Instructions for filling out this form.  

Check those fields that apply to your school.  Download layout, Codes, Retrieval method and Main point of contact all must have a response.  Special rules, email acknowledgement and pdf tie-in are optional.

	 FORMCHECKBOX 

	Download layout, pick one

	
	 FORMCHECKBOX 

	Field in order of application

	
	 FORMCHECKBOX 

	Custom order as specified

	
	
	

	 FORMCHECKBOX 

	Type of file, pick one

	
	 FORMCHECKBOX 

	Fixed length

	
	 FORMCHECKBOX 

	Comma

	
	 FORMCHECKBOX 

	Tab

	
	 FORMCHECKBOX 

	Other, Type: 

     



	 FORMCHECKBOX 

	Codes
	

	
	Example: 
	

	
	White
	W

	
	Black
	B

	
	Asian
	A

	
	American Indian
	I

	
	Native Hawaiian
	H


	 FORMCHECKBOX 

	Retrieval method, pick one

	
	 FORMCHECKBOX 

	Admin

	
	 FORMCHECKBOX 

	Push file to your server*

	
	 FORMCHECKBOX 

	sFTP
	 FORMCHECKBOX 

	with or
	 FORMCHECKBOX 

	without encryption

	
	 FORMCHECKBOX 

	HTTPS
	 FORMCHECKBOX 

	with or
	 FORMCHECKBOX 

	without encryption


	
	With the sFTP or HTTPS we need to know either

	
	 FORMCHECKBOX 

	The user name(s) that needs access:
	     


	
	 FORMCHECKBOX 

	If a new user name needs to be created


	
	 FORMCHECKBOX 

	If using encryption, public key provided


* For pushing files we will need to collect additional information for where to send the file.  This includes the server, path and login on your system.  For verification we can either use your password, or encrypt using our key.  If you choose this option we will need this information before you can begin testing.  We will contact you for this information later in the process.

     
	 FORMCHECKBOX 

	Main point of contact:  
	     

	


	 FORMCHECKBOX 

	Any special rules      


        For example, “If State equals Georgia and Citizenship equals US set Residency to R.”
	     


	 FORMCHECKBOX 

	Want to use email acknowledgment, also known as ack-bot (not available with admin retrieval method)

	
	This is used to send CollegeNET an email to auto acknowledge the group of applicants that was in that days batch.  Manual acknowledgement from admin.applyweb.com is still available, this is an added convenience available with the download


	 FORMCHECKBOX 

	Want pdf tie-in for image files (not available with admin retrieval method)

	
	The same group of applicants that were in the data download batch will be batched in an image file.  Your image file must be set up for ftp access to be able to use this feature.


