INFORMATION

SAN JOSE STATE TECHNOLOGY SERVICES SR102: Basic Records Processing Il

UNIVERSITY

Overview
This training manual provides an overview of basic records processing.
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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
Quick Links
1. Navigate to the MySJSU . Glase Seareh
login page. . Erowse Catalog
2. CI|Ck the MySJ SU Slgn |n . My, Ea..f-s.w%r.d;‘ﬁ\gn...lﬂ...H.e\.p
button + System Downtime

Contact Us
ABOUT MYSJ5U NEWS, EVENTS & ANNOUNCEMENTS MySJSU is supported by the

H Ce M. it Sy st
MySJSU is for current and former (;\T;‘;:uj eiiﬂg;xz::nd}i; e

students, applicants for admission, Project Team.
job applicants and all SJSU
employees.

The Oracle PeopleSoft Sign DRACLE;

In page displays.

PEOPLESOFT ENTERPRISE
3. Login to the system using
your Tower ID and
Password.
Tower ID: |00
Password: sssssssessl
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The Student Center page Star's Student Center
displays.

4. Click Enroll from the

5. Alternatively, navigate
from Main Menu to Self
Service > Enrollment >
Enrollment: Add

This Week's Schedule
Search
El=n Class Schedule
1 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 (Z1440) 11:20DAM
- Duncan Hall 125
CHEM 1A-Z0 We 2:30PM -
LAB (20266) S:20PM
- Duncan Hall 412
The Select Term page Add Classes

displays. Select Term

6. Use the Select Term

dropdown menu to select ElE : : :
the term to enrO” in Term Career Institution
7 Click the Continue {:) Fall 2010 Undergraduate San Jose State University
button. {::) Winter Session 2012 Undergraduate San Jose State University
@ 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

Spring 2012 Shopping Cart

Add to Cart:
Enter Class Nbr

l_ enter |

Find Classes

Your enrollment shopping cart is empty.

@ Class Search

O My Reguirements

g5

Enter Search Criteria

o
]
Q
m
m

[T}
o
m
]
1]
]
|

71}
5]
]
1
]

Select at least 2 search criteria. Click Search to view vour search results.
Clas= Search Criteria

Course Subject

select subject I EIOL Biclogy
[v] [z

| Undergraduate [il

Course Number | is exactly

Course Career

Show Open Classes Only

Use Additional Search Criteria to narrew your search results.

o,
[» Additiﬁ:lal Search Criteria ]
L S -
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The Enter Search Criteria Enter Search Criteria
page displays.

[
1]

n Jose State University | Spring 2012

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 sslect subject | [BIOL Biology
Course Number | iz exactly [il 21
Course Career | Undergraduate ‘ll

D Show Open Classes Only

Use Additional Search Criteria to narrow your search results,

“ Additional Search Criteria

Meeting Start Time | greater than or equal to [i]
Meeting End Time ||e55 than or equal to [i] (example: 1:00PM)

Day of Week | include anly these days [i]
|:| Mon DTues |:| Wed DThurs |:| Fri |:| Sat |:| Sun
Instructor Last Name |

Class Nbr lexample: 1136)

(example:Class Category)
Course Attribute Q LEHEm S
Course Attribute Value Q, [example:GE Classes)
Course Title Keyword | (example: statistics)
Minimum Units | greater than or equal to
Maximum Units | less than or equal to

Course Component

Session

EIE EIE] EE

|
|
Mode of Instruction |
|

Campus

Return to Add Classes

(5]
[
m
=
o
o
d
=
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 SR102: Basic Records Processing I
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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

Beturn to A

exactly ‘21",

My Class Scheduls

when available, click view All Sections to see all sections of the course.

Shopping Cart

show all
Your shepping cart is empty.

MoWeFr S:30AM - 10:20AM

Science Building 142

dd Classes

¥ BIOL 21 - Human Biology

View All %e:ﬁnns

The fellowing classes match your search criteria Course Subject: Biology, Course Mumber is
Course Career: Undergraduate, Show Open Classesz Only: No

START A NEW SEARCH

First B 1-15 of 17 1 1

select classl

Sassion Regular

MoWe 8:20AM -
S:20AM

Auditorium

Section BL-LEC(20132] Status .
Wiew Textbooks
Days & Times Room Instructor Meeting Dates
Morris Dailey 01/25/2012 -
Mary Poffenroth 05/135/2012

Section JL-LEC(20132]

= BIOL 21 - Human Biology

View Textbooks

View All Sections

Status .

First n 1-15 of 17 ) [P

select class

Meeting Dates |

Session Regular

Room

Instructor

Days & Times

MoWe S:304M -
S:20AM

Maorris Dailey
Auditorium

Mary Poffenroth

01/25/2012 -
05/15/2012

SJSU Information Support Services
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The Related Class Sections
page displays.

mn

14. Click View All Sections.

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

pring 2012

Lecture selected

Undergraduate | San Jose State Universit,

BIOL 21 - Human Biology

Secticn 01
MaWe 8:304M - 3:204M Morris Dailey

1. Select classes to add - Related Class
Sections

Auditarium

View Al:ﬁel:ﬁnns

.:':E'l B ciosad ﬂ'.'.'ait List
- Section Schedula Room Instructor Status
O =zoizz 11 TEA Staff rF
{) =zo134 12 TEA Staff s
) =zo135 13 TEA Staff s
) =zo136 14 TEA Staff s
O =z2o137 1S TEA Staff rF
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

Mawe 8:204M - $:204M  Morris Dailey Suditerium

. Open Bciosed &'.'.'Eit List
Select Laboratory section (Required):

Ehllahsrs Saction Schedule Room Instructor Status
¢ 2013z 11 TEA Staff Fiy
C 20124 1z TEA Staff rs
O 20135 1= TEA Staff iy
O 20128 14 TEA Staff rs
& 20137 15 TBA Staff iy
O 20128 18 TBA Staff iy
{3 20140 1is TEA Staff Fay
) 20141 1is TEA Staff Fay
) 2014z zo TEA Staff Fay
O 20143 21 TEA Staff iy
O 20144 22 TEA Staff rs
O 20145 23 TEA Staff iy
(O 20148 24 TEA Staff rs
) 22329 325 TEA Staff @
) 22503 328 TEA Staff ()

View 5 @ First m 1-16 of 16 o Last

CANCEL

NEXT

SJSU Information Support Services
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Field Description List: Class Sections (above)

Field Name Description

Class Nbr Displays the five digit enrollment 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 SR102: Basic Records Processing I
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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 I:l Wait list if class is full j

BIOL 21-01 Lecture @ open
BIOL 21-17 Lahor‘ator’y.gpen Permission Mbr j
. Grading Nermal Grade Rules
Session Regular Academic Session
Career Undergraduate Units 3.00

Enrollment Information . . .
Reguirement Designation

® Arez BZ-B3: Science, Life Science

znd Lab Science GE Core Area B2BE3: Life Science & Lab

1. Select classes to add

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

y BIOL 21 has been added to your Shopping Cart.

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

.I:—:' |:|::.=.: ﬂ.s:-s:

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

Add to Cart:

Enter Class Nbr

BIOL 21-01 MoWe &§:30AM |Morris Dailey M.
I— — I m oWe orriz Dziley .00 .
(20132 - S:20AM Auditerium Poffenroth
Find Classes BIOL 21-17 N
(20139) TeA Staff ®

@ Class Search

O My Reguirements

search |

C PROCEED T‘% STEP 2 OF 3 )
il
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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 Enralling to process vour request for the classes listed below. To exit
without adding these classes, click Cancel.

[}
1]
[ 3]
1]
il
[s]

m
i
o
m
1
i
]
i

Class Description Days/Times Room Instructor | Units statusl
BIOL 21-01 Human Biclogy MoWe £:30AM - |Morris Dailey |M. 2.00 .
(20132) (Lecture) 3:20AM Auditorium Poffenroth '
BIOL 21-17 Human Biclogy
(201239) ({Laboratory) TER i .

FINISH nEN ROLLING |

AN

CANCEL PREVIOUS

3. View results

View the following status report for enrollment confirmations and errors:

Class Message ( Status |
Meassage: You are reguired to take this requirement
BIOL 21 designation for this class. The requirement ‘“
designation optien has been set to yes.
My CLASS SCHEDULE ADD ANOTHER CLASS |
3. View results
View the following status report for enrcllment confirmations and errors:
Class Message Status |
Error: The combined section 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.

SJSU Information Support Services
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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

Enroll

| edit

Select the classes to drop and click Drop Selected Classes.

My Academics

I

]

|| term information |

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

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

EIOL 21-01 “wHuman Biclogy MoWe B:30AM - |Morris Dailey |M. 2.00 ,
(20132 L Lecture] S 204M Auditerium  |Poffenrcth :

BIOL 21-17 Human Biclogy
(20129) {Laboratory) T Bl ‘“
CHEM 1A-01 General Chem MoWeFr 9:30AM  [Science )

O |Zozsai (Lecture) - 10:20AM Building 142 |- Maver 500 o
CHEM 1A-07 General Chem Fr 10:30AM - Duncan Hall W. Ran V
(21440) (Seminar) 11:20AM 135 ' ¥
CHEM 1A-20 General Chem We 2:30PM - Duncan Hall Staff v
(202685) (Laboratory) S5:20PM 412 =

. Dudley
SOCI 101-02 |Social Theory MoWe 2:00PM -
O |Ziesa [Lecture] 4:15PM Moarhead  |P. Chua 3.00) o
Hall 221
- Cudley

D SOCI 105-02 |Qual Research TuTh 9:00AM - Moorhaad AL =.00 ﬁ‘.

(216598) Meth (Lecture) 10:15AM Leisenring '
- Hzall 227

[] |89cLiss-os Polit Sociclegy  [TuTh 12:00PM - E,lz‘i'ri"'ead D Erook | 3.00| of

(28211 (Lecture) 1:15PM bzl 2262 ' '

(;F{OP SELE%D CLASSE@
o

S
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The Confirm your selection Drop Classes
page displays.

2. Confirm vour selection
4. To complete dropping the
selected class. click the Click Fimish Dropping to process your drop reguest. To exat without dropping

Finish Dropping button. thesze claz=es, click Cancel.

«E nrolled Dropped ‘&5 Listed
Class Dascription Days/Times Room Instructor | Units Stal:usl
BICOL 21-01 Human Biclogy MoWe 8:30AM - Morris Dailey [M. 200 «
(201232) (Lecture) 9:20AM Auditorium Poffenroth '
BIOL 21-17 Human Biclogy
(20129) (Laboratory) T S “
CAMCEL PREVIOUS FINISI‘L DROFPFING
The View results page 3. View results
displays.
iew the results of your enrcliment request. Click Fix Errors to make changes to your
5. Check the status of your request.
request. (See Field
DeSCFiptionS beIOW-) Spring 2012 | Undergraduate | San Jose State Universit

Note: You can use this page to
drop or update ClasseS Wlth a ¢ Success: dropped x Error: unable to drop class

status of enrolled. = P —— ~ Status |
Success: This class has been removed from your
el =2 ké_l:hedule. ) v

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 Enrollment 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.

SJSU Information Support Services SR102: Basic Records Processing I
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View Class Schedule

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

2. 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.)

Star Spartan

( Search

I

Plan

I

@1 CI¥S sch ed@

Add Classes

My Class Schedule

drop |

@Ect Display Option @ List Wiew (:} Weekly Calendar ViED

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

VIEW/ORDER YOUR TEXTBOOKS |

T Class Schedule Filter Options

Show E

BIOL 21 -

Status

Dropped

Class Nbr

20132

20139

CHEM 1A -

Status

Enrclled

Class Nbr

21440
20254

20266

nrolled Classes

Human Biology

Units | Grading

2.00

D Show Dropped Classes

W Grade

Section | Component| Days & Times

o1 Lecture

17 Laboratory

General Chem

MoWe 8:30AM -
S:204AM

Units | Grading

5.00

Narmal
Grade
Rules

Section | Component| Days & Times

o7 Seminar
o1 Lecture
20 Laboratory

Fr 10:30AM -
11:20AM

MoWeFr S:30AM
- 10:20AM

We 2:30PM -
S:20PM

D Show Waitlisted Classes

Grade

Reguirement

Designation LI
GE Core Ares Eﬁﬂ
EZE3: Life
Science B Lab
(Taken)
Room Instructor e
Date
Marris Dailey Mary o1/25/2012 -
Auditerium Poffenroth 05/15/2012
TEA Staff oi/z25/2012 -
0s/15/2012
Grade Deadlines
Co
Room Instructor SEGEEDT
Date
Duncan Hall  Wynn Ray 0i/25/2012 -
135 0s/15/z2012
Science Ludwig Mayer 01/25/2012 -
Building 142 0s/15/2012
Duncan Hall Staff 0i/25/2012 -
41z 05/15/2012

SJSU Information Support Services
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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.

SJSU Information Support Services
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Registration

Once students are term activated and assigned a registration appointment time they can be enroll in classes.
This section demonstrates how to enroll.

Favorites Main Menu > Records and Enrolment

The Enroll Students page [oneny - Recoms ngemoiment>- ]
displays . ﬁ Enroll Students

Enroll students inte classes and add milestones

= Student Milestones = Enrollment = Enrollmept Request
E Review or update a student's milestone records. E Enter or maintain enroliment information by student, Add or u# E enrollment reguest transactions fu9

without enroliment edits student.

1. From the Main Menu,

E?]\ﬁiogl?:‘r?etr?tieéz:gﬁ and EZg?glwn;zn:anE:i::E;E:nrsuﬁ:r;\?requeslhistury. %mfclaﬁﬁ %mémmg
Students.
2. Click the Enrollment
Request hyperlink.
The Enrollmen_t Request Enrollment Request
search page displays.
3. Enter criteria: Find an Existing Value Add a Hew Value
e Student ID
e Academic Career ID: i QL
e Academic Institution Academic Career:  |UGRDC,
e Term Academic Institution: |5J000 | S
4. Click the Add button. Term: 2123 Q
&n)
SJSU Information Support Services SR102: Basic Records Processing Il
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0o

Undergraduate

The Enrollment Request
page displays.

Star Spartan

San Jose State University

LGD - Undergraduate Degree Summer 2012

Enrollment RequestID: 0000000000 Status: Em't
User ID: 00 Operator Enrollment Access
5. Select Enroll from the
Action drop-down menu. Enroliment Request Details Find | View Al First Kl 1 of 1 I Last
Sequence Nbr: 1
6. Enter the Class Number _ _ HE
ction: | Enrall [v] Action Reason: Q
and the Related Class —_—
. verride Action Uate Action Date:
Number(s), if necessary. . —
7. Select overrides as 00da,
Cl Nbr: =YY ; / AS i
needed. (ass p AAS 33A 01 Lecture As Am US HISUPUl)
Summer Session One Undergraduate
8. Click the Submit button Related Class 1: Q
Related Class 2: Q

Instructor ID:

Notes: If you are unsure of the
class numbers, click the

Transcript Mote

lookup button. Cuernde
. Grading Basis: Mormal Grade Rules
YOU can use thlS page to enroII Units Taken: Course Count:
students or update the status Desionation ,
esignation: GE:D2
of currently enrolled classes. Take Requirement Designation
O Permission Nbr:
Additional [ 4ppointment Ccareer [Oclosed Class Class Links
Overrides [CIRequisites [ serice Indicator [ Time Conflict Lnit Load

Dynamic Dates

Drop This Class if Enrolled:

Q

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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Field Description List: Enrollment Request Page (above)

Field Name Description

Enrollment Request ID

System generated number uniquely identifying this enrollment request from
others.

Status

Displays the status of the Enrollment Request.

User ID

Displays the User ID of the person processing the Enrollment Request.

Operator Enrollment Access

Displays the security access the user has for each Enrollment Function.

Submit Button

Click the Submit button to process and post the Enroliment Request for the
student.

Sequence Nbr

Displays the order in which the enroliment engine processes the rows
within the request.

Action

Defaults to Enroll. Can override this field if you wish to perform another
enrollment action.

Action Reason

Select the reason for the Enrollment Action, if needed.

Override the Action Date

Defaults checked Off. Check box On if you wish to override the system
generated Action Date.

Action Date

The Action Date is populated by the system as the date the Enrollment
Action is occurring.

Wait List Okay

Not using this field.

Class Nbr

Enter the Class Number of the class the student wishes to enroll in.

Related Class1

Enter the Related 1 Class Number of the first related component the
student wishes to enroll in. Use the lookup button to find valid values if the
Class Number is not known.

Related Class 2

Enter the Related 2 Class Number of the second related component in
which the student wishes to enroll. Use the Lookup button to find valid
values if the Class Number is not known.

Instructor ID

Not using this field.

Transcript Note

Enter the note related to specific class.

Grading Basis

Displays the Grading Basis for the course selected in the Course Catalog.
Checking the Grading Basis box On allows the user to override the default
Grading Basis.

Grade Input

Enter or change the grade received for the class.

SJSU Information Support Services
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Field Name Description

Units Taken

Displays the unit value assigned to the class in the Course Catalog. If this
is a variable unit class checking On the Override box allows the user to
adjust the number of units.

Course Count

Displays the default value entered in the Course Catalog. If the Override
box is checked On it allows the user to insert a new course count value.

Designation

Not using this field.

Take Requirement
Designation

Not using this field.

Permission Number

Select and enter the five or six digit Class Permission number, if needed.

Appointment

Select if the student does not have a registration appointment or is trying to
enroll outside of his/her designated appointment time.

Career

Select if the student is attempting to enroll in a class outside of his/her
Career and the Career Pointers Exception Rules prohibits enrollment
outside of the student’s career.

Closed Class

Select to ignore the enroliment capacity set for the class.

Class Links Select to ignore the mandatory enroliment in the classes related
component.
Requisites Select to ignore the prerequisites attached to the course.

Service Indicator

Select to ignore a Hold placed on a student’s record.

Time Conflict

Select to allow enrollment into classes that are offered at the same time or
overlapping times.

Unit Load

Select to enroll in more units than the rules for his/lher Academic Program
will allow.

Dynamic Dates

Select to ignore the dynamic date information for the section.

Drop This Class if Enrolled:

Select to drop the designated class if the enrollment is successful.

SJSU Information Support Services
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9. To add another class, click | EnrolimentRequest

the Add [+] button. *
0o. Star Spartan San Jose State University
Undergraduate UGD - Undergraduate Dearee summer 2012
Enrollment Request ID: 0003707765 Status: Successillessages Submit |
User ID: 0o Operator Enrollment Access

Enroliment Reqguest Details

Find | View Al First Bl 1 or 1 I Last

Sequence Nbr: 1 Messages E|
*Action: Action Reason: %

Override Action Date
Wait List Okay

10. Select Enroll from the Enroliment Request

Action drop-down menu. * .
00 Star Spartan San Jose State University

11. Enter the ClaSS Number Undergraduate UGD - Undergraduate Dearee Summer 2012

and the Related Class _ bt
. Enrollment Request ID: 0003707765 Status: Fending
Number(s), if necessary. Vser I _\'H
ser D: oo o

perator Enrollment Access
12. Select overrides as

needed. Enroliment Request Details Find | View Al irst
5 L2 Panding
. . :ammn.;e.hl.l = F[=
13 CI|Ck the Subm|t bUttOn. = Action: Enrall M ) Action Reason: Q
Override Action Date Action Date:
Wait List Okay
Class Nor:  |30105/Q ANTH 180 01 Lecture Recon Lost Civs
Summer Session One Undergraduate
Related Class 1: | Q
SJSU Information Support Services SR102: Basic Records Processing Il
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14. To determine if the Enroliment Request

enrollment request was . Star Spartan *
successful, look at the

San Jose State University

N X Undergraduate UGD - Undergraduate Degree Summer 2012
status field for the first row :
and then the Subsequent Enrollment RequestID: 0003707765 @atus: Success/Messages ) Submit |
rows Of data User ID: i Operator Enrallment Access

Enroliment Request Details Find | View Al First [4] 1 of 1 2] Last
Sequence Nbr: 1 #[=
*Action: Action Reason:

Override Action Date
Wait List Okay

Enrollment RequestID: 0003707765 Gtatus: Errors Found ) Submit'

User ID: 008692385 Operator Enrollment Access

15. If the status displays
Errors Found, locate the
row and sequence nbr that Enroliment Request Details

Find | View Al First Kl 2 or 2 I Last

displays the message Sequencelbr: 2 Ermors -
Errors. *Action: Enrall [~] Action Reason: Q
Override Action Date Action Date:
16. Scroll to t_he bottom of the Wait List Okay
page to view the Error
Messages. Class Nbr: 30105 Q, ANTH 180 01 Lecture Recon Lost Civs
Summer Session One Undergraduate

Related Class 1: Q

Related Class 2: Q
Start Date: e

Instructor ID:

Transcript Mote

Override

Grading Basis: Mormal Grade Rules

Units Taken: 3.00 Course Count:
Designation: GER

Take Requirement Designation
O Permission Nbr:

Additional [ Appointment [ career [Iclosed Class Class Links
Overrides [Requisites [ senvice Indicator [ Time Conflict Unit Load
Dynamic Dates

Drop This Class if Enrolled: Q

~ Error Messages

Message Sequence: 1 Severity:  Error Last Update DateTime: 06/08/12 11:55:384N
Time Scheduling Conflict for class 30074 and 30105, not enrolled. (14640,17)

A scheduling conflict exists with a currently enrolled class. Your enrcllment request cannot be processed. Please select another
lass

SJSU Information Support Services SR102: Basic Records Processing Il
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17. To view the student’s class
list, click the Study List
hyperlink.

The Student Study List page
displays.

18. Click the Cancel button.

Note: You can view a student’s
Term History by clicking the
Term History hyperlink. This
topic is discussed in great
detail in the next chapter.

The Enrollment Request
page displays.

19. To drop a student from a
class click the Add [+]
button.

Student Appointments Etim List Term Histary

Star Spartan
Undergraduate San Jose State University

Class 5S5chedule Filter Options

[#] Show Enrolled Classes [¥] show Waitlisted Classes [#] Show Dropped Classes Refresh Class Schedule |
H5 135 Section Component Description Grading Option Grade Units Status
Clz=:30228 01 Lecture Hlth Multiculture Normsl Grade Rules 3.00 Enrolled
Academic Program: UGD - Undergraduste Degres
@ Requirement Designation:GE Advanced Area S: Self, Society & Equality in US Attempt RD? Yes
S:004M  12:45PM  Tues, Thurs Sweeney Hzll 2132 06/04/2012- 07/06/201:
Instructor: Minh-Tuan Nguyen

Erinter Friendly Page

(&)

L.
0o Star Spartan 3an Jose State University
Undergraduate GO - Undergraduate Degree Summer 2012
Enrollment Request ID: 0003707766 Status: Success/Messages Submit |
User ID: 0o Operator Enroliment Access
Enrollment Request Details Find | View Al First [4] 1 of 1 [} ] Last
Sequence Nbr: 1 llessages
J

*Action: Action Reason:

Override Action Date

Wait List Okay

SJSU Information Support Services
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A new row on the
Enrollment Request page
displays.

20. Select Drop from the
Action drop-down menu.

21. Enter the Class Number
and the Related Class

number(s), if appropriate.

22. Click the Submit button.

23. Check the status next to
the Sequence Nbr to see
if the drop was process
successfully.

00. San Jose State University
Star Spartan
Summer 2012

Undergraduate UGD - Undergraduate Degree

Enrolliment RequestID: 0003707766 Status: Pending Sugbm” |
User ID: 0o Operator Enrollment Access

Find | View Al First Kl 2 or 2 I Last

Enrollment Request Details

Sequence Nbr: 2 Pending =
@ction: Drap M ) Action Reason: Q
Override Action Date Action Date:

Wait List Okay

Glass Nbr: |30226/Q HS 135 01 Lecture Hith Multiculture )
Summer Session One Undergraduate
Related Class 1:
Related Class 2:
0o Star Spartan San Jose State University
Undergraduate UGD - Undergraduate Degree Fall 2012
Enrollment Request ID: 0003714073 Gtatus: Successillessages ) Submit |

User ID: 0o Operator Enrollment Access

Enrollment Request Details

Find | View All First

Sequence Nbr: 2 Success E|

*Action: Action Reason:

Override Action Date
Wait List Okay

Class Nbr: | 20028 |Q HS 135 01  Lecture Hith Multiculture

SJSU Information Support Services
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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.

FEl‘-"Dvr'ftEE Mainva'lenu » Records anl:IvEnrl:uIIment

Mo Meny > Records and Evolment > |
ﬁ Enrollment Summaries

“View enrclment summaries for individualz or groups of students.

Enrollment Summary
View a 3@3@* of clazz enrollment and ter

ztatiztice for an

Enrollment Summary
Enter any information you have and click Search. Leave fields klankfora

Find an Existing Value

Limnit the number of results to (up to 3003200

ID: hegins with Jnn )
Academic Carger. H |
Academic Institution:| begins with vI|SJEIEIIZI
Term: H |
Campus |D: kegins with v||

National ID: begins with ||

Last Name: begins with vl|

First Hame: begins with v||

Term Alternate Key: | ')

[ case Sensitive

L L

Search Clear |EI:35icSear|:h B save Search Criteria

SJSU Information Support Services
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The Enrollment Summary
search results display.

5. Click the term to view.

The Enrollment Summary
page displays.

6. View class information
including class number,
subject, career and
session. (See Field
Descriptions below.)

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.

Search Results

212K SPRG 2012 ) Student Name

oo Undergrad  SJ000 I

0o Undergrad  SJ000 2114 FALL 2011 Student Name I

i} Undergrad  SJ000 2113 SUMR 2011 Student Name I
Star Spartan 001234567 *

Term:  Sprg 2012 Career:  Undergrad

Class Nbr  Subject Catalog
Q20288 CHEM 1124 Regular
CQrganic Chem Lecture
Q. 20298 CHEM 1208 Regular
Chem Safety Lecture
Q 24867 MATH 8 Regular

College Algebra Seminar

Session Section

San Jose State University Report Manager

Erint Study List

m_lﬂ‘mﬂ First B 13 0r2 I Last

Status  Status/Reason Acad®rod dding Basis Units Taken
01 Enraolled Enrolled usD Graded 3.00
o Enrolled Enrolled usD CrdiMo Crd 1.00
01 Enrolled Enrolled uGD Graded 3.00

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 Term Statistics

Star Spartan

Enrcllment Summary | Term Statistics

001234567 *

Academic Career:

Institution:
Term:

For GPA
Not For GPA

Undergraduate

San Jose State University

2122

Graded
Units

11.000
1.000

Spring 2012

Grade GPA
Points
36.500 3318

Earned
Units

11.000
1.000

Academic Level - Term Start:

In Progress Units Taken Towards Acad Load 12.000

Units Units Earned Towards Acad Load 12,000
0.000 Units Taken For Audit 0.000
0.000

First BN 1 or 1 B Last

First B 4 or 1 I Lt

Find | View All

Freshman

Graded

Grade

Earned

ransfer Credit

GPA 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
Mot For GPA 0.000 0.000 ==> Total Adjusted Transferred Units 0.000
Graded  Grade Gpa  Earned InProgress | | combined Earned Units GPA/NOGPA  12.000

Units Points Units  Units Transfer Credit For Units Only 0.000

For GPA 11.000 36.500 3318 11.000 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

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: Term Statistics Page/Enrollments

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.
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Field Description List: Term Statistics Page/Transfer Credit

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: Term Statistics Page/Combined (Enroliment and Transfer Credit Units)

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.

. Favorites © Main Menu > Records and Enroliment
1. From the Main Menu, b . 4 =
navigate to Records and
Enrollment > Student ﬁ Student Term Information

Term Information. Perferm term based activities for individual students.

2. Click Student Grades Z) Lo Activate  Student

i Activate a student for a term and add or update Revie ades and =tatistics for a zpecific student!
student term data. and terf.

Main Menu > Records and Enroliment =

The Student Grades search Student Grades
page displays.
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

3. Enter the appropriate ID

or Name.
4. Click the Search button. Limit the number of results to (up to 300) W
ID: begins witl ‘:“EIEI w
Academic Career: = | - M
Academic Institution:| kegins with v“SJDDD L
Term: | '
Campus IDv begins with v||
Hational [0 begins with v||
Last Hame: eging with VI|
First Hame: kegins with v“
Term Alternate Key: H | Q
[]case Sensitive
Seqﬁl_f?':h Clear |EI:35i|: Search B Save Search Criteria
N
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The Student Grades search
results display.

5. Select a Term by clicking
the appropriate link.

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.

Star Spartan

Search Results

Student Grade Inquiry Term Statistics

001234567 * _pnt_|

Term:

Sprg 2012

Career:

Undergrad

Institution:  San Jose State University

Report Manager

Detail |20288 CHEM 1124 Lecture o1 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
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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

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

Report Request Nbr: 000000000 On Request

( Print | )

Transcript Type: LUMNOFF Unofficial Transcript

Report WManager
First n 1 of 1 u Last

Find | View All

*Seq Nbry” *ID El
A |oql Q
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6. Tolook 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 Cn Request

Transcript Type: UMNCFF Unofficial Transcript

Repaort Manager

Find | Views Al First 4] 10of1 n Last

*Seq Nor £*ID o
11 001234567 QU spanan Star *

Request Detail Report Result

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

OHOFFICIAL STUDENT ACADEMIC RECORD

San Jose State University

STUDENT MAME: Spartan, Star
STUDENT NUMEER: 001234567
BIRTH MO/DRAY: 12/16

DATE PRINTED: 01/23/2012

DHIVERSITY MEMORANDUM
WRITING SEILLS TEST: ELIGIBLE T{ ENROCLL TH 1001-4 COURSE
ENGLISH PLACEMENT TEST REQUIREMENT MET

ENTREY LEVEL MATHEMATICS TEST EEQUIEEMENT MET

MAaXTMIOM OF 70 UNITS MAY BE ACCEPTED FROM 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

002794288

Process Monitor

Repoft Manager

Report Request Nbr:

Frocess Instance: 1773291

TSV SRIIUUW | LTI | AUS WIS | ays

Administration Archives

View Reports For

—— Type: Refresh |

Status: | [~ Folder

[v| nstance: | to: |
i@ 8 First B g ore B Laet

Format Status

Description Details

Report (Prcs
= D Instance

0112312012 Acrobat
12210 1773291  SJSR0004 11:50:4280 = pan

Report Detail

ReportID: 12210 Process Instance: 1773291 Message Log

Name: SJER0001 Process Type: SOR Report

Run Status: Success

SJSRO001

Distribution Details
Distribution Node: HASJTST Expiration Date: 1112572012

File List

Hame File Size es! Datetime Created

] e e T e e o & M) 1,683 01/23/2012 11:51:18.358126AM PST

@r@ﬂﬂ‘l 1773291.PDF ) 9.3 01/23/12012 11:51:18.358126AM PST
rﬂﬂﬂﬁb????ﬁ qut 98 901 01232012 11:51:18.358126AM PST

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

SR102: Basic Records Processing I
Page 36



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.

UNOFFICIAL

STUDENT NAME: Star Spartan
STUDENTID NO: (01234567

SAN JOSE STATE UNIVERSITY

UNOFFICIAL TRANSCRIPT U N C
DATE ISSUED: 01232012
PAGE NUMBER: 1 OF 2

UNIVERSITY MEMORANDUM

SPRING SEMESTER 2006

WEITING SKILLE TEST: ELISIELE T0 EHRCLL IN 100W OOUREE

EHCLISH PLACEMENT TEET REQUIEEHMENT HMET

ENTEY LEVEL MATHEMATICE TEET EEQUIEEMENT MET
HATIMUM COF 70 UNITE MAY EE ACCETPTED FROM 2 YEAR COOLLECZE.

UHDEEGEADUATE RECORD

ANTH 11 CULTURAL AWTHRO
HIST 15E U.3. HIST/SOVT
HATH 70 FINITE MATH

SEMESTER TOTAL:
SJ5U TUM:
ALL CCLLESE:

Help

| l i€ Peoplesaft ... ] En

= YENEE:

File Edt GoTo Favorites
Mew Tab Chrl+T
et Window Chrl+M
Qpen. .. Chel+0
Save As...

Prink. .. Ctrﬁ
5 -
Send b

Import and Export. ..

Wiark, OFfline
Exit

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 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.

@,},!\‘1 Curriculum Management

Course Catalog
Maintain course catalog information.

=] Catalog Summary
=] Course Catalog Search

ﬁ Combined Sections
Create combined =ection ID= and identify

classes to be combined.
=] identify C

ﬁ Enroliment Requirements
Maintain course reguisites.

= Enroliment Requisite Summary

ﬁ Class Roster
\igw and grint clgss

El Claacater

&= Brin

ﬁ Schedule of Classes

Maintain =chedule of classes information.
[=l Class Search
= Update Sections of a Class

ﬁ Dynamic Dates
Maintain Dynamic Dates.

=l Clags Section Dynamic Dates

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 |Elasi|:: search B Save Search Cr
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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

24000 2114 COMM _20 44654 Fegular 001838
24000 2114 SOMM _20 44R5H Reqular 001838
24000 2114 COMM _20 44657 E Reqular 001838
Class Roster
Fall 2011 | Regular Academic Session | San Jose State University | Undergraduate
<~ COMM 20 - 01 (44654)

Public Speaking (Lecture]

Days and Timeas Room Instructor Datas

Mo S:00PM-8:45PM Hugh Gillis Hall 215 Faculty Name 08/24/2011 -

1z/o08/2011
*Enrollment Status: L
Clzs= Permissions

Enrollment Capacity: 25 Enrolled: i1

3]
Enrolled Students  cystomize | Find | View all | 0] First K0 3-11 of 1
Grade ___|Program - Plan - Academic Grade
e Name Basis Units Subplan Lewvel G Dt

1|00 ;| Student Name Graded | 3.00|YC0 - Undergraduate o0 logr07/2011

Cegree - Pre-MNursing

UGD - Undergraduate
2|00 jStudent MName Graded | 3.00 |Degree - Business Sophomore [06/23/2011

Administration/Manage
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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 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 a 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 Thupta 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
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

Enter any infarmation you have and click Search. Leave fields

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

Find an Existing Value Add a Mew Value

Lirit the number of results to (up to 300} (300
Search by: Run Control ID begins with
[]case Sensitive

Search | Advanced Search

Search Results

Wiew All

Rean Conuel 1D

English
English
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The Class Roster page
displays.

7. Enter or check the
following information:

Class Roster

Run Control ID:  Rosters

sJooo (@

*Academic Institution:

*Term:

Assignment

Run

Report Manager Process Monitor

San Jose State University

n1of1

Find | Wiew All

e Term and Session _
o DISpIay Permissions *Session: { ] isplay Permissions )
(Check this box to view | | “sertopion [Name |
permiSSion numbers on Select One of the Following Students In The Report
the .pdf only.) bE T B U e Q [ Enrolled Students Begin Date: il
e Academic @ject G AFAI @ [JDropped Students End Date: i
Organization Class Nbr: Q I Woiskstod Studonts
e Su b] ect Area Course ID: Q
e Class Nbr or Course
ID
E ” d D d & Save | [£ARsturn to Searchl Elrlotifyl EsAdd || FUpdate
(] nroillea, vroppe qm

and/or Waitlisted
students.

8. Click the Save button.

9. Click the Run button.

Class Roster

Run Control ID:  Rosters

=pcademic Institution: sJooo |G
*Term: 2122 |Q

Eeport Manager Process Monitar

2an Jose State University

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 OK.

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 IO Run Control ID: Rosters
(Sewer Name: | PSUNX vl ) Run Date; [0 1/23/2012 Ef
Recurrence: Run Time: | 3:48:46P1 Resetto Current Date/Time
Time Zone: PST QU pacific Time (US)
Process List
Select |Description Process Name Process Type Type *Format
5JSU Class Roster SJSR009 SQR Repart web  [v][POF  [v]

(@Cancel |
NS

Class Roster

Run Control Il Rosters Eeport Manager | Process Monitor Run
FroCess mstance: 1773294

LIS NN MY | IS | Ao e

Process List Server List

View Process Request For

User ID: Q. Type: vl Last VI| 1 Days vl Refresh |

Server: Name: ’|7Q \nslance:| to |
R Distrbution [7] Save On Refresh
Status: Status: )

. e
Process List customize | Find | view A1 | G B First B 4 or 1 B ast

Process - Distribution -
Select . (Process Type me User Run Date/Time Details
Select Instance | Seq. [Process T Na User Run Date/Time Run Status Status Details

1773294 S0R Report SJ5R0O09 01/23/2012 3:48:46PM PST Success Posted Details

Process List || Senver List
View Process Request For

User ID: Q, Type: [ [v| [Last v | 1 [pais v Refresh |
Server: Hame: @, Instance: | to |

Run oI Save On Refresn

Status: Status:

Process List Customize | Find | View Al 2] #

1773294 SQR Report SJER0O09 01/23/2012 3:48:46PM PST Success Posted Details
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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

01/23/2012 3:52:13.483661F!

ROSTER.csv

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 Afdm & 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 Afdm & D 1 1 27913 g3 0
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