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The first step in the process is to create a communication.   

Campus Community > Communications > Person Communications > Communication Management 

You can either create a 
communication  individually, 
as shown here, or in batch, as 
shown below. 
 
The Variable Data required is 
Aid Year for Functions AWRD 
and FINA  
 
Comm Keys, if set up for your 
userID, will speed up this 
process considerably.  If you 
frequently create 
communications manually, 
contact Campus Solutions for 
assistance in setting up Comm 
Keys. 
 

 

 
The e-mail “letter code” uses the same format as the existing letter codes, but replaces 
the “L” with an “M”.  So, for example, the e-mail award notification “letter codes” for 
NDSU are NMC (annual) and NMN (summer) 

  



North Dakota University System 
Campus Solutions – Financial Aid 

Award Notification Using Communications Generation 

2 
9 April 2012 

NDU Applications > NDU Financial Aid > Process > NDU Award Ltr Select 

If you are creating letters in 
batch, use one of our 
processes, such as the Award 
Letter Select shown here.  
 
When you choose a Comm 
Method of E-Mail, you still 
enter a Print Letter Code, as 
that is what will be assigned to 
any students without an e-
mail address.  Enter an E-Mail 
Letter Code (_MC, _MN, for 
example) for AY or Summer FA 
Notification.  Also enter an 
Email Address Usage.  The 
three currently available are e-
mail (Campus, Dorm, Home, 
Other), e-mailHOOT (Home, 
Other, Campus) and e-
mailCAMP (Campus only).  
These are the only address 
usage types that will work in 
this field, although the system 
will happily let you enter the 
others. 
 
The other Financial Aid letter 
select processes work very 
similarly to this example 
 
If you are creating letter 
communications, you no 
longer need to enter an Email 
Letter Code .  Nonetheless, 
the system will check that the 
student hasn’t already had a 
corresponding e-mail 
communication created. 

 

 
Side Note:  When you run the process for Comm Method Letter, it will work just as it 
has done in the past.  If you run the process for Comm Method E-Mail, it will assign e-
mail letter codes to selected students who have an e-mail address that is in the 
address usage type specified.  If the student doesn’t have such an e-mail address, 
then a Print letter code will be assigned to that student. 
 
If a Print letter code was applied, you can see on query NDU_0084_CC, Ltrs to 
Generate, that there are uncompleted communications with a Comm Method of 
Letter for your letter code. 
 
When you select a Comm Method of Letter, it allows you to enter the Print Letter 
Code (_LC, _LN) as usual.  It will also ask you to enter a corresponding E-Mail Letter 
Code, solely so when it is checking to see if the student had a communication since the 
last change to awards, it can check for both a letter and an e-mail.  
 
The “.out” file produced by this process and available on Process Monitor will show 
you who had a Letter or E-Mail communication assigned by the process. 

  



North Dakota University System 
Campus Solutions – Financial Aid 

Award Notification Using Communications Generation 

3 
9 April 2012 

The “out” file will indicate the 
Comm Method.  If you are 
running the select process for 
email but some students do 
not have a valid e-mail address 
of the usage type you 
indicated, they will have a 
letter code assigned and you 
will see a Comm Method of 
“L” on the “out” file instead of 
“E”. 

 

 
 

Note:  if your .out file reflects both “E” and “L” Comm Methods, you will need to run 
Comm Gen twice, once for each letter code that has been created 

 

The second step in the process is to run Communication Generation.   

Campus Community > Communications > Communication Generation 

On your Comm Gen run 
control, fill out the following: 
 
ID Selection:  Must be All 
Person IDs. 
 
Letter Code:  Use same letter 
code used to create the 
communication.  The drop 
down only reflects letter codes 
that have been assigned and 
not yet completed. 
 
Communication Method 
Usage:  Defaults to Letter 
when originally setting up the 
run control.  For emails, you 
will need to change it to E-
mail.  
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On the second tab: 
 
Address:  Use the same choice 
selected on the Award Letter 
Select run control.  For e-mail, 
be sure the address type starts 
with “E-mail”  
 
Address Name:  Enter Legal 
 
Salutation:  Enter Legal 
 
Extra Name:  Enter Legal 
 
From Date:  Ensure the date 
includes the earliest date a 
communication may have 
been assigned. 
 
To Date:  Ensure the date 
includes the latest date a 
communication may have 
been assigned. 
 
Online Preview: Checkmark if 
you wish to preview the 
output (either letter or e-
mail).  This is the only option 
available when sending e-
mails.  The communication 
does not get completed if it is 
previewed.  
 
Email Address:  Enter an 
address for a preview e-mail 
to be sent, if desired.  If no 
address is entered, the e-mail 
can be previewed on Report 
Manager. 
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If you are sending an email, 
nothing needs to be checked 
in “Output Settings”.  If 
sending a letter, check the 
“Send to File” box. 
 
Send to File: Checkmark if 
you wish to process the 
letters. The letters will be 
placed in the reports folder 
on Sophie in PDF format. 
Change the last item in the 
path to your folder name.  
The name will be like 
CG_99999999 with the 
Process instance as the 
numbers in the file name. 
 

 

 
When processing emails, do not checkmark any of the Output Settings boxes.   The 
email process will send out a maximum of 4000 emails. If there are more than 4000, 
you will have to run the process more than once.   
 
The print letter process will send out a maximum of 2000 letters.  If there are more 
than 2000, you will have to run the process more than once.   
 
If you select Online Preview only the first 10 Letters will be extracted; none will be 
“completed”. 
 
The Send to File file path should be like 
//sophie.cnd.nodak.edu\home\financialaid\Reports\NDUS1\, with your school code 
replacing “NDUS1”. 
 
To Create (address) Labels at the same time as a letter, select this Output Setting.  Also 
click on the “Report Name” and select the appropriate label report.  Choose: 

 NDU_FALBAWRD for Award address labels.  

 NDU_FALBFINA for Verification and SAP address labels. 

 NDU_FALBLOAN for Loan Counseling address labels.   
 
The Send to Printer and Create Envelopes Output Settings should NOT have a 
checkmark entered because they are not functional at this time.  
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On the Third Tab: 
 
From:  Does not need to be a 
valid e-mail address, but does 
need to be in an e-mail 
format.  May be descriptive, 
like Financial_Aid_Office@XXX.edu 
 
Subject:  Should be 
descriptive, like Award 
Notification. 
 
Reply to:   Must be a valid 
school address; overrides the 
From address if recipient 
replies. 
 
Sender:  Optional 
 
Bounce to:  Enter an 
appropriate school address. 

 

 

Your school should have a plan for dealing with bounces. In response to a bounce, if a 
valid e-mail address can be established for the student and entered into Campus 
Community > Personal Information > Biographical > Addresses/Phones > Electronic 
Addresses, then the communication should be “uncompleted” so an e-mail can be 
resent.  Otherwise, a paper communication should be assigned on Communication 
Management. 
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The fourth tab does not 
require an entry for award 
letters. 
 
 

 

 

The fourth tab should look like 
this for verification letters. 
 
Set it up as follows: 

 Administrative Function:   
FINA 

 Checklist Context:  
Tracking Group 

 Checklist Type:  
Requirements List 

 Tracking Group:   FAPPL 

 Tracking Group Status:   
Initiated 

 Checklist Item Status:  
Initiated 
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If you wish to view the communication, you may do so: 

Reporting Tools > Report Manager 

If you ran the Comm Gen 
process with the Online 
Preview box checked and 
did not provide an e-mail 
address in the adjacent box, 
you can preview the e-mail 
here. 
 
Preview letters will also be 
seen here as well. 

 

 
 

Campus Community > Communications > Person Communications > Communication Management 

Once the communication has 
been generated, you can view 
it from a link on the student’s 
Communication 
Management page. 
 
In the interest of privacy, a 
link to the Parent PLUS letters 
will not show up on the 
student Communication 
Management page, nor on 
the student’s Student Center.  
However, the record of the 
letter will be on the student’s 
Communication 
Management page. 
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Student Center 

The student will also be able 
to view, on their  
Communications 
Management page, any 
communications produced 
through Comm Gen. 

 
 

 

 
 

 

Letters can be Reset if necessary: 

Campus Community > Communications > Reset Communication 

Running this process resets 
the communication to 
“uncompleted” so Comm Gen 
could be rerun. 
 
It could be run for e-mails, 
but the original e-mail will 
most likely have been sent 
and cannot be recalled.   

 

 
 


