9.2 Assigning and Generating SAP Status
Notifications to Students

Purpose: Use this document as a reference on how to assign and send SAP notifications to
students in ctcLink.

Audience: Financial Aid Staff.

Sending out SAP Status notifications to students is a two-step process:

1. Assigning SAP Status Notifications (Assigning the Event ID).
2. Generating SAP Status Notifications (Sending out the notification).

@© You must have at least one of these local college managed security roles:

« ZC CC 3Cs User
« 77 CC 3Cs User

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Assigning and Generating SAP Status Notifications to
Students

Assigning SAP Status Notifications to Students

Navigation: NavBar > Navigator > Campus Community > Communications > Run 3C
Engine

1. The Run 3C Engine Search Criteria page displays.

2. Enter the Run Control ID.

3. Select the Add button if adding this Run Control ID for the first time, or select the Search
button if using an existing Run Control ID.
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3C Engine

Find an Existing Value Add a New Value

Run Control ID IFIHEEEJ_SP.I VARN_MOTIF_KF
Add j—-’E

The Run 3C Engine page displays.

In the Process 3Cs group box, check the Population Selection checkbox.
In the Event Selection group box, enter the Academic Institution.

Enter the Administrative Function -- in this example, FINT is used.

No v A

¢  Recall that FINT is a Term-specific Administrative Function Group. When running
quarterly SAP notifications, FINT is used, rather than FINA (which is Aid Year-specific).

8. Enter the Event ID - in this example, the Event ID is for SAP Warning notices.

¢ Note that the Event ID will be different for Suspension or Probation notices, and this
process must be run quarterly for each specific Event ID notification (WARN, SUSP,
PROB, etc.)

9. In the Population Selection group box, select PS Query from the Selection Tool drop
down box.
10. In the Query Name field, select the Look Up Tool and select the corresponding query. In
this example, the query CTC_FA_SAP_STATUS_COMM_SELECT is used.
11. Select the Edit Prompts link.
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12. The Query Prompts pagelet displays.

13. Enter the Institution.

14. Enter the Term -- in this example, Summer 2020 (2205) is used.
15. Enter the Calc SAP (Status) - in this example, WARN is used.

16. Enter the Letter (Code) - in this example, the specific Letter Code for SAP Warning is used.
17. Select the OK button.

¢  If you do not know your letter code for your SAP statuses, look in the Event ID -- the
Letter Code is displayed in the Event ID.

For example, the SAP Warning Event ID for Tacoma Community College is
"FLG4AWARN". The SAP Warning Letter Code for Tacoma Community College is LG4.
*The Letter Code and Event ID will be different for WARN, SUSP, PROB, etc.

*Recall that your Institution's Event IDs and Letter codes are specific to your
institution, and will not be the same as the examples displayed in this QRG.
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Query Prompts

Institution

Term

18. The Run 3C Engine page displays.

19. Atthe Population Selection group box, select the Preview Selection Results link -- When
satisfied with the list of EMPLs in the results, select the Return button to return to the Run
3C Engine page.

20. Select the Manage Duplicate Assignment tab.

3C Engine: Paramasers I IIWMII‘IMWIM!
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Population Selection
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21.
22.

23.
24.

3C Engine

The Manage Duplicate Assignment tab displays.

In the Duplicate Communication Check group box, move the Variable Data drop-down
box to display "Match".

Move the Communication Status drop-down box to display "Completed".

Select the Run button.

¢ Defining the Manage Duplicate Assign variables will prevent the notice from being

sent more than once to the same student.

For example, if you sent out SAP Warning letters to a handful of students last week,
and today, you are notifying returning or late applicants of their SAP status, you do not

want them to receive the notification twice if they were already picked up in the last
run of notifications.

By defining the Variable Data and Communication Status as described above, doing

this prevents the system from duplicate-assigning a communication that has already
been assigned.

Run Confral I0 WAZZ0_SAP_WARN_NOTIF_KF Repot Manager  Process Maniio
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= Check Duplicate Communicalion Explain
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Duplicate Chackist Check

= Chack Dupheste Chachliat Expiain
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Checklist Stabas v Expiain
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25. The Process Scheduler Request page displays.
26. Select the OK button.

9.2 Assigning and Generating SAP Status Notifications to Students Page 5



Process Scheduler Request

User D CTC_KFORSBERG Run Control 1D WAZ20_SAP_WARN_NOTIF_KF

Server Name " Run Date (7/24/2020
Recurrence Run Time  10:53:13AM Reset to Current DatelTime
Time Zone Q

Process List

Select Description Process Name Process Type “Type ‘Format Distribution
kA 3C ENGINE ICENGINE Applicafion Engine Web e TXT - Distributicn

OK Cancal

27. The Run 3C Engine page displays.
28. Note your Process Instance number assigned to this process.
29. Select the Process Monitor link to track the Instance on the Process List page.

3G Enginie Paramneiers Mannge Duplicace Assigrimesnt
Run Contral 1D WAZ20_SAP_WARN_NOTIF_KF Repori Manager | Process Monilor R
* Procege Inslance 42607050
Duplicaie Communication Check
" Chechk, Duplicate Communicstion Esqdain
Additional Conditions to Prevent Duplicate Communication

Variabde Dats | Paadch

Explain
i inscation Status | Compleded Expilain
Duplicate Checkist Check
Check Diphcate Chachia Expilain
Addstspnal Condifions: to Prevent Duplicate Checkhst
Warishic Dt Esp
Checklial Stamnis w Expiain

Save Nudify idd Update/Display

30. The Process Monitor page displays.
31. Atthe Process List tab, you can select the Refresh button.
32. Ensure your process Run Status runs to Success, and the Distribution Status to Posted.
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Process List Server List

View Process Request For

Server v Mame Q Instance From Instance To
Run . Distribution Status « |k Save On Refresh
Status
Process List
HF Q 1-1 of 1 Wiew Al
Select Instance Seq Process Type Process User Run Date/Time Run Status Distribution Details
. Name Status
42697050 Application Engine JCENGINE CTC_KFORSBERG O7/24/2020 10:53:13AM POT Success Fosted Details
Go back to 3C Engina
Save ‘ Notify

33. Now that SAP Status notifications have been "Assigned" through 3C Engine, the

notifications must now be "Generated/Sent" to the student using Campus Community's
Communication Generation.

Generating SAP Notifications to Students

@© You must have at least one of these local college managed security roles:

« ZC CC 3Cs User
* ZD CC 3Cs User
« 77 CC 3Cs User

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Navigation: NavBar > Navigator > Campus Community > Communications >
Communication Generation

1. The Communication Generation search page displays.
2. Enter the desired Run Control ID.

3. Select Add if adding this Run Control for the first time, or Search if using an Existing Run
Control ID.

9.2 Assigning and Generating SAP Status Notifications to Students Page 7



Communication Generation

Find an Existing Value Add a New Value

Run Control ID | WA220_SAP_WARN_COMM_GEN_KF

[ e ]

4. The Communication Generation page displays.
5. In the ID Selection group box, select All Person IDs from the drop-down list.

Note that if you do not select All Person IDs, the process may not produce results.

A common user error is selecting the All IDs option, which includes staff at the college.
The intended recipients for SAP Status notification may not be selected if using the All
IDs versus the All Person IDs selection in the ID Selection list.

6. Atthe Letter Code Selection group box, enter in the specific Letter Code used in the
Assign SAP Status Notification step. In this example, LG4 is used, which is specific to Tacoma
Community College.

In the Communication Usage Method group box, change the Method selection to E-Mail.
8. Next, select the Process Parameters tab.
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Selection Parameters Emal Paramelers Checklist Paramelers

Rum Control 10 WAZZ0_SAR_WaRN_GOMM_GEN_KF Reporl Manager Frocess Monitor Fun
1D Selection
1D Sebeclion | 48 Person I0s.
* Ltter Code Selection
"Lother Cote |LoA | Financial tid Warming Stshus Admiristrative Function  FINT  Financisl A Term
]
Template Selection
Heport Name CTCRA_TC_LGA FA Warring Stabus View Report Oefition

Data Source I0 CTC_Fa_DATASCURCE_FINT

Template List

= 1262
Temgplate 10 Description Language Method Default Tempiate
CTCPA_TC_LEa 1 WARNINGETATUS Emad 100 Engish Eutal
CTCFA_TC_LG4 2 WARNINGETHTUS Printer TCC Emgish Lisfer

Mo Matching Tempdate Found
Refresh Enchosire List
®ne Detoult Template O Do Not Produce Communication

smmunication Language Usage Com

& Specrhed = Specified

 Pretermed Lacrpuage | Sraten . Cretermed .

9. The Process Parameters tab displays.

10. In the Usage Tables group box, define the Person Communication Usage to:

Address - FA Email and Postal Address
Address Name - FA Student Name
Salutation - FA Student Name

Extra Name - FA Student Name

Note that you have the option to use student's preferred name and preferred email.
The student must define their preferred name and preferred email in Student Center
for this information to be properly delivered to those defined parameters.

For instance, if the student never updates their preferred name, or preferred email,
they might never receive the email.

The best practice, is to use the parameter definitions outlined above, which derives
from the ISIR.

11. Next, in the Communication Processing Dates group box, define the Communication
Date Range selection with the desired dates. In the example in the image below, the date
range assumes one week -- that these notices are sent out weekly as new SAP statuses and
notifications are delivered to new or returning students, and/or late applicants.
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Process. || Email || Chackizt Paramaters

Hun Control i VEAZ20_SAP_WAFN_COMM_GEN_KF ReporManagar  Process Mesitar | Run
Usage Tables Communication Processing Dates
Person Communication Usage Communication Date Range Sedecton
Address. | FA Email and Postal Address w EI
“From Daie | 072W2020 S5
Address Mame | FA Shagent Name - - =
“Ta Dade | 07242020 ==
Salutmtion | F& Shadent Hame ~
Extra Mame: | FA Stadert Nama =
I Use Preferred Email Address Update Communication Generation Date With
O Communication Dae
® Syatam Date
Joint Salutation Usage CrUsar S piid Dt
Jnint Name

Upsdats Commumnication Compéeted Date With
C'Communication Date
® System Date

Org Recipient ~ CrUser Supplied Date

Org Communication Usage

Contact Mame

Output Settings

"Sori Opbon | Country, Postal -

L e Praview

[ Send to Printer
Send ta File
[ Create Lavelopes

[ Create Labets

€ Note in the Output Settings group box, in the Missing Critical Data grouping area,
the Complete Communication checkbox is selected by default. Once this process is
run, the Communication is marked "Completed" in the Communication
Management page.

Missing Critical Data
Produce Communication Complete Communication

i| Motify Add | Update/Display

12. Next, select the Email Parameters tab.
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Salection Parmebers Frocess PATAMERETS Emal Paramelers Chedkis! Paramelens

Rum Contral 1D WAZ20_SAP_IWARN_COMM_GEN_KF

Usage Tables

Person Communication Usage

Adress | FA Email and Fostal Address

Ackdress Hame | FA Shudent Name:
salutation | FA Shudent Name

Exira Mame | FA Stadenl Name:

L] tae Preferred Email Address

Joint Salutation Usage

Org Communication Usage
Org Recipient

Cantact Name

Ouipui Seitings
*Sort Opbon | Country, Pastal
O Cmilines Pravwiew
Send to Prmter

Send to File

Crente Frvelopes

Create Labels

Feporl Manages Process Manibor

Rl

Communication Processing Dates

Communication Date Range Selection

*From Date | 07202020 r;

“To Date | 072472020 e

Update Communication Generation Date With

2 Communication Date
® System Date
CiUser Supplied Date

Update Commumicatson Completed Date With

2 Communication Dtz
® System Date
D User Supplisd Date

13. The Email Parameters page displays.

14. Define the following:

* From -i.e., finaid@tacomacc.edu

+ Subject - i.e., Financial Aid | Satisfactory Academic Progress Notification

* Reply To - i.e, finaid@tacomacc.edu
+ Sender -i.e., finaid@tacomacc.edu
+ Bounce To -i.e., finaid@tacomacc.edu

¢ Note that the Checklist Parameters tab does not need to be defined; no Checklist is

assigned to the to SAP Notification Status process.

15. Select the Run button.
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Selection Parameters Process Parameters Emall Parameters

Run Control ID WAZ20_SAP_WARN_COMM_GEN_KF Report Manager

Email Parameters

From |finaid@tacomacc.edu

"Reguired if communication method usage = spefic emall or prefermed

Financial Aid | Satisfactory Academic Progress Nofification

Subject]
“Required if communication method usage is specific email of prafemed
Reply to |finaid@tacomacc.edu
Sender |finaid@tacomacc edu
Bounce to |finaid@tacomacc.edu
Importance Sensitivity

~ —

low normal
® normal . personal
P
" ) private
O high P

O company-confidential

16. The Process Scheduler Request page displays.
17. Select the OK button.

Process Scheduler Request

Checklist Parametars

Process Monitor

Add Updata/Display

UserID CTC KFORSBERG Run Contral ID  WA220 SAP WARMN COMM_GEN_KF
Server Name “ Run Date  (7/24/2020
Recurrence v Run Time  11232PM Reset to Current Date/Time
Time Zone Q
Process List
Select  Description Process Name Process Type “Type “Format Distribution
= SCC_COMMGEN SCC_COMMGEN Application Engine Web o TXT ~ Distribution
OK Cancal
18. The Email Parameters tab displays.
19. Note the Process Instance Number.
20. Select the Process Monitor link.
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Selection Parameters Process Parameters

Email Parameters

Checklist Parameters

Repart Manager

Procass Monitor

Run Control ID WA220_SAP_WARN_COMM_GEN_KF Run
* Process Instance 42687053
Email Parameters
From finaid@iacomacc.edu
Reguired f communication malhod ussge il or prefemes
Subject |Financial Aid | Satisfactory Academic Progress Netification
“Required if communication method w=age is spacific emaid or prefamed
Reply to  finaid@tacomacc edu
Sender  finaidf@tacomacc.edu
Bounce to | finaid@tacomace adu
Importance Sensitivity
Clow ® normal
® normal personal
O high O private
' company-confidential
Save Notity Add Update/Display

21.
22.

The Process Monitor page displays.

Success, and the Distribution Status runs to Posted.

23. Select the Details link.

Process List Sarver List

View Process Request For

User 1D | CTC_kForse &

Type Last w ] Days W
Server u Mame Q Instance From Instance To
Run ~ Distribution Status « | b 8ave On Refresh
Status

Process List

At the Process List page, you may select the Refresh button until the Run Status runs to

5 Q 1-20f2 + View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status I;Ti’:::':rution Details
42697053 Application Engine SCC_COMMGEN CTC_KFORSBERG 07/24/2020 1.06:14PM PDT Success Posted Details
42697050 Application Engine JCENGINE CTC_KFORSBERG O7r24/2020 10:53:13AM PDT sSuccess Fasted Jetails

Go back lo Communication Generalion

| Save Natify

24, The Process Detail page displays.
25. Select the Message Log link to view your results.
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Process Detail

Process
Instance
Name
Run Status
Run

Run Control ID
Location
Server

Recurrence

Date/Time

42697053
SCC_COMMGEN

Success

WAZ20_SAP_WARMN_COMM_GEN_KF

Server
PSUNX

Request Created On

Run Anytime After

Began Process At

Ended Process At

UK Cancel

26. The Message Log page displays.

Type Application Engine

Description SCC_COMMGEN

Distribution Status Posted

07/24/2020 1:12:22PM PDT
07/24/2020 106 14PM PDT
07/24/2020 1:12:27PM PDT
07242020 1:1542PM PDT

Update Process

Hold Request

Queue Request

Cancel Request
O Delete Request

Re-send Content

Restart Request

Actions
Parameter Transfer
Message Log WView Locks

Batch Timings
View LogTrace

¢ Inthe Message Log detail, note that 451 notifications were sent. Note also that 1
communication was not sent.

In the highlighted area, there is detail that defines the EMPL is "missing critical data".

To ensure this student receives future email communications from the Financial Aid
Office, check the ISIR to see if the student listed an email, and cross check it with the
Campus Community Bio Demo record to see if anything needs to be updated on the
ISIR, from where the data pulls.
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Message Log

Process
Instanes: 42697053 Type:  Agpication Enging
Hams:  SCC_COMMGEN Deschipfion:  SCC_COMMGEN
E QO 1430813
Zewerity Log Time  Message Texi
10 tarmen  CommiGen Slarted
i f1741ppe  Valsdaing Reeport Dedinition|s)
10 TizazFee  Wallaling Communications
10 1:1253py  Pemon Communication 10: 2044800 missieg criical daia
1:13:0&P%4  Humber of communication records nol processed: 1 *
1-13:04pp  Humber of communication records fo process: 451
10 TiznsEn  Gensdaling XML DElE Souries o Comimuricalion
L] LALIOPM  SERETRING Commmnicaiiger
1153580 | Mumber of communication records processed: 451
1:15:39@p | Humber of communication records marked as unsuccessid: 1
10 ga5agen  CommGen Finised
S Py
Tsdzen  Successhully posted generated files b e repord repositony

e |

27. End of procedure.
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