
Sponsors , Sponsorships, & Sponsored Students

Step #1 Sponsor

• Sponsor’s must be set-up in Colleague by the     
Accounting Office (currently Karen Amore 2006)

• Accounting will provide you the Sponsor ID and 
the AR Type

• Sponsorships are TERM based

Step #2 Sponsorships   STSP
Basic step order:

1st     Sponsor  (Always setup in 
Accounting)
2nd    Sponsorships     STSP
3rd    Sponsored Students    SPST
4th    Register Sponsored Students     
RGN



Sponsors , Sponsorships, & Sponsored Students

Step #2 Continued   New Sponsorship

STSP

Choose Sponsor from List
•Enter Sponsorship # or A to Add
•Fill in Fields

•Contract (NOCR-Sponsor-Term
•Term
•Start date –End Date of Term
•Status
•Date (Today's date)
•AR Type (received from 
Accounting
•Restrictions to Sponsorship
•Finish
•Update



Sponsors , Sponsorships, & Sponsored Students

Step # 3 Putting Students into Sponsorship

SPST
•Enter Sponsor Id
•Enter Sponsorship #
•Enter Student Id
•Enter Max Amount
•Detail on Comments

•Enter TAP App # and Date
•Finish



Registering Sponsored Students in 
Sections

• NAE  ~ check Students Info
• RGN ~ register student in section

Sponsored students MUST have correct: 

• Home Address (NOT COMPANY ADDRESS)

• SS#     Date of Birth     Ethnic/ Gender



Sponsored Students Billing Rpt

SSRP

•Start/ End Dates are Term
•Enter Sponsor(s)  or
•Enter Sponsorship  or
•Enter Student (optional)
•Save & Update
•Enter Printer



Sponsors , Sponsorships, & Sponsored Students

Payments and Reports

Step # 1 XCES ~ Print list of all students in sponsorship
Step # 2 Fill out Sponsor Statement Request Form
Step # 3 Attach all of the following:

•List of students
•Sponsorship Certificate (TAP form, etc)
•Sponsor Statement Request Form

Step #4 Make a copy for CE Files
Step #5 Send originals and a copy to the Accounting Department to Invoice Sponsor

Accounting will send invoice to Sponsor

Invoicing the Sponsor



Sponsors , Sponsorships, & Sponsored Students
Payments and Reports

When check is received
SPEN

Step #1  Enter Sponsor
Step #2  Enter Sponsorship
Step #3  Enter A for Add



Sponsors , Sponsorships, & Sponsored Students
Payments and Reports

SPEN
Step #4 Enter Payment Amt
Step #5 Enter Pay Method
Step #6 Enter Check #
Step #7 Enter Amount of Check
Step #8 Finish

ARTI
RUN REPORT TO CHECK CHARGES WERE POSTED CORRECTLY
Step #9 Print Receipt
Step #10 Send a copy of Invoice and Receipt to Accounting 



Sponsors , Sponsorships, & Sponsored 
Students

Payments and Reports


