9.2 Create a New Checklist Item (Financial
Aid)

Purpose: Use this document as a reference for how to manage checklists in ctcLink.

Audience: FA Director.

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

ZC FA Local Configuration
ZD FA Local Configuration

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

You must also set the following SACR Security permissions:

+ (S 9.2 SACR Security: Basic Requirements for Staff
+ (CS9.2 SACR Security: 3Cs Group Security

Create a New Checklist Item

Checklist Item Table

Use the Checklist Item Table to define and manage items to make available for
checklists and to configure the Checklist Items that appear in Fluid Self Service.

Navigation: NavBar > Navigator > Set Up SACR > Common Definitions > Checklists >
Checklist Item Table

1. The Checklist Item Table search page displays.
2. Select the Add a New Value tab.
3. Enter the Checklist Item Code and select the Add button.

9.2 Create a New Checklist Item (Financial Aid) Page 1


https://ctclinkreferencecenter.ctclink.us/m/56084/l/561284-cs-9-2-sacr-security-basic-requirements-for-staff
https://ctclinkreferencecenter.ctclink.us/m/56084/l/1627038-cs-9-2-sacr-security-3cs-group-security

@ Note: Checklist item codes are institution specific.

Checklist Item Table

Find an Existing Value Add a Mew Value

Checklist hem Code CLECO00

Find an Existing Value | Add a New Value

4. The Checklist Item Table page displays.

5. In the Item Code Detail section - Populate the following fields:

Effective Date - date of checklist creation.

Status - select the appropriate status - usually “Active.”

Checklist Code Descr - full text description.

Short Description - short description.

Item Association - select the appropriate association or leave blank. The Item

Association that you select here is used on checklist management pages when you

assign checklists to IDs and for a number of automated processes.

f. Comments - comments for the checklist item. Note that this is a rich text field, so you
can format text and include external URLs or email links that are displayed on a Fluid
User Interface.

® QN T o

@ Note: Comments are viewable to students in the ‘to do’ list in Student Services Center.
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Checklist Iltem Table

Chacklive ltem Code CLE
tem Code Detail

Frsd | Wiiewe A s 4 1of1 P Last
=
"Effectve Date 01017108 n "SiaTuE Acteee
“Checklist Code Descr Emergency Gomact Cordemabior
Shert Descripion Emerg Cnle
ltem Association | Name
el R e e @ «~ Q% E@@ e Q
Marria - || Font || Sz - B I U &
EEEE 2 £ A- DO
Plegse provide mesing amangency contact information 1o complbe your studand record

6. Inthe Fluid Field Display section - Set up these optional fields for the Fluid User Interface.
a. Checkboxes - Select a checkbox to display the field on the Task Details page from
Person Checklist Item.

Fluid Field Display

Organization
[Ovariable Data
[ stams
L | Seatus Date
Flcentset Mame
(] contset Email
] Due Date

b. Action Button Label - Sets up a button in the Hold Details modal page to navigate to
another Fluid self-service page. The label value has a maximum of 30 characters in order
to avoid horizontal scrolling.
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Fluid Field Display

Onganizaticn
[variable Data
(] Seatus
[ Status Date
[ Contact Name

[=] contact Email

Due Date

ﬂ Action Button Label Add emergency Contact

“Menu Mame A
"Companent Hame '"L
‘Page Hame Q

i Save | ] Matity o Add | | UpdsieDisplay

pl Inchede History

F Correc History

7. Configure the Upload File Functionality for Fluid Application Status
a. Enter the Menu Name, Component name and Page Name to be used. - Start typing in

the field to select from the list of possible choices.

Fluid Field Display

Organization
I varisble Data
] Status
] Statws Date

= Contact Hame

: Manu MHamre Dewcription
E soc_payMENT PROCESSING Electronic Payment Processing
- PREFERENCES Fl Preferences
Action Button Label > o e

S0C_PROFILE |

L Profie Detals
ﬁ'“'m‘ Hame 5CC P Q
q'ﬁm panent Name Q
ﬁ “Page Name

) Save | ] Moty

4 fad | UpdateDispliy 31 Inchude Hestory

¢ Comect Hestary

8. Select the Save button to save your work.

Fluid Field Display

Orgamization
[variable Data
] searus
Dsuhll =} 1]
[+ contact Hame
[#] contaet Eman
Cwe Date

Action Butten Label Add Emergency Contact

“Menu Mame 500 PROFILE_FL 0, Frofile Detais
“Companent Mame SCC EMERG CHTCT FL Q, Emegency Coniacks
“Page Name SO0 EMERG CHTCT FL

|9, Ermengency Comtacts

& S 4| UpdmeDisplay El Inschude Hestony

¢ Comect Hestany
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Checklist ltem Functions Table

Use the Checklist Item Functions Table to associate Checklist Item(s) with
Administrative Function(s). This will make the Checklist Items available for
selection from the Item Code field on the Checklist Table page.

Navigation: NavBar > Navigator > Set Up SACR > Common Definitions > Checklists >

Checklist Item Functions Table

1. The Checklist Item Functions Table search page displays.

2. Enter the Administrative Function (FINA, FINT, GEN) you want to associate with your new

Checklist Item.
3. Select Search.

Checklist Item Functions Table

Enter any information you hawve and click Search. Leave fields blank far a list of all values
Find an Existing Value

Search Criteria

Administrative Function| begins with | FINS
Description| begins with  ~

[case Sensitive

Clear Basic Search & Save Search Criteria

4. The Checklist Item Functions Table page displays.

5. Scroll to the bottom of the page and select Add.
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Checklist Item Functions Table

Administrative Function FINA Financial Aid
Item List
*Hem Code Description
ESF000 Q_ Birth Certificate g
ESFO01 @ Checking/Saving/Asset Info =]
ESFO02 Q =
ESF003 O, Master Promissory Note =l
FIouag T Augegae cule-2uny ]
FTCO33 Q) Household Resources 2018-2019 =]
FTCO34 Q) Proof of Non-filing taxes 2018 =l
FTCIN Q, Proof Non-filing-Parents 2016 =]

[i] Save |[GM Return to Search =] Motify

6. Start typing in the Checklist Item Code field to select the new Checklist Item. Tab out of
the field to display the Description.

FTCO31 Q) Customn 2018-2019 =]
FTCO32 Q, Aggregate 2018-2019 =)
FTCO023 Q, Household Resources 2018-2019 =]
FTCO34 O Proof of Non-filing taxes 2016 =
Checklist Item Code Description 6 =
CLECO0 Emergency Contact Confirmation
CLECO| Q =

_ A |

7. Select Save to save your work.

FTC034 Q, Proof of Non-filing taxes 2016 =l
FTGINM @ Proof Non-filing-Parents 2016 =]
CLECO0 Q Emergency Contact Confirmation =

|a™ Return to Search =] Motify
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Checklist Table

Use the Checklist Table to create and manage Checklists.

Navigation: NavBar > Navigator > Set Up SACR > Common Definitions > Checklists >
Checklist Table

The Checklist Table search page displays.
Select Add a New Value.

The Checklist Table page displays.

Enter the Academic Institution.

Enter the new Checklist Code

Select Add.

ok wnN =

Checklist Table

Academic Institution WA171

Checkist Code FINAI

Find an Existing Value | Add a New Value

7. In the Detail section of the Checklist Table page, populate the following fields:
a. Effective Date - date of the checklist creation.
b. Description - enter a description that matches the description created in the previous
section.
c. Short Description - enter a short description that matches the short description in the
previous section.
d. Function - select the appropriate function by clicking on the lookup icon.
Checklist Type - select the checklist type.
f. Display in Self Service - select the checkbox to allow students to view this checklist item
in Self Service.

@
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g. Due Days - Select the appropriate number of days the checklist item is due from the
date of assignment.

h. Due Date - Enter the appropriate Due Date (optional).
i. Tracking Group - SBCTC is not configured for tracking groups.

Checklist Table
Acaxdemic nstitution V4171

Checilist Code FIAT

Deetail
“Effacthes Datw 0710502015
"DedLription Finan ol &
Shen Description FA SR
‘Function FINA
Chacklist Typs | Med
tem List

Display Checklist ltems

*Status | At

=l Dtsplay In Saif Service

Due Days

Dus Date

Tracking Group

Personakize | Fnd | L | B

Due Days lide
(|

Personakize | Fnd | L) BN

Fid A o ik

1081

8. Inthe Item List section populate the following fields:

a. Sequence - the appropriate Sequence number (Currently SBCTC is using 100 for all

checklist items).

b. Item Code - enter or use the lookup tool to select the Item Code for the Checklist

created.
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Look Up Item Code .
Checklist Table Help ™

Academic Instit WATTY Snok Administratree Function FINA

Checkhst lhem IIL::-:Se-i baging with

Checklist Code FRIAT

Descr |;H|::r'| beging with

Detail Fi
“Effective Date 07082018 [ ]| LeckUp Clear Cancel | Basic Lookup
"Description Financial A Student Ree] Search Results | it
Short Description FA Stu Rec Only the first 300 results can be displayed
“Function FINA | Firancial A view 100 First ‘& 1ap0ei300 & Las
Checklist ﬂF“l Medical N Itaam Shiort
Hem .. Description o
Item List Cod Association Description I Find ”
L i0s{l
“Sequence “Hem Code iption CLECOD (blank) Emergency Contact Confirmation Emerg Cnic Con
100 ] ESFOD0 (blank) Birth Certific ate BthCert
ESFO01 (blank) CheckingSavingiAsset info CkSwlsset
Display Chackiist ltams EST—DM Ib-larlk;I f-.ln':-k:f Pr.um:isof? Mabe Fxff-’ﬂ b Fina
ESFO04 (bilank) Caract Financial A Offce ContactFA
Hom Stk ESFO05 (blank)  Valid High Schaol HSProof
| = ESFODE (blank)  HS Daploma™S TranscnplGED HEDploma
ESFOO0T (blank) SFCC 17-18 Terms & Conditions 17-18 T&C
ESFO0E (blank) Defaulted Loan Defaultln
[l Save | [=1 Notify ESFO0D (bank)  Emancipated Minor Documents Emancphnr A
ESFO10 (blank) FAFSA Emor Heect

c. Default Due Date - SBCTC is not using default due dates at this time.
d. Due Days - enter the Due Days from the Detail section in the previous step.

e. Comm Key - SBCTC is not using Communication Key at this time.

Checklist Type | M s - Traching Group % |
Itnrn Lint Persanakze | Find | L] B Firt ‘A o1 & Lam
“Sequeace “hem Code Description Diednaht e Date e Days tde Comimunscaten Hey
100 CLECOD 0, Emeng Gt W) 14 O *] [=

9. Display Checklist section is only used for the Fluid User Interface.
a. The grid only appears if the Display in Self Service check box in the Detail Section is
selected.
b. Select Item Status value(s) from the drop down lists.

@ Note: This setup determines if these checklist items appear in the To Do List if Status
values are defined at the Checklist level. If Status values are not defined for the
checklist then the setup at institution-level determines which items to display. This
option is applicable to items not set to Hide.
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Checklist Table

Mcademc Institution WaIT1  Spolans CC

Chacklist Code FINAT

Dretast Frd | Ve A8 Fsl ‘&' 1081 % Lam
. *| =
— - . . " “Stahud | Actree
et | Shudent Recond [l cispaay in Selt Service
P,
Canceled Dus Days 14
Coarpleed Freans sl fud Duit Dt -
Iritssted Tracking Group a
_ Persenaiize | Fid | L° | = Frst ‘& qof1 ‘& Lasi
Oedered
Iptan [elauli Dus Doie D Darys Hils Camunsunicaton Key
Pail O4f - W il 3 =
Recerned
Resurnied Personaize | Find | 1| L-n. Frt 4 12002 & Lasd
Seecond Matrfcaton
redd * =
| sttt | . =
A Save ] Iobly » Add 4| UpdateTisplay B Inchede Mishary # Comrecd Mesiory
Checklist Table
Arademic Institugian VAT Spolkane CC
CharakEst Coadle FIAY
Dt ail Fandl | Varw Al Fagt A 1801 & Lagt
+|[=
"Efsctive Date OTOS200R ([ SIS Actve
"D CrpEon §ruarwal s Sadert Rec o I3|Ip|rf i Salf Sarvics
Shert Description Fa S He Due Days | 14
‘Function FihA L Francis A Drue Date "
Chackiint Type | Mi=dc s - Tracking Chrowp 1
Iorrs List Personaitze | Find | L] B8 Fit ‘& defd ‘b Lamt
" Ganguinca “ e Coda M ol bh Calawht e Dite umi [y wdar Cdirpmirmt sl Hiry
100 CLECHD 0 EmesgCal i 14 | | |m=]
Diaplay Checklisl Mams Personakoe | Fed | L | L Frsi ‘4 1282 ‘0 Lasi
‘FEem Satn
A tron . *| -
Pl wnd ": =i

v_I Hetity & Add A UpdaeTreplay »l e Hrdorg # Coamegt Hisstary

Checklist 3C Group

@ Use the Checklist 3C Group to grant security access to user groups in your database.

Navigation: NavBar > Navigator > Set Up SACR > Common Definitions > Checklists >
Checklist 3C Groups

1. The Checklist 3C Group search page displays.
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2. Enter the Academic Institution.

3. Enter the newly created Checklist Code.

4. Select the Search button.

Checklist 3C Groups

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

Academic fn5t|1L.|t|nr'.I:|e-1_:J|ns with ~ W.wmh
Checklist ':Cldt’: begins with v: FIMAS|
Descnption . begins with - .

|:| Case Sensitive

2
Clear | Basic Search & Save Search Criteria

©No

Select Save to save your work.

Checklist 3C Groups

Academic Institution WA1T1
Checklist Code FIMNA1
Admin Function Financial Aid

Checklist Type Medical

Updatefinquiry Group

*Group Description

[} Admissions 3C Group

FA View Only

|a™ Return to Search =] Notify

The Checklist 3C Groups page displays.

Enter or look up the user Group(s) to work with this Checklist Item.
Select the Add button to add additional Groups.

Spokane CC

Financial Aid Student Record

9. Process complete.
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