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Understanding Programs

Understanding Programs

Programs are used to identify whether an opportunity is used for program business. Programs 
are located on the OPPORTUNITIES > qualification tab. The drop-down boxes for these 
programs are populated by each organization and then associated with each branch in the 
organization as needed.

Where are Programs Used?

Programs are utilized at the Client > OPPORTUNITIES level. One method of accessing an 
existing opportunity is from the HOME > OPPORTUNITIES screen. 

 Click the HOME link located on the Utlility menu.�.

 Click the OPPORTUNITIES link.2.

 Click the Details  icon to display the qualification tab.�.
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 Any active program associated with the branch is available 
for  selection from the Program drop-down box.

�.

Note: After an opportunity has been added, details may be accessed from either the 
HOME > OPPORTUNITIES or Client > OPPORTUNITIES menus.

Modifying Programs

Modifying programs is done in setup. Selecting the Programs link in the Setup Console will 
display currently available programs. Default programs are not added to any organization. 
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Editing an Existing Program

 Click the Details  icon to display the Associated Branches screen.�.

 Click the [Edit]  link.2.

Note: Modifying the program name will modify all programs currently in use at the 
Client > OPPORTUNITIES level.
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 Click the [Save] link to save changes or [Cancel] to return to 
the Program Details screen.

�.

 In the Edit Program pop-up window, change the program 
name in the Description field.

�.

 Click the [Add New] link to associate 
other branches to the program.

�.
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Adding New Programs

 Click the Programs link to display the current programs.2.

 Click the SETUP link located on the Utlility menu.�.

 Click the [Add New] link.�.

 Enter the description or name of the program in the Description field.�.

 Leave the Status drop-down box set to Active.�.

 Click the [Save] link to add the new program or [Cancel] to abort.6.
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Associating Programs with Branches

 Click the Details  icon of the newly added 
program to associate it with branches.

�.

 Click the [Add New] link to choose a branch to 
associate with the new program.

2.

The effective and expiration dates are used to identify the program timeframe. If there is no 
timeframe, leave the Effective Date and Expiration Date fields blank and the program will 
be available until its status is set to inactive. 

 Click the [Save] link to store the newly 
associated branch or [Cancel] to abort.

�.
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Once the record is stored, the Program Details summary screen is displayed, showing the 
Branch Name of the branch or branches associated to the program.

Setting Program Status to Inactive

If a program is no longer valid, it may be identified as inactive so it is no longer an available 
selection on the Client > OPPORTUNITIES detail screen. 

 Click the Details  icon of the program.�.
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 Click the Details  icon on the associated branch.2.

 Click the [Save] link to store the change 
or [Cancel] to abort.

�.

 On the Branch Details pop-up window, select 
Inactive from the Status drop-down box.

�.

Note: Programs must be set to inactive by the branch in order to disable use at the 
Client > OPPORTUNITIES level.
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After saving the newly modified status, the Program Details screen is displayed. The red 
font indicates that a program’s status has been set to Inactive.

If the entire program is no longer valid for all branches, make sure to set all branches’ status 
to Inactive individually. 

 Click the [Edit] link on the Program Details 
screen.

�.

 Select the Inactive option from the Status 
drop-down box.

6.

 Click the [Save] link to store the change 
or [Cancel] to abort.

�.
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Once saved, the program displays on the Program Details screen with a red font indicating 
it is an inactive program.

Removing Associated Branches

In order to remove a program (the program must not have been used), all associated branches 
must first be removed from the Program Details screen. 

 Click the Remove  icon on the Program Details 
screen. Repeat for all associated branches.

�.
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The program may now be removed.

Removing a Program

If a program was added but never used and all associated branches have been removed, the 
entire program can be removed from the Program Summary screen. 

 Click the Remove  icon on the Program Summary screen.�.

 Click OK to confirm removal.2.

Note: If the program has been used, it cannot be removed. It can only be disabled by 
setting its status to Inactive.


