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Schedule of Athletic Contact:

e Compliance Team meets monthly

e Application status contact is as requested

e Academic award eligibility is as inquired

e Division-wide meeting presentations are 1/year



Application Audit - Quickflow

File Edit Options Block Item Record Query Tools Help
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My Links

Change Banner Password
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Personal Link 2

Personal Link 2

Persanal Link 4

Argos Reporting

Banner Book Shelf

My Institution
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Banner

Enter the object name; Press LIST for listing |
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1. Go to ADM (this process will take you through the quickflow)
2. Enter (this will take you to the next page)
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3. SHACRSE - Enter S# (check to see if student has taken course(s) at AUM)
4. Click the X (this will take you to the next page)




Application Audit - Quickflow
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*ERROR™ Invalid code; press LIST for valid codes. |
Record: 111 [ | | | <0sC=

5. SHATERM (check for student academic standing)
6. Click the X

B (oo geat Jae e Quen T pe
gl daEE 4Y 888 22 BB v 02 @ X




Application Audit - Quickflow

7. SPAIDEN (check capitalization of the name, correct address and biographical
information (Gender, Citizenship, Ethnicity/Race, DOB and SSN)
8. Click the X

9. SAAADMS

10.Check Admission type, Student type and Residence
11.Check curricula - field of study and department
12.Click the X

13.SOAHSCH (check for high school for freshman)
14.Click the X




Application Audit - Quickflow
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15.SOATEST (check for ACT / SAT test scores)
16.Click the X

File Edit Options Block Item Record Query Tools Help

(B w 4T REE & & R

Prior college code; press LIST for valid codes |
Record: 11 | | | =asc=

17.SOAPCOL ( check for pervious colleges (assign admissions request ex:0002,
0003))
18.Click the X




Application Audit - Quickflow
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19.SOASUPL ( enter applicant’s county)
20.Enter application number

21.Enter admission county and state
22.Save

23.Click the X
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24.SAAADMS (click checklist tab)



Application Audit - Quickflow

25.Check checklist for required admission request for the appropriate application
26.Repeat steps 1 — 25 for each applicant.

Use as applicable

e g Bock tam Fovet Gy Tu bioe CRACLE
A SRS MY BEE & &

SPAAPIN — Create a pin number for
registration if the report/process has
been generated.

SGASADD - Enter student attribute if a
decision is made.

End old attribute(s)

SGASTDN - (Student record) Check/correct
student type, residence, admission type and
curriculum if a decision is made.

I T ]

SAAQUAN - Applicant Questions
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Application Push

(A) Go to SARETMT to verify / load application (parameter set: UG_PUSH for
undergrad applications, GRAD_PUSH for graduate applications)
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= There are four types of applications: (1) Application Push — no action to be taken,
(2) Complete; Not Verified(N) - see action below, (3) Complete, Verified, Errors

Encountered(E)- see action below and (4)Verification Complete — see action
below.

(B) This process has to be done for each application that did not push
automatically

Process: SAAEAPS — (N) Complete; Not Verified

1. Check Completion Indicator

Eiw Est Dptom B e Becos N Heiz oRACL

2. Enter N for process
3. Query Execute
4. Select applicant - Accepted Indicator: change to Y



Application Push
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5. Save
6. Options
7. Select/click manual verification steps
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9. Select /click associate person with ID
10. Select generate ID



Application Push
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11. Save
12. Next block
13. Next block
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14. Find match - Select ID if applicable, NO match - Create New

ORACLE
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15. Save



Application Push
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16. Click Electronic Applications tab
17. Options

18. Select/Click verify application
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Process for (E) — Verified; Errors Encountered




Application Push

1. Check completion indicator
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2. Enter N for process
3. Execute Query
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4. Review Results Tab
5. Arrow down system verification procedure for error
6. Override procedure(s)



Application Push

7. Save
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8. Electronic Applications
Tab
9. Options
10. Select/ Click Verify application
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11. Options
12. Select/Click load application
13. Application pushed
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Application Push

Process: SAAEAPS (V) — Verification Complete (If applicable)

Ede Edt Opins Bk ben Desend Query Tods bep ORACLE
@ril SERE Y BEE S I BER T & 8D

| Vetskiges | levehient: [ ogeal ]

1. Check completion Indicator
2. Enter V for process

3. Query Execute

4. Select applicant

5. Review Results Tab

6. Arrow down system verification procedure for “PUSH” Error

7. Check Override Indicator
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8. Save
9. Electronic Application Tab
10. Options
11. Select/Click Verify Application
12. Options
13. Select/Click Load Application

(C)After all applications are pushed automatically or manually, you
may begin auditing each application that is completed.



Argos Report — Conditional Admit (CA) and Denied Applicants (DN)

) Foe bt veew Took Help
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* b Appications - Compiots

P & AOPICIIONS - SATADTRY

» & Communicaton Pan ACoet L etters

¥ Mt Recruts Eiror Report. (Mulpe Terms)

Login to Argos

Click Banner

Click Student

Click Admissions & Recruitment

Click Under Graduate Admissions
Click Applicants by App Status, Student Type, Decision Code and App Status Date
Click Run Dashboard

No ok~ wbdRE

Term Entry Code: 201802 Term Every Code: 201302
FromDete: 12j132017 & Too 121307 B FomDete: 1yuporr 8 T ooy a

Select Applcntion Status{es) ¢

Select Soudent Type(): v

Setuct Student Tyoa(s):

Conditional Denied

Admit

Seinet Ducivion Coduls] e Seinct Dwcision Codefs] =

8. Enter Term
9. Enter Date Range

10. Select App”C&tiOﬂ Status (pecision Made for DN applicants / Decision Made & Pending Final Transcripts for CA
applicants)

11.Select Student Type (Freshman, Freshman Transfer for CA applicants / Freshman, Freshman Transfer, Transfers and
Returning Students)

12.Select Decision Code (penied Admission / Conditional Admission)
13.Report Options:



Argos Report — Conditional Admit (CA) and Denied Applicants (DN)

14 Extract |

=
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16. Name File
17.Save
18.Excel file is generated
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Letter Merge: Conditional Admit and Denied Letters

Degember 12, 2017

studetlide

whirectingl Eic

We were plessesd 10 seceive your application fos sdmission 10 Anbm Useversity
¢ Mostgomery. Unfortrately, your acndenmic crodensialy do 1ot meet our sdmisiom
2 we e you ade

1 thes e

Should you scadeac secord Eprove i he Bature. we would welcouss the

oppartaity to pecvabimstc your crodentiabs. [ osder bo gam admission &5 & frohman, you

* Ta i

hy trannsfiy viude i et and i

et
semestes of i memer hous of eollepe level crelit snd have 3 sastmien overall

1. Open Letter
2. Click Malling Tab

Decezaiber 12,2017

studetlDe
wFirss ol astn
aStreetin

Cityo. aStaten wZife

slirectimglings

Wie were plessed 10 Tecerve you spplication for ndmssion 1o Aubam Universry
st Mosegomery. Unformmately., your scwlemic credentisb do sot meet our sdmissias

e wie are umable Yo offier yora admeiion af this time.

‘Should your acadeamic recond improve in the fatuce, we would weloue the
apportmity 1o recvabiace your credeatials. L ceder 10 gain adsatsaon 3 fresiran yon
would meed 10 fmprove vour ACT/SAT scores andior bagh wchool GPA. To gain
schmission 3 3 tramsfer st you mast sucvessflly conmplet v pass bty fom
serniater of i 1vealx ansuter o of collere lovel cralie and have 4 minimsim o

Start Mail Merge
Select Step by Step Mail Merge Wizard
Follow Wizard Instruction

o gk w

Select recipient list (Argos Report for Conditional Admit and Denied)

i
titys, aStates <Fipe]

tirestinal.ines

Showdd your acadanic 1econd improve i the fishie. we would wekooms the
opportmiry o feevainate your credestials. In oeter s pain imission i & fresdman, you
‘weald need to suprove your ACT/SAT scores saddier high schood GPA. To pum
lmisabon i & il e, Y mitns saccendaly cetiglete wd pass twety-fos
Acamester o TharTv-ai muates bonis of coflere level conis sl have & missnien sterll

7. Continue to follow wizard instructions

Mail Merge

et et




Letter Merge: Conditional Admit and Denied Letters

8. View Letter

December 12, 2017
00380770
Rebeccs Baker

106 Bhatler 51
Woodville, AL 35776

Drear Kebeosa,

W weze plensed o receive your mplication for admission 1o Aubum University
at v v, Four scademic credentials do Dot meer oo Admissicns
Feqearements sl we are imable 19 affer you sdnission a1 this tme

Should your acadnne recond muprens in e Fawe, we would weboome the
5 spportunity 82 recvalusse your crofentials. In arder o £ain admissdon as a fresdenan. yoi
wottld need 1 smpmeve your ACT/SAT sores andior high sehoel GPA To gain
A Ser studen, you it 8 lete and p y-fotre
semeder o Thirty.six quantcr botrs of coliepe Jevel credil mad Kave a memimmm overall
grade-point average of 2.0 or higher i 2 accredited college or mwversity

We appeeciate your Emerest in Anbom Universiry ar Mosspomery snd we hope
st you will cousider AUM for fiture educational pursssts, [ we sy provide sdditioeal P
mformation or assistance. please contact our office a1

9. Complete the merge
10. Edit Individual Letters
11. Print



HOW TO ENTER HIGH SCHOOL ACADEMIC HISTORY

1. Logintothe CRM

CICEETREECTE.

File Ecit View Favorites Tools Help

Ellucian Production ADFS

Sign in with your organizational account

adadmin\ttayior

2. Search person name press enter (type in first name and last name)

lications Active Ap X

€ . C & https//aumerm.elluciancrmrecruit.com/main. aspx# 3 - aw

Suggene-a Sites oy Bookmarks @P iHeart Radio €% Settings [ CRM Imponed From IE

Tangie Taylor

ALIMCRM

PHee new WORETE » [FIMARKCOMPLETE +  €\WITHDRAW = (D) PRINTAPPUICATIONS = =P SUBMITTOERP = [0 RUNREPORT = ol CHART PANE = =

*+ Active Applications ~ ecren for recares 2
v Lashave A Fiogt tiamme A £av g Catecerce Appiication Type - i pare: - Azasew ¢ Program eate: Y o
Ha Targerca 2300006 B0 1490 AUM ADp «Zal Ag & 31/203€ 138, -

3. Select the person that you have entered into your search bar.

& Microsoft Dynamics CRI. x

< C | @ https//aumcrm.elluciancrmrecruit.com/main.aspx# 287376792

Suggested Sites g Bookmarks @ iHeart Radio €8 Settings [ CRM Imported From [E

Microsoft Dynamics C

Search

E FOITER WITH  None v

Camren Achord

eople ¥

Camren Achord Achord
S50 o6 1009 Camwen

maxachord@gmail.com Application Submitted 1

N




4. Under Related Information Click once on the Academic History tab

Héérﬁren Achord =

ERPID
* Summary
NAME INFORMATION CONTACT INFORMATION RECRUITMENT OPPORTUNITIES
Person Type Prospective Student Contact Preference ® Any
Pret - Emal Address manachord@gmailcom oot P Foid Shige
Firt hame* i oyl Fhate Fall 2017 - Chidhood Education, BS  Shaw Comelius  Apphication Submitted 1
Middle Name Max Mobile Phone +r
Last Name Achord Preferad Mading Address Permanent
Suffix = Contact Methods
Nickrame Max -
_ Allow Contact € 1 Mail @& ) Phone &
it st Naroe = BukEmail € ) tmail @ ) SMs @
Llterrare Last Narre
PERSONAL INFORMATION PERMANENT ADDRESS INFORMATION TED INFORMATION
Birth Date 1/26/1999 Outsidethe US. or Canada~ No O TR Pl R
fge 17 Adaress Line 1 238 Frog Hollow Rd
Geroer Male Address Line 2 ) _ TESTSCORES on OTHeR
Gerger igentty = City Tallassee
5. Under the High School Information ...click twice on the white space
ERV U ungin >ource
Online Applic

Allow Lontact g4 | Mail g | Fnone g

Bulk Email @) Email & ) sms @ )

PERMANENT ADDRESS INFORMATION RELATED INFORMATION

Cusidethe 5, orCanacia: 1 {0 ACTMITIES INTERACTIONS | | ATTRIBUTES  FINANCIALAID

Address Line 1 238 Frog Hollow Rd

Acddvets line 2 TEST SCORES 80M OTHER

City Tallassee

County Elmore

State/Province Alabama HIGH SCHOOL INFORMA'

Z8/Postal Code 36078-6255 + =2

Verify Address High School Graduated Transcript GPA

o Address Verified on 11/2/2016 Unlisted HighSchool 2007 Ves Gt

6.

In the event, the High School name is Unlisted High School...you will need to search for the High

School name

SCHOOL ACADEMIC

HIGH

000000 -=

HISTCRY ¥

» Academic Information

HIGH SCHOOL

Prospective Student -

High School Name

Home Schooled

Graduated

Set Primary School Manually
Primary High School

Unlisted School Name & Address

Camren Achord
Unlisted High School
No

Yes

No

Yes

Tallassee High Achool, 502 Barnett Blvd.



*How to search for the High School.

7. Double click on the Magnifying Glass...then click once on Look Up More Records

» Academic Information

HIGH SCHOOL ATTENDANCE
Prospective Student Camren Achord Attend From Month
High School Name : ; S fol Attend From Year

Home Schooled No records found. Create a new Attend To Month
Graduated Look Up More Records Attend To Year
Set Primary School Manually Graduation Date

Primary High School i

Unlisted School Name & Address Tallassee High Achool, 502 Barnett Blvd.

8. Click once on the X to clear the search

Look Up Record

Enter your search criteria.

Look for Organzation Ll Only My Records

Look in High Schoo! Lookup

v
A4
Search Uniisted High Schoal X

Organization Name Organization Number  Organization Coce
No Organization records are

0 - 0of 0 (0 seiected) 14 4 Pagel p

Cancel Remove Value




9. Type the name of the high school you need to search, press enter (example: Tallassee)

Look Up Record

Enter your search criteria.

Look for Organization
High School Lookup

Tallassee

Organization Name Organization Number  Organization Code

Tallassee Christian Academy 012601 No

Tailassee High School 012600

e BN '

1-30f3 (1 selected) M 4 Pagel )

| Rfmn Valuerr




10. In order to select the school that you need use the white space to highlight the school then click
add (DO NOT CLICK ON THE SCHOOL NAME)

Look Up Record

Enter your search criteria.

Look for Organization
Look in High School Lockup

Search Tallassee

Organization Name Organzaton Number  Organization Code
Caivary Baptist Schoo! 012592 012592

012601

- 3 of 3 (1 selected)

Cancel Remove Value

11. The school you selected will appear in the High School Name box. In the Unlisted School Name
& Address, you will see where the applicant manually typed in the school name. You need to
delete that information.

? HELP EJSAVE EFSAVE&CLOSE EJSAVE&NEW [S DEACTIVATE [ DELETE o EM2

HIGH ZCHOOL ACADEMIC HISTORY »

000000 -=

» Academic Information

HIGH SCHOOL

Prospective Student ™ Camren Achord

High School Name Tallassee High School
Home Schooled No

Graduated Yes

Set Primary School Manually No

Primary High School Yes

Unlisted School Name & Address Tallassee High Achool, 502 Barnett Blvd.



12. Example of how Unlisted School Name & Address will look after you have deleted high school

(see below) ’ 3
? HeLr EHsave glsavesclose EJsaveanNew [ DEACTIVATE ] DELETE o= EMAN

HIGH SCHOOL ACADEMIC HISTORY *

012600 =

» Academic Information

HIGH SCHOOL

Prospective Student * Camren Achord

High School Name Tallassee High School
Home Schooled No

Graduated Yes

Set Primary School Manually No

Primary High School Yes

Unlisted School Name & Address =

13. Now it is time to enter TRANSCRIPT INFORMATION (see blue dots below to see what
information to enter) Click Save & Close

? HELP ESAVE P SAVE&CLOSE EJSAVE&NEW [§ DEACTIVA

HIGH ZCHOOL ACADEMIC HIZTORY ¥

012600 =

» Academic Information

HIGH SCHOOL

Prospective Student * Camren Achord

High School Name Tallassee High School
Home Schooled No

Graduated Yes

Set Primary School Manually No

Primary High Schoal Yes

Unlisted School Name & Address -

Application

» Transcripts

OFFICIAL

GPA
Class Rank

Class Size

Class Percentile



NOTE: If the information is not on the transcripts, leave the appropriate space blank.
EXAMPLE:

» Transcripts

OFFIAAL

GPA 2.91
Class Rank -
Class Size 157

Class Percentile =
Location ==

Stored No

14. If the school is listed, go to STEP 13.



HOW TO ENTER HIGH SCHOOL TEST SCORES

1. Under Related Information Click once on the Test Scores tab

RELATED INFORMATION

ACTIVITIES INTERACTIONS FINANCIAL AID
ACADEMIC HISTORY BDM OTHER
PRIMARY TEST SCORES

2. Under Test Scores, click on the + sign

ACTIVITIES INTERACTIONS ATTRIBUTES FINANCIAL AID

ACADEMIC HISTORY BOM OTHER
PRIMARY TEST SCORES
Test Type A Subtest Type Score
No Primary Score records found.
TEST SCORES
Test Type 4 Is Test Official?  Test Score Source

No Test Score records found.

Test Date

Created On




enter) Click Save & Close

=

? HELP B sAVE E4SAVE&CLOSE ) SAVE & NEW

SECTCCORE v

New Test Score =

» Test Score

TEST SCORE INFORMATION
Prospect™ Camren Achord
Test Type* ‘
Test Date ™ (5]
Test Score Source [<5]
Test Location -
Is Test Official? No @
4. See example below.
? e EHsave EsavE&closE [ SAVE & NEW

—
- =

I;lew Test Score =

» Test Score

TEST SCORE INFORMATION

Prospect X Camren Achord
Test Type * ACT

Test Date ™ 12/2/2016

Test Score Source Transcript

Test Location -

Is Test Official? Yes

3. Now it is time to enter TEST SCORE information (see blue dots below to see what information to

FORM EDITO

EE FORM |

5. Entering Subtest Scores (to add a new line click on the +New). The following scores need to be
entered composite, English, math, reading and science) Once all scores have been entered click

save & close.

? HELp | save

» Subtest Scores

Subtest Type

+ NEW

4 SAVE & CLOSE

] SAVE & NEW FORM

Score

and high school academic information. Then
you can attach the transcript to the CRM.

If you have any questions, please see Rahmel.

Thank you in advance for your assistance.

Q(P el Rahmel

/Once you have finished entering all test scores

=




How to Generate Acceptance Letters

Process: GLBDATA

o When you enter the Process (GLBDATA) and the Parameter Set (ACCEPT LETTER) — Next block;
Next block again
Enter values (see print screens)
When you are done entering values; arrow down to blank field and next block save
Options: review output

55 + © YouandIbyEarth Wind . @ AUM Banner

File Edit Options Block Jtem Record Query Tools Help

BV BEEE 49 8BS

|1'
(2
(%)
(&)
>

Process: (GLBOATA | ¥ [Population Selection Extract Parameter Set: ACCEFT LETTER (%

SR N s R s e s e s e e S S R I S AN S T - i
Printer Control
Printer:  EEERER 7] Special Print: | Unes: s SubmitTime:

Parameter Values i
Nanher Parameters Values i
& ]

01 Selection Identfier 1 . NO_SHOW_SEL - o j £
— S . " &

05 New Selection Identifier _ S S

:04 'Descnpt\c-n for new selection

05 'Unjon,’lnrersealo;\)’.fr;lnus . ’

06 ‘ .Apﬂllcanon .Cod-e-m - I 'RECVF.UIVTING 7 -

07 (e Dot Sescion 1> B D
08 Detail Execution Report | -

LENGTH: 30 TYPE: Character O/R: Required M/S: Single
Code that identifies the sub-population to work with.

Submission !

‘Gave Parameter Set ac Name: "~ Decrrintian: |  Hald ® Suhmit !



GLBDATA process continues

File Edit Qptions Block Item Record Query Tocls Help

@90 EERN SV DB QR & AW ¢ 2 Q. IX ,
{Populatin Selecton Extract

Record: 14/14 {22y = | | «08C>




Process: -

L ..-'m—r"' & m.)
File Edit View Favorites Tools Help
w Favorites | < @ SuggestedSitesy @

Web Slice Gallery v

5% - © Laid-Back GirlbyMaze fro.. @ AUMBanner

File Edit QOptions Block [tem Record Query Tools Help

RO [ REER $Y DBH @ & AW ¢ &1 @ X

Process: |GLBLSEL | ¥ Letter Extract ' Parameter Set:  ACCEPT =

Printer: ©CaTasise ] Special Print: | S e om0 |
:

Parameter Values
Number Parameters Values
= =

£01 .Apphcetlon . ‘TRECRUllT]NG S - s 2

TDP_‘ Vﬁrocess Pending Lé&é@ & N 7 ' ‘ S

03 Letter Code INO_SHOW_LTR

[o4 = [selectionID B [NO_sHOW_SEL i i

05 Crestor 0 7 7 B lwrBr _ -

06 User ID S - vsaMuEL T: 5

E'El}_ Term Code i201202|

= S — J e S e -
LENGTH: 6 TYPE: Character O/R: Optional M/S: Single .

Term code to be used when extracting Pending Student System Letters. |

- :

Submission |
Save Parameter Set as Name: ' Description: ] * Hold ® Submit
|
Record: 717 faie ] . | Ustofvaiu.. | | <08C>




File Edit Qptions Block [tem Record Query Tools Help

PN Q@ & BB & HOQ@ X

Al ReEE PV

: _' Aid Year
~ |Address Selection Date

FRW-40102: Record must be entered or deleted first
_Record: 16115 [ | 5] | | «08C>
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File Edit Options Block [tem Record Query Tools Help

‘B0 RAEen o) B @ & B <14 & @

word Processor Extract Option
Print ALL Pending Letters

FRH-{DiOO:Nmtmcmd
Record: 117 B .. | Listofvalu... | | <0scC>




File Edt Qptions Block tem Record Query Tools Help

@nll EeRE Y9 BBR @ &

FRM-40102: Record must be entered or deleted first. R ‘
_Record: 1313 =] =] | | <0sc> .
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Xtender Scanning Basics
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Xtender is a document imaging and storage system. There are several University departments
scanning paper documents into Xtender so that authorized University personnel can access
these documents from any computer.

This training will explain the tools and techniques necessary to scan and index paper documents
using Xtender. Participants will learn to batch, scan, index, and view documents.

Security Access
Security access for all learners will need to be obtained prior to scheduling a training session.
Topics Covered

« Scanning - Use Image Capture to scan documents into Xtender.

« Indexing - Use Document Manager to organize (index) documents for searching in
Xtender. See the Xtender Document Manager Overview for more information.

» Viewing/Printing - Use Xtender for the Web to view/print scanned and indexed
documents that are stored in Xtender. See the Xtender for the Web Overview for more
information.

Privacy Notice: As an AUM employee, access to financial, personnel, student, or donor data may
be necessary to perform your job. This information is never to be used for personal use or
shared with anyone whose official job duties do not require use of that data. Refer to AUM
Security Policies for updated information on the University's current security policies. Refer to
FERPA guidelines for information regarding students’ rights and privacy laws.
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Xtender Image Capture

Use Image Capture to scan documents into Xtender. Generally, documents are scanned in
groups (batches).

To scan batches (documents):

1. Prepare/batch the documents - Document batch preparation requirements depend on
the processes set by your department.

2. Prepare the scanner - See Preparing the Scanner for more information.

Note: The scanning of documents must take place on a computer that has the Xtender Image
Capture software installed and is connected to a scanner. If this is the first time you are
scanning documents, additional setup will need to take place once you have logged in to the
computer.

3. Log in to Xtender using your AUM Banner user ID and password.
http://xtender.aum.edu/AppXtender/Login.aspx

4. Scan Documents - See Scanning a Batch (Documents) for more information.

Preparing the Scanner

Once the paper documents are ready to be scanned, you can prepare the scanner to begin
scanning the documents.

Follow these directions to prepare the scanner:
1. If necessary, press the Power button to turn the scanner on.

2. Place the paper documents to be scanned face down in the feeder, with the top of the
document in the direction indicated on the scanner. (Or follow the manufacturer
instructions.)

3. If necessary, adjust paper tray to fit snugly to the paper size.

4. If necessary, press the green Scan/Stop button on the Control panel, which brings the
scanner online.
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Scanning a Batch (Documents)

Documents can be scanned into Xtender as a batch.

Follow these directions to scan a batch of paper documents into Xtender:

1. From the Menu Bar, click on File and select Batch Import or click on the icon L’ﬂ

Pr— el
" File | Edi View  Help | | '

uﬁ Batch Import Eé Efi _]

.Q, Logout e BT £t a1l o MR I W i

OR

2. Right-click on the name of the application you want to work with and select Batch
Import from the menu.

Note: The Document Manager software must not be running. If it is you will not be able to
choose Batch Import... from the menu.

File  Edit View  Help

S@IERAIENE

= | & PROD
@ i) AUM-ARCHIVED-TRANSCRIPTS - TRANSCRIPTS ARCHIVED Fi
o= AUM-TEACHCERT -~ Alid Schonl of Ed Tazcher Certification
@5 B-G-ID - BAQ New Query

@ B-R-TREQ - New Report Query CKING REQ
() B-S-ADMN -; INS
£3B-S-RECOR|  New Cross App Query... ep scan

() B-5-TRANS( -] New Document ' TRANSCRIPTS

) Batch Index (List)...

' Batch Import... (N

3. A new window will be displayed. Type a batch name in the Batch Name field.

Note: The batch name is case sensitive. Batch naming conventions depend on the standards
set by your department. You can enter the name of an existing batch to add pages to that
batch; however, you cannot enter the name of a batch that is currently being indexed in
Xtender. The batch creation will fail.
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4. Click the Next button or press the [Enter] key on the keyboard.

Hew Batch Document

Application
Batch Name™

Memo

| AUM-TEACH-CERT =]

[ones 1

Batch created at 2013-07-15 13:50:09 _:_I

I Thin client upload

Next cancel | hep |

5. The batch name displays in the title bar. If the documents are NOT already loaded onto
the feeder, load them and then click the Scan button on the toolbar.

Note: If the documents are loaded onto the feeder they
will automatically feed through the scanner.

Xtender Image Capture scans the batch and displays it in the Batch Display window.

Note: The number of pages in the batch is displayed in the lower-right corner. The scan session
ends after all of the pages in the feeder have been scanned. Be sure all pages scanned.

3 & 4 | | =l |
‘ ifig;g{
. -l |E
1 1e Hiln
& o |
i a8 |3 1
% 5‘)3 l i
k- LA - = |
g a4 = Tz Numiver of

6. When you are finished, open the Index Dialog Box

'JER SOLUTIONS BATCH COV

S

Note: If necessary, you can rescan a batch by reloading the documents on the scanner and
clicking the Rescan button on the toolbar. Rescan does not replace the most recently scanned
batch if it is not displayed in the Batch Display view or if 30 seconds have passed since the
batch was originally scanned. If you are unable to rescan the batch you can delete it and scan

the batch again.
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Indexing a Batch (Documents)

Once a batch of documents has been scanned, they will need to be indexed so they can be
located at a later time.

Follow these directions to index a batch of documents:
1. Open the Indexing Window by clicking on the Index Icon

2. The Indexing window is displayed. Click in the ID field. Press the [Tab] key on the

keyboard to navigate between fields.

Note: Pressing the [Enter] key on the keyboard will save your work and navigate to the next
document in the batch. Using this key to navigate between fields will display an error message,

unless you have entered a value in all required fields.

3. Enter any required information in the Field Value column.

Note: The bolded labels in the Fields column require a value in the Values column.
Some information may populate automatically based on information you are providing.
The fields with pull-down arrows may require that you click them twice for the pull-down arrow

to display.

Shortcut: Press the [Space] bar on the keyboard and use the [Up Arrow] and [Down Arrow]

keys on the keyboard to navigate these fields.

When a batch contains multiple pages belonging to the same document and individual, the rest
of the pages can be attached to the document without having to re-enter the index

information.

,l-lml—n'

D

PIDM

DOCUMENT TYPE
LAST NAME

FIRST NAME

SSN

BIRTH DATE

TERM CODE
APPLICATION NUMBER
ADMISSIONS REQUIREMENT
INSTITUTION NUMBER
ROUTING STATUS
ACTIVITY DATE

SCHOOL

|s00221361

HIGH_SCHOOL_TRANSCRIPT -

HIGH_SCHOOL_TRANSCRIPT 4|
FRESHMAN_EVAL_SHEET
TRANSFER_EVAL_SHEET
ADMISSIONS_APPLICATION
ACT_SCORES

SAT_SCORES
ACCEPTANCE_LETTER
INFORMATION_CHANGE
ARCHIVED_RECORD
INCOMPLETE_LETTERS
GED_SCORES
DUAL_ENROLLMENT

MILITARY
INITIAL_HIGH_SCHOOL_TRNSCP
FINAL_HIGH_SCHOOL_TRNSCRF
6COLLEGE_TRNSCRPT _
7COLLEGE TRNSCRPT
1INCOMPLETE_COLLEGE_TRNSCi
2INCOMPLETE_COLLEGE_TRNSCI
3INCOMPLETE_COLLEGE_TRNSCi
4INCOMPLETE_COLLEGE_TRNSCI
SINCOMPLETE_COLLEGE_TRNSC
6INCOMPLETE_COLLEGE_TRNSC_|
7INCOMPLETE_COLLEGE_TRNSCI

RESIDENCY_FORM

A s~
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Indexing a Batch (Documents) - continued

The steps you perform to attach batch pages to the current document depend on the number
of pages to be attached. If some but not all of the pages left in the batch are part of the current
document, you attach the additional pages one page at a time. If all of the pages left in the
batch are part of the current document, you can attach all of the pages simultaneously.

=
1. From the Index view toolbar, select the Attach Current Page button.” ~
The selected page is removed from the batch and appended to the current document,
and the document is saved. The next page in the batch appears in the viewer.
2. Repeat step 1 for each batch page to be attached to the current document.

3. After attaching the last batch page belonging to the current document, from the
main toolbar, select New Document to start indexing the next page in the batch. ‘ b 2 |
To attach all batch pages to the current document: (Use this if all pages
belong to the same individual ID.) a

B

To attach some but not all batch pages to the current document:

1. From the Index view toolbar, select the Attach All Pages button.

All pages remaining in the batch are attached to the current document, and the
document is saved. Index view and the Document Display view and a dialog box
appears so that you can select what you want to do next.

Select the View Last Indexed Document button to ensure all pages are attached to the correct
student ID.
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Modifying an Index

Another option after saving an index is to modify the index information.

When you modify an index, a Cancel button is added to the Index view toolbar. This allows you
to cancel out of Modify mode if necessary.

To modify the index for the current document:

1. Onthe Index view toolbar, select the Modify button. The data in the index fields
become available and the current document appears in the Document Display viewer.

2. Modify the values in the index fields as necessary.

3. When you finish, select Save. The index data is updated and saved, and the document
clears from Document Display view.

Indexing the Next Page in the Batch

To begin indexing the next page in the batch:
» On the main toolbar, select the New Document button.

When you select new Document, in Index view, the data clears from the index fields and the
Cancel button is removed from the Index view toolbar. In Document Display view, the next
page in the batch appears in the viewer.

If there are no more pages in the batch, the All Document Pages Have Been Indexed dialog box
appears.

To continue batch indexing, select Index Another Batch Document. If you have finished batch
indexing, select your choice from the remaining options.

Opening Last Indexed Document during Batch Indexing

When you save index information and create a document during batch indexing, the new
document and its index information are added. However, you can still access the document at
this point to view the pages in the document and, if necessary, modify the index values.

Note: Once you select New Document to continue batch indexing, you no longer have this option.
1. On the main toolbar, select the View Last Indexed Document button.
Xtender exits Batch Indexing mode and opens the current document. Index data for the

document appears in the fields in Index view, and the first page of the document
appears in the Document Display viewer.
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2. To modify the document’s index information, select Modify. Then make the necessary
changes and select Save.

To view pages of a multi-page document, use the Document Display viewer page
controls.

3. To return to Batch Indexing mode, on the main toolbar, select the Return to Batch
button.

4. When you are finished, click the Save button to save your work. Shortcut: Press the
[Enter] key on the keyboard.

Note: The document is now indexed and removed from the batch. Attempting to save your
work before entering all required information will generate an error message.

B L L R R . (R} PRRRTVR PR 1

8-31-20¢
1-2009 Save Button
Save | Cancel

5. Repeat these steps until all the desired documents in the batch have been indexed.

Note: To save time when entering values in the remaining batched documents, press the [F9]
key on the keyboard to populate the Indexing window with the most recently entered index
data.

Alternately, you can copy the contents of the Indexing window by right-clicking on one of the
column headings (e.g. Fields and/or Values) and selecting Copy Form from the menu. You can
then paste in in the Indexing window of a new document, change any data, and save your
work.

6. When you are finished, the Xtender window with the message You have finished
indexing this batch. Do you wish to index another batch? is displayed. Click the No
button.

ApplicationXtender

7. When you are finished, close Xtender. Shortcut: Press the [Alt] [F4] keys on the
keyboard.

=L Wind e Hn'r’v ;



Auburn University Montgomery Xtender Scanning Basics

Deleting a Batch (Documents)

If you are unable to rescan the batch you can delete it and scan the batch again.
Follow these directions to delete a batch of paper documents in Xtender Image Capture:

1. Verify the batch you want to delete is displayed in the Batch Display window.
2. Click Batch from the menu bar and choose Delete from the list.
Note: To delete a single document from a batch:
a) click the Previous Page or Next Page buttons to navigate to the page you want to delete,
b) Once the desired page is displayed in the Batch Display window,
c) click Page from the menu bar and choose Delete from the list, and
d) when the Xtender Image Capture window dlsplays, chck the Yes button.

P Ve lee e

t?oﬁ . o

3. The Message wmdow is dlsplayed Click the OK button.

‘o Are you sure yoU want 1o delete the batch?

4. The Batch Display wmdow is empty.

|1n= & x rai)lmaawg{
[ Emaneﬁﬁﬂﬂj 2

R 13- - 1) - BANNLK | INAMCL COMMOR
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Importing a PDF Document

You can add a new document by importing a PDF file
Follow these directions to add a new document by importing a PDF file:

From the Application List window, right-click on the Application and choose New Document.
File Edit View Help

& @By Al oy
= L PrOD
MR} AUM-ARCHIVED-TRANSCRIPTS - TRANSCRIPTS ARCHIVED FROM PAPER f
[=] [ AUM-TEACH-CERT - AUM School of Ed Teacher Certification
(L) B-G-ID - BANNER COMMON | New Query
|3 B-R-TREQ - BANNER FINANCIAL AID TRA

i) B-5-ADMN - BANNER STUDENT ADMISSIC
() B-S-RECORDS - RECORDS FROM ARCHI.  New Cross App Query...

New Report Query

() B-S-TRANSCRIPTS - STUDENT ARCHIVEL -] New Document _
I3 Batch Index (List)...
% Batch Import...

2. The Import New Page window is displayed. Click on Browse.

Import New Page

File Path™ [ Browee.. I

upload | cancel |

Lookin: | [} Desktop ] e =e¥E-
= 201007301428278172
D attachments
T ontract
@ﬁ?::
i Document Manager & import-03

i Image Capture
rozila Frefox
j Snagit 9
Snagit 9 Editor
i ) 11-23-2009 2-29-06 PM
o B ) :1-23-2009 2-31-25 P04
- ] :1-23-2008 2-34-259M
= 20100730142827817

. Open Button
-

~ Fename. ] = Op2n

Heacitos  [Hrern = _c.u__!

My Documerts

My Computer
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4. Click Upload

5. The file is displayed in the Document Manager window.

Note: If you selected the wrong file from the list, click Batch in the menu bar and choose Delete

from the list. You can now repeat the steps and choose a different file.

Import PDF Document to a current record:

1. Access a record through the search feature.
2. Locate Xtender file.
3. Go to the page menu icon and click on the drop-down
4. Click on New Page > Import File > Append
| Fomet Rt s C rooh gt Sonetiee
o f—— Drata Signetur 2 Hisory -
2 the inttilusion i secredtd by the Nomd Cumial A a'l".r.'m... "
P G4 TaSipege...
Effecyive Fall Semcates, 1545, T
5. An Import file window will open.
6. Locate the .pdf document (Needs to be in PDF format to be easily viewed in Xtender).
7. Click open
8. The document will be appended to the record.



GUAQFLW
SAAADMS
SOAHSCH
SOAPCOL
SOATEST
SOISBGI
SPAIDEN
SPAPERS
GOATPAD
SPAAPIN
SGASTDN
*SGASADD
SHACRSE
SHATERM
SHAPCMP
SFAREGS
SRAQUIK
SFASLST
SOAHOLD
SSASECT
*TSAAREV
RPAAWRD
SOATERM
SHADEGR
STVRECR
STVTERM
STVCHRT
SUAMAIL
SARADMS
GJAPCTL
SAAWAPP
SAAWATR
SOAATRM
SAAWAAD
SAAEAPS
SARETPG
SARETMT
STVATYP
SRIPREL
SRRPREL
SRTPURG
GLBDATA
GLBLSEL
GLRLETR
SHAINST

BANNER SCREENS

Used to process admission application flow process

Used to check on admissions status

Used to enter high school transcripts

Used to enter college transcripts

Used to enter ACT, SAT, and Placement testing scores

Used to get high school and college codes for application checklist
Used to enter Address Information

Used to enter personal information (SSN, DOB, Ethnicity, and Gender)
Used to enter Primary PIN (accessing Webster)

Used to enter Alternate PIN (registration purposes)

Student record- check for status, standing, graduation date, major
Cohort and term information

Summary of coursework- shows all classes and grades for student
GPA, transfer and institutional hours

Used to enter transfer hours

Registration screen

Used to enter prospect cards, mail, email, & leadership requests
Used to review class rosters

Holds for final transcripts or any other documents

Check for class availability, space, etc

(View only) - to check on the amount of tuition owed

(View only) - to check on posting of award

Check for password override (No longer have access)

Check to see if someone has graduated

Validation table for contact types (PHN, MAIL, EM, etc.)

To create future terms for entering admission applications
Cohort validation table — entering appropriate term information
To review letters that were generated through banner

Used to run application status reports

Letter generation- for acceptance, prospective student, and incomplete letters
Admission type validation table for online application purposes
Building calendar for online application purposes

Building terms for online application purposes

Admit types for online application purposes

Manual electronic push process for online application

To purge information in electronic web application

Used to run online application push process report

Web address for online application purposes

Used to review electronic prospect inquiry

Used to move electronic prospects once processing is complete
Electronic prospect purge — purging old information from
Population selection

Letter extraction for population selected

Letter generation print report — pulls student’s information

To review academic standing



HOW TO LOGON TO BANNER

Logon to Banner with your username and password
Click on Connect

Logon

Username:

Fassword:

Catabase:

(Qunnect ‘ Cancel J

This brings you to the General Menu GUAGMU

hlenu U an d ber 11, 201

.. [+] welcome, TTAYLORY. Products:

Banner Broadcast Messages



HOW TO ADMIT AN UNDERGRADUATE UNCLASSIFIED APPLICANT

Logon to Banner with your username and password
Click on Connect

Logon

Lsername: ||

Fassword: |

Database: |

(Qunnect | Cancel J

This brings you to the General Menu GUAGMU
On the Go to blank enter TREVAL (press ENTER on your computer keyboard)

General Menu GUAGH 8.6.4 (PROD) - Mo ¢, December 11, 2017 - Last login Monday, December 11, 2017 10:21:20 A

Go To.. D Welcome, TTAYLORY. Products:

Quick flow begins with SAAADMS (QuickFlow: TREVAL 1 of 8)
Note: Make sure the admission type and student type correspond with each other

Click the black X

Iﬂl[@ﬂ@@@[ﬁﬁ?[@ @I%IEH@.[ l’“[#[@[

Application Fees, Mail Submission, Withdrawal Data = Checklist = Sources, Interests, Comments = Caontacts, Coharts, Attributes

mE (- [

07 Unclassified Undergraduate I |
U Unclassified Undergraduate =
- S

How to Admit an Undergraduate Unclassified Applicant 1|Page



Next screen is SOAPCOL (QuickFlow: TREVAL 2 of 8)
Click Next Block
Enter the TRANSCRIPT REVIEWED DATE: enter the date that you are reviewing the transcript
=  Make sure the admissions request for the college that has been received is 0002
0 example: 001006 Alabama State University; admissions request 0002 — College Transcript 1
NOTE: Only need the official transcript from the institution from which you earned your degree.

Click Save
Next Block
Below DEGREE DETAILS enter the following:
O DEGREE: enter the degree earned use the drop down Vkey to match up the degree earned from
the transcript with the list in banner
O DEGREE DATE: enter the degree date
O ATTENDED FROM: enter the start/term date from the transcript (if no start/term date, enter AUM
start/term date for the semester in question)
O ATTENDED TO: enter end/term date from the transcript (if no end/term date, enter AUM end/term
date)
Click Save

APPLICANT MUST HAVE EARNED A DEGREE FROM A FOUR YEAR REGIONALLY ACCREDITATED INSTITUTION

BYE EARABR %9 BEE & BEIEIHL @0 01X

FEHIRCE (€

500350757 | % Childress, Lilly B

Degree Iaors, Minos, Copcentrations Description Count in FinAid De=
Eachelor of Behavioral Science
BFA Bachelor of Fine Arts A 0z
EBGS Bachelor of General Studies 0z
EIS Bachelor Interdisciplinary Std A 0z
BLA Bachelor of Liberal Arts A 0z
BS Bachelor of Science A 02
Bach of Science in Bus Adm
P-pEC-emT BS/B Bach of Science in Biology 02
rzoecz07 @ [ poen Dok o coinnn -

oooz D e e e

26-MAY-2016
26-MAY-2016

How to Admit an Undergraduate Unclassified Applicant 2|Page



Click File
Exit QuickFlow

S[:N Edit Options Block ltem Becord Query Tools Help

Direct Access

Ohject Search LickFlow: TR

QuickFlow

Bollhack

Save

.
Brint

Exit

Exit Banner

Feturn to Menu
FPreferences

1. SAAADMS Admissions Application
2. SOAPCOL Prior College
3. SHATRMNS Transfer Course Information

Go to enter SAAADMS (press ENTER on computer keyboard)
Next Block

Make sure you are on the APPLICATION tab

Options

Assign Decisions to Application (SAADCRV)

Eile Edit
& 0 | Admissions Application Detail
ERNTEIEE All Learner Curricula

Email Addresses [GOAEMAL]
Curriculum

Block ltern Record Query Tools Help

Bl fizyy Surrenificive Surrcul
Web Credit Card Payment Information

i Prospect Information Summary [SRASUMI]
Applicati

LR Ea Additional Information

Withdrawal Information

Communication Plans
Adrninistrator Assignments

™
.
3
o

1 FAUG-ZMTF

Mail Submission

Sources, Outside Interests and Comments
Application Questions and Answers [SAAGQUAN]
Student Mail [SUAMAIL]
Bin/Demo Infarmation [SPAPERS]

Assign DECISION CODE of 25 (Institution Acceptance)
Save
Click the black X (to go to the next screen)

How to Admit an Undergraduate Unclassified Applicant

3|Page



HOW TO ADMIT A SECOND UNDERGRADUATE APPLICANT

Logon to Banner with your username and password
Click on Connect

Logon

Lsername: ||

Fassword: |

Database: |

(Qunnect | Cancel J

This brings you to the General Menu GUAGMU
On the Go to blank enter TREVAL (press ENTER on your computer keyboard)

General Menu GUAGH 8.6.4 (PROD) - Mo ¢, December 11, 2017 - Last login Monday, December 11, 2017 10:21:20 A

Go To.. D Welcome, TTAYLORY. Products:

Quick flow begins with SAAADMS (QuickFlow: TREVAL 1 of 8)
Note: Make sure the admission type and student type correspond with each other

Click the black X

Iﬂl[@ﬂ@@@[ﬁﬁ?[@ @I%IEH@.[ l’“[#[@[

Application Fees, Mail Submission, Withdrawal Data = Checklist = Sources, Interests, Comments = Caontacts, Coharts, Attributes

_ SD—NOV—Zm 7

D?—DEC—2D1 7 =l
E
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Next screen is SOAPCOL (QuickFlow: TREVAL 2 of 8)
Click Next Block
Enter the TRANSCRIPT REVIEWED DATE: enter the date that you are reviewing the transcript
= [f you are articulating multiple transcripts for the same person you can go ahead and enter the
TRANSCRIPT REVIEWED DATE for all the transcripts that you will be articulating.
= |f you have multiple transcripts, you can use the v on your computer keyboard to go to the next
transcript that needs a review date.
=  Each admissions request for the college(s) that have been received cannot have the same request
number
0 example: 001006 Alabama State University; admissions request 0002 — College Transcript 1
0 example:001933 Lawson State cc; admissions request 0003 — College Transcript 2

NOTE: Must have official transcripts from each college or university that the applicant has attended.

Click Save
Next Block
Below DEGREE DETAILS enter the following:
O DEGREE: enter the degree earned use the drop down Vkey to match up the degree earned from
the transcript with the list in banner
0 If no DEGREE was earned enter 000000 in the DEGREE option
DEGREE DATE: enter the degree date
O ATTENDED FROM: enter the start/term date from the transcript (if no start/term date, enter AUM
start/term date for the semester in question)
O ATTENDED TO: enter end/term date from the transcript (if no end/term date, enter AUM end/term
date)
Click Save

o

APPLICANT MUST HAVE EARNED A DEGREE FROM A FOUR YEAR REGIONALLY ACCREDITATED INSTITUTION

(mua B B o g BRI S 2@ X
Co S C C love: TREV. 2

500860767 | % Childress, Lilly B

College and Degree fzjors, linors, Concentrations Prior College Address Description Count in FinAid De~
Bachelor of Behavioral Science
BFA Bachelor of Fine Arts Y 02~
BGS Bachelor of General Studies 02
BIS Bachelor Interdisciplinary Std A 0z
001006 Alabama State BLA Bachelor of Liberal Arts ¥ 02
BS Bachelor of Science Y 02
Bach of Science in Bus Adm
08-DEC-2017
Each of Science in Biology
12-DEC-2017 i i b
B oein o erenen i o

ooo2 D ,,,,,,,,,,,,,

26-MAY-2016

26-MAY-2016
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Click File
Exit QuickFlow

S[N Edit Options Block ltem Record CQuery Tools Help

Direct Access HEeh | & I MMk @@
Chject Search
QuickFlow
Select
Rollhack
Save

Refresh

Brint

Exit
=4

Exit Banner

Return to Menu

Preferences

1. 2AAADMS Admissions Application

2. SOAPCOL Prior College

3. SHATRMNS Transfer Course Information
Go to enter SAAADMS (press ENTER on computer keyboard)
Next Block
Make sure you are on the APPLICATION tab
Options
Assign Decisions to Application (SAADCRV)

File Edit
& " | Admissions Application Detall

e All Learner Curricula
Ernail Addresses [GOAEMAL]
Curriculum
Weh Credit Card Payment Information
Prospect Information Surnmary [SRASUMI]

Block tem Record Query Tools Help

Irrentfietive Curricula

Additional Information

ithdraveal Information

Communication Plans

Administrator Assignments

Mail Submission
Sources, Qutside Interests and Comments
Application Questions and Answers [SAAQUAN]
Student Mail [SUAMAIL]
Bio/Derma Information [SPAPERS]

Assign DECISION CODE of 25 (Institution Acceptance)
Save
Click the black X (to go to the next screen)

How to Admit a 2UG Applicant 3| Page



J‘Tl\ AUBURN

MONTGOMERY

Readmission Request

***Submit this form with a required one page letter of justification for
readmission.

***Deadline for submission:

for Fall Term--July 1
for Spring Term—November 1
for Summer Term—April 1

Submit form and letter to:

Dr. Joy L. Clark

Associate Provost

Provosts Office

Auburn University at Montgomery
P.0. Box 244023

Montgomery, AL 36124-4023

Last First Middle
Street City State Zip
Phone Email

Date of Birth Any Previous Names

Student number

Intended Major if readmitted (REQUIRED)

Signature Date

**For additional questions, please contact Lin Young at 334-244-3960.



i

AUBURN

MONTGOMERY

December 11, 2017

SOOXXXXXX

Jane Dow

7400 East Drive
Montgomery, AL 36117

Dear Jane,

We recently received your application to attend Auburn University at Montgomery for the spring 2018
semester. Due to your current academic standing, you will be required to take additional steps to be
considered for readmission.

Steps to take for readmission:
1. Write a letter to the attention of Dr. Joy L. Clark and explain why AUM should consider
readmitting you. Explain what has occurred in your life that would make you more successful at AUM.

2. Complete and submit the enclosed Readmission Request Form along with your letter.

3. Once Dr. Clark has received your letter, you will get an acknowledgment of receipt and you
will be asked to attend a readmission hearing.

a. You will be contacted when hearings are set.
b. The hearings are set to last about 15 minutes.
c. There will be representatives from different departments of the University.

Please send your letter to the below address:
Dr. Joy L. Clark

Associate Provost

Provosts Office

Auburn University at Montgomery

P.O. Box 244023

Montgomery, AL 36124-4023

If you have any questions about this process, please feel free to contact the Provosts Office. The person to
speak with is Ms. Lin Young at 334-244-3960.

Sincerely,

oot o

Sameer Pande
Associate Provost
Enrollment Management and Student Success

Enclosure

AUBURN UNIVERSITY AT MONTGOMERY

Office of Admissions and Recruitment

P.O. Box 244023, Montgomery, AL 36124-4023 lelephone:334-244-3615, Fax:334-244-3795



Returning Student — Provisional
(SGASTDN record is Active)

In the SAAADMS screen, if the admission type is RS (returning student)

File Edit Options Block Jtem Record Query Tools Help

EIYEIEEIRE

500427106 | —mn, Christopher 8. g hii o

| Application 11-0CT-2010 [ i

 [=Jeending prov
s
.
T
N

Returning Student — Provisional-SGASTDN RECORD ACTIVE 1



Go to SHATERM
Course Level Codes by Person ----- 10
Look at the Academic Standing: SS (Special Student-Prov Accept)...do the following:

File Edit Options Block [tem Record Query Tools Help

B0 AAERE %99 B8 Q& BB ECI 4+ 1&1@1 .

H Term ° ATERM B A DR O DY s e e e F

s00427106 [ |Aaron, Christopher B,

srichnn

Returning Student — Provisional-SGASTDN RECORD ACTIVE 2



Go to SGASTDN
Look to see if the Student Status is AS= active

Wie CurrentAotive Curricula

Go to SAAADMS
Admission Type: RS (Returning Student)
Student Type: P (Returning Student)

NOTE: Be sure to if college work is available, Enter the College Credits in SHATAEQ

File Edit Qptions Block [tem Record Query Tools Wep
(@20 AEEE %9 BE8X QI A RRI &I+ 16810

ation

Soosrios [ pon, chomamers.
PSSR cCurricula | Fees, Mail Submission, Withdrawal Data | Checklist | Sources, Interests, Comments | Contacts, Cohorts, Attributes

+ pendn rovsin
e

Returning Student — Provisional-SGASTDN RECORD ACTIVE 3



Click on Contacts, Cohorts, Attributes

File Edit Options Block Item Record Query Tools Help

(@o20 0B8R %% @@i@f@,l@@w_|—¢ri@|@1_f

"7k Admissions Application g

J ) BLYiuy durrent/aetlid Clrredly

27-SEP-2011

04-NOV-2010
04-NOV-2010

In the Attribute space enter RETR (Returning Student)
Arrow down to move to the next Attribute space enter SPEC (Special Student)

Returning Student — Provisional-SGASTDN RECORD ACTIVE

4

4



Still in SAAADMS, Click on Checklist
Admission Request enter 0065 (clearance from Acad Affairs)
Iltem Description enter readmission hearing

Adrmissions Apphcatior

r Fees, Mall Submission, Withdrawal Data JREIEAEE Sources, Interests, Comments | Contacts, Cohorts, Attributes

mz-
o

Click on Source, Interest, Comments
Write comments: (see example below)

AUM Web Application

m
-
=

02/04/1 4 last academic standing not admit SGASTDN record active.. sent letter RE: readmission committee (Tangie)

NOTE: Send the not admit letter/form

Returning Student — Provisional-SGASTDN RECORD ACTIVE 5
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AUBURN

MONTGOMERY

December 19, 2017

S0006xxxxx

Jane Dow

383 McLemore Road
Montgomery, AL 36111

Dear Jane,

We recently received your online application as a returning student to Auburn University at
Montgomery for the fall 2016 term. We have reviewed your academic standing for AUM and
you are not eligible to return for the spring term.

If you desire to return to Auburn University at Montgomery to continue your education at a
later date, you must attend another regionally accredited college of your choice and complete
at least 24 hours of college level credit with an overall grade-point average of 2.0 or higher.
Your transfer classes must include an English Composition | and Il and college level math. Once
you complete the minimum requirements indicated, you will be required to submit a transfer
student application which is available online at www.aum.edu.

If you have any questions about your admission status or the requirements for returning to
AUM, please contact me directly at 334-244-3780.

Sincerely,

Sowrs Cond

Sameer Pande
Associate Provost
Enrollment Management and Student Success

AUBURN UNIVERSITY AT MONTGOMERY
Office of Admissions and Recruitment

P.O. Box 244023, Montgomery, AL 36124-4023 ; Telecphone:334-244-3615, Fax:334-244-3795
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AUBURN

MONTGOMERY

December 19, 2017

S0006xxxxx

Jane Dow

383 McLemore Road
Montgomery, AL 36111

Dear Jane,

We recently received your online application as a returning student to Auburn University at
Montgomery for the fall 2016 term. We have reviewed your academic standing for AUM and
you are not eligible to return for the spring term.

If you desire to return to Auburn University at Montgomery to continue your education at a
later date, you must attend another regionally accredited college of your choice and complete
at least 24 hours of college level credit with an overall grade-point average of 2.0 or higher.
Your transfer classes must include an English Composition I and Il and college level math. Once
you complete the minimum requirements indicated, you will be required to submit a transfer
student application which is available online at www.aum.edu.

If you have any questions about your admission status or the requirements for returning to
AUM, please contact me directly at 334-244-3780.

Sincerely,

Jorers o

Sameer Pande
Associate Provost
Enrollment Management and Student Success

AUBURN UNIVERSITY AT MONTGOMERY
Office of Admissions and Recruitment

P.O. Box 244023, Montgomery, AL 36124-4023 ; Telephone:334-244-3615, Fax:334-244-3795
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AUBURN

MONTGOMERY

December 19, 2017

SO0001xxxx

Jane Dow

7400 East Drive
Montgomery, AL 36117

Dear Jane,

We recently received your application to attend Auburn University at Montgomery for the spring 2018
semester. Due to your current academic standing, you will be required to take additional steps to be
considered for readmission.

Steps to take for readmission:
1. Write a letter to the attention of Dr. Joy L. Clark and explain why AUM should consider
readmitting you. Explain what has occurred in your life that would make you more successful at AUM.

2. Complete and submit the enclosed Readmission Request Form along with your letter.

3. Once Dr. Clark has received your letter, you will get an acknowledgment of receipt and you
will be asked to attend a readmission hearing.

a. You will be contacted when hearings are set.
b. The hearings are set to last about 15 minutes.
C. There will be representatives from different departments of the University.

Please send your letter to the below address:
Dr. Joy L. Clark

Associate Provost

Provosts Office

Auburn University at Montgomery

P.0O. Box 244023

Montgomery, AL 36124-4023

If you have any questions about this process, please feel free to contact the Provosts Office. The person to
speak with is Ms. Lin Young at 334-244-3960.

Sincerely,

Jorers o

Sameer Pande
Associate Provost
Enrollment Management and Student Success

Enclosure

AUBURN UNIVERSITY AT MONTGOMERY

Office of Admissions and Recruitment

P.O. Box 244023, Montgomery, AL 36124-4023 ; Telephone:334-244-3615, Fax:334-244-3795



Logon to Banner with your username and password

Logon

Username:

Fassword:

Catabase;

(Qnr'me::t ‘ Cancel J

This brings you to the General Menu GUAGMU
1 - On the Go to blank enter SAAADMS (press ENTER on your computer keyboard)

rmber 11, 2017

Products:

Banner Broadcast Messages

1|Page
Returning Student — SGASTDN record — Inactive



2 - Enter the applicants’ student ID number

3 - Click Next Block

4 - This should bring you to the Application tab (if not click on the Application tab)
5 - Click the black X

5 A cfris = Applicat] T PIROIE egeieieiefeseleleieleleleialalelelsalelelalalelelalelelelalelelelelelelelalalellalelellaleleia, Jolelelelelelelelelelelalelalalalelelalelelelalelelelelelelelas felels]

BOE BAaEBE % M & RBE ¢ & H1@01X

Application |

[ |
b [=]

us-MAY-zm 2 =
DB—MAY—2D1 2
v

This takes you back to the General Menu GUAGMU
6 — On the Go to blank enter SHATERM (press ENTER on your computer keyboard)

"8 General Menu Gl | 3.64 (FR 0 cember 11, 2017 - Last login Mon ember 11, 2017 11

elcome, TTAYLORY. Products:

2|Page
Returning Student — SGASTDN record — Inactive



7 — The applicants’ student ID number and name should appear on this line (if not enter the
applicant’s ID number)

8 — Course Level Codes by Person should be 10
9 — Academic Standing should be one of the following: NA (not admit), SS (special student-prov

accept), NP (not admitted-Prelude), or PR (prelude program student)
10 — Click the black X

Eile Edit Options Block |tem Becord Query Tools Help

D D D BT Y R
BED T T BT T

This takes you back to the General Menu GUAGMU
10 — On the Go to blank enter SGASTDN (press ENTER on your computer keyboard)

cember 11, 2017 1

Products:

3|Page
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11 —The applicants’ student ID number and name should appear on this line (if not enter the
applicant’s ID number)

12 —Click Next Block

13 - Student Status should be one of the following: NA (not admit), SS (special student-prov
accept), NP (not admitted-Prelude), or PR (prelude program student)

14 — Student Type should be: IS Inactive

15 — Click on the black X

File Edit Options Block ltem Beco Tools Help

SDDD24?29 Curry, Denise R.

Learner | || STy FEth) || ||

201003 999999

This takes you back to the General Menu GUAGMU
16 — On the Go to blank enter SAAADMS (press ENTER on your computer keyboard)

"8 General Menu Gl | 2. (PR - ho i ember 11, 2017 11

Products:

4|Page
Returning Student — SGASTDN record — Inactive



17 - On the Admission Request tab, enter 0075 (Additional Information)
18 — Received date (use current date)
19 — Item Description: see comments section

Eile Edit Options Elock Itern Becord Query Tools Help

l@@..IE@@ HIEI&R

Faes, Mail Submission, Withdrawal Date [[[SIuadl

|- College Transcript 1 1 0-MAR-2010 001 736 Jacksunvnle St Univ-A

UUM 31 -MAY-2007 | Test Date 01-FEB-2007
0015 2? JUMN-2007 01 1910 Sldney Lanier High Schaoal

[V

5|Page
Returning Student — SGASTDN record — Inactive



20 — Click on the Sources, Interests, and Comments tab

21 - Originator: enter ADMS, then tab enter current date and your comments regarding the
applicant.

NOTE: Once you begin typing comments, you can double click on the pencil below
expand comment section and finish typing your comments.

22 — Click Save

(BB AEAEE 4% 268 QO & BR ¢ 1211 01X

cation

s S omomen . m
Application Fees, Mail Submission, Withdrawal Data = Checklist

/8112 - Student applied as a returning student and her academic =
standing was a not admit her last term aof attendance. Checked
[ SGASTDON and student was not active and she hadn't completed
her provisional contract. 5o therefore, she will receive a letter
infarming that she must attend another regionally accredited school
and take English Comp | and I, and college level math with 2 2.0 or
higher GPA. If she applies in the future, she will apply as a transfer
student and admissions processing will reviews before final decision
is made. V3SC

MAY-2012

__ling. Please see special denial letter in Xtender as it relates to "MA" reuturning student

-

( [o]:4 ”QanceIJ (gearchJ

6|Page
Returning Student — SGASTDN record — Inactive



TRANSFER EVALUATION PROCESS

Logon to Banner with your username and password
Click on Connect

Logon

Lsername: ||

Fassword: |

Database: |

(Qunnect | Cancel J

This brings you to the General Menu GUAGMU
On the Go to blank enter TREVAL (press ENTER on your computer keyboard)

{ay, December 11, 2017 - Last login Monday, December 11, 2017 10

TTAYLOR?Y. Products:

Quick flow begins with SAAADMS
Note: Make sure the admission type and student type correspond with each other

Click the black X

ﬂl@d@@@lﬁﬁ?[@

I & EEEIE£H@ 01X

CQluick

SDD135985 Earnes, Chaundra |-_] f Clrreniffeiive Curric
lan Fees, Mall Submissian, Withdrawal Data | Checklist = Sources, Interests, Comments | Contacts, Coharts, Attributes

_ SD—NOV—Zm 7

42 Senior College Transfer I |
D Transfer ‘ 07-DEC-2017
= g

Transfer Evaluation Process 1| Page



Trenholm State Technical College
(now has regional accreditation)

AUM accept coursework from Trenholm beginning
Next screen is SOAPCOL spring 2014 semester forward.

Click Next Block
Enter the TRANSCRIPT REVIEWED DATE: enter the date that you are reviewing the transcript
0 If you are articulating multiple transcripts for the same person you can go ahead and enter the
TRANSCRIPT REVIEWED DATE for all the transcripts that you will be articulating.
0 If you have multiple transcripts, you can use the v on your computer keyboard to go to the
next transcript that needs a review date.
0 Each admissions request for the college(s) that have been received cannot have the same
request number
0 example: 001006 Alabama State University; admissions request 0002 — College
Transcript 1
0 example:001933 Lawson State cc; admissions request 0003 — College Transcript 2

NOTE: Must have official transcripts from each college or university that the applicant has attended.

Click Save
Next Block
Below DEGREE DETAILS enter the following:
O DEGREE: enter 000000 (No degree designated)
O DEGREE DATE: enter the degree date
O ATTENDED FROM: enter the start/term date from the transcript (if no start/term date, enter
AUM start/term date for the semester in question)
O ATTENDED TO: enter end/term date from the transcript (if no end/term date, enter AUM
end/term date)
NOTE: If you have multiple transcripts, you will need to repeat the steps that are shaded in gray.
0 If you have multiple transcripts, you can use the v on your computer keyboard to go to the
next transcript that needs a review date.

Click Save
Click the black X

Next screen is SHATRNS

Transfer Institution Number: will be 1, 2, etc. as it pertains to the first or second transcript being
entered.

(ex: if you are working on a transcript from Alabama State that transfer institution number will be 1)
(ex: the next transcript you’re working on is Miles College that transfer institution number will be 2)

From an admissions standpoint, all ATTENDANCE PERIOD NUMBER is always 1

Click Next Block
Below TRANSFER INSTITUTION enter the following:
0 INSTITUTION: enter the institution number of the college (from the college transcript that you
are working on)
O TRANSCRIPT RECEIPT DATE: enter the date on the transcript
O OFFICIAL: check if the transcript is official

Transfer Evaluation Process 2 |Page



Below TRANSFER INSTITUTION enter the following:
O ATTENDANCE PERIOD: enter the attendance period according to the transcript
(example: transcript may have Fall 2009 — Spring 2010; in banner enter FA09-SP10)

Press the TAB key on computer keyboard this takes you to the
EFFECTIVE TERM: this is the term of entry

(example: applicant wants to attend Fall 2010, in banner enter 201101)
Press the TAB key—this takes you to

APPLY TO LEVEL: enter 10 (undergraduate)

Save

Click black X

SHATAEQ is the next screen
Next Block
Generally, the INSTITUTION is populated in the space, if not click thev on VIEW STUDENT
INSTITUTIONS (SHQTRIT)
SELECT the Institution that you need to process
ATTENDANCE PERIOD: 1
TERM: Term of entry (ex: 201101---semester/term applicant is coming to AUM)
NOTE: if the school is on the quarter system, you must put 888888 in the TERM section of SHATAEQ, so
the form will show the quarter hours
LEVEL: 10 (undergraduate)
Tab to SUBJECT (subject is the class attempted (ex: BIO for biology).
NOTE: Type exactly as indicated on transcript
Tab to Course: enter course #
Tab to CREDIT HOURS: usually auto-populates, but if it does not or is incorrect, type in the correct hours
attempted (ex: 2)
Tab to GRADE: type the grade received for the class
Tab to TITLE: the title usually auto-populates, but if it does not or is incorrect, type in the title of the
class as found on the transcript
Tab to ARTICULATE IND: Type A (for articulate) then TAB again
0 If there is an AUM equivalent, the equivalencies will auto-populate. If there is not an AUM
equivalent,
0 Type O (for override) then TAB again
SUBJECT: type PEND
COURSE: 1000 then TAB again
CREDIT HOURS: enter the credit hours from the transcript, then TAB again
GRADE: enter the grade that is on the transcript, then TAB again
MODE: N, then TAB over to TITLE (Pending Articulation should auto-populate)
=  Enter the SUBJECT AND COURSE from the transcript
(Ex: Pending Articulation BIO 1100)

O O 0O 0O O

Transfer Evaluation Process 3 |Page



NOTE: If there is a NURSING class that does not ARTICULATE, follow steps below:
0 Type O (for override) then TAB again
SUBJECT: type GENL
COURSE: 0000 then TAB again
CREDIT HOURS: enter the credit hours from the transcript, then TAB again
GRADE: enter the grade that is on the transcript, then TAB again
MODE: N, then TAB over to TITLE (General Elective should auto-populate)
=  Enter the SUBJECT AND COURSE from the transcript
(Ex: General Elective NURS 1100)

©O O 0 0O

PAaterral Child Health GENL I°°"° I g_onol BIN Ima] -Iwann) -Ir loenml Elective NURS 203

Arrow down ONCE this will take you to the next line to input another class; repeat until all classes have
been entered. Classes IN PROGRESS do not need to be input.

What NOT to include in the articulation:
0 Remedial english: usually indicated by 0 in front of the course number (ex: 0100) or by the title
(ex: developmental english, remedial english, etc.)
0 Technical classes (ex: masonry, keyboarding, welding, etc.) usually these will be self-explanatory,
and if the school has only has a technical accreditation (no regional accreditation, the credits
do not need to be input anyway because they will not be used for admission evaluation).
0 Any grades of “F” (effective fall 2017)
0 Any grades of “D” in English | and English Il
NOTE: Southern Union and LB Wallace State JC are regionally accredited, but have technical classes as
well.
e Each applicant that has a failure in math or english will be assigned an attribute to track for retention
purposes.

Example: Articulate with AUM equivalent auto-populate

™ @ Successiul B Hane) | (More) Frilples of Balogy |

] Successful 1 RN G (Mane) = i [Mone) (Principles of Bealogy Lab
e " ¢ English Composition | Succissful 010 2000 c B B isane) = 8 [Mong} =&y [BEnglien Compasttion |

[} 3 English Camguosition I Successiul 1020 a.00n B fmoney =l ongy Englien Compastion I

L] A American Literatune | Successiul 2670 3000 AR rane) = & [Nonej Survey of Amencan Lit)

= A amencan Literatuse || Successful 2680 000 ANl iNane) = 8 [Noney =8 WSurvey of Amencan Litl

(] 8 Overrics Edit 1000 2,000 Bl |y Tl v BPmting Arbeutaion WTH 01

[ ] G Successful 0700 oon clu | o) = Nonesy Esmantary Algitea

- [ ra || Successiul oAOD 0o =1 TR [T = ouney =8 Entereecian Algetra

™ B Succassful 1120 2,000 BEN  fNone) = § MHone} Precaiculss Algabia

= (= Succassiul 2110 2,000 =2 U [0 = | Mone) Beneral Intro. Psyebalogy

L] ~ Successiul 28090 anon AR § None) = § Mone) Husnin Qigwth & Devalogenint

L A ntro to Sociolagy Successful 'znon 2,000 AN (ane) -L{Nnm =8 Wniresuction to Sociiogy

= [} Fund/Oral Carnm Succasstul Iww 2,000 gl one) oy =iy Bniro 1o Human Commurication

- & heatre Appreciation Successful EA lau.w 2,000 AN Hone) = § (Mone} b Thestre Appracisban

N 8 - Hleene [foooo 6,000 BN || mianey <lMoney - v [iGaneral Esctie NURS 203
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102

|\ T -

Override Edit

|.ﬂ F'endmg Articulation CH 101

2.000 Override Edit N ﬂ F’endmg Articulation CH 102

ECED
E Cm o

Successful

|.ﬂ Genera\ Chemistry |

Owertide Edit ‘l Pemmng Articulation EH 101

EEE m ey

EESSBE

Click SAVE
OPTIONS
EQUIVALENT ROLL INFO

hd

con O » @ G| | sanner prod

Crverride Edit

|‘I F'endmg Articulation Bl 101

File Edit View Favorites Tools

Help
i W] Suopestd ies » [ soogesed sies ) Aros

e ot BN lock R Becord Query Lo Lielp
(@ 0 | Iransfer Creat Articulation

Besize Transfer Windew
Besize Equivalent Windaw
Perform Articulation
[Berform Linarticulation
Transfer Aticulation Attributes [SHATRTA)
Load EDUXML Transcript

SR H L@ L1X

Fanding Aiculation CH 101

Fending Amculation CH 102

Senoral Chmistry |

Pending Articutstion EH 101

This takes you to SHATAEQ (transfer articulation evaluation)

Below EQUIVALENT ROLL
0 From the drop-box at

the bottom named HISTORY INDICATOR: select ROLL TO HISTORY, then

SAVE (another window will pop up saying GPA CALCULATION COMPLETED — Click OK - EXIT

lall to HATAE!

‘ 57.000
‘ 46.000

‘ 46.000

‘ 87.00

D Aubum University

| 41.016
| 33.012
| 33012

| B2.69
T
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Next screen is SHATERM: (make sure COURSE LEVEL CODES BY PERSON is 10) - this will give you the
cumulative GPA hours and GPA.
0 Transfer students must have at least 24 GPA hours of college level credit at a regionally
accredited institution with at least a 2.00 GPA.
0 If the transfer requirements are met, the student will be assigned an application
decision of 25 (institution acceptance)
0 If the transfer requirements are not met, the student will be assigned an application
decision of DN (denied)
0 If the student has fewer than 24 credit hours, they will need to meet the minimum
admission requirements for entering freshman. There STUDENT TYPE will be
FRESHMAN TRANSFER
Click the black X

Example
SHATERM screen
Transfer requirements are met
(at least 24 GPA hours and 2.0 GPA)

T L ] e D
T T LD D BT
Next screen is SAADCRV (Admissions Decision)

Click the black X
This takes you to SAAADMS

NOTE: This is where | make my Application Decision
Be sure all information is correct (ex: admission type and student type)

File Edit Block Itern Record GQuery Tools Help
& 0 | Admissions Application Detail

LEPNEE All Learner Curricula ke Flowy: AL To i €N
Email Addresses [GOAEMAL]
Curriculum

Weh Credit Card Payment Information

Prospect Information Surmmary [SRASURI

Additional Information

ithdravval Informa

Plans

14-DEC-ZU1? =

Carmmun

Administrator Assignments

Mail Submission

Sources, Outside Interests and Comments
Application Questions and Answers [SAAGUAN]

Transfer Evaluation Process 6 |Page



DECISION DATA section
Decision Code (where you will assign an application decision)

0 If the transfer requirements are met, the student will be assigned an application
decision of 25 (institution acceptance)

0 If the transfer requirements are not met, the student will be assigned an application
decision of DN (denied)

0 If the student has fewer than 24 credit hours, they will need to meet the minimum
admission requirements for entering freshman. There STUDENT TYPE will be
FRESHMAN TRANSFER

Click SAVE

-
UB*DEC*ZU‘\ 7

[

Click SAVE

Click the black X

This take you to SAAADMS, if there was any in-progress work on the transcript, be sure to change the
“D” (application status) to “F” (pending final)

Transfer Evaluation Process 7 |Page



HOW TO ADMIT A TRANSIENT

= Complete the online transient application

=  Provide AUM with one of the following:
0 High School Transcript (can be unofficial) & ACT Score
0 Proof of admission to a post-secondary institution
0 College Transcript (can be unofficial)
0 Transient authorization form from your current college or university

= Once the Office of Admissions Processing receives the appropriate documents, we will
check BANNER to see if the student has applied and assign a decision code.

How to Admit a Transient 1



1. Go to SAAADMS
2. Enter the student ID #
3. Click next block

File Edit Options Block Item Bzguery Tools Help

(BYE AEAEBR 99 BEE Q& EB®RIC (@@ | X

ID: |500113060 F|Geiger, Soren A, Term: [T

Fees, Mail Submission, Withdrawal Data  Checklist  Sources, Interests, Comments Contacts, Cohorts, Attri

BSum mer 2011 Application Number: ,_2 Application Preference: ,_ Application Da
Admission Type: EBTransiemt Application Status: EBDeciS\on Made
Student Type: |R—E|Tran5|ent Application Status Date: 16-FEB-2011 @
Residence: |A—E|In State/Res Fees Maintained By: ESYSTEM
Site: ’—B Application Decision: Elnstltutlon Accept:
Full or Part Time: Full Time Part Time *® MNone Application Decision Date: 16-FEB-2011
Qutstanding Requirements: Maintained By: WUSER

Curricula Summary - Primary
Priority Term Program Catalog Level Campus College
1 201103 Unclassified Student 201103 Undergraduate (Seme:  AUM Campus No College Designated

Field of Study Summary

Priority Term Type Field of Study Department Attach
1 201103 Major Transient Undedlared School

=

4. Go to the Checklist (AUM must have one of the following):

High School Transcript (can be unofficial) & ACT Score

Proof of admission to a post-secondary institution

College Transcript (can be unofficial)

Transient authorization form from your current college or university

O O 0O

5. Enter the appropriate Admission Request Code if,
0 0111 (Transient Permission Form)

0029 unofficial (initial) college transcript

0002 official college transcript

0001 initial high school transcript

0015 final high school transcript

0014 test scores

0075 Additional information....Item Description enter Proof of admission to a post-
secondary institution

©O O 0O o o oo

How to Admit a Transient 2



6. Enter the received date.

500113060 Geiger, Soren A,

Ch

7. Go to the Application Tab

Y A | AUM Banner L [ IR |

File Edit Options Block Item Record Query Tools Help

BOEIEAEABE &P/ DS BB B @ X

L iiesw Curres chive Gurncila)

_llfFEBfQDll i)

—~FEB-2011

How to Admit a Transient 3



8. Click Options
9. Click on Assign Decisions to Application (SAADCRV)

4 AUM Banner - Winde

-~
Q 9 @ | https://inb.aum.edu/forms/frmserviet?config=PROD
e —

_File Edit View Favorites Tools Help

¢ Favorites | @ AUM Banner

File Edit Block Item Record GQuery Tools Help
B 0 [ Admissions Application Detail EEE & @] ¢

All Learner Curricula
Email Addresses [GOAEMAL]
Curriculum

ID:

Term: F
Prospect Information Summary [SRASUMI]

Additional Inforrmation list  Sources, Interests, Comments Contacts, Cohorts, Attributes
m—fithdraveal Information

App Assign Decisions to Application [SAADCRY]
Entry Commurication Plans nber: ,_2 Application Preference: ’_ Application Date: |11-FEB-2011 @

Administrator Assignments

Mail Submission
Admi Sources, Outside Interests and Comments Application Status: IFBDecision Made
Studs pnplication Questions and Answers [SAAGQUAN] Application Status Date: 16-FER-2011 @
Resic Student Mail [SUAMAIL] Es Maintained By: IESYSTEM
Site; Bio/Demo Information [SPAPERS] Application Decision: ,?Inst\tutlon Acceptance
Full ¢ Berson Comment [SPACNMINT] Time *®None Application Decision Date: ,m
Student Holds [S0AROLD] L.
Gz Prospect Information Detail [SRARECR] izt (2 |U—USER
Test Information [SOATEST]
m— High School Information [SOAHSCH]
CUl prior College Information [SOAPCOL]
Prit Guardian Information [SOAFOLK] | Level Campus College Degree
1 Citizenship and Visa Information [GOAINTL] Undergraduate [(Semes  AUM Campus Mo College Designated  No degree designate

How to Admit a Transient 4



10. Decision Code: Enter 25 (Institution Acceptance)

File Edit Options Block Item Record Query Tools Help

EEER W E I

(] N 40,1

1D: |SDDllEDE\D F|Gelqen Soren A,

Term: 201103 FSummer2011

High School Review Prior College and Degree Review Test Score Rewview

Application Summary Application ’1_ o ’1— @@
Application Date: 11-FER-2011

| Qutstanding Requirements

Residence: FEI In State/Res Fees Full or Part Time: :\

Entry Term: 201103 BDecision: EE Institution AccepteStatus: EB Decision Made
Application Number: 2 Admission Tvpe:’FB Transient Session: TB
Application Preference: Student Type: ’R_B Transient

Priority  Program Level College Campus Degree Catalog Term . Field of Study =

’1_ NONDEG ,? E ’c— 000000 201103 5 Type:|MAJOR Code: TR Department: oooo

Application Decision Letter Decision Calculator Rating Review

Decision Data

Decision Significant Institution  Applicant Institution Inactive Maintained Decision
Code Description Decision  Acceptance Acceptance Rejection Application by Date User ID
Institution Acceptance v I v L W ‘USER ‘lﬁ—FEB-EDll ‘TTA‘(’LOR?
= m = u n [ \ \

11. Click the X twice to exit

NOTE: Transient has an attribute of TRAN

How to Admit a Transient 5




12. Go to SGASTDN
13. Enter Term Code (example: 201201)
14. Next Block

Eile Edit Options Block Itemn Record Query Tools Help

BB AEEE %o PR & &I REE & @& @1 X
e ent S 1

ID: ‘500113060 F‘Gmger, Soren A, Student Summary |+ Term: [+

Curricula Activities Weteran Comments  Academic and Graduation Status, Dual Degree  Miscellanecus

General Learner

MNew Term: 201103 EISurﬂ mer 2011 From Term: |201103 To Term: (201201

|+

Student Status: ,EEI Active
Student Type: |R—B Transient Additional Information

Residence: |A—B In Stats/Res Fees Site: I—E

Fee Assessment Rate: B Session! |—B

Class: ,F Freshrman Block: EI

Student Centric Cycle: B Citizenship: ,\’7 Citizen =

Full or Part Time: Full Time Part Time * None
Curricula Summary - Primary Student Type: Rate:
Priority Term Program Catalog Level Campus College Degree
1 201103 LUnclassified Student |z01102 LUndergraduate (Semes AUM Campus Mo College Designated Mo degree designate

End: Outcome Key: Admission Type: Transient Admission: |201103 Matriculation: -

Field of Study Summary
Priority Term Type Field of Study Department Attached to Major E

1 201103 Major Transient Undeclared School =~

15. Click on Record

16. Duplicate

17. Transient applications are active for one term only (example: if they apply for summer
2011...their record will become inactive Fall 12)

How to Admit a Transient 6



If the student applied for summer 2011
The New Term will be Fall 12 (201201)

18. Student Status will be Inactive (IS)
19. Save

File Edit Options Block Item Query Tools Help
| Bbrevious P I SIBEIGIE1&1@] [ X
Mext ) i
Scroll Up
ID:  so0113060 | * Geger SO0 POMT Student Summary [+ Term: [= [ WiewiGirment/Active Gurricula
Clear
Remove
M Insert Activities “eteran Comments  Academic and Graduation Status, Dual Degree  Miscellaneous
General Learner Lock
New Term: EIFaH 2011 From Term: (201201 To Term: |999999 =
Student Status: 1S [T Inactive
Student Type: EB TrEmeEnG Additional Information
Residence: ’?B In State/Res Fees Site: 3 =
Fee Assessment Rate: B Session: TB
Class: 01 Freshman Block: B
Student Centric Cycle: B Citizenship:  |v  Citizen =
Full or Part Time: ° Full Time * Part Time *® None
Cu.rr.icula Summary - Primary Student Type: Rate:
Priority Term Program Catalog Level Campus College Degree
1 201103 Unclassified Student 201103 Undergraduate (Seme: AUM Campus Mo College Designated Mo degree designate
End: Cutcome Key: Admission Type: Transient Admission: |201103 Matriculation: ~
Field of Study Summary
Priority Term Type Field of Study Department Attached to Major E
1 201103 Major Transient Undeclared School =

How to Admit a Transient 7




NOTE: Now you will need to assign an alternate pin number for the student for registration.

20. Go to SPAAPIN

File Edit Options Block Itern Record Query Tools Help
BoERAE SIS RBIEIEH@ X

SO0148563 Younker, Barr R.

21. Enter the Term that you are working with (example: summer is 201203)
22. Click Next Block

File Edit Options Block Item Record Query Tools Help

BOE RAEERE &E (D& EEIETHBI@ 01X

% Alternate Personal Identification Num

SO0148563 Younker, Barr R,

L
.
.
.
Q
Q
L
.

How to Admit a Transient 8



23. Term Code: Enter the term of entry (example 201801)
24. Process Name: Enter TREG
25. Alternate PIN : (see below)

Summer: 050505
Fall: 080808

Spring: 121212

S00148563 Younker, Barr R,

-
-
-
I
-

26. Save

How to Admit a Transient 9



FIRST ACADEMIC SUSPENSION-RETURNING STUDENT

Go to SAAADMS
Enter Student ID
Next Block

[ = R e | 1 e e = g i
5.7 (PR

SDD115956 Hardin, Tremayne

Application | | | | | | |

|. 21—AUG—2D1 7 5555_-

21—AUG—2D1? 5555_-

Go to SHATERM
Academic Standing: First Academic Suspension

First Academic Suspension 1



Go to SAAADMS

Click on Checklist

Admission Request enter 0045 (Clear Suspension/Expulsion)
Item Description: contact registrar’s office

0002 College Transcript 1 22 JUL-2014 DDD184 Alabama Southern CC

DDDS DS -ALG-2014 005626 Southern FPolytech State Univ
ooon4 28 JAN-2015 DD1 q08 Elryan College (Tn)
0014 2? -APR-2011 | Test Date 01-APR-2011

_— |- ﬂ

EIASELINE |

Once the suspension has been cleared, then the applicant can be assigned an application decision.

First Academic Suspension



i

AUBURN

MONTGOMERY

December 11, 2017

S0022xxxx

John Doe

4516 Sunset Drive
Montgomery, AL 36117

Dear John,

We recently received your application to attend Auburn University at Montgomery for the spring 2018
semester. Due to your current academic standing, you will be required to take additional steps to be
considered for readmission.

Steps to take for readmission:
1. Write a letter to the attention of Dr. Joy L. Clark and explain why AUM should consider
readmitting you. Explain what has occurred in your life that would make you more successful at AUM.

2. Complete and submit the enclosed Readmission Request Form along with your letter.

3. Once Dr. Clark has received your letter, you will get an acknowledgment of receipt and you
will be asked to attend a readmission hearing.

a. You will be contacted when hearings are set.
b. The hearings are set to last about 15 minutes.
G There will be representatives from different departments of the University.

Please send your letter to the below address:
Dr. Joy L. Clark

Associate Provost

Provosts Office

Auburn University at Montgomery

P.O. Box 244023

Montgomery, AL 36124-4023

If you have any questions about this process, please feel free to contact the Provosts Office. The person to
speak with is Ms. Lin Young at 334-244-3960.

Sincerely,

oot o

Sameer Pande
Associate Provost
Enrollment Management and Student Success

Enclosure

AUBURN UNIVERSITY AT MONTGOMERY
Office of Admissions and Recruitment

P.O. Box 244023, Montgomery, AL 36124-4023 ; Telephone:334-244-3615, Fax:334-244-3795



J‘Tl\ AUBURN

MONTGOMERY

Readmission Request

***Submit this form with a required one page letter of justification for
readmission.

***Deadline for submission:

for Fall Term--July 1
for Spring Term—November 1
for Summer Term—April 1

Submit form and letter to:

Dr. Joy L. Clark

Associate Provost

Provosts Office

Auburn University at Montgomery
P.0. Box 244023

Montgomery, AL 36124-4023

Last First Middle
Street City State Zip
Phone Email

Date of Birth Any Previous Names

Student number

Intended Major if readmitted (REQUIRED)

Signature Date

**For additional questions, please contact Lin Young at 334-244-3960.



Undergraduate Application Requirements:

1. Completed online application: www.aum.edu/apply

2. Official transcripts and related certificates
a. If not in English, transcripts must be translated by an official translation service.
3. Proof of English proficiency!
4. Copy of passport bio page
5. Proof of funds for study?
a. Accepted proof: bank statement/letter on official letterhead or scholarship letter on
official letterhead
b. If bank statement is from a sponsor, a Sponsor Letter/Affidavit of Support is also
required.

6. Supplemental International Student Information Form*

1. See Test Score Requirements and Exemptions.

2. The bank statement should show at least $28,125.00 available for undergraduates.
3. Template available through the OGI. (ATTACHED)
4. Form available through the OGI. (ATTACHED)


http://www.aum.edu/apply
http://www.aum.edu/admissions/international-students/future-students/test-score-requirements

Affidavit of Support

l, , herby certify that | am willing and able

(Print Name of Family Member/Sponsor)

to provide USD $ to meet the expenses incurred by

during the length of the student’s

(Print Applicant/Student Name)

academic study at Auburn University at Montgomery (AUM). My

relationship to the student is that of

(Print Relationship to Applicant/Student)

| have authorized the release of my supporting financial documents to verify
that the promised financial resources are available to me. | swear (affirm)
that | know and understand that the contents of this affidavit signed by me

and the statements are true and correct.

(Signature of Family Member/Sponsor) (Date)



Supplementa| Office Use Only:

International Student SID:
Information Form Received: /[
AUBURN Status:

MONTGOMER?Y

All accepted international applicants for admission into Auburn University at Montgomery are required to
complete this form. PLEASE CLEARLY PRINT OR TYPE ALL INFORMATION.

LEGAL NAME AS IT APPEARS ON YOUR PASSPORT
Family Name First Name Middle Name
COUNTRY OF BIRTH COUNTRY OF CITIZENSHIP NATIVE LANGUAGE
SEX: MALE FEMALE DATE OF BIRTH:  Month: Day: Year:
PRIMARY EMAIL ADDRESS SECONDARY EMAIL ADDRESS

1-20 MAILING ADDRESS
Street and Number

City State/Province ZIP/Postal Code

Country (If not U.S.) Telephone Number (including area/country code)

INTERNATIONAL MAILING ADDRESS (Required if I-20 mailing address is inside the U.S.)
Street and Number

City State/Province ZIP/Postal Code

Country (If not U.S.) Telephone Number (including area/country code)

Are you currently studying at another U.S. institution? SHIPPING PREFERENCE:
MUST SELECT ONE

Yes: No:

Express Mail (at your expense

Print school name: through eShipGlobal)

Regular Airmail (3-12 week delivery

If yes, are you studying on an F-1 student visa? Yes No time)
If yes, attach a copy of your current 1-20 certificate. If none selected, packet will be sent via
regular airmail.
| certify that the above information is true and correct.
Signature (Must be signed; no electronic signatures) Date
AUM Office of Global Initiatives Telephone: 334-244-3375 | global@aum.edu
PO Box 244024 www.aum.edu/admissions/international-student-admission
Montgomery, AL 36124-4023



mailto:global@aum.edu
http://www.aum.edu/admissions/international-student-admission

AUBURN UNIVERSITY MONTGOMERY SCHOOL TRANSFER
ELIGIBILITY FORM

PART I: TO BE COMPLETED BY THE STUDENT (please print)

Please complete and sign PART I of this form and give it to your International Student
Advisor/PDSO/DSO at your current school. Inform your Advisor/PDSO/DSO that PART II needs to be
completed and sent to the address listed on the reverse side. This form is necessary to complete your
transfer application to Auburn University Montgomery, and your SEVIS record must be released from
your previous school prior to issuing a new 1-20.

**PLEASE READ IMPORTANT INFORMATION ON THE REVERSE SIDE OF THIS FORM**
I authorize my International Student Advisor/PDSO/DSO at my current school to provide the information
below as part of my application for admission to Auburn University Montgomery (AUM):

Name:
Last (Family) Name First (Given) Name Country of Citizenship

Local U.S. Address:
Street/Apartment # City State Zip

Permanent Home Country Address:

Student’s Signature Expected Enrollment date at AUM

PART I I: TO BE COMPLETED BY AN INTERNATIONAL STUDENT ADVISOR/PDSO/DSO
Student’s Current Immigration Status: F-1 J-1 Other (specify)

1. Is this student currently enrolled at your institution? Yes *No
*If no, please give date of last attendance:

2. Has this student maintained legal status while enrolled at your institution? Yes *No
*If no, please explain:

3. Would this student be permitted to continue/return to your institution? Yes *No
*If no, please explain:

4. Was this student granted Practical or Academic Training while enrolled at your institution?
CPT OPT AT . If check one, please specify dates: From to

5. SEVIS # . Release Date: MM/DD/YY / /

Name/Title of School Official:
Name/Address of Institution:

Signature: Phone:( ) Fax:() Date:




F-1 STUDENTS:

If you are currently in F-1 status in the United States and wish to transfer to Auburn University
Montgomery, you MUST bring your new SEVIS 1-20 to the Auburn University Montgomery
International Student Advisor (ISA) in order to complete the transfer process. You may do this during the
required CHECK-IN/ORIENTATION the week prior to the beginning of classes.

Please note that you are not authorized by the U.S. Department of Homeland Security
to attend Auburn University Montgomery until you have completed this transfer process NO LATER
THAN 15 DAYS AFTER THE PROGRAM START DATE LISTED ON YOUR 1-20.

Please return this form to: Office of International Student Programs and Services
Auburn University Montgomery,

P.O. Box 244023

Montgomery, AL 36124-4023

Phone: 334-244-3758

Fax: 334-244-3795

E-mail: global@aum.edu



Graduate Application Requirements:

. Completed online application: www.aum.edu/apply

. Official transcripts and related certificates

a. If not in English, transcripts must be translated by an official translation service.

. Proof of English proficiency*

. Copy of passport bio page

. Proof of funds for study?

a. Accepted proof: bank statement/letter on official letterhead or scholarship letter on
official letterhead

b. If bank statement is from a sponsor, a Sponsor Letter/Affidavit of Support is also
required.

. Supplemental International Student Information Form*

. GRE/GMAT/MAT score®

a. Scores must be sent directly to AUM from the testing agency

1. See Test Score Requirements and Exemptions.

2. The bank statement should show at least $26,863.00 available for graduates.
3. Template available through the OGI. (ATTACHED)
4. Form available through the OGI. (ATTACHED)

5. Appropriate graduate entrance exam dependent on program of study.


http://www.aum.edu/apply
http://www.aum.edu/admissions/international-students/future-students/test-score-requirements
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