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Admissions Create General Student/Quick Admit

ADMISSIONS
Create General Student/Quick Admit (SAAQUIK)

The intent of Quick Entry is to provide a way to enter and register persons on the
system with minimal effort. It can also create recruiting and admissions records at
the user's option and will automatically create a general student record, which is
required for registration.

The Quick Admit form’s use varies by campus but is often used to create records in
Banner for students who are not interested in pursuing a degree, but simply want to
register for summer session, continuing education courses, off-campus credit courses,
noncredit courses, workshops, seminars, conferences, etc.

Quick Entry can also be used to create records for students pursuing a degree.

What’s New in Banner 8.2

e There are no major process changes in SAAQUIK and functionality is the same as
Banner 7.3.

e The Admissions Type workaround has been fixed in Banner 8.2. You no longer
have to manually add Admissions Type as it now populates when loading the
default values.

GOAMTCH Process

e The GOAMTCH form is now used when creating a new person record. The
matching process initiated by GOAMTCH checks for existing person records in
Banner and helps prevent the creation of duplicate or incorrectly merged records.

e When clicking the Create ID button in the key block of SAAQUIK, the
GOAMTCH form will open and all person information is entered there.

e After clicking the Duplicate Check button on GOAMTCH, the matching process
will return one of the following scenarios:

e No Match Found — Create a new person record

e Match Found — Merge with that person record

e Potential Match Found — No exact match. Displays a list of potential
person records. Review the list and match if existing person found or
create a new person record.

e After making your person match decision you are returned to SAAQUIK where
you can complete the admission process.

e See the Common Matching Banner 7.3 training guide for details on the use of
GOAMTCH.
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ID, Name, and Term Search

It is extremely important to perform a person search to determine if the applicant
already exists in Banner. Conducting a thorough person search will help prevent
creating duplicate person records or incorrectly merging your applicant record with
an existing person record.

GOAMTCH does not replace existing search methods. Be sure to utilize the ID and
Name Extended Search window, SOAIDEN, GUIALTI, SAAADMS, SOAPCOL,

etc. before creating a new person record.

Note: To close the ID and Name Extended Search window, click the X button in the
upper right-hand corner of the window.

Generate ID

If you are unable to find a match to an existing person record in Banner a new person
record will need to be created.

1. To create a person record, click the Generate ID icon.

8 Quick Ertry 5 K 8
ID: =l Term: ] ewer [ [7] Generate ID: <
LT Aodiesses Bographical
m m i i
Frter fddress Fter Biographical Application and Recruit Information
Student Type: r E‘ [Clcreate Application Record Application Number: ’_
Student Status: ’_ E Admission Type: l_ EI
Residence: A Application Status: | [ 7]
Full or Part Time:  Full Time  Part Time ® None Admission Decision: I_EI
Rate: =]
Education Goal: ’_ [*] [l create Recruit Record
Education Level: =] Primary Source: =]
Curriculum Record of =
Term: | Program: M| College: ’_ E
Catalog Term: d Level: ’_ =) Degree: 4|
Priority: Campus: EI
Field of Study
Type: EI Field of Study: EI Department: E[ |i|
Priority: Status: E Attached to Major: B =
Marne; Enter a name Last, First, Middle and press enter ortab. Use the wildcard "%" if needed
Record: 1/1 [ | | | =08C>

(Figure 1 - SAAQUIK Form)

Last Updated: 2/19/2010 Page 4 of 14



Admissions

Create General Student/Quick Admit

2. The GOAMTCH form will open. Enter the name and the mailing address street
and zip code and tab off the zip code field. The address will be validated and
reformatted. If an error message is received, verify address and correct.

ID: |GEMERATED

Matching Source:  |STUMTCH F Student Common katching Source

View Comments [?

Data Entry

Last Name: |Teststuder'rt Non-Person Mame:
First Name: [Michael SSRISINTIN:
Widdle Name: [ Birth Date:

Address Type:
Street Line 1:
Street Line 2:
Street Line 3:

[me. (=] Mailing A ddres
900 frederick
] Street and Zip Code an

tab off Zip Code
City:

State or Province: EI

E-mail:

— CE—
Enter Mailing Address — ddress Verification
d

|
Day ’_ Month: ’_ Year:

DMallmg Address Phone
PERS D Persanal Email Address

ZIP or Postal Code: [50004] =]

County: EI Duplicate Check @ Details E View Comments @
Nation: d Select ID (& Update ID [ Create Mew &
Match Fotertial atchies
Name Matched Address Telephone E-mail
SSNISINITIN Birth Date Gender |
Clear and Return to Data Entry [ |
All Addresses All Telephones All E-mails

Matching Rule Sets |

v”

-] -

Mo Matches

(Figure 2 — Enter person info on GOAMTCH)

3. Enter remaining information SSN (if available), birth date (day/month/year seq.),
gender, mailing phone number, and personal email address. Click the Duplicate

Check button to initiate the match process.

Matching Source: |STUMTCH [7 Student Common Matching Source

ID: |GEMERATED

Enter Birth Date in
Day/Month/Year
sequence.

Data Entry

Last Name: |Tes|s|udent Mon-Person Name:
First Name: |Michael SSNISINITIN:
Midgle Name: by Birth Date:
Address Type: ’KBMa\IimgAddress Gender:

Street Line 1: 900 E Frederick st

[ Owerride Address Verification

|
[ses111111 /

Day: |05 Month: Year:

Enter Mailing
Address Phone

Street Line 2: | T Type: e [T]Mailing A
Street Line 3: Address has been Telephone: B - 2550912 |
Cify: \rlington Heights reformatted E-mail Type: ’WEI Personal Email Address fEnter_Pel’SOﬂal
State or Province: L [7]llinois E-mail: festatudtert @notmal corr| — _ E-mail address
ZIP or Postal Code: [50004-5738 d
County: IW EI Cook Duplicate Check Details E View Comments [?
Nation: ’—E Sel E Update ID [_ Create New [E
hatch Fotential iatches Click Duplicate -
Name ress Telephone E-mail
| Check button
N
SSNISINITIN Birth Date Gender ‘
| [ }
Clear and Return to Data Entry [ ‘
All Addresses All Telephones All E-mails
IMatching Rule Sets ‘ v| | v|| -
Mo Matches
Last Updated: 2/19/2010 Page 5 of 14
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4. Scenario 1 - If a match is not found you will be prompted to create a new person
record. Click the Yes button to create the record or No to return to the Data Entry

section.
"{E Cormmon Matching Entry GOAMTCH 7.2 [MC:1.0] (BAMDEVY) (2UIC)
View Comments
ID: GEMERATED Matching Source: STUMTCH_TEST * Testing new Student matching rules
Data Entry
Last Name: Teststudent Non-Person Name:
First Name: Michael SSMNFSINSTIN: 366502222
Middle Name: J Birth Date: Day: 03 Month: 05 Year: 1930
Address Type: Ma ¥ Mailing address Gender: Male -
Street Line 1: 1234 State St
Street Line 2: Telephone Type: Ma * Mailing Address Phone
Street Line 3: ko4 1111
City: Schaumnburg ¥ Personal Email Address
State or Province: |1L M \j Mo matches found, create as new? 2%
ZIP or Postal Code: 60193 h
County: 031 * Cook Details [ View Comments ¢
Nation: - update 1D [, Create New ©
Potential Matches
D MName Matched Address Telephone E-mail
SSNFSINSTIN Birth Date Gender
Clear and Return to Data Entry [T
All Addresses All Telephones All E-mails
Matching Rule Sets - - -
No Matches
41 X N N A N N AN (3

(Figure 3 — Scenario 1 — Create a new person)

5. New ID Created window pops up listing type of records created. You are returned
to SAAQUIK.

created; Biographical record created; Address record
created; Telephone record created: E-mail record

i Generated ID: @01964089, Identification record

created.

AT T I T I T T T

(Figure 4 —New ID / Update informational window)

6. Scenario 2 — If an exact match is found the following will display.
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’;;_E Common Matching Entry GOAMTCH 7.3 [MC:1.0] (BANDEV) (2UIC)
Yiew Comments [}

1D: ’m Matching Source: WFTesﬂng new Student matching rules
Data Entry
Last Name: [smith Non-Person Name: |
First Name: [Michael SEN/SIN/TIN: [66541122
Middle Name: | Birth Date: Day: ,H Month: E Year: W
: f\dd-ress Type: ,ﬁsgel\:t:!;ng Address Gender Male C||Ck the Select D
Match tab dlsplays eX!Stmg | Telephone Type: ,FEI Mailing Address Phone or Update ID buttons
Banner record, Potential | Telephane: 75 -[zwaser [ to accept match.
Matches tab dlSp|ay partial |Ch\cag0 E-mail Type: ’WE Personal Email Address
matches to record in Data e: [iL (7] Ulinois E-mail: [msmith@aal.com
Entry section. de: [s0607 d
’FBCDDk Duplicate Check [ /M View Comments @
EI Select ID @ Update ID EI Create New @
Potential Matches (29)
D MName Matched Address Telephone E-mail
[@o1se4anad] [Michasl Smith |
SSN/SINSTIN Birth Date Gender

|
|
[zes541122 09-MAY-1987 [ [
|

Clear and Return to Data Entry @I
All Addresses All Telephones All E-mails
Matching Rule Sets [ l -] -
1=SSN/SIN/TIN Match, Last Name/Mon-Person Mame Match, First Name Match

(Figure 5 — Scenario 2 — Exact match found)

7. Clicking the Select ID button matches to the record displayed on the Match tab.
Address, phone or missing data will not be updated.

8. Clicking the Update ID button will create a new address/phone and Email
address record if different from existing record. Birth date or SSN will not be
updated, but will be added if not currently in Banner.

9. Scenario 3 — if there is no exact match, but there is a partial match against existing
Banner records, a listing of Potential Match records will display.
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;a Common Matching Entry GOAMTCH 7.2 [MC:1.0] (BANDEYV) (2UIC) |

View Comments W

1D: M Matching Source: ’WFTES':MQ new Student matching rules

Data Entry

Last Name: [Smith Mon-Person Name: |

First Name: [Michael SSN/SIN/TIN: [

Middle Name: ‘ Birth Date: Day: ,E Month: |05 Year: W

Address Type: W EI Mailing Address Gender:

Street Line 1: ‘4455 Western Ave

Street Line 2: ‘ Telephone Type: ’MA—EI Mailing Address Phone

Street Line 3: ‘ Telephone: W - ’m l—

City: ‘Chlcago E-mail Type: ,WE Persanal Email Address

State or Province: ’TE‘ Illinois E-mail: |msmith@au\.cum

ZIP or Postal Cude:WEl .

County: 031 Elcaok Click button to sort licate Check [ Details EI View Comments [ZI

MNation: ’—B by name. Select ID @ Update ID @ Create New @

JGEIEER Fotential Matches (155)

1D & MName V’SSVNISINITIN Birth Date Gender Matched or Hierarchical Address Telephone E-mail
|@o1aa4974  [Smitn, Michael [ [0z-30n-1930 [ [Ma=442 Hydepark Ave Bellwood IL 60104 e Matches [No Matches o
[@o1953776 [smith, Michael 354425765 | [t Mo Matching or Hierarchical address found [Ho matches Mo Matches
[@o19eansa [smith, michael [6esa1122  [oo-mav-1987 [ | [ma=2455 western Ave Chicage 1L 50607 [Ma=773 1234567 pERS=msmith@aol
[e52042592  [smith, michael A, [z16024340 | [s1-3uL-1980 [ [MA=15133 E AVE L Lewistown IL 61542 [Ma=301 8961462 | Mo Matches
[e54138802  [Smith, Michael A, [ss27e6482 | [01-uL-1986 | [ | [ma=S618 Marvland Ave 2 Chicage 1L 60637 [Ma=773 zs8 3954 [PERS=micfiendoag
Clear and Return to Data Entry all Addresses All Telephones All E-mails
Matching Rule Sets | vH v| \ v\
1=Mame Match, SSHN/SIN/TIN Missing, Birth Day Mo Match, Birth Month Match, Birth vear Match =2
2=Name Match, SSH/SIN/TIN MULL Match, Birth Day Mo Match, Birth Month Match, Birth Year Match, E-mail Match \ -] T

(Figure 6— Scenario 3 — Potential match found)

Match tab is highlighted. Scroll down to
review records. Review the match results Scroll to see all records. Review the

in the Match Rule Sets box. match results in the Match Rule Sets box
for each potential match.

10. In this example the applicant did not supply their SSN and the Birth Date — Day
doesn’t match (possible typo on the app or in Banner). The address, phone and
email match. If you are confident this is the same person as the one highlighted in
the potential matches listing then click Select ID and contact the OAR so about
the Birth Date discrepancy. If you cannot find a match in the list of potential
matches then create a new person record.

11. After matching to an existing record or creating a new person record you are
returned to SAAQUIK.
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The Quick Admit Tab

Enter the ID

Enter the applicants UIN in the ID field or perform a person search and generate an

ID if necessary.

Select the Term

The Term Code can be entered directly into the Term Code field or can be selected

from the list by clicking on the drop down arrow (similar to Figure 3).

Select the Level

1. The Level code can be entered directly in the Level field or can be selected from a
list. Go to the drop down arrow in the Level field.

2. Select the appropriate Level Code from the Level Code Validation (STLEVL)
pop-up dialogue box.

3. Click the OK command button.

4. Select the Next Block icon to navigate to the Quick Admit Tab.

58 Quick Entry § < 8.2 (BANE2UP) (2UIC)
ID:  @02330953 ™ Tester, Thomas T Term: 220098 hd Level: A enerate ID: &
[Mkddresses Efoaraphical
(—
Center Address [CJenter Biographical Find|%
Code Description CEU R Msg  Sys Re~
Student Type: h P Professional - Chicago M
Student Status: - 20 CEU Mon Credit-Chicaga ¥
Residence: - 2U Undergrad - Chicago .
. . . b Undergrad Mon-Degree Chicago
Full or Part Time: C'Full Time C'Part Time ® Nohe s Graduate Mon-Degree Chicagn Y
Rate: - ac Conversion ]
Fducation Goal: - 40 Diactoral - Sprinafield 1 -
- gpri -
Education Level: - e Graduate - Springfleld - .
Find —> cancel
Curriculum Record of /B>
Term: - Program: - College:
Catalog Term: v Level: Degree: hd
Priority: Campus:
Field of Study
Type: - Field of Stucy: - Department: - ‘ ‘|
Priority: Status: hd Attached to Major: v -
=
Chaices in list 21
Record: 171 | | Listofvaiu.. | | <0sC=

(Figure 7 — Level Code Validation)
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5. Click the OK button on the Default values information window

J Defaulting values from Quick Entry Rules Form

(Figure 8 — Default value information window)

6. Default values for the Term and Level should populate the Application and
Recruit Information and Curriculum/Field of Study sections of the form. (See
Figure 6A).

Note: Leave the Create Application Record field checked to create an application
record on the Admissions Application (SAAADMS) form when the record is saved.
(This is a default setting)

¥ Quick Entry 8.2 ) (2UIC) » x[2
ID:  |@o2zaness [+ [Tester, Thomas T Term: [rzo0m [+ Lever [ov [T GenerateID:  [&
[Im.Addresses Eiographical
[l @Enter Address L . i
Application and Recruit Information
Student Type: E [ 7] continuing ESummer Only —P v Create Application Record fpplication Number: |
Student Status: a5 (7] active Admission Type: Mo (7] Mon-Degree (for Credit %
< Residence: R [*]Resident, In State Tuition application Status:  [o[7] Decision Mae >
Full or Part Time: Full Time ' Part Time ® None Admission Decision: oa E Quick Admit Processing
Rate: d|
Education Goal: EI ["| Create Recruit Record
Education Level: | Primary Source: 4]
Curriculum Record ,—1 of ,—1 EF
Term: p20nse ) Fall 2009- ChicacProgram:  [rssweesss [f/ College:  |oN [ *|Schaol of Continuing Studies
Catalog Term: 220098 E Fall 2008 - ChicacLevel: g E[Graduate Mor-Degree Chicag Degree: MDEG EIND”'DEWEE
Priority: 1 Campus: 200 []|Chicago
Field of Study
Type: MJOR [*]  Fewofstuy:  [1299  [¥]nondegres-CE Department: Id] \j
Priority: |1 Status: INPROGRESS | Attached to Major: 4 =
Checkto EnteriReview Biographical Information
Record: 111 | | | <08C=

(Figure 9 — Quick Admit tab)

7. If default values are not supplied, click in the Application and Recruit information
box and complete the required information using the drop down arrows.
e Check the Create Application Record field
e Admission Type = ND
e Application Status =D
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e Admission Decision = 00
8. Click the Next Block icon to navigate to the Curriculum block. NOTE - Do not
save the record yet.

Select the Curriculum

9. Inthe Curriculum Block, click the drop down arrow button in the Program field to
update the curriculum information. (See Figure 6A)

10. Select Change Curriculum on the Option List window

All Program Codes

Base Curriculum Rules by Program

Change Curriculum €¢———

Curriculum Rules

| Cancel )

(Figure 10 — Option List)

11. Click OK on the Base Curriculum Items window

Forrms

i Base Curriculum Items will be Replaced.

(Figure 11 — Base Curriculum Items)
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12. In the Change Curriculum window, find the appropriate program. You can use
wild cards — 20GN% and click the Find button.

Change Curriculurm

Find|20GM% €4——

Frogram Campus Deares
P 20GM1240NDE] o M
S0GM1Z40NDEX 200 oy G MDEG 1615 ¥
20GN1249NDIU 200 2y G HDEG 2635 Y
20GM1249NDXU 200 2% G NDEG 2636 Y
20GM1720NDEG 200 2x G NDEG 1617 ¥
20GM4065NDE] 200 2y G MDEG 2637 Y
20GMEBOSONCRD 200 2N G MCRDT 2633 Y

—V(Eind { oK Hgancel

(Figure 12 — Change Curriculum program list)

13. Select the desired Program and click the OK button. (see Figure 12)
14. The new program information will display in the Curriculum and Field of Study

"% Quick En UP) (2UIC) ir;
ID:  (@o2sangss [~ [Tester, Thomas T Term: [220008 [¥ Lewer [2v [+ Generate ID: &
EMITELNE  Addresses  Biographical
i Enter Address i« Enter Biographical L . .
aran Application and Recruit Information
Student Type: EE] Continuing EdiSummer Only ¥ Create Application Record Application Number: ’_1
Student Status: £S [7 Active Admission Type: D EI MNon-Degree (far Credif)
Residence: R [7] Resident, In State Tuttion Application Status: [0 [ 7] Dcision Made
Full or Part Time:  Full Time ' part Time @ None Admission Decision: (] EI Guick Admit Processing
Rate: 4|
Education Goal: E [l Create Recruit Record
Education Level: =] Primary Source: =]
Curriculum Record 1 of | S|
Term: 220008 [ Fall2008- ChicacProgram:  [20GN1243MDES M| College: |G []5chaol of Gontinuing Studies
Catalog Term: 220038 |~ Fall 2009 - ChicagLevel: 24| [*]raduate Non-Degree ChicagiDearee:  |NDEG [|mon-Degree
Prioriy: 1 Campus: 200 [w]Chicago
Field of Study
Type: b AJOR [7 Field of Study 1249 F Mandegres-CE Department: 2345 [7 External Education |i|
Priority: 1 Status: INPROGRESS =] Attached to Major: e S
FRM-40400: Transaction complete: 3 records applied and saved
Record: 1/1 [ | | | =08C>

(Figure 13 - Updated Curriculum block)

15. Click the Save icon to save the record. Transaction information will display at the
bottom of the form.

FREM-40400: Transaction complete: 4 records applied and saved.
Record: 11 | | ] | | =05C=

(Figure 14 — Updated Curriculum and Biographical info)
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16. Click the Previous Block icon to navigate to the applicant information section to
add address information.
17. To enter Address information - Select the Addresses Tab.

"zg Guick Entry SAAQUIK 8.2 2]
ID:  |@0z3309s3 [ [Tester, Thamas T. Term: [22008 (v Lewe: [2v [T Generate I:  [5
M‘ngphmal
[ Enter Address [ Enter Biographical L 3 A
drap Application and Recruit Information
Student Type: EE Cantinuing EdriSummer Only ¥ Create Application Record Application Number: ’_1
Student Status: a5 [7] Active Admission Type: Mo (7] Mon-Degree (for Credit
Residence: R [7] Resident, In State Tultion Application Status: [ 7] pecision made
Full or Part Time: " Full Time " Part Time ® None Admission Decision: 00 E Quick Admit Processing
Rate: EI
Education Goal: E ClCreate Recruit Record
Education Level: ] Primary Source: d]
Curriculum Record ’—1 of ’—1 @@
Term: WF Fall 2003 - ChicatProgram: 'WE College: GH E[Schuul of Continuing Studies
Catalog Term: 220098 EI Fall 2009 - Chicarlevel: 24| E Graduate Nor-Degree ChicagDegree: MNDEG E‘ND”'DEWEE
Priority: 1 Campus: 200 [ w]|Chicago
Field of Study
Type: MBIOR = Field of Study: 1248 [* Nondegree-GE Department: 2345 [* Esternal Education |i|
Priority. |1 Status: INPROGRESS (N Attached to Major: [+ S
FRM-40400; Transaction complete: 3 records applied and saved.
Record: 11 [ M | | =05C=

(Figure 15 — Select Addresses Tab)

The Addresses and Biographical Tabs
1. Add an address
2. To add a different address type and phone record, click the Insert Record toolbar

button and add the appropriate information. Use the drop down arrows for a list of
codes if needed:

e Address Type

e Street

e Zip or Postal Code (by doing this, City, State, and County will default)
e Nation

e Telephone Type (will default to Address Type code)

e Telephone

3. Update an address
4. Terminate the old address record — enter To Date and save before inserting new
address record
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Click the Insert Record
button ntime - Web: Open > SAAQUIK FEX

i tem Becord Query Tools Help ORACLE
B &I RE G

File Edit Opih

o)

ID: [esezez20 [~ [Teststudert, Michsel J. Term: 20101 [*|  Lewel [2v [¥ Generate ID: [&
From Date: 15-FEB-2010 @ To Date: [~ Inactivate Address
Address Type: ,;JPermanent Source: EI
Sequence Number:
Enter To Date on old address
[1425 consord (n record and save before inserting
| new record
Click here for list of |
address types S~
e |Schaumburg
State or Province: IL E‘ Iinnis
ZIP or Postal Code:  [sonas-2653 =]
County: 031 E‘ Coaok Last Update
Nation: |
User: ‘
Telephone Type: PR EPermanentHDme Phone Numbetr Activity Date: ’7
Phone Number: [p47 [paassag] =]
Scroll to see multiple
addresses
Phaone number; press COUNT HITS for Telephone Information |
Record: /2 | | «0gCe

(Figure 16 — Addresses Tab)
Note: The Last Update box will track the User and the Activity Date.

Click the Save Icon to save the record

6. Add any biographical information not entered in GOAMTCH on the Biographical
tab and save the changes.

7. Return to the Quick Admit Tab and review the record. Note that the Enter

Address and Enter Biographical check boxes are now checked.

o

D:  |@o2ssness [+ [Tester, Thomae T, Term: [22008 [~ Lewer v [T GeneratelD: (&

(STl Addresses  Biographical

‘ Application and Recruit Information ‘ ‘

| Iw*Enter Address I+ Enter Biographical

(Figure 17 — Quick Admit Tab)
The SAAQUIK Form is updated. Select the X icon in the toolbar to exit the form.
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