INFORMATION

SAN JOSE STATE TECHNOLOGY SERVICES SR002: Enrollment Fundamentals

UNIVERSITY

Overview
This training manual takes you through the fundamental processes involved in enroliment.
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Student Program and Plan

This section shows how to activate students into a program and/or a plan, modify the student’s program and
plan, or record the completion of a degree. A student must be active in a program and plan in order to activate
them for term enrollment. The Student Program and Plan pages track the full history of a student’s
relationship with an Academic Program.

1. From the Main Menu,
navigate to Records and
Enrollment > Career and
Program Information.

2. Click Student
Program/Plan.

The Student Program/Plan
search page displays.

3. Enter the appropriate ID or
name.

4. Click the Search button.

Fa*.rl:uvr'rtes, Main‘rﬂenu » Records anEIr Enrolment

Mo Meny - Records andEnolment> |
ﬁ Career and Program Information

Maintain a student's career, program, plan and student group information.

StutlenﬁPruﬂram-‘Plan
F'.E'.'iE'-.'.-'R{_n}.IpdﬂtE a student's academic
program, plan, and =ubplan information.

Student Groups
Track student memberzhip in various
groups.

Student Program/Plan

Enter any infarmation yvou have and click Search. Leave field

Find an Existing Value
Limit the nurmber of results to (up to 200% |200

10 hegins with v! 0o )

Academic Career: | = &] |
Student Career Nbr:| = vl |
Campus D beqins with | |

Hational (D begins with v||
Last Hame; begins with v||
First Hame: kegins with VI|

[ Include History [ ]case Sensitive

A 595“3;"' I\ Clear |Elasi|:Eear|:h B save search ¢
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The Student Program page
displays.

5. View the student’s
program record as needed.
(See Field Descriptions
below.)

Note: Only students with
an Active Status are
eligible to enroll.

Student Program Student Plan Student Degrees

Student Name a0

MA@

Academic Career: Student Career Nbr: 0

Undergraduate Career Requirement Term

First | (] 10f1 o Last

Find | View Al

Status: Active in Program
Effective Date: 0gi2a/2008 Effective Sequence: 1
Program Action: PLMC Flan Change Action Date: 08/28/2008
Action Reason: SREQ Student Request Joint Prog Appr:
Academic Institution: SJo0o San Jose State University
Academic Program: UGD UGD - Undergraduate Degree

From Application
Admit Term: 2064 FALL 2006 Application Nbr: 00212053

Application Program Nbr: 0
Requirement Term: 2064 FALL 2006
Expected Grad Term: 2132 SPRG 2013 Campus:  [AIN AN Acad Load: Full-Time

Field Description List: Student Program Page (above)

Field Name Description

Status

The relationship that the student has with the academic program as of the
effective date shown.

Effective Date

The date on which the program action and other field values will be
effective.

Effective Sequence

The sequence of changes made to the student program if more than one
change is made to the student program on the same effective date.

Action Date

The date that the information was entered into the system. Can vary from
the effective date.

Program Action

Action that corresponds to the desired change in the student’s program.

Action Reason

Reason that the change is being made to the student’s program.

Academic Institution

Defaults to display SJO0O.

Academic Program

Academic Program entered in the admission pages or entered when the
student history data was converted. The program can be changed when a
student transfers between programs.

Admit Term

Defaults from the Admissions Matriculation process. Can override if
necessary.

Requirement Term

Defaults to the Admit Term. Select the Requirement Term that applies to
student’s degree progress requirements for this academic plan.

Expected Grad Term

Once a student applies for graduation, this field displays the graduation
term.

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals
Page 3



6. Click the Student Plan tab.

The Student Plan page
displays the student’s
major.

7. View a student’s
major/minor information,
as needed. (See Field
Descriptions below.)

Student Program

Student Name

Academic Career:

Student Plan

Student Program

Undergraduate

Student Plan i Student Degrees

)/

Student Degrees

0o

Student Career Nbr: 0 Car Req Term: Fall 2008

Status:
Effective Date:
Program Action:
Action Reason:

Academic Program:

Find | View All First (] 10f1 n Last
Active in Program Admit Term: Fall 2006
08/28/2008 Effective Sequence: 1
Flan Change Action Date: 08/28/2008
Student Request Requirement Term: Fall 2006
Undergrad

Firs.tn 10f1 [}] Last

Find | View All

(A_cademic Plan: HLTHBS-1 Health Sciencej IMajor
Plan Sequence: 10 Degree: BS
Declare Date: 08/28/2008 Degree Checkout Stat:
Requirement Term: 2064 FALL 2008 Student Degree HNbr: Credentials
Advisement Status: Include Completion Term:
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Field Description List: Student Plan Page (above)

Field Name Description

Academic Plan The plan the student is pursuing. Student may have more than one
Academic Plan within a program.

Plan Sequence A number generated by the system when a plan is added to a program; the
sequence in which the system evaluates plans for degree progress. This
number can be overridden.

Degree The system will display the degree associated with the plan selected.

Declare Date The system displays the date equal to the effective date where the
program action is Active in Program.

Degree Checkout Stat When a student is graduated from a plan, the system displays the date in
this field.
Requirement Term The Requirement Term selected applies degree progress requirements to

the student’s academic plan.

Student Degree Nbr Once the graduation process is complete, the system displays this value,
which is assigned sequentially.

The Student Degree Number also indicates the printing order if multiple
degrees are conferred on the same date.

Advisement Status Defaults to Include. The system uses this status to determine how the
advisement engine processes the academic requirements for the student’s
program.

Completion Term Once the graduation process has been completed, the system displays the

Completion Term.
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Eligibility to Enroll

This section shows how to activate a student. In order for a student to enroll in classes, the student must be
active in the term. The process of activating a student into a term allows for the assignment of registration
appointments and enroliment. Check whether a student is eligible to enroll by viewing the student’s status on

the Student Term Search page.

1. From the Main Menu,
navigate to Records and
Enrollment > Career and
Program Information.

2. Click Student Term
Search.

The Student Term Search
page displays.

3. Enter the appropriate 1D or
last name.

4. Click the Search button.

Favn:g'rte5 Mainlﬂenu » Records ang Enrolliment

Mo leny > Recorts oo Epvolment > |
ﬁ Career and Program Information

Maintain a student’s career, program, plan and student group infermation.

E" Student Program/Plan Student Groups
Review or update a student's Track gtudent memberzhip in
academic program, plan, and Various groups.

zubplan information.

Student Term Search
F'.E'.'iE'-.@ terms in which a
ztudent hag been active.

Student Term Search

Enter any infarmation you have and click Search. Leave fields bl

Find an Existing Value

Limit the number of results to [L||:|L|:|__3EIEI':' 200

ID: begins with 0o _)
Campus ID: I begins with :vh
Local Campus ID:| begins with |vl|
Hational [D; | begins with |vl|
Last Hame: | begins with |vl|
First Hame: | begins with |vl|

[ case Sensitive

Segrch Clear |Elasi|:: Search Save Search Criteri
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The Student Term Search Student Term Search

page displays. Spartan, Star 00
Find | View Al
5. View a student’s term Fasademiccatees e Acadamicustiion e
information, including Undergraduate Spring 2012 San Jose State University
ellglblllty to enroll. (See B save | L\ Return to Search | [=] Motify |
Field Descriptions
below.)

Field Description List: Student Term Search Page (above)

Field Name Description

Academic Career Displays all careers in which the student was active for a term.

Term Displays every term the student has been active.

Academic Institution Displays San José State University (SJO00).

Eligible to Enroll Displays the student’s enrollment eligibility to enroll in a specified career
and term.
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1. From the Main Menu,
navigate to Records and
Enrollment > Student
Term Information.

2. Click Term Activate a
Student.

The Term Activate a Student
search page displays.

3. Enter the appropriate ID or
last name.

4. Click the Search button.

Mo Meny > Records and Evolment > |
ﬁ Student Term Information

Perform term bazed gotivities for individual student=z.

| Term Activate a Student
Activate a g nt for a term and
add or update student term data.

E" Student Grades
Review grades and =tatizticz for a
specific student and term.

Term Activate a Student

Enter any infarmation you have and click Search. Leave fields klan

Limit the number of results to (up to 300} W
ID: begins with |+ |00

Campus ID: begins with v||

Local Campus 1D:| hegins with v||

MHational 1D; kegins with v||

Last Hame: begins with v||

First Hame: begins with v||

[ case Sensitive

ﬁ:ﬂfh\t Clear |EI:35icEear|:h B save Search Criteria
i)

NS
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The Term Activation page

H *
dlsplays_ Star Spartan 001234567
Find | View Al First Bl 1 or 1 B Last
Academic Career: Undergraduate
. . Find | view Al Firet Kl 1 o1 B Laat
This page displays the term "
P y Academic Institution: SJ000 San Jose State University =
eligibility and the student’s
. Term: 2122 Sprg 2012 Semester  Activation Date: 01/25/2012

academic level. -
Student Career Nbr: 1] UGD - Undergraduate Degree
Override All Academic Levels: Academic Year: 2011

. . . Override Projected Level: Load Determination: Units
5. View the term information.
H H H Academic Level - Projected: Form of Study: Enrollment
(See Field Descriptions
Academic Level - Term Start: Freshman Academic Load: Less 1/2
below.)

Academic Level - Term End: Freshman Billing Career: USRD
Level Determination: Units ( Eligible To Enroll: }

Field Description List: Term Activation Page (above)

Field Name Description

Academic Institution Always enter San José State University (SJ000).
Term Enter the term for the Activation.
Student Career Nbr System displays the primary Academic Program number for the term

selected above.

Override All Academic Check this box if you wish to modify All Academic level fields. If box is not
Levels checked, the system will display the level defaults in the Level/Load table.
Override Projected Levels Check this box if you wish to modify the Override Projected Academic

Level. If box is not checked, the system will display the level defaults set in
the Level/Load table.

Academic Level — Projected | Displays the Academic Level at the start of the term, assuming the student
successfully completes all in in-progress units from the previous term.

Level/Load Determination System displays the Level and Load Determination from the Level/Load
Rules table based upon the Academic Career entered.

Academic Level — Term Start | Displays the Academic Level of the student at the beginning of the term.
The cumulative units completed in previous terms determine the Academic
Level.

Note: To override, check Override All Academic Levels.
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Field Name Description

Academic Level-Term End The system displays the projected Academic Level of the student at the
end of the Term based on units completed in past terms and includes work
completed in this term. At the beginning of the term the Term Start and End
Academic Level values will be the same.

Academic Year The system displays the Academic Year value based on the term value
entered above.

Form of Study The system defaults in Enrollment. The Form of Study tells the system that
the student is enrolling in classes at the designated institution and whether
to calculate the Academic Load based on units attempted.

Academic Load Displays the Academic Load value calculated from the number of units
enrolled.
Billing Career The system defaults to the Term records Academic Career. Tuition

Calculation is performed based on Billing Career.

Eligible to Enroll The system defaults to Eligible to Enroll. Checked box allows the student to
enroll in classes for the term indicated. Can override if necessary.
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Enrollment Appointments

This section shows how to view student enroliment appointment times. Once students are activated into a
term, they are given registration appointments.

1. From the Main Menu Favorites Main Menu > Records anu:i Enrollment > Term Processing
navigate to Records and
Enrollment > Term .

Processing > ﬁ Term Processing
Appointments. Proces= appointments, permizzsions, term activation, waitlistz, withdrawalz and other end of
. term activities.
2. Click Student Enrollment Clase Permisei Abbointment
: a55 Permissions ppointments
Appomtment. ﬁ Create Clazs Permizzions. ﬁ Create and as=ign enroliment and
= Class Permissions validation appointments.
@Etudent Enrcn_\lrﬁnt Anpcintms@

The Student Enroliment Student Enroliment Appointment

Appointment search page

displays. Enter any information you have and click Search. Leave fields blank fo

values.

3. Enter the appropriate 1D or Find an Existing Value
Name.

4. Click the Search button Limit the number of results to (up to 3003y |300

ID: kegins with v“l:llil

Academic Career: H |

Academic Institution:| kegins with vI|SJIZIIZIIZI L

BC Q

Campus Iv Regins with vl|

Mational [D; begins with v||

Last Hame; begins with v||

First Hame: eging with VI|

Term Alternate Key: H | &)

[ case Sensitive

{ Search h Clear |Elasi|: Search B Save Search Criteria
SJSU Information Support Services SR002: Enrollment Fundamentals
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The Student Enrollment Search Results
Appointment search results
display.

o 004562663 Undergrad 51000 G 2012 Student Name 0102 (blank)
5. Select a term by clicking 004562663 Underarad 81000 442011 Student Name 08103 (blank)
the appropriate link. 004562663 Underarad 54000 2113 SUMR 2011 _Student Name Male 08/03 (blank)
The Student Enroliment Student Enroliment Appointment
Appointment page displays. Star Spartan . +*
Academic Career: Undergraduate 3an Jose State University
. . Term: Spring 2012
Note: The registration dates Session Limits Find | View A1 First Kl 1 of 1 B Last

and times display.

Session: 1 Regular Academic Session
Only Use Term Limits

Override Maximum Units Max Total Units: Max No GPA Units:
Max Audit Units: Max Wait List Units:

6. View information as
needed. (See Field
Descriptions below.)

Max Total Courses:

Enrollment Appointments Eind [ View Al First K0 4 o1 B Last

Appt Block  Appt Hbr  Start Date  Start Time End Date End Time Find Appointment
Note: Use this page to assign C ucro o004 1109/2011  7:00AM 021202012 11:59P1 )

an individual student an Select Limits for Appointment
enrollment appointment, verify
appointment times for students
who were assigned an
appointment through the batch
process, and/or allow students
to enroll in excess units.

Use Program Term/Session Limit

Use Appointment Limit ID Limnit 1Dz

Set Maximum Units Max Total Units: Max No GPA Units:
Max Audit Units: Max Wait List Units:
Include Wait Listin Total:

Field Description List: Student Enrollment Appointment Page (above)

Field Name Description

Session Displays the session for which the appointment time was assigned.

Only Use Term Unit Limits If checked, the Term Unit Limits defined on the Appointment Limits Table
page for this academic career, term, and session will be used.

Override Maximum Units If checked, a value will be displayed in the Max Total Units field.

Max Total Units If checked, displays a value.

Max Audit Units Not using this field.
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Field Name Description

Max No GPA Units Not using this field.

Max Wait List Units Not using this field.

Max Total Courses Not using this field.

Appt Block Used to assign a student an enrollment appointment.

Appt Nbr Appointment number to assign to the student. The system will

automatically display the Start and End Dates and Times.

Start Date Date that the student is eligible to enroll.

Start Time Time that the student can begin enrolling.

End Date Last date that the student is eligible to enroll.
End Time Time that the student’s enrollment period ends.

Use Program Term/Session | Selected if the enroliment engine is to obey the unit limits set up at the
Limits program level.

Use Appointment Limit ID Selected if the enrollment engine is to obey the unit limits set up at the
appointment level.

Set Maximum Units Selected if the student has requested to enroll in excess units.

Max Total Units Displays a value if the Override Maximum Units box is checked.

Max Audit Units Not using this field.

Max No GPA Units Not using this field.

Max Wait List Units Not using this field.
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Test Scores

This section shows how to view a quick summary of test scores submitted by a student. When students apply
for admissions to the University, they are required to submit test scores. These scores are used to assign
Milestones and place students into Student Groups.

1. From the Main Menu,
navigate to Student
Admissions > Applicant
Summaries.

2. Click Academic Test
Summary.

The Academic Test
Summary search page
displays.

3. Enter the student’s ID.
4. Click the Search button.

Favorites Main Menu > Student 5dmi55iun5 > Applicant§ummarie5

Main Menu = Student Admissions =

ﬁ Applicant Summaries

View summanry data for an applicant.

- Application - Applicant Academic Test
Summary Progression Su a

View summary View a zummary of an Viey applicant’s
infermation for an applicant’s academic tegt
applicant. progresszion through information

the admiz=ionz

Process.

Academic Test Summary
Enter any infarmation you have and click Search. Leave fields hlank fara

Find an Existing Value

Limitthe number of results to (up to 3003 W
Application Nbr; kegins with v||

ID: begins with vI|EIIII
Academic Institution: | = |+ 5J000
Academic Career; begins with v||
Application Program Hbr; I |
Academic Program: begins with v||
Admit Term:; begins with v||
Application Center: kegins with VI|
Campus ID0: kegins with v||
National ID: begins with [ |
Last Name: begins with v||
First Hame: begins with v||

[l case Sensitive

LOLPLPLPLLLP

Search Clear |Elasi|:: Search B Save Search Criteria

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals
Page 14



The Academic Test Academic Test Summary
Summary page displays. Star Spartan 00 *

Test Summary by ID/Component

TestID: O Test Component: Q @ pate O score O Test Search |

5. View the student’s test —
'|_d;7—|| B rrst B 45 or1s O Last)

information as needed. ru Dem = ’;’T—:éu( gamme. ’7

6. Click View All if the 1 ACT Composite 04/01/2004 11th Grade 0211412005

student has more than six 2 ACT English 04/01/2004 11th Grade 0211412008
test scores. 3 ACT Math 04/01/2004 11th Grade 02(14/2005
4 ACT Reading 04/07/2004 11th Grade 02M14/2005

5 ACT Science Reasoning 04/01/2004 11th Grade 02/14/2005

6 EAPEX EAF Math Exemption 01/01/2004 031412005

Field Description List: Academic Test Summary Search Page (above)

Field Name Description

Test Summary by Enter a Test ID or Test Component to limit the search. If fields are left
ID/Component blank, all test scores for an individual will be displayed.
Sort By Choose method for sorting the scores.

If using the Test Summary ID/Component or Sort By fields, click the
Search button to retrieve test scores.

Test ID Displays the ID of the Test completed.

Description Displays the name of the test component completed.

Score Displays the score received on the test component.

%tile Displays the percentile of the test score.

Test Dt Displays the date the test was completed.

Stnd Admin If box is checked, indicates that test was administered in standard fashion.
Acad Level Displays the grade level of student when the test was completed.

Data Srce Displays the source of the test score, for example, self-reported or testing

service reported.

Dt. Loaded Displays the date the test was entered into the system.

Test Summary by Enter a Test ID or Test Component to limit the search. If fields are left
ID/Component blank, all test scores for an individual will be displayed.
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Student Milestones

This section shows how to view student milestones. Milestones are non-course-related requirements a student
must complete in order to enroll in classes and progress towards a degree. They are used to track the
completion of the ELM and EPT requirements.

1. From the Main Menu, Favgrites : Main Menu > Records and Enroliment

navigate to Records and Main Menu > Records and Enroliment =

Enrollment > Enroll
Students. ﬁ Enroll Students
2. Click Student Milestones Enroll students inte clazses and add milestones.

=¥ Student Milestones
Review pdate a student's mileztone
records.

The Student Milestones Student Milestones
search page displays.

Enter any infarmaticn you have and click Search. Leave fields blank fi

3. Enter the appropriate ID or
Name and Academic

Institution. Limitthe number of results to (up to 3@_.lm—ﬂ__\

4. Click the Search button. D: |hegm5wnh [{HUD )

Find an Existing Value

Academic Institution:| = [+ 1000 Q
Academic Career; H | &}
Academic Program: | '}
Campus D |heginswith |vl|
HNational 10 |heginswith |vl|
Last Hame: | egins with |VI|
First Hame: | kegins with |vl|
[include History [ Case Sensitive
E ﬁ'mh Clear |Elasi|: Search Save Search Criteria
SJSU Information Support Services SR002: Enrollment Fundamentals
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The Student Milestone page
displays.

5. Click View All.

The English and Math
milestones display.

6. View milestones assigned
to a student. (See Field
Descriptions below.)

Note: The Milestone Level
indicates how many
semesters of remediation

the student must complete.

Student Milestones Milestone Aftempts

Student Name

Academic Institution:

Academic Program:

Effective Date:

Milestone Detail

Milestone Nbr:
Academic Plan:
Description:

Formal Description:
Milestone Level:

Milestone Title:

e ) tawie | o

San Jose State University

UGED - Undergraduate Degree

07212006

10 Milestone:  EMGLISH
English Remediation
English Remediation

NR
English Remediation

oo

Academic Career:

Attempts Allowed:

Undergraduate

First (] 10f1 )| Last

First B 1 o2 O Last

4

Student Milestones Milestone Aftempts

Student Name

Academic Institution:

Academic Program:

San Jose State University

UGD - Undergraduate Degree

oo

Academic Career:

Undergraduate

First ¢ 10f1 o Last

Find | View Al

Effective Date:

Milestone Detail

Milestone Nbr:
Academic Plan:
Description:
Formal Description:
Milestone Level:

Milestone Title:

071212006

10 Milestone:

English Remediation

Enilish Remediation

English Remediation

Attempts Allowed:

First (] 1-20f2 )| Last

Find | View 1

4

Milestone Nbr:
Academic Plan:
Description:
Formal Description:
Milestone Level:

Milestone Title:

20 Milestone:

Ilath Remediation

IMath Remediation

I1ath Remediation

Attempts Allowed:

4
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Field Description List: English and Math Milestones Page (above)

Field Name Description

Milestone Nbr Displays the sequence number assigned to the selected Milestone.
Milestone Displays the Milestone assigned to the student.

Academic Plan Displays the student’'s academic plan to which the Milestone is attached.
Description Displays the short description from the Milestone table.

Formal Description Displays the long description from the Milestone table.

Milestone Level Displays the level of the Milestone attached to the student.

Displays the number of attempts allowed based on the values setup on the

Attempts Allowed Milestone table.

Milestone Title Not using this field.

Copies the Milestone information from the Milestone template to the

Milestone Copy student’s record.
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7. To view the completion
status of a Milestone, click
the Milestone Attempts
tab.

The Milestone Attempts
page displays.

8. View EPT and ELM
Milestone levels required
and completion
information. (See Field
Descriptions below.)

Note: If a student has
satisfied ELM or EPT
requirements, the
Milestone Complete field
will display Completed.

Student Milestones | Milestone Attempts l

HEW YW

Student Milestones Milestone Attempts

Student Mame 0o
Institution: San Jose State University Acad Prog: UGD - Undergraduate Degree Career
Effective Date: 07H212006
Find |

Milestone: EMGLISH English Remediaticn

Attempt Nbr: 1

How Attempted: Mot Required Date Attempted:

Grading Scheme: MOR Mormal Grading Scheme

Grading Basis: CMD

@Iestonetomplele: CompleteD

Milestone Grade:

Course ID:
Term:

Reported Flag:

Milestone: MATH Math Remediation

Find | Viey
Attempt Nbr: 1
How Attempted: Transfer Course Date Attempted:;
Grading Scheme: NOR Mormal Grading Scheme
Grading Basis: CHMD

Milestone Complete: Cnmpleted)
[MTESTone Grade.

Course ID:
Term:

Reported Flag:
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Field Description List: Milestone Attempts Page (above)

Field Name Description

Attempt Nbr Displays the number of attempts at completing this Milestone.

How Attempted Displays how the student attempted to complete the Milestone.
Date Attempted Displays the date the Student attempted to complete the Milestone.
Grading Scheme The system displays values entered into the Milestone Template.
Grading Basis The system displays values entered into the Milestone Template.
Milestone Complete Displays the status of the milestone.

Milestone Grade Not using this field.

Course ID Not using this field.

Term Not using this field.

Reported Flag Not using this field.
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Student Groups

This section shows how to view student groups. When an individual is assigned to a student group, users can
track test results, course completion, and graduation application.

1. From the Main Menu,
navigate to Records and
Enrollment > Career and
Program Information.

2. Click Student Groups.

The Student Groups search
page displays.

3. Enter the appropriate ID or
Name.

4. Click the Search button.

ain ey > Records and Envolment> |
ﬁ Career and Program Information

Iaintain a student's career, program, plan and student group information.

E" Student Program/Plan Student Groups
Review or update a student's Track st t memberzhip in various

academic program, plan, and =ubplan groups.
information.

Student Groups

Enter any information you have and click Search. Leave fie

Find an Existing Value

Limit the number of results to (up to 2003 1200

ID: begins with | |00| )
Campus D¢ | begins with Iv
Local Campus ID:| begins with |vl|
Hational (D | egins with |VI|
Last Hame: | kegins with |vl|
First Name: | begins with v ||

[include History [ case Sensitive

search Clear |Elasi|:Eear|:h Save Search
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The Student Groups page Student Groups

dlsplays. Student Name i
Find | View Al First B0 1 of 1 B Last

5. VieW the groups attached Academic Institution: S5J000 San Jose State University

to the student. (See Field Student Group: WSsTP Pass WST - 8JSU Test

Descriptions below.) Find | View Al First Bl 1 o1 Il Last

Note: Make sure to look at Effective Date: 10/28/2007 Status:

the status of each group Comments

and the effective date. Batch App Eng SJ_SR_WST_SG

Last Update Date/Time: Updated By: Type:

Field Description List: Student Groups Page (above)

Field Name Description

Academic Institution Displays San José State University (SJ000)

Student Group Displays the Student Group assigned to the student.

Effective Date Displays the date the student was assigned to the student group.

Status If student is active in the student group, the Status should display Active. If

the student has been removed from the student group, Status should
display Inactive.

Comments Not using this field.
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Student Self Service Registration

This section shows how to register as a student. Once students are term activated and assigned a registration
appointment time, they can enroll in classes using the self-service functionality in MySJSU (PeopleSoft

HSJPRD).

Add a Class

1. Navigate to the MySJSU
login page.

2. Click the MySJSU SIGN IN
button to sign in.

The Oracle PeopleSoft login
page displays.

3. Login to the system using
your Tower ID and
Password.

ABOUT MYS1s5U

MySJSU is for current and former

students, applicants for admission,

job applicants and all STSU
employees.

NEWS, EVENTS & ANNOUNCEMENTS

ORACLE

PEOPLESOFT ENTERPRISE

Tower |D: |00

Password: esesssssesl

Quick Links

+ Class Search

« Browse Catalog

« My Passwaord/Sign In Help

-+ System Downtime

A ) " \
MySJSU SIGN IN

Contact Us

MySJSU is supported by the
Common Management Systems
(CMS) Project Office and its
Project Team.
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The Student Center page
displays.

4.

5.

Click Enroll from the
Student Center page.

Alternatively, navigate from
Main Menu to Self Service
> Enrollment >

Enrollment: Add Classes

The Select Term page
displays.

Use the Select Term
dropdown menu to select
the term to enroll in.

Click the Continue button.

Star's Student Center

P view My Messages

¥ Academics

This Week's Schedule

Search
ol=n Class Schedule
. MoWeFr 9:30AM -
d™pcede mics CHEM 1A-01 10:20AM
LEC (20254) Science Building
142
| other zacademic... [1]@ CHEM 14-07 Fr 10:30AM -
SEM (21440) L1:20AM
- Duncan Hall 125
CHEM 1A-20 We 2:30PM -
LAE (20266) S:20PM
- Duncan Hall 412
Add Classes
Select Term
O
Term Career Institution
{:} Fall 2010 Undergraduate San Jose State University
{:} Winter Session 2012 Undergraduate San Jose State University
{E_}l Spring 2012 Undergraduate San Jose State University

CONTINUE |
——
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The Select classes to add
page displays.

8. Click the search button
under Find Classes.

Note: If you know the exact
class number, you can use the
Enter Class Nbr box and click
the Enter button. This method
is much faster. If you have
chosen this option, skip step
11.

The Enter Search Criteria
page displays.

9. Enter the Course Subject
and an additional piece of
search criteria. (See Field
Descriptions below.)

10. Click Additional Search
Criteria.

Add Classes

1. Select classes to add

To select classes for ancther term, select the term and click: Change. When you are
satisfied with your class selections, proceed to step 2 of 3.

Spring 2012 | Undergraduate | San Jose State University change term I

Your enrollment shopping cart is empty.

D:CEE: &.'.51_51

Add to Cart:
Enter Class Nbr

l_ enter |

Find Classes

@ Class Search

D My Reguirements

i

Enter Search Criteria

1]
w
Q
un
m

[0y
o
m
J
1
]
1

(17}

Select at least 2 =earch criteria. Click Search to view your =earch rezults.

Class Search Criteria

Course Subject

select subject I BIOL Eiclogy
[»] 22

| Undergraduste [1]

Course Numbear | iz exactly

Course Career

Show Open Classes Only

Use Additional Search Criteria to narrow your search results.

.
[» Additi:l:lal Search Criteria ]
L) o
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The Enter Search Criteria Enter Search Criteria
page displays.

an Jose State University | Spring 2012

(7]

Select at least 2 search criteria. Click Search to view your search results.

11. Enter at least two criteria

and then click the Search

button Course Subject select subject I BIOL Biclogy
Course Number | is exactly [il 21
Course Carser | Undergraduate [il

D Show Open Classes Only

Use Additicnal Search Criteria to narrow your search results.

~ Additional Search Criteria

Meeting Start Time | greater than or equal to Vl
Meating End Time ||e55 than or equal to Vl (exampla: 1:00PM)

Day of Week | include only these days [il
D Mon DTues l:l Wed DThurs D Fri I:‘ Sat I:‘ Sun
Instructor Last Name |

Class Nbr (example: 1136)

Course Attribute Q

Course Attribute Value Q

Course Title Keyword | ‘ewample: statistics)
Minimum Units | greater than or egual to

Maximum Units | less than or equal to

Course Component

Session

Mode of Instruction

EIE RIE BIE]

Campus

Beturn to Add Classes

o
Ll
m
=
il
]
A
=
m
4
=

Field Description List: Add Classes Search Page (above)

Field Name Description

Course Subject Displays the course subject and catalog number.

Course Number Enter the Class Number of the class in which to enroll.

The Career that the course was created under in the catalog, for example,

Course Career undergraduate, graduate.

Show Open Classes Only When checked, will only display classes with seats available.

SJSU Information Support Services SR002: Enrollment Fundamentals
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The Search Results page
displays.

12. Click View All Sections.

13. Select a class by clicking
the select class button.

Search Results

CHEM 1A

exactly '21',

Eeturn to Add Classe

My Class Scheduls

When available, click Vview &ll Sections to see all sections of the course.

Shopping Cart

Your shopping cart is empty.

show all

MoWeFr S:20AM - 10:20AM
Science Building 142

% BIOL 21 - Human Biology

Show Open Classas Only: No

The following classes match your search criteria Course Subject: Biology, Course Number is
Course Career: Undergraduate, '

START A NEW SEARCH

View AII\."‘hertinns

First B 1-15 of 17 1 12

select classl

Session Regular

Section D1-LEC(20132] Status
View Textbooks
Days & Times Room Instructor Meeting Dates
Morris Dailey 0i/25/2012 -
Mary Poffenroth 05/15/2012

S5:20AM

MoWe 8:20AM -

Auditorium

= BIOL 21 - Human Biclogy

Session Fegular

View All Sections

First 4 1-15 of 17 O 1ast

Section QL-LEC{20132) Status @ select class
Wiew Textbooks
Days & Times Room Instructor Meeting Dates
Morris Dailey 01/25/2012 -
Mary Poffenroth 05/15/2012

S:20AM

MoWe 8:20AM -

Auditorium

SR002:

Enrollment Fundamentals
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The Related Class Sections
page displays.

14. Click View All Sections.

Note: Use this page to select
the related component classes
if the class has multiple parts.

1. Select classes to add - Related Class
Sections

pring 2012 San Jose State University

1]

Undergraduate

BIOL 21 - Human Biology

Lecturs selected Section 01

MoWe 2:304M - 2:20AM  Morris Dailey Auditorium

.I':E'u

Select Laboratory section (Required):

D Closed _,"_'\,L'.'.'ait List

Nbr Section Schedule Room Instructor Status
O 201323 11 TBA Staff iy
) 20134 12 TEA Staff iy
{ =zo135 13 TEA Staff iy
) 20138 14 TEA Staff iy
O zoi37 15 TEA Staff iy

View AI‘Iﬁecl:'mns =]

First 4] 1-5 of 16 ¥ Last
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15. To select the related Lab
section, click the
corresponding radio
button. (See Field
Descriptions below.)

16. Click the Next button.

1. Select classes to add - Related Class
Sections

Undergraduate | San Jose State University

BIOL 21 - Human Biology

Lecturs selected Sectien 01

MoWe 8:304M - 9:204M  Meorris Dailey Suditerium

.:'3":1

Nbr Saection Schedule Room Instructor Status
C 2013z 1i TEA Staff Fay
O zo0124 12 TBA Staff iy
& 20125 13 TBA Staff iy
O 20126 14 TBA Staff iy
& 20137 15 TBA Staff iy
O 20128 18 TBA Staff iy
TEA Staff (]
Yy 20140 18 TBA Staff iy
O zo0141 18 TBA Staff iy
) 20142 2o TBA Staff iy
O 20143 21 TBA Staff iy
) 20144 22 TBA Staff iy
& 20145 23 TBA Staff iy
O 20148 24 TBA Staff iy
22829 25 TEA Staff (]
3 29503 26 TEA Staff (]

View 5 El First ] 1-16 of 16 n Last

CANCEL

NEXT
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Field Description List: Class Sections (above)

Field Name Description

Class Nbr Displays the five digit enroliment code. The system also displays the
course subject, catalog number and class title.

Section Displays the class section number. The system also displays the class
component type.

Schedule Displays days and times class is offered.

Room Displays where class is located.

Location Displays where the class meets.

Instructor Displays the name of the instructor assigned to teach the class.

Status Displays if the class is open or closed to registration.

SJSU Information Support Services SR002: Enrollment Fundamentals
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The Enrollment Preferences
page displays.

17. If the class status is
closed, and you want to
Wait List, check the Wait
List box.

18. If the class requires
department or instructor
consent, enter the
Permission Nbr.

19. Click the Next button.

The Select classes to add
page displays with the
course added to the
enrollment Shopping Cart.

20. To finish enrolling in the
class, click the Proceed to
Step 2 of 3 button.

1. Select classes to add - Enrollment
Preferences

BIOL 21 - Human Biology

Class Preferences

G’u‘:it List D Wait list if class is FLD

BIOL 21-01 Lecture @ open
BIOL 21-17 Laboratory@® gpen @missign Nbr | j
. Grading Mormal Grade Rules
Session Regular Academic Session
Career Undergraduate Units 3.00

Enrollment Information . . .
Requirement Designation

# Ares BZ-B3: Science, Life Science

and Lab Science GE Core Area BZE3: Life Science & Lab

1. Select classes to add

To select classes for another term, select the term and click Change. When vou are
zatizfied with your class selections, proceed to step 2 of 3.

w BIOL 21 has been added to your Shopping Cart.

Spring 2012 | Undergraduate | San Jose State University change term I
.I::_' DZ:;—:: &.51_5:

Delete Class Days/Times |Room Instructor |Units| Status

Add to Cart:
Enter Class Nbr

BIOL 21-01 MaoWe 8:20AM |Maorris Dailey M.
’— —— I m oWe orriz Dailey .00 .
(201327 - H:iZ0AM Auditorium Poffenroth
Find Classes BIOL 21-17 N
(20139 TeA Staff ®

@ Cla=ss Search

O My Requirements

search I

C PROCEED TCB STEF 2 OF 3 )
K]
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The Confirm classes page
displays.

21. Click the Finish Enrolling
button.

22. Verify the enrollment
status by viewing the
Status field.

If the Enrollment Request was
not successful, the system
displays an error message.

2. Confirm classes

Click Finish Enrcolling to process vour request for the classes listed below. To exit
without adding these classes, click Cancel.

Class Description Days/Times Room Instructor | Units Statusl
BIOL 21-01 Human Biology MoWe B:30AM - |Morris Dailey M. 2.00 .
(20132) {Lecture) S 20AM Auditorium Poffenroth '
BIOL 21-17 Human Biclogy
(20129) (Labaoratory) EEs S .
CANGEL PREVIOUS FINISH I_lEr'lF{iZ)LLIr*UZi

.

I

3. View results

‘iew the following status report for enrollment confirmations and errors:

Class Meassage r Status |
Message: You are required to take this requirement

BIOL 21 designation for this class. The requirement f
designation option has been sst to yes.

MY CLASS SCHEDULE

ADD ANOTHER CLASS I

3. View results
Wiew the following status report for enrollment confirmations and errors:
Class Message Status |
Error: The combined secticn class 28878 is full. The
. enrcllment limit for the combined section has been x
Biol 21 reached. Resubmit the request with the wait list
options specified or choose another class.
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Drop a Class

1. Todrop a class, click the
drop tab.

The Select Classes to Drop
page displays.

2. Select the course to drop

by checking its checkbox.

3. Click the Drop Selected
Classes button.

Star Spartan

|go to ...

M®

[

Search

Plan

I

| my class schedule ”

add

1. Select classes to drop

ki

Enroll

| edit

Select the classes to drop and click Drop Selected Classes.

Spring 2012 | Undergraduate | San Jose State University change term |

My Academics 1

|| term information |

Select Class Description Days/Times Room Instructor | Units 5tatu5|

BICL 21-01 e uman Biclogy MoWe 8:30AM - |Maorris Dailey |M. =.00 v
(20132 . Lecture) 5:20AM Auditorium  |Poffenroth )
EIOL 21-17 Human Biclogy
{20139) {Laboratory) TEL Staff (
CHEM 14-01 Generzl Chem MoWeFr 9:30AM |Science

O |Zozse [Lecture) - 10:204M Building 142 |- Maver 500 o
CHEM 1A-07 Generzl Chem Fr 10:304M - Duncan Hall W Ao «
(21440) (Seminar) 11:20AM 135 ) ¥
CHEM 1A-20 General Chem We 2:20PM - Duncan Hall ctaff w
(20266) (Laboratory) 5:20PM 412

. Dudley

SOCI 101-02 Social Theory MoWe Z:00FPM -

D [Z1594) {Lecture) 4:150M Moorhead B, Chua 3.00 «

Hall 231

SOCI 105-02 |Qual Research  |TuTh 9:00am -  |Dudley A

I:‘ e - . Moorhead . . 3.00 &
(21638) Meth (Lecture) 10:15AM Leisenring

Hall 227

[] |sQcLies-os Polit Sociclogy | TuTh 12:008M - E""D‘ilri";ad B Erersfs 300 of

(28211 {Lecture) 1:15PM Hall 2264 : :

(;ROP SELE%D CLASSE®
M S
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The Confirm your selection
page displays.

4. To complete dropping the
selected class, click the
Finish Dropping button.

The View results page
displays.

5. Check the status of your
request. (See Field
Descriptions below.)

Drop Classes

2. Confirm your selection

Click Finizsh Dropping to process your drop request. To exit without dropping
thesze clazzes, click Cancel.

Note: You can use this page to

VE nrolled Cropped &E Listed
Class Description Days/Times Room Instructor | Units Statusl
BIOL 21-01 Human Biclogy MoWe 8:30AM - |Morris Dailey |M. 3.00 v
(20132) {Lecture) S:20AM Auditorium Poffenroth :
BIOL 21-17 Human Biclogy
(201339) (Laboratory) TBA Staff o
CANCEL PREVIOUS FINISFI!_‘ DROFFING
p
3. View results
View the results of your enrollment request. Click Fix Errors to make changes to your
request.
Spring 2012 | Undergraduate | S Jose State U =
Class T’lessage -\ Status |
BIOL 21 kfmccess: This class has been removed from your ¢
\schedule.

drop or update classes with a
status of enrolled.

Field Description List: View Results Page (above)

Field Name Description

Action Select the enrollment action for the system to perform.
Class Displays the class subject and the corresponding catalog number.
Section Displays the class section number.

Enrollment Status

Displays the Enroliment status of the class.

Grading Option

Displays the grading basis for the class.

Instructor Displays the instructor assigned to the course.
Units Displays the number of units assigned to the class.
Status Displays the status of the update/drop request.

Finish Dropping

Processes changes made to the enrollment.
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View Class Schedule

1.

To view a class schedule,
navigate to Self Service >
Service Center.

Click the My Class
Schedule tab.

The My Class Schedule page

displays.

3. Select the Display Option
you wish to view.

4. Check the Select the
Class Schedule filter
option and Click filter.

5. View class schedule for a

specific term. (See Field
Descriptions below.)

@1 CI¥S sch ed@

Star Spartan

(s )

|

add

Add Classes

My Class Schedule

” drop |

@ct Display Option '@} List View (::) Weekly Calendar VieD

Spring 2012 | Undergraduate | San Jose State University change term I

VIEW/ORDER YOUR TEXTBOOKS |

¥ Class Schedule Filter Options

Show Enrolled Classes

BIOL 21 - Human Biology

I:‘ Show Dropped Classes

D Show Waitlisted Classes

Requirement

Status Units | Grading Grade . . Deadlines
Designation
Dropped 3.00 W Grade GE Core Area E‘B‘
EZEZ: Life
Science & Lab
(Taken)
Class Nbr |Section|Component Days & Times Room Instructor g’;atl:fEnd
20132 01 Lecture MoWe 2:30AM - Morris Dailey Mary 01/25/2012 -
S:20AM Auditarium Poffenroth 05/15/2012
20135 17 Laboratory TEA St=ff 01/25/2012 -
0s/is/z201z2
CHEM 1A - General Chem
Status Units Grading Grade Deadlines
Enrclled 5.00 Narmal E"'ﬂl
Grade
Rules
Class Nbr |Section|Component Days & Times Room Instructor g?t':fEnd
21440 07 Seminar Fr 10:3204M - Duncan Hall  Wynn Ray or/2s5/2012 -
11:20AM 133 0s/15/2012
20234 01 Lecture MoWeFr 9:20AM Science Ludwig Mayer 01/25/2012 -
- 10:2048M Building 142 as/1s5/2012
20266 20 Laboratory We 2:120PM - Duncan Hall  Staff oL/25/2012 -
5:20PM 412 0s/is/z201z2
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Field Description List: My Class Schedule Page (above)

Field Name Description

Subject/Catalog Number

Displays the class subject and the corresponding catalog number.

Cls #

Displays the five-digit enrollment class number.

Class Section

Displays the class section number.

Component Type

Displays the type of course offering, for example, lecture, lab, and seminar.

Description

Displays the Title of the course.

Grading Options

Displays the Grading Basis assigned to the course.

Displays the grade received for the course once grades have been

Grade recorded.
Units Displays the total number of units assigned to the class.
Status Displays the enrollment status of the course.

Academic Calendar button

Displays academic deadlines for dropping and adding classes.

Class Start/End Time

Displays the start and end time of the class. The system also displays the
days of the week the class is offered.

Location

Displays the building and room number of the class.

Class Begin/End Dates

Displays the start and end date of the class.

Instructor

Displays the name of the instructor assigned to teach the class.
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Enrollment Summary

This section shows how to view a student’s class schedule by looking at an Enrollment Summary page.

1. From the Main Menu,
navigate to Records and
Enrollment > Enroliment
Summaries.

2. Click Enrollment
Summary.

The Enrollment Summary
search page displays.

3. Enter the appropriate ID
number.

4. Click the Search button.

The Enrollment Summary
search results display.

5. Click the term to view.

Favarites
-

Main Menu = Records and Enroliment =

- Main Menu > Records and Enroliment

ﬁ Enroliment Summaries

“View enrclment summaries for individualz or groups of students.

Enrollment Summary

View as

ary of clazz enrollment and ter

ztatiztice for an

Enroliment Summary

Enter any infarmation you have and click Search. Leave fields blank for a

Find an Existing Value

Limit the number of results to (up to 300%

1D

Academic Career:

Academic Institution:| begins with vI|SJEIEIIZI

Term:

Campus [
Mational 10
Last Hame:

First Hame:

Term Alternate Key: H |

[Jcase sensitive

Search

200

begins with [~{]|00

= i |

= ] |

20

begins with vl|

begins with vl|

begins with vl|

eging with VI|

Clear |Elasi|:: Search B Save Search Criteria

Search Results

Undergrad

54000

0o Undergrad

SJ000

0o Undergrad

54000

212f SF'RG 2012 ) Student Name

2114 FALL 2011
2113 SUMR 2011

Student Name
Student Mame
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The Enroliment Summary

page dISplayS. Star Spartan 001234567 *
Term: Sprg 2012 Career: Undergrad San Jose State University Frint Study List  Report Manager
LR
. . . Fine/ [ View Al First Bl 1230r4 1 past
6. View class information i .
. | d I b Class Nbr Subject Catalog Session Section Status  Status/Reason Acadding Basis Units Taken
INCiu Ing class num er’ Q. 20288 CHEM 1124 Regular 01 Enrolled Enrolled UGD Graded 3.00
SUbjeCt, career and Organic Chem Lecture
H H Q. 20298 CHEM 1208 Regular 01 Enrolled Enrolled (W[ e7n] CrdiNo Crd 1.00
session. (See Field
Chem Safety Lecture

Descriptions below.) Q 24867  MATH 8 Regular 01  Enrolled  Enrolled UGD  Graded 3.00

i i i College Algebra Seminar
7. Click View All if the
student is enrolled in more
than three classes.

8. To view specific class
details, click the Look up
(magnifying glass) icon.

Field Description List: Enrollment Summary page (above)

Field Name Description

Class Nbr Displays the five-digit enroliment class number.

Subject Displays the subject linked to the class number.

Catalog Displays the course catalog number.

Session Displays the academic session in which the student is enrolled.

Section Displays the academic session in which the class is scheduled.

Status Displays the Enrollment Status.

Status Reason Displays the reason for the Enroliment Status.

Grading Basis Displays the Grading Basis linked to the course.

Units Taken Displays the total number of class units.
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9. Click the Term Statistics
tab.

Enrollment Summary I Term Statistics

N

The Term Statistics page

Displays. Star Spartan 001234587 *

Find | view Al First Bl 1 or1 B Last

Academic Career: Undergraduate

10. View statistics for an
individual term.

First B 4 op 1 B Last

Institution: San Jose State University Academic Level - Term Start: Freshman
Term: 2122  Spring 2012

Graded  Grade GPA Eamed InProgress Units Taken Towards Acad Load 12.000

Units Points Units  Units Units Earned Towards Acad Load 12.000
For GPA 11.000 36500 3318 11.000 0.000 Units Taken For Audit 0.000
Not For GPA 1.000 1.000 0.000

Graded  Grade GPa  Eamed Graded Transfer Units GPA / No GPA 0.000

Units Points Units For Units Only 0.000
For GPA 0.000 0.000  0.000 0.000 Units Adjustment 0.000
Not For GPA 0.000 0.000 =>> Total Adjusted Transferred Units 0.000

ombined (Enrollment + Transfer Credit Units)

Graded  Grade GPa  Eamed InProgress | | Combined Earned Units GPA | No GPA 12.000

Units Points Units  Units Transfer Credit For Units Only 0.000
For GPA 11000 36500 3318 11.000  0.000 Transfer Credit Units Adjustment 0.000
Not For GPA 1.000 1000 0.000 >»> Total Term Units 12.000

Field Description List: Term Statistics Page (above)

Field Name Description

Academic Career Displays student’'s academic career.

Institution Displays San José State University (SJ000).

Academic Level-Term Start Displays the academic level at the start of the term, based on number of
units completed.

Term Displays the Term being viewed.
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Field Description List: Enrollments (above)

Field Name Description

For GPA / Graded Units

Displays the units the student has taken for a letter grade, whether it is a
passing grade or not.

For GPA / Grade Points

Displays the term grade points earned.

For GPA / GPA

Displays the student’'s GPA for the graded units.

For GPA / Earned Units

Displays the number of units the student has taken and passed for a letter
grade.

For GPA / In Progress
Units

Displays the number of units the student has that are in progress for a letter
grade.

Not for GPA / Graded
Units

Displays the number of units the student has taken for a non-GPA grade that
student has received, whether a passing grade or not.

Not for GPA / Earned
Units

Displays the number of units the student has taken and passed for a non-
GPA grade.

Not for GPA / In Progress
Units

Displays the number of units the student has in progress and that are being
taken for a non-GPA grade.

Units Taken Towards
Acad Load

Displays the total number of academic progress units taken. The number
usually equals the sums of In Progress Towards GPA, In Progress No GPA,
Taken Towards GPA and Taken No GPA.

Units Earned Towards
Acad Load

Displays the units passed For Progress. This number is usually the sum of
Passed Towards GPA and Passed No GPA.

Units Taken For Audit

Displays units the student has audited. These Do not count in the student’s
total units passed.

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals
Page 40



Field Description List: Transfer Credit (above)

Field Name Description

For GPA Graded Units

Displays the transfer credit that counts towards the student’'s GPA.

For GPA Grade Points

Displays the grade points earned for the transfer credit.

For GPA / GPA

Displays the student’'s GPA for the graded transfer unit.

For GPA Earned Units

Displays the number of transfer units the student has taken and passed for a
letter grade.

Not for GPA Graded Units

Displays the transfer credit units that do not count towards the student’'s GPA.

Not for GPA Earned Units

Displays the number of units the student has transferred and passed for a
non-GPA grade.

Graded Transfer Units
GPA / No GPA

Displays the total number of transferred in graded and non-graded.

For Units Only

Not using this field.

Units Adjustment

Not using this field.

Total Adjusted
Transferred Units

Displays the total number of transferred in graded and non-graded.
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Field Description List: Combined (Enroliment and Transfer Credit Units) (above)

Field Name Description

For GPA Graded Units

Displays the total SJSU and transfer units the student has taken for a letter
grade.

For GPA Grade Points

Displays the total SJISU and transfer grade points earned.

For GPA / GPA

Displays the student’s GPA for the graded SJSU and transfer units.

For GPA Earned Units

Displays the number of SJSU and transfer units the student has taken and
passed for a letter grade.

For GPA In Progress Units

Displays the number of SISU and transfer units the student has that are in
progress for a letter grade.

Not for GPA Earned Units

Displays the number of units the student has transferred and passed for a
non-GPA grade.

Graded Transfer Units
GPA / No GPA

Displays the total number of transferred in, graded and non-graded.

For Units Only

Not using this field.

Units Adjustment

Not using this field.

Total Adjusted
Transferred Units

Displays the total number of transferred in graded and non-graded.
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Student Grades

This section shows how to view a student’s class schedule and grades by term of enrollment.

1. From the Main Menu,
navigate to Records and
Enrollment > Student
Term Information.

2. Click Student Grades.

The Student Grades search
page displays.

3. Enter the appropriate ID or
Name.

4. Click the Search button.

The Student Grades search
results display.

5. Select a Term by clicking
the appropriate link.

Favorites | Main Menu > Records and Enrolment

Main Menu = Records and Enroliment =

ﬁ Student Term Information

Perform term bazed activities for individual students.

= Term Activate a Student Student Grades
-l Activate a student for a term and add or update Revieal ?ades and statistice for a specific student]
student term data. and terfm

Student Grades

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Limit the number of results to (up to 3003 Iﬁ

ID: begins witf ‘F\r_“l:ll:l 3
Academic Career: H | - M
Academic Institution: | begins with vI|SJEIEIEI
Term: H |
Campus IO hegins with v||

National ID: hegins with v||

Last Name; hegins with v||

First Name: begins with v||

Term Alternate Key: H | 6}

[l case Sensitive

Search Clear |Elasi|: Search B Save Search Criteria

P L

Search Results

View All

001224567 Undergrad SJ000 FRG 2012 Spartan.Star |
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The Student Grade Inquiry
page diSpIayS. Star Spartan 001234567 * ﬂl

Report Manager

6. View student’s grades by Term  Spro201z  Career  Undergrad Instiluion: San Jose Siste Universiy
term (See Fleld Detail |20288 CHEM 1124 Lecture 01 Graded 3.00 Regular | Organic Chem
Descrlptlons beIOW.) Detail |20298 CHEM 1208 Lecture o1 Crd/Mo Crd 1.00 Regular |Chem Safety

Detail |24867 MATH 8 Seminar 01 Graded 3.00 Regular | College Algebra

Detail |23655 MICR 142 Lecture 01 Graded 2.00 Regular |Path Microhiol I

7. To view class information,
click Detail.

8. To view statistical
information for the term,
click the Term Statistics
tab.

Field Description List: Student Grade Inquiry Page (above)

Field Name Description

Detail Displays the class detail information from the Schedule of Classes.
Class Nbr Displays the five-digit class used to identify the class section.

Subj Displays the subject of the class.

Catalog Displays the Catalog Number of the course.

Component Displays the type of course section, for example, lab, lecture, or seminar.
Sect Displays the Section number of the class.

Grade Input Displays the student’s grade that was entered on the Grade Roster, if the

term is graded.

Official Grade

Displays the grade the student views on the student’s transcript once
grades are posted to the student record.

Grading Basis

Displays the method of grading for the course.

Units Taken

Displays the unit value for the section.

Session

Displays the session the course was offered, for example, regular or
special.

Course Name

Displays the Course Title.
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Unofficial Transcripts

This section shows how to process the unofficial transcript. This SJSU custom report displays all three student
GPA types: term, SJSU cumulative, and all college.

1. From the Main Menu,
navigate to SJSU
Campus Solutions >
Transcript.

2. Click View Unofficial
Transcript.

The SJSU Unofficial
Transcript search page
displays.

3. Click Add a New Value.

The Request Detail page
displays.

4. Enter the student’s ID
number.

If you don’t know the ID,
see step 6.

5. If you have the ID ready,
you can click the Print
button.

Favq_['rtez. Mainlﬂenu > 515U Campgs Solutions

| MainMenw>
ﬁ 5JSU Campus Solutions

ﬁ Associated Students
SJEU Agzzociated Students Elections

ﬁ Messaging
es=aging

=] Mv Mezsanges

ﬁ Transcript
C View {u{nl}:fficial_rﬂnscri[D

5JSU Unofficial Transcript

Enter any infarmation vou have and click Search. Leave fields &

Find an Existing Value Add a New Walue

Request Detail Report Result

( Print | )
Report Request Nbr: 000000000 ©n Request

Transcript Type: LIMOFF Unofficial Transcript Report Manager

Find [ view Al First Bl 4 of 1 I Last

*Seq Nbry” *ID EI
i\ [oof Q

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals
Page 45



6. To look up the SJSU ID,
click the Look up
(magnifying glass) icon.

The Look Up ID page
displays.

7. Enter student’s name.
8. Click the Look Up button.

The Search Results display.

9. Click the ID of the student.

Request Detail Report Result

Report Request Nbr; 000000000 On Reqguest

Transcript Type: LIMOFF IInofficial Transcript

*Seq Nbr  *ID ,.-_" ™,

N

Look UpID

Empl ID: heging with VI|
Name: hegins with v“Stad
Last Name: | bedins with vl|5partan
Campus ID:| begins with vl|

!' Lug}kUp i'| Clear | Cancel |Elasi|: Lookup

Search Results

First JEj 1o0f1 fJ Last
e o= |
Ersagen iz Hame Last Name [Campus ID

0o fS#SET Sikartan, Star SPARTAN (blank)
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The Request Detail page
displays.

10. Click the Print button.

The Report Result page
displays.

Request Detail Report Result

Report Request Nbr: 000000000 On Request

Transcript Type: UMGFF Unofficial Transcript Eeport Manager

Find | view Al First B0 4 or 1 I Last

*Seq Nbr # *ID El
11 (001234567 | R gpartan star *

Request Detail Report Result

Report Request Nbr: 002794283 Process Instance:
Request Seq Nbr: 1
ID: 001234567 Star Spartan

THOFFICIAL STUDENT ACADEMIC EECORD

San Jose State University

STUDENT NAME: Spartan, Star
STUDENT MUMBER: 001234567
BIRTH MO/DRLY: 12/16

DATE PRINTED: 01/23/2012

THIVEERSITY MEMORANDUM
WEITING SKILLS TEST: ELIGIELE TC ENROLL IN _'LOCI!J COURSE
ENGLISH PLACEMENT TEST REQUIREMENT MET
ENTRY LEVEL MATHEMATICS TEST REQUIREMENT MET

MaXTHMUM OF 70 UNITS MAY BE ACCEPFTED FRCM 2 YEAR COLLEGE.
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11. To retrieve a more concise
version for printing, click
Report Manager.

The Administration page
displays.

12. Wait at least 15 seconds;
then click the Refresh
button.

13. Continue waiting and then
click the Refresh button
until Status changes to
Posted.

14. Select Details to view the
transcript.

The Report Detail page
displays.

15. Click the PDF link.

Request Detail Report Result

Report Request Nbr:

002794288

Administration Archives

Frocess Monitor

Re 0.-1anacer
Find | Wi AN mn..0n

Frocess Instance: 1773291

View Reporis For

User ID:

Type:

[»] Fouder:|

Status: |

4]

Report List

Customize | Find | View A1 ] 2] #

First B 4 of 1 I Last
Reguest

Select Report |Prcs
e i) Instance

Description

12210 1773201 SJSRO001

Format Status

Fosted

DatefTime Details

01/23/2012
11:50:4240

Acrobat
(.pdi

Report Detail

Process Instance: 1773291

Process Type:

Message Log
S0R Report

Distribution Details

Report ID: 12210
Name: SJSR0O001
Run Status: Success
SJSRO001
Distribution Node: HASITST
File List
Name
SﬁD Lo ) e W e I ’Zl".ll'l'i_mu

S{sr0001, 1773281.POF )
dSroon I7a284 out

Expiration Date:

File Size (bytes) Datetime Created

1,683 0142312012 11:51:18.358126AM PST
9,391 012372012 11:51:18.358126AM PST
99,901 0142372012 11:51:18.358126AM PST
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The student’s Unofficial
Transcript displays.

16. View student grades,
academic standing and
academic renewal
information. (See Field
Descriptions below.)

17. To print, select the Print
command in your browser
window.

SAN JOSE STATE UNIVERSITY
UNOFFICIAL TRANSCRIPT

STUDENT NAME: Star Spartan DATE ISSUED: 01/23/2012
STUDENTID No: (01234567 PAGE NUMEBER: 1 OF 2
UNIVERSITY MEMORRNDUM SPRING SEMESTER 2006
WREITINGC SKILLE TEET: ELICIELE TO EHRCLL IN 100W OOUREE ANTH 11 CULTURAL ANTHRO
ENCLISH PLACEMENT TEET REJUIREHENT HET HIST 15E U.3. HIST/2IVT
ENTEY LEVEL MATHEMATICE TEET EEQUIREEMENT MET HATH 70 FINITE MATH

HATINUN CF 70 UNITE MAY EE ACCEPTED FRCHM 2

UNDERGEADUATE RECORD

YEAR OOLLECE.

SEMESTER TOTAL:
SJ5U CUM:
ALL OCLLECE:

File Edt GoTo

Favorites  Help

Mew Tab

L e — g
Mewy Window Chrl+ : l (€ Peoplesoft ... ] €n
Qpen... Chrl+
Save As.., '* R
Prink. .. Ctrﬁ
5 -
SEnd b

Impoart and Expart, ..

Wark, OFFline
Exit

UNOFFICIAL

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals

Page 49



Field Description List: Unofficial Transcript (above)

Field Name Description

Student Name Displays the student’'s name.

Student ID No Displays the student's SJSU identification number.

Birth Mo / Day Displays the student’s birth month and day.

Alternate ID No Displays students SSN or campus-generated ID number for some

international students.

Date Issued Displays the date the transcript was generated.

Page Number Displays total number of pages.

UA Displays the number of units attempted for semester.

UG Displays the number of units enrolled that will impact the GPA.

UE Displays the number of units earned.

GR Displays the letter grade earned.

GP Displays the number of grade points based on the letter grade and units
earned.
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Class Rosters

This section shows how to generate class rosters. After students begin enrolling, you can generate class

rosters on demand.

1. From the Main Menu,
navigate to Curriculum
Management > Class
Roster.

2. Click Class Roster.

The Class Roster search
page displays.

3. Enter the Term, Subject
Area and Catalog
Number.

4. Click the Search button.

%!d Curriculum Management

=, manage attendance and grading.

~
“

Course Catalog

Maintain course catalog information.
=] Catalog Summary

=] Course Catalog Search

Schedule of Classes

Maintain schedule of clazses information.
[=] Class Search

=] Update Sectionz of a Class

ﬁ Enrollment Requirements
Maintain course reguisites.

= Enrollment Reguisite Summary

Combined Sections
Create combined =ection 1Dz and identify
clazzes to be combined.

=] ldentify

Dynamic Dates
Maintain Dynamic Dates.

= Class Section Dynamic Dates

Z

Class Roster
Vigws and ori

g3z rosters.

Combined Sections

Class Roster

Enter any infarmation you have and click Search. Leave field

Find an Existing Value

Limnit the number of results to (up to 300y |200

Use Saved Search: -
Academic Institution:| begins with vI|SJEIEIIZI

Term: begins with vl|2114
Subject Area: begins with v|||::|:|mm
Catalog Nbr: begins with v||2EI|
Class Nbr: I |

Class Section:

= L
eqins with VI|

Session: = vl |
Course ID: begins with ||

Course Offering Nbr: | = vl |

Search

Clear |EI:35icEear|:h B save Search r
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The Class Roster search
results display.

5. Select a section number by
clicking the appropriate
hyperlink.

The Class Roster page
displays.

6. View, sort and print class
rosters, as needed. (See
Field Descriptions
below.)

Search Results

S4000 2114 COMM _20 44654 Eegular 001838
54000 2114 COMM _20 AARGH Regular 001838
oaa 2114 COMM _20 44657 @ Eegular 001838

Class Roster

Fall 2011 | Regular Academic Session | San Jose State University | Undergraduate
< COMM 20 - 01 (44654)
Public Speaking (Lecture)
Days and Times Room Instructor Dates
Mo 6:00PM-2:45PM Hugh Gillis Hall 215 Facufty Mame 08/24/2011 -
12/08/2011

*Enrollment Status: Enralled _

Class Permissions

Enrollment Capacity: 25 Enrollad: i1
]
Enrolled Students customize | Find | View all | | B First B 1-11 of 1
Grade Program - Plan - Academic Grade
1D N Umit: Add Dt
ame Basis s Subplan Level Dt
1loo ; Student Mame Graded| 3.00 UGD - Undergraduate

f074
Degree - Pra-Hursing Freshman |06/07/2011

UGD - Undergraduate

Graded | 2.00|Degree - Business Sopheomore |06/23/2011
Administration/Manage

2|00 Student Mame
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Field Description List: Class Roster Page (above)

Field Name Description

Subject

Displays the course subject.

Catalog Number

Displays the catalog number.

Section

Displays the section number of the class.

Class Number

Displays the system-generated number used for registration. In the legacy
system this number is referred to as the call code.

Days and Times

Displays the days and times the class is offered.

Room Displays the building and room numbered where the class is held.
Instructor Displays the name of the instructor teaching the section.
Dates Displays the dates the class will be held

Enrollment Status

Displays the status of the students listed.

Class Permissions

Displays the class permission numbers connected to the section.

Enrollment Capacity

Displays the total number of students allowed to enroll in the class.

Enrolled Displays the total number of students enrolled in the class.
Student ID Displays the system generated Student ID number.
Name Displays the name of the student.

Grading Basis

Displays the grading basis linked to the course.

Units Taken

Displays the unit value for the class.

Primary Academic Program

Displays the student’s Primary Academic Program.

Academic Level

Displays the student’'s academic level.

Add Date

Displays the date the student added the class.

Grade Date

Displays the date that the student’s grade was posted to his/her record.
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Run San Jose State University Custom Rosters Reports
This section shows how to run SJSU custom roster reports.

1. From the Main Menu,
navigate to SJSU
Campus Solutions >
Records and Enrollment
> Campus Reports.

2. Click Class Roster
Report/File.

The Class Roster Report
search page displays.

3. Ifitis the first time you are
running the Class Roster
Report, click the Add a
New Value tab.

Favorites Main Menu > S1SU Campus Solutions

Main Menu = 55U Campus Solutions =
ﬁ Records and Enrollment

ﬁ Campus Reports

Lt ritten pe zlgted to Records and Enroliment
=] Clazs Roster Heport/File
Depﬂrtmsﬂm]ﬂicr Extract

Graduating Senior GPA Report
Core Course Tracking

Class Roster Report

Enter any information you have and click Search. Leave fields |

Find an Existing Value | Add a New Value

Limitthe number of results Thwiupto 200

Search by: Run Control ID hegins with|

[l case Sensitive

Search | Advanced Search

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals

Page 54



The Class Roster Report
Add a New Value page
displays.

4. Enter a Run Control ID
and click the Add button.

5. If you have run the report
previously, enter the Run
Control ID and click the
Search button.

The Class Roster Run
Control ID Search page
displays.

6. Select a Run Control ID
from your search results.

Class Roster Report

Find an Existing Value Add a New Value

Run Control 1D |R|:|sters

(Chas
D,

Class Roster Report
Enter any information you have and click Search. Leave fields

Find an Existing Value Add a Mew Value

Limit the number of results to (up to 300} |200

Search by: Run Control IDbegins with |

[ case Sensitive

Se th }hdvanced Search

Find an Existing Value Add a Mew Yalue

Lirnit the number of results to (up to 300} |200
Search by: Run Control ID begins with

[Ccase Sensitive

Search | Advanced Search

Search Results

Enaglish
English
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The Class Roster page
displays.

7. Enter or check the
following information:

e Term and Session

e Display Permissions
(Check this box to view
permission numbers on
the .pdf only.)

e Academic
Organization

e Subject Area

e Class Nbr or Course
ID

e Enrolled, Dropped

8. Click the Save button.

9. Click the Run button.

and/or Waitlisted
students.

Class Roster

Run Control ID:  Rosters Eeport Manager Process Monitor Run
*Academic Institution: 8000 Q San Jose State University

*Term:

Spring 2012

Find | View All n 10of1

{ [#] Display Permissions )
[¥]

Assignment

*Session:

*Sort Option: [Name
Select One of the Following Students In The Report
Academic Organization: Q Enrolled Students Begin Date: ,7 ]
@ject Area: AFAM @ [ Dropped Students T ,7 i
Class Hbr: Q [¥] waitlisted Students
Course ID: Q

E‘+Add| K Update/Dis

‘ B Save | !.Qﬂeturn to Search | [=] Notify |

Class Roster

Run Control I~ Rosters Report Manager Process Monitor
*Academic Institution: 8J000 | Q San Jose State University

2122 O

“Term: Spring 2012

Process Scheduler Request

The Process Scheduler
Request page displays.

User ID:

Run Control ID: Rosters

10. Select settings as follows:

e Server Name: PSUNX
o Type: Web
e Format: PDF

11. Click OK.

(Ser\'er Name:  PSUNX [se] ) Run Date: (01/23/2012 E
Recurrence: Run Time; | 3:48:46P 1
Time Zone: [FST U Pacific Time (US)

Process List

Select |Description Process Name Process Type *Type *Format
SJ8U Class Raster SJ8R0O0G S0R Report web  [v|[POF  [¥]

Fesetto Current DateTime

fc@ cancel |
NS
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The Class Roster page
displays.

12. Click Process Monitor.

The Process List page
displays.

13. Wait at least 15 seconds;
then click the Refresh
button.

14. Continue waiting and then
click the Refresh button
until Run Status changes
to Success and
Distribution Status
changes to Posted.

15. Click Details.

Class Roster

Run Control ID: Rosters Report Manager | Process, Monitar Run
Frocess Instance 1773294

Process List Server List

View Process Request For

User ID: 3 Type: vl Last vl| 1 Days vl Refresh |

Server: Hame: [ @ mstance:]| to |
o Orstriouton [7] Save On Refresh

Status: Status:

- o5
Process List customize | Find | view ATED ) B First B 4 o g I st

Process - Distribution -
Select . Frocess |ype — user Bun Uate/lime Letails
Select | Instance | Seg. |Process T Na User Run Date/Time Run Status Stals Details

1773294 30R Report SJBRO0G 01/23/2012 2:48:46PM PET Success Posted Defails

Process List Server List

View Process Request For

User ID: QL Type: ‘ M |Lasl M | 1 |Days M Refresh |
Server: Hame: C, Instance: | 1o |

fun Distribution [ save On Refresh

Status: " Status: )

Process List customize | Find | View A1 B0 | 3 First B0 4 o I (ast

Select (Instance | Seq. | Process Type :;o“c:ss User Run Date/Time Run Status =

1773294 SQR Report SJSR009 01/2312012 3:48:46PM PST Success Posted Defails
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The Process Detail page
displays.

16. Click View Log/Trace.

The View Log/Trace page
displays.

17. Click Class Roster.

The Class Roster page
displays.

Process Detail
Instance: 1773224 Type: SUR Report
Name: SJSRO09 Description: SJ3L Class Roster
Run Status: Success Distribution Status: Fosted
Rn " ipdate Process
Run Control ID: Rosters Hold Request
Location: Server Queve Request
Server: PSUNX Cancel Request
O Delete Request
Recurrence: Restart Request
Request Created On: 01/23/2012 3:51:39PM PST Farameters Transfer
Run Anytime After: 01/23/2012 3:48:46PN PST Message Log
Beogan Process At 01/23/2012 3:52:00PM PST Batch Timings
Ended Process At: 01/23/2012 3.52:13PM PST

View Log/Trace

Report ID: 12213 Process Instance: 1773294 Message Log
Name: 3JSR009 Process Type: S0R Report

Run Status: Success

2J3U Class Roster
Distribution Details
Distribution Node: HASITST Expiration Date: 01/25/2012

File Size es Datetime Created

012312012 3:52:13.483661F1

2 1,619 0112302012 3:52:13.483661P1
5isr009 1773294 out 461 01/23/2012 3:52:13.483661P1
Subject Catalog MiTitle Session Section Class Mo Course Id Stdnt. Id
AFAM 2B AfAm &D 1 1 27913 83 0
AFAM 2B AfAm &D 1 1 27913 83 0
AFAM 2B AfAm &D 1 1 27913 83 0
AFAM 2B AfAm &D 1 1 27913 83 0

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

SR002: Enrollment Fundamentals
Page 58



Run San Jose State University Campus Reports
This section shows how to run SISU Campus Reports.

1. From the Main Menu,
navigate to SJSU
Campus Solutions >
Records and Enrollment
> Campus Reports.

2. Click Department Major
Extract.

The Department Major
Extract page displays.

3. Ifitis the first time you are
running the Department
Major Extract Report, click
the Add a New Value tab.

The Department Major
Extract Run Control page
displays.

4. Enter a Run Control ID
and click the Add button.

Main Menu = S

ﬁ Campus Repors

Lacally-written reports related to Records and Enrallment

E" Class Roster ReportFile E Department Major Extract )
T

ions = Recaords and Enraliment =

Class Roster and Downloadable czv file Department Major Extract by Acade
Organization

Department Major Extract
Enter any information you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value Add a Mew Value

Search by: RunControl ID begins with

" Case Sensitive

Search | Advanced Search

Find an Existing Walue | Add & Mew Walue

Department Major Extract

Find an Existing Value Add a Hew Value

Run Control ID: NDAY
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5. If you have run the report
previously, enter the Run
Control ID and click the
Search button.

The Department Major
Extract Run Control ID
Search page displays.

6. Select a Run Control ID
from your search results.

The Department Major
Extract displays.

7. Enter the following
information:

e Term

e Academic
Organization

8. Click the Save button.

9. Click the Run button.

Department Major Extract

Enter any information you have and click Search. Leave fis

Find an Existing Value

Add a Mew Value

Limnit the number of results to (up to 300y |200

Search by: Run Control ID hegins with

[ case Sensitive

Search |.":".|j'-.-'3|'||:e|j Search

Search Results

View All First ] 1-4of4 JfJ Last
Language Code
English
English

L

Run Control ID

Department Major Extract

Run Control ID:. - MDAY

Term

Academic Organization

Report Manager Process Monitor Run

2122 Q
ggs-comm G

| 4B mextin List | = ot | =

( E]éave Iil }Qﬂeturn te Search | +[E Previous in List

Department Major Extract

| Run Control ID:  NDAY

Eeportblanager Process Monitor
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The Process Scheduler
Request page displays.

e Server Name: PSUNX.

e Type: Web
e Format: PDF
10. Click OK.

The Department Major
Extract page displays.

11. Click Process Monitor.

The Process List page
displays.

12. Click the Refresh button
every few minutes until the
Run Status displays
Success.

13. Click Details.

Process Scheduler Request

User ID: Run Control ID: NDAY
SewerNamQaSUNx ¥} Runpate01242012 e
Recurrence: Run Time: | 11:02:43AM Resetto Current Date/Time

Time Zone: &

Process List
Select |Description Process Name Process Type *Type *Format

Department lajor Extract SJSR072 SQR Report web  [w|[PDF  [v]

@ﬂl

Department Major Extract

Run Control ID:  mDAY Report Manager { Process Maonitor

Process List | Sernver List

View Process Request For

User ID: [NDAY O, Type: [ [v] [Last [v] | 1 [Days [ Refresh
Server: Name: Q Instﬁnce:| to |

Run Distribution 7 Save O Refresh

Status: - Status: .

Process List customize | Find | View Al B0 | B First B 4 074 B Last

Process - Distribution -
=select | Instance : |Process lype User Run Date/Time Details
Select |Instance | Seq. (Process T r— User Run Date/Time Run Status Shaus Details

1773297 30R Report B3J8RO72 0112412012 11:02:45AM PET Success Posted Details

Process List || SemverList

View Process Request For

User I0: [NDAY 2, Type: [ [s] [Last [v] | 1 |Das [v] Refresh |
Server: Name: Q \nstance:| to |
Run Distribution Save On Refresh
Status: © Status: .
Process List customize | Find | View AL 8 First B 4 o9 I st
Process - Distribution
Select |Instance | Seq. |Process Type rr— User Run Date/Time Run Status Grirs
1773297 SOR Report SJSROT2 01/24/2012 11:02:45AM PST Success Fosted Ce a
P,
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The Process Detail page
displays.

14. Click View Log/Trace.

The View Log/Trace page
displays.

15. Click the academic
organization CSV link.

The Department Major
Extract CSV page displays.

Process Detail

Instance: 17732497 Type: SOR Report
Name: 3SJ3RO72 Description: Department Major Extract
Run Status: Success Distribution Status: Fosted
rn —JupdateProcess
Run Control ID: MDAY Hold Request
Location: Server Queue Request
Server: PSUMNX Cancel Request
) Delete Request
LAl m Restart Request
Date(Time
Request Created On: 01/24/2012 11:07:18AM PST FParameters Transfer
Run Anytime After: 01/24/2012 11:02:45AM PST IMessage Log
Began Process At: 01/24/2012 11:07:414M PST Batch Timings

Ended Process At: 01/24/2012 11:09:10AM PST

View Log/Trace

Report I1D: 12215 Process Instance: 1773297 Message Log
Name: SISROT72 Process Type: SOR Report

Run Status: Success

Department Major Extract

Distribution Details

Distribution Node: HASJTST Expiration Date: 01/26/2012

File Size Datetime Created
101,573 01/24/2012 11:09:10.609547 AM PST
: 1,614 01/24/2012 11:09:10.609547AM PST
Sjsr072 1773297 out 678 0142412012 11:09:10.609547AM P3T

(=)

EMPLID |STRM FIRST_MAME MIDDLE_MNLAST_MANMNAME ACAD_CAIACAD_PR(DEGREE ACAD_PLL

oo 2122 starm Marie Day UGRD uGD BA SPCHBA-1
oo 2122 Scout Wiggles Day UGRD UGD BA SPCHBA-1
oo 2122 Ginger Lynn Day UGRD UGD BA SPCHBA-1
0o 2122 Qreo Cookie  Day UGRD UGD BA SPCHBA-1
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