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Bloomsburg University Training Notes

Terminology Crosswalk

PeopleSoft Term

Bloomsburg Equivalent/Example

Institution

Bloomsburg University. In PeopleSoft, this is
always identified with the code BLOOM.

Academic Career

Undergraduate (UGRD)
Graduate (GRAD), Doctoral (DOCT)

Academic Program

College
(College of Liberal Arts, College of Business)

Academic Plan

Major (English)

Academic Sub-Plan

Concentration (Creative Writing)

Term

Semester (Spring, Summer, Fall); denoted by 4-
digit code

Term Code Logic

Spring 2011: 2112
2 = Millennium
11 = Last two digits year

2 =Term (2 — Spring, 4 — Summer, 6 — Fall)




Viewing a Student’s Bio/Demo Data

1. After logging in through the Portal, click the Campus Community menu item.
2. Next, click the Student Services Ctr (Student) link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field.

Student Services Center

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

Find an Existing Value

Maximurm number of raws ta return {up to 300): W
1D: begins with » |
Campus ID:| hegins with
National D2 | hegins with

Last Name:  hegins with

v
|
v
|

First Name: | hegins with

[Jcase Sensitive

Search Clear :BESiESEErEh ﬁﬁave Search Criteria

4. You will now see the main page of the Student Services Center. The Student Services Center is
a clone of what a student sees when he or she accesses the Student Center. The Student
Services Center, however, includes various administrative options that are not available to
students.

5. Scroll down the page to view the Personal Information section. In this section, you can use the
Demographic Data link to access the student’s demographic data. Click the Emergency Contact
link to view the student’s Emergency Contact information.

T Personal Information T Search Engines

’ Contact Information e
Demographic Data
Emergency Contact
Permanent Address Billing Address
1234 Dunder Avenue None
Bloomsburg, PA 17815 BU Todaw
019 Columbia
Primary Phone Home E-mail
None None

6. To view more detailed personal information for this student, scroll to the top of the Student
Services Center and click the General Info tab.

7. Atthe top of the General Info tab, you can see any Service Indicators (or Holds) on the
student’s record. You can also access any Checklists assigned to the student in the Initiated
Checklist section. Scroll down the page to view the student’s Student Groups and other
personal information.




James Halpert ID: 282624
student center generalinfo]( ]f credil]( ][ ][ aid]

Initiated Checklists
Personal Data

Service Indicators
Student Groups
National ID
Addresses

Email Addresses

COLLAPSE ALL |
EXPAND ALL |

Names

Phones

¥ Service edit service indicators
Indicators
¢ Positive @ legative

First L4} 1of1 L | Last

Customize | View all | B

Service Indicators

Start Term (End Term |Start Date End Date Department

2011
Spring

Type |Details

@ Library Fine Library

[Z]€eo to top

=4 Initiatgd review checklist summary
Checklists
Checklists View All First Kl 1 of 1 ¥ Lase
Function |Checklist Institution | Variable Data
ADMA UFR - Freshmen BLOOM Academic Career: UGRD

Student Career Nbr: 0

requirements test
Application Nbr:

I* checklist Items

Further down the page, you can see Student Groups, Personal Data, and National ID. Access to
edit this information is limited based on your role within the institution. For more information
on any of these fields, or to view a history of changes, click the Edit Student Groups, Edit
Personal Data, or Edit National IDs buttons if you have access to these components.

+ Student Groups

I edit student groups II

Student
Group

Description

Institution

Status

HNRS

< Personal Data

Campus ID:
Date of Birth:

Gender:

Marital Status:

< National ID

Honors

of PA

I edit personal data II

01/01/1990
Male

Single

edit national ids I

Bloomsburg University Active as of

2011-03-10

[ElGe to top

[ElGe to top

Country

National ID Type

National ID ‘

Primary
NID

USA Soci

Numb

al Security
ar

$93399993

I

[ElGe to top




9. At the bottom of this page you will see Names, Addresses, Phones and Email Addresses on file
for this student. Click the Edit Names, Edit Addresses, Edit Phones or Edit Email Addresses

buttons to view more information about each of these items.

~ MNames edit names |
Name Type |I3i5|:r|a\4r Name |5tatu5 |
Primary James Halpert ggt]i_\]foa;: fg
EGO to top
~ Addresses edit addresses I
Address Type Address |5tatu5

Local

Permanent

224 Imaginary Lane
Bloomsburg, PA 17815
019 Columbia

1234 Dunder Avenue
Bloomsburg, PA 17815

Active as of
2011-03-13

Active as of

019 Columbia 2011-03-10
EGO to top
< Phones edit phones I
Phone Type Phone Number |Exten5iun | Preferred |
Mobile S570/555-6666 [
Home ST0/666-7777 |
[Z]ee to top
~ Email Addresses edit email addresses I
Email Type Email Address | Preferred |
Campus Halpertl@bloom.adu i

Viewing a Student’s Academic Information

Viewing a Student’s Schedule

1. First, click the Campus Community menu item.

2. Next, click the Student Services Ctr (Student) link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in

the ID field.

[ZlGe to top




4. You will now see the main page of the Student Services Center. The Student Services Center is
a clone of what a student sees when he or she accesses the Student Center. In the Academics
section, you will see the student’s schedule in list format. To view a weekly calendar view of the
student’s schedule, click the Weekly Schedule link.

James Halpert ID: 282624 @

[[rrmm— | | | e e ——

James's Student Center

SEARCH FOR CLASSES

My Class Schedula Ei‘,l: eadlines @ URL [& Gradebook
My Planner This Week's Schedule
Class Schedule Library Fine
- ANTHRO 101-01 MoWeFr 1:00PM - 1:50PM ;
I | 5 details
other academic. @ m’ LEC (1714) Centennial Hall 0164 ilsp-

MoWeFr 10:00AM -

Eﬂo SPANISH 101-01 10:50AM

LEC (1280)

Old Sgisacstal0lzs ¥ To Do List
weakly schedule b Frashmen Requiremants Tast

details
® By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your
encrlimenE Enrollment Appointment
Save | 2011 Summer [ You may begin enrolling for
the 2011 Fall Regular

m—— Academic Session session on
Finances April 4, 2011,

My Account

7 Enroliment Dates

Account Summary
Account Inguiry details p
You owe 0.00.

Financial Aid .
Due Now 0.00
View Financial Aid .
Future Due 0.00
This may not reflect recent changes to your tuition Program Advisor
—_— and fees. For an ubdsted balance. click on Account

5. You will now see the schedule in a calendar format. If the student has classes that take place
later than 6:00pm, change the time in the End Time field to show these additional classes. To
print this schedule, click the Printer Friendly Version link at the bottom right of this screen and
print the page as you would with any other web page.




My Class Schedule

<< previous week | Week of 3/14/2011 - 3/20/2011 next week >> |

Show Week of [03/17/2011 E Start Time |8:00AM End Time |6:00PM refresh calendar I

e Monday Tuesday Wednesday Thursday Friday Saturday Sunday

Mar 14 Mar 15 Mar 16 Mar 17 Mar 18 Mar 19 Mar 20
8:00AM
9:00AM
SPANISH 101 - 01 SPANISH 101 - 01 SPANISH 101 - 01
10:00AM Lecture Lecture Lecture
: 10:00AM - 10:50AM 10:00AM - 10:50AM 10:00AM - 10:50AM
0ld Science Hall 129 0ld Science Hall 129 0ld Science Hall 129
11:00AM
12:00PM
ANTHRO 101 - 01 ANTHRO 101 - 01 ANTHRO 101 - 01
1:00PM Lecture Lecture Lecture
: 1:00PM - 1:50PM 1:00PM - 1:50PM 1:00PM - 1:50PM
Centennial Hall 164 Centennial Hall 164 Centennial Hall 164

2:00PM
2:00PM
4:00PM
3:00PM

6:00PM

~ Display Options

¥ Show AM/PM ¥ Monday ¥ Thursday

[ o . =_-. ¥ Sundaw refresh calendar |

Viewing a Student’s Course History

First, click the Campus Community menu item.
Next, click the Student Services Center link.

You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field.

You will now see the main page of the Student Services Center. The Student Services Center is
a clone of what a student sees when he or she accesses the Student Center. You can use this
page to access a Course History for a given student that will allow you to view all classes taken
by the student at Bloomsburg University as well as courses that have been transferred in. This
page will also display the grades that have been posted for these classes.

To access Course History, click the Other Academic... drop-down menu in the Academics

section. Select Course History and click the Go button (@).




James Halpert ID: 282624 @

(student conter | generatinto | acmissions | transter crea | scademice | tmances ) neancer i)

James's Student Center

¥ Academics

SEARCH FOR CLASSES |

My Class Schedule [gD=adlines (= E [ Gradebook

Shopping Cart

My Planner This Week's Schedule _
Class Schedule Library Fine

Iluther academic... v]® I S tgglzi{i:)m-m MoWeFr 1:00PM - 1:50PM details p.

Centennial Hall 0164

MoWeFr 10:00AM -
10:50AM

Old Science Hall 0129 ¥ To Do List

weekly schedule p.

[, SPANISH 101-01
9 Lec(1280)

Freshmen Requirements Test

details
® By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your Enroliment Dates
enrollment.
Save | 2011 Summer

Enrollment Appointment
r You may begin enrclling for
the 2011 Fall Regular

Academic Session session on
April 4, 2011.

My Account Account Summary

Account Inguiry details jp
You owe 0.00.

Financial Aid -

View Financial Aid Due Now 0.o0 >

s =

- " Future Due 0.00 Advisor
This may not reflect recent changes to your tuition Program Advisor

—_—— and fees. For an updated balance. click on Account

6. You will now see the Course History for this student. Here you can see the course, course
description, term, grade, units, and status (taken, transferred, or in progress).

By default, the courses are arranged alphabetically by course name. To arrange by Term, Grade,
Units, Status, or Description, simply click these headings in the grid. You can print this page as
you would any webpage.




James Halpert ID: 282624 @

My Course History

Select Display Option Sort resultshylﬁ
Eﬂide courses from My Plannar Then hylﬁ
o Show courses from My Planner
sort
@_E-\.E @@ Transferred < ogres
Course Description Term Grade Units | Status |
ANTHRO 101 |INTRO ANTHROPOLOGY 2010 Fall B+ 3.00 @
ANTHRC 101 |INTRO ANTHROPOLOGY 2011 Spring 3.00 O
BIOLOGY 101 |HUMAN BICLOGY 2010 Fall TR 4.00 L=
CHEM 101 INTRO CHEMISTRY 2010 Fall TR 4.00 L=
ENGLISH 101 |COMPOSITION 1 2010 Fall B 3.00 @
HISTORY 121 |US HIST COL PER 1877 2010 Fall A 2.00 @
MATH 110 BASIC ALGEERA 2010 Fall TR 2.00 L=
SPANISH 101 |SPANISH 1 2010 Fall A- 3.00 @
SPANISH 101 |SPANISH 1 2011 Spring 2.00 O

Viewing a Student’s Grades

1. First, click the Campus Community menu item.
2. Next, click the Student Services Ctr (Student) link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field.

4. You will now see the main page of the Student Services Center. The Student Services Center is
a clone of what a student sees when he or she accesses the Student Center. You can use this
page to access a student’s Grades.

5. To access Grades, click the Other Academic... drop-down menu in the Academics section.

Select Grades and click the Go button (@).

10




James Halpert ID: 282624 @

[[stadent sonter | generatinto || aamissions || transter creait | scademice | Amances |

James's Student Center

=)

My Class Schedule [gD==dlines (=S
Shopping Cart

SEARCH FOR CLASSES |
[& Gradebook

My Planner

Class Schedule Library Fine
- ANTHRO 101-01 MoWeFr 1:00PM - 1:50PM -
- 4 details
II other scadamic... :'@I Bb ec (1714) Centennial Hall 0164 it=p-
E“' SPANISH 101-01 MoWeFr 10:00AM -
© LEC (1280) 10:50AM
Old Scence Hall 0123 ~ To Do List
weekly schedule p. Freshmen Requirements Test
details p.
By checking this box, you are confirming

your attendance in this term and that you
understand you will be held responsible

.
for tuition and fees incurred by your Enroliment Dates
enrollment.

Save | 2011 Summer r

Enrollment Appointment

You may begin enrolling for

the 2011 Fall Regular

Academic Session session on
April 4, 2011,

My Account Account Summary

Account Inguiry

You owe 0.00.
Financial Aid

details .
.
Due Now .
View Financial Aid 0.00
Future Due 0.00
This may not reflect recent changes to your tuition Program Advisor
—_——— and fees. For an undated balance. click on Account

6. On the Grades page you can see all the grades a student has received for a given term, along

with term and cumulative statistics. If you wish to view a different term, click the Change Term
button at the top of this screen.

11




View My Grades

2011 Spring | Bloomsburg University of PA change term |

¥ Class Grades - 2011 Spring

Class Description

Grade
Unit Gradi Grad
nits sl rafe | points ‘
ANTHRO INTRO
101 ANTHROPOLOGY S| S
SBANISH  gpanisH 1 3.00 Graded

¥ Term Statistics - 2011 Spring

From

Enrollment Cumulative Total

Units Toward GPA:

Taken 12.000
Passed 12.000
In Progress 6.000 6.000

Units Not for GPA:

Taken

Passed

Transfer Units 11.000
GPA Calculation

Total Grade Points 42.000

[/ Units Taken Toward GPA 12.000

= GPA 3.500

Viewing Detailed Academic Data

1. First, click the Campus Community menu item.
2. Next, click the Student Services Ctr (Student) link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field.

4. You will now see the main page of the Student Services Center. The Student Services Center is
a clone of what a student sees when he or she accesses the Student Center. You can use this
page to access a student’s detailed academic information for a particular student.

5. From the Student Services Center, click the Academics tab at the top of the screen.

12




James Halpert ID: 282624 @

[‘ d ‘center‘](, 'info}( issi |a](transfercredi‘l (academics ﬁnanoes](ﬁnancialaid]

James's Student Center

SEARCH FOR CLASSES |

My Class Schedule Eaf eadlines @ URL @ Gradebook

Shopping Cart

My Planner This Week's Schedule _
Class Schedule Library Fine

I other Ecademic...jv @ Ea t.ggl—(ﬂ:?l;:?l.-ol MoWeFr 1:00PM - 1:50PM datails p.

Centennial Hall 0164

MoWeFr 10:00AM -
E& SPANISH 101-01 10:50AM

LEC (1280) old Science Hall 0123 ¥ To Do List

weekly schedule |

Freshmen Reguirements Test

details p.
@ By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your Enraliment Dates
enrollment.
Saye | 2011 Summer |

Enrollment Appointment
You may begin enrolling for
the 2011 Fall Regular

- Academic Session session on
Finances April 4, 2011.

My Account Account Summary
Account Inguiry details -
You owe 0.00.
Financial Aid -
Vi Ei ial Aid Due Mow 0.00 =
iew Financial Ai i
" Future Due 0.00 Advisor
This may not reflect recent changes to your tuition Program Advisor
— and fees. For an uodated balance. click on Account

Once in the Academics tab, you will see detailed program and plan data for this student under
the Institution/Career/Program section. You can click the Edit Program Data to see more
information about the student’s program and plan. Scroll down the page to view more
academic information. Keep in mind that access to this button is limited based on your role at
Bloomsburg.

James Halpert ID: 282624 @

[ student oenter\lfgeneral info](admissions \I( transfer credil“’academics ](ﬁnanoes \I( financial aid}

Institution / Career / edit program data |
Program
Program: UcoLa i
BLOOM - Bloomsburg University of PA d UGRD Liberal Arts
UGRD - Undergraduats Student Career Nbr: ]
" UCOLA - UGRD Liberal Arts Status: Active as of 08/30/2010
Admit Term: 2106 2010 Fall
Expected Graduation: 21472 2014 Spring
Approved Load: Full-Time
Load Determination: Base On Units
Level Determination: Bace On Units
Plan: ENGLISH-BA English BA
Requirement Term: 2106 2010 Fall

13




7. Inthe Term Summary section, you can see information about the current term. To view
academic data for a different term, select the desired term from the list on the left. In this
section you can see the student’s academic level and classes that he or she has enrolled in for
this term. You can also access the Quick Enrollment component using the Quick Enroliment link
below the student’s class list. Scroll down the page to view term statistics.

Term Summary edit term data I
~ BLOOM - Bloomsburg University of PA 2011 Sprin
..... UGRD - Undergraduste Eligible to Enroll: Yeas
2116 - 2011 Fall Primary Program: UCOLA UGRD Liberal Arts
o112 - 2011 Spring Academic Standing Status: Data unavailable

T 2106 - 2010 Fall

¥ Level / Load

Academic Level - Projected: Freshman
Academic Level - Term Start: Freshman
Academic Level - Term End: Freshman
Approved Academic Load: Full-Time
Academic Load: Enrolled Half-Time

¥ Classes

«E'\’c\le: @E roppad A'.'.'Eil Listad

Class | Description [units| Grading [Grade|status]|
ANTHRO INTRO
101-01 ANTHROPOLOGY | 3.00 Graded o
[1714) [Lecture)
SPANISH
101-01 EE'I_F’:E':ISH) t 3.00 Graded o
(1280) ure,

Quick Enrollment

8. The Statistics section allows you to view term and cumulative statistics.

* Statistics

| corotment | | ot

Units Toward GPA:

Taken 12.000

Passed 12.000

In Progress 5.000 5.000

Units Not for GPA:

Taken

Passed

In Progress

Transfer Units 11.000
GPA Calculation

Total Grade Points 42.000

[ Units Taken Toward GPA 12.000

= GPA 3.500

Term History

14




Viewing Student Admissions Information

1. First, click the Campus Community menu item.
2. Next, click the Student Services Center link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field.

4. You will now see the main page of the Student Services Center. The Student Services Center is
a clone of what a student sees when he or she accesses the Student Center. You can use this
page to access a student’s admissions information for a particular student.

5. Click the Admissions tab at the top of the page.

James Halpert ID: 282624 @

(tudent conter |[ gonerat nto || amissions |[iranstorcreat | scadomice |[ finances | nancitaia]

James's Student Center

~ Academics

SEARCH FOR CLASSES |

My Class Schedule Eal: eadlines @ URL @ Gradebook
iz T
My Planner This Week's Schedule
Class Schedule Library Fine
. ANTHRO 101-01 MoWeFr 1:00PM - 1:50PM .
I vl 5
other academic... ® B e (1714) Cantennial Hall 0164 SRR

MoWeFr 10:00AM -

10:50AM
old Science Hall 0123 ~ To Do List

weekly schedule |

[, SPAMISH 101-01
9 LEc (1280)

Freshmen Reguirements Test

details p.
@ By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your Enraliment Dates
enrollment.
Saye | 2011 Summer m

Enrollment Appointment
You may begin enrolling for
the 2011 Fall Regular

— Academic Session session on
Finances April 4, 2011.

My Account Account Summary
Account Inguiry details -
You owe 0.00.
Financial Aid -
Vi Ei ial Aid Due Mow 0.00 =
iew Financial Ai i
" Future Due 0.00 Advisor
This may not reflect recent changes to your tuition Program Advisor
— and fees. For an uodated balance. click on Account .

15




6. On the Admissions page, you can view information entered on the student’s application, such as

8.

Program and Plan, Housing Interest, and Financial Aid Interest.

( Denter](, I info]( admi

|[transter ereait | acaemics ||

[ #nanciat ia |

Institution / Career [
Application Nbr / Program

edit application data I

Application Nbr:
Program Nbr:

Program Status:

Program:
Plan:

Sub-Plan:

Last School Attended:

City:
State:
Graduation Date:

Financial Aid Interest:

Housing Interest:

000032197

o
Admitted as of 03/14/2011
UcoLa UGRD Liberal Arts
ENGLISH-BA  English BA

ENGCW-BA  English*Creative Wrting

BA
7

©n Campus Housing

Further down the page, you can view the student’s progression from prospect, to applicant, to

student.

Applicant Progression

Prospect |

|App|i|:a nt

|Student |

Institution

Admit Type

Admit Term
Recruiting
Status
Status Date
Referral
Source
Source Date

Institution

Admit Type

Admit Term

Program
Status

Program
Action

Action
Reason

Action Date

Bloomsburg
University of PA

LMEWFRESH
2011 Spring

Admitted

Admit

03/14/2011

Institution
Requirement
Term

Admit Term

Program
Status

Program
Action

Action
Reason

Action Date

At the bottom of this screen, you can see External Education information as well as Test Scores.

16




External edit education data I

Education

¥ 255065 - Penn State University

Transcript Information

Data _ Transcript N Date
External Career Transcript Type Status Action

Nbr Received
Undergrad 1 Official Final Received 03/14/2011
External Data
p— Nbr Acad Level Summary Type Attempted |[Completed |[GPA
Undergrad 1 Unknown Undergraduate 4.00 4.00 3.800
Cwerall
External Courses External Degrees

Test Summary edit student tests I

Filter data by Operator  Value
| = I S
I ==

filter I show all I

Test Results Customize | View All | EH ] First B 1-50fF 5 DX 1ast
Test|Test Test|Letter Percentile |Test Date Acad Data Date
ID |Component|Score|Score Level Source|Loaded
ACT COMP 28.00 03/01/2009 Unknown SCH 03/14/2011
ACT ENGL 20.00 03/01/2009 Unknown SCH 03/14/2011
ACT MATH 24.00 02/01/2009 Unknown SCH 03/14/2011
ACT READ 30.00 03/01/2009 Unknown SCH 03/14/2011
ACT SCIRE 25.00 03/01/2009 Unknown SCH 03/14/2011

Viewing a Student’s Advisor

1. First, click the Campus Community menu item.
2. Next, click the Student Services Center link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field.

4. On the main Student Services Center page, scroll down to find the Advisor box on the right-

hand side of the page. This box will display the student’s advisor. For more information about
this advisor, click the Details link.

17




enrollment.

Save | 2011 Summer

By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your

r

~ Finances

My Account Account Summary
Account Inguiry
You owe 15.00.
Financial Aid ]
Due Now 0.00
View Financial Aid =
Future Due i5.00

This may not reflect recent changes to your tuition

Im@ and fees. For an updated balance, click on Account

Inguiry.

Currency used is US Dollar.

aerans p- ‘

¥ Enrollment Dates

Enrollment Appointment
You may begin enrolling for
the 2011 Fall Regular
Academic Session session on
April 4, 2011.

details p.
Program Advisor
Caitlin Abrams
570/999-9939
details p.

On the Details page you can view contact information for the advisor. The advisor’s name will
appear as a link. To email this advisor, click the name link and your default mail client (such as

Outlook) will open.

James Halpert

My Advisors

ID: 282624

Academic UGRD Liberal Arts
Program

Major English BA

Advisor Name

Caitlin Abrams

Cancel |

18




Enrolling a Student using Quick Enroll

1. There are two ways to access the Quick Enrollment component.

a. First, you can access Records and Enrollment > Enroll Students > Quick Enroll a Student
from the main menu. If accessing the component through Records and Enrollment, you
will see a Search page. On the Search page, enter the student ID number of the student
you wish to enroll, as well as the student’s Career (Undergraduate or Graduate) and the
Term in which you will enroll him or her. If you cannot find the desired term or receive
errors, the student must see the Registrar’s Office for activation.

Quick Enroll a Student

Find an Existing Value |
SR,

ID: 282624 Q,

Academic Career:  |UGRD @
Academic Institution: BLOOM G
Term: 2112 1G]

Add

Find an Existing Value | Add a New Value

b. Alternatively, access Student Services Center, click the Academics tab for the student
you wish to enroll and click the Quick Enrollment link in the Term Summary section. If
accessing the link through the Student Services Center, first select the appropriate term
on the left-hand side of the Term Summary section and then click the Quick Enroll link.
Note that if you access Quick Enroll through the Student Services Center you will be
immediately directed to the Quick Enroll screen.
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Term Summary edit term data |

~ BLOOM - Bloomsburg University of PA 2011 Sprin
 UGRD - Undergraduate Eligible to Enroll: Yes
~ 2116 - 2011 Fall Primary Program: ucoLa UGRD Liberal Arts
'~ 2112 - 2011 Spring Academic Standing Status: Data unavailable

~ 2106 - 2010 Fall

¥ Level / Load

Academic Level - Projected: Freshman

Academic Level - Term Start: Freshman

Academic Level - Term End: Freshman

Approved Academic Load: Full-Time

Academic Load: Enrolled Half-Time
¥ Classes

VE"\rclled @E ropped Af‘.‘;\t Listed

Class | Description [units| Grading [Grade|status|
ANTHRO INTRO
1010t ANTHROPOLOGY ~ 3.00 Graded v
(zia) (Lecture)
SPANISH
10i-01 ?f;’::?; t 3.00 Graded o
(1280)

Quick Enrollment

On the Quick Enroll screen, make sure that the Action drop-down menu is set to Enroll. If you
know the four-digit code associated with the desired class section (known as a Class Number),
you can enter it into the Class Nbr field. If you do not know this number or wish to view other
classes, click the magnifying glass icon next to the Class Number field to enter the Class Search
component.

Quick Enrollment

RequestID: (0000000000 James Halpert 10z 282624
Career: Undergrad Institution: BLOOM Term: 2011 SPR
Units and Grade Other Class Info General Overrides Class Overrides [F=TH
*Action Class Nbr Section Related 1 Related 2

(= [Enrol -l Q Pending Q [ a

Go to: View Enrollment Access Calculate Tuition Study List Enroliment Appointments TermiSession Withdrawal

Student Services Center
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3.

4.

In Class Search, you must first select your subject. Click the Course Subject drop-down menu
and select the appropriate subject. Next, in the Course Nbr field you should enter the course
number. You can alternatively leave this blank to search for all courses under the given subject.

Quick Enrollment

Enter Search Criteria

Bloomsburg University of PA | 2011 Spring

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

Class 5earch Criteria

Course Subject I Economics ;I
Course Number I iz exactly ;I
Course Career I Undergraduate ;I

v Show Open Classes Only
r Show Open Entry/ Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria

Beturn to Quick Enrollment CLEAR CRITERIA SEARCH |

If you wish to view closed classes, uncheck the View Open Classes Only checkbox. Also, if you
only wish to select classes in a particular career (Undergraduate or Graduate), you can identify

this in the Course Career drop-down menu.

Quick Enrollment

Enter Search Criteria

Bloomsburg University of PA | 2011 Spring

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

Class Search Criteria

Course Subject | Economics =l
Course Number I is axactly ;l
Course Career Undergraduate -

v Show Open Classes Only
| Show Open Entry/ Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria ‘

Return to Quick Enrcllment CLEAR CRITERIA SEARCH |
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5. To enter additional search criteria, such as days and times, instructor last names, units,

instruction mode, or location, click the Additional Search Criteria link and enter the appropriate
search criteria. Click Search.

Quick Enrollment

Enter Search Criteria

Bloomsburg University of PA | 2011 Spring

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

Class Search Criteria

Course Subject I Economics =
Course Number I is exactly ;I
Course Career I Undergraduate ;I

"2 Show Open Classes Only
r Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[» Additional Search Criteria ‘

Eeturn to Quick Enrcllment CLEAR CRITERIA I SEARCH ||

6. When viewing search results on the Search Results page, be aware that for each course only

three sections will initially appear. If there are more than three sections, click the View All
Sections link.

Quick Enrollment

Search Results
When available, click View All Sections to see all sections of the course.

Bloomsburg University of PA | 2011 Spring

The following classes match your search criteria Course Subject: Economics, Course Career:
Undergraduate, Show Open Classes Only: Yes

Return to Quick Enrollment START A NEW SEARCH |

.I':e'| D:lCEE: A'.'.'Eit List

¥ ECONOMIC 121 - PRIN OF ECONOMICS 1

View All Sections First B 1-3 of 7 0 Last

Section 1L-LEC[1068 Status . select class
Session Regular
Days & Times Room Instructor Meeting Dates |
MoWe 4:30PM - Bakeless Cntr N [ S 01/18/2011 -
5:45PM Humanities 0205 05/07/2011
Sectipn 12-LEC(1074 Status (0] select class
Session Regular
Days & Times Room Instructor Meeting Dates |
X Ca. Bakeless Cntr 01/18/2011 -
Mo 6:00PM - S:00PM |\ o nities 0305|5312 Khan 05/07/2011
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7. The Search Results page will display the meeting times and days as well as the instructor name.
If any of these fields display “TBA” or “Staff,” the information has not yet been entered into the
system. To view more information about the class, such as class description, grading basis,
current enrollment and available seats, and enrollment requirements, click the section link for
that class (for example, 01-LEC(1068) in the previous illustration).

8. Once the student has selected a class, click the Select Class button for that class. You will now
be redirected to Quick Enroliment.

Quick Enroliment

@
RequestID: 0000000000 James Halpert 1D 282624
Career: Undergrad Institution: BLOOM Term: 2011 SPR

) Units and Grade Other Class Info General Overrides Class Overrides

*Action Class Section Academic  poistedq  Related 2
HNbr Program
[=] | Enroll - 1068 | @ |ECONOMIC 121 01 UCOLA Q Q
Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments Term/Session Withdrawal

Student Services Center

9. A student may encounter errors when he or she tries to enroll; for example, the system will stop
a student from enrolling if he or she does not meet the prerequisites for this class. Based on
your access, you may be able to override some of these errors using the General Overrides and
Class Overrides tabs.

Possible overrides include:

e Closed Class: Select this override under Class Overrides if the class is closed but the
student has instructor permission to enter the class.

e Permission: Select this override under Class Overrides if the class requires departmental
or instructor consent and the student has obtained such consent.

e Requisites: Select this override under General Overrides if the student does not meet
the prerequisite for the class but has permission to enroll in it.

10. Once the student is ready for enrollment, you must click the Submit button to initiate this

request. If the enrollment was successful, you will see the word Success in the Status field. If
this field reads Messages, the enrollment was successful but there may be additional
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information for you about the enrollment process. Click the Messages link to read any
messages associated with this particular enroliment.

Quick Enrollment

@
RequestID: 0000650557 James Halpert 1D: 282624

Career: Undergrad Institution: BLOOM Term: 2011 SPR

WELERSGTLGL I Units and Grade || Other Class Info || General Overrides | Class Overrides

*Action ::‘% Section Academic Program Related 1 Related 2

[=] Enrol 1068 Q| ECOMOMIC 121 01 UCOLA

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments Term/Session Withdrawal

Student Services Center

If the Status field reads Errors, the enrollment was unsuccessful. Click the Errors link to read the
error associated with this enrollment request. Possible errors include time conflict, unit
overload, does not meet prerequisite, and hold on record. Once you correct the error, if
possible, you must select Submit again to send another enrollment request.

Quick Enrollment

@
RequestID: 0000650557 James Halpert (13 282624

Career: Undergrad Institution: BLOOM Term: 2011 5PR i Submit §|

(L8 Units and Grade || Other Class Info | General Overrides || Class Overrides |

*Action ::]a% Section Academic Program Related 1 Related 2

E||Enro|| v[ 1068 | @ ECONOMIC 121 |01 UCOLA Q Q
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Enroliment Message Log

1 282624 HalpertJames
Enroliment Request ID: 0000650557

Academic Career: Undergraduate
Academic Institution: Bloomsburg University of PA
Term: 2011 Spring
Seq# 1 Enroll Class Nbr 1068 ECONOMIC 121 Section 01 PRIN OF ECONOMICS 1

Message Severity: Error
Message Text:
Hold on record, Add not processed. (14640,87)

There is a hold on this record, preventing the add from being processed. The hold must be removed to process the
add transaction.

Return |

11. To view the student’s current enrollment, along with dropped classes, click the Study List link on

the Quick Enroll page.

Using Enrollment Request Search

1. Afterlogging into PeopleSoft, click the Records and Enroliment link.
2. Next, click the Enroll Students menu item.

3. Now click Enrollment Request Search.

4. The Enroliment Request Search page allows you to search for enroliment requests made either

administratively or by the student.

On the Search page, enter the Institution name (BLOOM). Click Search.

Enroliment Request

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

Find an Existing Value

Maximum number of rows to return (up to 300} (300
Academiclnstitution:'begins with;HElL[][]M o}

Search Clear :ElasicSearc:h ESaweSearchCriteria

25




5. Use the Enrollment Request Search page to view enrollment transactions that have occurred
for a particular term in PeopleSoft. You can search by various criteria, such as Enrollment
Request Source, Enroliment Request Action, User ID, EmplID or Class Number.

Enroliment Request Search

Academic Institution: BLOOM Bloomsburg University of PA | searcn |
Academic Career: i LI Refresh Previous Search Result: [

Term: [
Enroliment Request ID: Q From Date: E
Enroliment Request Source: I ;I End Date: E
Enroliment Request Action: | |
Enroliment Action Reason: ’—Q From DateTime:

UserID: | Thru DateTime:

EmpliD: &

Class Nbr: ’— Q

Customize | Find | = (| i
Fields 1-7 Figlds 8-11 Figlds 12-18 Fields 20-25 Fields 26-30 Figlds 31-35 Fields 36-40 D

| |I.Ieer 1] 1D |M ‘Class Nbr |Sub ect Area |Calalog Nbr ‘Academic Career

|
| 1] | | \ | | \

8 save | L Return to Search | [[=] Notity |

6. You must select a Career (Undergraduate, Graduate, or Doctorate) and a Term.

7. To narrow your results, you can enter additional search criteria, such as Enrollment Request
Source (e.g., Self Service, Quick Enroll, or Enroliment Request), User ID, or Class Nbr. You can
also select a date range using the Enrollment Action Range section. If you wish to search for
all enrollments completed by a particular user, you can enter that person's User ID, or login,
into the User ID field. To search for enrollments completed for a particular student, enter the
student's ID number into the EmplID field.

8. Once you have entered your search criteria, click the Search link at the top right corner of this
page.

Enroliment Request Search

Academic Institution: BLOOM Bloomsburg University of PA

Academic Career: | Undergraduate | Refresh Previous Search Result: [

Term: 212 Q
Enroliment Request ID: Q From Date: [
Enroliment Request Source: | LI End Date: Bl

9. Your search results will appear at the bottom of this page and will be split amongst several
tabs.
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Figlds 8-11

Figlds 12-19 Fields 20-25 Fields 26-30 Fields 31-35 Figlds 36-40

User ID 1D Term Class Nbr |Subject Area Catalog Nbr Academic Career

"y

OT_CABRAM 282624 2112 1714 |ANTHRD 101 UGRD

[ 2%

OT_CABRAM 282624 2112 1280 3PANISH 101 UGRD

[A%]

OT_CABRAM 282624 2112 1068 |ECONOMIC 121 UGRD

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

The Fields 1-7 tab shows User ID, Student ID, Term, Class Number, Subject, Catalog, and
Career information for each enrollment transaction.

Use the Fields 8-11 tab to view the Enrollment Request ID, Last Update Date/Time,
Enrollment Request Source, and Enroliment Requirement Detail Sequence information for
each enrollment transaction.

On the Fields 12-19 tab, you can view the Enrollment Request Action and Action Reason,
Action Date, Units Taken and Course Count, Repeat Code (if applicable), Grade Input (if
applicable), and Grading Basis.

Use the Fields 20-25 tab to view information about Class Permissions, Change to Class Nbr,
Drop if Class is Enrolled, Change to Wait List Nbr, and Related Class options from the
Enrollment components.

Use the Fields 26-30 tab to view override information for these transactions.

Use the Fields 31-35 tab to view continued override information.

The Fields 36-40 tab displays additional override information continued from the previous
tabs.

Click the Show Following Tabs icon () to view additional tabs.
Use the Fields 41-44 tab to view Enrollment Requirement Detail Status, Requirement
Designations, Requirement Designation Options, and Requirement Designation Grades (if

applicable).

Finally, use the Fields 45-48 tab to view Transcript Note ID, Academic Program, and Dynamic
Dates Override information.

If you wish to view this information in spreadsheet format through Excel, click the small

]
spreadsheet icon (ﬁ) at the top of the Enrollment List section.
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* Enrollment List

Customize | Find | H | il
NN Fields 811 || Figlds 1219 | Fields 20-25 || Fields 26-30 || Fields 31-35 | Fields 35-40 | [b)

First KX 1-3 0f 3 |

User D 1D Term Class Nbr |Subject Area |Catalog Nbr Academic Career
1|10T_CABRAM 282624 2112 1714 |ANTHRO 101 UGRD
2|(0T_CABRAM 282624 2112 1280 | SPANISH 101 UGRD
3|0T_CABRAM 282624 2112 1068 |ECONOMIC 121 UGRD
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Student Service Indicators and Holds

Viewing Service Indicators

1. First, click the Campus Community menu item.

2. Next, click the Student Services Ctr (Student) link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in

the ID field.

4. Service Indicators are indicators in PeopleSoft that allow you to impose holds or identify some

special characteristic of a student.

A Negative Service Indicator, denoted by a small red “No” sign at the top of every page on the

student’s record ( @ ), indicates that some sort of impact has been imposed on the student.

For example, a student may not be able to enroll because they have an outstanding charge on

their account.

A Positive Service Indicator is denoted by a small red star ( %) and indicates a special

characteristic about a student, for example, if the student is a veteran. This service indicator has
no effect on the student and is only meant for informational purposes.

James Halpert ID: 282624

[student center](general info](admissions W transfer credi'q(academics ](iinanoes W financial aid}

James's Student Center

My Class Schedule @ URL § Gradebook
Shopping Cart
My Planner This Week's Schedule

Class Schedule

Im@ Ea tgg'-('??]_;:?]--ol MoWeFr 1:00PM - 1:50PM

Centennial Hall 0164
MoWeFr 10:00AM -
10:50AM

Old Science Hall 0129

[, SPANISH 101-01
9 |LeC (1280)

weekly schedule p

® By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your
enrollment.
Save I 2011 Summer O

My Account

Account Summary
Account ITnguiry
You owe 0,00,
Financial Aid -
Due Now 0.00

View Financial &id -
Future Due 0.00

This may not reflect recent changes to your tuition
— and fees. For an uodated balance. click on Account

SEARCH FOR CLASSES |

Library Fine

details

¥ To Do List

Freshmen Requirements Test

details .

~ Enroliment Dates

Enrollment Appointment
¥ou may begin enrolling for
the 2011 Fall Regular
Academic Session session on
April 4, 2011.

details .

¥ Advisor

Program Advisor

]
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5. Negative service indicators that have some type of hold associated with them will appear in the
Holds box on the right-hand side of the Student Services Center. Students view them in the

same location within the Student Center.

James Halpert ID: 282624 @

[ student ce nter“general info Wa’dmissions ] ( transfer credi't](academ ics Wfinanbes ]( financial aid]

James's Student Center

¥ Academics

My Class Schedule Ea[ eadlines ’g‘ URL @ Gradebook
Shopping Cart
My Planner This Week's Schedule
Class Schedule
- ANTHRO 101-01 MoWeFr 1:00PM - 1:50PM
I vl B
other academic... @ £ LEC (1714) Centennial Hall 0164

MoWeFr 10:00AM -
10:50AM
Cld Science Hall 0123

SPANISH 101-01
LEC (1280)

E3

weekly schedule

By checking this box, you are confirming
your attendance in this term and that you
understand you will be held responsible
for tuition and fees incurred by your
enrollment.

Saye 2011 Summer O

~ Finances

My Account

©)

Account Summary
Account Inguiry

You owe 0.00.

" Due Now

"

Future Due

Financial Aid

View Financial Aid 0.00

0.00

This may not reflect recent changes to your tuition
and fees. For an updated balance. click on Account

Ee

SEARCH FOR CLASSES |

Library Fine

details

-

To Do List

Freshmen Reguirements Test
details p

S

Enrollment Dates

Enrollment Appointment
You may begin enrolling for
the 2011 Fall Regular
Academic Session session on
April 4, 2011,

details p-

5 -

Advisor

Program Advisor

6. To learn more about a Service Indicator, click the appropriate icon at the top of the page to

access the Manage Service Indicators component.

7. Toview all service indicators on this page, click the Effect drop-down menu and select All.

Manage Service Indicators

Delilah Abraham 002033304

Display: Effect Institution

kutetown University

Eefresh o

b~ | 1

El Add Service Indicator

Service Indicator Summary

| B First K o1 K aet

Code Reason . Start Term End Term
Code Description Description Institution Start Term Description End Term Description Start Date  End Date
BOS Mo Refund Creeranvard RO 021142011

Add Service Indicator

8. Click the Code link to learn who placed the service indicator. On the detailed page, you can
scroll to the bottom to see what impacts this service indicator imposes upon the student (for

example, CENR means that the student may not enroll).
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9. You can also access Service Indicators using the General Info tab on the Student Services
Center, or by accessing Campus Community > Service Indicators (Student) > Manage Service
Indicators.

Adding a Service Indicator

1. First, click the Campus Community menu item.
2. Next, click the Student Services Ctr (Student) link.

3. You will now be directed to a Search page. Enter the ID of the student you wish to search for in
the ID field. Click Search.

4. Once on the main Student Services Center click the General Info tab.
5. In the Service Indicators box, click the Edit Service Indicators button.

6. You will now see the Manage Service Indicators page.

James Halpert ID: 282624

student center || general info ]I,admissions](transfer creditwacademics Wfinances ]I’financial aid}

Service Indicators Initiated Checklists

Student Groups Personal Data
National ID Names COLLAPSE ALL |
Addresses Phones
Email Addresses EXPAND ALL |
= Service edit service indicators |
Indicators

Mo service indicators found.

EEO to top

Note: You can also access Manage Service Indicators by accessing Campus Community > Service
Indicators (Student) > Manage Service Indicators.

7. Onthe Manage Service Indicators page, click the Add Service Indicator link.
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Manage Service Indicators

James Halpert 282624

Display: Effect [ - Institution Bloomsburg University of PA ~| Refresh  a,

Add Service Indicator

Service Indicator Summary Customize | Find | View 21 | B 3 Firet £ g orq O Last
Code Reason I Start Term End Term

Code Description Description Institution Start Term Description End Term Description Start Date  End Date

D03 Library Fine | Library Fine BLOOM 2112 2011 3PR

Add Service Indicator

8. Onthe Add Service Indicator page, you must first select a Service Indicator Code. If it does not
default, you should select a Service Ind Reason Code as well.

Add Service Indicator

James Halpert 282624
*Institution: [BLOOM @ Bloomsburg University of PA
*Service Indicator Code: o1& Nursing Hold
*Service Ind Reason Code: NURSE @ Nursing Hold

Description: Please contact the Nursing Department
Effect: Megative

9. Next, enter a Start Date and/or a Start Term. You must enter a value into one of these two
fields, but each service indicator may require you to select one field over another. If you enter
an End Date or End Term, the service indicator impact will end on that day or term. In the
Assignment Details box, you can enter an Amount and Currency. In the Contact Information
box, you can enter a contact person for the student’s reference.

Effective Period

Start Term: [ & EndTerm: | Q

Start Date: 02102011 [ End Date: Bl
*Department: WQ Nursing

Reference: |

Amount: 0.00 Currency: ’E Q

Contact ID: Q  Contact Person: |

Placed Person ID: @ Placed By: |
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10. Finally, you can enter comments into the Comments field if you wish.

11. In the Services Impacted section, you can view the impacts that this service indicator will carry
for the student. Click OK to save this service indicator and apply it to the student’s record.

Services Impacted Customize | Find | View a0 | B 8 Frst T 42 0i2 17 Last
Impact Description Basis - Date Basis - Term Term Category
1 CENR All enroll activity blocked O Ird
2 TRAM Mo transcript generation r W
Service Indicator Date Time: 031442011 10:00:18AM
User ID: OT_CABRAM
| OK || Cancel | Apply |

12. To release this service indicator, return to the Manage Service Indicators page, click the Code
link for the service indicator, and select the Release button at the top right corner.

Edit Service Indicator

James Halpert 282624
| Release
*Institution: BLOOM Bloomsburg University of PA
*Service Indicator Code: Dot & Nursing Hold
*Service Ind Reason Code: NURSE Q Mursing Hold
Description: Please contact the Nursing Department
Effect: MNegative
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Assigning an Advisor to a Student

From the main menu, click the Records and Enroliment link.
Next, click the Student Background Information menu item.

Now click the Student Advisor link.

P wpNpoR

On the Search page, enter the ID number of the student you are searching for. You can also
search by the student’s first and last name. Click the Search button.

5. Use the Student Advisor page to assign an individual advisor to a student.

6. If the student already has an advisor assigned, and you are REPLACING/CHANGING the advisor,
click on the plus sign to the right of the Academic Institution box (highlighted in blue below), and
add a new effective dated row. The newest effective dated row will be used. You don’t need to
“Inactivate” the advisor on the old record.

7. If you need to add a 2™ advisor for a student — where both are active at the same time -- then
use the plus sign that is on the lower half to the right of the “Advisor Role” line (highlighted in
pink below).

Favgites Ma'nylenu » Records ang Enroliment > Student ad:grgund Information > Student Advisor

Student Advisor

Eind | View All First K 1 or 1 I Last
*Academic Institution: BLOOM Q  Bloomsburg University of PA =HEE
*Effective Date: 01/18/2011 &

*Advisor Role: [Advisor

*Academic Career: [UGRD Q Undergradua

*Academic Program: lucoe & UGRD Busindss

Academic Plan: - Q

Academic Advisor: (251723 @ Molnar/stvan

Committee: |
I™ Advised by Committee ™ Must Approve Enroliment
W Must Approve Graduation I Graduation Approved

8. The Advisor Role should be set to Advisor. You are required to enter an Academic Career and
Academic Program. You also have the ability to enter a specific Academic Plan for this advisor
student combination, but this field is optional.
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9. If you know the Academic Advisor’s ID number, enter it into the Academic Advisor field. If you
do not know the ID number, click the magnifying glass next to this field to search for the advisor
by name.

Advisor Search Page

Look Up Academic Advisor

Academic Institution: | begins with -] [BLOOM Q
EmplID: | begins with ;l |

Academic Organization: | begins with ;I |

National ID: [begins with ] |

Campus ID: | begins with ;l |

Last Name: | begins with LI |AEIRAMS

First Name: | begins with ;I |C.AITLIN

| Lookup | = Clear || Cancel |

10. Enter the advisor’s last name into the Last Name field, and his or her first name into the First
Name field. Click Look Up. Click the Select button next to the advisor you are selecting.

Customize | Find | *** | B

First K1 1 051 I Last

I s National

Institution | Organization

HNID Short
Description

Select (EmpliD Hational 1D Hame Campus ID Last Name First Name

Ecmntr_t
UsSA

CAITLIN

BLOOM |COLA 58N 999099999 Abrams, Caitlin ABRAMS

\Sedeql FACULTYO1

11. Once you are redirected to the Student Advisor page, click Save.

Student Advisor

Joan Halloway 282626

Find | View All First BN 4. of4 1 |ast

=]

BLOOM aQ
03/16/2011 El

*Academic Institution:
*Effective Date:

Bloomsburg University of PA

i |
Find | View All First 1o0f1 Last

*Advisor Role: | Advisaor ;I *Advisor Number: 1 =l
*Academic Career: UGRD Q. undergraduate
*Academic Program: UCOED @ UGRD Education

MIDLV-BSED Q
FACULTYDA1 Q,

Academic Plan: Middle Level Ed (4-8) BSEd

Academic Advisor: Abrams,Caitlin

Committee: I—
I Advised by Committee I~ Must Approve Enroliment
I™ Must Approve Graduation I™ Graduation Approved
& save | LLReturntoSearen [ Notify | ] UpdateiDispiay 2] include History | = Correct History
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Viewing a Student Enrollment Summary

1. After logging into PeopleSoft, click the Records and Enroliment link.
2. Next, click the Enrollment Summaries menu item.

3. Now click Enrollment Summary.

4. On the Search page, enter the ID number of the student or search for the student by first and
last name. Next, enter the Career and Term. Click Search.

5. The Enrollment Summary page will display a student’s schedule for a specified term. You can
print this page as you would any web page. Only three classes will show at a time; if the student
has more than three classes, click the View All link. Alternatively you can view each set of
classes individually by using the Next Row button.

Enrollment Summary Term Statistics

James Halpert 282624

Term: 2010 FALL Career:  Undergrad Bloomsburg University of PA

Print Study List ~ Report Manager

Find View All Fist ol 13074 O |ast

Class Nbr  Subject Catalog Session Section Status Status/Reason Acad Prog rading Basis Units Taken
aQ, 1372 ANTHRO 101 Regular 01 Enrolled Enrolled UCOLA  Graded 3.00
INTRO ANTHROPOLOGY Lecture
aQ, 1085 EMNGLISH 101 Regular 01 Enrolled Enrolled UCOLA  Graded 3.00
COMPOSITION 1 Lecture
aQ, 1312 HISTORY 121 Regular 01 Enrolled Enrolled UCOLA  Graded 3.00

U3 HIST COL PER 1877 Lecture

& Returnto Search | [ Notify | | Previoustab | | Nexttab |

Enrollment Summary | Term Statistics

6. To view a listing of the student’s classes along with the times and days for the class, click the
Print Study List link to create this report. Then, click the Report Manager link.
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Enrollment Summary  [ERE RS = i

James Halpert 282624
Term: 2010 FALL Career:  Undergrad Bloomsburg University of PA I Print Study List ~Report Manager I
Find | View All First & 13 of 4 I Last
Class Nbr Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
aQ, 1372 ANTHRO 101 Regular 01 Enrolled Enrolled UCOLA  Graded 3.00
INTRO ANTHROPOLOGY Lecture
aQ, 1085 EMNGLISH 101 Regular 01 Enrolled Enrolled UCOLA  Graded 3.00
COMPOSITION 1 Lecture
aQ, 1312 HISTORY 121 Regular 01 Enrolled Enrolled UCOLA  Graded 3.00

US HIST COL PER 1877 Lecture

|& Return to Search | (=] Notify | =) Previous tab | |55 Nexttab |

Enrollment Summary | Term Statistics

7. Onthe Report Manager page, you can monitor the status of the study list report. If the Status
does not read Posted, click the Refresh button until you see this status. Once the report is

posted, the file name will display as a link. Click this link to view the study list report in PDF
format.

 List | Explorer |[SUIE G Archives |

View Reports For

UseriD:  |OT_CABRAM Type: | - | Last - 1 Days - | Refresh :

status: | ~| Folder:| =] instance: | to: |
Report List
Report Prcs L Request .
Select D _Instanoe Description DateTime Format  Status Details
r 33863 40064 |Individual Student Study Rpt 03M16/2011  Acrobat |oo o0y | Details

349:39PM  (“.pdf)

- 03/16/2011  Acrobat .
r 38862 40063 |Individual Student Study Rpt 31655P1 (*.pdf) Posted  Details

Mseiectan  Dpeselect Al

8. If you do not see the PDF version of the study list, make sure your pop-up blocker is off. You can
print this PDF as you would any other PDF file.
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Report ID: SRSTDNT2 STUDY LIST Page No. 1
Run Date 03/16/2011
Run Time 15:49:45

Name: Halpert, James Career: Undergraduate
ID: 282624 Program: UGRD Liberal Arts
Term: 2010 Fall
Units: Grading:
Class No. Subject Catalog Session: Section Status Taken Basis
1372 ANTHRO 101 1 01 Enrclled 3.00 Graded
INTRC ANTHROPOLOGY Lecture
TBA TBA TBA TBA staff
1085 ENGLISH 101 1 01 Enrclled 3.00 Graded
COMPOSITION 1 Lecture
TBA TEA TBA TEA Staff
1312 HISTORY 121 1 01 Enrclled 3.00 Graded
US HIST COL PER 1877 Lecture
TBA TEA TBA TEA staff
1068 SPANISH 101 1 01 Enrclled 2.00 Graded
SPANISH 1 Lecture
TBA TBA TBA TBA Staff

Viewing a Student’s Unofficial Transcript

From the main menu, click the Records and Enroliment link.
Next, click the Transcripts menu item.

Now click the Request Transcript Reports link.

Ll e

On the Search page, click the Add a New Value tab as you are requesting a new transcript for

this student.

Request Transcript Report

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

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300): (200
Report Request Nbr: [ begins with - |

10: |beginswith;|| &
Academic Institution: [begins with ~] | Q
Transcript Type: [ pegins with =] | Q

User ID: |beginswith;||

Request Date: [= B El

Future Release: [= x| =l
Term: [ begins with =]| Q
Requested Print Date:| - E )

First Name: IbeginswithL”

Last Name: |beginswithll|

I case Sensitive

Search || Clear |BasicSearch [gj Save Search Criteria




5. On the Transcript Request Header page, the Institution should be set to BLOOM. In the

Transcript Type field, select UNOFF (Unofficial). The other items on this page can be left at the
default values.

Transcript Request Header Transcript Reguest Detail Report Messages

Report Request Nbr: 000000000 RequestDate:  03A14/2011 UseriD: OT_CABRAM

Request Attributes

*Institution: I BLOON 'l Bloomsburg University of PA
*Transcript Type:

Unofficial Transcript

I Freeze Record
I” override Service Indicator

Number of Copies: |_1

Future Release: I Immediate Processing d
Academic Career: l—
Term: I_
Print Date: IW
I

Request Reason:

I” cancel Request

6. Now click the Transcript Request Detail tab.

7. On the Transcript Request Detail tab, enter the ID number of the student you are running this
unofficial transcript for in the ID field. Once you have entered the ID number, click the Tab
button on your keyboard to refresh the page. If you wish to add additional students, click the
Add a New Row button () and add the student’s ID number. Once you are ready to run this
transcript, click the Process Request button.

Transcript Request Header Transcript Request Detail Report Messages

Report Request Nbr: 000000000 On Request  Process Request |

Transcript Type: LINOFF Unofficial Transcript [ Print

Report Manager

Find | View A1 1B First K 4 of 4 I ast

. - Humber of
Seq Nbr *D Name Copies
[ (282624 Q James Halpert 1  SendTo =

8. Once the process has run successfully, a View Report link will appear next to each student’s ID.
Click the View Report link to view the student’s unofficial transcript.
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Transcript Request Header | [(IEEGRs L ERn el Report Messages

Report Request Nbr: 000001023 Completed PProcess Request

Transcript Type: UMOFF Unofficial Transcript [ Print

Report Manager

view AIEL First K1 4 o5 1 I Last

. . Number of
Seq Nbr *ID Name o
1 282624 James Halpert 1| [ senaTo |[TViewReport =

9. The transcript will appear in a separate window as a PDF file. Note that you may need to turn
off your pop-up blocker in order to see this report.

Page 10f1 Unofficial Undergraduate Academic Record Printed: 0371412011
Name: James Halpert

Student ID: 282624

Birthdate: 01/01

Beginning of Undergraduate Record

2010 Fall
Program: UGRD Liberal Ars
Plan: BA English Major
Regular Academic Session
Course Description Attempted Eamed Grade
ANTHRO 101 INTRO ANTHROPOLOGY 3.00 300 B+
ENGLISH 101  COMPOSITION 1 3.00 3.00 B
HISTORY 121  USHIST COL PER 1877 3.00 300 A
SPANISH 101  SPANISH 1 3.00 3.00 A-
Transfer Credit from Pennsylvania State University
Course Description Attempted Eamed Grade
BIOLOGY 101  HUMAN BIOLOGY 4.00 400 TR
CHEM 101 INTRO CHEMISTRY 4.00 400 TR
MATH 110 BASIC ALGEBRA 3.00 300 TR

Tem Statistics Aftempted Eamed ForGPA Paints
Inst GPA 3500 Inst Total 12.00 1200 1200 4200
Trans GPA Trans Total 11.00 11.00 0.00 0.00
Comb GPA 35600 Comb Tofal 2300 23.00 1200 4200

10. On the Unofficial Transcript you will be able to view the student’s academic record, including all
transferred credits that have been posted.
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Entering Athletic Participation Information

From the main menu, click the Campus Community link.
Next, click the Personal Information (Student) menu item.
Click the Participation Information (Student) link.

Now click the Athletic Participation link.

v A e

On the Search page, enter the ID number of the student you are searching for. You can also
search by the student’s first and last name. Click the Search button.

6. Use the Athletic Participation page to enter athletic participation data to help track an
individual's participation at your institution. From the Sport drop-down list, select the sport in
which this individual participates.

Athletic Participation

James Halpert 282624 @

Find | View All First 4 1of1 O Last

+
I*Sport: [Basebal | I &=
o Find | View Al First K1 4 of 4 I3 L ast
*Effective Date: 031412011 & =
I *Athletic Participation: | Active, Eligible ;' I
¥ Current Participant
¥ NCAA Eligible
Comments:
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7. Use the Effective Date field to define the date when the athletic participation information is
valid. For example, a student can begin with a status of Recruited and then become an Active
Participant once he or she starts playing on the team. When the person's status changes, you
would enter a new row with a new effective date to record the updated information. The field
defaults to the current system date, but can be changed if needed.

8. Use the Athletic Participation drop-down list to indicate the level or status of the individual's
participation in the specified sport, such as active participant, manager, not recruited, or
recruited.

9. Select the Current Participant check box to indicate that this individual currently participates in
this sport. Select the NCAA Eligible check box to indicate that the individual is eligible to

participate on an NCAA (National Collegiate Athletic Association) team for this sport.

10. When you have finished entering information on this screen, click the Save button.

Viewing an Instructor Schedule

From the main menu, click the Curriculum Management link.
Now click the Instructor/Advisor Information menu item.

Click the Instructor Schedule menu item.

P W N

On the Search screen, enter the ID number of the faculty member you are searching for. You
can also search for the faculty member by name in this menu. After entering your criteria, click
Search.

5. You will now see the faculty member’s schedule in list form, with Class Number, Subject,
Catalog Number, Section Number, Component, Class Title, Start and End Time, Meeting Days,
Building, and Room.

Instructor Schedule

1D: FACULTYO? Caitlin Abrams
Term: 2112 2011 Spring

) Instructor Schedule 2

1068 ECONOMIC 121 01 LEC PRIN OF ECONOMICS 1 4:30PM 545PM| (MW BAKELES (305

1280 SPANISH 101 01 LEC SPANISH 1 10:00AM ) 10:50AM ) MWF OLDSCl 129
INTRO . . 1

1714 ANTHRO 101 01 LEC ANTHROPOLOGY 1:00PM 1:50PM| |MWF CEMNTMNL 164

6. Click the Instructor Schedule 2 tab to see start and end date and session information about each
course.
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Viewing a Class Roster

P wpNpoR

From the main menu, click the Curriculum Management link.
Now click the Class Roster menu item.
Click the Class Roster menu item within this menu.

On the Search screen, enter search criteria for the class you are searching for. Make sure that
the Academic Institution field displays BLOOM. You are also required to enter a term into the
Term field. It is recommended that you use the Class Nbr field, as it will direct you immediately
to the class section you want to view without having to view multiple search results. The Class
Number is a unique four-digit numeric code assigned to each class section as it is built. If you do
not know the Class Number, you can search by Subject Area and Course Number. When you
have entered your search criteria, click the Search button.

Class Roster

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

Maximum number of rows to return (up to 300): |300

Academic Institution: | pegins with | |[BLOOM Q

Term: [begins with_+| (2116 Q

Subject Area: IW Q

Catalog Nbr: lm
|ciass Hbr: [ +] 1092 |

Class Section: Im

Session: [= ~| =l
Course |D: lm

Course Offering Nbr: | = -

Search Clear |Basic Search Save Search Criteria

Once on the Class Roster page, you can view the students who have enrolled in your selected
class. This page displays the student name, ID number, units, program and plan, and academic
level. You can also view meeting information for the class in the Meeting Information box. To
view any students who have dropped the class, click the Enrollment Status drop-down menu
and select Dropped. Note that this will not be available if the class has not been dropped.

To view detail about the class, click the Class Detail button at the top right corner of this page.
This page can be printed just as you would print any other web page.

To view a different class, click the Return to Search button at the bottom of the screen to search
again.
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Class Roster

SPANISH 101 -01 SPANISH 1

Lecture (1092)

2011 Fall | Regular Academic Session | Bloomsburg University of PA | Undergraduate

~ Meeting Information

|Days & Times |Room |Instruc‘lor |Meeting Dates
T oE- ‘om Science Hall G31  |Solange Garcia-moll ‘03;29;2011 - 1211612011
B vl
I"Enrollmentstatus: IEnroIIed le
Enrollment Capacity: 30 Enrolled: 4
Customize | Find | B | 3 Fist £ 14074 1 Last
(1] Hame Grax_!e Units | Program and Plan Level
Basis
UGRD Education - Middle Level |New
1|282626 Halloway,Joan Graded| 3.00 Ed (4-8) BSEd e
2282624 Halpert, James Graded| 3.00|UGRD Liberal Arts - English BA  |Freshman
; ; UGRD Liberal Arts - New
3|282628 Maline Migel Graded| 3.00 Anthropalogy BA e
4|282627  |Millan,Cesar Graded | 3.0p|YCRD Science and Technology - \New
Geoscience BS Freshman

& Return to Search || =] Notify |

Searching for Available Facilities

el

From the main menu, click the Curriculum Management menu item.

Click the Facility and Event Information link.

Click the Search for a Facility link.

On the Search page, enter BLOOM into the Academic Institution field. Now click Search.

On the Search for a Facility page, you can enter search criteria to find available facilities. First,

enter the start and end date and times for your meeting in the Meeting Criteria section. You
can also select the day or days of the week the event will take place.
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=Tl g e le -G FBl ( Facility Search Results |

Academic Institution:  Bloomsburg University of PA

Meeting Criteria

] . 08/30/20M *| : 08/3002011
From Date: | 1 *End Date: [ M Ti WTh F Sa Su
*Meeting Start Time: 4:00PM *Meeting End Time:  |5:00PM rFrC -
Facility Type: Q
*General Assignment: I Ignore Fld 'I Room Capacity From: Room Capacity To:
Academic Organization: Q
Facility Partition: [
Location Code: Q —_——
| Fetch Facilities |
Building: CARVER Q canerHall

Next, enter a Facility Type (such as auditorium or lecture hall), Room Capacity range, Academic
Organization(if applicable), Partition information, Location Code, and Building (if applicable).
Once you have entered your search criteria, click the Fetch Facilities button.

ke e e kO Facility Search Results |

Academic Institution:

Bloomsburg University of PA

Meeting Criteria

# : 08/30/2011 * : 0813012011

From Date: | 5] *End Date: El M Tu WTh F Sa Su
*Meeting Start Time:  |4:00PH *Meeting End Time:  |6:00PM | I 2 I I A
Facility Criteria

Facility Type: Q
*General Assignment: | Ignore Fld 'l Room Capacity From: Room Capacity To:

Academic Organization: Q

Facility Partition: [

Location Code: Q —_—

| Fetch Faciliies |

Building: CARVER Q Carver Hall

Next, you can enter a Facility Type (such as auditorium or lecture hall), Room Capacity range,
Academic Organization(if applicable), Partition information, Location Code, and Building (if
applicable). Once you have entered your search criteria, click the Fetch Facilities button.

You will now be directed to the Facility Search Results page, will display the results of your
search.

45




Facility Search Criteria Facility Search Results

Academic Institution: Bloomsburg University of PA

The following facilities match your search criteria. From Date: 08/30/2011, End Date: 08/30/2011, Meeting Start Time:
4:00PM, Meeting End Time: 6:00PM, Day of Week: Tues, General Assignment: Ignore Fld, Building: CARVER.

Customize | Find | View all | ] # First Kl 1-2 of 3 B ast
Building Room Facility ID Capacity |Type |Acad Org Assignment|Partition |Location
CARVER 201 CARWVERDZO01 350 CMLB Y MAIN
CARVER 228 CARVERD228 CMLE b MAIM

Viewing Class Facility Usage

From the main menu, click the Curriculum Management menu item.

Click the Facility and Event Information link.

Click the Class Facility Usage link.

On the Search page, enter BLOOM into the SETID field. You can also enter or look up a Building
in the Building field. Now click Search. You may have to select the room from the search results
on this page.

i s

Class Facility Usage

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

SetiD: = - [BLOOM Q
Facility ID: | pegins with ~ ||

Building:  [begins with_~|[ANDRUS

Room: [begins witn ~]|

Description: [begins with ~ ||

Facility Type:| - =l =

I Case Sensitive

Search Clear jEIasicSearch ESaveSearchCriteria

5. On the Class Facility Usage page, enter specific search criteria for the facility you are searching.
First enter a Term and then select a Day of the Week. You can also enter a Session. Click the
Fetch Class Meetings button to view your search results.
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6. Now you can view the results of your search at the bottom of this page. Your results will show
the usage of this particular room during the term and day you have specified, as well as a start
and end date for the class and total enroliment.

Class Facility Usage

SetlD: BLOOM

Facility ID: ANDRUS0243 ANDRUS 0243 Room Capacity:

*Term: 112]Q 2011SPR  Facility Type: CompLab

Session: [ & *Day of the Week: |Monday =]  Fetch Class Meetings

Start Time End Time Subject Catalog Section M S5a Su Start Date End Date Session TotEnrl
T:00PM 8:00PM MISCIS 498 01 (Wi 01/18/2011 05072011 1 0

=

e
==
Rl
1|
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