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CS – Viewing Communications 
Purpose:  Communications sent may be viewed in PDF format. The table below describes how to view 
communications. 
 

Step Action 
1. Navigate to the Maintain Applications page.  Select Main Menu › Student Admissions › 

Applicant Maintenance › Maintain Applications 
2. Enter search criteria to find the student’s application. 
3. Select the Application Program Data tab.  At the bottom of the page, select 

Communications in the Transfer To: field. 
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Step Action 
4. Click the Go button. 

 
Result:  The Communication Management page displays (with the student ID 
already populated). 
 

5. Click the Search button. 
 
Result:  The Person Communication tab displays. 
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Step Action 
6. Click the View Generated Communication link in the Communication Outcome section. 

 
 

 
Result:  The View Communication page displays. 
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Step Action 
7. Click the View button. 

 
Result:  The communication (email or letter) displays in a separate browser window. 
 

8. Once you have viewed the communication, close the browser window. 
 


