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Before you begin:

Before you can successfully perform the Admissions Inquiry process, the conditions outlined under
Prerequisites/Assumption must be met. In addition, it is important to understand the construction and
layout of this business process guide. These details are described in the section, Business Process
Guide Layout.

Prerequisites/Assumptions

The CSU Mentor Load is complete.

Student has an application and ID in the Student Administration system.

Functional users have appropriate security access for the steps and pages described herein.

The user has a general understanding of which applicant and student records reside in PeopleSoft
(See Banner and CMS PeopleSoft Transition, for more information).

Qoaaaqg

Banner and CMS PeopleSoft Transition

By February or March of 2008, all student records will reside in CMS PeopleSoft. In the interim, student
records are maintained on two separate systems, Banner and CMS PeopleSoft. The guideline for
student record location is as follows:

O CMS PeopleSoft
—  First-time Freshmen
— First-time Transfers students
—  First-time Graduate students
O Banner
— Continuing students
— Students, who have attended CSUB previously

Quick Reference Guide Layout

The Quick Reference Guide Layout begins with a general overview of the tasks involved in the process.
Each task is presented as a separate section. The sections begin with a general description of the task.
The process steps are presented as follows:

O Steps
— Left-hand side of the process
— List of steps required to complete the process
— May include optional information to assist in completing the step.
O lllustrations
— Right-hand side of the process
— Pictures, screen shots, etc used to highlight and illustrate the step to be performed
— May include optional information to assist in completing the step.

Sample Quick Reference Guide
This process is used to sign out of your PeopleSoft session.

Steps lllustrations

1. Click the Sign out link on the Universal Navigation Header. L e

Sign out

(Lists the steps to perform.) (lllustrates the steps to perform

Version 1.2 Last Updated: 12/18/2007
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RESPONDING TO FREQUENTLY ASKED ADMISSIONS INQUIRIES

You begin using the CSU Admission Inquiry Pages by searching for an applicant’s record. Once the
applicant’s record is located, you can review the information and respond accordingly. Effective usage of
the CSU Admission Inquiry is based upon your understanding of what applicant information is available to
you, based on your security access, and where within the CMS PeopleSoft system the information is
stored.

Questions commonly asked by applicants are used to illustrate the navigation to and location of
information to address these specific questions. These questions are as follows:

How do | access the CSU Admissions pages? (Page 6)

Do | have a hold (service indicator)? (Page 8)

What is my admission status?(Page 10)

What GPA did | report on my application? (Page 11)

What test scores have CSUB received?(Page 12)

What does CSUB need from me to complete my application?(Page 13)
What is my residency or citizenship status? (Page 16)

~NOoO o~ WNBE
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1.0 How do | access the CSU Admissions pages?

To access the CSU Admissions Inquiry information, you must navigate to the CSU Admission
Inquiry pages and then search for an applicant or student record. The instructions below guide you
through getting an applicant or student record. These instructions assume you will sign in and out of
the system after each activity, unless otherwise noted.

Steps Illustrations

1. Sign into PeopleSoft. PeopleSoft.

Uson Iy

Prasswaored:

Tor st trate Nlags, click horg

2. Navigate to CSU Admissions Inquiry Search Page

Home >CSU SA Baseline > CSU Admissions > Admissions Inquiry > Inquire > Admissions Inquiry

3. The Find an Existing Value page will CSU Admissions Inquiry
open.

4. Enter the ID in the ID field. Appiication Nbr: begins with [
D: begins with [ |
Academic Institution: = &= [BRCMP

If the ID of the applicant is not known, you | academic career: begins with (]|
may use this box to search for the Application Program Nor:| = &I

Academic Program: begins with D |

applicant’s record using the applicant’s Admit Term: beains with [
application number, last name, first name, | Aveucation center: pegins with K|

Date of Birth: = B

social security number, etc. campus ID: begine with (5]

National ID: begins with [ |
Last Name: begins with [0 |

5. When finished, click the — 2#"h | pytton Fusthome: begins witn [
or press the enter key.

BLLLLLLLAR

Search Slear Basic Search Save Search Criteria

6. If more than one row apPears frOM YOUT | [Sue et yo wavs ans cick asaren Losvs totss b o a i ot vatus
search, select the appropriate row from

1 1 H Application Nbr: begins with |
the Search Results by clicking it. N

Academic Institution: = [Bowme @
Academic Career: beginswith [ &
Application Program Nbr:| = [~ T —
rogram: beginswith [ &

Ad

Application Center: begins with [ (e}
Date of Birth: = = e
campus ID: begins with [
National Ip: beginswitn 02| |
Last Name: begins with [
First Name: begins with [
. Select the
[Jcase Sensitive ~
appropriate row
searcn | ctear | masic search Save Search Criteris from the
Search Results.

E
}
Mw\“,’\,\,_uumq

Search Results

00000042 000043745 BKCME  WGRD O UBAC 2088 MAIN Dellyilliarm Jeffersa

FPPRN0L Q00053745 BRI, UGRO. 0 UBEGnT0IA DA . QLo o

Version 1.2 Last Updated: 12/18/2007 . . . . . .
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7. The CSU Admission Inquiry page will e . =S o

display. oCeroouia

Wil Address

Adidress 1 CHizenatip: US4 S W

Aabiosn 2 Wina Ty

Adidrass 3 PriPhome: SESMEEE664

Adiress 4 Pri Emait widatigEameisp com

oy Sate: e Cotmbye

Mgyl Wt : 00000042 Appl G0N 42007 Action Date: 082112007
Prog Min: [ St Aoplicant PR
Prog Acthan  APPL Prog Ran Incomplate Anplicaton

Addin Totme il 2008 PRASHBpIAE  Cammmunsatong

Acad Corent  Uncwigadusts
Aead Proge  LORD . Batealasia

Appl Comtet MAIN Adil Type:  Fient-Tena Gtucent

Acod Levek Complote: 1 Complate De:
st OrlgE Unkngvn AopFam . Chck

EOP Interast: Y Addin Basis!

Feshlency: Another Elate or U S Possess S St

Racini Cat Sports

Net Completed | |

et Camgilated LW Saats:
Het Completed Hasbdonce Codai G000

CITIONSENN Unknown  CAOAGO0R DROOF00T Receed  OMcial  DWIAIN0T HeOH Wi 2070
caoonooss  PRERTILD punugoos oecw2007 mncompl omda  pwasEe0r coll colL 3358
31000337 m"""“ DREINGTE NetReckd  OMmcial HaH HIGH 000
Amstano Semch | | iNetmi | [onry |
Version 1.2 Last Updated: 12/18/2007 . . E . . .
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2.0 Do I have a hold (service indicator)?

To determine if an applicant has a hold or service indicator, you must navigate to the CSU
Admission Inquiry pages and then search for the applicant’s record. On the CSU Admission Inquiry
page, you are able to view the applicant’s self-reported education. These instructions guide you

through getting an applicant’s record and displaying their self-reported education.

Steps

lllustrations

1. Service indicators appear to the
right of the individual’'s name and
ID on CSU Admissions Inquiry
pages.

@ . Negative Service Indicator

* - Positive Service Indicator

| namissacn summary | Tott Burman | Crocstiot Bummasy | Comnaet Summary |
Wiliarn Dsll D0BD4IT45 e
Hicllemo Data

Mol Adddross

Address 1 Chizenship:  UEA see M

Adidress 2 Visa Type:

Address 3 Pri Phome: 6550555-555%

Ml 3 i Emait wideR@eomaisp.com

= srate: e Countiy:

Aappl bt 00cho042 Appl Diz 00A Q3007 Action Dates 002173007
1o N ] Staties: Aaplicant ey
Prog Actin:  APPL ProgRem  Intomplete Application

AR Teem: Tl 2009 PlanSubjlMe  Cammunications

Acod Cameer:  Undargraduate

AcPTOE  UGHD - Baccalaumate

Appl Comter: WA Adwill Type:  Firai-Time Student

Aead Loved: Complete: Compiete Dt:

NSt Oflgine  Unkndimn AppFess  Check

EOP et Y ol Basis:

Rashbency: Ancier State or US Possess St St

W"“‘..__.._Av"‘--"‘*"" adl JJ',‘.-J L

2. Click the Service Indicator for
more information.

[ namissn summasy T Tost Sumnao T crocsiit Sunmnas T comenset Suenmian |
Wiliam Del voogiares @
Negative Service
Indicator

Mall Addross

Address 1t Chizenghip:  UEA see M

Address 2: Visa Type:

Address 3 Pri Phome: 5550555-555%

Mlhess 4t i Emait wigeR@someisp.com

oy State: e Country:

alion Dala |

Agpl N 00000042 Appl Dtz 001 972007 Action Dates 002112007
Prog N ] Staties: Applicant ey
Prog Actin:  APPL ProgRem  Incomplete Applicaton

AR Tesm: Tl 2009 PlanSubplae  Communications

Acod Cameer:  Undargraduate

AcIPTIOE  UGRD - Baccalaunate

Appl Comter: WA Adil Type:  First-Time Student

Acad Levet Complete: H Complate Dt

st Ovigie  Unknaiam HppFee:  Check

EOP merest: A Easis:

Reshbency: Anciher State or U8 Possess St St

LW‘“‘-\.____Awr"uf‘er“-\,,__}““‘-..,f\.)v_-\.._l‘,

3. The Service Indicators page
appears. Click the Detall link to
view the detailed information on
the service indicator.

Negative Service Indicators

First 4] 1 o 1 [M] Last
DateTime: 12111/2007 7:42:36FPM Institution: Cal State Univ,, Bakersfield ME
Active Date: 121112007 Department:  Advising Center
Service Indicator: AQ1  Advising Hold - Mo Enrl Reason: Advising Hold

Return

Version 1.2 Last Updated: 12/18/2007
CSU Admissions Inquiry Quick Reference Guide
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4. The Service Indicator Data page
appears after clicking the Detail
link, depending on your security
level.

William Dell
Service Indicator Data

DateTime:

Service Ind Active Term:
"Service Indicator Code:
"Service Ind Reason Code:
Reference:

Amount:

Contact ID:

Placed Person I:
‘Department:

Comments:

Placed Method:
User ID:

Service Indicator Data

000043745 @

First EI 1of 1 m Last
=

“Institution; | BKCHP Q

12M1/2007 7:42:36FPM

e=10):)
0000 & The Beginning of Time *Active Date: |12/11/2007 Bl
0T QU advising Hold - No Enrl

BHLD A agvising Hald
[

’W Currency: WQ
WO\ Contact Person:
T
T

See advisor before enroliment

Dallar

Placed By:
Advising Center

Manual
THELSOME

Placed Process: Release Proc:

Sandowal Cecilia M

Version 1.2 Last Updated: 12/18/2007
CSU Admissions Inquiry Quick Reference Guide
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3.0 What is my admission status?

To determine an applicant’s admission status, you must navigate to the CSU Admission Inquiry
pages and then search for the applicant’s record. On the CSU Admission Inquiry page, you are able
to view the applicant’s admission status. These instructions guide you through getting an applicant’s
record and displaying their admission status.

Steps Illustrations

Admission Summary

1. The admission status is located

in the first section of the

Application Data on the CSU Mal Address

wiilliam Dell 000043745

. . Address — Citizenship:  USA Sex: M
Admission Inquiry page. nuress.  ADMission Visa Type:

Address Status Pri Phone: 5551555-5655

Address - Pri Emaik: widell@someisp.cam

City: State: zip: Country:

Application Data s ]
Appl Nbr:z 00000042 Appl Dt: 0941912007 Action Date:  09i21/2007
Prog Nbr: 0 Status: Applicant Comments?
Prog Action:  APPL Prog Rsm: Incomplete Application
Admit Term:  Fall 2008 PlaniSubplan:  Communications
Acad Career:  Undergraduate
AcadProg:  UGRD - Baccalaureate
Appl Center: AN Admit Type:  First-Time Student
Acad Level: Complete: M Completelils
Instn Origin: ~ Unknown App Fee:  Check
EOP Interest: Y Adm Basis:

Residency:  Another State or U.S. Fossess Stu Standing:
Recruit Cat: Sport:
GE Breadth Status Rdditional Data
English: P Critical Thinking: Mot Completed 5 S
Cms 5 Labsck 8 EnglishWriting: Not Complated o
Soc Sci: &  Fon. Lang: 2 pathEmatics B ppleted Residence Code: 3000
Hectives: g  \VisPrefars: s Oral Communication: Mot Completed CSU Cred Status: None

- Transcript |Transcript |Received  |Summary
Description  |From Date |ToDate  |Lian=c [rant Hacs Aum GPA Type
©210015688 Unknown 09/04/2008 08/30/2007 Received  Official 09/25/2007 HIGH HIGH 2.870
caooooogs  BASERSFIELD oain4i2008 0813072007 incomplete Offiial 09/25/2007 COLL coLL 3.359
C31000337 E;";;'Sﬂe“’ 0BI01/1876 MotRecvd  Omicial HIGH HIGH 3.000
Education
CRetum to Search | 12 | +EmMestinList | = netity |

Figure 1: Admissions Summary - Status

2. The admission status is located | =il
in the first section of the :
Application Data on the hlE e

Action Date: 080172007

Status;

Apolicant

Admissions Summary page. Proghir: 0 Commets?
See for an illustration. Prog Action: ~ APPL Prog Rt Applcation Complete
Figure 2: Admission Status
\ézaogé';i;?éﬁgﬁt;ii l%;/gl/,lzi?:?l?eference Guide Copyright 2007. California State University, Bakersfield Page 10
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4.0 What GPA did I report on my application?

To determine the GPA an applicant reported on their application, you must navigate to the CSU
Admission Inquiry pages and then search for the applicant’s record. On the CSU Admission Inquiry
page, you are able to view the applicant’s self-reported education. These instructions guide you
through getting an applicant’s record and displaying their self-reported education.

Steps Illustrations

Admission Summary

1. The GPA information is
located in the right columns of

williarm Dell 000043745

= 1 Mail Address
the Education section. The S
- . H Address 2; Visa Type:

Education section is located at | | rwee s
Address 4: Pri Email: widellg@someisp.com

the bottom of the CSU - e R

Admission Inquiry page. T E
Appl Nbr: 00000042 Appl Dt: 09M9/2007 Action Date: 09/2142007
Prog Nbr: o Status: Applicant Comments?
Prog Action: APPL Prog Rsn: Incomplete Application
Admit Term: Fall 2008 Plan/Subplan: Communications
Acad Career: Undergraduate
Acad Prog: UGRD - Baccalaureate
Appl Center: MAIN Admit Type: FirstTime Student
Acad Level: Complete: N Complete Dt:
Instn Origin: Unknown App Fee: Check
EOP Interest: N Adm Basis:
Residency: Another State or U.S. Possess Stu Standing:

Recruit Cat: sport:

English: 12 ity i B G9a Cmpisize EPT Status:
Math: 8  Lab Sci: L B (Y5 @ g ELM Status:
Soc Scit 8 Fgn.Lang: e i Mot G d Code: 3000
Electives: s VisPrefArts: g Oral Communication: Not Completed CSU Cred Status:  Mone

©210015688 Unknown EEEooP R o EeraTe R ] S e
caonoonas  IARERSFIELD gajnanons 083012007 Incomplete  Official 093572007 COLL coLL 3.358
c3iooozsy  Farersfeld 0B/011876 NotReevd  Offisial HIGH HIGH 2.000
Education

S Returnto Search | B | ‘B MestinList | =T motity |

2. The applicant’s reported GPA
are listed in the following

columns: COI0015568 Uniown  OWOATO0 OBBUA0O7 Recehed Ofial  09&7200f HoH  HGH 2870
Caoa00zs E’B”EERSF'ELD 09047006 0830007 hoomplte OFiial  0aosmoof COLL  cOLL 33
- Summary Type Catappgzy  SeKersteld UEOINSTE NatReesd Offial HGH  HBH 200
The origin of the GPA
- GPA Type
Type of GPA
-  ExtGPA

GPA from the official
transcripts or self-reported
by applicant.

Version 1.2 Last Updated: 12/18/2007
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5.0 What test scores have CSUB received?

To find out what test scores CSUB have received for an applicant, you must navigate to the CSU
Admission Inquiry pages and then search for the applicant’s record. From the CSU Admission
Inquiry page, you are to use the Test Summary tab to view the test scores received and recorded to
date. These instructions guide you through getting an applicant’s record and displaying their test
score information.

Steps Illustrations

Admission Summary

1. The test score information is located |, ...
on the Test Summary page of the

Mail Address

CSU Admission Inquiry. Radross 1 Citzenstip:  Usa Sexs u

Address 2: Visa Type:

Address 3 Pri Phone: 555/555-5555
Address 4: Pri Email: widell@someisp.com
city: State: zip: Country:

[Application Data

AppI Nbr: 00000042 AppI D 0971912007 Action Date:  09/21/2007
Prog Nbr: o Status: Applicant comments?
Prog Action:  APPL Prog Rsm: Incamplete Application

Admit Term:  Fall 2008 Plan'Subplan:  Communications

Acad Career:  Undergraduate

Acad Prog: UGRD - Baccalaureate

ApplCenter:  MAIN Admit Type:  FirstTime Student

Acad Level: Complete: N CumplsElut]

Instn Origin:  Unknown (Lole=  cheels

EOP Interest: v Adm Basis:

Residency: Another State or U.5. Fossess Stu Standing:

Recruit Cat: Sport:

Data
College Preparatory Semesters
English: 1z

Critical Thinking: Mot Completed EPT Status:

Math: &  LabsSci & EnglishWirit Mot Completed ELM Status:
Soc Sei: & Fon.Lang: & et b bzt EarmplEize) Residence Code: 9000
Electives: & VisPrefArts: g Oral Communication: Not Completed CSU Cred Status:  None

Transcript |Iranscript |Received |[Summary
From Date |To Date Ho= H R = GPA Type  [ExtcPa

©210015688 Unknown 08/04/2006 08/30/2007 Received  Official 08/25/2007 HIGH HIGH 2870
c3000008s  BAERSFIELD 050412008 083042007 Incomplete  Official 0G/262007 COLL coLL 3.358
catonpgy  pkershield 0B/01/1978 NotRecvd  Official HIGH HIGH 2.000
Education
T ouRetn 1o Searon T T T E Mo ot T T ottty |

2. Click the Test Summary tab or link to Adrizzion Checklist Sumrmary | Cornment Surmimary
open the Test Summary page.

Agenission Surmany | Tost Summary | Chscksst Sumniary | Consment Simman

Test Summary

3. The Test Summary page will display.

Wil Dl 000043748

Test Summary by IDComponent
%L, Test Comporent: =% | ©ome  Oscors  OTem  Seanch |

innn:

) Search [ Amission Summany ozt Suminan
4. Click the button and all Test Summary

tests scores for the applicant will Wilom D ba004374s
appear. The test score information is | FEETEITEITTT _

. . Testile | T, Test Compotoen: Q EDate i%cate i Test Search
highlighted. =

| | BAT Composite 120000 10172008 Uriknonwm ETE 0217007

2 GAT Composite 950.00 0BI011975 Linknown ETS DRO1Z007

3 AT Math 470,00 1WITZ006 Unknown  ETS 08172007

4 SAT Malh 0000 DEMIAATS Unikngwn ETE DEDASH0T

5 AT Verbal 730.00 AQIDAIZ006 Linkngwn ETS 02172007

6 AT Verbal 450.00 OB 8TS Unkndawn SLF DE01H007
Version 1.2 Last Updated: 12/18/2007 Copyright 2007. California State University, Bakersfield Page 12
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6.0 What does CSUB need from me to complete my application?

To determine the information CSUB needs for an applicant reported to complete their application,
you must navigate to the CSU Admission Inquiry pages and then search for the applicant’s record.
From the CSU Admission Inquiry page, you are able to use to the Checklist Summary tab to view
the outstanding checklist items for an applicant. These instructions guide you through getting an

applicant’s record, selecting the Checklist Summary tab, and displaying their outstanding checklist
items.

Steps Illustrations

1. The Outstanding items are |iSted siummury estS mary Checklist Summary (:Eiummar‘u
on a checklist. The checklist

information is viewed from the ” T

Checklist Summary tab of the

. 3 . Address 4: Pri Email: widell@someisp com
CSU Admission Inquiry. on s o

Application Data

Appl NDE: 00000042 Appi DU oanezoo7 ActionDate:  09r21/2007
Prog Nbr: 0 Status: Applicant Comments?
Prog Action:  APPL Prog Rsm: Incomplete Application

Admit Term:  Fall 2008 PlanSubplan:  Communications

Acad Career:  Undergraduate

Acad Prog: UGRD - Baccalaureate

Appl Center:  MAIN Admit Type:  First Time Student

Acad Level: Complete: ™ Eomeietelut

Instn Origin: ~ Unknown App Fee:  Check

EOP Interest: Adm Basis:

Residency: Another State or U.S. Passess Stu Standing:

Recruit Cat: sport:

College Preparatory Semesters:

English: 12 Critical Thinking: Not Completed EPT Status:
Math: 5 Labsci 8 English Writing: Not Completed ELM Status:
Soc Sci: 8 Fgn.Lang: 8 e e odcempletied) Residence Code: 9000

Electives: 8  \isPrefArts: g Oral Communication: Not Carrpleted CSU Cred Status:  None

Description From Date |ToDate

C210016688 Unknown 09/04/2008 08/30/2007 Recewed  Official 08/25/2007 HIGH HIGH 2.870
canonppaa  2AERSFIELD. nangizone oeiani007 incompiste  official 09352007 COLL coLL 3.358
catoooazy  Barersield 0B/01/1976 MotRecvd  Official HIGH HIGH 5.000
Education

OlRetumto Search | 1 | EnestinList | = motity |

2. Click on the Checklist Summary
tab or link.

3. The Checklist Summary page
will appear.

William Dell 000043745

Function ﬁ
Q. variahle Data

Checklist Type Checklist Responsible ID Status

[~ @ | a oAl [+ Search |

Search Resulis
Code ltem Status Institution and Function

Description
Edit iew
J\Return to Search | 12 | +[E] hest in List | [=] hatify |

Version 1.2 Last Updated: 12/18/2007 . . . . . .
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5. Clickthe =®8"P | puttonand |~ E— o
all checklist items for the it el (00DeITeS
applicant will appear. The
checklist item information is [ [ppeee. i
h Ig h I Ig hted . Checklist Type Checklist Responsible ID Status
B la[ |a[a [~] Search

Search Results

and Function T H

Due Date ltem Sta us
Edit Jview AFTF AHSTRA High School Transcripts 05/24i2008  Initiated
Edit Jview AFTF ATSTSA Test Scares: ACT ar SAT 05/24i2008  Initiated
Edit Jyiews AFTF AHSTRA High Schoal Transcripts 04/01/2008  Initiated
Edit Jyiew AFTF ATETSA Test Scores: ACT or SAT 04/01/2008  Initiated
Edit Jview AFTF AHSTRA High School Transcripts 04/0142008  Initiated
Edit Jview AFTF ATSTSA Test Scores: ACT or SAT 04/0142008  Initiated
Edit Jiiew ATRNSL AHSTRF Final High Sch Trans with Grad 03/24/2008  Initiated
Edit Jview ATRNSL ACOLTR College Transcript 03/24i2008  Initiated
Edit Jview ATRMSL AREING Reinstatement Reguired 12/012007  Initiated
Edit ATERC ABBECL i i 4007 ot

Figure 3: Checklist Summary

6. Click the Institution and Function Code tem Status Institution and Function
tab or link to determine the name
of the person who assigned or is
responsible for the checklist

item.
7. The Institution and Function
page displays.

Institution |Function i Seguence

8. Click the View link for additional | i view AFTF AHSTRABKGMP  ADMP  Reglist  SancovalGeciliam | /202007 4

12:24:17FM

117262007
12:24:17FM

detail on the Checklist Item.

Edit View AFTF ATSTSA BKCMP ADMP Req List Sandoval Cecilia b

Checklist Detail 1

9. The Checklist Detail 1 appears
after Clicking the View link. It wiilliarn Dell I 000043745
provides general information on

. . Checklist Date Time: 11262007 12:24:17PM w
the entire Checklist.
. . . Administrative Function: ADMP Admissions Program
10. C“Ck the CheCk“St Detall 2 tab Academic Institution: Cal State Univ., Bakersfield
Checklist Code: AFTF First Time Freshman
Status: Initiated Status Date:  11i28/2007
Due Date: 05i24/2008
Due Amount: Currency Code
Comments:
‘éesrao”Aé‘;i;Zféﬁgﬁ;zii ;;’ gfitc’% eference Guide Copyright 2007. California State University, Bakersfield Page 14
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11. The Checklist Detail 2 appears
displaying the checklist items
associated with the checklist
assigned to the individual.

Checkiist Detail 2
William Del D 000043745 0
Checklist Date Time: 282007 12241 7PN
Administrative Fimction: —— Admissions Program Status: Iniiated
Academic nstitution: Cal State Univ, Bakersfeld Status Date: 112612007
Checklist Code: First Tirme Freshman Due Dite: 0512412008
Checklist ftem Table
Sequence  Kem Status StatusDate  Due Date
100 AHATRA HETRANS Intiated TI82007 082412008
Responsible ID: 000044525 Name: Sanduoval Ceclia M
Association ID; Name:
Override Defauk Contact
Sequence  fem Status StatusDate  Due Date
00 ATSTSA TETACTSAT Infited T0R6007 052412008
Responsible ID: 000044525 Name: Sanidaval Caclia M
Association D: Name:
Override Defauk Contact
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7.0 What is my residency or citizenship status?

To determine an individual’'s residency or citizenship status, you must navigate to the CSU
Admission Inquiry pages and then search for the individual's record. On the CSU Admission Inquiry
page, you are able to view the individual's residency or citizenship status. The instructions below
guide you through getting individual's record and displaying their residency or citizenship status.

Steps Illustrations

Admission Summary

1. The residency or citizenship status

. . H Wiilliam Dell 000043745
information is located on the CSU
Admission Inquiry page. Citizenship Status |
il
Address 1: 12345Trulong Citizenship:  CAN Sex: M
Add- Visa Type: H4 - Dependents H1 -
Add Visa Status PriPhone:  555i545-5555
Add - Pri Email: widell@someisp.com
City: Los Angeles State: CA Zip: 90210 Country:
Application Data
Appl Nbr: 000noo42 Appl Dt: 09/19/2007 Action Date: 092142007
Prog Nbr: 1] Status: Applicant Comments? \/
Prog Action: APPL Prog Rsn: Incomplete Application
Admit Term: Fall 2008 Plan/Subplan:  Cornrunications

Acad Career:  Undergraduate
Acad Prog: UGRD - Baccalauraate

Comments
Appl Center: MAIN Admit Type:
Acad Level: Complete: N Lomplete Dt:
Instn Origin: ~ Unknown AppFee:  Check
EOP Interest: v Adm Basis:
Residency: Another State or LS, Possess = Residency Status
Recruit Cat: Sport:
College Preparatory Semesters GE Breadth Status
English: 12 Critical Thinking: Mot Completed EPT Status:
Math: g Lab Scit 2 English/Writing: Mot Completed ELM Status:
Soc Sci: 8  Fgn.Lang: ] Mathematics: Not Completed Residence Code: 9000
Electives: 5 VisPrefArts: o Oral Communication: Mot Campleted CSU Cred Status:  Mone

Education

o TIranscript |Iranscript |Received
Description From Date |To Date Status s Date s GPA Type |Ext GPA
210015888 Unknown 09/04/2006 08302007 Received Oficial  09/252007 HIGH HIGH 2870
caonoooss  EVEREFELE noung00s 00007 mcomplete offcial 092552007 CoLL coLL 3358
31000337 E‘?;:’Eﬂe'” DBMIASTE NotRecvd  Official HIGH HIGH 3.000
Education
.Qﬁeturnlu5ear:h| 1E | ¢ENexllest‘ EINuufy|

2. The citizenship and visa type Bioemo Data
status are located in the Bio/Demo || YAddress

3 . . Address 1: 1323 Tulong Mizenship:  CAN Sex: M
Data section Of the AdmISSIOnS Address 2: Apt1299-C sa Type: H-4 Dependents H1-H3
Sum mary page. Address 3: Pri Phone? -
Address 4 Pri Email: widell@someisp.com
City: Los Angeles State: CA Zip: 90210 Country: LUSA

Figure 4: Bio/Demo Data

3. The residency status information is || instn Origin: ~~ Unknown AppFee:  Check
Iocat.ed I.n Section 4 of the EOP Interest; Adm Basis:
Application Data. ) )

Residen Another State or U.S. Poss Stu Standing:
v
Note:

The residency information shown here is used
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for tuition calculation only. The Residence
Code is used for ERS reporting.

4. The Comments box is checked Adrmissian Suramary | TestSummary | Checklist Summary

and may provide additional
information. To view the
comments, click the Comments
Summary tab or link.

5. The Comment Summary page ummary | Test Summary | ¢ @] Comment Summary
appears. To show all comments william Dl
for the applicant that you have the
security level to see, click the

000043745 @

Function: E @
Search | b QU variable Data
utton.
Category: Comment ID: i )
| Q | Q Search |
Search Resulls
Comment Category Comment 1D -
Category |Description Function |DateTime Seguence
Edit Yiew AGEMN Admissions General Cormment ADMA 121412007 1:09:52FPM 2
Edit  Wiew AGEM Admissians General Comment ADMA 1102872007 2:48:51PM

6. To view the comment detail for the | Person Comment Detail
applicant that you have the

@
. . . Williarm Dell ID: 000043745

security level to see, click the View
link next to the appropriate Comment DateTime: 121412007 §:26:18PM
comment. Click Q.Return to Search | *Administrative Function:  DMA Q Admissions Application
button, when you are finished *Academic Institution: Cal State Univ., Bakersfield [v]
viewing the comments. ‘Comment Category: AGEN | Q Admissions General Comment

Comment ID: oooo44szs QO Sandaoval Cecilia M

Department: D10191 Q HESE Administration-Ay

Comment Date: 121412007

Comments This student expressed interest in changing their major. Also, their

green card is needed to verify residency and citizenship status.

Append Comments:

& save | [=] hotify | Es Acldd ‘ | Update Display

7. If your security level permits, you
can add comments. Click the

Category |Description Function (DateTime Sequence
Return to Search, if you haven’t Edit Wiew AGEM  Admissions General Gomment ADMA  12A1/2007 1:09:52FM 2
already done SO CI|Ck the Edlt Edit Yiew AGEMN Admissions General Comment ADMA 112812007 2:48:51PM 1
link from the Comment Category Click the Edit Link

tab for the appropriate comment.

Version 1.2 Last Updated: 12/18/2007 . . . . . .
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appears. With the appropriate

modify comments.

8. The Person Comment Entry page

security level, you can append or

Person Comment Entry

William Dell ID: 000043745

Comment DateTime: 121472007 5:268:18PM

‘Administrative Function: ~ ADVA Q Admissions Application

‘Academic Institution: Cal State Univ, Bakersiend [

‘Comment Category: AGEN Q Admigsions General Comment

Comment Data

Comment ID; 00044525 Q Sandoval Cecilia M

Department: 010741 Q HESS Administration-AY

Comment Date: 12472007

Comments This student expressed interest in changing their major. Also, their

green card is needed {0 verify residency and citizenship status

Append Comments:

B save | [=] Motity | Eeed

JE|UpsteiDisplay

Add

S0, click the button.

Note:

and Person Comment Detail are outside

Checklists, Communications, and
Comments.

9. With the appropriate security level,
you can add new comments. To do

Information on the Person Comment Entry

the scope of this course. This information
is covered in the Introduction to the 3C’s:

Comments Thiz student expressed interestin changing their major, Also, their

green card is needed to verify residency and ciizenshin status.

Append Comments:

B | Nofify |

UpdaieiDisp\ay |
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8.0 Glossary

The following table contains the definitions of the terms used in this Quick Reference guide. The page
where the term was found is included for your convenience.

Term

Academic Career

Academic Institution

All course work that a student undertakes at an academic institution and that is grouped in a
single student record. For example, a university that has an undergraduate school, a

: graduate school, and various professional schools might define several academic careers—
¢ an undergraduate career, a graduate career, and separate careers for each professional

- school (law school, medical school, dental school, and so on).

Definition

The entity (such as a university or college) that is independent of other similar entities and
that has its own set of rules and Quick References. For CSUB, it is always BKCMP for
Bakersfield Campus.

Academic Level (Acad Level)

Academic Program

The entity to which a student applies and is admitted and from which the student graduates.

The academic level to which the applicant is applying for admission with this application. The
delivered values are Freshman, Graduate, Junior, Post-Baccalaureate, etc.

Administrative Function:

A particular functional area that processes checklists, communication, and comments. The
administrative function identifies the variable data is added to a person’s checklist or
communication record when a specific checklist code, communication category, or comment
is assigned to the student. For example, ADMA and ADMP are two administrative functions
used by Student Administration and Records.

Admit Term

Admit Type

A designation used to distinguish first-year applications from transfer applications.

The admit type for this applicant regarding this application (such as First-Time Student, etc.)
The table below shows the 7 admit types used by CSUB.

mil Type Description

Short Description

1 Caontinuing Student CantStud
2 Returning student RetrnStndt
3 Returning Transfer RetrnTrnst
4 Transfer Transfer

& First-Time Student FirstTime
I} Transitory Student Transitony
T Summet Early Entrant Transit SUErYTIOS

Application Center

The office handling the specific applications. This is a user default field. The default value is
MAIN.

Application Date

The default for the application date is the system date that the application was received.

Application Number
(Application Nbr)

The application number is system generated number used to identify the applicant’s
electronic application record.

Application Program Nbr

Association ID and Name:

If the checklist item was created with an item association of Name on the Checklist Items
page, the Association ID field appears for you to identify the associated person. For
example, the checklist item might be a medical appointment, and that appointment might be
with Dr. Clara Simpson. Dr. Simpson is the associated person. If the associated person has
an ID in your database, enter it here. When you exit the field, the system displays the name
of that applicant. If the applicant does not have an ID in your database, enter his or her
name manually.

Campus ID

An entity that is usually associated with a distinct physical administrative unit, that belongs to
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a single academic institution,
that uses a unique course catalog, and that produces a common transcript for students
within the same academic career.
Checklist The code of the checklist for which you want to search. The available checklists are from the

Checklists page.

Checklist Code:

Checklist Item Update

The code that describes the checklist assigned to this applicant. The only checklist codes
available are those associated with administrative function on the Checklist Item Functions

page.

This check box to indicate that the checklist related to this row of data is updated when you
run the Checklist Item Update Automated process. When you save the page, the system
selects this check box automatically. To clear this check box, save the page, clear the check
box, then save the page again.

Checklist Type

The type of checklist (for example, Condition List, Communication List, or Requirements
List) for which you want to search.

Comments:

Enter comments to further identify or describe the checklist for this applicant.

Data Source

How this test information was reported. For example, the data could have been self-reported
or received from a testing agency. The value you enter here populates the corresponding
field in the bottom region of the page. Values for this field are delivered with your system as
translate values. You can modify these translate values. The system automatically populates
this field from the value you entered in the Defaults for Components group box. You can edit
the value if necessary.

Date Loaded

The default for the loaded date is your system date. Edit this field if necessary. If this
information is electronically loaded, this field is automatically populated with your system
date the day the data is loaded.

Due Amount

The monetary amount, if any, that is due as part of this checklist and the currency in which it
is expressed.

Due Date The date by which the entire checklist must be completed for this applicant.

Due Date The system displays the overall checklist due date as the default due date for each checklist
item. You can override this date, but it must be with an earlier date so that the item due date
does not exceed the overall due date of the checklist.

First Name First name of the applicant or student

Function The administrative area on which you want to search.

Go Select the component that you want to go to for this person and click the Go button. The
system takes you directly to the component for this person, application, or prospect record.

D The ID of the applicant or student.

Index The LSAT 3-Year Test Index appears if this information has been loaded.

Institution The entity (such as a university or college) that is independent of other similar entities and
that has its own set of rules and business processes.

Item The code for this checklist item. The available item codes are from the Checklist Item
Functions page for the administrative function selected.

Last Name Last name of the applicant or student

Letter Score

Enter a letter score for this test component, if applicable.

National ID

Social Security Number of the applicant or student. Depending on your security access, the
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first 7 digits are masked for privacy and security reasons.

Org ID and Description:

If the checklist item was created with an item association of Organization on the Checklist
Items page, the Org ID field appears for you to identify the associated organization. For
example, the checklist item might be a transcript, and a transcript is required from
Cottonwood High School. Cottonwood High is the associated organization. If the associated
organization has an ID in your database, enter it here. When you exit the field, the system
displays the name of that organization. If the organization does not have an ID in your
database, enter the name manually.

Responsible ID

Responsible ID and Name:

The ID of the applicant who is associated with or responsible for the checklist items for
which you want to search. The system displays the logged-in user ID. You can remove or
change this default ID for your search.

The default ID is that of the user who created the checklist on the Checklists page. You can
manually override the ID to reassign responsibility to someone else in your database. The
system displays the name of the applicant with that ID.

Score The score, percentile, or both for this test component.
Search Click to launch the search based on the selected criteria.
Sequence:

The number of this checklist item in the list of checklist items for this applicant. The system
automatically enters the next sequential number for each checklist item that you add. You
can override the number manually to reorder the list of items for this checklist.

Standard Administration
(Stnd Admin)

The system selects this check box by default, which indicates that this test was administered
in a standard fashion. Clear this check box if the test was administered in a nonstandard or
non-timed fashion.

Status

The status of the checklists for which to search. The table below lists the three statuses are
used by CSUB:

All The system searches for all checklist items regardless of status.

Completed The system searches for only completed checklist items.

The system searches for only checklist items that have been

Initiated initiated but not yet completed.

Status and Status Date:

The system displays the status and the date when the status was updated. Valid status
values are Initiated or Completed.

Status and Status Date:

Test Component

The status and status date of the checklist item: Initiated, Completed, Active, Ordered, Paid
Off, Received, Notified, 2nd Notification, Returned, Waived, or Cancelled. Values for this
field are delivered with the system as translate values. Do not modify these values in any
way. Any modifications to these values could require substantial programming effort.

Select the first test component. Values for this field are determined by the test ID that you
enter. Define test components on the Test Component Table page and link them to tests on
the Test Tables page.

Test Date

Enter the date on which this test was taken. The value you enter here populates the
corresponding field in the bottom region of the page. The system automatically populates
this field from the value you entered in the Defaults for Components group box. You can edit
the date if necessary.

Service Indicators

Indicates services that may be either withheld or provided to an individual. Negative service
indicators indicate holds that prevent the individual from receiving specified services, such
as check-cashing privileges or registration for classes. Positive service indicators designate
special services that are provided to the individual, such as front-of-line service or special
services for disabled students.
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Test ID The test you are recording. The tests are defined on the Test Tables page.
Variable Data The Variable Data link becomes available when a function is selected. Click the link to

access the Variable Data page where you can enter the variable data associated with this
administrative function for this applicant.

Variable data provides a powerful searching tool for reviewing checklists. By entering
variable data as search criteria, you can limit the search to the results relevant to the
specified function.
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