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Quick Reference Card
Student Master Data

Create a Student

To create a student using Master Data:

e Maintain Student Master Data
e Search for the student by:

- Typing in the last name of the student in the <<name>> field
- Typing in the last name, first initial

Click the Create button (A). The fields will turn from gray to white.
Advanced Searches

Advanced searches are available by choosing the “possibilities” button and searching on items
such as SSN, date of birth, etc.
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On the Personal Data tab, the following fields are required for this exercise:
e Select the gender using the radio button.

Type the Last Name using upper and lower case.

Type the First Name using upper and lower case.

Type the Middle Name or Initial using upper and lower case.

Type the Known As using upper and lower case. This is the name that the person
prefers to be called (nickname).

e Type the name at birth. You can enter up to five names, each separated by a semi-
colon.

e Type the birth date in MM DD YYYY format.
e Select the Nationality.
e Click Save (B).
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On the Standard Address tab the following fields are required:
e Actual Street Address
City
Country
Region. This is the state.
Address Independent Contact — Telephone with area code and dashes.
Mobile with area code and dashes.
Email — please enter the full email address.
Click Save.
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On the ID NOS tab the following fields are required:
e Social Security Number in the Identification Number field (C).
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On the Additional Data tab the following fields are required:
e Ethnicity
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On the External Achievements tab:
On this tab, you will enter external transcripts from high school and colleges, as well as any
external test results.

To create a High School for a student:

Click the Create button.

e Inthe External Org field, you may enter either a high school or college. You may
search on the high school by using wildcards (*) and a few letters of the name or you
may type in the CIP code if you know it (NKU Category Search).

e Press Enter.

e Use the drop down menu to select the Transcript Category.

e The Issue Date defaults to today’s date.

o Use the drop down to select the Transcript Status. You may select Final Official,
Preliminary (Partial) or Self Reported (what the student entered on the application).

e Enter the From and To Dates in MM/DD/YYYY format. The default for Day is 01 and
default for Start Month is 09 and the default for End is 06

o Enter the GPA.

e Enter Class Rank.

e Click Copy.

e Click Save.
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To create a College for a student:

e Click the Create button.
¢ Inthe External Org field, you may enter either a high school or college. You may
search on the high school by using wildcards (*) and a few letters of the name or you
may type in the FIS code if you know it.
e Press Enter.
e Use the drop down menu to select the Transcript Category.
e The Issue Date defaults to today’s date.
e Use the drop down to select the Transcript Status. You may select Final Official,
Preliminary (Partial) or Self Reported (what the student entered on the application).
o Enter the From and To Dates in MM/DD/YYYY format. The default for Day is 01 and
default for Start Month is 09 and the default for End is 06
o Enter the GPA.
e Click Copy.
e Click Save.
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To create External Test Results:
e Click the Create button.

e Select the type of test from the Test Types drop down menu.
e Press Enter.
o Enter the test date in the Test Date field using the MM/DD/YYYY format.
e Please note that the Valid Date is currently defaulted to the end of time. You do not
need to enter any data in this field.
e The Entry Date is the date that you are entering the Transcript Category. This
defaults to today’s date.
e Enter the Source for the test data — You may select OFFE, OFFP, or TRAN
e Enter the SubTest scores. The system will create a composite score.
e Click Copy.
e Click Save.
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