Go Live Instructions 2026
Complete the steps in order. Each step must be finished before the next begins. 
If you have any questions, email Breé at cfnc-campus@cfnc.northcarolina.edu (new email!). You can also come to Office Hours. Mondays 12:-2 and 3-5 or Tuesday-Friday 1-4. 
Getting Started
Who’s who (roles or names):
· Admission Director - The point person for app updates at your college
· What they will do:
· Test the application in BETA and approve the UAT
· Test the application in PROD and approve
· Review Colleague for import / errors
· Access Needed: 
· CrossConnect:
· xconnect.cfnc.org: Username, Password, 2FA
· xconnectbeta.cfnc.org: Username,Password, 2FA (if applicable)
· CFNC.org (note: do not use your CrossConnect email address):
· cfnc.org: Username, Password, 2FA (if applicable)
· beta.cfnc.org: Username,Password, 2FA (if applicable)
· Note: CFNC.org is an account that you set up
· CrossRoute Admin - The point person for CrossRoute
· What they will do:
· Update CrossRoute on the Windows server
· Test CrossRoute connection to CrossConnect & Colleague
· Access Needed: 
· CrossConnect
· xconnect.cfnc.org: Username, Password, 2FA, Key, Secret
· Typically uses RDS email address
· Windows Server with CrossRoute Service Manager
· IT Admin - The person who installs and updates the NCCCSO Patches. (Note: this might be the same person as CrossRoute Admin)
· Access Needed: 
· Access to install two NCCCSO patches:
· N99_XSU204352-R18*001 - Application Import Updates 
· N99_XSU204590-R18*001 - CrossRoute Service Update 
· Breé – Your CFNC Point Person for the updates 
· NCCCSO - The NCCC System Office

Current Status
· Your applications for UG, CCP, and CIHS have been updated in BETA CrossConnect
· Several test applications have been submitted; you may submit more if you would like
· Beta testing needed for GA (Go Live) for the applications
To Do ASAP
Verify your college’s scheduled date via email.
· To: RDS @ College
· From: automation@app.smartsheet.com
· Subject: Please Confirm: CFNC App Go Live Date
Pre-Go Live Date
Step 1: Confirm the team & verify access/logins
Step 2
Who’s involved: Admissions Director
Action: Complete a UAT on each application in BETA
Important notes or details: Resources to assist 
1. View Changes to expect (you can download PDF at video)
2. Use these old UAT Checklists for reference 
3. Submit form to indicate UAT result/status
Step 3
Who’s involved: IT Admin
Action: Install the 2 patches from NCCC System Office
Important notes or details: Install the following 2 patches from the NCCC System Office: 
· N99_XSU204352-R18*001 - Application Import Updates 
· N99_XSU204590-R18*001 - CrossRoute Service Update 
Day Before Go Live
Step 1 
Who’s involved: Breé & Admissions Director
Action: Breé will confirm that college is on schedule for the following date for Go Live 
Important notes or details: If the Go Live date is on a Monday, Breé will send this message on the preceding Thursday
Step 2 
Who’s involved: CrossRoute Admin
Action: CrossRoute Admin to disable current CrossRoute schedules
Important notes or details: Admissions Director should advise CrossRoute Admin to disable the schedules
Day Of Go Live 
The actual time of the work varies depending on the bandwidth, but the workflow process is the same. Please see below for the workflow and send any questions to Breé at cfnc-campus@cfnc.northcarolina.edu
Step 1
Who’s involved: CFNC
Action: Applications and Colleague Export Projects are updated and tested by CFNC tech team
Important notes or details: 
The CFNC tech team will update your application in PROD and do a round of QA testing. If you have terms open in PROD, those applications will be impacted immediately. 
Please note that during the time period while we are updating a college’s application:
· If applicants are actively working on the application when it's updated: 
· they can continue working during the update
· applications auto-save every 5 minutes
· the first time the app auto-saves after the app is updated, the app will be updated with any of the new questions
· they might be able to submit the application during the update if they click the "Submit" button without clicking "Save" first. 
· after the student clicks "Submit," they may notice they have additional questions to answer
· If applicants have a previously saved application ("in progress" in CrossConnect):
· When they re-open/resume the application, they will see the new updates and must answer them before they can submit the application

Steps: In CrossConnect BETA > CrossRoute > click this “+” plus sign next to the name NCCCS Colleague Files. You should see a “Run Now” button with a downward arrow. Either click “Run Now” OR click the downward arrow and add the dates 04/01/2026 to today’s date. 
Step 2
Who’s involved: Breé and Admissions Director
Action: Breé to send college update on App Status
Important notes or details: 
Breé will send an email to the Admission Director stating when the Application is updated in PROD and ready for the campus to proceed with the additional steps. 
Subject: CFNC Applications ready for next steps in Go Live
From: cfnc-campus@cfnc.northcarolina.edu
To: rds@collegesname.edu
CC: rds@ System Office
Step 3
Who’s involved: Admission Director
Action: Admission Director should review the updated apps in PROD
Important notes or details: You may submit test apps if you would like, but you do run the risk of those apps being imported into Colleague.
Admissions Director should review the application(s) in PROD. If edits need to occur, either correct the areas of the application or request edits from Breé. Once you approve the application, email Breé that you approve.
Pay particular attention to: 
· Terms
· Majors
· Major Lists
· Notifications
Step 4
Who’s involved: CrossRoute Admin
Action: Download the latest CrossRoute version (2.0.9573)
Important notes or details: WAIT to do this step until CFNC has emailed, per Step #4. See instructions on the Help Center. 

Step 5
Who’s involved: CrossRoute Admin
Action: Send Breé a screenshot of the CrossRoute version (2.0.9573)
Important notes or details: CrossRoute Admin must send a screenshot of the CrossRoute version to cfnc-campus@cfnc.northcarolina.edu, so Breé can verify that your CrossRoute is updated to the latest version (2.0.9573). 
Step 6
Who’s involved: CrossRoute Admin
Action: Export applications through CrossRoute. Re-enable schedules. 
Important notes or details: If you do not have schedules set up, please set up schedules for each application. You can also re-enable schedules after Step #___
Steps: In CrossConnect > CrossRoute > click this “+” plus sign next to the name NCCCS Colleague Files. You should see a “Run Now” button with a downward arrow. Click “Run Now” if you’d like to export any apps that were submitted after your last export before we turn on schedules. 
Step 7
Who’s involved: Admission Director
Action: Admission Director should check Colleague for the applications from CrossConnect. 
Important notes or details: There are several changes to Colleague Import.  See list at bottom of document for list to check. 
Step 8
Who’s involved: Admission Director
Action: Let Breé know if you approve these apps.  
Important notes or details: New email for Breé: cfnc-campus@cfnc.northcarolina.edu 
Step 9
Who’s involved: Breé & NCCCSO
Action: Breé sends daily status update to NCCCSO
Important notes or details: At the end of the day, Breé will send a final status update to System Office. In this email, she will confirm the colleges that went Live, whether the application(s) have been updated, and whether CrossRoute has been updated. 
Subject: [Date] CFNC App Go Live Status
From: cfnc-campus@cfnc.northcarolina.edu
To: RDS @ System Office
Post-Go Live
CFNC will only update the export projects that import directly into Colleague. Here are your options to update any remaining exports you need to: 
1. Update the Export Settings and Export Projects on your own. 
2. Request edits from CFNC.  Keep in mind - the turnaround time for export edits from CFNC will be about 4 weeks, due to other applications that must launch. 
3. For Element451 exports, submit a request to your contact. 
[bookmark: _Items_to_check]Items to check in Colleague
No longer sending to Colleague: 
· First language
· How did you learn about college
· Driver’s License Info
Addresses: 
· If an application has two different addresses for permanent and mailing, both addresses are sent to Colleague
· If an application has the same address for permanent and mailing, only one address is sent to Colleague
High School Student (U.S. Public, Private, or Charter):
· You should still have Grad Type with the correct values of C, G, or N
· Should have a HS Type of either HS or HO
· You will have the HS Name, CEEB, and other details for U.S. Public, Private, or Charter
· You will not have the HS Name, CEEB, and other details for Non-U.S. High School
· Should have date
Homeschool Student: 
· HS Type: HO
· High School Name: Home School Clearing House
· High School CEEB: 970000
· High School Street: Post Office Box 6666, Ms 04-L
· High School City: Princeton
· High School State: NJ
· High School Country: US


High School Equivalency/Adult High School:
· You should still have Grad Type with the correct values, but it is provided by a different field
· No HSED/AHSD name, CEEB, Street, or City sent to Colleague
· Should have Country, State, and County (if NC)
· Should have date
CCP Pathways:
· Should have 4 pathway options: 
· College Transfer (CTP)
· Career & Technical (CTE)
· Career and College Ready (CRP)
· Workforce Continuing Education (CEP)
· CTP, CTE, CRP will use the Curriculum term (ending in FA, SP, or SU)
· CEP will use the Coned term (ending in CE1, CE2, CE3)
· CEP programs will import as CONED
· Check that you receive majors correctly
· Grad Type should automatically be C
CIHS: 
· The CIHS School will be the details listed in the HS fields
· Check that you receive majors correctly
· CCP Pathway will also show for these imports: 
· Early College High Schools (CIE)
· Middle College High Schools (CIM)
· Other CIHS Programs (CIH)
· Grad Type should automatically be C




