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Beginning PharmAdMIT

Introduction to PharmAdMIT
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What is PharmAdMIT?

PharmAdMIT is a desktop database program for
admissions officers.

PharmAdMIT can be loaded on multiple computers
and share data via MS Windows™ networking.
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System Specifications

System Requirements

o OS: Windows 2000, Windows XP SP2. (Windows XP Professional
recommended)

o CPU: Minimum 500Mhz. (1Ghz or faster processor recommended)
o RAM: Minimum 256MB (512MB recommended)
o Hard Drive: Minimum 300MB of free space (500MB recommended)

Networking Requirements

o PharmAdMIT requires a 100Mbps network connection to its data files for
optimal performance.

o A mapped network drive with full read/write/modify access for the logged in
user/computer.

o SMTP server access (usually provided by your school/ISP) is required for e-
mail.

o MS Windows 2000 Server (or later) recommended.*
o Nightly backups of all network resources is highly recommended.

*Due to client connection problems and compatibility issues, Novell Netware is not a supported network operating system for PharmAdMIT.
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What can PharmAdMIT do?

PharmAdMIT can help perform many tasks...

a

Import data from PharmCAS (demographics, tests, grades,
coursework)

o Track application status’s (“Accept”, “Reject”, “Hold”, etc)

o U 0O 0O O O

Filter the applicant data and work with only the applications you
need to see.

Correspond with applicants (Mail Merge letters, e-mail, uploads
back to the web portal)

Calculate custom scores (and Local GPAS) @
Schedule & score interviews

Track contact with applicants

Track fees

Report on applicant data in pre-formatted, easy to use reports.
Export applicant data to external systems
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Section 1: The Applicant Information Screen

Applicant = Applicant Information
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Section 1: Applicant Info Screen

= Applicant = Applicant Information

This screen is the main day-to-day data input screen for
PharmAdMIT.

The top half of the screen displays information about the currently
selected applicant.

Applicant Information - * Full Applicant List (28 Applicants) r5_<|

Last,FirstName:|Dne ||J|:|hn | DateEntered: LastUpdated
S5# | 123-45-5789 | Pharmms#: CheckListDnne: Ecnre:

Applicant T\_.fpe:| In State w | Official Status:| Receivedinder Review | AS nf: Transcripts Verified []
Application Fee Paid [ ]

Eatly Decisinn: Impnrted: Current Status:| Interview: the Applicant w |||:|?r12r2|:u:|? | Cust. Check 1 []
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Section 1: Applicant Info Screen

Applicant Type is determined by the school, not PharmCAS
(e.g. “In State”, “Out of State”, “International”, etc)

Applicants move through the admissions process by changes in their
Current Status
(e.g. “Accepted for Fall”, “Interview Pool A”, “Rejected”)

Official Status is changed automatically through their links to the Current
Status Levels.
(These “official” status levels are pre-defined by PharmCAS.)

Early Decision: If your school is allowing “early decision” applicants, you will see
this status indicated here.

Applicant Tvpe: In State w Qfficial Status: ReceivedUnder Reviewy | A of| 07 M 252007

Early Decision:| Mo | [mported: ko Current Status| Interview the Applicant w07 252007
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Section 1: Applicant Info Screen

= Status tracking
Schools can define their own Current
Status’s for applicants, and link them

to a common, “official” list for reportin
Official Status: Mo Status | As nf: purposes. p g

Current Status: S le= SN =L = | k 041 92006

* Applicant iz Unreviewed
|I'I‘tEt"-.-'IE'-.l'l.-' the Applicant
Hold

Alternste

Accept - Fall B
Accept - Spring

Delayed Acceptance

= Triggered Ietters

Changes in Current Status can be
Add Letter 9 linked to automatically generate

correspondence (letters/e-mail)

e ) Add a Interview Letter For Matthew Scott Lastnames?
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Section 1: Applicant Info Screen

Create an “objective” local scoring system based on
your institution’s standards

Date Entered:| 07172007

AR
Check List Done: | Mo (} Score:
N—

Ranking for, John Doe

Last Updated] 071272007

20007

Transcripts Werified []
Application Fee Paid [
Cust Check1 []

Current Owerall Ranking

30| of a1

Interviews Pool Ranking

1| of 1

Current Status Ranking

29 | of 49

Compared ta any applicant ever
weith Interviesy Status

Cfficial Status Ranking

29 | of 49

* Applicant iz Unreviessed

Ranked by:| overal Scare A

Mo Status

Score:

Done

Score Details for John Ekezie Doe

3

Category Description Score  Low  High Points L
IGPA GPA 0.00 0.00 4.00 0.0a
GPA Undergrad Cum GPA 3.70 000 400 40.00
Interview Interview Score 0.00 0.00( 100.00 0.0o
LOCALGPA1 [Local GPA 1 3.73 0.00 4.00 2007
LOCALGPA? (Local GPA 2 3.73 0.00 4.00 10.00
Local Local Score 1 0.00 0.00( 9999.99 0.0o

-

academic systems =




Section 1: Applicant Info Screen

= Applicant = Applicant Information

Additionally, the top half of the screen displays:
*The date entered/last updated

*Checklist status

*Applicant rank and score

*Customized fields

Applicant Information - * Full Applicant List (28 Applicants) r$_<|

Last,FirstName:|Dne ||J|:|hn | DateEntered: LastUpdated
S5# | 123-45-5789 | Pharmms#: CheckListDnne: Ecnre:

Applicant T\_.fpe:| In State w | Official Status:| ReceivediUnder Review | As nf:| 07 M 22007 Transcripts Verified []
Application Fee Paid [ ]

Eatly Decisinn: Impnrted: Current Status:| Interview: the Applicant w |||:|?r12r2|:u:|? | Cust. Check 1 []
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Section 1: Applicant Info Screen

The applicant information Is divided into tabs.

|LiST General | Personal || Interviewe || Tests || Supplemental || Contact || Fees || Status || Motes || Letters Grades

Each of the tabs displays a different aspect of
the applicant’s record
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Section 1: List Tab

The List tab is the only exception. The List tab

1S

used to navigate through the database, and displays

iInformation about multiple applicants.

*Use the “Search” box to search for ET T
appllcants Hit Enter or Click 'Find' ’BE: __ :‘Dohdné Ek;
« Use the Applicant Lists dropdown to load ——
flltered IIStS CI)_;ldsetrr\tj::me v lh._ﬂzessiel ;:Lr:nez It
* Use the Send Email to All button to send e T Shar ol
e-mail to the current list of applicants
Note: The navigation buttons on the toolbar at the top of the screen
4] (M

can be used to move through the database, too.
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Section 1: The tabs

Applicant information is divided into tabs.

|LiST General | Personal || Interviewe || Tests || Supplemental || Contact || Fees || Status || Motes || Letters Grades

Tabs display applicant data

o some display reported by PharmCAS (name,
transcripts, demographics)

o some display collected during the application
process by the admissions department
(interviews, checklist items, custom fields).
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Section 1: Tests

The PCAT Tab

0 Displays PCAT scores, either provided by the
applicant or by the PharmCAS

List || General || Personal || Interview TF‘STS Supplemental || Contact || Fees || Status || Motes || Letters || Grades

PCAT TOEFLITSE

Motes an this test
. VA% Bio% RC% QA% Ch¥% Cpl vA% A 2
VA Bim RCQA T Ch R anng anps 2003 2003 2003 2003 1932
01 /01 72007 |Import | 17 83630 4050|3650 3000404 0)387 0] 6.0) 61.0] &0] 52.0] 600] 260] 00

Date Source Scare

M

I< > w

[ Add Mew ] [ Remove ] Test shown in red s Wsed In compliting Tina's score. Expand Window

TOEFL/TSE tab - displays TOEFL/TSE scores
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Section 1: Supplemental Items

The Supplemental Tab

o Used to track items not supplied by PharmCAS

o Used to report “comments” back to applicants via Output 2>
Supplemental Item Export

List || General || Personal || Interview || Tests |{Supplemental {| Contact || Fees || Status || Motes || Letters || Grades
Date Recwyd Comment! Reguirement Status for Entered rY Internal Motes
Supplemertal kems | o postmrke Chklst Done| Mame | g,, Mot = .
Supplementsl Applicatio f | Al applicants ¥ [[Ma el T h e Itel I lS y COl I I I I le ntS y an d
Supplemental Fee DIAAZZ00F | Al appiicants W[ Yes LY Manage . .
Uiniversity Application | 071202007 | School received iterm ok % [[ves Manage d e ad I I n e S aval I ab I e 0 n th e
AP Test Scores i Al applicants Mo L
I8 Test Scores I Al applicants Mo b | t | t b
CLEP Test Scores i Al applicants Mo bt S u p p el I le n a a are
Proof of State Residenc /[ In-state residents only el L3 -
Financial Aid Applicstion / § Al applicarts w 1o - d ete rr r ] | n e d by S et u p 9
2007 ITEM £ 2007 COMMENT W Yes W
- Supplemental Status
< » v
[MerkAII Received] [MerkAII MOT Recei\ted] [Save Grid Settings Cempletnene I Expand Motes Window

Note: When all items are marked “yes” (or “N/A”), the “Check List Done” field
will change to “yes”, indicating that the checklist has been completed.
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Section 1: General Information

General tab

o Displays demographic information & Customozed
fields

List | General | Persanal || Interview || Tests || Supplemental || Contact || Fees || Status || Motes || Letters Grades

Previous Pharmacy Program .
Priorialt Last N Picture of John

FPreviously Enralled:| Ha

Sch.: w
Sal:| Mr. w [ Suffi

Eligible to Return:

Priorfalt First BMm:| John

Gender:| Male b Applied in the past 2 yearsY:| Mo

Ethnicity:| 3 [BLA] Black, Aftican Am Adv. Rel.:| Mo

Certierif. Stmt.:| Mo

Self Descrip.:
[ ]hild of Alum:
Cust List 1| Customized data W
Mailing #: | 1
Cust List 2| Anather item w
Date Rec'd: | 062142007
Cust Text| Custom text [Replan:e """ ] [Remnve
|:| cust Chack 2 |:| Revised | i
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Section 1: Correspondence Letters

= Letters tab

o Used to add letters to applicant records
o Used to print/e-maill letters
o Track replies to letters

M Interview Lether

111342006 A i

I

Print Selected Letter ]

[ Toggle Replied on Selected Letter ]

[ Delete Letter

List DaT Checklist Zenera | ‘ Letters | Grades Perzona Intervie e Feesz Status Misc Contact
Selecttype of Letter | Interview Letter b Interview Letter - Add this type of Letter
Dizplayed on | Last Printeds A
Tupe of Letter Added L etter Sl @ Reply by Uszer
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Section 1: Applicant Grades

Grades tab

o Display grades provided by PharmCAS
o Display transcript information
o Calculate local GPAS

The Grades screen has 5 sub tabs:

List || General || Personal || Interview || Tests || Supplemental | Contact || Fees || Status || Motes | Letters

GPA Subject Course GPA Courses College Summary Academic Requirements
vesw 39 50l | Soi | NSoi NSoi MSoi| Mih | Mt M| Tot | Tot | Tot | LocalGPAs Hours GPA  GPT ° ( ;P A
QF Hrs GP& QP | Hrs | GPA QP | Hrs GPA  QF | Hrs GPA
JFR | 000] 000 000)2000] 3300 3911200 300 4.00)41.00] 3600 392 GPATD | 860 | 3.73 | 3580
1200 3200 350 93.00 2500 372 2400 700 34322900 6400 358
—— 000 000 000 000 000 000 000 000 000 000 000 000 GPAZ BB |\ [FSeED 1
JR ™
e Subject Course GPA
SR | 000 000 000 000 000 000 000 000 000 000 000 000 Hours GPA  GPT
PE s | 000 000 000 000 000 000 000 000 000 000 000 000
71~ ]1200 3200 35022200 58.00 383 3600 1000 3603700010000 370 (| Overall 0.0 | 0.00 0.00
e C
Primary Undergrad O u rses
College: | RICHLAND COLLEGE (008504) v Highest Level of Education:
Degree: | ASS0OCIATE SCIENCE Code: |02 hd C C ” S
Date: 0140172005 | Major:| PHARMACY (NOT P [Imatriculated O ege u' I “ I Iary
[

Academic Requirements
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Section 1: Grades — GPAs

Grades Tab: GPA*

Displays GPAs provided from PharmCAS, as well
as the LOCAL GPAs

a

List || General || Personal || Interviews || Tests || Supplemental | Contact || Fees || Status || Motes || Letters
GPA Subject Course GPA Courses College Summary Academic Requirements
ves S¢S0l Sl NSci NSci NSci Mih o M Mho Tot Tt Tob A Local GPAs Hours GPA  QPT
QF | Hrs | GPA | GPF | Hrs | GPA | QP Hrs | GPA | GP | Hrs | GPA
J[FR +| 000 000 00012500 3300 391 1200 300 4.00]4100 36.00 382 GRAT: 96.0 373 3580
1200 3200 3509300 2500 372 24000 700 34322900 64.00) 3.55
50 ¥ GPaz | 960 373 | 3580
JR % | 000 000 000 000 000 000 000 000 000 000 000 0.00
SR % | 000 000 000 000 000 000 000 000 000 000 000 0.00 Hours GPA  GPT
PE ~ | 000 000 000 000 000 000 000 000 000 000 000 000
71w |1200 3200 35022200 5800 383 3600 1000 3603700010000 370 | Owverall 0.0 || 0.00 0.00
Primary Undergrad
Collene: | RICHLAND COLLEGE (0055047 w Highest Level of Education:
Degree: | ASSOCIATE SCIEMNCE Code: |02 Al
Date: 0140142005 | Major | PHARMACY (NOT P [ Matriculated
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Section 1: Grades — Subject Course GPAs

Grades Tab: Subject Course GPA*

o Displays GPAs provided from PharmCAS for
grades by SUBJECT

List || General || Personal || Interview || Tests || Supplemental || Contact || Fees || Status || Motes || Letters | Grades
GPA Subject Course GPA Courses College Summary Academic Reguirements
Subiect Grade | Hours wf Credited Total Hours  Qualty | Calculated) -
d Hours grade=20 Hours Points GPA
1 - Biochemistry w [15.65 0.0o 0.0o 15868 £3.30 366
2 - Biology & Cther Life Sciences: w (1334 0.00 0.00 13.34 ar.ss 282
4 - Organic Chemistry % [5.00 Q.00 0.0o a.00 2748 343
3 - Inorganic Chemistry w | 1067 0.00 1.33 120 40.02 375
£ - Physics w [10.00 0.0o 0.0o 10.00 3369 387
5 - Cther Science + [0.00 0.0o 0.0o 0.0 0.0 0.0
7 - Math ~ |3.67 0.0o 0.0o aE7 M.Es 364
9 - SocialBehavioral Science » (1067 0.0o 0.00 1067 41.89 3.92
14 - Microbiology w [0.00 0.0o 0.0o 0.0 0.0 0.0
15 - Tatal w | B0.04 0.00 1.33 a1.37 28548 3587 b
Courses that have been added £ edited manuaiiy are not represented
academic
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Section 1: Grades — Courses

Grades: Courses

o Lists all coursework provided by PharmCAS

o Select courses to determine LOCAL GPAs
Courses in red are planned, in progress, or missing a grade.

List || General || Personal || Interview || Tests || Supplemental || Contact | Fees || Status || Notes || Letters | Grades
GPA Subject Course GPA Courses College Summary Academic Reguirements
Stat C/P Levl Year Termm  Type  Prefix Title PhGr Cr StuGr VGr VCr Subject Class School
W St P oJefSr 2007 Fal | Semester IDH4005 HOMORS SEMIMAR 3.00 Cither Science Honor: FLORIDA, [

Sro | Polesr 2007 Fall | Semester CHMAS0: BIOLOGICAL CHEMIST 1.00 Inarganic Chemistry Mot &g FLORID, [

Sr | PolriEr 2007 Fall | Semester PHY 204 PHY SICS W CALCI 4.00 Physics Mot AR FLORIDA Ik

Sro| PoleSr 2007 Fall | Semester| CHM3M 20INTRO TO ANALYTIC A 3.00 Inarganic Chemistey Mot A7 FLORIDA, [

Sro| Polesr 2007 Fall | Semester CHM340: BIOLOGIZAL CHEMIST 300 Inarganic Chemistry Mot &g FLORID, [

Sr | P olrfEr 2007 Fall |Semester| CHM3 20INTRO TO ANALYTICS 1.00 Inarganic Chemistry Mot &g FLORIDS [

Jr o C[eSSr (2007 Spring Semester PHY 2045 GENERAL PHYSICLAE B 1.00 B Physics Mot Ap FLORIDA 1P

Jro 0 C eSSy |2007 Spring Semester IDH 3008 HOMORS SERMINAR Ags 3000 A+ A Cther Science Honors FLORIDA 1!

Jr | CLIeSSr 2007 | Spring Semester PHY 2045 PHY SICS W, CALC I | Mon (4.00 W Physics Mot AR FLORIDA I »
I« »
Show: | All Courses v [ add |[ Edit |[Delete |

Courses Missing a Grade Tanually Addded PhiGr == Wi Courses maniaily exclided frowm focal GPA caicalations.
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Section 1: Grades — College Summary

Grades Tab: College Summary
o Displays the colleges attended in detall
o Scroll to the right for college-specific information

Lizt

DAT Checklist

GFPA

School

General

Letters Grades Perzonal

College Summary

Irteriew: Fees Status Misc Contact

Courses

From To Degree Deqg Date Status ajor Major 2 Degre #

b 4

Pazco-Hernando Cammunity Colles

University of Florida

W

] [ T T 1 1
”~

0601 f2002 | 0400122003 Mone
05/ f2003 0200172007 |B.S.

I
I

Mo De s Mo Major Mo Major  Mone
Degre » |Psychology Mo Major  Mone

academic
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Section 1: Personal Information

Personal Tab

o Displays demographic and other information
provided by PharmCAS

Addresses

Citizenship

Parents information

Work experience, essays, honors, awards, etc

List || General | Fersonal | interview | Tests || Supplemental || Contact | Fees || Status || Motes || Letters Grades

Address Persona | Parents Other History
Currer nt Address Permanent Address M ) .
Street 1: 1722 Sample Road Street1:| 1722 Leicester street NOte: The appllcant S e-mall
Street 2:| Apt. 2 Street 2: A

address is located on the

Street 3 Street 3

City:| Garland City:| Garland P I b_t b T d
SUZip: T - Texas | 75044 SUUZip:| T- Texas W | 75044 ersona Su a " O Sen an
CrtviCntry.| Dallas v | | crtyicntry:| Danas v _ | I k S d E 1 |
Daytime Ph:| (972 555-5555 Phone:| {972y 555-5555 e mal ! C IC en m al
Eve PhiCell:| (972) 555-6666 (972) 555-55548 Fax
Curr. Addr. Unfil:| 12/3172011 Prefd. Mailing Addr.:| Current v Prefd. Phone:| Cell- 2 -
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Section 1: Interview tab

Interview Tab

o Schedule interviews, enter scores
o Local scores (Other Scores) 1 — 8 are entered here.

List 0T Checklist General Letters Grades Perzanal Intervigsn: Fees Status Misc Cortact 1 Th e S etup 9 Int ervi ew S Ch e dU| e must
Interview Information ) . . . .
Date-Time: 11 <@ AM be in place before booking interviews
Room: Date Confirmed] // 2. The applicant’s “Official Status” cannot be
Interviewsr Score | | Comments made by “No status”
o~
3. The “Other Scores” are defined in Setup
—> Local Scoring Setup
. b
Ayerage Interview Score: (Dto 100
Other Scores
Local Score ;. Local Score 2 Local Score 3 Local Scored: Local ScoreS: Local Score 6 Local Score 70 Local Scaore 8
n.an 000 0.00 0.00 0.00 0.00 0.00 0.00
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Section 1: Fees

Fees tab

o Used to enter fees collected by the admissions
office (not the PharmCAS fee, that's assumed!)

o Defined in Setup - Fee Setup

List DaT Checklist Genetal |

Date Posted  Fee Type

Letters

Grades

Entered By Date Recvd Amourt Balance

Check # Ret'd Motes

Statuz sz Cortact

Motes on current iterm

11072008 |Application FeManager L T5.00 0.o0 |:| A
111372006 |Deposit to HollManager L 150.00 000123 1

W b
Select Fee: | Depositto Hold Position v Postthis Fee | | [ Delete Fee | | Expand Motes wWindow |
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Section 1: Status log

Status Tab

o A log of all of the changes to the applicant’s

Current Status

Lizt DaT Checklist General Letters Grades Perzonal IMtervigsn Feez Status hlizc Contact
Date of Change 0ld Status Mew Status Recorded By
M 111132006 Applicant Entered Database *Applicantis Unreviewed AADSAS Import
11132006 Alternate Hold for DAT hManager
11132006 Hald far DAT Rejectthe Applicant Manager
<
Delete Selected Entry

Y

academic

systems =




Section 1: Contact with Applicants

Contact tab
0 Used to track communication with the applicant

o ltems in the dropdown can (and should) be
customized!)

m Vlew/prlnt logs

List DaT Checklist General | Letter:
Contact List

Date Recorded By
M 110132006 |Manager

[add Mew | [ Remove |

W

[ PrintList

] [ Wiew Email Log ]

Re

Recorded By: | Manager

Grades Perzonal | Interwviewn: Fees Stat
Contact Details
Cantact Date:| 117132008
n for Call:| Justto say hello
Carmrman ts:| applicant called 10 times!
Action to Take:| Mo action needed.
Details:
Action Taken?;| s Date: By:

Click List... to edit the
list of reasons for calls.
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Section 2: Settings and Management

Setup Menu
Management Menu
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Section 2: Setup and Management

Setup Menu

0 Used to define the database, in order of hierarchy:
Applicant Type
Status Levels
Supplemental Items
0 Scoring
Local Scoring Setup
Local GPA Setup
o Interviews

Interview Schedule
Interviewers
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Section 2: Applicant Types

Setup = Applicant Types
o Most basic level
o Not determined automatically

The first one on the list gets assigned to all newly
imported applicants

Suggestion: Create a type called
“Unknown”, and make it the first item in
the list. That'll get assigned to all new
applications, thus avoiding confusion.

Lizt of Applicant Types

In State -
ot of State
International

W

LY I [_Ed'rt... | [_Q_elete | [ Done ]

Maote: Al imported applicants will be
azzigned the first applicant type in the
list.

academic systems
(Al




Section 2: Current Status Setup

Setup - Status Levels

Q

Q

Used to define you application process

Used to link status’s to trigger form
letters (or e-mails)

Used to link your terms to those used by
PharmCAS.

Can create different status’s for different
applicant types

Applicant Status Levels E|
Select Status Levels to view:

Default List (&I App. Types get these)) W

Status Levelz

el * Aoplicant is Unreviewed
Irterviesy the Applicant
Hold

Atternate

Accept - Fall

Delayed Acceptance
Reject the Applicant

Sample Status
2007 AdmT
w
This Status Level Confirms:
Mo Status W
This Status Level Trigoers:
Mo Letter W
[ &ogd.. || Edit.. |[ Delete || Reiresh | [ Done |

academic systems
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Section 2: Checklists

Setup -2 Supplemental Status
o Define items not provided by PharmCAS
o Add, edit, and/or delete items from the list.
o Can be made applicant type-specific

Supplemental ltem Setup:

Define the items,

ipplemental tems: . “ ”
School Receive or | Reportto ~ d d I d d f It
Supplemental tem Desdline Postmatk Pha’:mCAS Default School Comment or Reguirement ea. I n eS a.n e au
Supplemental Application i ~ [res o || &l applicants » t
Supplementsl Fee I w [res v || &Nl applicants v COI I I I | Ie n S
LIniversi ity Application i ~ [res || &l applicants »
AP Test Scores i | Yes || Al applicants W
B Test Scores ir || Yes ~ || Al applicants v
CLEF Test Scores i ¥ [[res ~ || &l applicants b
Proof of State Residency i e | &l applicants v |
Ackdl

Define and edit your T
own comments to be
reported to PharmCAS 3 o ]

Add

Suggestion: The fewer items on the list,
the better, as these must be maintained for

all applicants! academic systems =




Section 2: Fee Types

= Setup - Fees
o Used to define fees seen on the Fees
tab
o Add/edit/delete fee types here

o Can link one fee (e.g. Application Fee)
to the checkbox on the Applicant
Information screen

Fee Types

Erter the fee name and amourit:

el Application Fee
Deposit to Hold Position

154

Amount of Fee 7500

Link to Application Fee on Applicant screen

[ agd.. | [ Edt.. | | Delete |

| Dore |

academic systems
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Section 2: Letter Template Setup

Setup - Correspondence Setup
o Used to create and edit letter templates.

o 3 format options available:

Plain text
o Backwards compatible, limited options
0 Good for simple e-mail letters

MS Word Merge

o Allows merging fields from database

MS Word Emalill

o Highly-formatted HTML-based e-mail
o Allows merging fields from database

Note: To create a new, blank
template, click the “New” icon
on the toolbar

academic systems =




Section 2: Interview Schedule Setup

= Setup - Interview Schedule Setup
o Used to set a schedule for interviews
o Wizard-driven setup

X)

Interview Setup Wizard

Step 1: Select a Begin and End Date for conducting interviews.

It the last day of the interview iz uncertain, just enter the last poszible day that interviewws could be
conducted. [t is better to overestimate).

Irterviewys wil Begin no sooner than: bSJ‘Eﬂ J2008
Interviews will End no later than: | 0501 22007

After entering these twa dates, click "next" to continue.

[ wext | [ (Enished |

academic
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Section 2: Setup and Management

Management Menu
Program Options
User Setup and System Security

Q

a
a
a

Email Settings
System Logs

GENEREE S Output Window  Help

Program Reqgistration k

Program Cplions

Security Levels

User Setup

Email Settings

PharmCaAS Import Cptions

Clear out ALL Applicant Data

Clear aut Patential Applicant Data
Import Settings from PharmadrIT 2007
Create Carry-Forward File

Global Status Update

Yalidate Database
Edit Tables

Errar Log

User Log

Activity Summaries

Email Log

PharmCaAS Import/Update Log {Detailed)
PharmCas Import Log (Summary

academic systems
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Section 2: Basic Program Options

Program Options

o Controls some basic system settings, most
notably:

Custom Categories

o Customize the checkboxes and dropdowns on the Applicant Information
Screen

PCAT Options
0 Set which PCAT score is used in PharmAdMIT’s scoring

academic systems =




‘ Section 2: Security Levels

= Security Levels
o Defines users (and permissions) by groups

o “Database Manager” cannot be edited

h.| Security Levels

X]

Diata Entry | List
Security Level: | Brovwezer |
Available Program Restrictions Restrictions on this Access Level
Applicant - Advizors A Applicant - Applicant List Manager A
Applicant - Applicant Infarmation T Applicant - Contact Log N
Anplicant - Interviews Applicant - Quick Update
Applicart - Overdue Letter Response Applicart - Refresh Scoring T
Applicant - Patertial Applicants Applicant - Set Tak Order
Applicant - GQuick Local Scores Applicant Screen - Yieww S5
Applicant Screen - Change App Type Applicant Screen - Yieww Score
Applicant Screen - Change Status File - Archive Current Data Set
Applicant Screen - Checklizt Remowve All | | File - Import Data
Applicant Screen - Contact Z File - wWEB Lookup File Z
academic systems =




Section 2: User Setup

= User Setup We(OEE
o Use the “new” icon on toolbar to create new users

o Use the List to select users
o Use this screen to reset user passwords

h.| User Setup Screen [z|
Dista Entry | List
Type of User
) Faculty U=er Mame: | Dr. John Doe |

() Staft Password: | xEXE
{:} Studert or Cther

Security Lewvel: | Databaze Manager “ |

|:| Thiz user cannot add or modifiy Applicant data.
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Section 2: E-mail Settings

Management = Email Settings
o Required to send e-mail 8

SMTP Server Setup

D l l S u al I rOVI d e d b O u r I I In order to use the email features in this program, a walid SMTP server name or [P
address must be entered.
t 5 ff SMTP server: | 192.168.0.101 Port: | 25
S [JiUse Secure Connection (S5L):

My SWTP server requires authentication

User Name: | username
Password: | 77

[Juse CRAM-MD5 Authentication

Default Sender Information

By default, emsil sent through thiz program will festure the name and email
address entered below in the "Sender” portion of messages.

Sender Marme: [ Admissions

Email Address: | usernamegschool.edu

Local Sender Information

Enter your name and email address below if you would like messages to he sent
directly from you, instead of the Default Sender entered shove. This is optional.

Sender Mame:

Email Address:

Ok ] [ Cancel

academic systems
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Section 3: Working with PharmCAS Data

Data Import

Filtering Applicant Data
Sending E-mail

Global Status Update
Correspondence Queue
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‘ Section 3: Data Import

File = Data Import - PharmCAS Data Import

BLIOS6.zip

Imports are delivered online via the Admissions Officers’ Web

Portal.

PharmAdMIT 2008 Username: Manager
SN Edit Setup  Applicant  Management  Output window  Help

Select Prinker

Printer Setup

Data Impork

[ata Seks...

Archive Current Data Set, .,

Change Password. ..

User Preferences

Exit

F'HﬁF!.l'-'HZﬂiData Impork

Trends Data Inpart

The PharmCAS Import Wizard guides the user
through the import process in a step-by-step manner.

PHARMCAS Import Wizard

Step 1: PHARMCAS MDB data file import.

Thiz imports Biographical , Coursewvork informstion and PCAT, TSE and TOEFL Test Scores.

The import will extract information such &s an spplicant's name, date of birth, sddress, etc. The import
will alz0 extract information relsted to spplicant's academic history, including the schools they sttended
and the grades they received

Select items to import Biographical Information (includes Colleges Attended)
from the PHARMCAS

MDE file: Impiort Transcripts (Course Detail information)

Import other information (Work Experience)

Import Test Information (PCAT, TOEFL and TSE)

Cancel
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Section 3: Filtering Applicants

Applicant = List Manager

o The List Manager allows users to filter applicants based on the data in
the system.
(e.g. Current Status, State of Legal Residence, Gender)

o The lists created here can be used in several features of PharmAdMIT
(List tab, Quick Local Score Entry, Graphical Drilldown, Custom Export)

b | Applicant List Manager

Applicant Lists L Show:
* Full Applicant List 6} Public Lists
Accepted ) Private Lists
Check List iz Done . .
CreckList i i Done _— JTo create a new list, click Create New...

’gtlit Properties... ]

Dezcription of selected Applicant List: ’ Remove ]

IThis lizt contains all applicants currently inthe pool.  #
w ’ Done ]

academic systems
(Al




Section 3: Filtering Applicants (cont)

The Applicant List Wizard will guide you through the 5 step process
of creating lists.
o Step 1: Static or Dynamic
Should the list update as applicant data changes?
o Step 2: Add Filters

Create filters to collect the desired applicants. Almost every data field is
represented. There are 2 lists, the “Common” list and the “Detailed” list.

Multiple filters may be used. The “AND” operator is assumed, unless an “OR”

Is between [LEHEig e ——

o Step 3: Review the list st o sttt
Check the results of the filter

o Step 4: Public or Private
Usable to one or all PharmAdMIT usq e

o Step 5: Name and Description
Name the list so that it can be identified easily in other utilities.

Select Data tem: Select a value from the list:

Current Status ||l halll Applicant is Unreviewec

academic systems
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Section 3: Sending E-mall

There are 2 methods for sending e-mail in PharmAdMIT:

o Personal tab

Send Email: Sends a message to the current applicant

o List Tab

Send Email to All: Sends a message to the entire list

List || General | Fersonal | Interdew | Tests || Supplemental | Contact || Fees || Status || Motes
Address Fersonal Parents
Birth Information Residency Information
Date:| 03r24/14954 Citizen of: v
City/State:| Emekuky v [JPermanent Resident

Country: v Status:

State of Legal Resid.| TX- Texas
High Scheol Information g

Name: | CKSS Obike Ngor-Okpala Migeria (PSR, BETD E IR
ISA Type:

[C1English as Primary Language

City f State:) Moor Okpala v
Year! Rank:| 0712

[ Military Experience Email| doeg@yahoo.com

Letters

Grades

Other Histary

| #Years: 3

Send Email

List | General | Personal || Interview | Tests || Supplemental | Contact || Fees || Status || Motes || Letters | Grades
Search by. Applicant Lists: | = Full Applicant List v
Last Mame ~
Search Sting- LastName First | M So# PharmCAS# | Scora | List A

Doe Hoda i 5 20.07 (Mo

Wit Bter o Cliak ‘Find® Dog ohn Eki1 7 20.07 Mo

First Name Ebrahimi Rahin E 2 2007 (Mo

(Dptional) Ho Mikki E 7 20.07 [Ma

Find Khong Tina MOl E 8 20.07 (Mo

Lee Diana E 19 20.07 (Mo

Ordar by Lee Hyuk r 5 20.07 [Ma

LastMame v Massiel Martinez Mal £ 2 20.07 Mo

Mehta Arpit 5 |2 i 20.07 (Mo

Print Applicant Grid Miguyen Doan i i2 20.07|MNo

Mouvion Shlvain Cili 12 20.07 (Mo

Sand amail 1o all OPOKY NANCY  [aD]C 0 20.07[Na
Patel Mukesh U e D W Rmg 2007 Mo | ™

Note: Letters sent via e-mail are handled
separately from standard e-mail messages.

These letters are attached in the Letters
tab, or by changing applicant status.
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Section 3: Sending E-mail (cont)

The E-mail composer

Q

o O O O

Add CC or BCC groups
Add attachments*

Send in “plain text” or MS Word-based HTML format
Save common messages as templates for re-use

Stored in E-mail log
Contact Tab
Management - Email Log

b || Email

From: |"Admissions" <admissions@sample edu= | |_Settings. .

To: | doe@fake.sample.edu
:.Joh"n Doe .
CC ]
Bee: |
Attach | Add...

Select Template: | Sarmple Template v |
Subject: | Sample Template
Dear Applicant,

This 1s an e-mail message from the Admissions Department at Sample University. Please
respond promptly to this e-mail message. We wish to process your application in a timely manner.

To save this message as a template, click Save as Template.

Ovsvera Ores

*Attachments may be regulated by your IT department. If attachments are allowed, file sizes may
be limited by local E-mail systems. Check with your IT department before sending large files. ﬂﬂﬂdﬁmlﬁ SQStEmEi .




Section 3: Global Status Update

Management - Global Status Update allows you to change
multiple applicants’ status at once using filters.

o The Global Status Update List Manager screen consists of two

halves:
h. | Global Status Lipdate List Manager El The top half detalls
Global Status Update Lists ~ Show: / Wthh appllcants to

update.

Deszcription of selected List:

The bottom half details
what status to apply to

— the list selected above.

Apply thiz Update

Change Status to: W

Last Ranon: | £/ by

Mumber or Applicants updated:

academic systems
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Section 3: Global Status Update

= To create a list, click Create New...

o This will start a list creation wizard utility, identical to the one
used in the List Manager.

o Follow the Wizard to create your list...

Global Status Update List E”El[z|

Step 1: Decide the kind of Global Update to create.

Create either & Static or & Dynamic List.

Static Lists consist of a list of applicants that are chosen and these applicants stay in the list until
remaved.

Dynamic Lists are defined by one or mote applicant characteristics that are chosen. For example, a
dynamic list might be crested for all applicants who have a GPA above 3.0,
In this caze, the list would continue to grow as more applicants are accepted.

Thisg list will be a: @ Static Applicant List
(:) Dynamic Applicant List

Cancel

academic systems
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Section 3: Global Status Update

Once your list Is created, select it in the Global Status Update Lists

h | Global Status Update List Manager

Global Status Update Lists ~

Sample List

b

Dezcription of selected List:

Apply this Update
Crange Stausto: | I

Irterviewy the Applicant
LastRanon: | 7/ |otter Made

Alternate

Mumber or Applicants Accept the Applicant
Vithdrawel After Acceptance
\itholrareel Before Interviesw

%]
Show:

(%) Public Lists
() Private Lists

Create Hew...
Edit Properties...

Bemove

Test

Run

e

T

S

To run the update:
* Click Run

» Always view the list of applicants
to make sure it's correct!

* If everything’s OK, click Commit

Changes to make the change.

Status will be changed to Interview the Applicant for 49
Applicants

l Commit Changes l

“iewy List of Applicants

Once the update is complete, letters linked to the new Current Status will be
added to the Output > Correspondence Queue (if needed) for each applicant

academic

systems =




Section 3: Correspondence Queue

The Correspondence Queue is used to work with letters In

batches.

o Send out multiple e-mail letters
(e.g. letters added by Global Status Update)

o Remove a letter
o Prlnt a” Of your Ietters at once Correspondence Queue (Not Printed f Not Emailed) g@@

Displayed on| Last Printed/

. “ . . - Type of Letter | Applicant Mame Added | etter R Feply by Uzer A
o Re-print letters from “Printed/E-mailed” liSt | Cfwevew ceer o, e Trinams | T T T
|:| Rejection Letter  |Beeblebrox, Zaphy 115 472006 i i i Manager
|:| Atternate Letter  |MWcmillan, Tricia 111 472006 L L L Manzger
|:| Rejection Letter  |Prefect, Ford 1101 472006 I I I Manager
w
I« >
Tip: The correspondence Queue can be W= Rl Oote on Selected et [seectar | [ [unsekctan |
. spplicat w | | @ Use Date Displayed on Letter
used to send/print out large numbers of OUsethisDate] 77 —
0 Lt [Prlnt I Email the Selected Letters ]
merge letters at once. O iteatEnaled B,
. . () Mon PrintecEmailed Type of Letter Repart: ' =
You can also print off a report detailing the A v| | [DEETEthe Sclected Letiers |
letters in the queue, or the letters already Ordorby: - —
sent.

academic systems
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Section 4: Reporting and Exporting

General Reports
Graphical Drilldown Reports
Custom Export
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Section 4. Reporting and Exporting

Reporting
o Generate Pre-formatted reports through the
General Report Writer

o Generate customized graphs through the
ohical Drilldown tool

ant Demographics List

Gra

CRzen Etfvcy Mang Adiiess

academic
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Section 4. General Reports

= Output - General Reports
o Pre-built reports
o Easy to use
o Filterable [EEESETETE B

Area of Focus: | Al Applicarts " |

(=7
. .
Report Topic: | Accepted vz, Declined W | S
Mewy Repoart Zaved Reports
Specify Data Fitters: Output Options
Mo Fiter Specified A
— Text Report
Export Data
w
(LoadFFiter | [Save Fitter |
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Section 4: General Reports

Output = General Reports (cont)
o Area of Focus = Category of reports.

In most cases “All Applicants” will do.

o Report Topic = The report template to be run.

Select a report from the dropdown.

o Text Report — Click to view options and print/preview
the report.

The text report options allow you to change the
order of data on the report, or add your own title
and comments.
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Section 4. Graphical Drilldown

Output = Graphical Drilldown

Allows you to “mine” the data by clicking on the

bar and selecting the filters real-time.

Hold your mouse over the bar to view the
current numbers

Click “Preview” to view a report featuring the
graph.

In || Drill-Down Analysis

Ares | Al Applicants
Topic: | Demographics (Graph)
Filter: | * Full &pplicant List

["Hide bars with no value

Current Drill Path

Ethnic D Is "CAL"

Total Total Count by Ethnic

10

DR |Applicant Type
Official Status

Current Status Code

Check List Done

Undl. School Name g

I

Order: | Sort Alphabetically L

Export

Pririt

Use the “Current Drill Path” drop down to reset

the path.

academic
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Section 4: Exporting Data

Exporting Data

o The Custom Export (Old Style) utility

allows users to export applicant data in 6 formats
(.xIs, .dbf, .txt, .sdf, .wk1, or .xml)

Use filtered lists to export only the applicants needed

Select from a wide array of fields and export only the
data needed.

Save settings and formats for re-use.
b | Curstom Expar File Selup X

uuuuuuuuuuuuuuuu
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Section 4. Running a Custom Export

= To create a Custom Export:

o Click Output - Custom Export

o Select an applicant list to export.
(Any list created in Applicant - List Manager can be selected here)

o Select a file type.
(in this case, choose
“Excel Spreadsheet (xIs)”)

o Click Done

h. | Custom Export File Setup

Select an Applicant List to determine which applicants are included
in the Export File:

* Full Applicant List

Select a data file type:

Excel Spreadshest (x1s) w

o ] [Com ]

academic systems =
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Section 4: Running a Custom Export (cont)

= Inthe Custom Export File Setup screen:
o The fields included are determined by the “Order” column

o Select fields by setting the order

Order > 0: field included

Order = 0: skipped/ignored

number.

o Once the fields are selected,

click Create Export File
and save the file.

b | Custom Export File Setup

This grid descnibe

aach field that can be included in an Export. Click ontl

.\(w

Field Desc i Order  Fiels

Zeneral Informetion|[F ame | 1|FIRSTE
General Infarmation|Middle Mame 2 |WIDIRIT
General InformationLast Mame 3|LASTR
Checklist Status [Checklist tems that have been completed. 0| CLIST_
Checklizt Status [Checklist tems that have not been completed. 0CLIST_
Checklist Status  [Have all Checklist tems been completed? (Yes or | 0 [CLI=TE
CHDAT CHDAT Academic Average 0 ChAC,
CrDAT CHDAT Averadge Al 0 [CRAN
CHDAT CHDAT Chalk Carving 0| ChCH
CHDAT CMDAT Chemistey 0 ChCHE
CHDAT CHDAT PAT 0|ChHPAT

I T ChICA T Paadinm (" amen M T RIRFE D

[

Hotes on <First Hame>:

[ Create Export File ” Save Current Format ] [ Load Zaved Format ] [




Section 4: Running a New Custom Export

= PharmAdMIT 2008 includes a new, improved Custom
Export utility (Custom Export (New))

o New ability to select fields as they appear in the Applicant
Information screens

h. | Custom Export File Setup rg|
Screen Tabs: Fields Available: Fields Selected:
S CALDSAS PharmCas # S CLMAME Last Mame S ( \
( ' Applicant Information I CCURSTAT  Current Status of Apglic ) Se | ect
S e | e Ct th e Checklist CEARLYDEC  Early Decision - .
Cortact CEARLYDECT  Imported > f |d d
Screen tab Fees CFNANME Firzt Mame Ie S an
General CLISTDOMNE Checklist Done m Ove
H Grades-=Academic Requirement ChMAME idclle Name
Wlth th e Grades-=College Summary QOFFSTAT Official Status of Applic E] H
. Grades-=>Courses CEZMUM Social Security Mumber E th e m I n tO
d esire d Grades-=GRA CTYPED Applicant Type
. . Graddes-=Subj Crse GPA DCURSTAT  Current Status - Date i | [ 4] yO ur
I nfo rm atl O Interview — DEMTER, Date Entered @ . .
Letters-=Letter Log DOFFSTAT  Official Status - Date Le kexpo rt f| | e.
n Letters-=vWord Letter Merge field DUPDATE Last Updated j
\ j Motes MCURSCORE  Current Score
Perzonal-=Address CETCHK Custom Checkbox
Perzonal-=Cthr-=Certs MFEEPAID Fee Paid? (1=Yesz O=hc
Perzonal-=Cthr-=Discp Act MNTRAMNSCHK  Transcripts Werified
Personal-=Cthr-=Empl w w w
Cancel ” Previous ” Mext
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Thank you!

If you have any guestions, please contact me!

Scott Howard

(716) 204-0464 ext. 109
showard@academicmanagement.com
http://www.academicmanagement.com
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