Access Ministry Checklist From Migrated Eligibility

In order to complete the Ministry checklist for eligibility determination when working with
migrated Eligibilities please follow the procedure below.

Student Eligibility must first be Re-opened

From the Student Services Start Screen query a student

Navigate to the Determinations of Eligibility

Select Eligibility Details

Select the Determination Designation tab

You will have to "toggle™ the Ministry Designation. To do this, click on the Ministry
Designation field to access the list.
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e Click on any other designation.
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e Then go back into the designation list and select the correct designation.
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Finalize Historical Info

¢ Following a Save, go to the Additional Forms tab and click on the Create/View button to
access the Ministry checklist screen.
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Designation is present and Create/View button is active,

allowing access to the Ministry checklist.

e To complete the process:
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Check off the applicable areas
through each of the Section tabs.
When done, click Complete.

Complete

To print a copy of the checklist click the
printer icon from within this screen.




