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The load of parents for incoming freshman into the Advancement module is currently a completely manual process.  Beginning in 2006, we now create two individual records for each parent (rather than a single Mr. & Mrs. record).  This allows us to manage email addresses and opt-in’s for Royal News.  In addition, we can now properly record employment information and it also simplifies records management when there’s a divorce.  There are eleven different Banner forms that we use to enter parent information and each individual record takes about fifteen minutes to enter.

In order to speed the process of entering freshman parents, we’d like to develop a system that will automate as much of the task as possible, with a manual review of the data.

Some information is entered into SOAFOLK by Admissions, but we have found instances where the data is incomplete, incorrect or doesn’t exist at all.  We use the Parent/Guardian Contact Form designed by Development Services and included in the Forms3 packet to enter data into Advancement.

Desired Features/Functionality of Automated System:

· List of Incoming Freshman is available in alphabetic order.  

· Select the student to work on and the following information is displayed:

· Student RID, Student Name, Student Home Address (this is currently pre-filled on the form)

· Student’s Home Phone Number

· Father’s/Guardian’s Name, Mailing Address, Mailing Phone and Employer from SOAFOLK

· Mother’s/Guardian’s Name, Mailing Address, Mailing Phone and Employer from SOAFOLK

· NOTE:  All fields are needed for names, including prefix, suffix and middle initial

· NOTE:  If the mailing address does not exist, pre-fill with student’s home address
· Make changes to the name, address and employer as displayed from SOAFOLK, or to enter if it’s not there

· Provide additional fields to enter the following data from the Contact Form:

· Email address

· Opt-in to Royal News

· Allow to search for Employer as existing constituent in Banner

· Work Address

· Work Telephone

· Additional Phone Number (pick list for type and address type attached to this phone)

· Occupation – pick list as per list on APACONS

· Title

· Marital Status – pick list as per list on APAIDEN

· Combined Name

· Legacy Code – pick list as per list on APAIDEN

· Cross References – allow search for constituent and pick list for cross reference type

· Select the parent to work with and conduct Banner search for existing constituent or Banner record
· If no matching record exists, automation will create the following, as it does when we use GOAMTCH:

· Generated ID

· Biographical record 
· Address record

· Telephone record

· Email record

· In addition to the fields filled from the GOAMTCH process, the following are also needed:

· APAIDEN Current ID Tab – Prefix, Suffix, Preferred First Name, Marital Status

· APAIDEN Address Tab – PRQ as source of MA address

· APAIDEN Address Tab – Create record for WA address and phone and indicate PRQ as source; From date should be set to current date

· APAIDEN Phone Tab – Create record for additional phone number, if one exists

· APAIDEN E-mail Tab – Mark email address as Preferred

· APAIDEN Biographical Tab – Add Legacy code, if applicable
· The following records are also created:

· APACONS

· Donor Category: same for all parents = Year of Graduation

· Preferred Information: MA for Address and Region Address

· Income & Occupation:  Occupation Title from selection made for parent

· APACONS – SPOUSE

· Create spouse records, including SPS cross reference and household indicator
· APACHLD

· Link to student RID, MA for address type, CHL for cross reference

· APAMAIL

· Mailings:  ROY for Royal News Email if an email address exists and the flag is checked

· Salutations:  INFO (Informal) – Enter first name only

· APAACTY

· Activity Code:  Year of Graduation

· APAEHIS
· Employer: Link to Employer RID if one was found, otherwise Employer Name is entered
· Address Type: Link to WA address

· Status:  Enter F (full time)

· Position:  Title as entered by User

· Create Cross Reference:  EMR if Company has RID

· APANAME

· Advancement Individual Names Tab:

· Address Name:  Prefix, First, MI, Last, Suffix

· Combined Address:  Type – MA; Name – as entered by User

· Alternate Name:  Last, First, MI

· APAXREF – create cross references as selected by User

· APACOMT – Comment:  ud: first name of student grad year/PRQ (ud: Mary 2010/PRQ)

· AGAIDRL – Create a split rule for each husband and wife record:

· Cross Reference: SPS

· Process split:  checked

· Priority: 1

· Default Split: 100

· Multiple or Memo: S

· If the record exists in Banner the following should be created:
· APACONS

· Donor Category: same for all parents = Year of Graduation

· APACHLD

· Link to student RID, MA for address type, CHL for cross reference

· APAMAIL

· Mailings:  ROY for Royal News Email if an email address exists and the flag is checked

· APAACTY

· Activity Code:  Year of Graduation

· APACOMT – Comment:  ud: first name of student grad year/PRQ (ud: Mary 2010/PRQ)

· Bring up a Quickflow (which will be set up by Development Services) to verify and/or update all remaining information.

· Follow same process for second parent.
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