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Abstract

This document will discuss how Document Tracking is used as an integral part of communications management at your

institution. Document Tracking is available in all Prospect and Student-related modules of CAMS. Topics covered include
Document Tracking setup, use, and reporting.
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Document Tracking in CAMS Enterprise consists of affixing a single document,
or more typically, a set of documents to Prospect and Student records. Each
module can generate any number of document groups that include a set of items
required in order to meet your institution’s standards. Groups of documents are
defined in CAMS Manager >Lookup Table Options >DocTrack Setup. Once
created, these groups of documents can then be assigned to the appropriate
Prospect/Student records.

The Document Tracking feature in CAMS consists of these primary functions:
e Creating Groups of Documents Required (by student type, program type,
etc.).

e Assigning/applying document requirements to Prospect or Student
records (individual documents or group of documents).

e Maintain status of document request (complete, incomplete, not required,
etc.).

e Document Image

e Generate reports that display status of documents required (by student
or by specific document).

Creating Document Groups

Create Document Tracking Groups in order to define Document Sequences by
group. Applying a sequence of documents based on a particular group is
beneficial in that you will not need to add each document to the Prospect or
Student record individually. Prior to creating the groups, it will be necessary to
populate two glossary categories in the CAMS Manager module:

e Doc Status: Statuses necessary for processing and maintaining
document requirements (incomplete, complete, not required, etc.).

e DOCUSERDEF: Values your institution wishes to use for the User
Defined Field drop-down available in the Document Tracking detail and
Doc Tracking Report criteria.

Note: You can create as many groupings, or sequences, of documents as your institution
requires.
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_ Step-By-Step: Create Documents

ol .

oS
P4

From the CAMS Enterprise Home page, click CAMS Manager >Lookup
Table Options >DocTrack Setup. The Doc Track Setup window opens with

the Basic tab displayed.

_ e

' w Basic

Basic Document Location and Documents < Generate @ Help % Close
Document Locations
Location Description StateRepottic |1
1 AD 0 ﬂ
2 BILLING BILLING hodule =
FIMARCIAL AID FIRANMCIAL AID Module
4 REGISTRATICN REGISTRATION Machule -
Q Delete Location
Documents
Document Description DisplayOrder  StateReportic
— -
2 ADM-COL TRANSCRIPT College Transcript 0 —
5l Dhi-GED GED Certificate 0
4 ADM-HS TRANSCRIPT High School Transcript 0
2 DM-TOEFL TOEFL Exam Score 0
g CPR.DOC CPR Remincer 0
il FAC-YIDA Instructor WD, 0
g FACE FORM Tax Wd farm. 0 ‘l
Il I I
l Q Delete Document ]

Figure 1: DocTrack Setup — Basic tab

Document Locations correspond directly to the CAMS Enterprise modules
and must be named exactly as the module name in order for documents
linked to the Document Location to display in that module. Current CAMS
module locations are already defined and cannot be deleted. Creating new
locations is not recommended as the business logic required to utilize the
location is not automatically added to user-created Document Locations.

In the Documents grid, double-click an existing document to modify or right-
click to add a new document. The document detail window opens.

Document Name |

Description |

Display Orderl i}

State Reporting Code |

150 Code |

Location | v|

Default Status | v|
Active Flag
Internal ]
Default Display Image in Portal

g~

Figure 2: Document detail
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Enter the Document Name (required).

The Description entered here will automatically display as the Description
for the document when it is added to a student’s Document Tracking.

Use the Display Order to determine the order in which the values from 0 to n
will appear in the drop-down list.

Enter the State Reporting Code and ISO Code if required.

Select a Location to restrict a document to that location or module only.
Documents with a blank Location will be available in all modules.

Note: Documents assigned to students from within a Module may only be viewed from
that Module's Document Tracking window.

9.

10.

11.

12.
13.
14.

Select the Default Status that will display when adding a single document or
adding this document from within a sequence.

Documents can be marked inactive by removing the check mark in the box
next to Active Flag. Only active documents will be available to users when
adding a Document Tracking item. All documents will be available for
reporting criteria.

Place a check mark next to Internal and if this document is always an
internal document or Default Display Image in Portal if attached images
should display in the portal. This will eliminate an extra step when applying
the document to the student record and can be changed when adding the
Document Tracking item if necessary.

Click Add to save the new record or Cancel to exit without saving.
Repeat these steps for each document you wish to add.

To delete a document, highlight the row in the Documents grid, then click
Delete Document. Documents cannot be deleted if it is used in a student
record or in a Document Sequence.

Note: When modifying an existing document entry, CAMS will check to see if the
document is used by any document sequences already defined. If so, you will receive a
prompt asking if CAMS should update any of the related fields, such as Internal or Active,
to match that of the modified document entry. Click Yes to update the documents already
defined in a sequence or No to not update existing records. Regardless of whether you
opt to update existing sequence documents or not, your changes to the current document
entry will be saved.

Note: To generate the SSl files, click the Generate hot spot at any time or simply close
the window after changes have been made.
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Step-By-Step: Create Document Sequence Groups

‘l_g-'lj Sequence Groups by default are not location specific. Group Names can be any
< oy . .
2T=2”  text up to 50 characters and are used as a grouping mechanism to add
documents to a Sequence Group. Mapped Sequences are a means to set up
only specific document sequence groups by location. If a particular module has
no defined Mapped Sequenced, then all Sequence Groups will be available to
that module when loading a sequence of documents to a student record.

1.

2.

3.

From the CAMS Enterprise Home page, click CAMS Manager >Lookup
Table Options >DocTrack Setup. The Doc Track Setup window opens with
the Basic tab displayed. Click the Seq Groups tab.

Sequence Groups

DocGroup Descrigtion StateReportic ||
R A DMISSIO - |
2 Admissions Accepted Admissions Accepted —
5 Admissions Graduste Admissions Graduste Required Documents
4 Billing General Billing Document Tracking Group -
Q Delete Group
Mapped Sequences
Location DocGroup /
1 D 0 :I
2 ADMISSIONS Admissions Accepted —
3 ADMISSIONS Admizsions Graduate
4 BILLING Billing General -
L[ ST , _I

Q Delete Seq Map

Figure 3: Document Tracking Sequence Groups

In the Sequence Groups data grid double-click an existing group to modify
or right-click to add a new group. The group detail window opens.

Element Detail For Cateqary. Sequence Group Mames

Group Hame: |Admissic|n5 Graduate

Description: |Admissi0n5 Graduate Required Documents

State Reporting Code: I
1SO Code: I
Display Order: I ]

I Update

Figure 4: Sequence Group detail

l g Cancel

Enter the Group Name (required) and a Description.

4. Enter the State Reporting Code and ISO Code if required.
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Use the Display Order to determine the order in which the values from 0 to n
will appear in the drop-down list.

6. Click Add to save the new record or Cancel to exit without saving.

7. Repeat these steps for each Sequence Group you wish to add.

8. To delete a Sequence Group, highlight the row in the grid, then click Delete
Group. Document Groups cannot be deleted if they are linked to a Mapped
Sequence or are used in a Document Sequence.

9. To add a Sequence Group to a Mapped Sequence, right-click in the Mapped
Sequence grid to access the detail entry form.

Location ADMISSIONS -
Document Group Admissions Graduate -
Figure 5: Mapped Sequence Group

10. Select the Location and Document Group from the drop-downs.

11. Any documents added to this Mapped Sequence will be available only for the
Location to which it is mapped.

12. To delete a Mapped Sequence, highlight the row in the Mapped Sequences

grid, then click Delete Seq Map.

Step-By-Step: Create Document Sequences

(W

>
e
e

l

2

|

1. From the CAMS Enterprise Home page, click CAMS Manager >Lookup
Table Options >DocTrack Setup. The Doc Track Setup window opens with
the Basic tab displayed. Click the Sequences tab.

'  Basic

Document Tracking Sequences

-

=
T Seq Groups ~Sequences

]

Q\ Generate

[ Help % Close

Fitter To Group Al

ADMISSIONS
ADMISSIONS
ADMISSIONS
ADMISSIONS

anscript
TOEFL Exam Score
GED Cedificate

ADM-TOEFL
ADM-GED

ADMISSIONS

ADM-HS TRANSCRIPT

High School Transcript

ADMISSIONS

ADM-ACT SCORES

ACT Scores

Admissions Accepted

Tranzcript Two Year

Tweo Year College Transcript

Admizsions Accepted

Transcript HS.

High School Transcript

Admizsions Graduate

ADM-HS TRANSCRIPT

High School Transcript

Admizsions Graduate

ADM-COL TRAMNSCRIPT

College Transcript

Figure 6: Document Tr.

11 Billing General Bil-Third Party Third Party Billing Information
47 I:Iill'rn anaral Rillimes A cledy Rillimes Aclddvass Warvifieatinm

|

Ea Delete Seq Document

acking Sequences
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10.

The Sequences tab contains a single data grid which by default shows all
documents in all Sequence Groups. Select a group in the Filter To Group
drop-down to display only those documents in the selected group. You must
select a group prior to adding or modifying a document defined in that group.

To modify or add a document to a Sequence group, select the group from the
Filter To Group drop-down.

Double-click an existing document to modify or right-click to add a new
document. The document detail window opens.

Group: | Admissions Graduate
Show Documents From Location:  ADMISSIONS -
Document Hame: Proof of Insurance -
Def Status: [NCOMPLETE  +
Days Between: l—?

Optians Defined for Selected Document
Internal: Active Flag:

‘ Add | | EaCancel

Figure 7: Sequence Group document detail

The Group field is automatically populated for the group selected.

The Show Documents From Location drop-down defaults to a blank value
allowing you to select from ALL active documents in the Document Name
drop-down. Select any value in the Show Documents From Location to list
only active documents defined with that default location and any document
names that have no default location defined. Documents from any defined
Location may be added to any Sequence Group.

Select the default status (Glossary: Doc Status) for the document. For
instance, if the document always starts as incomplete, then mark it as such
for the default. This will eliminate an extra step when applying the document
requirement to the student record.

Optionally, enter the number of days from the start date for which time this
document is due. The due date will be automatically calculated based on the
start date entered at the time of loading a Document Sequence.

Click Add to save the new record or Cancel to exit without saving.

Repeat these steps for each document you wish to add to the Sequence
group.
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Adding Documents to Prospect or Student Records

Document Tracking is available in the Prospect module and all Student-related
modules of CAMS. The functionality is identical in each module with the following
exceptions:

e Within each module, you may only select documents that have been
linked to that Location in Document Tracking Setup (see page 4) or
documents with a blank Location.

e The Admissions module has additional functionality that may be used to
link documents to specific GPA Groups that have been applied to the
Student Admissions Information.

e Prospect documents will copy forward to the Student record when the
Prospect is loaded to Student. Any documents added to the Prospect
record after that will also display in the Student record. Documents
added to the Student record will NOT copy back to the Prospect record.

e The Financial Aid module allows linking documents to an Academic
Year/Financial Aid Year which are populated automatically based on the
record highlighted on the Status tab or by selecting the Financial Aid
Year in the Filter to Package drop-down on the Documents tab. You will
be able to select any Academic Year/Financial Aid Year that exists for
the student in Financial Aid Maintenance or, if no status records exist for
the student, you may choose any current or future Academic
Year/Financial Aid Year as defined in Financial Aid Yearly Setup. Once
an Academic Year/Financial Aid Year has been linked and saved, it
cannot be changed for that document.

Documents may only be viewed from within the module they are added. For
example, documents added in Admissions cannot be viewed from within
Reqgistration. Only documents with a Location defined for a specific module or
documents with a blank Location are available to add to a student record from
within that module.

The following instructions pertain to the Admissions module which has additional
functionality that may be used to link documents to specific GPA Groups.

Note: Documents added to a Prospect record will copy to the Student record when the
Prospect is loaded to Student. Any documents added to the Prospect record after it has
been loaded to Student will also appear in the Student record. Documents added to the
Student record after the Prospect has been loaded to Student will NOT appear in the
Prospect record.
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Step-By-Step: Add a Single Document

‘I_Qf} 1. From the CAMS Enterprise Home page, click Admissions >Students (or
== Prospects) >Document Tracking. The Document Tracking window opens
with the Documents tab displayed.

2. In the Admissions module documents are associated with a GPA group. If
using Admissions Document Tracking, select an Admission GPA Group to
view the documents linked to that group or select No Filter to view all
documents that have been added to the student record in the Admissions

module.
Document Tracking @ save [ Help % Close
Document Tracking Module: ADMISSIONS
Admission GPA Group: |No Filter| v
Location DocDate DocName |DucDescr|utmr| DocStatus

INCOMPLETE
INCOMPLETE

03/02/2015
02/03/2015

ADM-COL TRANSCRIPT
ADM-ACT SCORES

College Transcript
ACT Scores

ADMISSIONS
ADMISSIONS

Documents with images show with alternate color

| Load Doc Seq || Ea Delete || Load Colleges H Ea Delete Image
View Full Screen

Figure 8: Document Tracking Window

3. Right-click in the data grid to open the document tracking detail entry form.

Module: I'—.DI.IISSIOHS

Admission GPA Group: I vl
Document Date: I E|
Completion Date: I E|

Document Name: | j

Description: |

Status: I 'I
User Defined Field: I 'I

Reference: |
[
Comments:
=
Internal: [~

Figure 9: Document Tracking Detail Entry Form
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10.

11.
12.
13.

14.

Select the Admission GPA Group to which you wish to link the document.
This will default to the GPA Group that is already selected on the Documents
tab or the students active GPA Group if No Filter has been selected. Any
active or inactive GPA Group assigned to the Student Admissions
Information record will display and may be selected.

Enter the Document Date (or Due Date).

Skip the Completion Date unless the requirement has been met and you are
recording the item and completion date at the same time.

Select the Document Name from the drop-down list.
Type a general description in the Description field.

Select a Status from the drop-down list (Glossary: Doc Status) such as
Incomplete, Complete, Not Required, etc.

If your institution is utilizing the User Defined field (Glossary:
DOCUSERDEF), make the appropriate selection.

Use the Reference field for further defining the document/requirement.
Enter Comments as desired.

Place a checkmark next to Internal if the Document Tracking item should not
display on the Student Portal.

Click Add to save new record or Cancel to exit without saving.

Note: The Admission GPA Group may be changed at any time for any document. Student
documents may be assigned a blank GPA Group or any GPA Group (active or inactive)
that exists on the Student Admissions Information record. Prospect documents may be
assigned either a blank GPA Group or the GPA Group associated with the current
Entrance Program in the Prospect Maintenance record.
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2.

In certain cases, you may

have items that are included

for some prospect or student

types but not for others. In

such cases, you can do one

of two things: 1) either

delete the unnecessary

document from the record,

or 2) change the status of

that document to a value

such as ‘not required’.
3.
4.
5.

Step-by-Step: Add a Document Sequence

From the Document Tracking form (Admissions >Students (or Prospects)
>Document Tracking), select the Admissions GPA Group you wish the
documents to be linked with. If the No Filter is selected documents will be
linked with the students default GPA Group.

Document Tracking @ save  [@Help % Close

Document Tracking Module: ADMISSIONS

Admission GPA Group: | No Filter| v

Location DocDate DocName |DucDescriptmr| DocStatus
ADMISSIONS  |03/02/2015 ADW-COL TRANSCRIFT INCOMPLETE
ADMISSIONS  02/03/2015 ADM-ACT SCORES

College Transcript
ACT Scores

Documents with images show with alternate color

| Load Doc Seq || Ea Delete || Load Colleges H Ea Delete Image
View Full Screen

Figure 10: Document Tracking

Click the Load Doc Seq button.

~| Document Date: [12/1172001  ~|

Document Group: |[#8]]

Group DocName DocDescription DefStatus
1 4]
2 ADMISSIONS | ADM-COL TRANSCRIPT College Transcript INCOMPLETE
3 ADMISSIONS | ADM-GED GED Certificate INCOMPLETE
4 ADMISSIONS | ADM-HS TRANSCRIPT High School Transcript INCOMPLETE
s ADMISSIONS | ADM-TOEFL TOEFL Exam Score INCOMPLETE
B ADMISSIONS  |CPR.DOC CPR Reminder INCOMPLETE

Figure 11: Load Sequence window

Select the Document Group from the drop-down list. Once selected, all
items sharing that group name are listed. Document groupings setup is
described in Creating Document Groups on page 4.

Enter the Document Date (the Start Date for the sequence of documents).
The default date is the current date. If any values were placed in the ‘Days
Between'’ field of the Document List reference table, this value will be added
to this Start Date to calculate the due date of the document(s).

Click OK to add the group of documents or Cancel to exit without saving.
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Step-by-Step: Load Colleges

Single documents such as a transcript can be added for each college associated
with the prospect or student in one step via the Load Colleges function.
Colleges are associated with prospects in Admissions >Prospects >Change
Prospect >More tab >Colleges and with students in Admissions >Students
>Change Student >More tab >Colleges.

1.

Open the document tracking form by clicking Admissions >Students (or
Prospects) >Document Tracking.

Click the Load Colleges button.

Add Document for each transfer college

Module: | ADMISSIONS

Document Date: IEIEIEUUB E|

Document Name: | ADM-ACT SCORES =]

-

Description: |ACT Scores

Status: [ INCOMPLETE =l

Figure 12: Load Colleges window

Enter the Document Date (the date the document is due). The default is the
current date.

Select the default document name from the drop-down. The description will
be automatically populated as entered in the DOC NAMES glossary table for
that document and may be changed as desired from this window.

Select the default status.

Click OK to add this document to each college linked to the student or
Cancel to exit without saving. Each college name is placed in the Reference
field of the document(s) detalil.

Document Tracking Maintenance

Once an item has been fulfilled by the Prospect or Student, the status of the
document can then be changed from “Incomplete” to “Complete.”

Step-by-Step: Maintaining Document Tracking

1.

Open the document tracking form by clicking Admissions >Students (or
Prospects) >Document Tracking.

Double-click on the document to be updated; the document tracking detail
form will open.

Select the desired status value from the Status drop-down list (Glossary:
Doc Status).

Enter a Completion Date to mark this document as complete in the system.
Add any Comments as desired.

Click Update to save changes or Cancel to exit without saving.
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Document Image

An image of the document can be stored and assigned to a Document Tracking
entry for immediate viewing. You can use scanned or original documents. If an
image is associated with a document item the item will display in blue in the data
grid. Storing document images may use a large amount of disk space. Ensure
that there is always enough space to run CAMS Enterprise effectively.

“Df Step-By-Step: Assigh a Document Image
p
‘&(Z.‘/‘a"') 1. Highlight the document item in the data grid on the Documents tab.

Document Tracking @ save  [ZHelp 9 Close

Document Tracking Module: ADMISSIONS

Admission GPA Group: |No F\Iter-
Document items with

assoc iated Im ag es Location DocDate DocName DocDescription DocStatus
\ ADMISSIONS  03/0272015 ADM-COL TRANSCRIPT College Transcript INCOMPLETE
[E——JptDMISSIONS | 02/03/2015 ADM-ACT SCORES ACT Scores INCOMPLETE
3 ADWMISSIONS  |04/01/2015 ADM-HS TRANSCRIFT High School Transcript INCOMPLETE
4 ADWMISSIONS | 04/01/2015 Transcript Two Year Two Year College Transcript INCOMPLETE
-
R C

Documents with images show with alternate color

| Load Doc Seq || Q Delete || Load Colleges ‘ ‘ Q Delete Image ‘

F Wiew Full Screen
-

Figure 13: Highlight Document

2. Click the Image tab. The Document Image window displays.

Document ADM-COL TRANSCRIPT Date 03/02/2015

Display in Portal

U\Scans\Transcript.pdf Browse..

Figure 14: Assign Image to Document

3. Use the Browse button to navigate to and select the image document. Any
image type document may be assigned if it can be viewed with an associated
program, such as, a PDF, JPG, Microsoft Word, etc.

Click Load Document to upload the document image to CAMS Enterprise.

Display in Portal allows the student to view the image from the student
portal. Deselecting this box will keep the images from displaying in the
student portal. Document images will not display on the portal if this is
selected and the Internal checkbox is checked on the Document Tracking
Documents tab.

Note: To view certain types of images, such as TIFF files, a plug-in for Internet Explorer
may have to be installed. A TIFF plug-in can be obtained from
http://www.alternatiff.com

%

If
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4112015 STUDENT OFFICIAL TRANSCRIPT Page 1
Student Name: Ethan Wells Student|D : 00000001423
Provided Solely for:
Ethan Wells
Major  Elementary Education
Term: FA-11
p $P.06 AE 185 LSC  ORALE WAITTEN COMANTL STUDENTS 0 -
erm: BUS 315 BUSINESS FINANCE EL-E
SHSC 100A LEC  compumrssence [EI
CMSC 100A LEC  comoumr scenze 150 -
S0 100 NTRODUONG SOCKOLOGT s A
soo @1 WARRIAGE AND THE FAIICTY s A 41T ERN  HRE PIE 8P
cow. M G0 o0 000 onee
8TT gAM  §RS  PI3 gRR cuw. % 400 g0 13aTs s
mR, TR TR TR dee - End of Ist Year ==~
cuu. TS TS0 7S M 4000
Term: SU-06
ASC 191 iee  SsscAcsounsng Srrowies s w Term: SP-10
AE 150 LEC  aWERICAN ENGLISH FOR NTERNATIONAL 300 & ot Aszsnmmg s w
sTuDENTS
CEN 101 ABC Compum Samis 00 A
e aooEn s = =mo =3 PRNCIPLES ICRO ECONOMICS ETEI v
— Fum oo M ANE AUEEICAN WRITER S 00 A
- - -

Figure 15: View Assigned Document Image

6. To view the image, highlight the document tracking item and click the Image
tab. To view the image in a full-screen view click the View Full Screen
button.

7. To delete the image, but not the document, click the Delete Image button.

Note: Depending on the file type, a dialog box asking to Open, Save, or Cancel the
document may display when uploading or viewing the document image. Click Open to
view the document image or Cancel to not view the image. Clicking Cancel will not
prevent the image from associating with the document item when uploading.
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Document Image Setup Issues

Document Image files that are larger than 200Kb may only display a red X.

Data is stored in SQL table Docimage. Doclmage table will reside on the
INDEXES file (see database files in enterprise manager). If you plan on storing a
large number of student documents then check the size of the hard drive where
the cams database resides. Make sure you have lots of free space. Cams will
store images,PDF’s, word docs, etc.

A Note: Windows 2003 server customers may have trouble uploading large
~Aw documents. This applies to any file that is uploaded not only related to document
\\'f images. It has to do with an IIS setting. First, stop IIS. Open your metabase. XML

which is located in c:\Windows\System32\Inetsrv find the line
"AspMaxRequestEntityAllowed" and change it to "1073741824". This is 1GB - of
course you can enter another value to suit your needs. Save changes and then
start IIS.

Also 1IS 6.0 under windows 2003 limits the download size of a file in its meta
base. IIS 6.0 has a file named metabase.xml| which resides in the folder
C:\Windows\system32\inetsrv. By default, this file has this entry:

AspBufferingLimit = "4194304"

This limits download size to 4,194,304 bytes (4 MB), and larger files will be
silently truncated with no message from 1IS. You can change that to a large value
(such as 2000000000 for 2 gigabytes) to allow your Windows 2003 server to
send large downloads.

You may need to stop the IIS service before you can save the metabase.xml file
and have the change take effect.
Buffering

You will also need to turn on Buffering for the CAMS Enterprise website.

Step-By-Step: Turn on Web Site Bufferin
\@ p-By p g

23 1. Open the IIS MMC and right click on the CAMS Enterprise website and

< p—i
e select Properties.

n

Click the Home Directory tab and then click the Configuration button.
Click the Options tab and check the Enable buffering option.
4. Click OK all the way out of the Web Site Properties window.
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Document Tracking Reports

The Document Tracking report functions like the standard BYOR reports within
CAMS. Simply identify the reporting criteria and select the report format.

Step-by-Step: Prospect Document Tracking Reports

1.

From the CAMS Enterprise Home page, click Admissions >Prospects
>Reports >Document Tracking Reports. The Prospect Document Tracking
Reports window opens.

Select any document-related criteria on the Documents tab. By default, the
Location has the blank location as well as the location identified by the
module preselected.

Note: The blank and Admissions locations must be selected in order to report on any
Document Tracking item applied to a prospect record.
Academic Year criteria should not be used for the Prospect Document Tracking Reports.

3.
4,

Click the Prospects tab and select any prospect-related criteria necessary.

Choose the criteria on which you will base your report. For example, select
“Incomplete” status to generate a report that will display outstanding
document requirements.

Click the Reports tab.
Select the desired report for the Report Format drop-down list.

Click Print. CAMS displays the report results in the Crystal Report Viewer.

Step-by-Step: Student Document Tracking Reports

1.

From the CAMS Enterprise Home page, click Admissions >Students
>Report >Document Tracking Reports. The Student Document Tracking
Reports window opens.

Select any document-related criteria on the Documents tab. By default, the
Location has the blank location as well as the location identified by the
module preselected.

Note: The blank location should be selected in order to report on any Document Tracking
item applied to a student record that does not have a Location set in DocTracking Setup.

3.

Selecting an Academic Year will automatically populate the Fin Aid Year
field with any Financial Aid Years defined for that Academic Year and
preselected. Left-click a single Financial Aid Year or use Ctrl + Left-click to
select multiple Financial Aid Years. Only one Academic Year may be
selected at one time.

Click the Students tab and select any student-related criteria necessary.

Choose the criteria on which you will base your report. For example, select
“Incomplete” status to generate a report that will display outstanding
document requirements or choose a Status Term and Student Registered
= Yes to display only registered students for that term.

Click the Reports tab.
Select the desired report for the Report Format drop-down list.

Click Print. CAMS displays the report results in the Crystal Report Viewer.
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