Rackham Prospect Entry Procedures

Proceed to Go then to Develop Enrollment, and then to Recruit Prospective Students.

Go to Use to Prospect Data to Bio Demo Data-Add or Update.

After ensuring the prospect does not already exist, enter the following data on each panel:

1st Panel
Bio/Demo Data
· Name

· National ID

· Gender

· Citizenship

· Birth date

· Ethnicity

· Email type and address

2nd Panel
Address Panel
· Address Type (current)

· Telephone Number

· Country

· Address

· City

· State

· Zip Code

3rd Panel
Prospect Career Data
· Admit Term (1360 etc.)

· Academic Type (enter 4)

· Campus (A)

· Academic Level (if not indicated – use the highest level)

· Referral Source (Fair, Website, etc.; Override if older source already entered)

· Source Date (Today’s Date; Override if older date exists with today’s)

· Recruiting Center (RACK).

4th Panel
Prospect Program Data
· Admit Program

· Acad Plan (if known)

· Sub Plan (if known)


5th Panel
Prospect School/Region

· Last School Attended

· Enter Graduate (Date if known)

· Region (Click on the Building Button)

6th Panel
Prospect Recruiters
· Category (REGN)

· Description (Your Initials)

· Enter in Recruiter (use Drop Down Box)

· Check Primary Box

SAVE Prospect

*If the person is already on the system go to the red x and click; then go to search match. Pull the person up with the Same ID and update it as needed. Leave the initials of the person who is already in the description the same and save.
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