Campus Community
Update a Communication
wayS Step-By-Step Procedure

CONNECTING PEOPLE AND INFORMATION

Update a Communication

@ Important Information

e Types of updates to communication records include changing the speed key or letter code if the wrong
code was assigned, adding or removing enclosure codes, adding a signer ID, etc.

e Once you have entered and saved a communication, it cannot be deleted. However, you can modify the
communication. Some offices have created a speed key to use when a communication is entered for the
wrong person (e.g., the Office of Undergraduate Admissions uses the Speed Key UGAZZZSP with the

description of Letter Entered in Error for this purpose). If you need a code for this purpose, contact your
3C Coordinator.

e |f the communication was completed via the Letter Generation process, and you want to re-run it, you can
turn off the Communication Completed checkbox on the Person Communication page in order for it to
be included in a subsequent Letter Generation data extract.

e |n addition to Communication Management, you can also update a communication from the
Communication Summary page (Menu > Campus Community > Communications > Person
Communications > Communications Summary). To update a communication from the Communication
Summary page, click Edit next to the communication to be updated. The Person Communication page
displays in a new window.

Navigation

Menu > Campus Community > Person Communications > Communication Management

Find an Existing Value Page

L LT 1. Type the individual’s EmplID in the ID field.
MICHIGAN _W-Pathways - HEWORK1 - Home | Worklist | _Add to Favorites | My LINC | Sign out

B

S, 2. Click LSearch |
Communication Management .
Enter any information you have and click Search. Leave fields blank for a list of all values. NOteS .
;
s e If the EmplID is unknown, enter the

i begins witn ] 2 appropriate data in Campus ID,
comnmone. ] N . National ID, Last Name, or First
s [ore i ] . Name fields. Click L_5arch |

I : gins ;wmj Qa,

[of ication Cat H1: with = Qa, . .
Commn o e a « If more than one row displays, click the
Hational 1D begins wih =] individual and specific communication
Campus 1D: begins with = H
o resmei 8] you want to update from the list box.
First Hame: begins with =

Search | Clear | Basic Search B Save Search Criteria
Find an Existing Value \ Add a New Value
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M-Pathways

Person Communication Page

Person Communication | Communication Recipient Data

| Seth Psirain 3 ID: 445566677 |

[Communication Assignment

Assign DateTime: 1216/2007 Z1Z12PH

“Function: ADWP | Admissions Program Variable Data
“Institution: University of Michigan -

Comm Key: Q

“Category: SPHARC Q& SPH-Acknow Receipt of Mat
“Context: SPHAKC Q General Ack. Complete
“Wethod: La Letter

*Direction: Qutgoing Communication |

Letter Code: B0A|Q ggngral Ack Complate I” Include Enclosures Enclosiiies

Communication Date: 12182007 [ gegin Time: End Time: Sequence:

él I print Comment Item Sequence:

Comments: |

Communication ID: 12345678 QL Pstrain, Andrea
Signer 1D Q
Department: Q

[~ Create Joint Communications

Communication Outcome

Communication Generation Date: 121712007
¥ Communication Completed Date Activity Completed: | 12117/2007 [
I™ Unsuccessful Outcome Reason: ]

Language Used English e
Wethod Used Letter -

Process Used

Process Instance

1@ save | | A Retumto searen | |+l Previous in List | [+ Nextin Uit | | wotiy |

Person C ication | C ication Recipient Data

BvAdd | | JE Updateisplay

Person Communication Page (continued)

Person Communication | Communication Recipient Data

Seth Psirain ID: 445566677

[Communication Assignment

Assign DateTime: 121612007 21Z12PH

“Function: ADMP & Admissions Program Variable Data
“Institution: [Onversity atmicnigan 7]

Comm Key: Q

“Category: [SPHERC Q. spit.Acknow Receipt of iat

“Context: [sPHAKC @ General Ack. Complete

“Wethod: La Letter

*Direction: Qutgoing Communication -

Letter Code: [BAAIQ general Ack Complete I~ Include Enclosures Eficiosifes

Communication Process Details

Checklist Association
Communication Date: 1201612007 B Begin Time: End Time: sequence:

él ™ print Comment  Item Sequence:

Comments: |

Communication 1D 12345678 QL Pstrain, Andrea
Signer 1D Q
Department: Q

[~ Create Joint Communications

| Communication Outcome

‘Communication Generation Date: 1217/2007
¥ Communication Completed Date Activity Completed: | 12117/2007 [0
™ Unsuccessful Outcome Reason; E

Language Used English e
Wethod Used Letter -

Process Used

Process Instance

19 Sove | | A Retumto Searen | | 4Z Previous n Lit | |4 Nt List ||| woty |

Person C ication | C ication Recipient Data

BvAdd | | JE Updateisplay
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3. Confirm the individual’s name and ID.

4. Update the necessary information in the

following fields:
Function
Comm Key
Category
Context
Method
Direction
Letter Code

Note: If you change the value in one of the

above fields, the values in other fields
may be cleared. For example, if you
change the Category, you may need to
re-enter the values in the Context,
Method, and Direction fields.

5. Click TP IR to update the variable

data fields.

Note: If you changed data in the Function field

in step 4, you MUST re-enter the
variable data.
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Variable Data Page

Variable Data
f i GPH Q -
Academic Career; = FPubklic Health
n< Student Career Nbr: 0Q
Application Nbr; TTTTBEEE O
\Application Program Mbr; 0Q
n ] Cancel
Person Communication Page
]
Seth Pstrain 1D 44556677
| Communication Assignment
Assign DateTime: 12M6/2007 Z:12:12PM
*Function: ADMP O Admissions Program Variabe Data |
Comm Key: Q
*Category: SPHARC QL SPH-Acknow Receipt of Mat
“Context SPHAKC (& General Ack. Complete
*Methodk: Ll Letter
Letter Code: [BOAIQ generalck Complste [ Include Enclosures M‘

| Communication Process Details
121612007 [

Comments: |

12345678 QL Pstrain, Andrea
@Q

Begin Time:

Communication Date:

Communication ID:
signer 1D

[ &

Department:
[~ Create Joint Communications
[Communication Outcome:

Communication Generation Date: 1217/2007
¥ Communication Completed Date Activity Completed: | 12117/2007 [0
I” Unsuccessiul Qutcome Reason:
Language Used
Wethod Used

Process Used

Process Instance

& save | SAreturnto 555n:n| +[ Previous in

Person C ication | C lion Recipient Data

Lis | +E] Next in Llatl Elucnfyl

End Time:
él I” Print Comment

Checklist Association

Sequence:

Item Sequence:

=

Beada
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Note:
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Note: Variable Data fields differ based on the

Function selected. For example, a
Function of ADMP requires Academic
Career, Student Career Nbr, Application
Nbr, and Application Program Number;
and a Function of PROS requires
Academic Career only.

Type or select a value from the Lookup @
list in the field(s) that display.

Click L_0K__|

If you want to add enclosures, and none
previously existed, turn on the Include
Enclosures checkbox.

If you want to add or modify enclosures,
Enclosures

click | Otherwise, go to

step 14.

Enclosures

| is not active until you
turn on the Include Enclosures
checkbox.
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Communication Enclosure Page

Communication Enclosure 10. Type the enclosure code or select a value
Communication Enclosures Find  First 1 051 [ Last from the LOOkUp @ list in the Enclosure
*Seqﬂ‘ No: *Enclosgire(:ma: Enclosure Type —— [*][=] Code field.
11 (RS @ Note: Most Enclosure Codes start with the
letter x.” Type an X’ in the Enclosure
ok | cancel | Code field and click Lookup [2 to
E search for codes that begin with ‘x.’

11. If applicable, type an enclosure comment in
the Comment field.

Note: The enclosure Comment field is
included in the letter generation data
extract.

12. To add another enclosure, click Add Row
and repeat steps 10-11.

13. Click L_O¥__|

Person Communication Page (continued)

14. Update or verify the information in the
se Pt o weomter following fields, as necessary:
| Communication Assignment . .
. I Communication Date (can be setto a
ssign DateTime: 212112PI
Fancion BB agmissons rogam Vartt s future date)
comm ey a Comments (communication)
*Category: SPHARC QL SPH-Acknow Receipt of Mat . .
*comzx;y SPHAKC & General Ack Cmnu\pete Communication ID
*Methodk: LQ stter .
Directon: lﬁ Signer ID
Letter Code! 804 Q. gengral Ack. Complete [ Include Enclosures M‘
Department
ommunication Date: 121 6/2007 [ egin Time: nd Time: equence: .
Cm - | - ;I‘Trp,m.cnmm o soonc. 15. If you entered a comment in the
communteation 0 a7 Patai, nrea 15 Comments field and want to include it in
Sianer 0 s the communication, turn on the Print
I Coete dont Commurications Comment checkbox.
Communication Generation Date: 121712007 16. Tore-run a Communication that was
’liEnmmunma'li:zgcﬂmp\emﬂ Date Activity Complated:  |12/1712007 [ preViously Completed via the Letter
R , ’ Generation process, turn off the
HWethod Used Communication Completed checkbox.
Process Used n
Process Instance 2
. Save
17 IEER R Previous in List | | 4E] Nextin List | (=] notify Eeadd . .
| | | 17. Click M
Person Ci ication | Ci ication Recipient Data

18. Click the Communication Recipient Data
tab.
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Communication Recipient Data Page

| Person Communication | Communication Recipient Data

Seth Pstrain ID: 44556677

Ferson Communication | Communication Recipient Data

DateTime: 12162007 2:12:12FK Letter Code:  BOA
Function: Admissions Program Institution: University of Michigan
Category:  SPH-Acknow Receipt of Mat Context: General Ack. Complete
J’ i| Find | View All First U 1 of4 L2 Last
Country; Relate Nbr:
Address! Related ID:
Name:
Email Address:
& Save | | S Return to Search ] Next in List Notify Er Add
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19. Review the data about the recipient in the
Communication Recipient Data section, if
available.

Note: Data is displayed on the
Communication Recipient Data page if
the individual has data set up on the
Communications Recipient page in the
Relationship component for the specific
letter code.
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