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ASSIGN CHECKLISTS — MANUAL

OVERVIEW

Checklists can be assigned to individuals, organizations,
events, or groups of individuals. For each checklist item that
you assign, you can specify the individual who is responsible
for that item. You can specify a due date for the overall
checklist and assign the same or different due dates for each
item on the checkilist.

You can enter checklists manually throughout your system,
or with the 3C engine you can define events and triggers to
have the system add or update checklists for individuals or
organizations automatically from within your business
processes.

NOTE: The automated process is covered in the 3C
Engine chapter.

An administrative function and a 3C group are required for
each of the 3Cs.

The administrative function identifies the variable data
associated with the specific category of checklist. For
example, the administrative function of ADMA, for
Admissions [Application Level] identifies the Academic
Career, Student Career Number, Application Number, and
Application Program Number.

The 3C group provides user-level security access to
categories of checklists, while providing or restricting the
user's ability to edit the data. For example, a security
administrator might give a specific user 3C group security
access to items in the Notice of Dismissal communication
category, with an update only status so that he or she can
view the data, but cannot modify it.

Buttons appear on many pages in your system to enable you
to transfer directly from that page to another page within the
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same administrative function, to generate or review a
checklist for the individual or organization whose information
you are currently viewing.

OBJECTIVES
After completing this section, you will be able to:
1. Assign and edit Checklists to individuals and events.

2. View checklists assigned to individuals and events.
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ASSIGN CHECKLISTS BUSINESS PROCESS FLOW

This business process assigns checklists to an individual, organizations, events, or groups of individuals.

Navigate:
Build
Community,
checklists,
Use,
Begin Checklist
Managment-
Person,
Checklist
Management
1
Use the Enter line
Event item data.
Checklist Enter Event
Management | | Variable
Page 2 to N Data info.
ASSIGN a Enter Event
Checklist to Meeting
an Event Number.
4
Navigate :

Build A checklist
Commuity, sequence number
Checklists, is assigned. The

Use, system

Checklist automatically
Mgnt-Event, enters the next
Event sequential

Checklist number.
Mgnt2

Yes

Enter
Student ID

Enter Event  /,

&

Save.

Enter line
item data on
the Checklist
Management
List Page 1

Assign Checklist
to an Event
Navigate: Build
Community,
Checklists, Use,
Checklist Mgmt-
Evt, Evt Checklist
Mgnt

Print out
Document

\/\

Click the Variable
Data button to
access to edit and

| review all data for

an individual. Click
Ok.

Navigate:
Build
Community,
Checklists,
Use,
Checklist
Management-
Person,
Checklist
Management
2

Select the
Checklist
Code to
populate
fields.
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WALKTHROUGH — ASSIGN CHECKLIST FOR STUDENT

1. Navigation: Home > Build Community > Checklists > Use > Checklist
Management - Person

2. Checklist Management — Person, Find an Existing Value page is
displayed.

Checklist Management - Person

Find an Existing Value

IC: || Q)
Sequence Mumber: I
Administrative Functiun:l ﬂ

Checklist Code: I

Fational 1D

LastMame:

|
Campus 10 |
|
First Mame: |

™ Case Sensitive
| Search | | Clear | Basic Search

Add a Mew Walue

3. Find an Existing Value.
a. Enter an existing ID or click .

b. A list of values that meet your search criteria will be displayed.
c. Click on the ID that you wish to process.

4. OR select £ddaMewYalue
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Checklist Management - Person

Add a New Value
ID:|| Q)

Add

Find an Existing Value

5. ID: Enter the ID or click @/ to select from the lookup list.
6. Click_Add ],

CHECKLIST MANAGEMENT 1
1. The Checklist Management 1 page is displayed.

J.f Checklist Management 1y Checklist Management 2
ID: 0120298

Checklist Date Time: 06/14/2004 12:42:4 2PN Wariable Data |

*Administrative Function: | G

*Academic Institution: | =l

*Checklist Code: | =Y

*Status: Ilnitiated 'l Stat Di: 061 412004

Due Date: I

Due Amount: I I ﬂ Currency Code

Comments: ;'

& save [Ekadd ) | Update/Display

Checklist Management 1 | Checklist Management 2

2. Administrative Function: Enter or select the function. If you accessed
this page from another page, the system automatically displays the
administrative function from that page. Examples of functions are:
ADMA, PROS, STRM.

3. Academic Institution: Select the institution from the drop list.

4. Checklist Code: Enter or select the code that describes the checklist
assigned to this individual. The only checklist codes available are those
associated with administrative function on the Checklist Item Functions

page.
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5. Status: Select the status of Initiated or Completed from the drop list.

6. Due Date: The date by which the entire checklist must be completed for
this individual.

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

8. Click VariahIeDatal

9. The Variable Data page is displayed.

Variable Data

Academic Career: | Q)
Student Career Nbr: IEI G

Application Nbr: I ﬂ

Application Center:

| 0Ok || Cancel |

10.Variable Data: Different fields and data appear on this page based on the
individual and the administrative function selected on the Checklist
Management 1 page.

11.Click OK to return to the Checklist Management 1 page.

12.Click SAVE to commit your changes to the database.
CHECKLIST MANAGEMENT 2

1. Click the Checklist Management 2 tab.

2. The Checklist Management 2 page is displayed.
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9.

ChecklistManagement1 " Checklist Management 2 \I_

ID: 01202498
Checklist Date Time: 0611402004 12:42:42FPM
Administrative Function: Admissions Application Status: Initiated
Academic Institution: Status Date: 0B 452004
CheckKlist Code: Due Date:

Checklist ltems

*Seguence  *ttem “Status *Status Date  *Due Date +1=]
[iow | al [niiated =] [oaranond |

Responsible ID:I ﬂ Hame:

B save] =k Add]) | ] Update.Display

Checklist Management 1 | Checklist Management 2

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

ltem: Enter or select the code for this checklist item. The item codes
available are from the Checklist Item Functions page for the administrative
function selected.

Status: Select the status of the checklist item: Initiated, Completed,
Initiated, Completed, Active, Ordered, Paid Off, Received, Notified, 2nd
Notification, Returned, Waived, or Cancelled.

Status Date: The date of the current status.

Due Date: The system displays the overall checklist due date as the
default due date for each checklist item. You can override this date, but it
must be with an earlier date so that the item due date does not exceed the
overall due date of the checklist. Due dates reflect the Start Date of each
upcoming Fall/Spring/Summer Term.

Responsible ID: The default ID is that of the user who created the
checklist on the Checklists page. You can manually override the ID to
reassign responsibility to someone else in your database.

Click *_ to add additional checklists items.

10.Click SAVE to commit your changes to the database.

ConnectND Campus Community 7



CONUEC

MAXIMUS

B State of North Dakota

EDIT VARIABLE DATA FOR STUDENT
1. Click the Checklist Management 1 tab.

The Checklist Management 1 page is displayed.
Click “ariable Data I

WD

The Variable Data page is displayed.

Yariable Data

Academic Career: | =Y
Student Career Nbr: IIZI Q

Application Hbr: I ﬂ

Application Center:

\ 0Ok || Cancel |

5. Variable Data: Different fields and data appear on this page based on the
individual and the administrative function selected on the Checklist
Management 1 page.

6. Click OK to return to the Checklist Management 1 page.

7. Click SAVE to commit your changes to the database.
EDIT CHECKLIST FOR STUDENT

8. Follow the process Assign Checklist for Student as described above to
display the Checklist Management 1 page.

9. Edit fields as necessary.

10.Click SAVE to commit your changes to the database.
11.Click the Checklist Management 2 tab.

12.The Checklist Management 2 page is displayed.
13.Click (=T 1o edit the fields as necessary.

14.Click SAVE to commit your changes to the database.
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WALKTHROUGH — VIEW CHECKLIST FOR STUDENT

1. Navigation: Home > Build Community > Checklists > Inquire > Person
Checklist Summary

2. Person Checklist Summary, Find an Existing Value page is displayed.

Person Checklist Summary

Find an Existing Value

IC: I
Academic Institutinn:l Q)

Academic Career:

Campus 10

Mational 1D

LastMame:

First Mame:

[T Case Sensitive
| Search | | Clear | Basic Search

3. Find an Existing Value

a. Enter the values by which you would like to search. Academic
Institution, Academic Career, ID, Last Name, First Name, or
National ID (SSN).

b. Click . A list of values that meet your search criteria will be
displayed.

c. Click on the student you wish to view.
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4. The Checklist Summary page is displayed.

f Checklist Summary '} Operator 3C Groups Surmman |

ID: 0050054

Selection Criteria

Function
IADMA Q] variable Data

Checklist Type  Checklist Responsihle ID Status

| =l | a | al [an =

Search Resulis
f Code fem Status Y Institution and Function \

Checklist tem Description Due Date ltemn Status
Edit View

W [ @

ﬁ Save:l QReturn to Sealch:l +E Mext in List:l +E Prewious in List:l

5. If you click without entering any values, the system searches for
all checklists for the individual and displays the Search Results at the

bottom of the page. You can enter values or any combination of values to
limit the search.

Search Results
J{' Code ftem Status Y} Institution and Function

Checklist em Description Due Date ltem Status
Edit View YERFI YERWES Yarification Worksheet - Indep O6/01/1997  Initiated
Edit view VERFI 10408 1040, 10404, 1040EZ Student OBM1M1 937 Initiated
Edit view VERFI no1001 State Witholding Tax 0EM1M1 937 Initiated
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6. Click £l and the Checklist Management 1 page is displayed for view
only.

Checklist Management 1 \'. Checklist Management 2

ID: 0050054

Checklist Date Time: 061452004 2:39:18PM Yarighle Data |

‘Administrative Function: | Q)

*Academic Institution: | ﬂ

*Checklist Code: | Q)

*Status: Im Stat Dt: 061452004
Due Date: I

Due Amount: I l— g Currency Code

Comments: ;|
=
M [EAdd | | ] Update/Display

Checklist Management 1 | Checklist Managerment 2

7. Click the Checklist Management 2 tab.

8. The Checklist Management 2 page is displayed for view only.

ChecklistManagement 1y Checklist Management 2 \L

ID: 0050054
Checklist Date Time: 061 472004 3:39:18PM
Administrative Function: Status: Initiated
Acaidemic Institution: Status Date: 061452004
Checklist Code: Due Date:

*Sequence  *itern “Status *Status Date  *Due Date =+1=]

[1ao [ Q) [initiasted ¥ [oer1azons
Responsible ID:I Q) Name:

M [k Add | |42 UpdateiDizplay
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WALKTHROUGH — ASSIGN CHECKLIST FOR EVENT

1. Navigation: Home > Build Community > Checklists > Use > Checklist
Management - Event

2. Checklist Management — Event, Find an Existing Value page is
displayed.

Checklist Management - Event

Find an Existing Value

Event ID: I Q

Checklist Date Time: |

Description: |

Checklist Code: |

Feiprel

Academic Institutinn:l

[ Caze Sensitive

| Search | | Clear | Basic Search

Add a Mew vValue

3. Find an Existing Value

a. Event ID: Enter the ID you would like to search by or select the
value from the lookup table.

b. Enter additional values by which you would like to search or select
the values from the lookup table.

c. Click . A list of events that meet your search criteria will be
displayed.

d. Click on the event you wish to view.

4. OR click AddaNewalue
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Checklist Management - Event

Add a New Value
| Q

Checklist Date Time:IEIEJ”I 42004 12:50:41 P
Add

Event 1D:

Find an Existing Value

5. Event ID: Enter the Event ID or click X/ to select from the lookup list.

6. Click _Add ],

EVENT CHECKLIST MANAGEMENT 1
1. The Event Checklist Management 1 page is displayed.

5. Due Date:

l(E\rentChecinstMgmH " Event Checklist Mgmt 2

Event ID: n0ooogo100

Checklist Date Time: DBMAE2004 9:15:35AM

*Academic Institution: | Mayville State Univarsity [~

*Checklist Code: Y

Status: IInitiated 'I Stat Dit: 0B 52004

Due Date: [ &

Comment: ;I

| [T Campus Meeting Event Meeting Humber: | (oY,

B save) [k Add]) | ] Update/Display

. Academic Institution: Select the institution from the drop list with which

this event is associated.

. Checklist Code: Enter or select the code from the lookup that describes

the checklist assigned to this organization.

. Status: The status of the checklist item: Initiated or Completed.

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

7. Campus Meeting: When selected, indicates that this checklist is for a

9.

specific meeting assigned to this event.

Event Meeting Number: Enter or select the number from the lookup of
the specific meeting to which this checklist is assigned.

Click SAVE to commit your changes to the database.

EVENT CHECKLIST MANAGEMENT 2

1.
2.

Click the Event Checklist Management 2 tab.
The Event Checklist Management 2 page is displayed.

Event Checklist Mgrmt1 ° Event ChecklistMgmt2

Event ID: 0oooao100

Checklist Date Time: 0BM15/2004 9:15:35AM Status: Initiated

Academic Institution: hawille State University Stat Dt: 0B 512004

Checklist Code: Due Date:

*Sequence *ftem Code Hem Description ‘em Status  Status Date  *Due Date Resp ID Name
[ron [ (=Y [iitates =] osisizons | (0] =]
B save B add ) | El Update/Display.

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

Iltem Code: Enter or select the code for this checklist item. The item
codes available are from the Checklist Item Functions page for the
administrative function selected.

Item Status: The status of the checklist item: Initiated or Completed.

6. Status Date: The date of the current status.

7. Due Date: The system displays the overall checklist due date as the

default due date for each checklist item. You can override this date, but it
must be with an earlier date so that the item due date does not exceed the
overall due date of the checklist. Due dates reflect the Start Date of each
upcoming Fall/Spring/Summer Term.
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9.

Responsible ID: The default ID is that of the user who created the
checklist on the Checklists page. You can manually override the ID to
reassign responsibility to someone else in your database.

Click £ to add additional checklists items.

10.Click SAVE to commit your changes to the database.
EDIT CHECKLIST FOR EVENT

1.

N o g bk~ wDd

Follow the process Assign Checklist for Event as described above to
display the Event Checklist Management 1 page.

Edit fields as necessary.

Click SAVE to commit your changes to the database.
Click the Event Checklist Management 2 tab.

The Event Checklist Management 2 page is displayed.
Click (=110 edit the fields as necessary.

Click SAVE to commit your changes to the database.

ConnectND Campus Community 15
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WALKTHROUGH — VIEW CHECKLIST FOR EVENT

1. Navigation: Home > Build Community > Checklists > Inquire > Event
Checklist Summary

2. Event Checklist Summary, Find an Existing Value page is displayed.

Event Checklist Summary

Find an Existing Value

Event |D: I
Academic Inatitutiun:l Q

Description: |

™ Case Sensitive
| Search | | Clear | Basic Search

3. Find an Existing Value

a. Enter the values by which you would like to search. Event ID,
Academic Institution, Description.

b. Click . A list of values that meet your search criteria will be
displayed.

c. Click on the event you wish to view.

4. The Event Checklist Summary page is displayed.

Event Checklist Summary

Event ID: o00ooo11e Mawville College Fair
Selection Criteria

Checklist Checklist Type Responsible ID Status

| q | = Qi =l
f’ Codle fem Status ' Meeting and Contact |, [F5¥

View Checklist Htem Item Description Due Date ltem Status
Wigw

B Save) ) Return to Sealch]
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5. If you click without entering any values, the system will search for
all checkilists for this event and display the results at the bottom of the
page. You can enter a value or any combination of values to limit the
search.

Note: Multiple views of this page are available by clicking the tabs in the
scroll area. We document fields that are common to all views first.

CODE ITEM STATUS

1. Click ¥&% to access the Event Checklist Management 1 page where you
can view the checklist.

Event Checklist Mgmt 1 \'\ Event Checklist Mgmt 2

Event ID: oooo10008 Qpen House

*pcademic Institution: | PeopleSoft University |

*Checklist Code: [oRIENT Q] orientation Participation

Status: [Iniiates ] Stat Dt: 062372001

Due Date: [oeiogizo0t |

Comment: ;l

7 Campus Meeting Event Meeting Humber: |1 ﬂ Testing

2. The View link is available only if the user has 3C group inquiry security
access for this checklist code.

MEETING AND CONTACT

1. Use the Meeting and Contact tab to determine the institution,
administrative function, and checklist type associated with the checklist
item. Also use it to determine the name of the contact person for the
checklist item.
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