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1. Converting an Enquiry from an Email

· Open up Email from Queue.
· Click on three dots (Elipsis)
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· Click on Convert to Enquiry


[bookmark: _GoBack][image: ]
· Select the correct Enquiry – Funding Enquiry
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2. Creating a Funding Enquiry from Enquiries screen

· Navigate to Recruitment

· Click on Enquiries
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· Once within the Enquiries page, click on ‘ Create Enquiry’ button.
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· This will bring up a  New Enquiry form. 
Note: Several chevrons will appear across the top, but once you save the Enquiry, the process (and chevrons) will change. 
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Note: You will need to look up the Enquirer (which may be a Student/prospective student). If a Contact is not found, you may need to set up a Contact record. Please refer to Creating a Contact for further information.
Note: You can use the wildcard function (an asterisk - * ) to search for a Contact.

· You will also need to select the Enquiry Method.
· Click Save.

3. Processing the Enquiry

You will note that the Enquiry is now made up of two chevrons:
· Acknowledge
· Resolution


3.1. Acknowledged
Within the Acknowledge chevron, you will need to complete:
· Enquiry Acknowledged

· Date Acknowledged

[image: ]
3.2. Resolution
Fields to be completed are:
· Resolution- Yes/No
· Date Enquiry was Resolved- Select date
· Resolved by- Will default to user creating the case, but you can change using the User Look up
· Resolution Details- Free Text Field  
· Resolution Category- Drop Down
· Close Enquiry- No. This should always remain as ‘No’. 
· Status (top right hand corner)- Amend Status to  Resolved
[image: ]
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Liverpool John Moores University

home=> .. WoW- > Students

Knowing Myself

Students It may sound a bit strange but you may not be aware of or understand how different
Careers, Jobs and factors affect your leaming, performance and progress. You may also not understand how
PI; it

acements you come across to other people and how this affects their judgement of you. Self
Knowing Myself knowledge is a pre-requisite for positive change, development and achieving your goals
My e-Portfolio

As this section of the WoW website develops over the coming weeks, it will aim to provide

Graduate Skills you with both the knowledge and tools required to ‘know yourseif

‘WoW Skills
I the meantime below is a summary of the areas the "Knowing Myself section of the

The Graduate
Development Centre WoW site will cover;

Upcoming Events

About me / Self-Awareness

Reflection
Learning Styles and Guidance

Sign-up for WoW

Feedback + Personal Development Planning (PDP) and Goal Settin
Policies + Self lianagement

Key Career & Planning Milestones
Contact information

If you wish to leam more about how LJMU can assist you please contact the Graduate development Centre at
GDC@LIMU ac uk or telephone 0151 231 8099

”
A degree alone
is not enough.
Employers value
skills such as
communication,
‘team-working
and problem
solving. Job

demonstrate
that they have
these skills will
have a real
advantage.
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