicity, then leave blank, do not use NSPEC.
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Step

Action

11.

Citizenship Data:

This section must be filled out accurately so that SMU is in compliance with the
Department of Homeland Security requlations regarding international student-

tracking.

Applicant is US Citizen:
Country: Enter USA.
Citizenship Status: Enter Naturalized/US Citizen.

Applicant is not a US Citizen but is a Permanent Resident:
Country: Enter USA.
Citizenship Status: Enter Permanent Resident.

Applicant is not a US Citizen nor a Permanent Resident:

1. If the country of citizenship is known:

Country: Enter USA.

Citizenship Status: Enter Non Resident No Treaty.

Next, click the Add a new row ""+" button below the Citizenship Data row to
insert a second row. Continue entering the following information.

Country (row 2): Enter the appropriate country code.

Citizenship Status: If known, select the appropriate status. The values in the status
field will change based on the Country selected.

2. If the country of citizenship is not known:
Country: Enter USA.
Citizenship Status: Enter Non Resident No Treaty.

Once the country of citizenship is known, this field must be updated within the
Application Maintenance pages. These pages are explained further in this document.
Note: If the applicant is bringing dependents (children, spouse, etc.) to the US, the
form "International Student Dependents” must also be filled out and sent to
Constituent Records for processing - SMU Box 402, fax 8-4787.
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Step

Action

12.

Address Data:

All admissions applicants must provide SMU with at least one address for paper
mailings.

Important! If the applicant is matriculated, the Registrar’s Office requires all
matriculated students to have both a home and mailing address. If the home and
mailing addresses are the same, enter the same address for both address types.

The home address is the physical address of their home — whether within the local
area or somewhere else. The mailing address is their local address and is where
SMU will send mail while a student is in attendance. If known, often a business
address will be entered for graduate applicants.

Entering USA Addresses

The Country will default to USA. In Addr Line 1 - City, type the address in mixed
case without any punctuation in the address or city fields. Using capitals, type the
two-letter abbreviation for the State. Enter the 5-digit postal code in the Zip field.

Favavntes Mam'Menu > SMU CustacnProgmms > SMUAdvmissmn > AppliatianvProcessing > GR/TR App Entry

TRAIN26 On HETRN Home  Add to Favorites Sign out

Ethnic Group: HISPA = Primary. ¥ = | -
Citizenship Data Find | View A1 First B0 1 or1 B Last
*Country: ,HO\ United States Citizenship Status: Naturalized/Us Citizen - =l

Find | View Al First B0 1 o 1 B L5t |PhONE customize | Find | 1] B8 First B 4 or1 I Last

*AddrType: ~ Home T *Status: Active 1

A 100412011 ) Copv to other addresses
Country: CAN G
AddrLine 4 | 1607 McMillan Avenue

(oo Ty [Teteotone _[ExtComntnfprerer [ [

Email customize | Find | E| B Fist B0 4 o 4 B (ot i
i . |Winnipeg, MB R3L097 —
Addrtine 2-  [Winnipeg [ |EmailTyoe |Email Address Prefer
Addr Line 3: | 1 - 0 =
AddrLine 4: [CANADA
city: [ state:| QA zipe|

Application Data

Admit Term: 1112 & Exp Grad Term: Q Acad Load: Ful-Time =
AcadProg: (CSEM U acad Plan: < sub-Plan: Q
Appicenterr E U Acadlever MS @ Appl Method:  |OAP & =

Recrcat: A Recruiter ID: S Last scni Attng: 2 Grad Date: B

.

& save [Es Add
[7] Expert Entry

Grad Data Entry1 | GR/TR Data Entry2

i b
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Step

Action

13.

Entering Foreign Addresses

Below are instructions on how to enter Non-USA addresses in Access.SMU. Do not
use address types Original Country Home or Resident Address as they are for the
International Office only — even if you are entering an international applicant’s
information.

Country: Type or select the appropriate Country code using the Look Up button.

Addr Line 1- 3: All address information, except the name of the country must be
entered on the first three lines. Type in mixed case. Punctuation is allowed for
foreign addresses.

Addr Line 4: In capital letters complete spell out the name of the country (e.g.,
MEXICO, INDIA, etc.)

City, State, Zip: Leave these fields blank. If data is in these fields, our government
reporting will be incorrect.

All other rules pertaining to the data-entry of addresses still apply (e.g., inserting a
new effective—dated row to update an address, etc.). For additional help in how a
foreign addresses should appear, go to http://www.bitboost.com/ref/international-
address-formats.html

Helpful Hint: If the same address should be used for more than one address type,
you do not need to re-type the information.

Click the Copy to other address link. Then, click the checkboxes to the right for the
address at the left to be copied to other address types. If the check box is
unavailable, then that address type already has a valid address.

After clicking the Copy to other address link, you will be returned to the GR Data
Entryl tab. Your address type rows will have increased by the number of
checkboxes you checked in the Address section.
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Step

Action

14.

Phone Data:

Phone types are the same as address types. Therefore, a mail phone type is the
same as a local area phone. Select the desired phone type from the drop down list.
Common phone types that are used are home, mail, mobile, and busn. Note: Per
Student Records, if the mobile phone # is provided, it is required to be entered in the
system.

Telephone: Type the phone numbers, unformatted in the field. All US phone
numbers must include the 3-digit area code. Non-USA phone numbers can be
entered as needed.

Ext: Type the business extension number if needed.

Country: For foreign numbers, enter the country code if known.

Prefer: One phone number must be marked as preferred. Click to check this box as
appropriate.

15.

Email Data:

There are 5 Email Types: Business, Campus, Dorm, Home, & Other. Do not enter
the campus (camp) email address even if the person has an SMU or another
university’s email address. The CAMPUS (CAMP) email address type is
maintained by ITS and will contain the applicant’s assigned email address once it is
created.

Email Type: Select the desired email type. Do not enter the campus email
address.

Email Address: Enter the applicant's email address.

Prefer: One email must be marked as preferred. Click to check this box as
appropriate.
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Step

Action

16.

Application Data:

Admit Term: The Admit term is the first term that the applicant wants to begin their
Academic Program at SMU. If you know the term code, type it in the field. Term
codes are always 4-digits.

1st digit — Century Mark

2nd & 3rd digits — Represent Calendar Year

4th digit — Term Indicator either 1, 2, 3, 4, 6, or 7

1: January Term

Spring Term

May Term

Summer Term

August Term

Fall Term

NokRkwn

Examples: 1122 - Spring 2012, 1124 - Summer 2012, 1137 - Fall 2013.

Exp Grad Term: The Expected Graduation term is the term in which the applicant,
if matriculated, expects to graduate. If you know the term code, type it in the field.
Otherwise, you can search for it by clicking the Look Up icon. This field is not
required for non-degree seeking applicants.

Acad Load: The Academic Load indicates whether an applicant is pursuing his/her
program full-time or part-time. Click the drop-down arrow and click the appropriate
value. In general, full time graduate studies is 9+ units per term. Anything less per
term is considered part-time. This field is required for degree-seeking applicants
only.

Acad Prog: Click the Look Up icon to search for the Academic Program. For
graduate degrees, the Academic Program is what the person applies to, is admitted
into, and ultimately graduates from. Additionally, the non-degree programs are
allowed, although this program does not graduate.

Acad Plan: Click the Look Up icon to search for the Academic Plan. This is the
applicant’s major (in GCOX only, it’s the applicant’s concentration). Only one
major can be reflected on the one-page application entry page.

Sub Plan: If needed, click the Look Up icon to search for the Academic Plan.
Appl Center: The Academic Career will determine the values available for the

Appl Center. Refer to the Table of Contents for information on how to set defaults
for this field.

Page 25




Training Guide SMU

Step

Action

17.

Application Data (cont):

Acad Lvl: The applicant’s academic career will determine the values in this field.
The following values can be set as a default.

Academic Levels and related values:

*First Year: Undergraduate with < 30 units completed.
*Sophomore: Undergraduate with 30-59 units completed.
eJunior: Undergraduate with 60-89 units completed.
*Senior Undergraduate with > 90 units completed.
*Doctoral: Applicants seeking a PhD in any subject.
*Graduate: Applicants Under the GR career

*Masters: Masters-degree THEO and GCOX applicants
*Non-Deg GR: Non-Degree Seeking Graduate Applicant
*Non-Deg Prof: Non-Degree Professional Applicant (taking classes in LAW or
THEO)

*Prof 1: Ist Year Law and Non-PhD Theo applicants
*Prof 2: 2nd Year Law and Non-PhD Theo applicants
*Prof 3: 3rd Year Law and Non-PhD Theo applicants
*Prof 4: 4th Year Law and Non-PhD Theo applicants

Appl Method: This field is optional and is used to indicate the type of format the
applicant used for filling out the application. The most common methods are:
ECA- Electronic Common Application

EDI - Online App Data Load (This is currently used for Grad Meadows, Grad
Dedman, Grad Engr and Grad Law. Other schools may be added in the future.)
HCA - Hard Copy Application

OAP - Office Application

Recr Cat: The Recruitment Category is optional and defines how the applicant
learned about SMU prior to applying for admission.

Enter the Recruiter ID if known. Otherwise, click the Look Up icon to search for it.
The Recruiter ID field is optional.

Last Schl Attend: Enter the last college attended. Use the Look Up icon to search.
The Last Schl Attend field is optional.

Grad Dt: Enter the Graduation Date the applicant finished the previous degree.

18.

Click the GR/TR Data Entry?2 tab.

[ |

Page 26




SMU Training Guide

Step

Action

19.

Not all fields on the GR/TR Data Entry2 Tab are required in each school. Be sure
to check with your department on the business processes associated with this page.

Education Data:

The External Org ID will carry over based on the information entered in the Last
Schl Attend field on the previous tab.

Review the Career and Term Type and adjust if needed. Select the Ext Term (fall,
spring, summer, winter) and enter the term year.

From the Transcript section, enter the appropriate Action, Transcript Date and
Date Received information. Note: The Transcript Date will default to the current
date. Adjust as needed.

In addition, select the appropriate fields from the drop-down list from the
Transcript Type, Transcript Status, Data Source and Data Medium fields.

If more than one school is to be added, click the + button below the blue Education
Data bar to enter additional schools and corresponding transcript information.

20.

Test Scores:

Using the Look Up buttons select an entry for the Test ID. Enter the date the test
was taken in the Test Dt field. Select the appropriate Data Source from the drop
down list. In most cases, this will be ETS. Confirm with your department as to what
should be selected.

Select the appropriate Academic Level.
If test scores are required for your program, select the appropriate component by

using the Look Up icon for the Test Comp field. Proceed by entering the Test Date
Field. The Data Source and Acad Level will default for each test component.

21.

Checklists and Communications:

The Checklist Code and Status fields can be used to track those items that are
missing in the application. These fields are optional.

Check with your school as to how/if they are using the Checklists and
Communication fields. Once the application is submitted checklists can be updated
by the Checklist Management-Person Page.

(The Checklist Management-Person Page can be found by navigating to Campus
Community, Checklist, Person Checklist, Checklist Management — Person. The
Checklist Management-Person Page can also be accessed by clicking the
Checklist icon on any of the Application tabs.)
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Step Action

22. Work Experience:

The Work Experience section is also an optional field. Note: If you enter work
experience for an SMU employee do not enter an ending salary.

Access.

TRAIN26 On HETRN Home  Add to Favorites Sign out
Favclrrtes MainvMenu > SMU Custurvn Programs > SMUAdvmissiurl > Applicat\un_Pmcessing » GR/TR App Entry

L | ‘ A
Comm Code1: Q Commn Code2: Q

Work Experience Find | View Al First Bl 1071 L

Employer: | Q | +l

Country: usa | City:l State: Q
Phone: |
Start/End Date: 3 o Meonths of Work Experience:

. Year
Job Title: | Ending Salary: Pay Frequency:

n

@ Save

] Expert Entry
Grad Data Entry1 | GR/TR Data Entry2

Step Action

23. Click the Save button. Once the application has been saved the 1D and Appl
numbers have been assigned. The Application Data Entry pages are now complete
and all changes should be made through the Application Maintenance Pages.

E:! Save

24. End of Procedure.

Application Maintenance

Once an application has been submitted, all changes to the application must be done from the
Maintain Applications page. This page will be used to edit applicant's information, as well as
manage the applicant's status, admitting an applicant and eventually matriculate them as students.
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TRAIN26 On HETRN Home Add to Favorites Sign out

Favorites  Main Menu
Sun, Oct9, 2011 8:56 PM Help

Menu & Sf Announcements

@)

Search:

[+ Access.SMU Help

[ Key External Links

[+ Access.SMU Training
[ Self Senvice

> Campus Community

[» Student Recruiting
B
(> Records and Enroliment
[ Curriculum Management
- Financial Aid

[ Student Financials

[- Academic Advisement

[ Contributor Relations

[> 8etUp HRMS

[- SetUp SACR

[ Tree Manager

[ Reporting Tools

[ PeopleTools

> SMU Custom Programs
- My Personalizations

|- My Systemn Profile

Right to Know. Nondiscrimination and other legs| ststements.
© Southern Methodist University, Dallas TX 75205, 214-768-2000

Pt SMU
Step Action

1. Click the Student Admissions link.

E[UHEH[EHH‘IISSIUHS I
2. Click the Application Maintenance link.

Egglicatiun Maintenance
3. Click the Maintain Applications link.

Maintain Applications
4, Enter the SMU ID into the ID field, or search by Last Name, First Name.

Click the Include History option. Note: This is extremely important so that you
can view all historical information for this applicant.

||:|Include History

5. Click the Search button.
Search
6. Biographical Details Tab:

At the bottom of the page are the Include History and Correct History buttons. If
you forgot to click the Include History option the button will be active and can be
selected. The Correct History button may be used for backdating applications

only.

7. Biographical Details Tab:

To add a name type or edit the applicant's name, click the Names link.
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8.

The primary name will display. To add a new name select the appropriate Type of
Name from the dropdown list in the Add/Change section..

Access.

TRAIN26 On HETRN Home Add to Favorites Sign out
Favnvrrtes Ma\nvMenu > Student Qdm\ssmns » Application Ualntenan(e » Maintain Applications

New Window | Help | &,

~ Add/change a name

Type of Name -

Effective Date:  10/09/2011 [¢] Status:  Active -
*Format Using: English Change Format

Prefix: A

First Name: ‘ Middle Name: ’7
Last Name: ‘

Suffix: liq

%, Display Name:
Formal Name:

Hame:

Submit Reset

ok | cancer |_Renesn |
Step Action
9. Select the desired Prefix.
10. Enter the desired name into the First Name field.
11. Enter the desired information into the Last Name field. If needed, search for the
appropriate Suffix.
12. Click the Submit button.
Submit
13. Click the OK button.
oK
Additional names may be entered by repeating these steps.
14, In the Current Names section, click the Name Type link to be updated. This will

populate the fields in the Add/change a name section with the data from the
current row.

The Effective Date will default to the current date and may be edited if needed.
Edit the name data as required. Click the Submit button and then click the OK
button
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Step Action

15. Birth Information: Click on the Birth Information link to add or edit as needed.

16. If needed, edit the Marital Status field.

17. National ID Type/SSN: This field is required for all applicants (US Citizens or
Permanent Resident based on Citizenship) before matriculation. For international
students, leave the SSN field blank and it will default to XXX-XX-XXXX.

18. To modify address information click the Addresses link. This will take you directly
to the Addresses Tab. (Note: See the Addresses section below for instructions.)

19. To edit Phone or Email information, click in the desired field and make appropriate

changes. To add additional phone or email address, click the Add button. Select the
desired Type and enter the needed information. Both the Phone and Email

Address rows must have one row selected as Preferred.

TRAIN26 On HETRN Home

Favortes | Main Menu > StudentAvdmissions > Application Uaintenance > Maintain Applications

Biographical Details | Addresses | Regional | Application Proaram Data | Application Data | Application SchoolRecruiting [

John Hilltop 30352564 Names (
Person Information

Date of Birth: |02/051968 [£] Birth Information campusi:|
Biographical History View Al Fi'i{n 1 of 1 ] Last
“Effective Date: 1010912011 [3] =]
*Marital Status: Unknown ~ Asof ,W Eﬂ
*Gender: Unknown v

Custo n #oe B B
*Mational ID Type Hational Primary
Social Security Number - 999-99-9999 [=]

Address Type: Mailing Addresses WMail v [2141111-2323 =
Effective Date: 10/09/2011
Status: Active

Email
Country: USA
Address: “Type *Em ail Address Preferred
123 Mustang Way Other - hnhnmustang@mustang com E|
Dallas TX 75080 At

VisalPermit Data @

B save | £\ Return to Search ‘ Natify | ) Refresh | ) Updste/Dis play ‘ | ‘ [E# Correct Histary |

Add to Favorites Sign out

Mew window | Help | /&, »

m

< 1

Step Action

20. To edit Citizenship information, click on the Citizenship link. For detailed
instructions on how to enter Citizenship information. See "Entering Graduate
Admissions Data" from the Table of Contents.

21.

Click the Addresses tab.
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Step Action
22. Addresses Tab:
Domestic Addresses
To edit an existing address:
e Select the Edit/View Address Detail link from the desired row.
e Click the Add a new row button (+) and then click the Update Addresses
link.
e Edit the address as needed.
e Click the OK button on the Edit Address page.
e Click the OK button on the Address History page to return to the
Addresses tab.
e The updated address will now display under the Current Addresses
section.
23. To add an additional address:
e Select the new address type under the Add Address Types panel.
e Click the Edit Address link in the Add Address section to display the Edit
Address page.
e Enter the new address.
e Click the OK button to return to the Addresses tab.
e Click the Submit button.
e The address will now display under the Current Addresses section.
NOTE: To enter additional address types, you must click the SAVE button and then
the Reset button to clear the previous address before you can enter a new address.
24, International Addresses:
The default country is United States, be sure to click the Change Country link.
25. Enter the desired country into the Description field.
26. Click the Look Up button.
Look Up
217. Click the Country link.
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% Addresses - Windows Internet Explorer

=R

@Ov ‘Q https://hetest3.smu.edu/psp/heqal /EMPLOYEE/HRMS/c/CC BIO ~ % | 4 ‘ A H [=]] Bing
File Edit View Favorites Tools Help

P -

@ Addresses

7 Favorites © 75 @ Acce.. © New.. ~|Site. @|Adob.. ~|Trai. ~ PIA. Eurk.. @ Mice. [7 bsi. [T Supp..

Edit Address

Please enter the complete foreign address in Address lines 1, 2 & 3. DO NOT include the country's name as our
records populate this infermation automatically on Address line 4.

Country: Canada Change Country
Address 1: |

Address 2: |

Address 3: |
Address 4:

City: State: Postal:

County:

OK Cancel

00104610 On HEQAL Home
Favortes | Main Menu > Campus Cvummumty > Persunallgfurrrﬁt\on > Eiogqph\ml > AddressevsfPhones > Addresses

@ H L

HEY

New Window | Help | [&,

- B M 0 fn

Add to Favorites Sign out

10:21 AM |
el

Step

Action

28.

Ol |

The country has been updated. Note: Enter the complete foreign address in Address
lines 1-3. DO NOT include the country's name as our records populate this
information automatically on line 4. Once entered, click the OK button.

29.

Click the Regional tab.

30.

Regional Tab:

Regardless of the number of ethnic groups a person indicates, Hispanic ethnic
groups and Non-Hispanic ethnic groups are entered differently.
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@ Maintain Applications

% Maintain Applications - Windows Internet Explorer \i“ﬂ/[é]
@v ‘@ https://hetrnl.smu.edu/psp/hetrn/EMPLOYEE/HRMS/c/PROCES! " 3 ‘ X | ‘ [=]] Bing P~
File Edit View Favorites Tools Help
77 Favorites © 75 @ Acce.. © New.. ~|Site. @|Adob.. ~|Trai. ~ PIA. EJurk.. @ Micr. [ bsi. [ Supp.. =

Favortes | Main Menu > Student.&dmssians > App\iationyaintenance > Maintain Applications
John Hilltop 30352564

- B ysa

Ethnicity

Person is Hispanic or Latino If Yes, Select Ethnic Group  Hispanic/Latino -

5|@\ xnllluL =t

*Requlatory
Region

usa  Q

HISPA Q

Hispanic/Latino Hispanic

TRAIN26 On HETRN Home

i : =
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31.

Hispanic Ethnic Groups:

If any of a student's ethnicity is of Hispanic origin, first check the Person is
Hispanic or Latino option. Next, from the If Yes, Select the Ethnic Group drop
down list, select Hispanic/Latino. This ethnic group information will automatically
be populated on the row below. You can continue adding additional ethnic groups
by selecting the Add button.

32.

Non-Hispanic Ethnic Groups:

If none of a student's ethnicity is of Hispanic origin, select the Ethnic group first.
Continue adding additional ethnic groups by selecting the Add button.

33.

Note: If a student is from more than one Ethnic Group, then one must be selected as
Primary. The IPEDS and Percentage fields should be left blank.

The Disabled, Disabled Veteran and VA Benefit fields are not required and are
optional fields only.

34.

Click the Application Program Data tab.
Application Program Data
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35.

At the time the basic application information is entered, the Academic Program
Action defaults to APPL.

An applicant (APPL) row will initially exist on the desired record. When accepted
into the Academic Program, the applicant will be admitted (ADMT) and then
matriculated as a student (MATR).

The process of matriculation moves the applicant's record from Admissions to
Student Records. Prior to matriculation, only Admissions can see any data related to
the person. After matriculation, all data entered by Admissions is grayed out and the
new student has a Program/Plan on the Student Records side. From that point
onward, changes to the applicant's information are not made from the Admissions
pages.

36.

When updating Program Data always begin by adding a new row on the
Application Program Page

Click the Add a new row " +"* button. Note: This action is critical in maintaining
integrity on a student's record. Otherwise, historical data will not be captured.

37.

The information from the previous row has been copied over and can be over-
written.

Included are the available Program Status options:
e Applicant: APPL (applicant), EVAL (evaluation), DDEF (defer decision)

o Admitted: ADMT (admit), COND (conditional). Once the applicant is
admitted, they may be one of the following:

e Pre Matriculant: DEIN (intention to matriculate)

e Cancelled: DENY (denied), WAPP (applicant withdrawal), WADM
(administrative withdrawal)

o Waitlisted: WAOF (waitlist offer), WAIT (waitlist)

o Active: MATR (matriculation) — Once matriculated the Create Program
feature will be used. (See the Table of Contents for Matriculating Students)

Note: Though there are a number of options that are included, the following steps in
this training guide will only include how to admit and matriculate a student.
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38. Admitting a Student:

Click the Program Action Look Up icon.
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Look Up

Look Up Program Action

Program Action: begins with « ‘|

Description: begins with + ‘

LnnkUpl Clear | cance| |Ela5icLDDkuu
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39. Click the Look Up button.
Look Up

40. Click the Admit link.
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Program Number: 0 “Effective Date: 1011012011 [ =l
*Admit Term: [1112/&  spmg2011 Effective Sequence: [ 1 W EHE®
~Academic Program: |CSEM | GSE-Mast Expected Graduation Term: |1142/GL Spmg 2014
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< | 1 |
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Step Action

41. Note: The Action Reason is not a required field. However, you should check with

your department to verify if your school is using this field.

being used at this time.

Below the Action Reason field is the Evaluation link. This link is currently not

42. The Academic Plan indicates the plan the student is eligible to enroll in. This can be

edited if needed.

Academic Plans have Sub-Plans.

The Sub-Plan field is optional and may be used in some schools. Note:

Not all

43. Click the Save button.
Note: You must Save before you can matriculate an applicant's record.
E] Save
44, Matriculating Students:

Verify this has been completed before proceeding.

Once you are ready to matriculate, click the Add a new row button.

SSN's are required at the point of matriculation for US and Permanent Residents.

45. If more than one row is added on the same day the sequence number wi
to reflect each Program Action.

Il be updated
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46. Enter MATR information into the Program Action field.

47. Tab out of the field.

48. The Create Program button is now available. Click Create Program.

Create Program

49. Note: After a student has been matriculated the Program Data is grayed out and
cannot be edited. The student will then be term activated. This occurs through a
daily process in Access.SMU and will not happen as soon as the program is created.

50. Click the Application Data tab.

51. Application Data Tab:
Application Center: This field will display the value that was set as a default. All
defaults can be adjusted as needed.
The Academic Level should typically be populated with "Masters" or "Graduate".
(Also used for Non-degree programs.)
Application Method: If the application was submitted online and loaded into the
system, the Application Method will display "EDI".
The File Information section is optional. Check with your school as to the business
process of using this field. Note: The External Application Number field is
currently not used.

52. Click the Application School/Recruiting tab.

53. Application School/Recruiting Tab:

Note: School Information cannot be updated on this page. You must go to the
Education page to update School Information. (This page can be found by
navigating to Student Admissions, Application Entry, Academic Information,
Education)

Recruiting Information and Recruiting Categories may be updated. These fields
are commonly used for the Cox School of Business and Lyle School of Engineering.
Check with your department on how you should use these fields.
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54. After careful review, click the Save button.

ﬁ Save

55. End of Procedure.
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