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I. Background of the System 
 
Introducing the online induction system… 
 

The induction process is one of the most important administrative tasks that your chapter 

undertakes.  No other work so immediately affects the vitality of your chapter and the 

organization as a whole.  We are pleased to offer chapters a quick and easy online system to 

manage their inductions and send invitations electronically in order to expedite the process. 

 

NOTE: It is recommended that you utilize the Internet Explorer Web browser when using 

the online induction system.  If you utilize Netscape as your Web browser you may 

experience difficulties in using some interactive components of the system.   
 

In a nutshell, a series of Web pages have been designed to allow chapters to: 

 Send headquarters pertinent induction information 

 Upload eligible candidates 

 Initiate invitation and reminder messages to candidates 

 Track responses and payments 

 Generate attendee and other reports  

The process begins by your chapter providing headquarters basic information about your 

induction and compiling a list of your eligible candidates on a spreadsheet template provided by 

headquarters.  Once that list of candidates is uploaded into the system, you may revise provided 

invitation messages or create your own and send them electronically to your candidates.  For a 

recommended induction process timeline, please refer to the appendix. 

 

We can help.  Contact us … 
 

Headquarters staff is available to assist you in learning the online induction system.  If you have 

any questions, please contact the Constituent Center at chapserv@stti.iupui.edu or 

888.634.7575 (U.S./Canada) or 317.634.8171 (Direct).   

 

Benefits for chapters … 
 

Chapters using the online induction system will enjoy: 

 Decreased time needed to manage inductions; 

 Increased time to focus on other aspects of the chapter including connecting with 

members; 

 Decreased workload for faculty counselors; 

 Ability to have immediate information about candidates; 

 Ability to personalize chapter-specific messages to candidates.  
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Benefits for prospective members … 
 

Prospective members using the online induction system will enjoy: 

 Immediate understanding of honor society values and benefits; 

 A quick and easy process for applying for membership; 

 Immediate contact with headquarters and the chapter; 

 Ability to know status of the process;  

 Ability to pay online by credit card; and 

 Ability to come back for information if needed about the induction. 

 

Before you get started … 
 

You will need to know the following information before getting started: 

Induction information 

□ Date 

□ Location 

□ Address 

□ Time 

□ Speaker (optional) 

Chapter fees 

□ Chapter dues (for verification purposes only, chapter dues cannot be 

changed through the induction system)  

□ Induction ceremony fee (for member) -optional 

□ Induction ceremony fee (for guest) - optional 

Shipping information (where materials should be shipped) 

□ Name 

□ Address 

□ E-mail address 

□ Telephone number 

Induction contact person information 

□ Name 

□ E-mail address 

□ Telephone number 

 

NOTE: Headquarters does not require the use of the membership intent form or membership 

endorsement form.  However, if your chapter chooses to use those forms as part of your 

induction process, you will need to collect those forms on your own prior to using this online 

induction system. 
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II. Using the System 
 

Logging into the system … 
 

To access the Online Induction Management System: 

 Go to www.nursingsociety.org/Chapters 

 Once you are on the “Chapter Information” Webpage, click on “Management System” 

(Please refer to Figure 1: Chapter Information Webpage) 

 
Figure 1: Chapter Information Webpage (www.nursingsociety.org/Chapters) 

Start by Clicking on 

“Management System” 



 

 
©2010 Sigma Theta Tau International  6 

In order to access the Chapter Management System you will need to enter your e-mail address 

and password.  If you have not re-set your password, the default is set to your 7-digit member ID 

number.  Click on “Log In” to proceed.   Please refer to Figure 2: Chapter Management System 

Login. 

 

NOTE: Only chapter officers (holding any position) may logon to the Chapter 

Management System.  If your term of office has expired you will need to contact the 

Constituent Center.   

 
Figure 2: Chapter Management System Login 
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Click on “Induction System” in the Important Links section to access the Online Induction 

System.  Please refer to Figure 3: Chapter Management System. 

 
Figure 3: Chapter Management System 

 

 
 

 

To begin, click on “New Induction 

System” 
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Navigating the online induction system … 
 

Upon entry into the Online Induction System, chapter leaders will be able to select from several 

options: 

 Create New Induction 

 View inductions currently being set up (Incomplete Setup) 

 View or edit Current Inductions – send additional invitations or reminders and run 

reports 

 View Past Inductions 

 

Please refer to Figure 4: Online Induction System First Page. 

 

NOTE:  The “Current Inductions” tab will automatically display unless a chapter has inductions 

pending in the “Incomplete Setup” tab. 

 

 

 

 

 

Creating a New Induction … 
 

 
Figure 4: Online Induction System First Page 

 
 

 

 

 
 
 
 
 
 

 

To begin, click on “Create New 

Induction” 
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Info & Location Tab 
 

The first step in setting up a new induction is to input the induction date, time, and location 

information.  Chapters may also include information about the induction speaker. 

 

NOTE: All required fields are marked with a red asterisk.  
 

Figure 5: Info & Location Tab 

 
 

NOTE: At-Large chapters have the ability to manage inductions by school or for the entire 

chapter all at once.  All the schools of the at-Large chapter are pre-loaded into the drop-down 

menu and any can be selected.  If the chapter is holding one combined induction, select “All”. 
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The system will automatically populate the respond by date based on the induction date entered 

under the Induction Information area.  A minimum of two weeks’ time is required to ensure the 

timely delivery of induction materials including membership cards and certificates. 
 

 

Figure 6: Info & Location Tab Completed 

 
 

 

 

 

The respond by date is 

automatically calculated by 

the system to allow 

sufficient time for the 

delivery of induction 

materials. 

 

This date is editable by the 

chapter; however, if the 

date selected is within two 

weeks of the induction date, 

a chapter leader will need 

to indicate that they are 

aware that materials may 

not arrive on time. 
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Contact & Fees Tab 
 

The next step in creating a new induction is to indicate who will be serving as the chapter’s 

contact person and what fees, if any, the chapter will be charging inductees and guests to attend 

the induction ceremony. 

 

The individual who is entered as the Induction Contact is the individual who will be contacted 

by STTI headquarters should there be any questions about the chapter’s induction or inductees.  

This individual’s name and contact information is also provided to inductees in case they need to 

contact someone at the chapter with questions about the induction ceremony. 

 
 

Figure 7: Contact & Fees Tab 

 
 

 

All chapter leaders are 

automatically loaded 

into the induction 

system and any one of 

them can be selected 

as the Induction 

Contact by clicking on 

the down arrow in the 

Select Contact box. 

 

Non-chapter leaders 

can also be identified 

as induction contacts 

and their information 

can be manually 

entered into the fields 

provided. 

If additional chapter 

leaders wish to be 

contacted when 

messages are sent to the 

Induction Contact 

person by STTI 

headquarters, their e-

mail addresses can be 

entered into the 

“Carbon Copy” field.  

Multiple e-mail 

addresses need to be 

separated by a semi-

colon. 



 

 
©2010 Sigma Theta Tau International  12 

In the Chapter Information and Fees section of the Contact & Fees tab, chapters may enter 

induction ceremony fees, verify the chapter president on file, and determine if chapter inductees 

should have the option of ordering honor cords. 

 

NOTE: Your chapter dues are auto-filled for you and are not adjustable.  

The Chapter Verification of Renewal Fees form is available online from January to 15 March of 

each year.  For more information about adjusting chapter fees, please contact headquarters at 

chapserv@stti.iupui.edu. 
 

If you are planning to charge an induction ceremony fee, enter the amount on this screen.  In 

addition, you may enter your induction ceremony fee for guests, if applicable.  Please refer to 

Figure 8: Chapter Information and Fees. 

 

Chapters also have the option of requiring the ceremony fee even if the inductee does not plan 

to attend.  By selection “Yes” to “Induction Ceremony Fee Required,” the ceremony fee set for 

inductees will still be charged to the inductee even if they do not plan to attend the ceremony. 

 

If you are planning to purchase honor cords for your inductees, please select “No” to “Honor 

Cords Purchase Option.” By doing this it will remove the option from the jewelry page that 

inductees will see as they complete their registration. 

 

In this section, chapters will verify that the president that is currently on file for the chapter is 

still correct.  To change the listing, simply click the “Please update here” link to be taken to the 

Officer and Committee Chair Report where changes can be made. 

 
Figure 8: Chapter Information and Fees 

 

 

 
 

NOTE: Your chapter will be mailed ceremony fees 60 days following the induction date.  

Chapter dues payments will be mailed with the quarterly chapter checks.   

Chapters have the option to 

charge induction ceremony 

fees.  Separate fees can be 

set for inductees and guests.  

Fees should be entered in 

US dollars.   

 

Since these fields are 

required, a chapter must 

enter “0” (zero) if they DO 

NOT want to charge these 

fees. 

Require ceremony fees 

of non-attendees by 

clicking “Yes.” 

If your chapter purchases honor cords 

and does not want individual inductees to 

order them directly from STTI 

headquarters, select “No.” 
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Shipping Info Tab 
 

This tab requires chapters to indicate where they would like induction materials shipped.  The 

person entered here will receive membership certificates, membership cards and welcome 

packets sent by STTI headquarters.  Please refer to Figure 9: Shipping Information. 

 

NOTE:  Materials typically arrive at least seven (7) days prior to induction date. 

 

The address entered cannot consist of a Post Office Box or Campus Box since the materials are 

sent via UPS.   

 
Figure 9: Shipping Information 
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Summary Tab 
 
The Summary Tab provides an overview of what was entered on each subsequent tab.  To make 

a change to any of the information entered, simply click on the appropriate tab to navigate back 

to that area.  Once changes have been made, click on the “Next” button at the bottom of that tab 

to navigate back to the summary page. 

 
Figure 10: Summary Tab 

 
 
To complete the set up of the induction, click “Submit” at the bottom of the summary page. 

 

If a change needs to be made to any of the 

data entered, simply click on the 

appropriate tab to navigate back to that 

area. 
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Managing Inductees… 
 

You are now ready to add inductees into the system in order to send invitations. 

 

There are two ways to enter inductees into the system – one at a time or by creating and 

uploading an electronic file.   

 

Unless the chapter has only a few inductees, or an inductee was left off the original list, the 

uploading of an electronic file is recommended since adding individual inductees to the system 

one at a time can be time consuming. 

 

To start, click on “Download CSV Template.”  This template must be used in order to upload 

inductees into the system.  Column heading must match exactly, therefore please do not 

customize or add any additional columns to the template and use as is. 
 

Figure 11: Manage Inductees 

 
 
Note: Multiple files can be uploaded during the process. If you have additional candidates to add, 

please  either upload a second file or add them by using the “Add Individual Inductee” selection. 
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Once you click on Download CSV Template, you may receive a pop-up message asking if you 

want to save or open the document.  Click “Open” to view the template.  Microsoft Excel will 

open, and you should see a screen like the one in Figure 12: Sample Template. 

 
Figure 12: Sample Template 

 
 

NOTE:  Line 2 will be pre-populated with “Mike Doe” to illustrate what information needs 

to go in each column.  This line needs to be deleted before you SAVE your file and prepare 

to upload. However, DO NOT delete the header row in line one! 

 

You may now begin entering your eligible candidate information in the sample template.  We 

encourage you to upload a list of ALL eligible candidates, not just those who have filled out 

intent forms (if the chapter selects to still use them).  By uploading ALL eligible candidates, you 

can increase the pool of people who accept membership by taking advantage of headquarters’ 

automated reminder system.    

 

Tips for entering your candidate information: 

 Begin entering data in Row 3.  Do Not overwrite the first row – it is the header 

row and is required for a successful upload.  Row two provides a sample.  

 You will be asked to provide each candidate’s first, middle and last name (name 

on certificate will appear as you type it here); address; city; state 

(state/province); zip (postal code); country; e-mail address; membership category; 

and (expected) graduation date.   

 Do not change, add or delete columns.  THIS IS VERY IMPORTANT! 

 For ease of viewing, you may resize the column by double clicking or dragging 

the right line of each column. 

 Use correct punctuation and capitalization.  The data you enter will be exactly 

what the member sees and what is entered into the STTI member database. (DO 

NOT use commas, number signs or periods in any field other than the email 

address – this will result in an upload error.) 
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 E-mail address is required.  This system will not function without an e-mail 

address for every candidate. If the candidate does not have an e-mail address 

please have them sign up with a free service: Yahoo, Hotmail, or Gmail. 

 In the “Membership Category” column (column K), enter the appropriate code: 

o “U” for undergraduate student; 

o “G” for graduate/master’s student; 

o “D” for doctoral student; or 

o “N” for nurse leader. 

NOTE: Please enter only the single letter for this identifier. 

 Before you save your file, remove the sample by deleting Row 2. 

 
  

Once you have entered all of your eligible candidates, you must save your file.  Go to the File 

menu and click “Save As.”  Be sure to save your file of eligible candidates in a place that you 

will remember and be able to locate.  Please refer to Figure 13: Complete Spreadsheet. 

 
 

Figure 13: Complete Spreadsheet 

 
 

NOTE:  If prompted, click “Yes” to keep the workbook in a CSV format. 

 

Once the document is saved, you may close out of Microsoft Excel and return to the online 

induction system to upload your file. 

 

TIP: Since the system will not accept a CSV file without e-mail addresses, use an online 

system like www.mailinator.com to create false e-mail addresses if a legitimate one is not 

available for an inductee.  

 

CAUTION: If uploading false e-mail addresses for inductees, they will not receive the e-

mail notification but will receive a mailed invitation letter.  Note that many STTI member 

benefits are delivered electronically, so it is worth the effort to secure legitimate e-mail 

addresses for all inductees to ensure they receive all benefits upon joining. 

Select “Save 

As” and save 

your 

spreadsheet 

in an easy-to-

find location. 

http://www.mailinator.com/
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To upload the CSV file you just created, click on “Upload CSV File.” 
 

Figure 14: Upload CSV File 

 
 

Click the “Browse” button.  Open your file of eligible candidates by browsing through your file 

directories to the place where you saved the list.  After you have located the document, click 

“Open.”  Please refer to Figure 15: Open Spreadsheet. 
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Figure 15: Open Spreadsheet 

 
Your file name and location will now appear in the text box beside the “Browse” button.  Please 

refer to Figure 16: Upload File. 

 

Click “Upload File.” 

 

NOTE:  If you receive an error message that indicates you are not authorized to access, your 

session may have timed out.  Simply close out of the online induction system and re-enter.  

 
Figure 16: Upload File 

 
 

 

 

 

 

 

 

 

 

 

Note that your file’s location 

will automatically appear.  

Once it appears, click 

“Upload File” to complete 

the uploading process. 

 

First, click “Browse” to 

find your saved file.  

Second, locate your file, 

click on it, and then click 

“Open”. 
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You also have the opportunity to add inductees one at a time by clicking “Add Individual 

Inductee.” 
Figure 17a: Add Individual Inductee 
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You will then see the form below and can enter each inductee’s information.  Click “Submit” 

when done. 
 

 

Figure 17b: Add Individual Inductee 
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Once you have uploaded a CSV file, or entered an individual inductee, you have the opportunity 

to review your list of inductees.   

 

To edit candidate information after you have already uploaded your list, simply click on the 

“pencil” next to the inductee’s last name.   

 
Figure 18: Review Candidate List 
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To send an invitation or reminder, click the drop down box/arrow area beside “Show/View 

Candidate’s by.” There are five options to select from.  Below these options are explained. 

 

All Inductees – Communication will be sent to all candidates no matter the status. (This should 

be sent chosen after your initial upload.) 

Initial Contact – Communication will be sent to those who have not responded to the 

application. 

Partially Completed – Communication will be sent to those that have started, but have not 

complete, the application. 

Application Completed – Communication will be sent to those who have completed their 

application. 

Paid – Communication will be sent to those candidates who have paid. 

Unpaid – Communication will be sent to those candidates who have completed the application 

but have not paid. 

 

After you have made your selection from the list, you can then select “Application Notification” 

or “Send Reminder.” 

 

If you need to send an individual notification you can select the candidates name by clicking on 

the (+) sign by their name. The name will appear in “sending to filtered list”. 

You can then select “Application Notification” or “Send Reminder.” 

 
Figure 19: Review Candidate List 

 

To select 

all 

uploaded 

inductees 

at once, 

click this 

box. 

To select individual inductees 

one-by-one, click the (+) 

beside the name of the person 

you want to contact. 

The name(s) will appear in the 

“send to these individuals on 

current list” box. 

Click on “Application 

Notification” to prepare 

and send the initial 

induction invitation. 

 

Click on “Send Reminder” 

to prepare and send 

reminders or follow-up 

messages.  This could 

include payment 

reminders, second 

invitations in case a 

response has not been 

received, notifications that 

something has changed in 

terms of induction time or 

location, ect. 
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Once you have chosen the message you would like to send, the suggested text provided on the 

new screen is a standard invitation, but you may edit the text.  Type your own message by 

clicking inside the text box, or copy text from a Microsoft Word document and paste it into the 

text box.  Please refer to Figure 20: Invitation to Candidates. 

 
Figure 20: Invitation to Candidates 

 

 

This portion of the 

invitation text is not 

editable.  It is pre-

populated based on the 

information entered by the 

chapter when setting up 

the induction. 
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NOTE:  Your candidates will be invited to join the honor society in two ways.  The first will be 

an e-mail from the induction contact person you identify and using the text your chapter provides 

here, which will be linked to the candidate application page.  From the application page, your 

candidate will complete the acceptance form and pay the appropriate fees.  A formal letter from 

your chapter will also be generated and sent from headquarters.  The letter will include a 

membership brochure and information on how to complete the application form. 

 

Once you have finalized the text for the invitation, you may preview the e-mail to be sent by 

clicking on "Preview Notification." 
 

Figure 21: Preview 

 

 

Upon returning to the Application Notification page, simply click "Send" to e-mail the 

invitations to your inductees. 

 

 

 

 

 

 

 

 

 

 



 

 
©2010 Sigma Theta Tau International  26 

The Induction Summary page allows you to track the progress of your induction.  The "First 

Notification" and "Last Notification" columns track the dates when the initial invitations and 

reminder messages were sent.  It also tracks which inductees have started or completed their 

membership application as well as who has paid.  A "Partial" listing in the "Application" column 

indicates that an inductee has started the application, but has not completed the process. 

 

The page also provides the chapter with information about acceptance and completion rates. 
 

Figure 22: Induction Summary 

 

 

 

 

 

 

 

 

 

 

 

Chapters can track their 

progress with these at-a-

glance statistics. 

Each inductee's responses are 

tracked making it easy to 

determine which inductees need 

to receive reminder messages. 
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To send a reminder message, simply click on "Send Reminder." 

 

The suggested text provided on the screen is a standard follow-up e-mail, but you may edit the 

text: type your own message by clicking inside the text box, or copy text from a Microsoft Word 

document and pasting it into the text box.  Reminder messages may be utilized to remind 

inductees to accept the invitation to join; remind those who have accepted the invitation but have 

not paid to remit payment; or may also be used to provide inductees with information about the 

induction itself including time or location changes that may need to be communicated. 
 

Figure 23: Reminder Message 
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After exiting the system, chapter officers can re-enter the induction system anytime.  To track the 

progress of your induction click “View” next to the chapter induction date.   
  

Figure 24: Main Induction Page 

 
 

 

Reporting Functions 

 

In order to track inductee responses and determine induction ceremony attendance, chapters have 

access to several reports.  To access these reports, click on “View Reports” on the Induction 

Summary page.  
Figure 25: View Reports 
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Next, select the report you would like to generate from the drop-down menu. 
 

Figure 26: Select Report 

 
 

To generate your report, click “Standard.” 
 

Figure 27: Generate Report 
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Next, select a format type for your report.  The CSV or Excel format is used most often. 

 
Figure 28: Report Format 

 
 

To complete the export process, click on “Export.” 

 
Figure 29: Report Export 
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Definitions and Reports :  
 
Commonly used terms: 
 
Paid – Candidate has completed the application and paid the necessary fees for 
membership, plus any additional items.  
 
Unpaid – Candidate has completed the application, but the fees have not been paid. 
 
Not Registered – means the candidate has not completed the application nor paid any 
fees. 
 
 
Acceptance Report: This report will list ALL candidates, paid, unpaid and not 
registered.  Candidates are separated out into each of these groups.  The report 
indicates the number of guests that inductees plan to bring and lists balance due 
amounts for both the ceremony and membership fees.   
 
Ceremony Attendance: This report lists all inductees that have accepted the invitation 
to join and have indicated that they plan to attend the induction ceremony.  The report 
also indicates the number of guests that inductees plan to bring.  If the inductee has a 
balance due for the ceremony or membership fee, this is also noted and inductees are 
separated into four groups – paid/attending, paid/not attending, unpaid/attending and 
unpaid/not attending. 
 
Induction Overview: This report provides chapters with a summary overview of their 
inductions.  It includes a count of candidates, the number that have accepted 9broken 
down into paid and unpaid), the number that have not responded to the invitation, the 
acceptance rate, and a count of those attending the ceremony including guests. 
 
Completed/Paid After Respond by Date: These reports lists all inductees that 
accepted or paid the invitation to join after the “respond by” date listed on the invitation.  
It also indicates if the inductee still has a balance due or if they have paid in full. 
 
Completed/Paid After Induction Date: These reports lists all inductees that accepted 
or paid the invitation to join after the induction date has past.  It also indicates if the 
inductee still has a balance due or if they have paid in full. 
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Additional items . . . 
 

 When headquarters receives an application, the chapter leader whose contact information was 

entered will receive an e-mail notification.  In addition, you may always check back on the 

“Track Progress and Send Messages” screen to view candidate status at a glance. 

 

 As mentioned on earlier pages, your membership cards, membership certificates and 

welcome packets will arrive to the address provided on the shipping information screen 

approximately seven (7) days prior to your induction date. 

 

 Remember that headquarters staff is available to assist you in any way as you become 

familiar with the online induction system.  If you have any questions or concerns, please 

contact the Constituent Center at memserv@stti.iupui.edu, 888.634.7575 (U.S./Canada) 

or 317.634.8171 (Direct).   
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III. Appendix 
 

Online Induction Management System 
Recommended Timeline 

 

Step Timeline 

Set Up Induction Information and Fees 8-12 Weeks Prior to Induction Ceremony 

Upload Candidate File and Send Invitation 8-12 Weeks Prior to Induction Ceremony 

Send Reminder E-Mail Message(s) 6-8 Weeks Prior to Induction Ceremony 

Confirm Candidates Have Completed Applications 5 Weeks Prior to Induction Ceremony 

Contact Unresponsive Candidates 5 Weeks Prior to Induction Ceremony 

Process is Complete; Headquarters Prepares Certificates 4 Weeks Prior to Induction Ceremony 

Headquarters Mails Certificates 1-3 Weeks Prior to Induction Ceremony 

 


