Section 6 - Missing ltems Letter

a.

Navigate to the Gonout%};ent Manager and select the desired Request Set:
AV— a?

+ For print letters, use “Missing ltems Letter 2009-2010 <campus:>"
. For emall letters, use “Missing ltems Email 2009-2010 <campus>”

Depending on the campus, there will either be a “Financial Aid — Missing
fterns Letfer” stage or a "Financial Aid — Ad Hoc Letter” stage. To view a list
of the concurrent parameters for this request set, click in the parameters
field for the appropriate lstter stage.
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Financial Aid Correspondence




Section 6 Missing ltems Letter

For print letters: _

1) The “Person ID Group” will already have the following values:
Arecibo SUPRA-MIP Cayey QUF;RC-MIP Ponce QUPRP-MIP
Aguadila  QUPRAG-MIP Carolina 9U}?RCA=M!P Rio Piedras ~ 9RRP-MIP
Bayamon  SUPRB-MIP Humacao SUPRH-MIP Utuado 9UPRU-MIP

2) Click in the “Printer Destination” field and select the appropriate printer
for the campus

3) For campuses using the “Financial Aid --Ad Hoc Letter" program,
specify “No” in the “Override” field '

Document Mamea [FA Mi_ssing {tems Ad-Hoc Letter 0809 My 2
Selection Criteria |G . Person 1D Group
List Name |

Parson Nurnher l

Owertide Flay o

Defivery Type [PRINT L Pint

Printer Destination I

Fax MNurnher

Reply-To Email Addiass

Sender Ermail Address [ o
CC Email Addross |

Sender Crganization Unit I o N )
Persan {d Group {BQPRP-M}P ) BFA 0209 UPRP-MIP Missin®

Preview lNo

Sarting Criterla l

Frmail Puranap l .
RN

{ox | [cencet] (Okar) ( eip )

| step4 | Click on the OK bution

I'step 51 Click on the Submit button
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