
 
Instructor Manual 

Error! No text of specified style in document. 
 

Page 1 
 

Application Transaction Management 

Constituent Staging 
 
In this topic we will examine applications coming from various campus systems (Jazzee, Slate, etc.) that are being 
held in staging and need to be reviewed.  We will review Constituent information, Application information and 
resolve an error. 

 
 

Step Action 
1. From the Main Menu, click the Student Admissions link.  

Note: Your menu choices will differ based on your access. 

 
2. Click the Constituent Staging link.   

 
 

Step Action 
3. Click the Constituent Staging link.   
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Step Action 
4. You can use different search criteria (e.g. date, status or name/ID).  For example, you may wish to 

see which files are in Error status, or you may want to search to see who was added today. 
 
In this example, we will search by Status. 
 
Click the Constituent Status drop-list. 

 

 
 

Step Action 
5. Select the status you would like to view.  For example, select the Loaded item. 
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Step Action 
6. Click the Search button.   

 
 

Step Action 
7. The results displayed will be determined by your security access. 

 
In this example, we want to examine the constituent data for an applicant named Alston. You can 
click anywhere on that display row to get into the record. 

8. On the Summary Information tab, we can see basic high level information, such as when the 
application loaded.  
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Step Action 
9. 

Click the Constituent Details tab to go to the next page.  

 
 

Step Action 
10. The Constituent Details page containsBio/Demo data, such as Name, Address, Phone and Email 

information. This can be edited as needed. 
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Step Action 
11. Click the Participation Details tab.     
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Step Action 
12. This page can be used to maintain Work Experience. This will be used primary by HAAS Business 

School. 

 
 

Step Action 
13. To see the history on an effective dated row, you can click the arrow key  to move back through 

the previous Work Experience.  



 
Instructor Manual 

Error! No text of specified style in document. 
 

Page 7 
 

 

 
 

Step Action 
14. 

Click the Additional Personal Info tab.   
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Step Action 
15. If you want to open up all the sections on this page at one time, click the Expand All button.  

.  (To close the sections on this page, click the Collapse All button.) 

 
 

Step Action 
16. Scroll back to the top of the page and click the Regional tab.   
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Step Action 
17. The Regional page contains Ethnicity information. 
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Step Action 
18. We have finished reviewing the Constituent information about the applicant.  

Click the Summary Information tab  to return to the first tab page.     

 

 
Applications Transactions 

Step Action 
19. Now we are ready to view the application for this person. Click the Admissions Application link.   

   
NOTE: You could also have gone directly to this page by going to Student 
Admissions>Application Transaction Management>Application Transactions 
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Step Action 
20. All of the application information will display on this page. Scroll down to view the entire page. 

 
 

Step Action 
21. Click the Education History link at the bottom of the page or click the Education History tab at 

the top of the page.    This page will show us previous schools and prior degrees.  
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Step Action 
22. To see more information in the External Degrees section you can either click on each tab page or 

click the Show all columns button.    Then scroll to the right to see all the information. 
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Step Action 
23. To revert to the previous view, click the Show tabs button.  
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Step Action 
24. Click on a tab to see the information.  For example, click the Field of Study tab.  

 
 

Step Action 
25. Click the Transcript tab.  
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Step Action 
26. Click the Audit tab.   This keeps track when this page was last updated and by whom. 
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Step Action 
27. Click the Additional Academic Info link at the bottom of the page or scroll up and click the  

 tab. This page will display test scores. 

 
 

Step Action 
28. Click the Constituent Staging link in the upper left corner.    

This will take us back to the Constituent Staging page we started on. 

 
 

Step Action 
29. Click the Run Search/Match/Post button.    
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Resolving an Error in Constituent Staging 
Step Action 
30. To view any applications that are in Error status, we will visit the Constituent Staging page again.  

 

 
 

Step Action 
31. Click the Constituent Status list. 
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Step Action 
32. Select the Error list item.    

 
 

Step Action 
33. Click the Search button.    
34. From the search results, click on an applicant that displays.  

 
 

Step Action 
35. In an applicant’s Summary Information page we will see some errors in the Constituent Errors field. 

In this example, we can see that this applicant has 2 errors on the record that need to be corrected.  
The system can not match an External Org (other school) and it has an invalid or missing birth state 
info. Both these errors need to be fixed. 
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Step Action 
36. Click the Constituent Details tab.     

 
 

Step Action 
37. Enter the desired information into the Birth Country field. Enter "USA".  
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Step Action 
38. Click the Save button at the bottom of the page. 

 We have resolved one of the errors, but we must now resolve the External Org ID issue. 

 
 

Step Action 
39. Click the Admissions Application link.   

This will take us to the Application information pages. 
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Step Action 
40. Click the Education History tab.  
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Step Action 
41. Click the Look up External Org ID icon.  

 
 

Step Action 
42. Enter the desired information into the Search Name field. If you’re not sure of how the name has 

been entered, you can use WildCard symbol %.  In this example, to search for College of William 
and Mary, we will enter "%william". 

 
 

Step Action 
43. Then to further narrow down our search, we will enter "VA"in the State field 
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Step Action 
44. Click the Look Up button.    

Any school in Virginia with William in the title will now display. 

 
 

Step Action 
45. Click the Coll William And Mary link.     

 
46. The associated External Org ID will fill into the appropriate field. 
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Step Action 
47. Click the Save button.     

 
 

Step Action 
48. Scroll to the top of the page and click the Application Data tab.   
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Step Action 
49. Click the Constituent Staging link.    
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Step Action 
50. The errors are resolved and the application is now Loaded. 

 
 


