Logon as usual, but on the portal page click on Campus Solutions instead of Faculty Center.
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= campus Solution:
Access to the Campus Solutions application.

= Faculty Center

Wiew your class and exam schedules.

= Advisor Center
Access your advisee roster and view details including academic information, class schedules, degree
progress and grades.

Welcome to the Bloomsburg
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portal. This site has been
created to bring together all
of the information you need.

Click on the Query folder under Reporting Tools.
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Click on the ‘Query Viewer link

Favorites 5 Mam Menu > Reporting Tools @ Query

Main Menu = Reporing Tools =

ﬁ GQuery

Extract information uzing vizual reprezentations of your PS databasze.

Quenry Viewer

Reviewy exizsting o

Enter the query name: BZSR_CLASS_INFO and click on search
Favorites Maith Metu > Reporting Tools > Query = Query Wiswer

Query Viewer

=nter any infarmation you have and click Search. Leave fields blank for a list of all values.
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Search i |Advanced Search



On the line with BZSR_CLASS_INFO, you can search on either html or excel. Excel will send the output to

excel and the html allows you to view the output first then send it to excel after it is displayed. | will
show the html link. Click the html link.

Favorites Main Menu > Reporting Tools > Query @ Query Yiewer

Query Yiewer

=nter any infarmation you have and click Search. Leave fields blank for a list of all values.
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The prompts will be for the year and session and the course number. The Term is 2122, where the first
2 is the century, then 12 is the year and the last 2 is the session. (Session: 2 = spring, 4 = summer and 6 =
Fall) The second prompt is the course number, i.e. Math 118-04 will be 2495

Enter the 2 prompts and click View Results and it will display the roster.
BZSR_CLASS_INFO - Class List with student email

Term: 2122 Q,
Class Hbr: | 2495
Yiew Results /

Download results in ;. Excel SpreadSheet CSY TextFile #MLFile (28 ki)

i All

D Career | Term Class Nbr Subject Catalog Section Descr Last First Name Middle
1 (250046 |UGRD 2122 2495 |MATH 118 04 APPL MATRIX ALGEBRA Ash Shayla R sra3t
2 (250046 |UGRD 2122 2495 |MATH 118 04 APPL MATRIX ALGEBRA Ash Shayla R sralt
3 |261047 LIGRD 2132 2495 |MATH 118 04 APPL MATRIX ALGEBRA Boyd Joseph Stephen jsh4l
41233073 LIGRD 2132 2495 |MATH 118 04 APPL MATRIX ALGEBRA Brouse Caolton J cjh31
4 |233073 LIGRD 2132 2495 |MATH 118 04 APPL MATRIX ALGEBRA Brouse Caolton J cjh31

After the roster is displayed, click the Excel spreadsheet link to send to excel and select open to excel.

Once it is in excel format, | usually delete the top line so my heading are on the top line and click file and
save as to save the spreadsheet.



