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Overview
This training manual demonstrates how to navigate faculty advisor processes via MySJSU.
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Course Catalog

This section discusses the functions of the Course Catalog and demonstrates how to view course catalog

information.

Course Catalog Overview

1. From the Main Menu,
navigate to Curriculum
Management > Course
Catalog.

2. Click Course Catalog
Search.

The Catalog Search page
displays.

3. Choose a Subject Area
and/or a Catalog Nbr.

4. Click the Search button.

Faw:‘u'r'rtes Mainvrv'lenu > Curriculum rjanagement

Main Menu > Curriculum Management =

ﬁ Course Catalog

Maintain courze catalog information.

Catalog Summary Course Catalog Search
View courze catalog gummary infermation. Review courge catalog.

Favorites Main Menu > Curriculum rjanagement = CnursevCataIng » Course Catalog Search

Course Catalog Search

New Window | E

Search Criteria

Enter institution and subject. Catalog number is optional.

*1 pstitution: |San Jose State University [i]

GS_uhjecl: Area: Eicl CD

Catalog Nbr: | Exact Match

* Reguired Field
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The system displays a
message that the search will
return more than 50
courses.

5. Click OK.

The Catalog Search Results
display.

6. View course information.

Note: Course offerings for
the subject selected
display in catalog number
order.

Cancel

Course Catalog Search

Catalog Search Results

Beturn to Sea

BIOL 1 - Plant Biology

Course Detail

Units: 4 units
Grading Basis Graded
Course Components Laboratory Required
Lecture Required
Enrollment Information
Course Attribute Lab fee reguired.

Description

Flant structure, function, reproduction and environmental adaptations. Evolutionary
relaticnships among plant greups. Cell cycles and cell division, Mendelian gensetics,
membrans transport and the scientific method.

Prerequisite: Eligibility for CHEM LA and eligibility for ENGL 1A per EFT.

Misc/Lab: Lecture 3 hours/lab 3 hours.

Motes: Grade of "C" required for BIOL 2, BIOL 3, and courses that require BIOL 1.
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Field Description List: Catalog Search Results (above)

Field Name Description

Subject Displays the Subject of the course.

Catalog Number Displays the Catalog Number assigned to the course.

Course Title Displays the Title of course.

Units Displays the Unit value assigned to this course.

Grading Basis Displays the grading basis assigned to the class.

Course Component Similar to course activities in the legacy system. It indicates the type of

course offering (lecture, lab, seminar and so on).

Enrollment Requirement Displays the requisites for the course.
Course Attribute Displays General Education information attached to the course.
Description Displays a Description of the course content as well as misc/lab notes,

pre/co-requisites, and general notes.
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Academic Terms and Sessions

Academic Term: Universities use academic terms as an administrative way to define academic sessions,
to bill students, distribute financial aid and generate university statistics for reporting.

In PeopleSoft, there are four academic terms: Winter, Spring, Summer, and Fall. The numeric values for
the codes (below) are based on those in the legacy Student Information System (SIS) that San José State
continues to use to define academic terms:

o 1=Winter

e 2 =Spring

e 3 =Summer
e 4=Fall

For example, in SIS, use 034 to enter Fall 2003. In PeopleSoft 8, use a 4-digit value to identify a school
term. If the term is in the year 2000 or beyond, add the number 2 before the 3-digit SIS value. For example,
in PeopleSoft, the 4-digit value for Fall 2003 is 2034. To enter a term in the 20th century (the 1900s); place
a 0 before the former 3-digit value. For example, Fall 1995 in PeopleSoft would have the term value 0954.
See the table below:

PeopleSoft
Fall 2003 034 2034
Fall 1995 954 ‘ 0954

PeopleSoft offers flexibility on course begin- and end-dates and allows course grading at any time during a
term. Special Session courses no longer have to be placed in unique terms, but are offered within the
terms listed above.

Academic Sessions: Sessions in PeopleSoft divide a term into multiple periods for offering classes. In
PeopleSoft we have defined five possible sessions offered throughout the four terms. The sessions are as
follows:

¢ Regular Academic Session: Courses are state funded and offered on the main SJSU campus. Open
University classes are offered within this session.

e Special Session: Courses are self-funded and not offered on the main SJSU campus.

¢ Winter Session: Courses are self-funded and offered on campus during a three week period between
the fall and spring terms.

e Summer One: Courses are self-funded and offered on campus during a six or ten week period during
the summer term.

o Professional Development: Courses offered through the SISU Professional Development Center.
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Schedule of Classes
Use this section to learn how to view the schedule of classes.

. Favorites | Main Menu » Curriculum Management > Schedule of Classes
1. From the Main Menu, > - -2n°d -

navigate to Curriculum

Main Menu = Curriculum Management =

Management > Schedule ﬁ Schedule of Classes
of Classes. Maintain schedule of clazees information.

2. Click the Class Search = Classfearch
||nk View zchedule of clazses

The Class Search page Search for Classes
displays. ] ]
Enter Search Criteria
3. Enter the Term value. Institution | 52n Jose State University |+ |
Term Fall 011 %"
Select at least 2 search cipgjpsgy results.

Class Search Criteria [Elxligeups
Spring 2012

Summer 2011
Winter Session 2011
Winter Session 2012

Course Subject

Course Number [i= exactly ™
Course Carear | Undergraduzts [il
The Class Search Criteria Select at least 2 search criteria. Click Search to view your search results.
page disp|aysl Clazs Search Criteria
@rs.e Subject select subject I }
4. Enter the Subject, Course Course Number [is exactly e
Number or Course Couree Carear [Undergraduate 2
Career.
DShnw Open Classes Only
I:‘ Show Open Entry [Exit Classes Only
Note: This search page N -
. Use Additional Search Criteria to narrow your search results.
requires you to enter two
pieces of data. The [* Additional Search Criteria

checkbox for Show Open
Classes only counts as
one. Selecting this
checkbox will result in
displaying only the classes
that have space available.

SR105: Faculty Advisor

SJSU Information Support Services
Page 6

info-support@sjsu.edu, 408-924-1530



5. If you do not know the
subject abbreviation, click
the select subject button.

6. Click the letter with which
the subject begins.

7. Click the select button for
your subject.

Class Search Criteria

Course Subject

77

select subject I

Course Number | is Exal:t"]'_,rll

[w] |

Search for Classes

Course Subject Lookup

- e
spring <UJLs

JKLMHNOPAQRST

T & 49

Select a Subject

saelect | HA

salect | HEER.
select | HIST
saelect | HFED
salect | HERF
select | HRTM
salect | HS

salect | HSED
select | HsPM

Humanities & the Arts

Habraw

History

Human Perfarmance Education

Hezlth Professions

Hospitality. Recreation and Tourism Managment
Health Science

Hezlth Science Educaticn

Hospitality Management

HUM Humanities
te

SJSU Information Support Services
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The Course Subject displays Search for Classes
on the Search for Classes

page. Enter Search Criteria

If more information is needed, Institution [S2n Jose Stats University [w]
cllc_:k t_he_AddltlonaI Search rerm Mrall 2012 =
Criteria link.

Select at least 2 =earch criteria. Click Search to view yvour search results.

Class Search Criteria

Course Subject selact subject | Aum|
Course Numbear | iz exactly [ll
Course Career | Undergraduate Iil

Show Open Classes Only
I:l Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

— ——,
(D’ Additiﬁnal Search Eriteria)
hol py "4
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info-support@sjsu.edu, 408-924-1530 Page 8



The Additional Search
Criteria section displays. Course Subject select subject | [HUM Humsnities
Course Number |i5 exactly [i]

W

8. Enter a minimum of two Course Career [Undergreduste [v]

values in the search field. Show Open Classes Only
I:l Show Open EntryfExit Classes Only

Note: In this example,
Subject and Mode of
|nStrUCtI0n are pOpulated “F Additional Search Criteria

9. Click the Search button.

Use Additional Search Criteria to narrow your search results.

Meeting Start Time | greater than or equal to Vl
Meeting End Time | lezs than or equal to V| (example: 1:00PM)

Day of Week | include only these days [i]
I:‘ Maon DTues I:‘ Wed DThurs D Fri I:‘ Sat D Sun

Instructor Last Name _ |

Class Nbr (example: 1128)

‘example:Class Category)
Course Attribute Q \exam o
Course Attribute Value Q (example:GE Classes)

Course Title Keyword | ‘example: statistics)

Minimum Units | greater than or 2qual to [i]
Maximum Units | less than or egqual to [i]

Course Component

Session

Campus San Jose State University M: V|

|
|
Mode of Instruction | [i]
[
|

Location

CLEAR CRITERI | SEhRCHl
I

SJSU Information Support Services SR105: Faculty Advisor
info-support@sjsu.edu, 408-924-1530 Page 9



WOHUM 1B - Background of Western Culture and Society

The Class Search results
page displays. P TSI TPy

Secton A0-LEC(31536) status @
. . tession  Regular Academic Session
10 TO view a" SeCtlonS Of a Pl g Dt Droys B Tervwes Fam i brusg b
class, click the View All
. . Ti sIDAM - i
Sections link. 1/23/2006 - 5/1672006 | T3TO S0 ;i.t‘..'."if:{rm
Section 13-SEMI22539) status ()
Seesion  Regular Academic Seesion
Eapniing Dates Drays & Ternes R Tire "

Cudlay Meerhead |

|1J'25.|"2EII:I6 = /1672006 |TuTh 12:00FM - 1,190 Hasll 208
Secton R-SEMISTA00 Status ()
Session  Regular Academic Session
Fipatang Dates Days & Tames i Tivs s b
= - = Dudley Moorhead |
|1.."25.."2|:|n5 SFLES 2006 |1‘|.|1"h 12:00PM - Lia5emM | ueT e |

= OHUM  1F - Background of Western Culture and Society

All of the sections of the
class display.

Smctio ! status @
. Session  Regular damic Session
NOte: TO see greater detall eeting Dates Days & Tines Pioorm In=truc bore
about this section, click the
. Th H - w 1

class number link. 1/25/2006 - 5/16/2006  [1511 2 :0AM o e
Section AL-SEMI215391 Status (@
Session  Regular Academic Session
Meeting Dates Days B Tines Bogn Insbructor
tuzwzuua - 5/16/2006 |'I'u1'h 12:000M - 1;13pm (Dudley Moorhead
Secton L12-SEM(21540] status @
Session  Raegular Academic Session
Maeting Dates Days & Times Roarm Instyuctoe
Euesrzuua - S/16/Z006 |TuTh 1Z:00PM - 1115FM 2:;?';;;“’“““

SR105: Faculty Advisor
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The Class Detail page Class Detail

displays.
HUM 1B - 10 Background of Western Culture and Society
San Jose State University | Spring 2006 | Lecture
11. View detailed section RETURN T RESULTS
information. (See the
Field Descriptions List CLASS DETALLS
bEIOW) Status . Cpen Career Urndergraduate
Class Mumber 21538 Dates 1/25/2006 - 5/1&6/2006
Session Regular Academic Session Grading HNormal Grade Rules
Units & units Campus  San Jose State University
Instruction Mode  In Perzon Main
Class Components Lecture Requirad
Serninar Requirad

MEETING INMFORMATION
Days & Times Room Instructor Meeting Dates

TuTh 10:3204M - Wazhington Square

11:454M Hall 109 172572006 - 5/16/2008

ENROLLMENT INFORMATION

Consent Departrment Consent Reguired
Enrollment Requirements English Remediation completed

[ W T B e e - I

Field Description List: Class Detail Page (above)

Field Name Description

Status Displays the status of the class. Valid values include active.

Class Number f;eyrsr,gadrrtl;)gaesni::tilc;;\:r(?cl):)(;aer.used for registration. In the legacy system it is
Session Indicates which session course is offered.

Units Indicates the number of Units granted upon course completion.

Instruction Mode Displays if the course is taught in person, on the Web or via TV.

Class Components Displays the type of course offering, lecture or lab.

Career Indicates the career attached to the course.

Dates Displays the dates of instruction for the course.

Grading Indicates the basis for how the course is graded.

SJSU Information Support Services SR105: Faculty Advisor
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Field Name Description

Location Indicates the location where course will be taught.

Campus Displays the campus where course is offered.

Days and Times Displays the days the class is held as well as the start and end times.

Room Indicates the building and room number for the course.

Instructor(s) Displays the name of the instructor(s) assigned to teach the course.

Meeting Dates Displays the start and the end dates of the course.

Consent Indi_cates if the class requires a class permission number at the time of
registration.

Enrollment Requirements Displays the course prerequisites or other enrollment information.

Displays additional course information (for example, GE information, and

Class Attributes
course level).

Class Capacity Displays the enrollment capacity for the course.

Enrollment Total The total number of students enrolled in the section.

Displays the class type indicating whether a section requires manual

Class Type Enroliment or Non-Enrollment, which is system-driven.
The total number of class seats available.
Available Seats Note: If a course has multiple components (lab, lecture, activity) only one

component can be the enrolled section. Other components will display the
class type Non-Enrollment.

Displays waitlist capacity of 100 students for all courses with, the exception

Wait List Capacity of Supervision

Wait List Total Displays the total number of students on the waitlist.

Displays the class notes for the section of the course. In the legacy system

Class Notes class notes are called footnotes.
Displays the description of the course found in the Course Catalog.

Description Note: If a course has multiple components (lab, lecture, activity) only one
component can be the enrolled section. Other components will display the
class type Non-Enrollment.

SJSU Information Support Services SR105: Faculty Advisor
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Class Permission Numbers

This section demonstrates how to view Class Permissions. Class Permissions are associated with a class and
a term and can be given to a student by department staff or faculty.

1. From the Main Menu, Main Menu = Records and Enroliment =

navigate to Records and ﬁ Term Processing
Enrollment > Term
Processing > Class Process appointments, permissions, term activation, waitlists, withd
Permissions. ﬁ Class Permissions
Create Class Permizsions.

2. Click Class Permissions.

=] Claz= ﬁermiasicna

The Class Permissions Class Permissions
search page displays.
Enter any infarmation you have and click Search. Leave fields blank far a

> bt Area e
. Find an Existing Val
Subject Area. B

4. Click the Search button. Limit the nurmber of results to (up to 2003 |200

Academic Institution:| = [+ 31000 Q
Term: = [w] [2122 Q
Subject Area: |Engl ')
Catalog Mbr; begins with vI|
Academic Career: | = M |
Campus: begins with | | QL
Description: begins with v||
Course ID: heqins with v|| Q
Course Offering Hbr: | = vl | Q
[Icase Sensitive
{ SEE”%"' |'I Clear |Elasi|:: Search Save Search Criteria
R Iy

SJSU Information Support Services SR105: Faculty Advisor
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The Class Permissions Class Permissions
search results display.
Enter any information you have and click Search. Leave fields blank for a list of all values.

5. Select a Catalog Nbr by

clicking its link.

Limitthe number of results to {up to 300} W
Academic Institution:| = v [3J000
Term: 2122
Subject Area: [ENGL
Catalog Nbr: begins with v“
Academic Career: | = M | M
Campus: begins with vl| Q
Description: begins with vl|
Course 10; kegins with v“
Course Offering Hbr: | = vl |

[lcase sensitive

L 00

L0

Search | Clear |Elasi|: search B save Search Criteria

Search Results

Descriptio
51000 2122 ENGL }é Undergrad IAIN Composition |
5J000 2122 EMGL : dndergrad MAIM  Composition 2
5J000 2122 EMGL i Undergrad MAIM  Critical Thinking
SJSU Information Support Services SR105: Faculty Advisor
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The Permission to Add page

d | S p I ayS . Course ID: 004991 Course Offering Nbr: 1
Academic Institution: San Jose State University
Term: Spring 2012 Undergrad
Subject Area: ENGL English
Catalog Nbr: 1A Composition |

6. View permission numbers
for the section selected.

Class Section Data

Find | View Al First Bl 1 or 25 D Last
1

S Fi Id D P t Session: 1 Regular Academic Session Class Nbr: 20418 Class Status:  Active
( o e escrlp 'ons EosmEnE & Class Type:  Enrollment Section
beIOW.) Component: Seminar Instructor:

Student Specific Permissions

7. To see other sections,
click the arrow or the
VIeW A” Ilnk Expiration Date: 02M13/2012

Permission Valid For:

8. Select the Perm | SS | on Requisites Not Met  |Consent Required Career Restriction ::TLS.‘:’SSiONTime
tab.
NOte: Classes that ha-ve Assign More Permissions: Genzrat Set All Permissions to Issued

multiple components, for
example, lab and lecture,

Class Permission Data customize | Find | E01 88 First B 140 or a0 B Last

will have permission sea b onean permission
88 S8 Y se e piration e
nu_mbers for onIy the ] 1 155613 Not Used 02M13/2012
primary enrollment section. 2 [708303 Mot Ussd 021312012
3 |583941 Mot Used 021372012
4 |205632 Not Used 0213/2012
The PermISSIOI'] tab Class Permission Data Customize | Find | EI| i First Kl hdﬂof-wu IEE

dlsplays General Info Permission
Requisites Hot Consent Career Permission
Seq# |Number 1D Clozed Clazs |Met Required Resztriction Time Period
. . . 1 155613
9. View Permission Number B 0
and overrides for closed : R
class, requisites, and 1 |29ee3
career.
10. Select the Comments
tab.
T_he Comments page Class Permission Data Customize | Find | 2 38
dis P | ays. General Info Comments
Seq
. . . # Comments
11. View Permission 1 155613
Number, ID and > [reganm
Comments. = =
12. Click the Show all 4 |295632
columns icon.
SJSU Information Support Services SR105: Faculty Advisor
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Used Permission Numbers
display.

Notes: Once used, the
Permission Use Date displays
as well as the SJSU ID
number and the name of the
student.

In this example, sequence
numbers 1, 3 & 4 have been
used.

First (] 1-40 of 40 o Last

Class Permission Data

Customize | Find | = | E:

[
# Expiration Date
1 537499 |00 Student Name Used 01/26/2010 |02/12/2010
2 |262278 Not Used 0211212010
3 579562 |00 Student Mame Used 02/04/2010 |02/12/12010
4 723912 |00 Student Name Used 02/04/2010 |02/12/2010

Field Description List: Class Permission Data (above)

Field Name Description

Course ID

Displays system generated identification number assigned to the course in
the course catalog.

Course Offering Number

Displays one for all courses, unless the course is cross-listed. The
dependant subject of a cross-listed course will display a number greater
than one.

Academic Institution

Displays the value used to identify San Jose State University.

Term

Displays the term value associated with the class permission numbers.

Subject Area

Displays the subject area for the course.

Catalog Number

Displays the catalog number assigned to the course.

Session

Displays the session in which the class is scheduled.

Class Nbr

Displays the five-digit number used for class registration.

Class Status

Displays the class status of the class.

Class Section

Displays the class section number.

Displays either enrollment or non-enroliment depending on primary

Class Type component selected.
Component Displays the class type scheduled.
Instructor Displays the name of the instructor assigned to teach the course.

Student Specific Permission

Allows students to enroll by ID and not use permission number.

SJSU Information Support Services
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Field Name Description

Expiration Date Displays the date the permission number expires.
Closed Class If checked on number will override enrollment capacity set.
Requisites Not Met If checked on number will override prerequisites set on course.

. If checked on number will override department or instructor consent is
Consent Required

required.
Career Restriction If checked on will ignore the career of the student.
Permission Time Period If checked on will ignore the dates where permission numbers can be used.
Sequence # Displays system generated sequence number assigned to each permission
number based on the order it is created.
Number Displays a five or six digit random, system-generated permission number.
ID Displays the id of the student who used the permission humber.
Name Displays the name of the student who used the permission number.
If checked on indicates that number has been given to a student.
Issued Issued By: Displays the name of the person who selected the Issued by.
Issued Date: Displays the date the permission number was given.
Status Displays one of two statuses; Used or Unused.
Permission Use Date: Displays the date the permission number was used.

Displays the date the permission number will expire. Defaults from the

Expiration Date Default Date above.

Displays value of A indicating that student can add the course. Once

Permission Type permission number is used, will display the id of the student who used it.

SJSU Information Support Services SR105: Faculty Advisor
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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 1D
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 Mame a0 9
Academic Career: Undergraduate Career Requirement Term Student Career Hbr: 0
Find | View Al First | (e )
Status: Active in Program
Effective Date: 08/28/2008 Effective Sequence: 1
Program Action: PLNC Flan Change Action Date: 08/28/2008
Action Reason: SREQ Student Request Joint Prog Appr:
Academic Institution; 54000 San Jose State University
Academic Program: Uso UGD - Undergraduate Deagree
From Application
Admit Term: 2064 FALL 2006 Application Nbr: 00212053
Application Program Mbr: 0
Requirement Term: 2064 FALL 2008
Expected Grad Term: 2132 SPRG 2012 Campus:  WMAIN WMAIN 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
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6. Click the Student Plan
tab.

The Student Plan page
displays the student’s
major.

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

Student Plan

NV

Student Program

I Student Degrees

Student Program Student Plan Student Degrees
Student Name oo
Academic Career: Undergraduate Student Career Nbr:

] Car Req Term: Fall 2006

Find | View Al First | 4 1 of 1 ] Last
Status: Active in Program Admit Term: Fall 2006
Effective Date: 08/28/2008 Effective Sequence: 1
Program Action: Flan Change Action Date: 08/28/2008
Action Reason: Student Request Requirement Term: Fall 2006
Academic Program: Undergrad
Find | view Al First [« 1 of 1 ] Last
(A_cademic Plan: HLTHBS-1 Health Sciencej Majar
Plan Sequence: 10 Degree: BS
Declare Date: 05/28/2008 Degree Checkout Stat:
Requirement Term: 2084 FALL 2005 Student Degree Nbr: Eredeniats
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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Academic Level
This section demonstrates how to view a student’s projected academic level via the Term Activation page.

1. From the Main Menu Main Menu = Records and Enroliment =
navigate to Records and ﬁ Student Term Information
Enrollment > Student
Term Information. Perform term based gotivities for individual students.
2. Click Term Activate a #| Term Activate a Student E Student Grades
' Student Activate a g nt for a term and Review grades and =statistics for a
udent. add or update student term data. zpecific student and term.
The Term Activation search Term Activate a Student
page displays.
3. Enter the appropriate ID Enter any information you have and click Search. Leave fields klan
or last name.
4. Click the Search button. Find an Exasting Value
Lirmnit the number of results to (up to 300} |300
1D begins with vl|l:|l2l
Campus [ kegins with v||
Local Campus 1D;| hegins with v||
Hational 1D; begins with v||
Last Hame: kegins with VI|
First Hame: kegins with v||
[]case Sensitive
Segfch Clear |Elasi|:: Search B Save Search Criteria
\-.._q"—"l_/
The Term Actlvatlon page Term Activation Enroliment Limit Student Session dernal Study
displays. Star Spartan 001234567 *
. . Find | View Al First BN or e BN Last
Th's page dISplayS the term Academic Career: Undergraduate
eligibility and the student’s Find | View Al First Bl 1 or 1 I Last
aC&demlC Ievel- Academic Institution: SJ000 San Jose State University ﬁ
5. VleW the term information_ Term: Sprg 2012 Semester  Activation Date: 01/25/2012
(See F|e|d Descriptions Student Career Nbr: ] UGD - Undergraduate Degree
belOW ) Override All Academic Levels: Academic Year: 2011
Override Projected Level: Load Determination: Units
Academic Level - Projected: Form of Study: Enralliment
Academic Level - Term Start: Freshman Academic Load: Less 1/2
Academic Level - Term End: Freshman Billing Career: UGRD
Level Determination: Units ( Eligible To Enroll: }
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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

Primary Academic Program number for the term selected above.

Override All Academic
Levels

Check this box if you wish to modify All Academic level fields. If box is not
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.

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 value 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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Service Indicators

This section discusses Service Indicators, demonstrates how to attach, remove, and view a Service Indicator,
and shows how to perform a Service Indicator audit.

A service indicator can be attached to a student’s record to indicate that the student will receive or be denied
access to services. Service indicators display at the top of students’ records and might show that the university
requires that students seek academic advising, provide medical records, or attend orientation. Placing a
service indicator on a student’s record ensures that the required task will be completed.

In addition to the service indicator, the university can place a Service Impact. A Service Impact states the
action that can result from the attachment of a Service Indicator to a student’s record. For example, for a

Service Indicator on a student’s record requiring the student to pay fees, the Service Impact may drop the
student from classes and not allow further enroliment until fees are paid.

Attach a Service Indicator

1. From the Main Menu,
navigate to Campus
Community > Service
Indicators (Student).

2. Click Manage Service
Indicators.

The Manage Service
Indicators search page
displays.

3. Enter the appropriate ID
or name.

4. Click the Search button.

Faw:lvr'rtes. ¢ Main ‘Menu » Campus C_nmmun'rt',f
Main Menu > Campus Community =
Service Indicators (Student)

Grant or limit a =tudent'zs accezs to =ervices at your institution.

Manage Service Indicators E Audit Service Indicators
f-1ﬂnﬂg5@'~'ics Indicators (Student) Service Indicator Audits for Student

Manage Service Indicators
Enter any infarmation you have and click Search. Leave fields blank for a list

Find an Existing Value

Limitthe number of results to (up to 300} |300

@_pl ID: begins with |s (00| j Q

Academic Career:| = |w | [v]

National 1D: kegins with

W

Campus ID: kegins with

W

iy

Local Campus ID: | begins with v

Last Hame: hegins with v

First Hame: hegins with v

[]case Sensitive

Clear | Basic Search Save Search Criteria
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The Manage Service
Indicators page displays.

5. Click the Add Service
Indicator button or link.

The Add Service Indicator
page displays.

6. To attach a service
indicator, enter
Institution, Service
Indicator Code and
Service Ind Reason
Code. (See the Field
Descriptions List below.)

7. Click OK.

Manage Service Indicators

Star Spartan 001234567

Display: Effect All Institution San Jose State University M Refresh &

Servive inuraion Sunimary Customize | Find | View Al | & B8 Firet Kl 1 or1 Il Laet

Code [S20E Reason Institution |Start Term |SBETEM ey yory, (E0DTEM o\ i pate  |End Date

Description Description
20 Coll of Sci - Coll of Sci - Major
— Major Advising Advising

Description Description
51000 0000 Al Terms 11152011

Add Service Indicator

Add Service Indicator

Star Spartan 001234567
*Institution: 8J000 |Q San Jose State University

("Ser'.'ice Indicator Code: RO O\) 1st Semester Advising Required
@Wice Ind Reason Code: 4DV @ 1st Semester Advising Required

Description; SJSU policy requires students to obtain department [

advising before the completion of their 1st semester. 1™
< i

Effect: MNegative
Effective Period

Start Term: 0000 Q@ All Terms End Term: QL
Start Date: 01/05/2012 |5 End Date: 5

Assignment Details

*Department: WO\ Sl University Deparments
Reference: |
Amount: 0.00 Currency: lﬁ Q
Contact 1D l— Q Contact Person: |
Placed Person ID: 000 Q. Placed By: Day Mancy E
Comments

Services Impacted Customize | Find | View Al |20 ] B pirst N

Impact Description Basis - Date Basiz - Term

1 AENR Drop Cnly

Service Indicator Date Time: 01/05/2012 14:27:18
User ID: MDAY Day,Mancy E

/@ Cancel | Apply
2/

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

SR105: Faculty Advisor
Page 25



Field Description List: Add Service Indicator Page (above)

Name Description

Description The description of the service indicator code and contact information

Effect Displays positive or negative, depending on Service Indicator Code
selected.

Start Term The term the Service Indicator takes effect.

End Term Not using End Terms for Student Records

Start Date The date that the Service Indicator is valid for the student.

End Date The date that the Service Indicator is no longer valid.

Department The department responsible for placing the service indicator.

Reference Informgtion useful for tracking and identifying Service Indicator and its
resolutions.

Amount If the service indicator shows a monetary hold, enter the amount here.

Currency Automatically defaults to USD.

Contact ID ID of person student is to contact with questions regarding the hold.

Contact Person

Populates with the contact person’s name when entry in Contact ID field.

Placed Person ID

ID of person who placed the service indicator — or requested that it be
placed on this record.

Placed By

Field will populate when entry in Placed Person ID field.

Comments

Field is for comments to describe the service indicator.
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Remove a Service Indicator

This section demonstrates how to remove a service indicator.

1. From the Main Menu,
navigate to Campus
Community > Service

Indicators (Student).

2. Click the Manage Service
Indicators link.

The Manage Service
Indicator search page
displays.

3. Enter an ID or a name.
4. Click the Search button.

The Manage Service
Indicators page displays.

Note: There are two service
indicators placed on this
record.

5. ldentify the Service

Indicator to be removed.

Click the link of the
indicator you want to
remove.

Favgrites Main Menu > Campus Community > Service II'IdiCEIEEIFS (Student)}

Campus Community =
ﬁ Service Indicators (Student)

Grant or limit a =tudent’s access to =ervices at your institution.

C -)

Manage Service Indicators

Main Menu =

Manage Service Indicators
ldanage Ss.l\:”}:e Indicators (Stu

Audit Service Indicators
Service Indicator Auditz for Student

Enter any infarmation vou have and click Search. Leave fields blank for a list of al

Find an Existing Value

Lirnit the number of results to (up to 200} |200

Empl 1D kegins with vI|E|EI| ')
Academic Career: | M
HNational 10; regins with v||

Campus D regins with v||

Local Campus ID: | begins with v||

Last Hame: begins with v||
First Hame: begins with v||

[1case Sensitive

{ SE£CH !} Clear |Elasi|:Eeart:h B save Search Criteria

Manage Service Indicators

Star Spartan 001234567

Display: Effect All San Jose State University IL]

Institution

Add Service Indicator

Service Indicator Summary

=
Customize | Find | View All| 2| 38

Reason o Start Term
Description Descri tion Ingtitution |Start Term Descri tion End Term
gos  [uionFee oo peferral S1000 0000 All Terms
Deferral
(8 collofSci-  Coll of Sci-Major g,059  ggog Al Terms
Major Advising Advising
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The Edit Service Indicator
page displays.

7. Click the Release button.

The system asks you to
verify that you want to
release this Service
Indicator.

8. Click OK.

The Manage Service
Indicators page displays.

Edit Service Indicator

Star Spartan 001234567
“Institution: sJoo0 | Q %an Jose State University
*Sarvice Indicator Code: Ra0 | Coll of Sci - Major Advising
*Service Ind Reason Code; | SC Q Coll of Sci - Major Advising
Description: Student must meet and receive advising from their

declared science department advisor priorto
registering each semester.

LIMEY

Effect: Megative
Effective Period

Start Term: 0000 2 All Terms End Term: Q
Start Date: 11152011 [ End Date: 1]

Are you sure you want to release this Service Indicator?

ni Cancel |

Manage Service Indicators

Star Spartan 001234567

Display: Effect All Institution San Jose State University
Add Senice Indicator

Service Indicator Summary Customize | Find |

Code Reason Start Term
T T Institution |Start Term Y —— End Term

Tuition Fee
Deferral

U:l
l'_Tl

Fee Deferral 51000 0000 All Terms

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

SR105: Faculty Advisor
Page 28



Student Groups

This section demonstrates 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.

informaticn.

Student Groups

Enter any information you have and click Search. Leave fie

Find an Existing Value

Limit the number of results to (up to 30015 W
ID: begins with | ) |00|

Campus ¢ | begins with Iv
Local Campus ID:| begins with |vl|
Hational [D; | begins with |vl|
Last Hame; | begins with |vl|
First Hame: | egins with |VI|

[include History []case Sensitive

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

displays. Student Mame 0o
Find | View Al First B0 4 of 4 I Last
5. VieW the groups attached Academic Institution: 5J000 San Jose State University
to the student. (See Field Student Group: WSTP Pass WST - SJSU Test
Descriptions below.) Find [View Al First Kl 4 or 4 B Last
Effective Date: 10/26/2007 Status:
Note: Make sure to look at the Comments
status of each group and the Batch App Eng SJ_SR_WST_SG
effective date.
Last Update Date/Time: Updated By: Type:

Field Description List: Student Groups Page (above)

Field Name Description

Academic Institution Displays San José State University (SJO00)

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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6. Click the View All Student Groups

hyperlink. R © -
*Acadimic instimion: S4000 O San Jose Stale University BHE
“Shdent Group: APAG 1, Lagt Mamas A6
-'Eﬂﬂﬂ“nﬂﬂ ﬂl“:ﬂ.fi‘lilﬂﬁ -';u A BT AL lrvg -ill .'.' -_-
| Comimets

Batch App Eng SJ_SR_ABC_SG6 « APAG APHOAPPZ
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Student Enrollment
This section demonstrates how to view information regarding a student’s enrollment status.

Favorites - Main Menu > Records and Enroliment

1. From the Main Menu,

navigate to Records and Main Menu = Records and Enroliment =
Enrollment > Enroll
Enroll Students
Students.
. Enroll studentz into claz=es and add milestones.
2. Click the Enrollment
hvperlink. = Enrof{ment
yp E Ente maintain enrollment information by student,
without enroliment edits.
The Enrollment page Enroliment
displays.

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

3. Enter the appropriate ID or Find an Existing Value
name.
4. Click the Search button. Limitthe number of results to (up to 300%: |300

ID: begins with ﬂ|nn )
Academic Career H |

Academic Institution:| begins with v"SJDEIEI

Term: H |
Campus ID; begins with v“

Hational [D: begins with v"

Last Hame:; begins with v"

First Hame: beging with VI|

Term Alternate Key: H | QL
[ Case Sensitive

( Séarch .rL Clear |Elasi|:Eean::h B save Search Criteria

The Search Results display. Search Results

5. SeI(_ect the term you wish D Academic |Academic Term
to view. Cﬂfeer Institution

t Undergrad 51000 ‘ PRG 2012
] Lndergrad 51000
0o Undergrad 51000

feye

2'1 13 SUMRE 2011
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The Student Enrollment 1
page displays.

Tenime Sipeg 2005 G on Lindergrad Il Ban-Joso SigeetTiharsty e

Clans Wi 20051 2 Duneriphisne  Recon Lost Che ¢H-
6. Click the View All Subect weeTH Canadag s 180 Class Secoone 03
i Academi: (iemp!  Undepradeale Cangen: Uretargrad Sensloe Fgular
hyperlink to see all
SEaha! Emodied Lt E Enolad Stamuis Cuabe: DM 0ras
classes. S =
| [
Note: You can use this page to vwishde s g By Unks Token: 300 UbAsEamedk 300
view student registration and GeadngBaskss  ORD  Oraded CowseCowt: 100 Progess 300
H H G acls i OTicdak s A Ragsat Code: i vt 52 300 FA Progiess 300
drop information. | | L&=E _ L )

Qo TermHistory, Eveolment Susmmaey |

Field Description List: Student Enrollment 1 Page (above)

Field Name Description

Class Nbr Displays the system-generated number used for registration. In the legacy
system it is referred to as the class code.

Description Displays the Class Title.

Component Displays the Course Type (e.g. lab, lecture, seminar or activity).

Subject Displays the Subject of the course.

Catalog Nbr Displays the Catalog Number assigned to the course.

Class Section Displays the section number of the class.

Academic Group Displays the Academic Group tied to the course.

Career Displays the Career attached to the course.

Session Displays the Session in which the class is offered.

Status Displays the student’s registration Status in the class.

Reason Displays the Reason for the Status displayed.

Status Date Displays the date that the registration transaction occurred.
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Field Name Description

Action Displays an Enrollment Action that was performed on the enrollment record
such as a Manual Add or Drop.

Reason Displays the Reason for the Action taken.

Override Grading Basis When Checked On allows grading basis attached to class to be overridden.

Grading Basis Displays the Grading Basis attached to the class at the Course Catalog.

Grade In/Official Displays the final grade recorded for the class.

Repeat Code Displays Repeat rule for class if student is repeating the class.

Units Taken Displays the unit value for the class.

Units Earned Displays the number of units the student earned for completing the class.

Course Count Not using this field.

Progress Displays the number of units the system uses to calculate tuition and
academic level.

Billing Units Displays the number of units for the class that will be used to determine the
student’s tuition.

FA Progress Displays the number of units for the class. Used to determine eligibility for
Financial Aid.
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The Student Enrollment 2
page displays.

Note: You can use this page to
view additional information
about student adds and drops.

Student Enroliment 1 | Student Enroliment 2 | Student Enroliment3 | LastEnrollment Action

Term: Sprg 2005 Career; Undergrad Institution: San Jose State Uni
First [ 1 ot 11 B Last

Class Nbr: 20083 Recon Lost Cive Lecture

Subject: ANTH Catalog Nbr: 160 Class Section: 0z

Academic Group: Undergraduate Undergrad Session; Regular

Status / Reasom: Enrolled Enraolled Status Date: 01410/2005

Enrollment Add Date: 01r10/2005 Enrollment Drop Date:

Grade Date: 06f02/2005 Primary Program: UGD - Undergraduate Degree

Grading Basis Date:  01/10/2005 Repeat Date: Include in GPA

Audit Grading Basis

Grade Points Per Unit:  3.700 Repeat Scheme: UGRD Repeat Earn Credit

Grade Points: 11.100 Units Attempted: Yes Mandatory Grading Basis
Grading Scheme: Mormal Grading Scheme

Field Description List: Student Enrollment 2 Page (above)

Field Name Description

Status/Enrolled

Displays student’s registration in the class.

Status Date

Displays the date that the registration transaction occurred.

Enrollment Add Date

Displays the date that the class was added to the enroliment record.

Enrollment Drop Date

Displays the date that the drop was processed.

Grade Date

Displays the date the grade for the class was recorded.

Grading Basis Date

Displays the date that the Grading Basis was changed on the Student
Enroliment 1 page.

Grade Points per Unit

Displays the Grade Points students received per unit based on the class
grading basis and the grade received.

Grade Points

Displays a value derived from the grade received for the course and the
defined grading basis for the class.

Grading Scheme

Displays the Grading Scheme attached to the course.

Primary Program

Displays the student’'s Primary Academic Program for the specified career
and term.

Repeat Date

Displays the date that the Repeat Code was changed on the Student
Enroliment 1 page.
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Field Name Description

Repeat Scheme Displays the Repeat Scheme selected for the class.

Units Attempted Displays In Progress until a grade is recorded for the Class. After Grades
are entered the value displayed Yes.

Include in GPA Displays Checked On depending on the Grading Basis Selected on the
Student Enrollment 1 page.

Audit Grading Basis Displays Checked On if the Grading Basis of Audit is selected on the
Student Enrollment 1 page.

Earn Credit Displays Checked On depending on the Grading Basis selected on the
Student Enrollment 1 page.

Mandatory Grading Basis Displays Checked On if the Grading Basis for the course is mandatory.
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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.

Favorites | 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 a s@ﬂr}r of clazz enrollment and ter

ztatiztice for an

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

Find an Existing Value

Limnit the number of results to (up to 3003300

ID: begins with JDEI )
Academic Career: H |
Academic Institution:| begins with vI|SJEIEIIZI
Term: = |
Campus D begins with v||
MHational 1D; begins with vl|
Last Hame: begins with v||
First Hame: begins with v||
Term Alternate Key: H | ')

[ case Sensitive

20

Search Clear |EI:35it:Eear|:h B save Search Criteria

Search Results

Academic Academic | —
Career Institution = n —

oo Undergrad  SJ000 2128 SPRG 2012 Y Stucent Name I
oo Undergrad  SJ000 2114 FALL 2011 Student Name I
i} Undergrad  SJ000 2113 SUMR 2011 Student Name I
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The Enrollment Summary

page dISplayS. Star Spartan 001234867 *
Term: Sprg 2012 Career: Undergrad San Jose State University Print Study List Report Manager
. . . o ey irst B 13 0;4 0
6. View class information o S L A
inCludin C|aSS number Class Nbr  Subject Catalog Session Section Status  Status/Reason Acadding Basis Units Taken
. g ! Q, 20288 CHEM 1124 Regular 01 Enrolled Enrolled UGD Graded 3.00
SubjeC'[, career and Qrganic Chem Lecture
session. (See F|e|d G, 20298 CHEM 1208 Regular 01 Enrolled Enrolled UGoD Crd/Mo Crd 1.00
D . t b I Chem Safety Lecture
eSCI‘Ip 1ons € OW') Q, 24867 MATH g Regular o Enrolled Enrolled usDh Graded 3.00

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 enrollment 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.

The Term Statistics page
Displays.

10. View statistics for an
individual term.

Enrollment Summary I Term Statisti

=,

Enrollment Summary Term Statistics

Star Spartan

001234567

First B 4 o5 1 I Last

Academic Career:

Undergraduate

Institution: San Jose State University
Term: 2122 Spring 2012

Academic Level - Term Start:

Find | View Al

Find | View Al

First B 4 o 1 B Last

Freshman

Graded  Grade GPA Earned 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 0000
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 11.000 26500 3318 11000 0.000 Transfer Credit Units Adjustment 0.000
Not For GPA 1.000 1.000  0.000 >>> Total Term Units 12.000

Field Description List: Term Statistics Page (above)

Field Name Description

Displays student’'s academic career.

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 is 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
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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 SJISU 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 SJISU 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 demonstrates how to view a student’s class schedule and

grades by term of enroliment.

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 Enrollment

Main Menu > Records and Enroliment =

ﬁ Student Term Information

rm term based activities for individual students.

erm Activate a Student Student Grades
: Activate a student for a term and add or update Reviea ;_rades and =statistice for a specific student!
student term data. and terfm

Student Grades

Enter any infarmation 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 300% W

1D begins witﬁ ‘;*_“EIEI ﬁ
Academic Career. H | - M
Academic Institution:| begins with VI|SJEIEIEI
Term: H |
Campus ID: kegins with v||

MNational 1D kegins with vl|

Last Hame: Regins with v“

First Hame: Regins with vl|

Term Alternate Key: H | o]

[case Sensitive

Jeppe)

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

Search Results

0012324567 Undergrad 24000 FRG 2012 Spartan.Star |
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The Student Grade Inquiry
page displays.

6. View student’s grades by
term. (See Field
Descriptions below.)

7. To view class information,

click Detail.

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

Student Grade Inquiry Term Statistics

Star Spartan 001234567 * P
Report Manager

Term: Sprg 2012 Career: Undergrad Institution:  San Jose State University
WWWWWWWWWWW =
Detail |20288 CHEM 1124 Lecture Graded 3.00 Regular |Organic Chem
Detail (20296 CHEM 1208 Lecture 01 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 300 Regular |Path Microbiol Il

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, 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.

Favarites Main Menu > SJSU Campus Solutions

| MainMenw>
ﬁ 5JSU Campus Solutions

ﬁ Associated Students
SJEU Agzzociated Students Elections

ﬁ Messaging
=] Mez=aging

=] Mv Mezsanges

ﬁ Transcript
@ View {u{nl}:fficial Tra nscril: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 On Request

Transcript Type: LUMNOFF Unofficial Transcript Report Manager

Find | View Al First B 4 o1 I Last

*Seq Nbry” *ID El
1\ |og| Q
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5. Tolook up the SJSU ID,
click the Lookup
(magnifying glass) icon.

The Look Up ID page
displays.

6. Enter student’s name.
7. Click the LookUp button.

The Search Results display.

8. Click the ID of the student.

The Request Detail page
displays.

9. Click the Print button.

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: | hegins with | I|

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

Search Results

First JEj 1o0f1 fJ Last
e |
Ersagen iz Hame Last Name I:Imu: 1D

0o fS#SET Sikartan, Star SPARTAN (blank)

Request Detail Report Result

Report Request Nbr: 000000000 On Request

Transcript Type: UMNCFF Uncfficial Transcript

Eeport Manager

Find | View Al

*Seq Nor £*ID
14 001234567 QU gpanan star

First 4] 10f1 n Last

SJSU Information Support Services

SR105: Faculty Advisor

info-support@sjsu.edu, 408-924-1530

Page 46



The Report Result page
displays.

10. To retrieve a more concise
version for printing, click
Report Manager.

Request Detail Report Result

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

DHOFFICIAL STUDENT ACADEMIC RECORD

Ean Jo=ze State University

STUDENT MAME: Spartan, Star
STUDENT WNUMBER: (001234567
BIRTH MO/DAY: 12116

DATE PRINTED: 01/23/2012

DHNIVERSITY MEMORANDUM
WRITING SEILLS TEST: ELIGIBLE TO ENRCLL TN 1001;1 COURSE
ENGLISH PLACEMENT TEST EEQUIREMENT MET
ENTRY LEVEL MATHEMATICS TEST REQUIREMENT MET

MAXTMOM OF 70 UNITS MAY BE ACCEFTED FROM 2 YEAR COLLEGE.

Request Detail Report Result

Report Request Nbr: 002794288 Process Instance: 1773291  Process Wanitor

Find | Vie:es ."'.ﬁh n 1t >
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The Administration page
displays.

11. Wait at least 15 seconds,
and then click the Refresh
button.

12. Continue waiting and then
clicking the Refresh button
until Status changes to
Posted.

13. Select the transcript you
wish to view by clicking the
Details hyperlink.

The Report Detail page
displays.

14. Click the PDF link.

LS O | LIS | AUS eS| aus

Administration Archives

View Reports For

UserID: Type: |i [v] [ Last . 1 Days ' Refresh |
Status: VI Folder: * | Instance: | lo:l

Report List First Bl 4 o1 I Last

Status

Customize | Find | View All | = | ki
Reguest
Date/Time
0112312012
11:50:424M

Description Format Details

Posted

Select Report |Prcs
— D Instance

Acrobat
(*.pan)

12210 1773291  SJSRO001

Report Detail

Report 1D: 12210 Process Instance: 1773291 Message Log
HName: SISRO00 Process Type: SOR Report

Run Status: Success

SJ2R0001

Distribution Details

Distribution Node: HASJTST Expiration Date: | 01/25/2012
File List
Hame File Size es! Datetime Created
P e e e e M M e ] 1,683 01/23/2012 11:51:18.358126AM PST
@r[l[l[ﬂ.-: 1773291.PDF ) 9391 01232012 11:51:18.358126AM PST
i rﬂﬂﬂﬂ????ﬁ out 99 901 01/23/2012 11:51:18.358126AM PST
gt |
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The student’s Unofficial ) ]
Transcript displays. SAN JOSE STATE UNIVERSITY

U NO F FIC IAL UNOFFICIAL TRANSCRIPT U N C

15. View student grades,
academic standing and STUDENTNAME: Star Spartan DATE ISSUED: 01232012
academic renewal STUDENTID N0O: (01234567 PAGE NUMBER: 1 OF 2

information. (See Field

H H THIVERSITY MEMORANDUM SPRING SEMESTER 2006
Descriptions below.) : S
WEITING SKILLE TEST: ELISIELE TO ENRCLL IN 100W OCOUREE ANTH 11 CULTURAL ANTHRO
EHCLISH PLACEMENT TEET REQUIEEMENT MET HIST 15 U.5. HIST/20VT
ENTEY LEVEL MATHEMATICE TEET EEQUIEEMENT MET HATH 70 FINITE MATH

MATINUM OF 70 UNITE MAY EE ACCEDPTED FROM 2 YEAR OOLLECE.
SEMESTER TOTAL:
SJ5U CUM:
ALL COLLECE:
UHDEEGEADUATE RECORD

16. To print, select the Print File Edt GoTo Favorites Help
command under the T MewTab Chl+T -  ——
Internet Explorer File Mew Windaw Chrln . ]EPenpleSuFt ]@hl
menu. ] Qpen. .. Chel+0
Save As. .. |$ R

l F‘rizt. " Ctrﬁ

W iy
—end k

Import and Export. ..

Wiark, OFfline
Exit i

UNOFFICIAL
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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 demonstrates how to generate class rosters. After students begin enrolling, class rosters can be
generated upon demand.

1. From the Main Menu, _
@,/,ﬁ Curriculum Management

navigate to Curriculum

Define Course Catalog and Schedule of Classes, manage attendance and grading.

>
Man agement CI ass ﬁ Course Catalog ﬁ Schedule of Classes ﬁ Enrollment Requirements
RO ster. Waintain course catalog information. Maintain =chedule of clazses information. Waintain course requisites.
=] Catalog Summary =l Class Search = Enroliment Requisite Summary
2 CI|Ck Class Roster =] Course Catalog Search =l Update Sections of a Clazs
ﬁ Combined Sections ﬁ Dynamic Dates ﬁ Class Roster
Create combined =ection ID= and identify Maintain Dynamic Dates. and print clas= rosters.
clazses to be combinsd. = Clasz Section Dynamic Dates =] ClazmRoster
=] Identify Combined Sections £=] Drin ‘h Bogte
The Class Roster search Class Roster

page displays.

Enter any infarmation you have and click Search. Leave field

3. Enter the Term, Subject
Area and Catalog Find an Existing Value

Number.

Limnit the number of results to (up to 300y |200
4. Click the Search button. 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: eging with VI|
Session: I |
Course ID: begins with ||
Course Offering Nbr: I |

Search Clear |Elasi|:: Search B Save Search cr

The Class Roster search Search Results
results display.

Term (Subject Area|Catalog Nbr|Class Nbr|Class Section|Session|(Course 1D

5. Select a section number by | £J000 2114 COMM

_20 44654 Reqular 001838

clicking the appropriate 5J000 2114 COMM _20 44756 Regular 001838

hyperlink. S.J000 2114 COMM 20 44857 E Reqgular 001838
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The Class Roster page Class Roster

dISpIays Fall 2011 | Regular Academic Session | San Jose State University | Undergraduate
= COMM 20 - 01 (44654)
6. View, sort and print class Public Speaking (Lecture)
rOStersy as needed' (See Days and Times Room Instructor Dates
Field Descriptions be|ow_) Mo 6:00PM-:45PM Hugh Gillis Hzll 213 Faculty Name 08/24/2011 -
12/08/2011

*Enrollment Status: Enrolled _

Class Permissions

Enrollment Capacity: 25 Enrolled: ii
B
Enrolled Students cystomize | Fi i | Gy First B0 1-11 of 11 I Last
Grade .. |Program - Plan - Academic Grade
n T3 Basis e Subplan Lewel SRAE Dt
1|00 ;| Student Name Graded | 3.00|YGD - Undergraduate | |oej07/2011

Diegree - Pre-Nursing

= UGD - Undergraduate
2|00 |._,tLIE|9m Mame Graded| 2.00 |Degree - Business Sophomore [06/23/2011
Administration/Manage

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.

SJSU Information Support Services SR105: Faculty Advisor

info-support@sjsu.edu, 408-924-1530 Page 52



Field Name Description

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.
SJSU Information Support Services SR105: Faculty Advisor
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Run San Jose State University Custom Rosters Reports
This section demonstrates how to run SJSU custom roster reports.

1. From the Main Menu,
navigate to SJISU 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.

The Class Roster Report
Add New Value page
displays.

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

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
i=] Clazs Roster Report/File
Depﬂrtmsﬂm]ﬂicr Extract

Graduating Senior GPA Report
Core Course Tracking

Class Roster Report

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

Find an Existing Value | Add a New Value

Limitthe number of results twupto 200

Search by: Run Control ID begins with

[l case Sensitive

Search | Advanced Search

Class Roster Report

Eind an Existing Value Add a New Value
Run Control |D: |H|:|5ters

(Chas
NGp,
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5. If you have run the report Class Roster Report
previously, enter the Run
Control ID and click the

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

Find an Existing Value Add a Mew Value

Limit the number of results to (up to 300} (300
Search by: Run Control IDbegins with |

[ case Sensitive

f Seqm::h I.I-.l:l'u'anced Search
AR

The Class Roster Run Find an Existing Value | Add a New Value
Control ID Search page =

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

Search by: Run Control ID begins with

6. Select a Run Control ID [lcase Sensitive

from your search results.

Search | Advanced Search

Search Results

Wiew All

Rean Conuel 1D

English
English
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The Class Roster page Class Roster

displays.
Run Control Il Rosters Report Manager Process Monitor Run
7. Enter or check the *Academic Institution: 8000 QU gan Jose State University
following information: “Term: Spring 2012

n1of1

Assignment Find | View All

e Term and Session

e Display Permissions “Session: C epley Permissms)
(Check this box to view | | seropton [Narne ]
permission numbers on Select One of the Following S —
the .pdf only.) I o Q [ Enrolied Students Begin Date: [ =

e Academic @’jem Area: AFAN @ [IDropped Students End Date: [
Organization Class Nbr: [ & e

e Subject Area Course ID: [ &

e Class Nbr or Course

ID
&) Save | [\ Return to Search | [=] Motify | Es Add Update/Dis
e Enrolled, Dropped -

and/or Waitlisted
students.

8. Click the Save button.

9. Click the Run button. Class Roster

Run Control ID:  Rosters Report Manager Process Maonitor

*Academic Institution: 54000 |Q San Jose State University
*Term: 2122 |Q Spring 2012
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The Process Scheduler
Request page displays.

10. Select settings as follows:
e Server Name: PSUNX

e Type: Web
e Format: PDF

11. Click the OK button.

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.

Process Scheduler Request

User ID: Run Control ID¢ Rosters

(Sewer Name: | PSUNX = ) Run Date; (01/23/2012 El
Recurrence: Run Time: |3:48:46F 1
Time Zone: |PST QU pacific Time (US)

Resetto Current Date/Time

Process List
Select |Description Process Name Process Type Type rmat
SJSU Class Roster SJSRODY SOR Report Web . POF .

(@Cancel |
N

Class Roster

Run Control I Rosters

Report Manager { Process Monitar KD
FTOCESS Metance: 1773284

TSV ST IIUUYY | LIS | A USWET

Process List Server List

Viiew Process Request For

User ID: Q Type: | [v] [Last [¥] | 1 [pas  [¥] Refresh |
Server: Hame: | Q \nslance:| to |

Run Distribution [ save On Refresh

Status: .

Status:

Process List Customize | Find | View A1) B0 B mirst B0 4 op 4 I Last

Select (Instance | Seq. |Process Type % User Run Date/Time Run Status

1773294 S0R Report 3J5R0O09 01/23/2012 3:48:46FM PST Slccess Posted Defails

Process List Server List

View Process Request For
UserID: QL Type: | M |Last u | 1 |Day5 M Refresh |
Server: | PSUMNX | Name: Q Instance:| lo|
un Distribuion [7I Save On Refresh

Status: Status:

- F
Process List Customize | Find | View All| Ell i First K 1 o5 4 B | aet
rib

Select |Instance | Seq. |Process Type % User Run Date/Time Run Status

1773294 3QR Report 3JSRO09 01/23/2012 3:48:46FM PST Success Fosted Cefails
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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: 1773294 Type: SOR Report
Hame: SJSRO09 Description: SJ5U Class Roster
Run Status: Success Distribution Status: Posted
rn ——JupdateProcess
Run Control ID: Rosters Hold Request
Location: Server Queue Request
Server: PSUMNK cancel Request
O Delete Request
LEETELEE Restart Request
DatelTime
Request Created On: 01/23/2012 2:51.39PM PST Parameters Transfer
Run Anytime After: 01/23/2012 3:48:46PM PST Message Log
Began Process At 01/23/2012 3:52:00PM PST Batch Timings

Ended Process At: 01/23/2012 3:5213PM PST

View Log/Trace

Report 1D: 12213 Process Instance: 772204 Message Log
Hame: SISR009 Process Type: S0R Report

Run Status: Success

3J3U Class Roster
Distribution Details
Distribution Node: HASJTST Expiration Date: 0112512012

File List

File Size

es Datetime Created

ROSTER.csv 01/23/2012 3:52:13.483661F!

SRO009 1773204 [og 1,619 0142312012 3.52:13.483661P!
5isr009 1773294 out 481 0142312012 3.52:13.483661P!
Subject Catalog NiTitle 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 g3 0
AFAM 2B AfAm & D 1 1 27913 83 0
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Run San Jose State University Campus Reports
This section demonstrates how to run SJSU Campus Reports.

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

The Campus Reports page
displays.

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

ons = Records and Enrallment =

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 hlank for a list of all values.

Find an Existing Value Add an

Search by: RunControl ID begins with

™ Case Sensitive

Search | Advanced Search

Find an Existing Walue | Add & Mew Walue

Department Major Extract

Eind an Existing Value Add a New Value

Run Control ID: DAY
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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

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
iew All  First n 1-4of 4 u Last

Run Control ID (Language Code
English

<t | 4B nextin List | (=] notity |

( E‘]éa'{e Iil }Qﬂe’curn te Search | +[E Previous in

Department Major Extract

| Run Control ID:  NDAY

English
Tl Mo mlim b
MOAY Report Manager Process Monitor Run
Term 2122 &
Academic Organization B88-COMM QR

BeportManager Process Monitor

Run |
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The Process Scheduler
Request page displays.

e Server Name: PSUNX.

o 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
Server NamQ:'SUNX BD Run Date: |01/24/2012 Eil
Recurrence: Run Time: |11:02:45AM Resetto Current Date/Time

Time Zone: Q

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

Department Major Exract SJEROT2 SCR Report web  [w|[PDF  [v]

" og  [N\cancel |
N

Department Major Extract

Run Control ID:  NDAY Reu-:nrtI'-.-1:-mal:|ertF'racesd\i?:;.-mnitar}| R0 I
nce 1773287

Process List Sernver List

View Process Request For

User ID: NDAY 2, Type: vl Last v| [ 1 Days v '

Server: Name: @, Instance: 1o |
Run Distribution ] Save On Refresh
Status: © Status: .

Process List Customize | Find | View All| = | L First K 10of1 o Last

Process - Distribution .
S€lect | Instance : |Erocess Type e User Run DateTime Run Status Details
Select |Instance | Seq. (Process T Na Uzer Run Date/Time Run Status Status Details

1773297 S0R Report SJ8RO72 01/24/2012 11:02:454M PST Success Posted Details

Process List [ Semver List
View Process Request For

User ID: [NDAY 2, Type: w| | Last vl \ 1 Days v Refresh |

server: Name: @, Instance: | to |
Run Distribution Save On Refresh
Status: Status:
Process List customize | Find | View AT 8 First Bl 4 o4 I Last
’; Instance ’; Process Type ﬁ User Run Date/Time Run Status w
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
hyperlink.

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 1D: 12215 Process Instance: 17732207 Message Log
Name: SISROTZ Process Type: S0R 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 11:09:10.609547AM P3ST
: 1,614 012412012 11:09:10 609547 AM PET
sjsr072 1773297.out 678 01/24/2012 11:09:10.609547AM PST

=)

EMPLID |STREM FIRST_MAME MIDDLE_MNLAST_MNANNAME ACAD_CAIACAD_PRIDEGREE ACAD_PLL

0o 2122 Storm Marie Day UGRD UGD BA SPCHBA-1
0o 2122 Scout Wiggles Day UGRD UGD BA SPCHEA-1
0o 2122 Ginger Lynn Day UGRD UGD BA SPCHBA-1
0o 2122 Oreo Cookie  Day UGRD UGD BA SPCHBA-1
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