Training Database Exploration
Updated March 11, 2024
Welcome to Unite

Here are some optional “getting to know the system” activities that may be helpful as you explore your training database.  The purpose of these is to get you more acclimated to the Unite Admissions training environment.
Use the URL https://train.lsac-unite.org to access your school’s training database.
Session 1 – Managing People
General Overview/Support Site Features
1. Expand the Application Comparison report window.
2. JD only - toggle the report to display either graphs or data.
3. JD only – Switch between All applications and just the Fall JD applications
4. Find the Unite Support site.
5. Locate the most recent release notes.
6. Watch the training videos. 
a. What role do you think you should be assigned?
b. How do you think you could use Substatuses for managing your applications?
c. What User Defined Field (UDF) would you like to add?
7. Look through the training exercises and the steps.  How could you use these after the Unite Essentials class?
8. Find job aids (tutorials) in the Resource Library. What job aid would you anticipate needing? 
Search options
1. How many total People do you have (archived and currently active)?
2. What is the maximum number of items you can set to appear on a page?
3. How many Prospects, who previously applied, do you have?
4. How many applications have been admitted for the current cycle?
5. Besides using fields to search, how else can you search for people?
6. Search by Prospect Stage.  Do you have any invalid data? Delete one of your prospects.
7. Filter the column Expected Enrollment Year to find any prospect whose expected enrollment year is prior to 2024.
8. Go to the Recents tab. Who are you finding here? 

Grids and Views
1. What is the default sort order for search results?
2. JD - Search for Prospects whose permanent state of residency is your favorite state. 
3. JD - Arrange the grid columns to show in this order Name, Permanent State of Residency, Ethnicity, Prospect High LSAT score, Cumulative GPA and Undergraduate School.  
4. JD - Sort the grid in descending order by LSAT and then GPA.
5. JD - Create a View and name it State Residents by LSAT/GPA
6. LLM - Search for Prospects whose expected enrollment year is 2024. 
7. LLM - Arrange the grid columns to show in this order Name, First Law Degree Country, First Law Degree Institution, First Law Degree Grade Average, Most Recent TOEFL, Most Recent IELTS
8. LLM - Sort the grid in descending order by TOEFL and then IELTS scores.
9. LLM - Create a View and name it 2024 Prospects
10. Select any prospect’s Contact Card to update their primary email to be their first initial, last name with the domain @college.edu.  Indicate their preferred method of contact is email. 
11. Go to the person’s full record.

People Record
1. Look at the person summary area in the upper left area of the record for a person in the prospect stage.  What information would you like to see here?
2. How would you return to previous search results?
3. Arrange sections so the layout aligns with your preference. Set the layout as your default.
4. The person indicates they expect to enroll in 2024. Edit the record and update this information. 
5. Professor Plumb, one of your law professors, hand-delivered an LOR on the prospect’s behalf. Where can you upload this document so it is part of the prospect’s record? 
6. Send an email communication to the prospect notifying them that you received an LOR from Professor Plumb and look forward to receiving their application. 
7. Your school accepted a paper application from the prospect, manually add that application to Unite. What changes in the record occurred after saving the application?

Session 2 – Recruitment and Managing Applications

File Processing
1. In this area you can create data import templates and perform the Import too.
2. Notice where you can download files such as the MatricCert and the Digital LSAC files
Exceptions
1. If there is a Person/Application Data Exception, resolve it.
2. Delete the exception message after resolving it.
3. Are there any Report Request Match Exceptions?

Application Fee Waivers/ LSAC Coupons
1. Add 10 application fee waivers and specify they are for a particular outreach.
2. Add 5 LSAC Coupons for CAS Reports with an expiration date within this admission cycle.
3. Search for 10 people in the prospect stage (any 10) and give them either an App Fee Waiver or LSAC Fee Coupon

Applications 
1. What are the different tabs in the Applications area?
2. How do you specify what tab you want to open by default?

Pending Verification
1. How many people have the status of Pending Verification? 
2. At a glance, how can you tell if someone has a CAS report?
3. Open a person from the list. Notice the summary information at the top of window.  What information would be helpful to show here?
4. Notice the checklist items. Select all of them. What happens to the Status when you click Continue? (click Cancel)
5. Now, deselect all the checkboxes and select only a single checkbox. What happens to the Status when you click Continue? (click Cancel)
6. Enter a note to indicate an item missing from the application. 
7. Where can you go to send an email to the applicant notifying them of the missing item?
8. Update the status to Application Incomplete.
9. What did you notice about the Pending Verification grid after updating the status?
10. What useful columns would you add to help with application processing?
11. What views (different grids) would you foresee creating under this tab?

Incomplete
1. How many people have the status of Application Incomplete? 
2. What useful columns would you add to help with monitoring incomplete applications?
3. Organize a grid making sure to add the columns: Last Application Update Date, Last Application Document Update Date and CAS Update Reason. 
4. Save as a View
5. What views (different grids) would you foresee creating under this tab?
6. Open a person from the grid and add a document to their file. (your choice)
7. Select all relevant checkboxes and click Continue. Their status should show Ready for Review.


Session 3 – Reviews, Decisions, and Scholarships
Reviews
1. What are the different tabs in the Reviews area?
2. How do you specify what tab you want to open by default?

My Pending Actions
1. Where can you find a list of the reviewers to see their reading statistics (number assigned, number confirmed, etc.)?
2. Create one of the following:
a. a sequential review group that includes the members of your admissions team with the decision maker as the last reader
b. a concurrent review group that includes faculty readers and set a condition that the review ends after 2 admit votes or 1 deny vote.
3. Assign one applicant with Application Status Ready for Review to a review group. What happened to the Status?
4. Open an applicant. Notice the summary at the top left.  What information would your reviewers find useful to see immediately?
5. What are the different type of Notes in the evaluation screen?
6. How would a reviewer complete their evaluation?
7. What columns can you add to see the number of admit, deny and waitlist recommendations?
8. How can you create a grid view that replicates one of the following report conditions from ACES2:
a. Checking in admits with scholarship 
b. Checking in files for decision such as waitlisted or denied
9. How can you update the Application Status for a group of applications (admitted, denied, etc.)?
10. Find an applicant who has 2 Admit recommendations.
11. Find an applicant who is being considered for scholarship.

All Decisions
1. What is the total amount of scholarship your school offered?
2. What is the amount of scholarship for those who are committed?
3. Using the grid, how many applications were awarded more than $25,000 in scholarship funds?  How many of them withdrew after admitted?
4. What columns could you add to a grid to help you award scholarships?
5. How can you update (in a bulk manner) scholarship information when the types and amounts are different?
6. How can you send a bulk email to those who have been admitted informing them of their acceptance?
7. How can you batch update all the First and Second Tuition Deposit amounts and due dates for admitted applicants? 


Extra Credit

Reports
1. What are the different tabs in the Reports area?
2. How many Exports do you have?
3. How many Word reports do you have?

Exports
1. If you have any Exports bookmarked as a favorite, where are they are in the reports grid?  If you do not have any favorite Export, bookmark your favorite ones.
2. How do you find an Export’s Condition so you can associate the report with it? 
3. Find a report that has either the Current Status or Decision Status field. Edit it to replace Current Status and/or Decision Status fields (and dates) with the appropriate Application Status and Application Substatus fields and dates.
4. Find a report that has Current or Decision status as part of the conditions. Replace Current Status and/or Decision Status fields (and dates) with the appropriate Application Status and Application Substatus fields.
5. What are the two ways you can run a report?

Word
1. Associate an MS Word report with a condition. Edit the condition if you need to replace Current/Decision statuses with Application Status/Application Substatus(es). Run the mail merge. How do you update the contact log to note the mailing was generated?
Utilities

Data Submission
1. JD - Commitments – always hide the SSN column before exporting
2. Export the list of your current commitment information 
3. JD - Matriculant Certification – maximize the width of the viewing area
4. LLM Overlap – September 1
5. JD - Index Formula Selection – keep your current Index Formula (no change) and Preview it. Enter different LSATs and GPAs to calculate various indices. 
Documents
1. Create a view based on Application Status = Admitted and App Sub-Status = either 1st Deposit or 2nd Deposit. 
2. Assemble the documents as a Zip file by Applicant
3. Name it Deposited.
4. Navigate to Download to see the assembled document job details.

CRS
1. Create a View for all the Forum queries. Name it Forums.
2. Create a View for al the CRS Data queries. Name it CRS.
3. Create one of the following queries:
a. JD - Search based on LSAT/GPA (specify your criteria). Run a Count.
b. LLM – Search based on TOEFL/IELS scores (specify your criteria. Run a Count.
c. Search for candidates who attended a forum. Indicate that three candidates visited your table. 
Notifications
1. Add a notification or a reminder for Unite users to see on the Homepage.
2. Set up an Alert to notify reviewers when they are assigned an application to review.

Form Design
1. How would you create your Fall 2024 FlexApp?
2. Add an Application Verification Checklist to the Fall 2023 FlexApp.
3. Preview the Applicant Status Online page. What changes would you like to make to it?

LSAC Unite Set Up

Users and Roles
1. How many users are assigned to the Super User role?
2. You have a new faculty member who will be part of your admission committee.  Add the person (using the domain @college.edu) and associate them with the Reviewer-only role. Be creative with the person’s name.
General Settings (choose only one activity)
1. Admitted Checklist Days – Set to 7 days
2. Eval Score – No Score
3. Mail Days – set to 10 days
4. SSN/LSAC Acct – set to Neither SSN nor LSAC Account No. required
Global Settings - Fields
1. Set the default value for one of these fields below.
a. Application Source - LSAC
b. Application Type – 1st Time
c. Application Signed – Yes
d. Degree – specify a program
e. Expected Entry Year – 202x
f. Personal Statement – Yes
g. Resume – Yes
h. Term – specify a term
i. Time – specify a time
j. Year/Term/Application Type – 202x Fall (A1 for JD or L1 for LLM)
2. Add a new value to one of the existing fields below. 
a. Designation – Cold Call, Prospect Initiated
b. Email Address Sender – your email address and name
c. Factors Influencing Application - Recruiting Events – Virtual Information Session
d. Factors Influencing Application - Recruiting Events – EducationUSA
e. Grouping – 202x Social Media Ad or 202x CRS Query
f. Program Time – Part-Time Online
g. Preferred Method of Contact – WhatsApp
h. Quick Note – 202x Admit Letter or 202x Scholarship Letter

3. Add one new UDF (consider the area and section that makes the most sense) – suggestions are below, but create anything useful to you:
a. Covid Status: (single select drop-down menu) with these 3 values – fully vaccinated; none; exempt
b. Campus Housing Preferences: (checkbox list) with these values – studio furnished, studio unfurnished; loft furnished; loft unfurnished; 1-bedroom furnished; 1-bedroom unfurnished
c. Section Assignment: (single select drop-down menu) with these values – A1; A2; B1; B2; C1; C2
Global Settings – Status
1. How many Prospect statuses and substatuses do you have? 
2. How many Applicant statuses and substatuses do you have?
3. How many statuses can you add?
4. Add an ASO Description for one of the statuses below.
a. Pending Verification
b. Application Incomplete
c. Review in Progress
d. Pending Decision
e. Admitted
5. Set the Commitment Date of one the substatuses with the Export Decision Deposit Paid
6. Remove the Commitment Date of one of the substatuses with the Export Decision of either WD after Admit or WD after Dep.
7. Use the Status overview mapping tool to test a combination of Status and Substatus(es).
Global Settings – Data Flow
1. What are the new data flow settings you can configure?
2. If you promote deferrals, where you can specify the items that can get promoted from the previous record?
3. If you copy applications from one term to the next, where can you specify the items you copy from a previous application?
Global Settings – Grid Settings
1. How many columns can you add to a grid? 
2. Add your school’s scholarship fields to one of the grids. Do not default the field’s appearance.
3. What grid can you NOT add Review-related columns?
4. JD - Remove the First Law degree-related fields from one of the grids
5. LLM – Remove LSAT-related fields from one of the grids
6. Add one of the following columns to the PEOPLE – Person Search Grid
a. JD - Prospect High LSAT Score
b. JD - Prospect Most Recent LSAT Score
c. JD – Cumulative GPA
d. LLM – First Law Degree Country 
e. LLM – First Law Degree Institution
f. LLM – Most Recent TOEFL
g. JD or LLM – Date Person Edited
h. JD or LLM – Expected Enrollment Year

9. Filter the column Expected Enrollment Year to find any prospect whose expected enrollment year is prior to 2023. Choose 3 people and archive them.
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