Electronic Access Confe:;ence

emagine

Student Financial Assistance -

U EDUCATION




Electronic Access Conference

Session 60

EDEXxpress: Getting
the Most Out of It

EDUCATION

Session 60- 2



Electronic Access Conference

Who is this session for?
All levels

Hands-on format
Evaluations

Questions
Time for Q & A at end of session
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® e 1didn’t know EDEXpress

emagine could do that...

Document Tracking
User Letters

User Database

File Formats
Queries
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Document tracking

To satisfy documentation

= requirel_"nents ar_md meet
=\ school information needs,
U] \

&) = applicants must provide

RS . .
— Ty documents to the financial
_—; o = ald administrator to complete
— . . :
[ R the application process.

y — Tax forms

School aid application
Any document you require
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Electronic Access Conference

Document tracking

Allows you to setup required documents
Assign documents to students
Print letters to mail to students
Track status of letters
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Document tracking

Document Tracking l

Global i F'au:kagingl

Setup

Define internal G

COd e Crescrption: il:nmpleted and zigned 20071 federal tax return

Description of e | 2|
d OC u m e nt (aS It dutomatic Request? [ # | Reject Reason ﬂ # | Comment Cod ﬂ

Fiequired to Fackage? [

will print on the
tracking letter)

Establish criteria MK Tof 30

Add I_Eelete I_éave Iietria'-xe...

to use In ol | b |
assigning to

student records

Frequired for Venlication? [

T b —
Ay s —

hd
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Electronic Access I:nninrnem:ﬂ

i Document tracking

.f:_i!ZDDZ - 2003 EDExpress for Windows
File Boial Todls Help

Mulkiple Entry. . » |

Attach the documents T
to the student records |

Unpackage. .,

Repackage...

Process|Add Docs i

Calculate User-Diefined Formulas

Manually

iﬂzﬂﬂz - 2003 EDExpress for Windows - [{001-48-8578) ALEMAYEHU ALARCON]
File Wew Help

o|H&| 2|

Document Tracking Last Mall'le,d Date - Demo: Document Tracking Letter Count - Demo: 0
# Document Code Document Required for Document Required to Document Status Document Received Date Document Add Date
Verification? Package?
nTax = r [l H
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Document tracking

. . i User-Defined Document Tracking Letter Text B
Test Block 1 Last Updated By Last Updated Date: Last Updated Time;
rint tracking
In batCheS Last Updated [rate: Last Updated Time:
Please note, until we have received the following document{s) from you to
complete your financial aid file, the Financial Aid Office is unable to offer
You Can you a fipal financial aid award. The following document{s) is/are missing
and/or incomplete.
Tewt Block 3: Last Updated By: Last Updated Crate: Last Updated Time:
Sincerely,
text Of the Ietter Financial Aid Administrator

Test-Block 2 Last Updated By:

Cancel Help | Resst |
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emagine Document traCklng

Status codes
Track document N Needed
status and record R Received

upd ates wW Walv.ed |
o D Received Not Reviewed
Individual students

{12002 - 2003 EDExwpress for Windows - [{001-48-8578) ALEMAYEHU ALARCON]

Document Tracking Last Mailed Date - Demno: Document Tracking Letter Count - Demo: 0

Document Code Document Required for Document Required to Document Status Document RB_.Oﬂilmd Date Document Add Date
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Track document
status and record
updates

Individual students =

Multiple Entry

Document tracking

A6 O [RARENTIG

Helo

|
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Document tracking

Now it’s your turn!
Hands-on Exercise 1 Pl :
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User letters

Use this option to create
general-purpose letters. A

k - >, user letter includes:

q Today’s date

Your school’'s name and
address

The student’s name and
address

The student’s ID
Up to 40 lines of your text
A title for the letter
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User-Defined User Letter Text %]
(= General Letter 1

Agzociated Spstem: !,.f.\ vl

Dear Student, ;J

We are very happy that you have decided to attend our university. Whatsamatta U
has a long history of superior excellence in the field of being outstanding. Our
athletic program, by the same token, has a long tradition of being well known for
being exceptionally athletic.

_'i'
Last Update User [D: SYSaDmMIN
Last Update Diate: 10/09/2001
Last Update Time: 14:31:22

HI -li 1 of1 A L3
Add I Deleta l ﬁave_lﬂelrieve...

Cancel ] Help

We hope you will take a few moments to contact your advisor to obtain some advice.

User letters

Create an
unlimited
number of
letters

Assign letters
to a specific
module
Designed to fit

#10 envelope
window

EDUCATION
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gine User letters

Print letters
from student

WHATSAMATTA UNIVERSITY
CARTER HALL-ROOM 1005

ALEMAVEHIT ALARCON FROSTEBITE FALLS, MH GEGGGS re C O rd S
319 W ELM ST

LoOS ANGELES, CA 9001e Student ID 001488578 AL 01

Dear Student.

-
We are wvery happy that you have decided to attend our university. Whatsamatta U I I l batCI l I I lOd e

ha=z a long history of =superior excellence in the field of being out=tanding. Cur
athletic program. by the same token. has a long tradition of being well known for
being ezceptionally athletic.

We hope yvou will take a few moments to contact your advisor to obtain some adwvice.
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Electronic Access Conference

Now it’s your turn!
Hands-on Exercise 2
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User database

Allows you to create
up to 255 fields of data

This data available In
all modules

Data types include
date, numeric, text,
Boolean (y/n)
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User database

Setup user
database

Field Type Length| Description
1 MOMTRAD YES OR NO 1 MOM TRADITIONAL
U p d ate re CO rd S 2 PROGRAM TEXT 10 ACADEMIC PROGRAM
3 EMROLLMENTDATE DATE g DATE OF ENROLLMENT
o 4 HOURSEMROLLED MUMERIC 10 HOURS ENROLLED
Individual record !

Multiple entry
Print reports st | pass [ | o | b
Use with queries
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Session 60-18



Electronic Access Conference

User database

Now it’s your turn!
Hands-on Exercise 3
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File formats

Allows you to set up
user-defined file
formats
export to external
systems

creating text exports
with specific
Information
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File formats

File Formats E3 I

I|':'||FIFI E:-:prEe:E::E: . Packagjng !

Fomat Code |l

Farmat Description I

Select Field Description TableSystem ﬂ
'i I:: AL ADJUSTED AW AILABLE INCOME E
Setup format MM E
3 l: ADD DATE - 15IR E
& |: AGE OF QOLDER PAREMT E
Export external R e P :
p = E ALIEM REGISTRATICN MUMBER E Li
ISIR T o
Select | Select Al | Dieselect &1 | Fesequence |

4] 4 WEw RECORD F1M
R B T e
— e — —

G heb |
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Now it’s your turn!
Hands-on Exercise 4
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What is a query?

A request for information from a

database

“A query is a set of criteria that describes a
particular student population. Queries are
used in functions like Print, Package, and
Export to select specific groups of student
records from all the records in the database.
Some queries have fixed values, or you can
enter different values each time you use the

query.”

EDExpress Help Text
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Queries

Predefined queries in EDEXxpress

Retrieve

TITLE

PREDEFIHED GUERY

[AD0 DATE RANGE

BATCH MUMBER

| ccone

J COLLEGE GRADE LEVEL

CLURREMT S5N

DEPEMDENCY STATUS

EARLY ANALYEIS

EFC RANGE

GRADUATE STUDENT?

LAST MAME RANGE

| MOT SELECTED FOR YERIFICATION

| REJECTED RECORDS

SCHOOL CODE

SCHOOL CODE #1

SCHOOL CODE #2

SCHOOL CODE #3

SCHOOL CODE #4

SCHOOL CODE #5

14

A scHon conE #5

Recond | 1 [ 1 R

1 T T PR 0 0 0 T ] T =) = = = ) K

I»

Ok

Cancel
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Electronic Access Conference

Creating a new query
Select field to query
Choose operator

Enter value or choose
“Prompt at Execution”

New for 2002-2003

Allows query to
compare numeric fields

Queries

ery
Title
|NEW QUERY
Fieldtc Field Comparison [
Field: Operator: Yalue: [T Fram
SAR C FLAG = | IR
H4] {E'w RECORL b 1Pl
add I | _I Save _I HEfiEyE
oK I Cance| I Help
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emagine Qu erIeS

Now it’s your turn!

Hands-on Exercise 5 @

e’

& “’
.’u ‘@
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Finishing up

Document Tracking
User Letters

User Database

File Formats
Queries
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Further assistance Q

We appreciate your feedback and comments

Phone: (800) 330-5947
Fax: (319) 358-4260
Emall: <cpswan@ncs.com>
TDD/TTY: (800) 511-5806

http://www.ed.gov/offices/ OSFAP/sfatech/index.html
EDUCATION
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Questions

Individual assistance
avallable for
remainder of this
session.

Visit the PC lab for
more individual
assistance.
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