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Retrieve and Import Forum Attendee Data

Law School Admission Council (LSAC) sponsors recruitment forums in various US cities and Canada.
Representatives from schools meet with potential applicants and collect the LSAC account numbers of
those individuals. The account numbers can be used to import information about the potential applicants
into your ACES? database. You can send out marketing materials to the forum attendees and track
whether or not a person submitted an application once their information has been imported.

1. From the Search tab, select CRS Queries, or select CRS Queries in the Search section of the home
page.

SEARCH REPORTS

SEARCH
Prospects
) > Prospects
Applicants .
> Applicants
Reviewers .
Reviewers

Recruit Events Recruit Events

[ CRS Queries | CRS Queries
Untransmitted Eapps Untransmitted Eapps

2. On the Candidate Referral Service Search By page, select Add to add a new query.

Candidate Referral Service Search By
User Name: :I Descripl[on:| |
Completed Dates: v Tor | - Query ID: | |
a
Pool: — i
") JD Forum
Type: L Templates L) Counts [ Submitted Queries " Scheduled Queries
Seach | Ciar |

3. Select the desired forum from the drop-down menu.

Main

Pool Selection

[ New CAS candidates (U Qlder CAS candidates with a recent LSAT ragistration O Older LSAT-only candidates with other recent activity
[ New LSAT-only candidates U older LSAT-only candidates with a recent LSAT registration ) Older other CRS candidates with other recent activity
() Other new CRS candidates ) Older CAS candidates with other recent activity

JD CRS Peol
JD CRS Pool Help

OR

Forum Pool: [ v]

| [“sove | Cane
Wasmngton, DC
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4. Select one or both of the following options:

Attended

Did Not Attend

5. Save your selections to continue building the forum query.

Main

Pool Selection

JD CRS Pool:
9 JD CRS Pool Help

OR

Forum Pool:

[J New CAS candidates [ Older CAS candidates with a recent LSAT registration
O New LSAT-only candidates O older LSAT-only candidates with a recent LSAT registration
(O Other new CRS candidates [ Older CAS candidates with other recent activity

Washington, DC v | @ Attended O Did Not Attend

O oider LSAT-only candidates with other recent activity
[J Older other CRS candidates with other recent activity

ENET

6. Select the pencil to edit the Targeted Prospect Input section.

Targeted Prospect Input

Enter prospects here:

UJ Exclude these prospects from the query

Choose File |No file chosen

7. You can manually enter LSAC account numbers, or upload a file containing the account numbers,
then select Save.

The LSAC account number must be manually entered without “L.”

Targeted Prospect Input

[ Exclude these prospects from the query

Enterprospectshere: [ |

Clear Data Entry °

Prospect Count:2 | Choose File No file chosen

ave "Cancel ¢
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8. Select the pencil to edit the Output section.

Output 4 X
Settings
Maximum Number (0 for 2l records): 0 1 Import file into ACES? Prospects
Previously Selected Candidates: Disregard Recruiting Event Gode: ® Update O Add
Exclude Candidates with Active E-App Fee :
Waivers: ) ) Program Deg.ree Code: JD
Sort by: Last Name Specify maiching rules for this query: i
5 7 — Never Match ( Always Match ‘® Match With Exceptions =) Manual Match
J Flag Candidates For E-App Fee Waiver ¥ Receive email when query has completed = v P

¥ Match to Applicant(s)

Outpul Fermat: ) win GRS Format J) Full CRS Format

[ Download File - U Download File - O include

Delimited Delimited Header

U Download File - Fixed [ Dowmload File - Fixed

9. To import the file into ACES? Prospects, select the appropriate checkbox.

e Select a Recruiting Event Code.

o Select the Update radio button to update the date of the recruit event with the current date if the
recruit event is already associated with an existing prospect record. Select the Add radio button to

retain the prior recruit event and add another entry for the recruit event on an existing prospect
record.

10. Select Always Match.

Qutput

Settings

Maximum =

Number 0 ¥ Import file into ACES? Prospects

(0 for all records): Recruit Event:

Previously DC Forum v
Selected Disregard v

Candidates: '® Update ' Add

Exclude Program Degree: | JD v

Candidates with i i i :

Agt[;vel E—:;:IFee ) CRS L School L) Mining Untransmitted Eapps Epscivimaichingimies iontEiguan

\Waivars: ~ Never Match '® Always Match Match With Exceptions Manual Match

11. To download/retrieve an output file, select an Output Format and specify “delimited” or “fixed.”

e Selecting an Output Format option produces a file to download from ACES?. This file can be
imported into another university system or saved on a local drive for future use.

Output
Settings
Maximum Number vl i 3
0 ) Import file into ACES? Prospects
(0 for all records): PO Recruit Event: P
Previously Selected " _
Candicates: Disregard v DG Forum v ®
Exclude Candidates with o - - N Update ) Add
Active E-App Fee Waivers: J CRS '~ School ' Mining Untransmitted Eapps P::Jgram Degree. T E—
an oy: Last Name M Specify matching rules for this query:
iy FJ\SIQ Candidates For B-APP & pocaive emall when query has completed O Never Match ) Always Match (® Match With Exceptions ) Manual Match
ee Walver =
¥ Match to Applicant(s)
Output Format: @ i GRS Format ® Full GRS Format
) Download File - Delimited ) Download File - Delimited ) Include Header
O Download File - Fixed ) Download File - Fixed

e
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12. Enter a description and select Save.

Cutput
Settings
Maximum Number v " "
(0 for all records) | Impart fie ‘";’;Qafgv:ﬁmm
Previously Selected . -
Candidates: Disregard v] (¢ Forum v @
Exclude Candicates with - 5 Update ) Ade
Active E-App Fee Waivers: ) CRS [ senool © wining Untransmitied Eapps pf‘ngmm Degrec: [0 5
Sortby: Last Name vl Specify matching rules for this query:
|£ F‘vaqmndmafes For E-APP ) Receive email when query has completed ) Never Match () Always Match (® Match With Exceptions ) Manual Match
ee Walver ¥ Match to Applicant(s)
Output Format: () pin) RS Format ® Full CRS Format
L) Download File - Delimited ) Download File - Delimited ¥ Include Header
U pownload File - Fixed U Download File - Fixed
DC Forum Attendees | e — |
Description: Be | Run at 7am ET on Schedued Date: -
OR Scheduled Event v
Sae Tomplate 2

13. Select Submit.

Output 4 X
Settings
Maximum Number (0 for all records): 0 % Import file into ACES? Prospects
Previously Selected Candidates: Disregard Recruiting Event Code: DC Forum ® Update O Add
Exclude Candidales with Active E-App Fee Pragram Degree Code: JD
Walvers: g
Sortby: Last Name Specify malching rules for this query:
Never Mat Al tch © h With i | M

U Flag Candidates For E-App Fee Walver I Receive emall when query has completed @ ::et;h La c: 0 :a;ts vate Match With Exceptions. & Manual Malch

) Match to Applicant(s)

Output Formal: © winj CRs Format ® Full CRS Format
) Download File - ¥ Download File - ¥ include
Delimited Delimited Header
Download File - Fixed ) Download File - Fixed
D pe Forum Attendéss | Runat 7am &7 on Schedued Date! -
OR Scheduled Event: v

? [SuBmT=

14. A report summary window appears to confirm that the query was successfully submitted.

Print A Report

Candidate Referral Service (CRS)

Master ID:
Description: Forum Attendees
Query Type: Run
Schedule Date: Immediate
Search Type: FORUM (Washington, DC) (Attended Gniy)
School Code:
Summary Printed On: 8/6/2010 11:47 AM

Select CRS registrants who meet these criteria

Applicant Status is Disregard

Previously selected: Disregard

Output Sart Option: Last Name

Type of Output Import file into ACES? Prospects
Prospect Match Option Manual Match - user makes all decisions

Maximum Mumber of registrants: 0
Recruiting Event: DC Forum
The criteria listed above are the only ones used in the selection process

All criteria not listed were not used for the selection.

Print A Repol
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