SAINT: ST8/AC – Clearing Procedures

SAINT QCE: QUICK REFERENCE

	1
	CLICK [image: image1.png]


 BUTTON 

	
	

	2
	ENTER PERSONAL DETAILS (surname, forenames,

	
	birth date, title, gender)

Click radio button for CLEARING
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	[image: image2.png]


 any existing record on the database 

Click the Radial button that says CLEARING before going to [image: image3.png]




	
	

	4
	If not found, [image: image4.png]


 (telephone numbers,

	
	fax, email, etc.)

	
	

	5
	·  ENTER QUALIFICATIONS (type, subject, grade)

	
	

	6
	· SELECT AREA(S) OF INTEREST (School or Dept) 

	
	

	7
	SELECT SOURCE(S) OF INTEREST (double click for list) 

	
	

	8 
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 RECORD

	
	

	9 
	TRANSFER TO DEPT, OR (OPTIONALLY) 

	
	PRINT PROSPECTUS LETTER

	
	

	10
	DEPARTMENT EXT ENGAGED:

RETRIEVE CALLER; SUPPLY THEM WITH TELEPHONE NO. OF DEPARTMENT FOR THEM TO CALL IN 5 MINS APPROX.

ON SCREEN – CLICK 
[image: image6.png](#f) Click for addtional questions





IN Q1 – ENTER DEPARTMENT NAME IN BOX 
[image: image7.png]Jo [i~Departmert caller interester in (i callr
Joould nct be connectec)





– CLICK APPLY – STORE SCREEN 

	11
	REMEMBER TO [image: image8.bmp] PRINT SCREEN

	12
	CLICK [image: image9.png]


 BUTTON TO CLEAR SCREEN
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