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1 Fee Waiver and Manual Payments Functionality

The purpose of this document is to assist Callista users who will be required to

e process Fee Waivers for applications submitted both in hard copy and via
the Applicant Portal,

e capture the agent details supplied by online applicants/agents
e process manual application fee payments submitted by online applicants.
The functionality consists of:-
e Promotional Fee Waiver Codes (production of promotional waive codes,
redemption of these codes through applicant portal and manual keying, and

monitoring/reporting of validations)

e Other Waive Code functionality (the ability for students to be waived
automatically according to certain criteria

e Functionality to support capturing agent details and processing of manual
payments.

1.1 Accessing the functionality
1.1.1 Callista Forms — Fee Waivers

The specific forms that support the processes for fee waivers, capturing agent
details and manual payments by online applicants are as follows:

= EADF0006 Maintain Waive Usage Codes
= EADF0007 Request Fee Waive Code

= EADF0012 Maintain Waive Rule Types

= EADF0013 Maintain Waive Rules

= |JASF0120 Fast Track Application

= EADF0014 Additional Applicant Data Form

From the Student Information System (SIS) main menu go to the Admissions
menu. That menu contains the MIS Fast Track Application form.

The Admissions menu also contains the Applicant Portal Applicant Data folder:
form EADF0014 is on the menu within that folder

The Admissions/Applicant Portal Applicant Data contains a folder Application Fee
Waiver on which the other four forms appear.
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1.1.2 Monash Reporting System — Reports

The following Fee Waiver report is available on the Admissions menu of the
Monash Reporting System, and is described in more detail in a later section of this
User Guide:-

e Admission Fee Waive Codes Report
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2 Processes overview

1. Set up waive usage codes to enable the use of fee waivers issued at
recruitment events — section 3.1.

2. Generate batches of Promotional Fee Waiver codes in a standard label format
or as a csv file to enable their use in other formats — section 3.2.

3. [System Administrator only: set up additional Waive Rule Types to ensure
automatic waiver of application fee for specific cohorts of applicants — section
4.1]

4. Set up Administrative Fee Waiver codes to track the waiving of application
fees by administrative staff — section 4.2.

5. When data-entering hard copy applications via Fast Track, record Promotional
Fee Waiver codes or staff-authorised waivers of the application fee — section
5.

6. Check all online international applicants for agent details to ensure payment of
agent commissions — section 6.1.

7. Before waiving the fee or processing a manual payment of the fee check
whether online applicants have submitted their online application by accepting
the conditions. If they haven’t completed the acceptance step of the
application, contact them to ask them to complete it. — section 6.2

8. Record decision to waive application fee for an online applicant by entering
Administrative Fee Waiver code, and ask eAdmissions support team to
change applicant to PENDING status so their application will be transferred to
the Admissions module — section 6.3.

9. Record date when manual payment is received from an online applicant, and
ask eAdmissions support team to change applicant to PENDING status so
their application will be transferred to the Admissions module — section 6.4.
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3 Promotional Fee Waiver Codes

This section describes the Fee Waiver Code functionality that is designed to support
the promotional efforts of Recruitment staff. That is, these codes are given to potential
applicants by recruiters (either directly or through an agent) as an incentive to apply
through Monash, or as a reward for attending a Recruitment Fair or other marketing
activity. The Fee Waiver Code functionality in this section refers to the production of
“Promo”/Promotional Code functionality.

3.1 EADF0006 Maintain Waive Usage Codes

This form enables authorised Callista users to maintain Waive Usage Codes to
support the promotional code creation functionality.

s 55 |BOUNMINGRCORF - 100 317844

‘Wawe Lzaga Coda Desenplion Chead
- | TR [CHIGA FACLLTY COMVERSION ALTITES AFAL 208 '

GOFARRSI ||.H (ORAT 1 UCAS UG FARRL APREL 2005

S D S (e |II}|:' GULF STATES RO IS I AR 2008

WISIIAS [IRTERRATIORAL APPLICATION DA SEPT 2000

WEPCONVMUE|IWOLA HEPAL CONVERSI0N ACTIATY APRIL 2000

LKCOMVIAUE  |SS1 LAHKA COMVERSNM ACTIATY APHIL 2000

MYAGE 500 [FAALAYSLA ALTSTRALLS PO Y REY 2000

PILN I mORE [FILIFPIRLS 109 AUST CXIBUITION AFHIL 2000

Enlarwabes coda

A Waive Usage Code needs to be established for each promotional activity
undertaken at which promotional Waive Codes will be disseminated. It is
recommended that these be set up on a yearly basis, in accordance with the
recruitment and marketing calendar. For events that recur each year, using a code
that is the same except for the year will make it easier to compare promo code usage.
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A Waive Usage Code can be up to 15 characters long, a combination of alpha and
numeric digits. A standard format has been established for the entering of activity data
that forms the basis of wage usage codes, for example:-

AABBBBBBMMYY

AA = Two letter Country code (two country codes can be abbreviated for combined

activity)

BBBBBB = Up to Six letter Activity standard abbreviation (see table below)

Activity Standard Abbreviation
Agent Activity AGACT

Agent Interview AGINT
Conversion Activity CONV
Exhibition EXHIB

Fair FAIR
Information Day INFODY

Open Day OPDY
Roadshow RDSHO
Seminar SEM

MM = Two numeric digit for Month

YY = Two numeric digit for Year

Please note — this combination can leave a few spare characters available in the
Waive Usage code. These will be used where required to differentiate between similar
activities across the recruitment calendar. It is not compulsory that codes be 15

characters.
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3.2 EADF0007 Request Fee Waive Code

This form enables authorised Callista users to request/produce Fee Waive Codes (to
be referred to as “Promo” Codes) to support the activities of recruitment staff and
applicant incentives.

The form enables two options — you can produce Promo codes in .PDF that print
down in a specified label format or you can choose to produce a set of Promo codes
via a .csv list which can be used in merge letters or on other label templates or as a
check-list.

& SMS (ACUNNING®CQAF - ID¥ 21397864)

Generate Waive Codes
Gty Prefix ID Issued To “alid From “valid To  Usage CD Cutput

Generate

{&i5) ‘ALC |A CUNNINGHAM 14042008 |14,/05/2008 |PGEXHIBOS0E

Comments:

H

Existing Waive Code Requests

Req Mo Prefix 1D Oty Start Mo End Mo Walid From Walid To Usage Code Output  Req Date  Closed

~| o026kt \ 5| e03|  eo9rodz008 [fomdzooe [PHEXHIEDADS  [csv [1m4zons | T
10025 [T [ =] esm|  eo2[i1a4r2008 [rramsizoos [Lkconiuos |LABEL [11m0472008 | T

| ooz [ 15| es2| =69 [iomarzoos [romaszooe [sEFAIRD40E |LsBEL [10M04/2008 | T

[ 10023 fir | 28]  e2|  ss1|iomanoos [pomacooe [GsrosHOnsoe  [LeBEL [10m4z008 | T

[ 1omaz kT \ 1| s21|  s22[0042008 21042008 [GSRDSHOD408 [LABEL [10m04/2008 | T
| 10021 T \ 1 &9  s0[io042008 21042008 [LkconvDaog [cav 10042008 | T

lssued To ‘KT

Comments: | Gengrated filename is: "waivecode_10026_PHEXHIB0408. cav" ﬂ

Enter output type

Within form EADF0007:-

Qty - enter the Quantity of Promo codes that are required for the recruiter. This is
capped at 500 promotional codes per request.

Prefix Id - enter up to a three digit Prefix Id. You should use the requesting
Recruiter’s initials for this field. Please note that this prefix id is the first three
characters of the actual promotional codes provided to applicants, so should be
appropriate to the purpose.

Issued to — enter the full name of the Recruiter/staff member who has requested the
set of promo codes. This provides the ability to run reports and provide more info
regarding statistical usage etc.
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Valid From — Today’s date is the default, but this field can be set as a future date
(however, it cannot be backdated. This is due to promo code validations in the
applicant portal).

Valid To — set to any valid future date, to limit the period following the recruitment
activity during which the Waive Codes can be used. Applicants will not be able to
have the fee waived by entering the Waive Code after the “Valid to” date has passed.

Usage Cd - select from the List of Values next to the field, to choose the appropriate
Usage code. These codes should have been established for the promotional activities
across the recruitment calendar. If an appropriate Usage Code is not listed, use form
EADFO0006 (see section 2.1 above) to add an appropriate code.

Output - the List of Values gives you a choice of two selections. CSV should be
selected when you wish to get Promo codes on a .csv spreadsheet (for use in merge
letters, different label templates etc). Label should be selected when you wish to
produce a set of Promo codes in the agreed .pdf format which can be printed directly
on to labels.

When CSV is selected, a .csv formatted file is produced, and saved directly to your c:/
drive. The file will not automatically open. The filename is saved in the Comments
field of the appropriate request.

When Label is selected, a .pdf label formatted file is produced and will open in a new
window. This can then be directly printed onto labels. The label format that was
chosen will meet the following specifications:-

Avery Mailing Labels “Address” Code: L7156
(58 x 17.8mm); 45 to a page

Comments — Any free text comment can be added here — the team issuing the promo
codes may like to consider establishing a standard format for any comments to be
added.

When all fields have been populated, click on the Generate key to produce either the
file or labels.

Once output has been created, you will see that the Existing Waive Code Requests
block on the bottom half of the screen, now contains details of your promo code
request. These details appear with the most recent requests at the top of the list.
Requests should not be deleted, but in the case of producing promo codes in error,
you can select the Closed Ind box, and this will ensure that the promo codes cannot
be used or redeemed.

Fee Waiver, Agent Details and Manual Payments User Guide V. Page 9 of 25
2.0.doc



eAdmissions User Guide
Fee Waiver Functionality, Capturing Agent Details 27 November 2008
and Processing Manual Payments

4 Waive Rule Codes

As discussed previously, Promo code functionality covers the production of codes for
distribution to applicants to use directly. The Waive Rule Code functionality, on the
other hand, is used for two main reasons:-

1. To allow internal Monash staff to add Waive Rule Codes to waive application
fees for applications that are processed manually through the Fast Track form;
and

2. To establish Waive Rules that will be validated against applicants
automatically when they make applications through the on-line Applicant Portal
that satisfy the rules that have been established against the Waive Rule
Codes.

These dual purposes are met through the use of Waive Rule Types which are
mapped to user-defined Waive Rule Codes.

4.1 EADF0012 Maintain Waive Rule Types

Waive Rule Type Codes within this form can only be modified or added by the
Developers in the Systems team. These details cannot be altered or added
directly by users.

This form is available only in Query mode to allow users to view the Waive Rule Type
Code details (such as Short Description and Description (which is the actual rule
associated with the Waive Rule Type Code).

(= Callista Production - Microsoft Internet Explorer, provided by Monash University, ITS Division

Action Edit Query Go Zoom Help
Waive Rule Types
Wyaive Rule Execution
Short Description Crder Enrol Test  Closed
= {= |N0 Yalidations - fees waived with valid Waive Rule Code | 1 | | | |
|ENR-WAIVE |Previuus course attempt with status except UNCONFIRM | 2 v |
|MUELCAPP |MI_IELC course application with no other preferences | 3 v o
|DOMAPP |App|i|:ant System Citizenship type is Domestic | 4 v )|
|INT-DE |Di Ed i [ sf =
|SAAPF‘ |App|icant applying for course located at SAFRICA campus | 6 | | =
| | | = r
| | | L r
| | | L r
~ | | B e
Description
The fee will be waived when the entered code exists in the waive rule code table and has a 2
CLOSED_IND =N
Waive Rule Type Codes
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ADMN-WAIVE There are no validations associated with ADMN-WAIVE code. This
code is for use for keyed applications only. This Type should be used when creating
Waive Rule Codes that will be used where staff wish to record that they have waived
a fee under their authority, rather than according to a particular application type or
credential.

ENR-WAIVE When a Waive Rule Code is mapped to this ENR-WAIVE type code, an
applicant’s application fee will be waived according to the rule text. That is, in this
case, if the applicant has had a previous Monash Course Attempt (at any other status
than UNCONFIRM in Callista), the applicant’s application fee will be waived. This
should only usually be mapped to a Waive Rule Code that is only available via the
web (and would not usually used when keyed).

MUELC-APP This Rule Type Code has been established to allow applicants who are
applying for a MUELC program to have their fees waived automatically, as long as
this course code/program is the only preference of the application. That is, if the
applicant applies for any course other than a MUELC program in their application,
their fees will not be waived using this process.

DOM-APP This Rule Type Code has been established to allow domestic Australian
applicants to have their application fee waived automatically.

INT-DE This Rule Type Code has been established to allow international applicants
who are applying to study off campus to have their application fee waived
automatically. That is, if the applicant has a system citizenship type equal to
‘International’ and all course preferences within the application have an attendance
mode of ‘EX’ or ‘MM’, that applicant’s application fee will be automatically waived.

SA-APP This Rule Type Code has been established to allow applicants who are
applying to study at the South Africa campus to have their application fee waived
automatically. That is, if all course preferences within the application have a location
type equal to ‘CAMPUS.OS’ and a location code of ‘SAFRICA’ that applicant’s
application fee will be automatically waived.

Waive Rule Type Codes are maintained centrally within this form, but also have
little impact until appropriate Waive Rule Codes are established in EADF0013.
However Waive Rule Codes (established in EADF0012) have no functionality
unless they are mapped to one of these system Waive Rule Type Codes.

Fee Waiver, Agent Details and Manual Payments User Guide V. Page 11 of 25
2.0.doc



eAdmissions

Fee Waiver Functionality, Capturing Agent Details

and Processing Manual Payments

User Guide

27 November 2008

4.2

EADF0013 Waive Rule Code Maintenance

Waive Rule Codes need to be established to define the situations in which application
fees can be waived. These Waive Rule Codes are user defined, and a variety of

codes can be established to meet the needs of the business.

There are some codes that must always be in place in this form for the waive
functionality to work and must not be deleted.
Waive Rule Description Valid Valid Web Keyed | Waive Rule | Closed
Code From To Avail Avail Type Ind
APRULECHK | APPLICANT PORTAL Date | 31/12/2099 Y N ENR- N
RULE CHECK of WAIVE
entry
AP-WEB-1 DO NOT REMOVE — AP Date | 31/12/2099 Y N ENR- N
WAIVE ENROLMENT of WAIVE
RULE CHECK entry
AP-WEB-2 DO NOT REMOVE — AP Date | 31/12/2099 Y N MUELC- N
MUELC APPLICATION of APP
RULE CHECK entry
AP-WEB-3 DO NOT REMOVE — AP Date | 31/12/2099 Y Y DOM-APP N
WAIVE DOMESTIC of
entry
AP-WEB-4 DO NOT REMOVE — AP Date | 31/12/2099 Y N INT-DE N
WAIVE DISTANCE of
EDUCATION entry
AP-WEB-5 DO NOT REMOVE — AP Date | 31/12/2099 Y N SA-APP N
WAIVE SOUTH AFRICA | of
entry
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(= Callista Production - Microsoft Internet Explorer provided by Monash University, ITS Division

Action Edit Query Go Zoom Help
Rule Code Maintenance (EADFO0T 3)
Waive Rule Code

Waive Rule alid Valid Web Keyed
Code Description From Ta Awail Avail  Waive Rule Type Closed

~llaPWEBA DO NOT REMOVE - AP WAIVE ENROLMENT R[1704/2008 31122099 I~ I [ENRwAVE  &| [
[APWEB2  |DO NOT REMOVE - AP MUELC APPLICATION [17042008 311122099 i~ | |MUELCAPP | &| I
[APWEB3  |DO NOT REMOVE - AP WAIVE DOMESTIC  [20/07/2008 [31/12/2009 [~ /2| [DOM-APP & I
[APWEBA  |DO NOT REMOVE AP WAIVE DISTANCE EDU[0109.2008 31/122099 °~ [ |INTDE (8|
[APWEBS  |DO NOT REMOVE - AP WAIVE SOUTH AFRICZ[0109.2008 3111272009 v [ [saapp (3| I
[RS.SPONS [IRS APPROVED WAIVE - SPONSORED STUDE[16/19.2008 51/122099 [ Iv  |aDMNWAIVE (&
IRSWAIVE  [IRS APPROVED WAIVE (170472008 317122099 | v |[ADMNWAIVE & | [
IRSWVEAK |IRS APPROVED WAIVE - AINSLEY KENNEDY [21/04/2008 [31/1272099 | v |ADMNWAIVE &| [
IRSWVEAL |IRS APPROVED WAIVE - AILEEN LIANG  |21/04/2008 [31/1272099 | v |ADMNWAIVE &| [
IRS-WVEDP  [IRS APPROVED WAIVE - DONNY POH 2170472008 31122099 |/ |ADMNWANVE & | I
IRSWVEJE |IRS APPROVED WAIVE - JOY BEILHARZ  [21/04/2008 [31/1272099 | v |ADMNWAIVE &| [
IRSWVEJC |IRS APPROVED WAIVE - JENNIFER CHONG |21/04/2008 [31/1272099 | v |ADMNWAIVE &| [

I [0 | RS APPROVED WAIVE - KAREN ALLMAN 210472008 517122099 | 7 [ADMN-WANVE & I
IRSWVELE |IRS APPROVED WAIVE LAURA BIRCH  [22/10/2008 [31/1272099 | v |ADMNWAIVE &| [

- [IRSWVERK [IRS APPROVED WAIVE - RATNA KUNAPO 210472008 [31/1272099 | /v |ADMNWAVE (& I

Any number of Waive Rule Codes can be established to meet the needs of the
business.

Waive Rule Code — A ten character user defined code. This forms the actual code
that is entered into the Fast Track form or is used by the system to automatically
waive a fee, based on the rule functions set within the relevant waive rule type codes.
The format to use for this code is (for IRS codes) IRS-WVE-initials of staff member,
or (for Sunway campus codes) SUN-WVE-initials of staff member.

Description — A description of the usage of the code.

Valid From date — This date cannot be earlier than the system date of entry of the
code.

Valid To date — This date can be any date in the future. If a code is being established
and it is expected the code will be in use for the foreseeable future, it is recommended
that an end date of the xx/xx/2099 is added for this purpose.

Web Avail Indicator — Indicates whether the code should have functionality through
the Web. That is, should students who fulfil the waive criteria have their application
fee automatically waived when they apply online using the Applicant Portal? Only
enrolment waive codes set up by the eAdmissions Project Team should have
this indicator ticked.

Keyed Avail Indicator — Indicates if the code should be able to be entered when
keying manual applications through the Fast Track form, or can be applied in the
Applicant Additional Details form to transfer students who have not paid.

Waive Rule Type — Select the five waive rule typesADMIN-WAIVE. (The other five
Waive Rule Types are used by the system automatically to waive the online
application fee for cohorts applicants for whom the fee is not charged.)
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Closed Indicator — Waive Rule Codes can be closed if you no longer want them
available for selection or input.
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5 Entering Fee Waivers in Fast Track

Promotional Fee Waiver Codes, or Administrative Fee Waiver Codes, can be
recorded for hard copy applications entered via the Fast Track data-entry form.

Entering promo codes in Fast Track enables recruitment teams to track the
effectiveness of recruitment activities where promo codes are provided to applicants,
regardless of whether the applications are submitted online or in hard copy.

Recording Admin Waiver codes in Fast Track enables tracking of the waiving of the
application fee by individual staff for audit purposes.

{= Callista Production, - Microsoft Internet Explorer provided by Monash University, ITS Division

Action Edit Query Go Zoom Help
Applicant
Person ID:| |
Fast Track Murn: Sex Birth Date:
Agent
AMS Nurn: | Cade: | 3 ‘ Contact: | Copy Agent Address
Address
Pastal Type: % Copy Previous Address | Home Type: w7
MNumber/Street: | Mumber/Straet: |
Suburb/Town: | Suburb/Town: |
State/Hegion: | State/Region: |
Courntry: | Country: |
Postenode: 3 Posteode: 3 ‘
Phone: Business Ph: Phone: |
Mabils - | Fax: |
Ermail: Email:
Start Date: End Date: Start Date: End Date:
Mationality: 4 Submission Loc: 4 | Fee Status: A
Prarno or Rule: i
Promo or Rule Code: ﬁ
International Visa
‘isa Type: ﬂ Passport Mumber: | Country Code: ﬂ
Mext

If you are entering a Promotional Fee Waiver Code:
1. In the field “Promo or Rule”, select “Promo”

2. In the “Promo or Rule Code” field, enter the Promo code exactly as it appears
on the application form.

If you are waiving the fee on your own authority or on the authority of the person who
recorded the decision to waive the fee on the application form:

1. Inthe field “Promo or Rule”, select “Rule”

2. From the list of values for the field “Promo or Rule Code”, select the
appropriate Waive Rule Code.
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6 Processes using the EADF0014 Additional Applicant
Data Form

The EADF0014 Additional Applicant Data Form displays data for any valid Applicant
ID which has a corresponding Application Number. The form is used to:

= |dentify whether online applicants/agents have recorded agent details for the
application to ensure payment of the agent’s commission, and

= Record decisions to waive the application fee for online applicants, and
= Record receipt of manual payment of the application fee for online applicants.

Before waiving the application fee for online applicants, or processing their manual
payment of the application fee, it is necessary to check that they have in fact
submitted their online application and agreed to the conditions of the application.

6.1 Capturing agent details

& SMS (ACUNNING@COAF - ID# 21397864) FE®E
Action Edit Query Go Help

"{E Additional Applicant Data Forrm (EADFO01 4)

Applicant
Applicant D Prev Person 1D Title |[CONST ﬁ Surmame‘THORPE
Given Names| KATE Sex|Female  ~| Date O Birth:|15/06/1930
Email ‘kale.thurpe@adm.monash.edu.au
Application Details
Application Promo Walidated
Mumber Agent Staff Contact OrRule?  Waive Code Date Paid Date
= [23a47 [ Promo - |[10023KkT00005253 | & [12/04/2008 |
234168 | = | \
\ | A [ \
\ | \ | =i \
\ | \ | =i \
= | | =i |
K| [+

1D of Applicant

Online applicants or their agents can record agent details at step 4 of the online
application.

For all cohorts of online applicant who may use a recruitment agent (who may in turn
be entitled to a fee commission from the University), the application must be checked
for agent details. If there are agent details, these must be transferred to whatever
database is kept to ensure that agents receive their commission.

The agent details recorded for online applications appear in EADF0014: Agent Code,
Agent Name (and branch), Agent Email, and Agent Staff Contact. There is unlikely to
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be data in the Agent Code field, as agents do not tend to know their Monash agent
code. The crucial piece of data is the Agent Name (and branch), from which you will
have to identify the appropriate agent code.

6.2 Checking that online applicants have submitted their
application

Sections 6.3 and 6.4 below explain the processes for waiving the application fee
for an online applicant, and receiving a manual payment submitted by an online
applicant. Before either of these processes can take place, you must use form
ADMF5000 View Applicant Summary to check whether the applicant has in fact
submitted their application.

/= Callista Production - Microsoft Internet Explorer provided by Monash University, ITS Division

Action Edit Query Go Zoom Help

Applicant
Applicant ID: [1285) MFHORPEI M5 KATE Persan [D:
Sex. |Female - Date Of Bith: | 21/10/1955 Applicant Transfer Status:  |NO-TRNSFR ﬁ
Activity Log | Ernail Log | Applicant Details | |
Other Applicant Details
Highest Ranked Highest Ranked

Transfer Status Transfer Status

Secondary Education: Details Work Experience: Details
Tertiary Education: Details Admission Test: Details

Other Qualification: | Details Docurnents: | Details
Applications ; ;
System & et — Access and Equity Details -
Application Application  Submission Last Application Highest Ranked
Nurmber Type Diate Transfar Date Transfer Status Transfer Status
=l 23557 STANDARD  [29/04/2008 14:04 | [noN-APPLIC Details Details
|| 23553 STANDARD [29/04/2008 10:51 | [NO-TRNSFR Details | | Details
Pref Preference Unit Set ‘
Mo Course Preference Details Transfer Status Transfer Status

Details ,7 Details
Rt [z
Rt [Pz

—
—

RIS EUNESRNAD

Where the application transfer status is NON-APPLIC, the applicant has not
completed the application to the point where they have accepted the application
conditions. (These conditions include acceptance that, if the applicant has
provided misleading information, the application or any resulting enrolment can be
cancelled.) This is the online equivalent of a hard copy application that has not
been signed by the applicant.

If an application is at NON-APPLIC status, the application fee cannot be paid or
waived until the applicant has logged back into the application and accepted the
conditions. It is necessary to contact the applicant and ask them to complete their
application by accepting the conditions. The applicant’s contact details can be
found by clicking on the ‘Applicant Details’ button.

If the application is at PRE-PAY or WAIT-PAY status, the applicant accepted the
conditions but did not complete payment of the application fee. In this case the fee
can be waived or manual payment of the fee can be processed.
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6.3 Recording a Fee Waiver for an online applicant

& SMS (ACUNNING®CQAF - ID¥ 21397864)

Applicant
Applicant D Prev Person 1D Title |[CONST ﬁ Surmame‘THORPE
Given Names‘KATE Sex Female  ~| Date Of Birth: |15/06/1930

Email ‘kale.thurpe@adm.monash.edu.au

Application Details

Application Promo Walidated
Mumber Agent Staff Contact OrRule?  Waive Code Date Paid Date

= [23a47 Prora - |[10023KTo0005253 | & (12/04/2008 |

|

234168 | \ =l \
\ | \ E \
| | \ | \
| | \ \
| | \ \

13

|
|

||¢-||¢-||¢-||¢-|n—||«

1D of Applicant

If the application is at PRE-PAY or WAIT-PAY status, and it is decided to waive the
application fee, use the following process.

In EADF0014, in the “Promo or Rule?” field, select “Rule” for an Administrative Fee
Waiver.

In the “Waive Code” field, select the Administrative Fee Waiver Code for the staff
member waiving the fee and tab. The Waive Code will be validated, and a date will
appear in this field.

email support-eadmissions@adm.monash.edu.au giving the Applicant ID, Application
Number, and asking that the application be changed to PENDING status as the
application fee has been waived.
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6.4 Processing Manual Payments

£ SMS (ACUNNING@CQAF - ID# 21397864)

Applicant
Applicant D Prev Person ID | Title|CONST | & | Sumame|THORPE
Given Names‘KATE Sex Female  ~| Date Of Birth: | 15/06/1930

Email ‘kale.thurpe@adm.munash.edu.au

Application Details
Application Prormo Yalidated
Mumber Agent Staff Contact OrRule?  Waive Code Date Paid Date

= [o3a147 IPromo  ~|[10023KTo0005253 ¢ [12/mar2008 |

|

234168 | | | \
\ | | \
\ | | \
\ | \ \
\ | \ \

»

|
Zl
[ Lv]

‘H-‘H-‘H-‘w-ﬂ- [ | [

D of Applicant

If a manual payment of the application fee is received, use the following process.

1. If the manual payment does not give the Applicant ID and Application Number,
use the Person Search button in ADMF5000 View Applicant Details to search for
the applicant by name etc., to find out (a) whether the payment is in fact for an
online application, and (b) if so, the Applicant ID and Application Number.

2. If the application is at PRE-PAY or WAIT-PAY status, and a manual payment is
received, go to form EADF0014 and query on the Applicant ID

3. Enter the date the manual payment was received in the “Paid Date” field.

email support-eadmissions@adm.monash.edu.au giving the Applicant ID,
Application Number, and asking that the application be changed to PENDING
status as the application fee has been paid.

5. Process the payment itself by whatever process is normally used for processing
admission application fees.
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7 Promo Code Request MRS Report

A report is available in the Monash Reporting System (MRS) to report on the
Promo Codes that have been produced. The report is called the “Admission Fee
Waive Codes” report, and is available under the Admissions menu in MRS.

The report can be run by various parameters. Of note are the Data Range
parameters. You need to put a Start date range (ie two dates) in the range you
want the Promo code production for; and two dates in the End date range. This is
due to the fact that there may be Promo codes current for some of the same
dates, but different date ranges. Leave blank to get all dates.

% MONASH University Monash Reporting System

COAF Tesbng Instance, 2.4

Heporting Home | Report Menu | Cachad Feports | Baip | Logowt

Logged o1 as kihops

Search Rapomns: (row b sewch) Allongz = | Ssarch

Report Menu > Admissions > Admission Fee Walve Codes

Saved Parameter Sets (BT (Mo savec zets for fuis repcel)  f Load | Delete | Defsuts Sava St

B Excel Spramlsleet

Adlivassion Fei Wakee Codes

Trie repeet liskz the Apsicalion Fee Wabe Code
(Promio code) gerieration requests The areend
enoes S igsoed da polentisl applicarts who, on
redernplion of $ie codes eilfier via Ihe Apsicant
Portal oc on a rsanual applicalion S, b B
Agplizalion N veipid,

Prome codes e gerierabed for specific emnls (=g
Recruilment firstagent agreemenls) and will S
e walicd for & specfied peiod, YWhen weming this
repar], yal can leave Lhe G5 ranges blank, &0d Fus
vl pxdrcl all requests in the Syadem. Hower, ilvou
WS 30 [l wiue & elechon, évisuns il vou includée
approguiale dale ranges. For sample, specfing
OIAD0A O 02008 i the Valid From parameters
and Fien 010302 3000200 & the Vald To
paramslers O you will gets repod of 3l ihe Wake
Code Requists thad Al dslark £ Sresk) walhin these
caleranges.

Cohnras im the Bepoat

FReq_Secuence_beambse:
rauantity

Pred_Id
Wane_Mo_Range_Stan
Wanhm_Mo_FRange_End
Iszued _Ta
Vatd_Stard Ot
Vabd_End_Dt

Wiarm Llsage Cd
Zomments

Suiput_ Type

Wane Cd_Reguest Shatus

LUse b Torm Dietowe 10 1l oul all reguired parsmeters. For g descripion of 2ach bype of fisld, please vist the onling
nelp

* dencter a regaiind duld

Aomiszion Fae Warwe Prefi D

Admission Fae Wabve lssued To I e |
Start Date Range

Start Date betwaen:

and

End Date Range
End Diate betwean:

and

Agmission Fes Wanee Usage Code:

|CHCONVINOE
\DEIRDODYVISEE |
| GEFAIRT40 |
|casEmem =

|_Run Repant ” Presies SOL ]
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8 User support

Support for users of Selection Process Management will be provided by the
eAdmissions Project Team until the end of 2008. After the project is complete,
support will be handed over by the Project Team to the Callista Service Desk (for
functionality) and the Admissions Unit (for advice on set-up and process).

For eAdmissions Project Team support email:

support_eadmissions@adm.monash.edu.au
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9 Appendix

9.1 Appendix 1

Application Fee Payment Cover Sheet

Please ensure you attach this cover sheet to any application payment made by cheque or

draft.

Applicant ID: 14323

Application number: 235940

Name: MS AMANDA CUNNING

Previous Monash University ID Number:
(if applicable)

21 JUMP STREET

Contact Address: BENTLEIGH
VIC
3204
Contact Email: amanda.cunning@adm.monash.edu.au

Contact Phone Number:

Please make all cheques payable to Monash University.
Please forward your payment, together with this cover sheet to:

International Recruitment Services
Monash University

871 Dandenong Road

Caulfield East

Vic 3145

Australia

Office Use Only: OneStop Trancode 902

Contact Information in regard to payments
International Recruitment Services

Telephone: (03) 9903 4788 - International: +61 3 9903 4788
Fax: (03) 9903 4778 - International: +61 3 9903 4778
Email: scenquiries@adm.monash.edu.au
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9.2 Appendix 2

TranCode 902 OneStop payment screen

& Corporate Finance Division - OneStop Payrents - Windows Interret Explorer - - - — = B
o
Ma_ hitps:Hmeeysits roonih e ulormestop-best tanforrns giTTRAN-NO=002 - 4p] ] tive secren £ -
& snagh ' |

@g MONASH University

Application Fes Portal

eMail address:

Lasl Mams:

First Mame:

Address:

City:

State:

Posicada:

Country:

Apglicant 10
Amourt: 10000

Submit Payment

ClearFamn |

For parking pesmits and Monash Community Card enquines, submit an enqguiry through ask. moenash

% |53+ @ Corporate Finance Do, 0 B8 Sesech the Monash staff dii. | 17 Home » The home of Spyb._ | 8 Japaness mapping zatelize. . |

R i E"'_:‘EMC'L’}'W“"”

EHop 1o content | Change fext size [

For graduation enquiries, send an email to i i i 6
For academic statement and student letter enquimes, send an email to sr.Coulfigld@adm.monash. edu.au
(& @ Intemet | Protected Mode: OFf HU00% v
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9.3 Appendix 3

TranCode 253 OneStop payment screen

@ Corporate Finance Division - OneStop Payments - Windaws Internet Explorer

@ Q = ‘ & hitps://aireys.itsmonash.edu.au/enestop/tranform.cgifTRAN-NO=252 Live Search

|| & Snaglt '

= . »
w I(é Corporate Finance Division - OneStop Payments I I - - fm v |7 Page v (G Tools +

Skip to content | Change text size

MONASH University

Monash home | About Monash | Faculties | Campuses Contact Monash

\
Staff directory | A-Zindex |

Site map L W Corporate finance ~

Application Fee - MU

Name:
eMail address: business resources@adm monash edu.au
Student No.:
Amount: 100.00

For parking permits and Monash Community Card enquiries, submit an enquiry through ask.monash

For graduation enquiries, send an email to graduations@adm.monash.edu.au
For academic statement and student letter enquiries, send an email to sr.Caulfield@adm.monash.edu.au

Copyright © 2005 Monash University ABN 12 377 614 012 - Caution - Privacy - CRICOS Provider Number: 00008C
Last updated: 24 January 2007 - Maintained by cfdweb@adm.monash.edu.au - Accessibility information

|3 0 Internet | Protected Mode: Off

Please note, 253 OneStop form may include an optional Applicant Id field for
processing.
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9.4 Appendix 4

3 eAdmissions - Applicant Details for Payment Gateway - Microsoft Internet Explorer provided by Monash University, ITS Division

@ MONASH University

efdmissions Electronic Payment Facility
By clicking the paymant buitan balna, youwill be taken 10 the abdmissions Paymant Gatewsy. Payment may b= mada using Visa or MastarCard

Vour payrnent details wil be beansfamed satamaticaly 1o the payment galeway. Your delals are shawn below

Application wlrer: 224153

Appheant 10 Hamber; 12504

Email: asdl@asdl com

Tihla;

Finst Hame: KAT

i
Aihilrgss: 1ETREET.

Sk Tewn' City: TOWMN

State Terdisry County Provines: MG

Postcoide Zipeade: 4567

Loty

| Py | | Pty i the g cant Formal |
CRICOS Prowidut Bumbes: S - Fraecall; 1680 101 B30 dedin Audrabal
Winasn Uisseesity: DDIEC Liapdadated bt clbtion Fhane: +81 3 5657 G52 (ostudw Aurrais)
Winam Colags 33d MUELE: (487 Ko i

1,8 B0 paspearee i 1 Bustntss 4

& Done % Lozal niranat

This is the screen that the applicants see when they select the PAY option in the
Applicant Portal. All information is pre-populated for the applicant.
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