MT. SAC AIME Communications Job Aid Version #1

Mt. San Antonio College

AIME (Academic Intervention For Math and English)
Communications Job Aid
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2. Introduction

2.10verview

Adult Basic Education department under School of Continuing Education sends the communication to the
students who have not taken English or Math class or either have dropped from English or Math class.
Students who have not taken English or Math class in past will receive the communications beginning the
second week for all the four terms. Students who have dropped either English or Math class in past will
receive the communications during the sixth week of Fall and Spring term.

This is the job aid that guides to send the AIME communications to the students who have not taken any
English or Math class. The job aid also addresses the communication process for the students who have
dropped either English or Math class in the past.
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3. No English or Math Class:

3.1 Generating the list of students:
To generate the list of students that will receive email communications log in to Argos:

X %Comgﬂ - @iSelld

Mt. San Antonio College

@ Production (PROD)

@ Banner 9 (Chrome broyfser recommendea)
@ Reports - ePrint / Argos / SSSP Support
@ Degreeworks

@ cccapply Administrator

(4] CCCApply Report Center

@ 0ODS Metadata

Login into Argos using your single sign on credentials:

E evisions | elauncher X

Gvisions

kpateigl

Password:

[ Rememberthis user
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Click on Argos Web Viewer tab:

evisions | eLauncher

S FormFusion IntelleCheck

evisions
Argos
Enterprise Reporting

Evisions Argos is an enterprise reporting solution that gives you quicker access to the data that you need to run your
institution. Argos makes reporting simple, delivering insights that enable you to make timely. better-informed

Argos Web Viewer

Navigate to PROD> Student> NonCredit> Classes and Courses> SNC0002- Math and English Report:
Double click on the SNC0002 report to open the report.

= Root ¥ W 01-PROD » @ Shudent > @ NonCredd > @ Classes and Courses

evisions

Argos i
* &% SFROT26 . Cross.listed CRN List

a
* % SGROOSE - Extract of schedulé data for TOPS PRO Moncredin
Explore] * Sb SGROOSGT - Extract of schedile dats for TOPSPRO (Moncredity
€ Parent Folder

* g SNCOODT - SVRCALLU Report By Reportipf Period with Annualizer for 320 with CDCP
* % SNCO0OZ - Math and English Report

* &% SNC0003 - Nomcredit Student Certificate Completion Repos

* @& SVROSUS - All Courses, COCP Non-CDCP
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Select the current term for which you are sending communication (ex: 201920) and select previous term
accordingly (ex: 201910). Course type: Both Courses. Credit type: All.

Click on Execute Que

W Root > @ 01-PROD » @ Student » @ NonCredit ¥ @ Classesand Courses > B SNC0002 - Math and

= Saved Dashboard Seitings v | | Reports~ © Run
Ll
Math and English Reports
MT.SAC 9 P
408 b e ooy, SNC0002
Select Current Term: 201920 - Fall 2019 zj Course Type:  Both Courses v [ Execute Query ]
Select Previous Term(s): Credit Type: == o ss= v [ Start Over J
201840 - Spring 2013 N
201830 - Winter 2019
201820 - Fall 2018
201810 - Summer 2018 W
201740 - Spring 2018
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lish class yet.

Scroll down to No History of Math or English section to view the list of students who has never taken any Math or
Eng

& Rool » @ 01-PROD » @ Student » @ NonCredt 3 @ ClassesandCourses » B SNCO00Z - Math and English Report -
K Repodts »
Query/QuickView Results Are From: PROD
Dropped Current Term
PHONE_TEXT  Subdect COURSE_NUME Rag Status
|
|
|
|
|
ey o
e, e ]
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To export the list, click on the settings gears on the lower right corner. And select export the list to csv.

Mo History of Math or English
PIDM m STUDENT HAMI LiM FMATL PE B¥iANL PHOME TEXT  ENGLISH HISTC MATH _HISTORY DESCRIFTION
| (i IN [ *"Weh Regist |
N ¥ =*\eb Regist ~
N N =*Wieb Regist
¥ N “\Web Regist
¥ H “*yeh Ragist
N N == ileb Regist
¥ N ==Web Regist
¥ [l “*Web Regist
N [l ==ifeb Ragist o
N N ="Web Ragist
] N “=Wah Raaia
15,990 itams, 1 selected o
3.2File:

a. Prepare an excel file from the CSV exported from Argos report. Excel file will have the following tabs:

i.  No Math cr English (Main)
ii. Usernames (Formula to generate user ids from OCMP email
=LEFT(A14381,SEARCH("®",A14381)-1) )
iii. Phone
iv. No Eng PE (Personal Email) (English personal email)
V. No Eng OCMP (English on campus email)
Vi No Math PE (Math personal email)
Vii. No Math OCMP (Math on campus email)

b. Convert each tab into a single csv file.
i. No Eng PE.csv
ii. NoEng OCMP.csv
iii. No Math PE.csv
v. No Math OCMP.csv

3.3Emails:

1. Emails to students who have not taken English or Math class is sent via MailChimp account. Email is sent
using the email address AIME@mtsac.edu

o Mail chimp username: AIME@mtsac.edu
Password: AIME@sce19

e |mport the list in mail chimp.

* Schedule the communications.

3.4 Text messages:
Email Claudia Coronado in IT with the list of phones in the excel file. Below is the sample of the email.

Subject: AIME communications for 201920
Hi Claudia,

| would like to request that you send out text messages on behalf of the ABE department. The
following is the message text that will be sent and attached is the list of phones that will receive this
message.
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Text Message:
You qualify for Mt. SAC’s FREE English and Math prep classes. Quick and convenient times. Learn more

at aimeforsuccess.com.

Please let me know after the messages are out.

Thank you!

3.5 Portal messages:

¢ Submit the portal announcement request form to web team. Form can be access through the mtsac
website or here is the link the form:
https://www.mtsac.edu/portalrequest

e Here is the sample of the portal announcement request for Fall 2019

Portal Announcement Request Sample:

Title Get ready for your Math and English class - AIME for
Success!

Message FREE MATH AND ENGLISH REVIEW COURSES
AVAILABLE

Our records show that new Math and English Review
Courses may be beneficial to you.

There are convenient, noncredit Math and English
review classes that can help you prepare for college-
level Math and English. Our goal is to provide you the
skills necessary to be successful in your Math and
English classes.

The review classes are FREE and you can start them
at any time. Choose from any of these sessions and
just come to class:

Math Review

SESSION 2

April 8 — May 2

Mondays and Wednesdays, 10 a.m. to 12 p.m.,
Building 78 Room 2140

Tuesday and Thursdays, 6 p.m. to 8 p.m., Building 77
Room 1055

SESSION 3

May 6 — May 30

Mondays and Wednesdays, 10 a.m. to 12 p.m.,
Building 78 Room 2140

Tuesday and Thursdays, 6 p.m. to 8 p.m., Building 77
Room 1055

English Review
ISESSION 2
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April 8 — May 2
Tuesday and Thursdays, 10 a.m. to 12 p.m., Building
79 Room 3270
Mondays and Wednesdays, 6 p.m. to 8 p.m., Building
77 Room 1055

SESSION 3

May 6 — May 30

Tuesday and Thursdays, 10 a.m. to 12 p.m., Building
79 Room 3270

Mondays and Wednesdays, 6 p.m. to 8 p.m., Building
77 Room 1055

More classes will be offered in Summer 2019. For
more information, call (909) 274-4935 or visit
aimeforsuccess.com.

Delivery Date 04/17/19

Delivery Time 12:00 AM

Expiration Date 06/16/19

Expiration Time 11:59 PM

Target Audience Other (See Special Instructions):
Name AIME Program

Phone 909-274-4935

email AIME@mtsac.edu
Department/Club ABE Department

Special Instructions Hi Eric/ Rick,

| will send the list of students via email to the tech
assigned to send the portal notification.

Thank you!

-Krupa

Krupa Patel

Business Analyst
Information Technology (IT)
kpatel37@mtsac.edu

(909) 274-5763
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4. Dropped English or Math Class:

4.1 Generating the list of students:
To generate the list of students that will receive email communications log in to Argos:

% Convert v EfiSelect

Mt. San Antonio College

@ Production (PROD;)

@ Banner 9 (Chrome broyfser recommended)
Q Reports - ePrint / Argos / SSSP Support
@ Degreeworks

(%] CCCApply Administrator

@ cccApply Report Center

@ oDs Metadata

Login into Argos using your single sign on credentials:

E evisions | elauncher X

Gvisions

kpateigl

Password:

[ Rememberthis user
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Click on Argos Web Viewer tab:

evisions | eLauncher

FormFusion  IntelleCheck

evisions
Argos
Enterprise Reporting

Evisions Argos is an enterprise reporting solution that gives you quicker access to the data that you nead to run your
institution. Argos makes reporting simple, delivering insights that enable you to make timely, better-informed

Mecisions.

& Argos Web Viewer

Navigate to PROD> Student> NonCredit> Classes and Courses> SNC0002- Math and English Report:
Double click on the SNC0002 report to open the report.

| & Root » W 01-PROD » & Shdesd > @ NonCregt > @ Classes and Cowrses

BVISIoNs

Argos it
* &% SFROY26 - Cross.listed CRN List

aQ B
* % SGRO0SE - Extract of schedule dats for TOPS PRO (Moncredi)
Exploted * & SGRO0SET - Extract of schedule data for TOPSPRO (Noncred
& Parent Folder
o * % SNCODOT - SVRCALU Report By Reportipli Period with Annusiizer for 320 with CDCP

% ok SHCO00Z . Math and English Report

* % SNCO0OI - Noncredit Student Certificate Completion Report

A & SVR0003 - ANl Courses, CDCP/ Non.COCP
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Select the current term for which you are sending communication (ex: 201920) and select previous term
accordingly (ex: 201910). Course type: Both Courses. Credit type: All.

Click on Execute Que

W Root > @ 01-PROD » @ Student » @ NonCredit ¥ @ Classesand Courses > B SNC0002 - Math and

= Saved Dashboard Seitings v | | Reports~ © Run
Ll
Math and English Reports
MT.SAC 9 P
408 b e ooy, SNC0002
Select Current Term: 201920 - Fall 2019 zj Course Type:  Both Courses v [ Execute Query ]
Select Previous Term(s): Credit Type: == o ss= v [ Start Over J
201840 - Spring 2013 N
201830 - Winter 2019
201820 - Fall 2018
201810 - Summer 2018 W
201740 - Spring 2018
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Scroll down to drop current term, drop previous term and D or F previous term section to view the list of students
who have dropped either class.

& Root > @ 01-PROD » @ Student > @ NonCredit 2 @@ Classesand Cowrses > W SNCO002 - Math and English Report

MATH 71 DW - Drog Wi
MATH 160 DF - Drop for ~
ENGL 1A OF - Drog Full
MATH 110 DF - Drog Full
MATH n DW - Drop WA
ENGL DF - Drop Fell
MATH 110 DG - Drop Bef.
ENGL 1A DF - Drog Ful
MATH 130 DF - Drop Full
MATH 13 DF - Drog Full
FHca ) TR = Miroat WY
669 items, 1 selected ‘/ -]
Droppad Previous Term(s)
TERM CODE 1D STUDENT MAMI LLM EMAIL  PE EMAIL PMOME TEXT | SUBJECT COURSE_NUMB DESCRIPTION
MATH 140 FG - Drog Bef A~
MATH 181 OF - Drop Ful
MATH 5 OC - Cancelle
MATH 51 DC - Caneelie
MATH 260 DW - Drog Wi
MATH 50 OF - Drog Ful
MATH 160 DW - Divog Wi
ENGL 1A DC - Cancelle . v
ENGL 1A DC - Cancelle .
Fhird 14 N5 - Deon Aef :
752 items, 1 selected ‘/ o
D or F Previous Term(s)
TERM_CODE  PIDM jis STUDENT_MAMI LUM_EMALL  PE_EMAIL PHOME TEXT  SUBJECT COURSE_NUMB DESCRIPTION SFRSTCR_LEVL, GRADE
i | MATH 150 oY -""Weh | OL | D
MATH 7 RW-**Web. R F ~
MATH 51 RW-"Web. R o
MATH 130 MV-"we R F
MATH 160 RV-""Weh @R D
ENGL 1A RW-"*Web . (R F
MATH 51 RW-""Web R D
HMATH 110 RW-""Web_ o [
MATH 160 RW-*"Web. (R 3
< >
393 items, 1 selected o

e e R S
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To export the list, click on the settings gears on the lower right corner. And select export the list to csv for all the
three sections.

@ Root » @ 01-PROD » @ Sludenl > S NonCredit 2 @@ Classes and Courses » [ SNCO0002 - Math and English Repon

TemCode 1D Student Mame LUM_EMALL | PE_EMAIL PHOME_TEXT  Subject COURSE_MAUME: Rag Status
I e ——— ke ——— fowsomewcl=————— |
MATH 160 DP - Drop foe -~
ENGL 14 DF - Drop Full
MATH 110 DF - Deop Full
MATH by oW - Drop WA
ENGL 1A OF - Drog Full
MATH 11 DG - Dyop Bef ..
ENGL 1A OF - Drop Full
MATH 130 DF - Drogp Full o
MATH 13 OF - Drop Full
FHC2 an W - Meen WA
LBAY TTems, 1 Seecea o
Dropped Previous Term({s)
TERM CODE 1D STUDENT_NAMI LUM_EMAIL  PE_BMAIL PHOME TEXT  SUBDECT COURSE_NUME DESCRIPTION
¥ | B 1 DE - Cancelle |
MATH 140 FG - Drop Bef ~
MATH 181 DF - Drop Full
MATH 5 DC - Cangelle
MATH 51 DC - Caneelle
MATH 260 DW - Dreg Wi
MATH 0 DF - Drop Full
MATH 160 DW - Drop Wi
ENGL 1A DC - Canoelle. . v
ENGL 14 0C - Cancolle .
FHM 14 N = Mran Rk
752 items, | selected
D or E Previous Term(s)
TERM_CODE PID m STUDENT_NAMI LUM_EMADL PE_EMALL PHONE_TEXT  SUBIECT COURSE_NUMB DESCRIFTION SFRSTICR_LEVL
I 150 - s (R ]
MATH 71 W = “*Web R ~
MATH 51 RW - =*Web_ (R
MATH 130 RW - ™"Web R
MATH 150 RW - **Web m
ENGL 14 Y - *"Web (e ]
HATH 51 RN - =" Weh (0}
MATH 8 1:) R - **Web R W
MATH 160 RW - =*Web R
<
393 items, 1 selected L3
Ho History of Math or English
4 2 File:

c. Prepare an excel file from the CSV exported from Argos report by combining the three export files. Excel
file will have the following tabs:

vii.  No Math or English (Main)
ix. Usernames (Formula to generate user ids from OCMP email
=LEFT(A14381,SEARCH("@" A14381)-1) )
X. Phone
xi.  Dropped Eng PE (English personal email)
xii.  Dropped Eng OCMP (English on campus email)
xii.  Dropped Math PE (Math personal email)
xiv.  Dropped Math OCMP (Math on campus email)

d. Convert each tab into a single csv file.
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i Dropped Eng PE.csv

ii. Dropped Eng OCMP.csv
iii. Dropped Math PE.csv
iv. Dropped Math OCMP.csv

4 3Emails:

a. Emails to students who have not taken English or Math class is send via MailChimp account. Email is
sent using email address AIME@mtsac.edu

e Mail chimp username: AIME@mtsac.edu
Password: AIME@sce19

e Import the following list in mail chimp:
b.i
b.ii
b.iii
b.iv
e Schedule the communications.

4.4 Text messages:
Email Claudia Coronado in IT with the list of phones in the excel file. Below is the sample of the email.

Subject: Dropped AIME communications for 201920
Hi Claudia,

I would like to request the sending out text messages on behalf of the ABE department. The following
is the message text that will be sent and attached is the list of phones that will receive this message.

Text Message:
You qualify for Mt. SAC’s FREE English and Math prep classes. Quick and convenient times. Learn more

at aimeforsuccess.com.

Please let me know after the messages are out.

Thank you!

4.5 Portal messages:

e  Submit the portal announcement request form to web team. Form can be access through the mtsac
website or here is the link the form:
https://www.mtsac.edu/portalrequest

e Here is the sample of the portal announcement request for Fall 2019

Thank you for submitting your Announcement. A copy is included below for your records. Please allow 24-48 hours
before your announcement is posted.

Portal Announcement Request
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Title Get ready for your Math and English class - AIME for
Success!

Message FREE MATH AND ENGLISH REVIEW COURSES
AVAILABLE

Our records show that new Math and English Review
Courses may be beneficial to you.

There are convenient, noncredit Math and English
review classes that can help you prepare for college-
level Math and English. Our goal is to provide you the
skills necessary to be successful in your Math and
English classes.

The review classes are FREE and you can start them
at any time. Choose from any of these sessions and
just come to class:

Math Review

ISESSION 2

April 8 — May 2

Mondays and Wednesdays, 10 a.m. to 12 p.m.,
Building 78 Room 2140

'Tuesday and Thursdays, 6 p.m. to 8 p.m., Building 77
Room 1055

SESSION 3

May 6 — May 30

Mondays and Wednesdays, 10 a.m. to 12 p.m.,
Building 78 Room 2140

'Tuesday and Thursdays, 6 p.m. to 8 p.m., Building 77
Room 1055

English Review

SESSION 2

April 8 — May 2

ITuesday and Thursdays, 10 a.m. to 12 p.m., Building
79 Room 3270

Mondays and Wednesdays, 6 p.m. to 8 p.m., Building
77 Room 1055

SESSION 3

May 6 — May 30

Tuesday and Thursdays, 10 a.m. to 12 p.m., Building
79 Room 3270

Mondays and Wednesdays, 6 p.m. to 8 p.m., Building
77 Room 1055

More classes will be offered in Summer 2019. For
more information, call (909) 274-4935 or visit
aimeforsuccess.com.

Delivery Date 04/17/19
Delivery Time 12:00 AM
Expiration Date 06/16/19
Expiration Time 11:59 PM
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Target Audience Other (See Special Instructions):
Name AIME Program

Phone 909-274-4935

lemail AIME @mtsac.edu
Department/Club ABE Department

Special Instructions Hi Eric/ Rick,

| will send the list of students via email to the tech
assigned to send the portal notification.

Thank you!

FKrupa

Krupa Patel

Business Analyst
Information Technology (IT)
kpatel37@mtsac.edu

(909) 274-5763
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