
Footnote Text  
The primary use of footnote text is to create textual information that helps 
explain special circumstances regarding an equivalency. 

Footnote Text Screen Format 
 
Use this screen to view one or more footnotes, this can be done 
by all users  
 
                    And/Or 
 
Use this screen to add/delete and update existing footnotes; i.e. not all 
users will have authorization to add/delete and update.  
 

 
 
Drop down box       Choose institution (Required) 
Starting from number(optional) Text box enter footnote number to start search 
Suffix(optional)               Text box enter footnote suffix to start search 
 
Other Searches: 
Last Updated Between           Returns last updated footnote text 
 
Continue                       Displays list of footnotes 
Clear Search Fields            Clear all fields on this page 



Footnote Sort Options: 
These sort options are available on the Footnote Table screen 
 
Paging: (First/Prev) 1,2,3,4,5,6,7,8, (Next/Last) 

Clicking on paging will sort through the list 
page by page or sort first/last by clicking  
words 

  
Hyperlinks:  Footnote Number 
   Footnote Suffix 
   Footnote Text 
               Update Date 

Click once on hyperlink ascending sort order 
Click twice on hyperlink descending sort order 

 

 



 

Search Footnote Text 
 
 
Function: Available to all users 
 
Requirement:  Must choose Institution from the dropdown list before entering 
search criteria.  
 

 
 
If an institution is not chosen and the CONTINUE  
button is pressed the following error 
will appear as a reminder to choose an institution. 
 
 
 

 



 
 
To start the Search: 
Click the down arrow to see the drop down list of 
institutions 
 
Example:  Choose UW LaCrosse from the drop down list 
 

 
 
UW La Crosse appears in the Institution box 

 
 
There are different options to search footnote text 



 

Footnote Search : Option 1 
Choose the Institution 
Press the CONTINUE button 
 
This is a complete list of all footnotes for UW LaCrosse 
 

 
 
 
“Your Access is Read Only”  message appears because 
 not all users will have  authorization to add/delete and update. 
 If you are authorized to add/delete and update, 
 the ADD NEW button will be displayed as in the screen below. 
 
 
 
 



 
 
 
Sort Options: 
 
Paging: (First/Prev) 1,2,3,4,5,6,7,8, (Next/Last) 

Clicking on paging will sort through the list 
page by page or sort first/last by clicking  
words 

  
Hyperlinks:  Footnote Number 
   Footnote Suffix 
   Footnote Text 
               Update Date 

Click once on hyperlink ascending sort order 
Click twice on hyperlink descending sort order 

 
 



 

Footnote Starting from Number: Option 2 
Footnote starting from number 
 
Choose the Institution – Example: UW LaCrosse 
Choose the starting number – 1243 
 
This function may be used to search for a starting number of 
an existing footnote text record. 
 

 
 
 
 
 
Footnote Table screen appears with a message 
“Your Access is Read Only” i.e. not all users will have  
authorization to add/delete and update. If you have authorization 
to add/delete and update, the ADD NEW button will be displayed. 
If you are authorized to add/delete and update, the ADD NEW button 
will be displayed as in the screen below 
 
 



 
 
Note the return results start with footnote number 
1243, “The starting from number” that was entered. 
 

 
 
 
 
 
 
Sort Options: 
 
Paging: (First/Prev) 1,2,3,4,5,6,7,8, (Next/Last) 

Clicking on paging will sort through the list 
page by page or sort first/last by clicking  
words 

  
Hyperlinks:  Footnote Number 
   Footnote Suffix 
   Footnote Text 



               Update Date 
Click once on hyperlink ascending sort order 
Click twice on hyperlink descending sort order 

 

Footnote suffix: Option 3 
This function may be used to search for suffix 
 
Footnote starting from suffix number 
When entering a suffix you must enter a “Starting 
From” number and then the suffix, not all campuses use 
footnote suffix 
 
Choose the Institution – Example: UW Green Bay 
Choose the starting number -1083 
Choose the suffix letter - A 
 
 

 
 
 
 
 
Footnote Table screen appears with a message 
“Your Access is Read Only” i.e. not all users will have  
authorization to add/delete and update. If you have authorization 
to add/delete and update, the ADD NEW button will be displayed. 
If you are authorized to add/delete and update, the ADD NEW button 
will be displayed as in the screen below 



 
 

 
 
 
 
 
 
Sort Options: 
 
Paging: (First/Prev) 1,2,3,4,5,6,7,8, (Next/Last) 

Clicking on paging will sort through the list 
page by page or sort first/last by clicking  



words 
  
Hyperlinks:  Footnote Number 
   Footnote Suffix 
   Footnote Text 
               Update Date 

Click once on hyperlink ascending sort order 
Click twice on hyperlink descending sort order 

 

Footnote Last Updated Date: Option 4 
 
This function may be used to search for the last updated date 
 
 
Choose the Institution – Example: UW La Crosse 
Choose the Last Update Between dates in the required 
format mm/dd/yyyy – Example: 01/01/2008  to 03/01/2008 
 

 
 
 
 
 
Footnote Table screen appears with a message 
“Your Access is Read Only” i.e. not all users will have  
authorization to add/delete and update. If you have authorization 
to add/delete and update, the ADD NEW button will be displayed. 
If you are authorized to add/delete and update, the ADD NEW button 
will be displayed as in the screen below 



 
 

 
 
 
 
 
 
Sort Options: 
 
Paging: (First/Prev) 1,2,3,4,5,6,7,8, (Next/Last) 

Clicking on paging will sort through the list 
page by page or sort first/last by clicking  
words 

  
Hyperlinks:  Footnote Number 
   Footnote Suffix 
   Footnote Text 
               Update Date 

Click once on hyperlink ascending sort order 
Click twice on hyperlink descending sort order 
 



Footnote Word Search: Option 4 
Footnote Word Search 
Choose the Institution – Example: UW La Crosse 
 

 
 
 
The name of the institution is displayed on the top of 
the screen 
 

 
 
In the “Search for what footnote text” field enter: ADMISSIONS 
Text entry is not case sensitive upper and lover case words or  



phrases will return the same results. 
 
Click the CONTINUE button 
 
The results show two footnotes with the word 
Admissions in the Footnote text. 
 

 
 
Sort Options: 
 
Paging: (First/Prev) 1,2,3,4,5,6,7,8, (Next/Last) 

Clicking on paging will sort through the list 
page by page or sort first/last by clicking  
words 

  
Hyperlinks:  Footnote Number 
   Footnote Suffix 
   Footnote Text 
               Update Date 

Click once on hyperlink ascending sort order 
Click twice on hyperlink descending sort order 
 

 
 
 
 



Add Footnote 
 
This function may be used to add footnote text records to the TIS database. 
You may only add footnote text records for your institution (i.e if authorized 
for this function and your institution is the TO Institution).  Footnotes 
numbered in the range 1-199 are systemwide footnotes and may be added or 
updated by System Administration staff only.  
 
Function: Available to authorized users. 
 
Requirement:  Must choose Institution from the dropdown list before entering 
search criteria.   
 
If an institution is not chosen and the CONTINUE  
button is pressed the following error 
will appear as a reminder to choose an institution. 
 
 
 

 
 
 
 
There are 2 options for adding a footnote text: 
 
Option 1 – Choose the institution and press continue button and the Footnote 
Table screen with the ADD NEW button available will display and the list 
of footnotes will be a complete list for the institution chosen. 
 
Option 2 – Choose the institution and put in a “Starting From Number” or 
“Suffix”. Press the CONTINUE button and the footnote table screen with the ADD 
NEW button available will be displayed and the list of footnotes will start 
with the number or suffix that you entered 
 
 



 Add Footnote:  Option 1 ( Choose Continue Button): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote number and text to be assigned. 
 
Choose: UW Eau Claire as the institution from the drop down list 
 

 
 
Press CONTINUE button 



 
The Footnote Table screen appears with the ADD NEW button 
 
Press the ADD NEW button 
 
 

 
 
 
The Add Footnote screen displays 
 

 
 
 



 
Footnote Institution number : Automatically filled in 
 
For this example: 
Enter Footnote Number(required field) :  9999 
Enter Suffix : A 
Enter Footnote Text: This is a test -- adding a footnote 
Press CONTINUE button 
 

 
 
The Footnote Text return screen displays all footnote 
text to find 9999 use the sort options 
 
Use the page sort: Choose (Last) 
 
Footnote number 9999 appears on the list  
 



 
 
The footnote and text has been added and the database 
has been updated. 
 

Add Footnote:  Option 2 (Choose Starting Number): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote number and text to be assigned. 



 
Choose: UW Eau Claire as the institution from the drop down list 
Enter Starting Number: 9386 
Press CONTINUE button 
 
 

 
 
 
The Footnote Text screen appears with the ADD NEW button.  The starting number 
for the footnote list is 9386. 
 

 
 
 



 
Press the ADD NEW button 

 
 
 
The Add Footnote Screen displays 
 
Footnote Institution number : Automatically filled in 
 
For this example: 
Enter Footnote Number :  9999 
Enter Suffix : A 
Enter Footnote Text: This is a test -- adding a footnote 
Press CONTINUE button 
 



 
 
The Footnote Text return screen displays all footnote 
text to find 9999 use the sort options 
 
Use the page sort: Choose (Last) 
 
Footnote number 9999 appears on the list  
 

 
 
The footnote and text has been added and the database 
has been updated. 
 



 
The footnote and text has been added and the database 
has been updated. 
 
 

Add Footnote:  Option 3 (Choose Search Footnote Text): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote number and text to be assigned. 
 
Choose: UW Eau Claire as the institution from the drop down list 
 



 
 
 
Press CONTINUE button 
 

 
 
The Search Footnote Text screen appears. Enter the word “Admissions” in the 
search field. Press SEARCH key. 



 
 
The footnote table screen appears with the first footnote 
that contains the word “Admissions” at the top of the list. 
 
 

 
 
 
 
 
Press the ADD NEW button 
 
 



 
The Add Footnote Screen displays 
 
Footnote Institution number : Automatically filled in 
 
For this example: 
Enter Footnote Number :  9999 
Enter Suffix : A 
Enter Footnote Text: This is a test -- adding a footnote 
Press ADD FOOTNOTE button 
 

 
 
The Footnote Table screen displays all footnotes  
 
Use the page sort: Choose (Last) 
 



 
 
 
Footnote number 9999 appears on the list  
 

 
 
The footnote and text has been added and the database 
has been updated. 
 
 
 



Update Footnote 
 
This function may be used to update footnote records to the TIS database. 
You may only update footnote records for your institution (i.e if authorized 
for this function and your institution is the TO Institution).  Footnotes 
numbered in the range 1-199 are systemwide footnotes and may be added or 
updated by System Administration staff only.  
 
Function: Available to authorized users. 
 
Requirement:  Must choose Institution from the dropdown list before entering 
search criteria.  If an institution is not chosen 
 
 
 
There are 2 options for updating a footnote text: 
 
Option 1 – Choose the institution and press continue button and the Footnote 
Table screen with the ADD NEW button available will display and the list 
of footnotes will be a complete list for the institution chosen. 
 
Option 2 – Choose the institution and put in a “Starting From Number” or 
“Suffix”. Press the CONTINUE button and the footnote table screen with the ADD 
NEW button available will be displayed and the list of footnotes will start 
with the number or suffix that you entered 
 
 

Update Footnote:  Option 1 ( Choose Continue Button): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote to be updated. 
 



Choose: UW Eau Claire as the institution from the drop down list 
 

 
 
Press CONTINUE button 
 
The Footnote Table screen appears with the ADD NEW button 
 

 
 
Click on the hyperlinked footnote number to be updated 
 
 
For this example: 



Use Footnote Number :  9999 
To find this number use the page sort: Choose (Last) 
Footnote number 9999 appears on the list 
 
 
 
 

 
 
Click on the hyperlink for number 9999 
The Update Footnote Screen displays 



 
 
Footnote Institution number : Automatically filled in 
Footnote Number : Automatically filled in (9999) 
Suffix :  Automatically filled in (A) 
Footnote Text: Automatically filled in (This is a test – 
- adding a footnote) 
 
Make the changes for the update 
 
For this example: 
Change the Footnote Text: Add Update footnote Test 
 
Press the UPDATE button 
 



 
 
The Footnote Text screen displays 
Use the page sort: Choose (Last) 
 

 
 
 
Footnote number 9999 appears on the list  
 



 
 
The footnote text has been updated and the database 
has been updated. 
 

Update Footnote:  Option 2 (Choose Starting Number): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 



 
 
 
Determine the footnote to be updated. 
 
Choose: UW Eau Claire as the institution from the drop down list 
 

 
 
Choose Starting from number: 9386 
 
Press CONTINUE button 
 
The Footnote Table screen appears with the ADD NEW button 
 



 
 
Click on the hyperlinked footnote number to be updated 
For this example: 
Click on Footnote Number :  9999 
 
 
 
 

 
 
 
The Update Footnote Screen displays 



 
 
Footnote Institution number : Automatically filled in 
Footnote Number : Automatically filled in (9999) 
Suffix :  Automatically filled in (A) 
Footnote Text: Automatically filled in (This is a test – 
- adding a footnote) 
 
Make the changes for the update 
 
For this example: 
Change the Footnote Text: Add Update footnote Test 
 
Press UPDATE button 
 



 
 
The Footnote Table screen displays 
Use the page sort: Choose (Last) 
 

 
 
 
Footnote number 9999 appears on the list  
 



 
 
The footnote text has been updated and the database 
has been updated. 
 
 

Update Footnote:  Option 3 (Choose Search Footnote Text): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 



 
 
 
Determine the footnote to be updated. 
 
 
Choose: UW Eau Claire as the institution from the drop down list 
 

 
 
Press the CONTINUE button 



 
 
 
The Footnote Text screen appears. 
Click the “Search footnote Text” button 
 

 
 
Enter the word “Admissions” in the search field.  
Press SEARCH key. 



 
 
The footnote table screen appears with the first footnote 
that contains the word “Admissions” at the top of the list. 
 
 
 
 
Press the ADD NEW button 

 
 
 
The Add Footnote Screen displays 
 
Footnote Institution number : Automatically filled in 



 
For this example: 
Enter Footnote Number :  9999 
Enter Suffix : A 
Enter Footnote Text: This is a test -- adding a footnote 
Press CONTINUE button 
 

 
 
The Footnote Table screen displays 
Use the page sort: Choose (Last) 
 

 
 
 



Footnote number 9999 appears on the list  
 

 
 
The footnote and text has been added and the database 
has been updated. 
 
 
 
 
 
 

Delete Footnote 
 
Delete Footnote – equivalency programming has not been completed. 
To delete a footnote it must be removed from the associated equivalency record 
and that cannot be done at this point.  
 
This function may be used to remove footnote text records to the TIS database. 
It’s primary use is to eliminate a record which is no longer being used or has 
major errors, usually prior to reading the correct footnote text.  Before a 
record can be deleted, the footnote number must be removed from all associated 
equivalency records.  Deletions may be done only to footnote text records for 
your institution (i.e where your institution is the TO institution and when 
you are authorized to delete footnotes). Footnotes numbered in the range 1-199 
are systemwide footnotes and may be deleted by System Administration staff 



only. 
 
Function: Available to authorized users. 
 
Requirement:  Must choose Institution from the dropdown list before entering 
search criteria.  If an institution is not chosen an error screen will appear. 
 
 
 
There are 3 options for adding a footnote text: 
 
Option 1 – Choose the institution and press continue button and the Footnote 
Table screen with the ADD NEW button available will display and the list 
of footnotes will be a complete list for the institution chosen. 
 
Option 2 – Choose the institution and put in a “Starting From Number” or 
“Suffix”. Press the CONTINUE button and the footnote table screen with the ADD 
NEW button available will be displayed and the list of footnotes will start 
with the number or suffix that you entered 
 
Option 2 – Choose the institution and press “SEARCH FOOTNOTE TEXT” button. 
The Footnote Table screen with the ADD NEW button available will display and 
the list of footnotes will be the search criteria chosen 
 
 



Delete Footnote:  Option 1 ( Choose Continue Button): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote number and text to be deleted. 
 
Choose: UW Green Bay as the institution from the drop down list 
 

 
 



Press CONTINUE button 
 
The Footnote Table screen appears with the ADD NEW button 
 

 
 
 
Choose the footnote from the list to be deleted 
 
Choose footnote number by clicking on the number:  9999 

 
 
The Update Footnote screen appears 



 
 
 
 
The Update Footnote Screen displays 
 
Footnote Institution number : Automatically filled in 
 
Footnote Number :  9999 Automatically filled in 
Verify that this is the correct footnote to delete 
Press the DELETE button 
 

 
 
 



The Footnote Table screen displays 
Use the page sort: Choose (Last) 
Footnote number 9999 is removed from the list and the database has 
been updated 
 
 
 
 
 
 

Delete Footnote:  Option 2 (Choose Starting Number): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote number and text to be deleted. 
 
Choose: UW Green Bay as the institution from the drop down list 
 



 
 
Enter Starting Number: 1890 
Press CONTINUE button 
 
Choose the footnote from the list to be deleted 
 
Choose footnote number by clicking on the number:  9999 

 
 
The Update Footnote screen appears 



 
 
 
 
The Update Footnote Screen displays 
 
Footnote Institution number : Automatically filled in 
 
Footnote Number :  9999 Automatically filled in 
Verify that this is the correct footnote to delete 
Press the DELETE button 
 

 
 
 



The Footnote Table screen displays 
Use the page sort: Choose (Last) 
Footnote number 9999 is removed from the list and the database has 
been updated 
 

Delete Footnote:  Option 3 (Choose Search Footnote Text): 
 
 
Select the “Footnote Text” option from the Maintenance Menu. 

 
 
 
Determine the footnote number and text to be assigned. 
 
Choose: UW Green Bay as the institution from the drop down list 
 



 
 
Press SEARCH FOOTNOTE TEXT button 

 
 
The Search Footnote Text screen appears. 
Enter the word “suffix” in the search field. 
Press SEARCH button. 



 
 
The footnote table screen appears with the first footnote 
that contains the word “suffix” at the top of the list. 
 
 
 
 
Choose footnote number by clicking on the hyperlinked number:  9999 

 
 
The Update Footnote screen appears 



 
 
 
 
The Update Footnote Screen displays 
 
Footnote Institution number : Automatically filled in 
 
Footnote Number :  9999 Automatically filled in 
Verify that this is the correct footnote to delete 
Press the DELETE button 
 

 
 
 



The Footnote Table screen displays 
Use the page sort: Choose (Last) 
Footnote number 9999 is removed from the list and the database has 
been updated 
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