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Premise

<~ Communicate with each student on drops list

<+ Vet the list to all interested parties on campus
¢ International Student Programs
¢ Financial Aid
o Workforce Development
¢ Women’s Programs
¢ Athletic Department

< Track those with Hold code in UA
¢ Coordinate with departments as appropriate
¢ May need to be dropped




N

Access Report

E?';‘\ Create Drop List Instructions - Microsoft Access
W ey -
j E Home Create External Data Database Tools
T_n = MNew = Totals P L7 Selection a|
| || = : = =
: =8 save “ spelting || %1 o

= Advanced

Refresh = Filter e Switch
A= | X Delete ~ 5= Mare 27 W Togale Filter || Fit Form Windows

M Rich Text Records Sort & Filter Window

View Paste -
- -

| A
i

Views ||Clipboard ™

FERCR S

TITC UL T81 yOOT Tiie ST ¥,

STEP ONE:
Run reports in Data Express:
* Run RR-DROPBAL. For the file name, enter C://DROPBALANCE.TXT.
* Run RR-DROPUA and name the file C://DROPUA.TXT.
* Run RR-DROPSTP. MName the file C://DROPSTEPP.TXT.
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STEP TWO:
Import your text files into this database by clicking on the Import Text Files button:

Import Text Files |

STEP THREE:

Once the files are imported, enter the YRQ and Financial Aid code below. Click the
Create Drop List button to create your drop list and list of students with hold codes.

Navigation Pane

NOTE: When asked if you want to delete existing tables, click Yes; this
will replace the database's blank tables with tables that include your
downloaded data.
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Sample Drop List

Name SID Contact Status SSN | Balance | Date | Cr | FPS | Day | Eve Email
KHALID 880 | email 10/19 | PIF $405 | 91002 | 5| 1253 Bhmmall.ea
ASHA A 880 | email 10/19 | Dropped 10/12 $243 | 90930 | 3| 1206 |206 @ @live.com
IDIL M 880 | call $810 | 90928 | 15| 1206 | 206

Bad address

MOHAMAD | 880 call $268 | 91001 3 1| 206

@YAHOO.COM

JAZMYNE 880 email 10/19 $810 | 91002 | 15 1206 | 253

@highline.edu

TYLER 380 call $324 | 91002 6 1206 | 206




Sample Hold List

Name | SID | SSN | Balance | Date | Fo| sc | wo | w2 | vA | 0G | IsP | STEPP | Day | Eve | Email
moHaMED 830 [ $810.00 91002  FO WO 206 @yahoo.com
RICHARD 830 R $810.00 90807 VA 206 206 @YAHOO.COM
ADRIAN 230 R $359.13 90914 STEPP 206 253 @yahoo.com

NANCY 820 R $1,265.00 90930 ISP 206 @HOTMAIL.COM




Report to Exec Staff

Activity Headcount FTE
Dropped Oct 8th 101 45.6
Paid in Full 58 33.1
Held-Payment Pending 22 16.1
Students Withdrew Themselves 14 6.7







