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ABOUT CAMPUSVUE

Campus Management Corp provides administrative software solutions for today's high performance
post-secondary education institutions. Established in 1988, Campus Management’s sole objective is to
provide administrative software to more than 1000 higher education client sites worldwide.

78% of Proprietary Institutions utilize Campus Management products. When you hear about industry-
leading schools groups, such as Career Education Corporation, Kaplan Higher Education, Remington
Colleges, Platt College, Southwest Florida College, you can be confident that their management teams
are using the finest enterprise school management system available, and that their management
teams are building organizations capable of unrestrained growth.

Through our innovative combination of industry-standard SQL and proprietary interface design Campus
Management clients are migrating to Microsoft’s .NET vision of ubiquitous data access.

CampusVue is a thin client product. The application in itself resides on an application server, while
clients (users) log in to the server to perform their work. The preferred implementation is using Citrix
for the thin client connection. This approach extends platform capability beyond Windows to Mac and
Linux users.

In all but the smallest of schools, we also recommend a separate Terminal Server, and data server. As

school size increases, additional Terminal Servers are added along with COM+ servers. As size grows,
additional servers, such as replication servers for reports, may be added.

CAMPUS

MANAGEMENT
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Purpose

SETTING SESSION DEFAULT AND CUSTOMIZE YOUR SCREEN COLOR

Session Defaults: Most user set ups default to your assigned campus. This allows easy access to information on
employers and students attached to the campus. These settings will then default into to many screens that you

select while navigating CampusVue. Keep this in mind when working with items under the Daily menu since many
of those options will perform based on the campus selected here.

1. Setting Session Defaults

A. You can access the Sessions Defaults screen one of two ways...
When logged into CampusVue right click on the workspace > Select

a.

Session Defaults.

Find Student
Find Employer
Find Staff
Student Groups
Employer Groups
New Student
Quick Lead

Contact Manager

Session Defaults
Set Background Coler

b. Or on the bottom right corner of your screen, double click on the Campus

DISPLAY T92ECALLAHAN | SWFC-TRA 5/6/2013

—
12:45 PM
5/6/2013

m;l I' )

B. Select your Default Settings.

2. Customizing Your Screen Color
a.

ﬁ Erika Callahan Session Parameters |

Campus |S\A-"FE - Tampa
Tem [13-25FF

Fé'vear [2012-13 E|

todule

Care

[ Show thiz screen every time Campugue Student starts

LChange Pazsword |

a. Select Campus

b. Use default term

c. Use default FA Year

d. Select Module based on your department.

e. Uncheck “Show this screen every time CampusVue
stars” unless you’d like to adjust your settings
frequently.

f. Change Password > Clicking here will allow you to
change the password used to log into CampusVue
Live.

g. SAVE

When logged into CampusVue right click on the
workspace > Select “Set Background Color” and

Save

Find Student Color
Find Employer

Find Staff

Basic colors:

Student Groups

choose the color you prefer > click OK. If you use
both the Live and Train environment it is
recommended that you choose one color for Live
and another for Train to serve as a reminder of

~

which one you are logged into.

Employer Groups
Mew Student
Quick Lead

Contact Manager

Session Defaults

Set Background Color

o
|
|
|
u

L 1 |
HEENETT
EEEENN
EEEET
THEEEN
EEEENT

Custom colors:

[T NN
EEEEER

Define Custom Colors ==

THEEET |E|

I
H =

0K | Cancel |




ICON DESCRIPTIONS

The following icons represent folders or modules that are frequently accessed by Career Services personnel.

Student Groups

i

Add New Employer

O
4

Contact Manager

)

Toggle Recent Students/ Employers

C

S

Contact History Activities

=

Student Groups
assigned to Student

|

4 - i =

AR R

Recent Students | Tiller, Stephanie - E5EE4

Print Screen

=

Search Student/ Employer

ik -

Close Folders

Exit CVue

3 || g

Status Category Colors:

Blue Enrolled
Green Active
Red

ﬁ Student Master - Banks, Shaton

O deEa8w

Documents

=

Addresses

=2

STATUS CODES

Permanently Out (Graduate, Withdrawal, Drop)

=5 e (x5
Tite | Student Nurber [JOD00ES68E pIny [4651
Last Name |Banks First Mame | Shaton Campus |54 FC - Ft. Myers |z|
Middle Mame [+ Suifis | F| 5 choskdtatus WE
Nickname | Maiden Name | LeadSurce [0 J
dehss [F578 Crestwood Lake At 108 5 N Tl
City \Fort Mipers ’_E| |33901 E| Lead Type |Z|
Caunty WE [T Badéddess  Last Activity Data’W ,W
Teephore [ 57750 I~ BadProne dn.Rep BT WVERE FEGISTFAR |

Color and Status

Work Phone Ent.
Other Phone Courty

T

\- o

e-Mail [shalon banks@student swlc.edu

Expected Start[1/7,0m3 -]

Other email |shalonbanks@gmal com
55N [253-25-4651
Date of Birth \5;23;1 974 ILl Dizabled |L|r|spg[;ifigd j
Marital Status ’75 Nationality Wﬂ
Hispanic/Lating ’rE Ethric Group ,W‘ J
Citizen WB sent|

Drrivv. Lic: State: ’7 DL #

Weteran |L| npeified -

Mobile Phane [(305) 824-7524 Gender |Female j

Original Start Date [1/6/1989

Curent LDA [1,15/2013

DBI Date

Interest
Program | E arly Childhaod E ducation
Shift |Cray

Prev Education High S choal Diploma

AgencydSponsor
Lead Reasan

™ Data Block Indicate

L) ]

[

|m| &= |

I Muttiple Enrolments. I

0 | |

I LClose




SEARCHING STUDENTS

The student record search features of CampusVue are extensive. The following instructions indicate 5 methods of searching
for students within the system.

1. Press Ctrl+F.

H CampusVue Student - SWFC and Platt Col

2. Click the Search icon (Binoculars) on the Toolbar. File Find View Lists Daily Reports '
. . . - = 2
Click on the expansion arrow next to the Search Icon (Binoculars) \EM il = [T
__ Contact i Search Student
ﬂ Search Employer
Financig
" Student A Search Staff

3. If you right-click an open space in the work area, a shortcut menu appears. Select the first option on the shortcut
menu, Find Student, to open the Search form.
Find Student
Find Emplowver
Student Groups
Mew Student
Quick Lead

Contack Manager

Session Defaults
Set Background Calor

4. Click on FIND tab and scroll down to “Student”
T CampusVue Student - SWFC and Platt
File View Lists Daily Report

[ - Student Ctrl+F I
Ci Mext Student F3 |
[T T T e 1l

Recent Students | Banks, Shaton - 0000083583 |




SEARCHING STUDENTS

When you search for a student, a dialog box opens with three tabs on it. When you access the search tool, the program
presents the Search dialog box. You can search for students by Enrollment Number, Student ID, Social Security Number,
Last Name, and First Name. You can enter in a few characters of the first and/ or last name, the Cvue System will locate all

entries

TABS:
The first tab is Search. It can be used to find one student or a group of students having similar names or IDs.

The second tab is Advanced and it is used to search additional parameters by other fields
The third tab is Groups. It is used to form a group from the students selected by the search or advanced search methods.

The Search form has been programmed to find a student using the Enrollment Campus. This will allow a user in a
multicampus installation to locate a student that was enrolled at one campus, but is now enrolled at a different campus.

1. Enter the known search criteria such as part or all of the student's last name. If you know more, such as first name,
you can enter additional criteria to narrow the search.

2. Click the Search command button. The program will search through the specified campus records until it identifies
and lists all student master records that meet your search criteria. Students having more than one enrollment will
be listed once for each enrollment if Enrollment Number has been selected as a display column in the search

results grid.

3.  When you see the student you want on the list, double click the student's row in the list. The program will then
display the Student Master form for the selected student.

ﬁ Search (Results Limited to 500 rows by Systern Administrator) EI@

Search T Advanced T Groups ]
|
Campus |SWFC - Ft. Myers EI
Enrallment #
Student Number
5| Includs Aliases? [~
Last Mame =] First Mame |sha
]
Lazt Mame Firzt Mame 55N Program T elephone
Shadea Surgical Technaolog
Banks Shatan 253-25-4851 E arly Childhood E di/{305) 824-7584

| >

2 students found.

4. You can also highlight the student name and then click on any of the folders and subfolders located on the left
margin to go directly to that window.

Contact tManager
Admizzions
Financial Aid
Student Accounts
Academic Records
Career Services




STUDENT FOLDER DESCRIPTIONS - CAREER SERVICES

The following folders are accessed frequently by Career Services personnel.

CONTACT MANAGER

Contact Manager

(L) Student

(] Activities

(L Student Groups
[ Dacuments

[ Addresses

[ Agency Affiliations
[ Student Picture
(L Contact Method
([0 Advisors

ACADEMIC RECORDS

Academic Becords

(£ Student

[C2 Enrollment

[ Summary

[ 5chedule

(L Final Grades

[ Degree Progress ...

[ Placement Info

[C1 Term Confirmations

[ Degrees, Honars ...

PLACEMENT

Career Services

(L Student

[L Placements
[Z2) Status Histary
(L] Certifications
[0 it

Student
Activities
Student Groups
Documents
Addresses
Student Picture
Contact Method

Advisors

Enrollment

Degree Progress

Schedule

Final Grades
Degree Audit

Placements

Certifications

Profile and Contact Information on a student.

Any activity documented by college. History of a student.
Groups/ Distribution Lists that the student is a part of.

Resumes, waivers, Verifications are stored in this section

Other contacts/ phone numbers to call to find a student
Student ID Photo (TBD)

Information on various contact methods and preferred methods

Functional Unit Advisors Assigned to student

To identify the Degree/ Major and Schedule (Day / Night)

* Date/ Status  student’s last day attended and projected Grad Date.
You will be able to calculate the attendance

(dividing number of hours attended into the sum of the number hours
of absent and number hours attended.

You will be able to see the courses the student has completed, and are
currently in and are scheduled for the next term.

You will be able to see the student’s grades per course.

You will be able to see the student’s GPA.

Employment/ Internship/ Externship/ FWS information

Exit Interview/ “Career Planning Meeting” Date conducted
Employment Parameters: Minimum Pay, Hours Available, etc
Job Skills Profile

Relevant certifications



CREATING STUDENT GROUPS FOR MASS DOCUMENTATION - MANUALLY

Go to View > Student Groups OR click on the shortcut icon on your toolbar which shows three figures
standing together. A list of all Student groups that you have access to and may have been created by
other uses will pop up.

ﬁ Campus¥ue - SWFC and Platt Colleges - LI

File Find Wiew Lists Daily Reports Window  Tool

7D- S é-i@s B

[

Click Add

Group Name: Begin the group name with an abbreviation that reflects your department and school for
ease in sorting through groups at a later time. l.e. EMS for Enrollment Mgmt SWFC, AMP for Admissions
Platt, ADS for Academics SWFC, CSP for Career Services Platt etc.

o Inthis example | chose “EMS New Starts Spring 2012”

Owner will default with your name

Leave Public check-marked if you’d like others to be able to view and use your group for their purposes.
Expiration Date: Select an expiration date far enough out that will not interfere with the expected time
frame for which you’ll be using the group. When an expiration date is reached the group does not
automatically get deleted. You will simply get a reminder the next time you go to View > Student Groups
that you have 1 or more groups that have hit their expiration date and you are asked if you’d like to view
which ones they are. You then have the option to delete the group if it’s no longer of any use to you.
Only leave the expiration date blank if you never intend to delete the group from the listing.

SAVE
Bowenome Il

Diescription Ciwner Tppe |Hold Group Expires -

“Jeanna's Leads bo Heather TJ Benzon il

<new group 007 Anogela Teague [l s
Dups Marcia Erika Callzhan [l 12/8/20012
IPEDS Est Fall Enrollment Erika Callahan [l

01-24 PC Loans Teresa Giunta [l 1425/2m2

01-31-12 PC Loan Teresa Giunta il 21202

1-31-12 $435 #1604 FM Mardalena dmbert | M -

] ] g

| Hefresh Students I| Schedule Activity llgpdate School Fieldsll Reaistration Locks l

| i Students I| Search Groups || Clear Search Hesultsl Edit | A Delete
Group M ame IEMS Mew Starts Spring 2012 ¥ Public Group Type
: ; ¥ Active 7 Dynamic:
Quer | [ Portal Content | 7 Static

Expiration D ate I 2/26/2013 : I g Frozen

* M |

Other Users  Select | e

Job Frequencyl :I Laszt Date Refreshed I |LI Wiew SEL I
I~ Exclude manually added/deleted students upon refresh.

ml Dizplay Inactive Groups I | Dizplay ather Groups Save | Cancel | Close

To Add names to the Student Group

Highlight your group in the overall listing.

Click View Students

Click Add

The drop down of Student names will match your Recent Student search drop down. If the name(s)
you’re looking for are not in your recent student search then click the Search button and find the
student(s) you need. Double click a name to select it and then SAVE.



CREATING STUDENT GROUPS FOR MASS DOCUMENTATION - MANUALLY
Student Group: EMS Hew Starts Spring 2012

Mame |Eampus |Program |School Status |Date On |USBI ID On |Date e |USBI 1D Off |Manu1||y Added/Deleted
Add Student To Group ’
udert Searsh |
Group [EMS New Starts Spring 2012 E|
Save | Cancel | Cloze |
Select Al | Clear All I ™ Include Removed Students Add Delete Cloze

hdd Student To Group '/

Student ISamueI, Angela

Group [EMS New Starts Spiing 2012 /

Save | Cancel | Cloze |

e Continue adding names until your group is Complete.

e |[fyou'd like to Delete names from your student group just highlight the group> click on View Students >
select names to delete and click on Delete.

e You can now use your Student Group to pull a variety of reports as long as Student Groups are an option
for selection criteria.

Types of Student Groups

e Manual: A Manual group is created and maintained by the user. The user can include or remove
students from the list at wil. (RECOMMENDED FOR CAREER SERVICES)

e Static: A Static group is one that once created can be "refreshed" from time to time by clicking Refresh.
A static group can be changed to a Manual group, but once you save it as a Manual type, it cannot be
changed back to Static. Static groups refresh based on selection criteria used when pulling the report
that initially created the group.

e Dynamic: The list of students in a dynamic group changes when a student qualifies for the group by
virtue of a change in the variable upon which the group was selected. A dynamic group can be changed
to a manual group, but once you save it as a manual type, it cannot be changed back to dynamic.

e Frozen: A Frozen group is one that once created cannot be updated.

Note the distinction between "Frozen" and "Not Active". A Frozen group is still available for use in the
purpose for which it was created. A group that is not Active is no longer available for use.

10



CREATING STUDENT GROUPS FOR MASS DOCUMENTATION - VIA REPORT

You can also create a group from a generated report if that report captured a specific group of names that is
useful to you. For Career Services, this group typically matches an Outlook Distribution List you may have

created for yourself for mass emailing/ communication.

Please refer to REPORTS section to identify methods of generating useful reports for Career Services. (Potential

Grads, Grad Status list)

Various methods to generate student groups for Career Services:
e Potential Graduates: Identifying upcoming graduates by Grad Date/ Program
e Groups By Advisor: Running a report by Advisor once Assigned

REPORT: For the above methods, use “Potential Graduates” report
Go to Reports=> Academics —> Potential Graduates

Running a report by grad date/ program parameters:
Status = Active
Grad Date= Enter in the future dates of graduates
Or
By Credits remaining if this is more accurate
(less than)

If there are more than one Career Services personnel
in your department, it is recommended to also select
the program versions that you are responsible for.

S Report Selection: Potential Graduates

Report Preference

Prefersnce Name |

Soit Yariables Selected Sort Order
Program Campus
Program Yersion De 55 | [Student

EE g

Items

" Codes ¥ Descriptions 2

load | Save | SaveAs | Remove | [Programersion Co
Placement Advisor «
Status
Campus Selection Selection 1 Student Groups | Employer Groups

EN
[+ 1o [12m1r2m3 |L|J

Credits Remaining |

Grad Date [9/1/2m3

I decourting - AS
™ Accourting - AS
I Accourting - AS
I Aecourting - AS
™ Accourting - BS
I ecourting - BS
™ Accourting - BS
I Accourting T echnology - 45
I ecourting Technolagy - 45
™ Accourting/ Computer Dper
I Adninistative Specialst - Ao

Career Services Ad-
|4 cademic Advisor
(Area of Study

[4rea of Study Type

[T Administrative Specialist - Co
[ Administrative Specialist - Le
™ Adinistrative Specialist - M
™ Alumni Recard

| PIRPN Mahund &esariate -7
« »

Student ID to Print [Studert ID =

T (8l Degies Status Codes] =
[ (AINDS Status Cocs] | Credits Eain. | H1
Program Version ¥ Active
shit
Career Services dds [T Active Expected Grad )
o teric hceor T Active Withdrawal Pending
[4rea of Stuy [ Application Deried
[area of Study Type I Appointment Set
T Archived
[ Atempted
I BeingFrocessed
™ can
I cas
[ CAd-ReEnty
I coa
I coe
I COE -Reniy
[, FOF - ReFrm hd
4 »
Student D to Prin [Student ID =l Prview | Closg
F Report Selection: Potential Graduates
Repott Preference Soit Variables Selecled Sort Order
Preference Name [ [Frogram Campus
Progiam Version De »» | [Student
load | save | Saveds | Remove || [ProgiamVersionCo
Flacement Advisor ! T -
tatus -
Campus Selection Selection | Student Groups ) Empioper Broups
Items
" Codes @ Descritions Ciedis Femaining | =N
T = Grad Date [9r17203 [ 7] o [r2avamz 7] -

N

Credits Eam. |

Freview Close

**You can also use the parameter “Career Services Advisor”. You must first make sure that you have been
assigned to your students. See “Assigning Advisor to Students in Bulk and Individually”

11



CREATING STUDENT GROUPS FOR MASS DOCUMENTATION - VIA REPORT
Saving the Student Group
After clicking Preview on the report selection screen go to Report > Save Student Group > Add Students to New
Group.
o You can also add these names to an existing group if you choose or delete these students from
an existing group using the other 2 options provided.

ﬁ Report Yiewer
Report  Mail Merge  Excel
b 181 |ﬂgﬁﬁ|wﬂz -]

Print:
Prink Setup

Save Student Group ¥ Add Students To Mew Group

Saye Employer Graug Add Students To Existing Group
Export 2 Delete Students From Existing Group

e | I Master Student Listing Summary

Campuses:
SWFC - Online
SWFC - Bonita Springs
SWFC- FL Myers

- School Status {all)

- Status Category: Active
NDS-Actve

- ShiftOne Of
Bath Day and Might

[aptn

e Title your group using the recommended coding for your department. Begin with “CSS” to represent
Career Services SWFC or “GPS” for Grad Placement SWFC. We leave the S on the end for SWFC since
Platt and OHA also use the same system.

e Group Type = Manual or Static. In many cases you’ll choose Manual. Use the F1 key or the Help menu in
CampusVue to find out more about the differences between Manual, Static, Dynamic and Frozen
student groups.

e Make Group Public if you'd like others to be able to view/use the group.

e Choose an expiration date that is rational based on how long you’ll use the group in the future.

e Save
ﬁ Save New Group ll

Group Name IESS Active FM, BS and OL/FMEBS Email

Group Type ¢ Manual ¢ Static
T3 =}

Expiration D'ate IS.-"4.."2U‘I2 : I
Save I Cancel Cloze

[~ take Group For Portal Content

12



MASS DOCUMENTING VIA STUDENT GROUPS

Typical activities for career services mass documenting may include:

CS — Mass Job Lead Emailed
*Place in “Closed” status if documenting transpired events

CS — Resume Sent to Employer
(If you send resumes in bulk to employers)
*Place in “Closed” status if documenting transpired events

To document past activities to a group
e Go to View > Student Groups
e Select the group
e Click on Schedule Activity

M=

Description Owner Type |Hold Group Expires A|

BOS &dd 4 TECH Fees 11-25PF Erika Callahan il 4272012

BOS Credit Card Dianne Bommarita | M

BS SP-11 NEW Cagzandra Wallace |M 443202
Student Group BS 5P-11 REENTRY Cassandia Wallace |M 4/3/2012 [ ]

Credit Balance Shannon Suttan S B/27/2012

é [ 1 ad [ 3 an Iﬁﬁ
M

Schedule Activity
=————{rPemesrSmmER® |  Schedule Activity | [Update School Fields][ Registration Locks |

| Wiew Students || [Schedule Activity For Group]ich Hesultsl Edit | Add Delete

Group Mame IESS Active Fi, BS and OL/FMEBS Email g Fublic Group Type
- V| fictive ! Dpnamic
Owner IEnka Callshan Id I™ | Paortal Canternt ! Gtatic

Evpiration Date [ 87472012 | ! Frozen
& [anual

Other Users  Select |
Job Frequencyl :I Last D ate Refrezhed I |;| Wiew SHL I

¥ | Erclude manually added/deleted students upon refresh,

[ Display Inactive Groups [~ Digplay other Groups Save | Cancel | Cloze

& Group Activity: CS - Mass Job Lead Emailed =

AssignTo [Lozada, Jennifer -l

Activiy [C5 -Mass Job Lead Emaiied =l

e Choose the Activity (See Above recommendations) oup [Lonsea PV 13-Fen Cherane[2]

e Edit the Subject line if helpful (IE/ Job Leads)

e Status = Closed for events that already transpired. Ensure Date e R
Completed is accurate oue ae [a/572013 Fien [ K
Diate Added | Time Added |
Status [Closed -] Fiiority [Nomal [-]
° Save Activity Result WE Date Completed | FETENE]

Comments

Save Cancel Close

13



ASSIGNING ADVISOR TO STUDENTS IN BULK AND INDIVIDUALLY
Purpose: It is important to assign Career Services staff to each student/ graduate in order to see
caseload assignments as well as placement activities.

ASSIGNING IN BULK
Click on DAILY tab = Career Services = Update Placement Status/ Advisors

Reports Window Tools Setup Help

Contact Manager ¥ |ecent Employers |[TEST EMPLOYER - TEST-TEST-TE!
Admissions 3

Financial Aid 3

Student Accounts 4

Academic Records 3

Distance Education 3

Career Services » Document Tracking

Loan Management 3 Employers

Student Services 3 Print Employer Letters

Reassign Employers

Process Online Employers

<Detach>

SINGLE CAREER SERVICES AT CAMPUS

1.

If you are the only Career Services Staff on your Progan |
campus, you simply need to select Active and \ strbare]

Graduate Statuses and enter in any graduate dates of
students/ graduates you would like to be assigned to.

Click on “Assign Career Services Advisor” check box.
Select your name in employee field
Add comments

Click on Next

A list of student names will populate.
*if students/ grads are already assigned to a former
advisor, you will get an override notice.

Click on SAVE

Update Placement Status/Advisors _

ﬁ Update Placement Status and Advisors

Campus [SyFC - Bonita Springs

[ o |

L]

Grad Date ‘ 14142012

L] o [izmema x|

&
B

Student Groups ‘

Current School Status ‘G.aduate

Current Placement Status ‘

Mew Placement Status ‘

Reason ‘

KRR RN} KRR KRR KN

Comments

Agsign Career
Senvives Advisor

|Che|y\ Wanande

Comments

assigning graduates]

LCancel | est >
% Update Placement Status and Advisors ==

Studert Mame Enralmant # Status Career Services Advisorn Exit Int Grad Date Updat «
B | Abii, Lina Interior Design - BS /4 | Chenl Yanande 3/25/2013 [cJ)
|___|Behr, Therese Interior Design and Cheryl Vanande 6/15/2013 ~
Blevins, Rachael Interior Design and Cheryl Vanande 3/25/2013 c)
|___| Cintron-Quintero, Kitchen and Bath - D /| Cheryl Yanande Jf2ss2013 ~
Galagarza, Marie Interior Design and Cheryl Vanande 6/15/2013 I~
Gonzalsz, Darlens Interior Design - BS /4 | Chenl Yanande BA5/2013 c)
|___| Hutchinson, Alexandra | Kitchen and Bath - D /| Cheryl Vanande 3/25/2013 v
Hutchinson, Alexandra | Interior Design - BS /| Cherl Yanande 6/15/2013 v
|__|Kelso, Marcus Management - 45 /| Chenyl Yanande Jf2ss2013 ~
|| Malberg, David Computer Aided Cheryl Vanande 6/15/2013 v
Mendsz, Claudia Interior Design - BS /4 | Chenl Yanande 3/25/2013 c)
|| Moore, Andiew Computer Aided Cheryl Vanande 3/25/2013 I
Nicholson, Rebecca | Interior Design - BS /| Cherl Yanande 6/15/2013 v
Reingsl, Jack Computer Aided Cheryl Vanande BA5/2013 o
|__|Schwenk, Barbara Interior Design - BS /| Cheryl Yanande 3/25/2013 I~
Stahl, Michelle Interior Design - BS /4 | Chenl Yanande BA5/2013 c
|| Sutton, Jacquelyn Interior Design and Cheryl Vanande 6/15/2013 I
ot Cherl Interior Design and Cheryl Vanande 6/15/2013 ¥
‘Walker, Gwenevere Interior Design and Chenyl Vanande B/A15/2013 c

Brint

Cancel <Back | [

i



ASSIGNING ADVISOR TO STUDENTS IN BULK AND INDIVIDUALLY
MULTIPLE CAREER SERVICES AT CAMPUS
If there are several career services staff at one campus, you will need to first create a student group of
either active or graduates that are on your caseload (“creating student groups” section)

Once you have created a student group, you will follow Step 2 from above and simply find your student
group in the student group field selection.

[ET e T A [E==|
Campus [5/FC - Bonita Springs ]
Progra | =]
Start Date | 7] @ | =]
Grad Dale | ] e | =]

Student Graups |Lozada -F13 - Bonita Springs

Curent School Status |

Current Placement Status |

New Placement Status |

[ERQ KR} ERREN QKN

Reason |
Comments N
?Z?ESEE‘XE:ESUI rd |Jacque|ine Williarns j J
Comments  [5ssigning students -
LCancel | Mext > I
1- SearCh StUdent 5 Placements: Abercrombie, Brandy @
Graduation D ate | Program Yersion Enrallment Description School Status In School Status | Placement Status
E/13/200 Crime S cene [nvestigatior| Crime Scene Inwvestigation | Graduate In School Mat et Mot Ayvail- Continuin
2' CIICk on Placement FOIder 59/28/2014 Criminal Justice - BS Crirninal Justice - BS Withidrawn In School Mot Vet Mot et Placed

== -- S5N |Bo4-72-TeE2

3. Click Highlight Correct Enrollment —  CocorSenicastdvior B

E it Intervi Flacement & Student Job Pref 3
HiInterien Intern/E wtern Histon| Skillz/Titles 1EfIEnces gsums
4. Click on Edit
choal Job Status ||r1 School Mot et Placed E|

/ Feasan | E Has Car  Yes (¢ No
5. Select Career Services Staff under Pay R ate Low 000 PayRate High 000 Wants Assistance © Yes 8 No

ttca reer SerVICES AdVISO rn D ate Available _z‘ Hours Available |
Daps Available |

Comments

6. Click on SAVE

) | Save Cancel
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SEARCH/VIEW/ ADD/ EDIT EMPLOYERS

It is important to add employer contacts into CampusVue for the following reasons:

o Efficiently and strategically using the Contact Manager Module
o Setting up for future placements, externships, job orders
o Building your “Book of Business”
o) Personnel Evaluations
EMPLOYER SEARCH

The employer record search features of CampusVue are extensive. The following instructions indicate the
multiple processes of searching for employers or employer contacts within the system.

1.

2.

3.

4.

Click on the expansion arrow next to the Search Icon (Binoculars)

= CampusVue Student - SWFC and Platt Coll
File Find View Lists Daily Reports V

O~& ¢4~ 2 R
Contact M Search Student
ﬂ Search Employer
Financis
T Student A Search Staff

If you right-click an open space in the work area, a shortcut menu appears. Select the first
option on the shortcut menu, Find Employer, to open the Search form.

Find Skudent
Find Emplowver
Student @roups
Mew Student
Quick Lead

Contack Manager

Session Defaults
Set Background Color

If toggle is set to Student, Double-click any open space in the work area to open the Search form

From Daily Menu, scroll down to Placement then Employers
Daily  Reports  Window  Setup Help

Placement Docurment Tracking

Conkact Manager  # Fecent Students I'W'illiarr
Admissions 2
Eireancial #ie - [
Student Accounts E -
Academic Records  # a. Jenrifer
Distance Education, [*] ta|

3

»

Emplovers

Loan Mamagement:

Contact Name
/ Cox Commun

Print Employer Letters

=Detach =

Recent Employers |TE5T EMPLOYER - TEST-TEST-TESTﬂ

16



EMPLOYER SEARCH

SEARCH/VIEW/ ADD/ EDIT EMPLOYERS

It is recommended to search employers by entering in a few characters into the NAME field.

12 Employers found.

EMPLOYER VIEW

£ seorch =
Employer T Employer Contact T Available Jobs T Groups
Campus |Platt - Tulza E| Search
Code Location | E| Cancel
ﬁ Marne |,A] Show Active Only 7
City/State E Country E Add Employer
Phore | Fax | D ate Last Modified :
Date Added | [=] Ta | [=]
Soft Skils | =l r
Program Yer. | j J r
Career Fields | j J r
Job Skills | =l |r
Mame Code City State Active Date Added F
Aall Care Living Ser|AALLT030 Tulza QK es 3/28/2mz2 [918] B2
Access Medical of C| ACCE2753 Catooza (] 8 es 9/5/2013
Accountable Health | ACCOB202 Tulsa ok e 9/5/2013
Advanced Correctiolf ADYAST 31 Peoria IL es 4/20/2m2 [309) BX
After Hours Dental C AFTER252 Sand Springs 0k ‘e 418/2012 [918) 2«
é Al Medical Personng ALLZ3E7 Bartlesville 0k Yes 9/5/2013 [314) 4:
Allergy Asthma and || ALLE4310 Tulsa (] 8 es 8/4/2011 [9149) 3t
Allergy Clinic of TulsALLE7431 Tulsa ar. es 8122011 [314) 80
Allied Home Heatlh | ALLIZ285 Tulsa (] 8 es 4/25/202 [919) 7
Anderzan Dental Art| AMDEBR32 Broken Arrow 0k ‘e 3282012 [918) 2F
ASH AHS OF Phys |A5H3341 Tulsa (] 8 es B/22/2m2 [919) 4¢
Auld Family Dentistry, AULD 3185 Mdlester (] 8 es 10417/2M2 [919) 4:
< | »

To view Employer Details, simply Double Click on the Employer Name in the Search List

= Employers

Code [ALLZZ6E7

Mame |AII Medical Personnel- Ameritox

Address |C/0 Rehab Phys. of OK
11005, Dewey

W Active

B

City |Bartesvile State 0K -
Zip | 74003 County hd
Country Fin

j Primary Lacation |Tu|sa Campus Area

=]

E-Mail |iNf0@amp.com

Campuses |F'Iatt - Tulza

=] | selstan |
o
-]

-
Emplayer Type |Empl0yer -

Locations |Tulsa Campus Area

Fee ’EIZ“

Industry |H ealth Information Management

Phane [[918] 430-4600 Ext| Far |

Corporate

‘wieb Site |www.amp. com
[

Carce] Si;'\i:; pamie Ludwick.

User |Ludwick, Jamie

™ Allow Online Access [ Practicum Site

Founded in 1998, we have an extensive clientel of hospitals, specialy doctors offices)

Audit | Career Fields | Soft Skill: | Activities | | Save | Cancel | | Employer Search | Emplayer Groups |
Comments T Contacts T Available Jobs T Placement Hiztary
All Medical personnel servies the greater Tulza market providing the healthcare industry with administartive office medical personnel. -
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SEARCH/VIEW/ ADD/ EDIT EMPLOYERS

EMPLOYER ADD
e Important: BEFORE Adding an Employer record, ensure you have done a thorough search to see if the
Employer already exists tied to another campus. If so simply edit that record to include the campus
needed. Employers can be tied to more than one campus which helps eliminate duplicate records in the
system. When searching you can select “All Campuses” instead of your particular campus.
e Click Add Employer from the Employer search box (see above screen shot)

M_ EXAMPLE x|
Code ¥ Active E -t ail | cCsolutions@solutions. org
Mame |Child Care Solutions Campuses | SWFC - Tampa j J Select Al |
Address |222 Main St. ;I LocationslUrlando Area:Tampa Area J
:I Frimary Location ITampa Area I;I
City | Tampa State IFL - Fee ul
Zip | 33619 B County [HILLSBOROUGH ~ Industry |E ducation- Private
Country u Fin | Employer Type | -
Phane |[222] 222-2222 Extl Fax |[222] 3333333 Corporate I u
Wb Site |childcaresolutions. com User I
Career Services Michals M u
Bidyigor IMIENElE MDY [~ allow Online &ccess [ Practicum Site
Aydit | [Career Figlds I Soft Skills I Activities I Edit I Save I Cancel I Lloze I Employer Searchl Ermplayer G[oupsl
Comments T Contacts T Awailable Jobs T Flacement Histomy
| =

e Fill in the following fields...

O O O O O O O

O O O O O

e}

Name

Address, City, State, Zip, County, Country

Phone, Extension and Fax if available

Web Site if available

Career Services Advisor

Email (choose email of generic HR or primary contact)

Campuses — Select all campuses that Employer is associated with. Click on the ellipsis (...) button
to select more than one. If you do not select more than one campus you run the risk of having
the employer entered into CVue multiple times if needed elsewhere.

Locations — Choose Campus Locations that are applicable or “.Out of Campus Area”

Primary Location — select only if more than one Location was selected above.

Industry — Select primary program this employer would be hiring or interning from

Employer Type — select Employment, Internship/Externship or both

The “Allow Online Access” is not to be used at this time and is related directly to the Employer
Portal.

Add any important employer information. Typically taken from website in ABOUT US section.

e C(Click Save > Other buttons/tabs are now available to be edited.
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SEARCH/VIEW/ ADD/ EDIT EMPLOYER CONTACTS

It is important to add employer contacts into CampusVue for the following reasons:
Efficiently and strategically using the Contact Manager Module
Mail Merges for events: job fair invitations, advisory board invitations, surveying
Assigning job orders to contact which will auto-populate in placement module
Building your “Book of Business”
Personnel Evaluations

e Contacts tab
o Fillin information for Employer Contact.
o Click Same button if address is same as Employer address.
o Click Save Contact

a1 cmployers 4|
Code |CHILVE?S ¥ Active E-Mail |cosolutionz@zolutions. org
MName | Child Care Solutions Campuses | SWFC - Tampa j J Select All |
Address 222 Main St ] Locations]Orlarda Area:T ampa Area J
LI Primary Lacation |T ampa Area I;I
City | Tampa State [FL > Fee| [
Zip 33619 B County IH|LLSBDHDUG|‘ i Industry |E ducation- Private
Country |15 u Pinl Emplayer Type |Employer hd
Phone |(222] 2222222 Extl Fax|[222] 3333333 Corporate ILI
Wwieb Site |childcaresolutions. com User |Callahan, Erik
Career Services [
Advisor Michele Nagy u [T AlavOniine Aecess [ Practioum Site

Edit

Audit | Career Fieldsl Sof;SkiIIsl Ac:t_ivitiesl Save | Cancel | LCloze | Emplo}lerSearchl Employerﬁ[oupsl

Comments T Contacts T Available Jobs T Placement History
Title [Directer Phane [[222) 222-2323 Ext |22
Last Mame ISmith First NameISaIIy Fax |[222] 333-3333
Address [322 Main St. -] Phane 2 | Ext |

j Fhone 2 Type l—
City lTampa— State IFL_B E -t ail Issmith@solutions. arg
Zip |335'I El E Aitive [# Cortact Type IDirector u
Country WB Contact Attributes lh J

Primary ;
Contact ¥ [ ACortact is a staff Member

Job Skills | Soft Skills | Activities Save Contact I Cancel | wiew Eontactsl Forward Contacts
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SEARCH/VIEW/ ADD/ EDIT EMPLOYER CONTACTS

It is important to add employer contacts into CampusVue for the following reasons:

Efficiently and strategically using the Contact Manager Module

Mail Merges for events: job fair invitations, advisory board invitations, surveying
Assigning job orders to contact which will auto-populate in placement module
Building your “Book of Business”

Personnel Evaluations

Contacts tab
o Fillin information for Employer Contact.
o Click Same button if address is same as Employer address.
o Click Save Contact
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It is important to add Job Orders into Ca
o Weekly Operations Report Section

o Maintaining High Productivity of job orders

o Market awareness of availability of

ADD/SEARCH/VIEW JOB ORDERS

mpusVue for the following reasons:
o Market awareness of employer hiring trends
o Building your “Book of Business”

job o Personnel Evaluations

Adding Jobs into CampusVue

o You can enter in jobs associated with the employer through the employer master detail. If entered
they will be available in the “Position” drop down when adding an employment record to a student’s

Placement folder.

o)
the following fields should be
e JOB CATEGORY:

e JOBTITLE:
e EXACTIJOB TITLE:
e  DESCRIPTION:
e JOBTYPE:
e AVAILABLE DATE:
e TO:
e PAY RATE LOW/ HIGH:
e  FULL/PART TIME:
e WORK DAYS:
e  WORK HOURS:
e CONTACT:
e STATUS:
= JOB LOCATION:
=  JOB SKILLS:
e  OPENINGS:
e JOB SOURCE:
e  BENEFITS
e COMMENT:
o Click on SAVE JOB

o To allow a job to show online
form...

View the screen shot below for an example record. All suggested fields are filled in but at a minimum

completed if adding a job to an employer record.

Main program hiring from

Main Program Hiring From

Exact Title of position expressed by employer

Start with Job Title again, brief job description

Employment, Internship/Externship, College Work Study

Enter the date when you first identified the job lead, order

Enter in 3 months later, allowing that time to fill the position

Enter in hourly calculation (if expressed by employer)

Select the status of the position.

Enter in days of work schedule

If given by the employer, please enter. If not, type in the traditional 9-5
Select from the list of contacts who you are coordinating with for this position
When first entering job opportunities, always select Available.

Campus Area or empty

Skills required expressed by employer

Select the number of openings

Generally, how the position was identified

Select Benefits offered

Any additional information outside of job description ex/ selling points

in the Student Portal, click on “Publish Online” and fill in the short

Audit | | | Actjvities | | | | LCloze | Emplover Search | Employer Groups |
Comments T Contacts T Available Jobs T Placement History
Job Category |Eu|inary - Platt/0OHA E| Contact |N0rman Sandusky j
Job Tile [Sous Chef -] statuspvabble  [v]  Fee| -] penetis |
Exact Job Title |Banduet Manager Job Location| j Bublish Oniine |
Diescription |Banquet Manager: Operates and Supervises Jab Skills |Eust0mer Service j J
Job Type ,m IZ| P Openings[ 1] Filled

Externship Type IZ| v Active
Available [9/5/2013 : To |12/5/2013 : Camment -

Job Source E._i'.:ut. Order - Din

Pay Rate Low 10,00 Salary High 12.00
Full/Part Time |Full Time IZ| Wwork Daps |M-F
Wwhork Hours |10-7

[~ Resume required with a job application
[” Studert can directly apply to the employer

| Save.ob Cance|
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ADD/SEARCH/VIEW JOB ORDERS

Quick Search: Viewing Available Jobs tab Via Search Module
For quick view of available job orders, you may search them through the AVAILABLE JOBS tab in the Employer

Search Module.

ﬁ Search o
Employer T Employer Contact T Available Jobs T i
Campus eiFC - Ft, Myers E

o | |
Dezcription |
#rea Code State [~]

Jab Type |Emp|0_l,lment in Field of Study or Helatej Job ID

Job Tite | [~] ExactJob Tite
Soft Skilk | =l
Prograr Wer. | ﬂ J r
Career Fields | j J r
Job Skills | ~ .|
; [ Include Jobs with no openings
Available Job Dates From | 3/1/2013 |L| Ta | |L|
Name Code City State Active Date Added F
Aall Care Living Sery AALLTO30 Tulza 1] ez 329202 [918) B2
Access Medical of C ACCEZ753 Catooza Ok, Tex 94552013
Accountsble Health | ACCOE202 Tulza Ok Yes 9/8/2013
Advanced Corection AD%WA3131 FPeoria IL Tes 42042012 [309] B¢

Tes

After Hours Dental C| AFTES252 Sand Springs
Al Medical Personne

Allergy Asthma and || ALLE4310 Tulza 8 [918) 3¢
Allergy Clinic of Tuls ALLE7431 Tulza Ok, Tex 2412201 [978] &
Allied Horme Heath | ALLIZZER Tulza Ok, ez 4425422 [918] 7«
Anderson Dental Art| AMDESS32 Broken Arrow ] 4 Tes 342842012 [918]) 2¢
ASH AHS 0K Phys | A5H3941 Tulza Ok ez B/22/2me2 [918] 45
Auld Family Dentistry, AL0IT AR b clester ] ez 1017202 [918] 42

Recommended Parameters to search via

Available Dates
Job Status = Available
Career Fields (If you would like to do quick programmatic search)

** You may also be able to export or print out a list of job orders. Please Reference Job Orders Report in the
Reports Section
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SCHEDULING FUTURE ACTIVITIES FOR CONTACT MANAGER

In order to organize your employer and student activity, it is best to schedule them into your Contact

Manager (and in some cases alongside your outlook meeting calendar)
CS — Contact/ Follow Up with Graduate
CS — Employer Outbound Marketing Call
CS — Employer Visit Off Campus or Networking Event
CS — Employer Visit On Campus
CS — Job Campaign/ Career Planning Meeting
CS —Job Interview — 1%
CS — Job Interview — Subsequent

To schedule past activities to a student group
*Bulk Scheduling may be good for Follow ups with existing graduates, setting up Career Planning Meetings with
upcoming graduates

e Go to View > Student Groups

e Select the group

e Click on Schedule Activity

CEE

Diescription Owher Type |Hald Group Expires A|
BOS Add 4 TECH Fees 11-25PF Erika Callahan M A4/27/202
BOS Credit Card Dianne Bormarito | M
BS SP-11 MEW Cassandra Wallace |M 44352012 r
BS SP-11 REENTRY Caszandra Wallace |M 47342012
n r
Stu d ent Grou p Credit Balance Shannon Sutton g B/27/2012

]

—_—

akra Brarnon

Schedule ACtIVIty | Refresh Studentald| Schedule Activity I| Update 5chool Fields" Reqistration Locks I
| Wiews Students | |Schedule Ackivity For Grouplrch Hesu\tsl Edit | Add Delete
Group Mame IESS Active Fi, BS and OL/FMERS Email g Fublic Graup Type
- V¥ Active € Dypnamic
Dtz IEnka Lalshan |;I ™| Portal Cantent || € Static

Espitation Date [ 7472072 | 2] ; Frozen
O} |

Other Users  Select | e
Job Frequencyl :I Last D ate Refreshed I u Wiew SHL I

¥ Erclude manualy added/deleted students upon refresh,

[ Display Inactive Groups [~ Display other Graups Save | Cance| | Cloze

"% Group Activity: CS - Mass Job Lead Emailed ==

Assign To [Lozads, Jenniter [

Actiity 05 - Mass Job Lead Emaied -]

Group [Loeada -FY13- Pon Chaiotie | »]

e Choose the Activity (See Above recommendations)

e Edit the Subject line if helpful (IE/ Job Leads)

Subiect |C5 - Mass Job Lead Emaled

_ . ”
e Status = “Pending” for events scheduled for the future. Ensure ot [GTT—5] ren— [Fe— [
Due Date is scheduled in the future. ] i ] m—
Status [Closed ] Prioiy | [E]

Activity Fsul [Task Complete [] pate compleza

Comments

e Save

Save Cancel Close
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SCHEDULING FUTURE ACTIVITIES FOR CONTACT MANAGER

You may also opt to schedule individual student activities as they come up.
There are a few ways to do this:

1: Enter in the activity through the CONTACT MANAGER module

2: Enter the activity through the STUDENT or EMPLOYER RECORD module

1. VIA CONTACT MANAGER
Open Contact Manager
Right click on the background of the main screen
OR
Daily Tab = Contact Manager - Contact Manager

Reports Window Tools Setup  Help

Contact Manager 2 Contact Manager
OR
Click on Contact Manager Icon {17

Click on Add Activity Button

% Contact Manager EI@
Staff bember(s) |L02ada,Jennifel jJ [T Al [ DOnly Reassigned Activities
Due Dates | |L| to | |L| Refresh Calendar
Activities T Messages T Students
Agzigned To
| »
? ChddAchivitg )| Edit Activity Close Activity Cusztomize Close
0 activities
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SCHEDULING FUTURE ACTIVITIES FOR CONTACT MANAGER

2. VIA INDIVIDUAL SCHEDULING OF ACTIVITIES THROUGH STUDENT/ EMPLOYER RECORD
Search for the specific student or Employer you want to assign an activity to

Contact M anager

[ Student
—— ] Activities
Student:
. . Student Groups
Click on Contact Manager button on the left margin - P
Click on Activities Folder (1 Documents
Click on “Add Activities” [ &ddresses
[ Agency Affilations
(L Student Picture
(7 Contact Method
[ Advisors
ﬁ Employers
Employer — s
ade clive Hai
Open Employer Master Record g e 'IPI — =
ame edical Fersonnel- Amentox ampuses all - Tulza
Click on Activities button o7 R Phys cfok = Locatione] ﬁ
. “« ey ” j Frimnary Locatinnl -
Click on “Add Activities N e oo o N —
Zip ’W County '7 =2 Industr_pl &
Country | = Pin | Emplayer Typel -
Phane [1318] 430-4500 Ex Fa | e _E
=y weh Site | User [Ludwick, Jame
Fareer S:dvisnr E' r r
it | | 5] Actvities | Edit | | | Cloze | Empln_uerSeamh| Emplayer G[nups|
‘ C. t T Contacts T Available Jobs T Placement Histary
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MANAGING YOUR CONTACT MANAGER ACTIVITIES

Now that activities are entered, you must maintain your tasks and calls and when appropriate, create follow up

tasks after closing activities out.

Open up your Contact Manager. This module should be open at all times.

Customize the view of your Contact Manager to the following:

Information to Digplay

Student Phone #
Employer Phone #
Subject

Due Date

Contact Mame

Your Contact Manager should list your scheduled activities.

You can also minimize the list by entering in “Due Dates” to only
show activities of that day, week, month.

Contact Manager ]
Staff Membe |Marshall, Natalie ] ro
Due Dates I ILl to I |;| Befiesh Daily Schedule
Activities T Messages T Students
| Contact Name Subject Due Date Time | Student Phone -
|| Aguing, Kish M contact students to sched exit 11/15/2003 757-460-5877
| Cadierte, Federic | contact students to sched exit 1141972003 757-321-4370
Lauderman |1, Randall N contact students to sched exit 1141972003 757-427-3%55
McGaha, Douglas E contact students to sched exit 1141972003 704-588-2663
| Melbye, llene contact studsnts to sched exit 1141972003 757-473-2932
Mitchell, Kenji L contact sudents to sched exit 11/19/2003 (7712286772
Barmes, Jason M C5 Follow Up # Contact with Stud|  11/20/2003 (7576311270
Cone, Jared T contact studsnts to sched exit 11/20/2003 7E7-548-9973
Edwands, Apnil L 5 Follow Up ¢ Contact with Stud| 11/20/2003 [757)248-6857
| |Faisan, Clay A contact students to sched exit 11/20/2003 757-433-3393
| Gillt, \william C L5 Follow Up # Cortact with Stud|_11/20/2003 7A7-934-2839
Greene, Damien 4 5 Follow Up ¢ Contact with Stud| 11/20/2003 757-302-1265
| |Hanis, Alicia N C5 Follow Up / Contact with Stud|  11/20/2003 757-855-1676

As you are making calls to students, Click on Close Activity to enter
in the status of that call.
Located on the bottom left of the Contact Manager Screen

e e e

e o e e o

Johhzaon, Benjamin

CS Fallow Up / Contact wit

Rigains, David

CS Follow Up / Contact wit

Anderzon, James B

/ ibm 5 Employer Contact Call
/ Document Technologies follow up

Adamnz, Gottfried & C5 Follow Up ¢/ Contact wit
Akleh, F aR Fo 1

CS Fallow Up / Contact wit

Campbell, Anneka L

CS Fallow Up / Contact wit

Dawking, Rowena K

CS Fallow Up / Contact wit

Mance, Liza M

CS Faollow Up / Contact wit

<]

sddactiviy | Edit Activi |

Select the Activity Result:
Call Completed
Cancelled
Left Message
No Answer
and if needed, enter in any additional information in the
Comments Section

*: Clase Activity

[ [O] =]

Student Akleh, Felecia B

Daily Sche

Subject |ES Fallow Up / Contact with Student

udents

Cornments

;I Student Phone

Activity Result ICa\I Completed

D ate Completed | EsCription

CALLDONE

Update Application Stat

Application Status | Phare Disconnected

Date Requested

Date Received : I

Called. no answer NO ANS

Left Message MSG

Oither Other

DISCPHN
Unable to Contact LN
: 8648762469

704)552-4671
[ARR1924-254N
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Click on Save and Follow up Button

MANAGING YOUR CONTACT MANAGER ACTIVITIES

Aictivity Result Il:all Completed |;I

D ate Completed I 124322003 : I

Update Application Status
Application Status IN at Requested |;I

D ate Requested I .
Date Received I .

Call Script I Save and Follow Up | Save | Cancel

Enter Activity in an appropriate follow up activity
le/ Follow up with Graduates/ Students

Outbound Marketing Calls with Employers
Make any necessary changes to the subject

Change DUE DATE to future date

Click on Save Follow up

F Activity: C5 - Contact/ Follow Up with Graduate X

Assign To |Lozada, Jennifer |z|

Activity |ES - Contact/ Faollow Up with Graduate E

Student |Banks. Shaton M E‘

Enrall |<A|\Enlu||meﬂls> E| Inquiry |<A|anuuias for Student> |L

Subject |C5 - Contact? Follow Up with Graduate

\Ll Flnml |Z|Tn| E
Time Added |

Status [Pending =] Friority [Homal []
Activity Resul [=] Dat= Completed =8

Comments

Due Date | 9/26/2019

Date Added |

Save Follow Up Cancel

A new activity is now scheduled for the future in your Contact Manager
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CAREER SERVICES ACTIVITIES TO DOCUMENT

Below is a quick list of all priority activities set up for Career Services. Please only use activities that begin
with “CS”

CS — Contact/ Follow Up with Graduate CS — Job Campaign/ Career Planning Meeting
CS — Employer Follow Up CS - Job Interview — 1

CS - Employer Outbound Marketing Call CS —Job Interview — Subsequent

CS — Employer Visit Off Campus or Networking Event CS — Mass Job Lead Emailed

CS — Employer Visit On Campus CS — Resume Sent to Employer
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UPDATING STATUSES AND ENTERING IN EMPLOYMENT — INTERNSHIP - FWS RECORDS

Contact Manager
Adrmigsions

Pull up Student Record T

Student Accounts

Click on Career Services in the left margin  Acadeni Reouds

Career Services

Click on Placements Folder — Dastucent
[ School Figlds

A [ Placements
(L] Status History
(L Cetifications
(22 dudt

Exit Interview tab — Updating Statuses

1. Ensure that Career Services Advisor is filled in.

2. Ensure that you have the Graduate/Completer enrollment line highlighted in the top box. The School
Status should read “Graduate”

3. To update the Placement status to any of the waiver options or Employed, Not Placed click Edit while on
the Exit Interview Tab and choose the appropriate status from the drop down. SAVE. All students
already have “Not Yet Placed” as the defaulted placement status. To list a student as Placed, see the
instructions that follow regarding the Placement & Intern/Extern History tab.

4. Ensure that all backup documentation for the selected Placement status is scanned/ uploaded into
CampusVue.

5. If student is waived or noted by campus as unavailable for career services assistance, checkmark YES
under the Waiver Signed selection. Ensure that all backup documentation is scanned/ uploaded into
CampusVue

6. After choosing the Placement Status, the effective date field will show and will default to today’s date.

2
Placements: Brown, Thomas F >
a0 Non Degee Secing _[NowDege seakg. NDS wWirdaum l"ﬁgcﬁh g N: Vel oty laced T e P e T e P A
1 6
Oty HarnE e - & son [eTasese Cereer Sevices fdvisor [lacueline illems |7 son [30a7BE080 |
InSchocl | Exit Interview %mﬂ?ﬁﬂﬁﬁémJ T T Preferences [ Flesume In School | A [mne::‘jgig?msml ST I Preferences I Resume
Placement Status ‘Not ‘et Placed - . EE|d —— Effective Dals m
I e s ooy | bt
Date Avalabl [eoeerdlon e -] Datshvaisbe [ [] BitlterisnDat[ [ 7]
Dbl Hedial MEDICAL Dayshvalable [ Howsawalable [
Waiser Signed I Placed Waive Signed (' Yes & No
Stand-alone ESL ESL -
Connenty T Comments LI
= I
e If student is waived or unavailable under any of the official accreditation statuses. Please click on WAIVE

and select the appropriate reason. Also, enter in any additional Comments in the Comments box. (IE/
Pregnancy, Continuing Ed at “x” Universitry)



UPDATING STATUSES AND ENTERING IN EMPLOYMENT — INTERNSHIP - FWS RECORDS
Placements & Intern/Extern History tab

STUDENTS MAY HAVE MORE THAN ONE ENROLLMENT. IT IS IMPORTANT TO SELECT THE PROPER ENROLLMENT
SEQUENCE WHEN ENTERING IN EMPLOYMENT RECORDS.

TO ENTER IN EMPLOYMENT RECORDS, YOU MUST ALSO MAKE SURE THAT THE EMPLOYER ACCOUNT EXISTS.
PLEASE REFER BACK TO ADDING NEW EMPLOYERS IF YOU FIND THAT YOU NEED TO CREATE AN ACCOUNT

e C(Click Add to enter Placement details on this tab. After completing the form the Placement Status on the Exit
Interview tab will automatically update to “Placed” for SWFC or “Graduates-Employed in Field” for Platt.

x
School Status ‘In School Statuz | Placement Status
HDS - Withdrawn |In School Mot et Mot et Placed

E‘PIacements: Brown, Thomas F

Graduation Date | Program Yersion Enrollment Description

Mon-Degiee Seeking

Career Services Adwvizar lJacqueIina “williamns u 55M |33‘1'?3'58‘18

...... T,

It Schaool Exit Interview Intern/E xtern sgm:mg; Freferences Resume
............... History .

Employer |J0b Type |J0b 1D# |J0b Description |Date Flaced |Yerified?
Ativities | A Delete
Erint |
Edit | Save | Cancel LCloze

e Select Job Type > Employment

e Select Placement Status > Placed (for SWFC) or Graduates- Employed in Field (for Platt)

e Click on Binoculars to search for and select Employer. Enter in Employer name or other information that
will help the search engine fill in options to select from in the bottom are of the search screen. If the
Employer is not available in the search options you may fill in their information on this screen and click
Add Employer (See subsequent How To Document for directions on how to Add an Employer Record).
Click Select once you have the Employer highlighted.

o NOTE: The available employers that show in the Search are directly tied to the campus you have
selected in your session default settings. Look at the campus you are tied to in the bottom right
corner of your CampusVue screen. If you are tied to FM you will only see Employers tied to the
FM campus. It’s important to connect employer records to any/all campuses that students can
be employed by them from for this reason. To change your default campus, just double click on
the bottom right corner of your screen and change campus.

_|192EEALLAHAN |SWWPA |fmPlStudentFlacement |5/14/2013

e Position > If the needed position is available in the drop down you may select from there. The drop
down draws information directly from the Employer record. If you wish to be able to select from this
drop down moving forward, ensure that positions are tied to the Employer record. Choose Unlisted in
cases where the option needed is not available.

o C(Click Next
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UPDATING STATUSES AND ENTERING IN EMPLOYMENT — INTERNSHIP - FWS RECORDS

— Employers & Positions Search Employer

Description/N ame Ihillsborough county sher Search |
Code l— Location I—
o sate | |
Flacement Statuz |P|EICEE| Telephonel— Date Last Modified I—E
Date Added |—E| i |—E|

Show Active Only v

» S ftSk'III vl F atch A
Pasition o ! J = kst

* Urlisted [Job not on employer job list) PR Ve"l - l J = Match sy
= Select From Employer Job Listing Career Fields lﬁ J I~ Match dny

| |;| Job Skill |—Ll J = Match Sy

Job Type IEmpIo_l,lment

Employer I

Active|Date d C«]
ﬁ L

Tes 742011 T
Hillzborough County Sheriff's Office HILLEE72 he 720 T
Hillsborough County Sheriff's Office HILL3308 M E/25/2011 T-
<[] o

QddEmponerl Select I Beset I Lloze |

LCancel | < Back | i) | FEirigh |

e ExactJob Title > Fill in

Job Description > Fill in as needed. This is helpful when the job title doesn’t provide enough info as to
what the job duties would entire.

Job Source > select from options

Supervisor > Fill in

Supervisor Phone Number > Fill in

Status > defaults to Employed

Date Placed > select actual placement date. In some cases this will be a past date. If this date is
unknown, select the student’s first date on the job.

Start Date > select the student’s first date on the job.

Salary > fill in yearly salary. Ensure it is listed as ACTUAL.

Salary Type > Hourly

Benefits > if known select Yes or No

Job Schedule > Full Time or Part Time

In Field of Study > select Yes or Related. While students are listed as “Placed” regardless of whether they
are In Field or Related, documenting this field within the placement record can assist with reporting of
the distinction for Career Services and Campus Directors.

e How Placed > select from options

e (Career Services Rep > select from options

e Comments > Add as/if needed.

e Click Finish

o Below is an example of all fields filled in.
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UPDATING STATUSES AND ENTERING IN EMPLOYMENT — INTERNSHIP - FWS RECORDS

E‘Student Placement x|
— Student Pl t Inf
Student Name |Erown Thomas
Job Category -
Job Title -
Exact Job Title |Deputy
Job Description
Job 1D l— Job Sourcem
Supervisor |Sally Smith
Supervizor Phone No. [2221 2222222
Statuz WB From Interview I B : I
Date Placed [5/6/2013 |+ ] Start Dats [513/2013 [ %]
Salary m
" Estimate (* Actual Salay Type m
Fee I_B Benefits w
Job Schedue [FulTime  [=]
InFieldOfStudy fres  [7] HowPlaced [SelfPlaced [~
Career Services Rep  Hacqueline ‘Wiliams |;
Comment T -
| y,
I Lancel < Back Tewt > | Eini/l

You will now see the placement record listed in the tab.

The Activities button is also now enabled. You can add activities to the employer from this screen or

view the associated activity history.

Job ID will remain blank on this screen if the Position was left as “Unlisted” when the job was added to

the student record. See page 3 above.

Look back at the Exit Interview tab and you will now see that the student’s Placement Status has been

updated to “Placed”!

[ Placements: Brown, Thomas F

School Status

Graduation Date

Program Yersion Enroliment Description

[In Schoal Status

3/30/2003

Web Design and Dev A'eh Desigh and Developi

Career Services Advisor lJac:queIine Williamz |;I 55N |384-78-884B

Xl
Placement Status
MDS - Withdrawn | In School Mot et Not et Placed

In Schoaol Mot et

Exit Interview

Placement & Student Job
In School

Intern/Extern Skills/Titles
Higtory

Freferences | Resume

Employer Job Type Job [D# |Job Description D ate Placed | Verified
Hillzborough County Sheri

Aictivities

Delete

Brint

Edit Save

Cancel LCloze
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UPDATING STATUSES AND ENTERING IN EMPLOYMENT — INTERNSHIP - FWS RECORDS
Verification of Employment — All employment records are required to be verified. In the screen above
the Verified? Field is left blank until the user updates that information.

o Highlight the Employment record in the above screen. Click Edit.
o Adjust details related to the job at this time if needed. (i.e. Salary etc.)
o Click Perform Verification. The Verification tab is now editable.

af Student Placement: Brown, Thomas 5[
NamelHiIIsbolough County Sheriff Job Type IEmDIDyment Ij
Job Caleguryl u Job 1D IU
Job Title I u Job Description I

Exact.Job Title IDepuly

Job Source m
SupervisnrlSal\y Smith Supervisor Phone  |[222) 222.2222
Status [Employed ad Fram Intsrview fr=s :I How Placed ISEII-F’\aced :I
In Field OF Study [r=s =
Date Placed [5/672013 [ 7] Statt Date [5713/2013 | v]
Fee W Benefits W Caresr
dob Schedule Ful Time [~ sevee [acaueine wiiams |~ ]
Temination Datel—m Termination Reason I

Cummem T “erification T Employer Details T Salary Details

Comment ;I

/ [-|
Perfom Yerification Achivities Save Cancel | LClose |

o Verification Agent > Fill in
o Title>Fillin
o Verification Date > select date
o Verification Rep > select rep
o Phone No > fill in phone number for agent
o Verification Comments > Add as/if needed.
o Save so that the placement record field titled “Verified?” will show YES.
o Ensure that all backup documentation is scanned/uploaded into CampusVue.
Student Placement: Brown, Thomas ]
NameIHillsbumugh County Sheriff Job Type IEmponment |LI
Job Categoryl |;I Job 1D ID
Job Title |;I Job Description |
Exact.Jab Title |Deputy
Job Source m
Suparvisorlsa"}' Smith Supervizor Phone |[222] 2322222
StatuSIEme}'Ed hd From Interview I;BS :I How Placed ISeIf-F'Iac:ed :I
In Field OF Study fres M
Diate PIacedIEa"Ea"zm?n : l Start Date |5.-"1 32013 : l
Fee INo :I Eenefits ;es :I Career
Job Schedule IFuII Time :I SEWIE:; pacqueline “williarns u
Termination Datel : l Temnination R easan |
Comment I Verification T Emplover Detailz T Salary Details
Werification Agent ISaIIy Srrith Title ISherifﬂ
Verification Date | 9/14/2013 : Verification Rep lJacqueIine “wiliams u
Phone Mo |[222] 333-3333 Yerification Comments Add\Edit Comments I
Perfaim erification | Activities Save | Cancel | Llose |
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UPLOADING DOCUMENTS TO STUDENT RECORDS

It is required that the following documents (when appropriate) be uploaded to CampusVue
e Resume (in word format for future editing)

o Employment Confirmation

e Employer Verification

e Waiver Form (incl, back up documentation)
e Graduate Information Form

Find student and click on Document Tracking Folder off the left margin
If the “CS” document is not listed, click on “Add Document” to populate it.
a. After clicking “Add Document”, click on Document drop down menu
b. Change Document Status to “on file” if you are in the process of uploading that document
c. Change Date Requested to current date
d. Click on Save

5 Document Tracking: Broadnax, Dorothy EI@
Unique Student |0 |EETEEEIN s S
Student Nurber | TONGTE0NM Ervoliment No. TG
Enrolimert IZ| Module [<All Modules: IZ|
D ocument Source  Status Fequested  Approved  Received Date Due |
EtS- Photo ID A On File B/22/2011 | B/24/2011 B/22/2011
ADS- FERPA Release Data Form | AD On File B/22/2011 | B/25/2011 i
EtS- 5 ocial Security Card A On File B/22/2011 | B/24/2011 B/22/2011
=]l TAS- Stafford Loan Entrance Coung FA On File 8/15/2011 | 8A5/2011
FL- Stafford Loan Exit Counseling | FA Fequested 4419/2013 BA19/2013 -
R »
Add Document List | Add Document | | Audit | | Delete |
Document Detail T Inbound Transcript Request T Permit Detailz
Document | E| Document Status | E|
Enrallment |Netw0rk E ngineering and Administration - AS El

D ate Requested . [Drate Sent . D ate Approved .
D ate Due . Date Received . D ateE xpires .

Comments L

LClose
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3. Highlight the “CS” Document you wish to upload

4. Click on Display Document button
a. This will bring up a small box as seen here with 4 icons. Click on the upload documents image in

the upper left hand corner.

m" Herrera, lennifer - 31169

&I < ||

y No attachment found for this document.

Scan

5. This will give you an OPEN search box, you will need to navigate to your personal desktop.
a. Pull the Look In drop down box down and click on “Local Disk (C: on SWFC-CVUEADMIN)”

Next click on Users

b
c. Then click on YOUR username
d

4

Then Desktop

UPLOADING DOCUMENTS TO STUDENT RECORDS

'l i » Computer » Local Disk (C: on SWFC-CVUEADMIN] » Users » ecallahan » Desktop »

6. Once you have found your desired file on the desktop, upload this file to Campus Vue
a. Asmallfile image will appear next to the Document in Vue. You can highlight this and click

DISPLAY DOCUMENT again to view this document. Once it is loaded in Vue can may delete from

your desktop.

fward Year | 2m011 | +] #dd Docur

ocument Source |Status Requested
=l AS- Parent Credit Checl Authanze] F2 F equested B/ 2142001
% [45- Award Letter Fiy Requested E/21/2011
=[N A5- How Refunds Affect FA & Ver| FA Regquested B/21/2011
=|(I45- TIV Credit Bal. éwth. HOLD - [[Fa Mot Needed B/21/2011
|

-

35



CAMPUSVUE REPORTS

> Employment Statistics by Campus, Program, Advisor
> Employments, Internships/ Externships, FWS

> Job Orders

» Contact Manager — Student and Employer Activity

> Employers by Program, Type

» Events Contact Report

> Waiver/ Unavailable Reasons
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PLACEMENT STATISTICS BY CAMPUS, PROGRAM, CAREER SERVICES STAFF

Purpose: To review current statistics by Program.

Reports | Window Tools
Executive Information
Contact Manager
Admissions

Financial Aid

Student Accounts
Academic Records
Distance Education
Career Services

Loan Management

Student Services

Custom Reports

Open Report Selector

Setup

Enr

Al

Help
dents | Barks, Shadea - 0000046630

= @

Certifications

Employer Master Listing

* Grad and Employment Chart
Job Conversion Rate

Joh List (Single)

Job List Summary

Job Listing
Placement Misc Stats ) Click on Reports tab
Placement Reason Summary
Placement Salary Report
Placement Stats by Time e Scroll down to Career Services
Placement Status Report

Placement Verification Report

e Scroll down to Placement Stats

Placements Stats

Placements Stats

Placements Stats by Field of Study

* Platt 5tudent Placement Details
Potential Graduates Needing an Externship
Practicum Course Registration Report
Student Placement Details

Students By Resume Status

Placements Stats

Enter in a Report Name

future loading

Report Preference

Freference Mame (g

=4 Report Selection: Placen

Load |

and save for

{ Selected Sort Order:

Sort Yariables Selected Sort Order Ca m p us
IZI Graduation D ate
Career Services Advisor Progra m

Save | SaveAs| Hemove| Start Date

Program Yersian

Student Name

Campus Selection

I I

Selection Student Groups

" Codes

Program

Prograrn Version

Career Services Advisor

* Descriptions

Items

[&ll Degiee Status Codes)
(&l MDS Status Codes)

Emplopment Types |Exclude In School E|

Gradution Date [1/172012 [ 7] to [12atv202 [ v] |

ol

-

Wersion Start Date | | ¥| to |

Acadernic Probation
Auntive
Advancing
Complete

Diop

Graduate
Incomplets
NDS - Active
MNDS - Complete
MDS - Drop
Prabation

School Status = Graduate
SAP Mot Met

Graduation Date
*Recommended Calendar Year

. *You may also select specific
Quarters to review progress of
each quarter

o < e A

Transfer Ta Other Campus
[T Transfer To Other Program
I, Fpooni A
4 »

Preview Close

Click on Preview once all parameters are selected
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PLACEMENT STATISTICS BY CAMPUS, PROGRAM, CAREER SERVICES STAFF

Placement Stats

rpt_plStats.rpt

Employment Types: All Types Waived 192JLOZADA
Cag&l;gﬁ_ﬁ . Myers Employment Pool_
- Graduation Date betwsen 1/1/2013 and 12/31/2 Total Grads - Waived
Actual Grads = Total
Sorted by: Campus,%\trsion, Student Nam
N /4 1:01:11PM

Schd Actual
Grads Grads

Exit

Not Waived Elig Elig Other
Interv  Avail

Grads Grads Elig
_____— Placed Placed

SWFC - Ft. Myers

Accounting - AS 0 2
Accounting - BS 0
Computer Animation/ 0 1
Multimedia - AS

Computer Programming and 0 3

Database Management - AS

Crime Scene Investigation-D 0 2
Criminal Justice - AS 0 9
Criminal Justice - BS 0 2

Number of Placed

Comp Place Place
Grads Sched Elig Gr.

PeW/IES

0 1 0 1 1 0
0 0 2 2 0
0 0 0 1 0 0
0 0 0 3 2 0
0 1 0 1 0 0
0 2 0 7 2 0
0 0 0 2 1 0

Last Column represents
Statistic by Program

100.00 0.00 0.00
100.00 0.00 66.67
100.00 0.00 0.00

100.00 0.00 28.57
100.00 0.00 _50.00
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PLACEMENT STATISTICS BY CAMPUS, PROGRAM, CAREER SERVICES STAFF

Purpose: To review current statistics by Career Services Advisor
*Career Services Advisor must be assigned in CampusVue for this reporting to be accurate

Reports | Window Toels  Setup
Executive Information
Contact Manager 3
Admissions

Financial Aid

Student Accounts

Academic Records 3
Distance Education

Career Services 3
Loan Management

Student Services

Custom Reports

Open Report Selector

Enr

Al

Help

dents | Barks, Shadea - 0000046630

Certifications

Employer Master Listing

* Grad and Employment Chart
Job Conversion Rate

Joh List (Single)

Job List Summary

Job Listing

Placement Misc Stats

Placement Reason Summary
Placement Salary Report
Placement Stats by Time
Placement Status Report
Placement Verification Report

* Placements Stats

Placements Stats

Placements Stats by Field of Study
* Platt 5tudent Placement Details

= @

5

e Click on Reports tab

e Scroll down to Career Services

e Scroll down to Placement Stats

Potential Graduates Needing an Externship

Practicum Course Registration Report

Student Placement Details
Students By Resume Status

Placements Stats

Enter in a Report Name and save for

future loading

Ereference Mame |2D1 2 Stat:

Sort Wariables

Selected Sort Order

LV

Sel

[

Graduation [ ate

Campusz

3 foes Advisor
Start Date ) sy | [Career Services Advisor
Load | Save | Save bz | Remaove | Program Yersion Student M ame
Frogram <
Campus Selection T Selection T Student Groups T

" Codes % Descriptions

Program

Y Ersion

Career Services Advisor

Items

Al ﬂ

[&ll Degree Status Codes)
[AINDS Status Codes]
Academic Probation
Active

Advancing

Complete

Drop

Graduate

Employrment Types |Exclude In School IZ|

ected Sort Order:
Campus

Career Services Advisor
Student Name

Graduation Date | 1./1/2012

=l o [12memz |

-

Wersion Start D ate |

Le] e |

Incomplete
WDS - Active
NDS - Complete

School Status = Graduate

MDS - Drop
Prabation
SAP Mot Met
Transfer To Other Campus

I, Trarsfer To Nbaer Proaram
1 »

A A A

N

Graduation Date
*Recommended Calendar Year

Preview Cloze
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PLACEMENT STATISTICS BY CAMPUS, PROGRAM, CAREER SERVICES STAFF

Placement Stats

rpt_plStats.rpt

Employment Types: All Types 192JLOZADA
Campuses:
SWFC - Ft. Myers
- Graduation Date between 1/1/2013 and 12/31/2013
- School Status =
Graduate
Sorted by: Campus, Career Services Advisor, Student Name
9/5/2013
11:05:52PM
Schd Actual Exit Not Waived Elig Elig Other Comp Place Place
Grads Grads Interv Avail Grads Grads Elig Grads Sched Elig Gr.
Placed Placed Percentages
SWFC - Ft. Myers
0 1 0 0 0 1 0 0 100.00 0.00 0.00
Lewis, Tina 0 43 0 8 0 35 26 0 100.00 0.00 74.29
Williams, Jacqueline 0 48 0 6 0 42 22 0 100.00 0.00 52.38
0 92 0 14 0 78 48 0 100.00 0.00 61.54
Totals 0 92 0 14 0 78 48 0 100.00 0.00 61.54

92 record(s) selected

**Note: IF there is a blank space to the left of the Actual Grads, then an Advisor has not been assigned

to the Graduate in CampusVue.
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PLACEMENT STATISTICS BY CAMPUS, PROGRAM, CAREER SERVICES STAFF

DIFFERENT VIEWS OF REPORT VIEWER
*Note: By changing the Sort Order in the Parameters Module, you can also change the output of the preview
Report Viewer.

Placement Stats rpt_plStats.rpt
. 192JLOZADA
Employment Types: All Types
Campuses:

SWFC - Ft. Myers
- Graduation Date between 1/1/2013 and 12/31/2013
- 3chool Status =

Graduate

Sorted by: Program Version, Student Name, Campus

952013
11:12:14FPM
Schd Actual Exit Not Waived Elig Elig Other Comp Place Place
Grads Grads Interv  Avail Grads Grads Elig Grads Sched EligGr.
Selected Sort Order Placed Placed Perentages

Prograrm YYerzion — Accounting - AS
EaS Gee, DaninW o 1 o o o 1 1 o 100.00 0.00 100.00
Student Name EeS Gee, Tabitha o 1 o 1 o o o o 100.00 0.00 0.00
EEIITIFIL,IS 0 2 [ 1 o 1 1 0 10000  0.00 100.00
Accounting -BS
Crowder, Sandra o 1 o o o 1 1 o 100.00 0.00 100.00
Nelson, Jeffrey A 0 1 o o o 1 1 0 100.00 0.00 100.00
o 2 o o o 2 2 o 100.00 0.00 100.00
C P Animation/ il ia-AS
Portalatin, Luis 0 1 o o o 1 0 0 100.00 0.00 0.00
o 1 o o o 1 o o 100.00 0.00 0.00
C P ing and D atab: M -AS
Blythe, David o 1 o o o 1 1 o 100.00 0.00 100.00
Garcia, Francisco J 0 1 o o o 1 1 0 100.00 0.00 100.00
Streeter, Kristian o 1 o o o 1 o o 100.00 0.00 0.00
0 3 o o o 3 2 0 100.00 0.00 6667
Crime Scene Investigation - D
Bowman, Lindsey E o 1 o o 1 o o 100.00 0.00 0.00
Ulrich, Mindie L 0 1 o 1 0 0

Placement Stats ret_plS tats.rpt
152JLOZADA

Employment Types: All Types
Campuses:

SWFC - Ft Myers
- Graduation Date between 1/1/2013 and 12/31/2013
-School Status =

Graduate

Sorted by: Career Services Advisor, Student Name, Campus

9/5/2013
11:17:04FM

Schd Actual  Exit Mot Wawed Elig Elig Other  Comp Phee Plce
Grads Grmds Interv  Avail Grds Gmds Elig  Grads Sched Elig Gr.

Placed Placed Percentages
Attwood, Patricia [ 1 0 [ [ [ 0 10000 000 000
[ 1 0 [ [ [ 0 10000 000 000

Lewis, Tina

Selected Sort Order Bamett, Carolyn M 0000 000 000
Black, Denise A 10000  0.00 100.00
Eareer SEWiCES '{-,',j-, — Cardenas, A rturo 10000  0.00 100.00

Clark, Lauren A 100.00 0.00

Stiydent Mame o Colby, Jordanna M 10000 000 100.00
C - Conover, Donna L 10000  0.00 100.00
AMpLiE j— Crowder, Sandra 10000 000 100.00
Durkee, Robert M 10000 000 000

Evans, A rthur 100.00 0.00 0.00

Festa, Paul 10000 000 000

Figueroa-5antiago, Richard 100.00 0.00 0.00

Fred, Lisa C 10000  0.00 100.00

Gee, Darin W 10000  0.00 100.00

Gee, Tabitha 10000 000 000

Gioscia, Deborah J 10000 000 000

Goodwin, Rhiannon N
Gumbs, Tanya

Haag, Rosemarie
Hemandez, Debora

100.00 0.00 100.00
100.00 0.00 100.00
100.00 0.00 100.00
100.00 0.00 100.00

Hemandez, $yia L 100.00 0.00 0.00
Juarez, Flor V 100.00 0.00 0.00
Knell, Tricia 100.00 0.00 0.00
Leyet, Alina 100.00 0.00 100.00

Cooococcoooo oS ooSoaGa S
b Rk ch ok ok ok ok Rk ok ok mh ok b b oh ok ok ok ok o ok
Coocococccocococoooccooooaoo o
e R e R e
Cooococcoooo oS ooSoaGa S
P ek ok Dk kR D ek ok D ek ek o Do S
e e i -l R R )
Cooococcoooo oS ooSoaGa S

100.00 0.00

Maldonado, Madeline
Marti
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ADVISOR EMPLOYMENTS, INTERNSHIPS, FWS

The Student Placement Details report can be utilized as a cross check report to verify that a variety of data
elements are entered into CampusVue consistently and accurately. The selection criteria chosen by the user can
vary greatly based on the reason for pulling the report but the following instructions provide just a few examples
of how the report can be used.

Go to
[ )
[ )

Reports > Career Services > Student Placement Details
Select Campus
Select School Status = Graduate
Graduate Date = 7/1/YR to 6/30/YR
Click Preview
Click Excel > Export to Excel

ﬁ Report Selection: Student Placement Details @
Fepart Preference Sort Yarables Selected Sort Order
Freference Mame Program Yersion Campus
| IZ| E mplayer 33 | |Student Mame
Load | Save | Save g | Femove | 35N .
Career Services Advisor <«
Campuz Selection T Selection T Shudent Groups T Employer Groups
Items
 Codes & Descriptions ’— 5 Employrment Tupes &l Types |z|

: n = ooe = Wersion Start D ate | |L| to | MJ
Status Categary " COE - ReEnty GraduationDate [7/1/2012 | *] to [eranema [ v] .|
Program “ersion ¥ Completer
Emplayer ™ Contacted D ate Placed | |L| ta | |L|J
Placement Statuz -
Career Services Advisor [ bid NOtépph’ Start Date | |L| to | MJ
Industry ™ Diop Major J
Job Category ™ Drop Major

™ Enralled

™ Enrolled Past Grad

[T Errclled Re-Entry

" Exhausted

I¥ Graduate

[T Interviewed

[ MDS - Cad

[T WDS-COE

" MDS - Errolled

r NTQ-ﬂhiar}iwaMab hd

4 4
Student 1D to Print - |Student [D IZ| Fiodam Close

You can now sort or filter by the columns available to check for mistakes, inconsistencies or blanks that need to
be filled in.

~ o |w |

-
s

1
13
14
15
1
2
2

=]

Mo |w

l.e. In the following screen shot you can see the records that are left in Placed In Field or Placed In
Related Field which still need to be switched over to the new category of “Placed”.

A B D E H I J K M N o] E
StudentName - | systudent ~ | Campus - |stunum |~ Status |~ | ProgVers |~ StartDal~ GradDate v [Catego - |plStatCod = PlStatDesc - DatePlace = | Emy
Arjibay, Joyce P 9491 SWFC-Tampa 65102 GRAD ASECE-10 1/7/2013  3/25/2013)F PLACED  Placed In Field a/2/3#3
Aviles, JamesE 12390 SWFC-Tampa ‘62374 GRAD BSCTS-11 6/27/2011 12/15/2012{P PLACED Placed In Field 1/23f2013
Bell-Adams, Lisa 12087 SWFC - Tampa 59702 GRAD BSHA-10360  6/28/2010 12/15/2012|P PLACED Placed In Field 1/2006
Berrian, Kamella M 13104 SWFC - Tampa 68162 GRAD ASHIM-11 8/9/2010 3/25/2013|F PLACED  Placed In Field 4/2/2013
Calleja, Damian 13377 SWFC-Tampa 70602 GRAD D-C51-10 4/2/2012 12/15/2012{p PLACED Placed In Field 1/23/2013
Calleja, Damian 13377 SWFC - Tampa 70602 GRAD ASCJ-10 1/10/2011 12/15/2012|p PLACED Placed In Field 1/23/2013
Calleja, Tammara v 13379 SWFC - Tampa 70612 GRAD AS-MA-12 1/10/2011 3/25/2013|P PLACED Placed In Field 4/8/2013
Carty, Otania 11773 SWFC-Tampa 56892 GRAD BSM-10360  1/10/2011 12/15/2012{p PLACED Placed In Fiel 1/23/2013
Chitwood, Mathew 261835 SWFC- Tampa '0000006209 GRAD ASMG-12 8/8/2011 12/15/2012fP PLACED Placed In Fiel 1/31/2013
Collazo, Michael 12938 SWFC-Tampa "66828 GRAD ASMNEA-10 4faj2011  9/8/2012fp PLACED Placed In Field 11/5/2012
Damiran, Ricky A 13209 SWFC - Tampa 69087 GRAD ASCJ-10 a/aj2011  9/8/2012|p PLACED  Placed In Field 6/1/2012
Downing, Joshua M 13169 SWFC-Tampa 68713 GRAD ASCAD-10 9/27/2010  9/8/2012{P PLACEDRE Placed in Related Field 3/8/2010
Dubose, Quinton 10053 SWFC-Tampa 11414 GRAD BSPSA-11 1/9/2012  9/8/2012|P PLACED Placed In Field 6/1/2012
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ADVISOR EMPLOYMENTS, INTERNSHIPS, FWS

e You can easily see those still in “Not Yet Placed” status

A B D H H I ] K M N o

1 StudentName - |systudent ~ | Campus v |stunum |~ |Status |~ |ProgVers | - |StartDal v GradDate v | Catego ~ plStatCod = PlStatDesc -T

21 Drouin, Rainey A 13372 SWFC- Tampa 70528 GRAD ASSTI0A360 1/10/2011 12/15/2012 P NP

26 |Fulkinson, Crystal M 12953 SWFC- Tampa '6?018 GRAD AS5-5T-128 1/7/2013 3/25/2013 P NP

36 Jackson, Steven D 12401 SWFC - Tampa '52412 GRAD BSHA-10360 1/10/2011 12/15/2012 P NP

38 |Johnson, Melissa A 12951 SWFC - Tampa '66969 GRAD AS-5T-12 4/4/2011 12/15/2012 P NP

45 Mansfield-Davis, Katrina 290555 SWFC-Tampa '0000038013 COMPLETE RNFA-12 3/29/2012  8/9/2012 P NP

46 McCord, Nathan D 296230 SWFC - Tampa '0000044622 COMPLETE RNFA-12A 6/21/2012 g/31/2012 P NP
El Peck, Deborah 101228 SWFC-Tampa 69FBZTIOUS GRAD D-MBCT-11  10/3/2011 3/25/2013 P NP

55 Pompey, Avonette M 12479 SWFC - Tampa 62992 GRAD ASST-10360  10/3/2011 12/15/2012 P NP

58 Rathbone, Brandon L 12687 SWFC- Tampa '64?8? GRAD ASCAM-10 1/11/2010 9/8/2012 P NP

59 Rathbone, Brandon L 12687 SWFC - Tampa '64787 GRAD ASDD-10 4/5/2010 9/8/2012 P NP

62 Rogers, Vanessa 13255 SWFC - Tampa 69471 GRAD BSPSA-11 11/8/2010 3/25/2013 P NP

r
&3 ; f
e Find Placed students that are missing Employers phone numbers..
A B D N o P Q R (S T

1 |StudentName ~ |systudent = Campus ~ |plstatCoc ~ | PIStatDesc -T| DatePlace ~  Employ tartDal ~ | JobTit = | Employ ~ |EmployerPhor-T| Em,

2 |Arjibay, Joyce P 9491 SWFC - Tampa |PLACED Placed In Field 4/2/2013 1/7/2013 Lake County Public School 201

7 |Berrian, KamellaM 13104 SWFC - Tampa |PLACED Placed In Field 4/2/2013 1/7{2013 Southwest Florida College- Tampa 391,
10 |Calleja, Damian 13377 SWFC - Tampa |PLACED Placed In Field 1/23/2013 11/12/2012 Emergency Medical Services/ AMR 27
11 |Calleja, Damian 13377 SWFC - Tampa |PLACED Placed In Field 1/23/2013 11/12/2012 Emergency Medical Services/ AMR 27
33 |Hershberger, Trina 12143 SWFC - Tampa |PLACED Placed In Field 11/28/2012 2/11/2011 Hillsborough County Clerk of Court 419
39 |lones, Keith R 13234 SWFC - Tampa |PLACED Placed In Field 11/5/2012 9/4/2012 L3 Stratis 119,
49 |Nesser, Anchalee 13276 SWFC - Tampa |PLACED Placed In Field 11/28/2012 8/25/2012 Butterfly Designs 416
51 |Ortega, Ryan M 12610 SWFC - Tampa |PLACED Placed In Field 2/14/2013 8/2/2011 Southwest Florida College- Tampa 391
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What kind of jobs are the graduates of

JOB ORDER REPORT

program doing? What available jobs do we currently have open?

PURPOSE: Monitor and identify job orders generated in a specific time frame or all existing available
job orders, and by career services staff

E.‘EampusVue Student - Campus¥ue Praduction

Fle Find Wiew Lists Daly | Reporks window Setup

D-3(#-wa||

Executive Information »
Contact Manager

Contact Manager

E

»

Admissions >
(£ Student Financial Aid 3
(22 Activiies Student Aceounts >

Academic Records  »
(30 Student Groups Distance Education,  »
(L1 Documents >
[ Addresses Loan Menagement b

Student Services »
(20 Agency Affiiations Housing b

(23 Transcript Request
(L) Contact Method
[ Intemational

(10 Advisors
(CIFERPA

Custom Reports »

Open Report Selector

-
* ABHES Detail Report

* ABHES Report

* ACCET Report

* ACCSC PES Repart

* ACCSC Retention Detail

* ACCSC Student Academics Datal

* ACCSC Student Academics Summary
* ACCSCT Summary Repart

* ACCSCT Summary_Dekall Report

* ACICS Report

* ACICS Report - Placement Detals

* Carser Falt Employsr Tracking

* Career Fair Student Report:

d

Confirmed ‘ P

Certifications

* CODA Heald Report

* Custom Employer Master Listing
Ermplayer Master Listing

* Exctern ko Hire

* Externship Tracking Detail

* Externship Tracking Summary

* Florida State Report
Job Conversion Rate

Job List {Single)
Job List Summary

e Click on Reports tab

Jobs Listing

¥ Lisk of Duplicate Students
* MAERE - Starts by ¥aar - Program

* MAERS - Starts by Year — Heald College
* MAERB-Grads by Year

* MHEC Enrollment Data

* MHEC_Employment Data

e Scroll down to Career Services

e Scroll down to Job Listing

* Minnesota State Repart

e Sort Order =
Job Category

Z

Job Title

=11

Ene| o Status = Available

e Job Type = Employment

g

Report Preference Sort Yariables Selected Sort Order
Preference Hame | IH Date Added Jah Categary
S_tatus 53 | Jah Title
Load | Save I Save Az I Remove I City .
Job Lacation
Employer Code
Campusz Selection T Selection T Student Groups T
Items
" Code: (% Descriptions I 2>| Status I.-’-‘wadable ;IJ
T (A Cy | =l |
¥ Employment ST/Frov I u I
[T Clinical

[T FederalWork Study

Date dded [11/22012 | 7] to [1282012 [ 7] |

I In Schoal Emplayment (for camg
™ Intermship/E stermship/Practicun]
[T Practicum Course
T Yalunteer

™ (Empty)

Ful/Part Time |

Pay Rate Low I :I
Sala High I :I
Auailable I :I ta

e Date Added = Dates Entered
into Cvue
*Recommended Weekly

Preview

Cloze

Click on Preview once all parameters are selected
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JOB ORDER REPORT

H= 11 cet_plEmployerdob rpt

JOb LIStlng jlozada@healdnet edu
Campuses:

Heald Rancho Cordova
- Btatus is Availahle
- Date Added between 117212012 and 12782012
-Joh Type=

Employment

Sarted by: Job Category, Job Title

1201372012
T:85:05AM
ACCOUNT
Job Listing
Emp. Code: 0000000000124161 Job ID : 3194789
Job Cat. Code: ACCOUNT Job Title: Accounting §\| ..
Job Type: Employment Exact Job Title: Financial Analyst- Elk Grave Official OUtpUt format blocks
Contact: Diana Chick Salane 15 16 : et H H
; each job listing and its details
Company: Adecco Dates Avail: 12/4/2012 - 1/4/2013
Job Location: Date Added: 12/4/2012
Address: 1860 Howe Ave. - 5te 1320 Job Source: Sglicited - Phone
Sacramento CA 95825 Schedule:
Phone: 91G6-927-2431 Status: Available
Fax: Openings: 1 Filled: 0
Email: Russ.Perez@AdeccoMA com Account: Yes
Career Advisor: Thornton, Caral Account Descrip:
Benefits? False
Comments: Temp. of longer, AA or 18 maonths accounting is fine. Prefer AA or BA Will do background check,
and drug test. and the sex offender list will be checked.

eport

Repart

Excel

You can also export to Excel

o

Freview |

to view as a worksheet o

BUSINESS

ot Job Listing

LEGAL Campuses:

MKTING Heald Rancho Cordova

PRSILSTI - Status is Available

SOCSVCS - Date Added between 11/2/2012 and 12/8/2012

TRDES -Job Type =
Employment
Sorted by Joh Category, Joh Title
A B & ] E E G H | J

1 |CampusDescription 7 |CareerAdvisorName ~ |PIDescription ~[salLow |[~]|$al High| Sched = |PIDay |~ |PITime |~ |PIOpe ~ |PlStatus |~
57 Heald Salinas Wilson, Belen Insurance Billing and Coding F Mon-Fri | 7am-3pm 1|Available
58 Heald salinas Iercadal-Espinosa, Rhonda [Business i} P 0|available
59 |Heald Salinas Uddin, Farhana HR &ssistant 1|Available
60 Heald Salinas Uddin, Farhana ICA WMembership Staff 8.65 11|P M-F 9-5 1|&vailable
61 Heald Salinas Wilson, Belen Regjstration Float Clerk F 1|A&vailable
62 Heald Salinas Wilson, Belen Customner Service Rep-Patient § F Mon-Fri |9am-dpm 1|&wailable
63 Heald Salinas Wilson, Belen hvedical Receptionist F “aried  |Bam-6pm 1|Available
64 Heald Salinas Wilson, Belen tedical Billing and Collections F Mon-Fri |varied 1|&vailable
£5 Heald Salinas Wilson, Belen Medical Assistant F Mon-Fri |9:20-5:20 1|available
66 Heald Salinas Untalon, Susie Pharmacy Technician 12 15|F vary vary 2|&vailahble
67 Heald Salinas Wilson, Belen Security Officer F “aried  |Evenings 1|&wailable
78 Heald Stockton Olympia, Fay £ccounts Payable Specialist 1|&vailable
79 Heald Stockton Olympia, Fay Student Data Technician 2520 3065|F 1|&vailable
20 Heald Stockton Olympia, Fay Student Data Technician 2520 3065|F 1|Available
81 Heald Stocktan Olympia, Fay Administrative HR Clerk 1|available
82 Heald Stockton Olympia, Fay Receptionist/Date Entry/Filing 3|&wvailable
93 Heald Stockton Byrd, Dwight Dental Assistant 1|&vailable
84 Heald Stockton Henson, Darlene Iedical Billing Assistant 1|A&vailable
25 Heald Stockton Horton, Parmela Entry Level Medical Assistant g|awailable
46 Heald Stockton LeDee, Lisa Legal Sales Associate 10 13|FP 1|Available
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beneficial for various weekly reporting and organization.

CONTACT MANAGER — STUDENT AND EMPLOYER ACTIIVITY
Setting up your report to identify student, graduate and employer activities that have been logged is

Activities that take priority for logging include:
CS — Contact/ Follow Up with Graduate

CS — Employer Follow Up
CS - Employer Outbound

Marketing Call

CS — Job Campaign/ Career Planning Meeting
CS — Job Interview — 1%

CS —Job Interview — Subsequent

CS —Mass Job Lead Emailed

CS — Employer Visit Off Campus or Networking Event

CS — Employer Visit On Campus

CS — Resume Sent to Employer

21 Campus¥ue Student - CampusVue Production

Fie Find View Lists Daly |Reports Window Setup Help

O - & | 6h - @ =7 || Eeccutveifometion [ Recent Students [ Smuthe. Dwane - 12243201
H (Contact Manager [}~ Activity Detail
Carm

Cortact Manager

Admiszions > nctivity Detal
(23 Student Finanial &id 2
D Activies Studert Accounts b
Academic Records b Dot Ca i
(3 5tudent Graups Distance Edlcation. b Dofot CallLischo Phone Hamber)
(23 Documents Career Services »  Document Tracking Repart
Claddeses Loan Maniegement b Enroll Dashboard
Studert Services » | *Enralinent Dastibaard Detail
() Agency Afiations Housing b FERPAOpt-out Listing
(2 Transcript Request Custom Reports 5 * Glide Tracking Repart

Incidert Detafls

(L) Contact Methad
Outstanding Tramscript Requests

Open Repart Selector

intemational Permit Document Tracking
(CAdvisors Scan Cover Sheet:
CaFeRea Staff Listing

Studeri: Activities
* Student: Address Report
# Studert Rsferral Report
* Sturlert Seryices Event

ctivity dnalysis

International Reports

e Click on Reports tab
e Scroll down to Contact Manager

e Scroll down to Activity Summary

eport Selection: Activity Detail

Report Preference

Sort ¥ariables Selected Sort Order
Preterence Name I B Student Mame ﬂ Campus
Employer _I 53 | |Staff Mame
load |  Save | Saveds | Remove || |Time Activity Type
Subject il Due Date
Friority j
Campus Selection T Selection T Student Groups T Employer Groups
Items

" Codes (¥ Descriptions | Z>I # Include Comments:? IYes :I

[+ o =]

Frevious Dwner

*Campus - Director

*Career Services - Director
“Career Services - Staff
*Distance Education - Staff
“Enroliment Mamt - Director
*Enraliment Mgmt - Receptio
*E rrallmant Mamt . Banracar T

ot W e o e e

Due Dat

o “£,dd FINFA Applicant ue Date |
=bdd Test Scores Expected Start I

ctivity *Add Tool Link F4,

et Type “t,dd T ool Update Award Inf Date Compieted |

E mployer “4dd Toaol Update D \s.hurserr

. ctivity Fesult “Add Transfer of Credits .

S chool Status “Business Dffice - Accounts Priarity I

Job Title *Business Dffice - Bookstore

[Activity Category “Busi Office - Direct

Lead Type ! usingss Office - Director

Completed By Business Office - Staff

[<] o] K

[+ o =] |

[=] w[12mzzmz [x] |
=

Date Added [1/1/2012

¥ Frint Student Phone?

[T Include activities with no associated campus/stude

Student 1D to Print | 3tudent [D :I Preview Close '

Staff Group =

*Career Services — Director
*Career Services — Staff

*You may also Select “Staff” and select
individual employee names
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CONTACT MANAGER - STUDENT AND EMPLOYER ACTIIVITY

F Report Selection: Activity Summary

Repoit Preterence Sort Variables Selected Sort Order
Ereference Name | |z| Time - Campus
Subject 33 | |Staff Name
Load | Save | Save bs | Remave | Prioiity b Activily Type
Date Added ¢¢ | |DueDate
iActivity Categomy - >
Campus Selection T Selection T Student Groups T Employer Groups
Items
" Codes @ Descriptions s Duelats | m ® | lLlJ
S E o bt T Date Complated [971/2013 7] w0 [amzmz [+
Staff [T Continuously Send User dce Date Added | m ta | lLlJ
[T CONVERT - Historical Trans .
Activity Type ™ CAM Emal Pricrity | j J
Status
S chool Status " CRM Fax [ Include activities with no associated campus/studer
Ermnployer " CRM Incoming Phane
ctivity Category ™ CRM Letter
IEIZ:EDL{SSB},I " CRM Meeting
Previons Owiner " CRM Dutgoing Phone O
[ CRM Task
W 5 - Contact! Follow Up itk HH —_
W C5 - Employer Outbound Ma ACthIty -
W' 5 -Job Campaign/ Career | _ .
B 05 loh e - CS — Contact/ Follow Up with Graduate
I C5 - Mass Job Lead Emailed CS — Employer Outbound Marketing Call
[ C5 - zGeneral Comments/ M .. .
[, PSEIT - N mertatinn Free ™ CS — Employer Visit Off Campus or Networking Event
[l »
StudentID to Pint [Student (D e CS — Employer Visit On Campus
CS — Job Campaign/ Career Planning Meeting

CS - Job Interview — 1°*
CS —Job Interview — Subsequent
CS — Resume Sent to Employer

Enter in a Report Name and save

for future loading

Selected Sort Order:

Repart Preference Sort Wariables Selected Sart Order

Preference Name |EP - 201 2-1NBrtact Manager Activities B Pricrity ;I Staff Mame Staff N ame
Date Added By | [ Activity Tyupe .« .
Load | Save | Save As | Remove | ﬁCtiEit%' Categary _I Campus ACtIVIty Type
ead Type
Due Date jil Campus
Campus Selection T Selection T Student Groups T Emplayer Groups L
Items

Cooms O Deseipons [ 2>| DueDate [12/22012  [7] to [12802m2  [x]

Date Completed [ 12/2/2mz [ x| to [12/802m2 ] =

S =an Due Date and Date Completed
Staff [ Activity Failed Date Added =]t =] -
ot E oo oo e Il ! = ﬂ are the same dates.
Clivi 2 ™ Caneelled ity -| . *
e B oo PR Recommended Weekly
Employer T Issued Status = Closed
&ctivity Categaory ™ Pending
grientlatiUQB ™ Queued
h
F'rogfipoifﬂwier I (Empty)
KI| [
Student D to Print | Student ID |;I Erre | e |

Click on Preview once all parameters are selected
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CONTACT MANAGER - STUDENT AND EMPLOYER ACTIIVITY

Tip To Improve Report Performance X

complete. If you wish to continus with the dates alrsady selected, dick YES below, 1 you wish to change the dats selections, click NO to return ka the report

!z Ore of the date ranges selected is greater than a 2 year perind. Selecting shorter date ranges may significantly decresse the time it Eakes for the report to A window will pop up inre ga rd

selection screen,

to the system automatically
adding in dates for onen fields

Activity Category Activity Description Activity Total

lzaguirre, Linda 0
CS5 - EMP Account Maintenance Contact 6
C5 - 0.J0 Resume Sent 42
C5 - STU Employment Interview 18
CS - 5TU Exit Interview 2
C5-5TU S d E mploy t Int 2
Klink, Gloria 172
C5 - EMP Account Maintenance Contact 28
C5 - EMP Account Visit &
C5 - EMP Outbound Marketing Contact 8
C5 - 0.J0 Resume Sent 34
. . . C5 - STU Employment Interview 12
Official Output lists each o ST B I .
employee, his/her activity, €S - §TU Second Employment Int 6
C5 - 5TU Student Contact T2

and count.
Olivera, Serina 382
C5 - EMP Account Maintenance Contact 30
You can also export to Excel CS5 - EMP Account Visit 15
. C5 - EMP Outbound Marketing Contact 2
to view as a worksheet for C5 - 0.J0 Resume Sent 195
H C5 - STU Employment Interview [
more detall C5 - STU Exit Interview [

-~
hat C5 - 5TU Student Contact 176
Report | Cxcel
i Cocttotcd ]
"
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GENERATING REPORT FOR EMPLOYERS BY PROGRAM OR TYPE

What companies have hired from Program? What companies have used Platt/ SWFC interns
or externs? From now on, you will be able to quickly run a report to answer these questions.

Click on the Reports Tab.
Scroll down to Placement,
then to Employer Master Listing

CAMPUS SELECTION TAB
The report should automatically default to your campus group.

If not, check off your Campus Group

INDUSTRY (Program)
Select what program/ programs you are reporting on:

ie/ Medical Assisting

EMPLOYMENT TYPE
Select Employment, Internships, Both

*You can click on the box Ef to be able to select multiple
listings

Click on Preview to generate report

Once the report is generated, click on Report

Picture of path to report

Picture of Campus Selection

Picture of Industry Parameter

Selection T Student Groups
Employer State I I;I I
Emplover Type j J
D ate Placed ot

:E mplovrnent
Internship/E stermship

* Report Yiewer

Report  Excel

Lt L > |J W 4 1 of

Ptink Setup

Sawe Student Group

Expork Crystal Reports Export Formats
Excel
o Comma Separated (C5Y)
| I &ML Formak
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GENERATING REPORT FOR EMPLOYERS BY PROGRAM OR TYPE

N ~ |

Scroll to Export, then Scroll to Crystal Reports Export

Format : Excel 8.0 (XLS) (Extended) Farmat:
Destination: Application |Excel 2.0 [XLS) [Extended) =]
Click OK D estination:

I.-'l'-.pplication LI

. . . Excel F t Opti X
You will need to manipulate the excel form for easier |

Excel Format 0K

viewing.
1| € Typical: Data iz exported with default options applisd. r—
ancel

= Minimal: Data iz exported with no formatting applied

it

& Custon: Data is exported according to selected options Options >>>

ili i H E F [ G T H
For Mass Emailing to Employers, highlight the EMAIL column | 4 Gy - -
. . . 2 532 Wiking Drive Virginia Beach WA 23452-7399 |icross@milcom-systems. com 57
and CIICk on CTRI— + C to Copy Into an emall E ! \/\rgmla Beach WA 23455] 'Saad@@nnvawwe\ey:;s com ?’757-
| 4 477 Viking Drive Virginia Beach WA 23452 [ajones@uslec.com
|5 | 2524 George Washington Y orktown WA 23693 [bschaum@jds. hrooxmail com (757
| B |anather #757-486-2740 lucas. salvage@krmctelecom. com 757
| 7 |575 Lynnhaven Parkway, Ste 102 IVirginia Beach VA 23452 |glenn@cornverge. us 757
|8 |5676 Lynnhaven Parkway, Ste 102 IVirginia Beach VA 23452 fiohn@cormverge. us 757 -
|9 |Lake Center 1, Suite 1120 Ck | WA 23320 ddad: Usa. com 757
110 | Mark Larson@erizonWirelass com [757-
111 Chesapeake WA eff. stone@uweom.com 757
112 | WA grogic@radiocode. com 757 -
113 | va malcalmbranch@anl cam 757
|14 | va bhadley@contbb.com
115 | 2500 Alermeda Avenue, Suite 214 {Norfolk WA 23513 wwrondwear@wisystems. com 757
|16 |Special Projects - D.C./ Baltimore va revans13@sprintspectrum. com 301
17 | Morfalk WA ajones@uslec.com 757
|18 |720 Boush Street Morfalk WA 23510)sperry. davis@wtkr.com 757

For those who prefer to snail mail.
The excel report is set up so that it can easily be mail merged.
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GENERATING REPORT OF EMPLOYER CONTACTS & ATTRIBUTES

Getting ready to contact employers for the Advisory Boards, Job Fair, Awards Ceremony, testimonials?
This report will facilitate that process.

As long as you are entering employer contacts attached to the appropriate ATTRIBUTE, this report
should be able to better assist you in identifying them for future events.

Reports  Window Setup  Help

Executive Information ¥ bt Students |Wwiliams, Kevin - 243-53-5838
Contact Mamager

Click on the Reports tab

. Gdrmissions
Scroll down to Career Services — .
Scroll down to *Events Contact Report Student Accounts |_|

Diskance Education

Placement

* Advisor Placement

Emplower Masker Listing
* Emplover Selection Listing

Laam Managemenkt
Student Services

3
3
3
5
Academic Recards 2 E to I :I Befre:
3
3
3
3

* Events Contack Report

Zuskarm B L 2
e i Job List Surmary

Open Report Selector * Placement Assistance Skatus Report
[ / Applied Global Technne  Placement Misc Stats
| I—— " PR P " - - n

Selection:
Check off your Campus Group Picture of Campus Selection
*This will typically default to your campus

Campus 5election |

Attribute:
Items
Check off what you are reporting on: ¢ Codes & Desciptions | o
b |Indu$tr_l.J [l -
|E/ PAC ( Y prOgram) Contact Type - Alumni Infomercial, Print,
Job Fair Participant

Advizon Board - Accounting
Advizomny Board - Biomedical
Advizon Board - Business
Advizony Board - Computer
Advizony Board - Criminal
Advizon Board - Medical
Advizory Board - Mebwork &
Advizory Board - Practical
Advizory Board - Programmin
Advisory Board - Web Desial

Guest Speaker (by program)

o

Click on Preview to generate report .
Presview Cloze
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To Export to Excel:

Click on the Report tab.

Scroll down to Export

GENERATING REPORT OF EMPLOYER CONTACTS & ATTRIBUTES

m Report Yiewer

Then Scroll over to Crystal Reports Export Formats

| Excel Format Options

x|

Excel Fomat

I  Typical Datais exported with defaul options applied.

 Mirimal Data iz exparted with no fom.ating applied

& Custom: D ata iz exported acoording to selected ophions,

Cancel
Optiong »»»

Format : MS Excel 97-2000 (Data only)
Destination: Application

Click OK

You will need to manipulate the excel form for easier viewing.

For Mass Emailing to Employers, highlight the EMAIL column and

Click on CTRL + C to copy into an email

Open up a new email and click in the BCC: Section.
CTRL + V to paste the email addresses into the New Email.

For those who prefer to snail mail or physical invitations, the excel report is set up so that it
can easily be mail merged.

Report  Excel
Prink
Ptink Setup

Sawe Student Group

I [ [ R

rt Formats

Close

Excel

| I 10031720

ML Format

Comma Separated (C3W)

Export

Format:

= M5 Excel 97-2000 (D ata only)

b5 whord
ODEC

Repart Definition

Rich Text Format
Separated Values [C5V]
Tab-zeparated text

rgocroooo

Recard style [coluning no spaces)
Record style [columns with spaces)

j OF. I
= Canhicel |

F Do 1%29,100

Export

Eormat:

IQ Tab-zeparated text

Destination:

Canicel

_ Concal |

=1 Application

~
[

=D Disk file

=3 Exchange Folder
= Lotus Domino
= Lotus Domino kil
= MAPI

F Do 529,100

TR 00N

E F 6| H
_1 |Address City State Zip
_2 1532 Viking Drive “irginia Beach WA | 23452-7333
ER Virginia Beach YA 23450
_4 1477 Wiking Drive “irginia Beach VA 23452
5 2524 George Washington Yorktown W 23693
_B_|another #757-466-2740
_7|575 Lynnhaven Parkway, Ste 102 Virginia Beach WA 23452
_B8 15756 Lynnhaven Parkway, Ste 102 VYirginia Beach YA 23452
9 |Lake Center 1, Suite 1120 Chesapeake WA 23320
i
E Chesapeake |VA
12 WA
E wa
A4 wa
15 2500 Alerneda Avenue, Suite 214 {Norfolk WA 23513
16 |Special Projects - D.C f Baltimore va
A7 Narfolk WA
18 |720 Boush Street Norfolk WA 23510

email
jerossgmilcorm-systems. com
jsaad@novawireless. com
ajonesi@uslec.com
bschaumni@jds. hrooxmail. com
lucas.salvage@kmctelecom.com
glenn@cormyerge.us
ohn@comverge. us
ddodsong@initusa. com

hiark. Larson@'erizonWireless. com
eff.stone@wcom.com
grogici@radiocode. com
malcolmbranchi@aol.com
bhadleyig@conthh. com

oo dwar@wrsystems.com
revans13@sprintspectrum.com
ajones@uslec. com

sperry. davis@wikr.com

iPho

a7
757

(

I
757
757
757
757
757
757
757
757

757-
307-
757-
757-




WAIVER REASONS

Click on the Reports tab,

Scroll down to Placement

Select * Waiver Reasons

The campus group should default to your campus

School Status:
Select: Graduate

Placement Status:
Waived

Graduation Date
Enter the dates that you would like to
Report

Print Detail:

Select either Yes or No if you would like to include
the documented comments.

Click on Preview to generate report

The report shows both the number and percentage
broken down by the waiver reasons or Comments for
Not Yet Placed Reasons
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