Instructions for Tracking Scholarship Applicants and Parent’s Businesses

Note: this information will need to be continually updated.  These records will be used for future mailings and tracking purposes. 

Step One – Marking the Parent’s Record

           *Use the Scholarship 2002 Record Tracking Sheet (Student and Parent).  When a call comes into your office requesting a scholarship application, pull up the parent’s business in your database.  If the record is not found, add the appropriate information.  Within the record, mark the following fields:

Owner – MGR (Office Owner) or LIS (LISA Representative)

Interest – Scholarship

Flags – P02, (Parent – 2002 Scholarship) Note: For ETF use the Flag ETFP02 (Parent – 2002 ETF Scholarship).
Next Meeting – Enter the Date, Time, and Objective for your scheduled appointment to meet with parents to obtain a Scholarship Application.

Status – If the current Status is O, change it to L.  If the current Status is C, P, or L, do not make any changes.

Step Two - Marking the Applicant’s Record

After delivering the application, create a new record in Sales Ally for the scholarship applicant.  To create this record and to insure that it is linked to the parent’s record, follow these steps:

Pull up the parent’s record in Sales Ally.  Click on Contact, click on Copy.  You will now see a copy of the record.  This “duplicate” record will become the record for the scholarship applicant after the following edits are made:

· Replace parent’s name with the name of the applicant.  Be sure to change the Nickname field also.  

· Change the address to the mailing address of the applicant.  

· Enter the applicant’s phone number in the Home Phone field.  

· Change the Flags entry P02 to A02 (Applicant –2002 Scholarship) 

Note: For ETF, change the Flags entry P02 to ETFA02. 

· Finally, be sure Status is listed as L.  Status of C, P, or O will interfere with future sorting activities.  

· Make no changes in the Company, Owner, Phone or Class Fields.
· Click Save
