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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. 
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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. 
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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: 

• 1 = Winter 
• 2 = Spring 
• 3 = Summer 
• 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: 

 

 SIS 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. 
• 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. 
• Summer One: Courses are self-funded and offered on campus during a six or ten week period during 

the summer term. 
• Professional Development: Courses offered through the SJSU Professional Development Center. 



SJSU Information Support Services SR105: Faculty Advisor 
info-support@sjsu.edu, 408-924-1530 Page 6 

Schedule of Classes 
Use this section to learn how to view the schedule of classes. 

1. From the Main Menu, 
navigate to Curriculum 
Management > Schedule 
of Classes. 

2. Click the Class Search 
link. 

 
  

The Class Search page 
displays. 
 

3. Enter the Term value. 

 
  

The Class Search Criteria 
page displays. 
 

4. Enter the Subject, Course 
Number or Course 
Career. 

 
Note: This search page 
requires you to enter two 
pieces of data. The 
checkbox for Show Open 
Classes only counts as 
one. Selecting this 
checkbox will result in 
displaying only the classes 
that have space available. 
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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. 
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The Course Subject displays 
on the Search for Classes 
page. 
If more information is needed, 
click the Additional Search 
Criteria link. 
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The Additional Search 
Criteria section displays. 
 

8. Enter a minimum of two 
values in the search field. 

Note: In this example, 
Subject and Mode of 
Instruction are populated. 

9. Click the Search button. 
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The Class Search results 
page displays. 
 

10. To view all sections of a 
class, click the View All 
Sections link. 

 
  

All of the sections of the 
class display. 
 

Note: To see greater detail 
about this section, click the 
class number link. 
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The Class Detail page 
displays. 
 

11. View detailed section 
information. (See the 
Field Descriptions List 
below.) 

 
 

Field Description List: Class Detail Page (above) 

Field Name  Description 

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

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

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

Enrollment Requirements Displays the course prerequisites or other enrollment information. 

Class Attributes Displays additional course information (for example, GE information, and 
course level). 

Class Capacity Displays the enrollment capacity for the course. 

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

Class Type Displays the class type indicating whether a section requires manual 
Enrollment or Non-Enrollment, which is system-driven. 

Available Seats 

The total number of class seats available. 

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. 

Wait List Capacity Displays waitlist capacity of 100 students for all courses with, the exception 
of Supervision. 

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

Class Notes Displays the class notes for the section of the course. In the legacy system 
class notes are called footnotes. 

Description 

Displays the description of the course found in the Course Catalog. 

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. 
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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, 
navigate to Records and 
Enrollment > Term 
Processing > Class 
Permissions. 

2. Click Class Permissions. 

 
  

The Class Permissions 
search page displays. 
 

3. Enter the Term and 
Subject Area. 

4. Click the Search button. 

 

  



SJSU Information Support Services SR105: Faculty Advisor 
info-support@sjsu.edu, 408-924-1530 Page 14 

 
The Class Permissions 
search results display. 
 

5. Select a Catalog Nbr by 
clicking its link. 
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The Permission to Add page 
displays. 
 

6. View permission numbers 
for the section selected. 
(See Field Descriptions 
below.) 

7. To see other sections, 
click the arrow or the 
View All link. 

8. Select the Permission 
tab. 

Note: Classes that have 
multiple components, for 
example, lab and lecture, 
will have permission 
numbers for only the 
primary enrollment section. 

 
  

The Permission tab 
displays. 
 

9. View Permission Number 
and overrides for closed 
class, requisites, and 
career. 

10. Select the Comments 
tab. 

 

  

The Comments page 
displays. 
 

11. View Permission 
Number, ID and 
Comments. 

12. Click the Show all 
columns icon. 
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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. 

 

 
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. 

Class Type Displays either enrollment or non-enrollment depending on primary 
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. 
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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. 

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

Name Displays the name of the student who used the permission number. 

Issued 
If checked on indicates that number has been given to a student. 

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. 

Expiration Date Displays the date the permission number will expire. Defaults from the 
Default Date above. 

Permission Type Displays value of A indicating that student can add the course. Once 
permission number is used, will display the id of the student who used it. 
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Student Program and Plan  
This section shows how to activate students into a program and/or a plan, modify the student’s program and 
plan, or record the completion of a degree. A student must be active in a program and plan in order to activate 
them for term enrollment. The Student Program and Plan pages track the full history of a student’s 
relationship with an Academic Program. 

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

2. Click Student 
Program/Plan. 

 
  

The Student Program/Plan 
search page displays. 
 

3. Enter the appropriate ID 
or name. 

4. Click the Search button. 
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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. 

 

 
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 SJ000.  

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 SR105: Faculty Advisor 
info-support@sjsu.edu, 408-924-1530 Page 20 

6. Click the Student Plan 
tab. 

 
  

The Student Plan page 
displays the student’s 
major. 
 

7. View a student’s 
major/minor information, 
as needed. (See Field 
Descriptions below.) 
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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, 
navigate to Records and 
Enrollment > Student 
Term Information. 

2. Click Term Activate a 
Student. 

 
  

The Term Activation search 
page displays. 
3. Enter the appropriate ID 

or last name. 

4. Click the Search button. 

 
  

The Term Activation page 
displays. 
This page displays the term 
eligibility and the student’s 
academic level. 

5. View the term information. 
(See Field Descriptions 
below.) 
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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 enrollment 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. 
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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. 
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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 Information 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. Identify the Service 
Indicator to be removed. 

6. Click the link of the 
indicator you want to 
remove. 
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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. 
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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. 
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The Student Groups page 
displays. 
 

5. View the groups attached 
to the student. (See Field 
Descriptions below.) 

 
Note: Make sure to look at the 
status of each group and the 
effective date. 

 

 
Field Description List: Student Groups Page (above) 

Field Name  Description 

Academic Institution Displays San José State University (SJ000) 

Student Group Displays the Student Group assigned to the student. 

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

Status If student is active in the student group, the Status should display Active. If 
the student has been removed from the student group, Status should 
display Inactive. 

Comments Not using this field. 
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6. Click the View All 
hyperlink. 
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Student Enrollment 
This section demonstrates how to view information regarding a student’s enrollment status. 

1. From the Main Menu, 
navigate to Records and 
Enrollment > Enroll 
Students. 

2. Click the Enrollment 
hyperlink. 

 
  

The Enrollment page 
displays. 
 

3. Enter the appropriate ID or 
name. 

4. Click the Search button. 

 
  

The Search Results display. 
 

5. Select the term you wish 
to view. 
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The Student Enrollment 1 
page displays. 
 

6. Click the View All 
hyperlink to see all 
classes. 

 
Note: You can use this page to 
view student registration and 
drop information. 

 

 
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. 

 

 
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 enrollment 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 
Enrollment 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 
Enrollment 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 > Enrollment 
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. 
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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. 

 

 
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 Enrollment 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. 

 

 
Field Description List: Term Statistics Page (above) 

Field Name  Description 

Academic Career Displays student’s academic career. 

Institution Displays San José State University (SJ000). 

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

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

Field Name  Description 

For GPA / Graded Units Displays the units the student has taken for a letter grade, whether it is a 
passing grade or not. 

For GPA / Grade Points Displays the term grade points earned. 

For GPA / GPA Displays the student’s GPA for the graded units. 

For GPA / Earned Units Displays the number of units the student has taken and passed for a letter 
grade 

For GPA / In Progress Units Displays the number of units the student has that are in progress for a 
letter grade. 

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

Not for GPA / Earned Units Displays the number of units the student has taken and passed for a non-
GPA grade 

Not for GPA / In Progress 
Units 

Displays the number of units the student has in progress and 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 (Enrollment and Transfer Credit Units) (above) 

Field Name  Description 

For GPA Graded Units Displays the total SJSU and transfer units the student has taken for a letter 
grade. 

For GPA Grade Points Displays the total SJSU 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 SJSU 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. 

  



SJSU Information Support Services SR105: Faculty Advisor 
info-support@sjsu.edu, 408-924-1530 Page 43 

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

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

2. Click Student Grades. 

 
  

The Student Grades search 
page displays. 
 

3. Enter the appropriate ID or 
Name. 

4. Click the Search button. 

 
  

The Student Grades search 
results display. 
 

5. Select a Term by clicking 
the appropriate link. 
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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. 

 

 
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. 
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5. To look 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. 

 

  



SJSU Information Support Services SR105: Faculty Advisor 
info-support@sjsu.edu, 408-924-1530 Page 47 

 
The Report Result page 
displays.  

 
  

10. To retrieve a more concise 
version for printing, click 
Report Manager. 
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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. 
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The student’s Unofficial 
Transcript displays. 
 

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

 
  

16. To print, select the Print 
command under the 
Internet Explorer File 
menu. 
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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, 
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. 

 
  

The Class Roster search 
results display. 
 

5. Select a section number by 
clicking the appropriate 
hyperlink.  
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The Class Roster page 
displays. 
 

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

 

 
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. 
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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. 
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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 SJSU Campus 
Solutions > Records and 
Enrollment > Campus 
Reports. 

2. Click Class Roster 
Report/File. 

 
  

The Class Roster Report 
search page displays. 
 

3. If it is 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. 
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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. 
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The Class Roster page 
displays. 
 

7. Enter or check the 
following information: 

• Term and Session 
• Display Permissions 

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

• Academic 
Organization 

• Subject Area 
• Class Nbr or Course 

ID 
• Enrolled, Dropped 

and/or Waitlisted 
students. 

8. Click the Save button. 

 

  

9. Click the Run button. 
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The Process Scheduler 
Request page displays. 
 

10. Select settings as follows:  

• Server Name: PSUNX 
• Type: Web 
• 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. 
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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. 
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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 SJSU Campus 
Solutions > Records and 
Enrollment > Campus 
Reports. 

 
The Campus Reports page 
displays. 
 

2. Click Department Major 
Extract. 

 

  

The Department Major 
Extract page displays. 
 

3. If it is 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. 
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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: 

• Term  
• Academic 

Organization  
8. Click the Save button. 

 
  

9. Click the Run button. 
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The Process Scheduler 
Request page displays. 
 

• Server Name: PSUNX. 
• Type: Web 
• 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. 
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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. 
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