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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)




View My Schedule in Faculty Center

1. After logging in through the Portal, click the Self Service menu item.
2. Next, click the Faculty Center link.

3. Now click the My Schedule link.

Caitlin Abrams

[ Faculty Center ‘]| Advisor Center |f Search T

| my schedule || class roster H grade roster |

Faculty Center

My Schedule

2011 Spring | Bloomsburg University of PA View Parsonal Data Summary

My Exam Schedule

Select display option: ?:. Show All Classes C Show Enrolled Classes Only
My Teaching Schedule > 2044 Spring > Bloomsburg University of PA | B0
Class Class Title Enrolled] Days & Times Room Class Dates
Fi3 59 [& AnTHRO INTRO 29 MoWeFr 1:00PM = 1:50PM  Centennial  Jan 18, 2011-
" 101-01 ANTHROPOLOGY Hall 0164 May 7, 2011
1714) (Lecture)
5 %] [& ECONOMIC  PRIN OF ECONOMICY 41 MoWe 4:30PM - 5:45PM Bakeless Jan 18, 2011-
¥ 21-01 1 (Lecture) Cntr May 7, 2011
{1068) Humanities
0305
e el HISTORY US HIST COL PER 1 TBA Andruss Jan 18, 2011-
" 121-05 1877 (Lecture) Library 0243 May 7, 2011
(2070)
ﬁ’ﬁ lf__-"l' ;{'j [& HisTORY US HIST COL PER 4 MoWe 7:00PM - 8:15PM Andruss Jan 18, 2011-
e 121-06 1877 (Lecture) Library 0243 May 7, 2011
(2071)
&8 5 [ seanisH SPANISH 1 (Lecture)] 29 MoWeFr 10:00AM - 10:50AM Old Science Jan 18, 2011-
" 101-01 Hall 0129 May 7, 2011
1 ]an\
View Weekly Teaching Schedul Go to top

4. My Schedule will display your class schedule for the current term. In this display, you are able
to view a different term’s schedule, view a different display option, view your class roster, and
view your grade roster when available. The Enrolled column on your schedule will allow you to
view the number of students enrolled in each of your classes. To view a weekly calendar view of
your schedule, click the View Weekly Teaching Schedule link at the bottom of your schedule.

5. Inthe Weekly Teaching Schedule page you can view your schedule in a calendar view. If your
classes extend beyond 6:00PM, enter the desired end time into the End Time field so they are
included in this display. Click the Refresh Calendar button to view these changes.




6.

Caitlin Abrams

[ Faculty Center I Advisor Center )i Search ]

| my schedule II class roster I grade roster |

Faculty Center

View My Weekly Schedule

<< previous week Week of 1/17/2011 - 1/23/2011 next week >>

Show Week of [01/18/2011] ]  Start Time [8:00AM | End Time [6:00PM refresh calendar |

= Monday Tuesday Wednesday Thursday Friday Saturday Sunday
M | Jan17 Jan 18 Jan 19 Jan 20 Jan 21 Jan22 | Jan 23
8:00AM
9:00AM
SPANISH 101 - 01 SPANISH 101 - 01
10:00AM orfafin Lacture
10:00AM - 10:50AM 10:00AM - 10:50AM
Old Science Hall 129 Old Science Hall 129/
11:00AM
12:00PM
ANTHRO 101 - 01 ANTHRO 101 - 01
Looen 1:00PM - 1:50PM L00PHE 1 50
Centennial Hall 164 Centennial Hall 164 |
2:00PM
3:00PM HISTORY 121 - 05 HISTORY 121 - 05
. Lecture  Lecture
3:00PM - 4:15PM ECONOMI - OPM - 4:15PM
e Andruss Library 0243 l_.;:':: L Andruss Library
4:30PM - 5:45PM
s:ooem Bakeless Cntr Humanities 305 |
6:00PM

If you wish to view a printer-friendly version of your schedule, click the Printer Friendly Page
link at the bottom right corner of your schedule. You can then print your schedule as you would
any other Internet page.

11:00AM
12:00PM
ANTHRO 101 - 01 ANTHRO 101 - 01
1:00PM Lecture Lecture
: 1:00PM - 1:50PM 1:00PM - 1:50PM
Hall 164 Centennial Hall 164
2:00PM
3:00PM HISTORY 121 - 05 HISTORY 121 - 05
Lecture Lecture
3:00PM - 4:15PM = 3:00PM - 4:15PM
4:00PM 4 b ECONOMIC 121 - 01 H b ]
4:30PM - 5:45PM
5:00PM Bakeless Cntr Humanities 305
6:00PM
~ Display Options
v Show AM/PM 2 Monday Vv Thursday
I Shew Class Title 2 Tuesday I Friday I Sunday refresh calendar
™ Show Instructor Role 2 Wednesday I Saturday
Return to Faculty Center Printer Friendly Page




View my Class Roster in Faculty Center

1. After logging in through the Portal, click the Self Service menu item.
2. Next, click the Faculty Center link.

3. Now click the My Schedule link.

4. From the My Schedule page, you can access your class roster for a given class by selecting the

Class Roster icon ( ffiﬁ ) next to the class you wish to view. Note that this icon will not be
available for classes without enroliment.

E[ﬁl 54 [ HISTORY US HIST COL PER 4 MoWe 7:00PM - 8:15PM Andruss Jan 18, 2011-
121-06 1877 (Lecture) Library 0243 May 7, 2011
(2071)

5. The Class Roster page will show you a listing of the students enrolled in this class. If you wish to
change the class you are looking at, click the Change Class button at the top of this page.

Gaiin Aprams

—
=

[ Faculty Center Advisor Center -” Search ]

| my schedule Il class roster ” grade roster 1

Class Roster

Spring | Regular Academic Session | Bloomsburg University of PA | Undergraduate

~ HISTORY 121 - 06 (2071) |

US HIST COL PER 1877 (Lecture)

Days and Times Room Instructor Dates
MoWe 7:00PM-8:15PM Andruss Library 0243 Caitlin Abrams 01/18/2011 -
05/07/2011

*Enrollment Status [gprolled = I

Enrollment Capacity 30 Enrolled 4
Select display option: @ Link to Photos € Include photos in list
olled de 4 4 4 of 4 12
E Grade .
Notify | Photo |ID Name Bt Units | Program and Plan Level
UGRD Education -
| |EQ 282626 Hallovay,Joan Graded | 2.00 Middle Level Ed (4-8) BSEd New Fresh
2| IEQ 282628  |Maline,Nigel Graded | 3.00 ;’i‘:‘?o:‘z:';; Arte s New Fresh
3| ™ |E:Q 282627  |Millan.Cesar @radad]| ai00{HSR0 Seance’and Tachaology.- New Fresh
Michael UGRD Liberal Arts -
4 ™ |EQ 282622 Davi Graded | 3.00 English BA Mew Fresh

Select All Clear All Printer Friendly Version

notify selected students notify all students I




8.

In the Class Roster you can see the student’s name, Program and Plan, and academic level.

Students who have email addresses on file will have a Notify checkbox next to their name. To
communicate with a student or group of students, you can select individual students and click
the Notify Selected Students button to send these students an email. If you wish to email all
students, you can click the Notify All Students button below the Class Roster. To email an
individual student, just click on that student’s name and a new message will appear within your
preferred email client (such as Outlook).

caiuin Aprams

( Faculty Center 1 Advisor Center 1 Search |

‘ my schedule || class roster |] grade roster |

Class Roster

7 HISTORY 121 - 06 (2071) h class

US HIST COL PER 1877 (Lecture)

Days and Times Room Instructor Dates
MoWe 7:00PM-8:15PM Andruss Library 0243 Caitlin Abrams 01/18/2011 -
05/07/2011

*Enroliment Status [ Enrglled > I

Enrollment Capacity 30 Enrolled 4
Select display option: ® Link to Photos c Include photos in list
1 e B

Notify | Photo |ID Name g::: Units | Program and Plan Level
| © IE:Q 282626  [HallovayJoan  |Graded | 3.00|pCRD Edueaton (4-8) BSed New: Frash
qr IEQ 282628  [Maline Nigel Graded| 3.00 2ft':‘?°:c'.’fu;"‘;;f‘ New Fresh
| - I@:; 282627  |Millan.Cesar Graded | 3.00|ERD Science and Technology - New Frash
4 IEQ 282622 %&M Graded | 3.00 gf;i[:h"’::'"m' Mew Fresh

Select All  Clear all

Printer Friendly Version

| notify sel d ] I notify all d |

To access a printer-friendly page of the Class Roster, click the Printer Friendly Version link at the
bottom right-hand corner.




Entering Grades in Faculty Center

1. After logging in through the Portal, click the Self Service menu item.
2. Next, click the Faculty Center link.

3. Now click the My Schedule link.

4. From the My Schedule page, you can access your grade roster for a given class by selecting the

Grade Roster icon ( LE:%‘) next to the class you wish to view. Note that this icon will only appear
at the end of the term once the grade roster for your class has been created.

ﬁ&;ﬂ [% HISTORY US HIST COLPER 4 MoWe 7:00PM - 8:15PM Andruss Jan 18, 2011-

121-06 1877 (Lecture) Library 0243 May 7, 2011

(2071

5. Once your grade roster has been created, you can enter grades on the Grade Roster page. If
you would like to change the class you are grading, click the Change Class button at the top of
this page. Note that you will not be able to access this component until grade rosters have been
created at the end of the term.

Caitlin Abrams

f Faculty Center I| Advisor Center " Search ]

\ my schedule [ class roster I grade roster |

Grade Roster

¥ HISTORY 121 - 06 (2071)! change class rl

US HIST COL PER 1877 (Lecture)

Days and Times Room Instructor Dates
MoWe 7:00PM-8:15PM Andruss Library 0243 Caitlin Abrams 01/18/2011 -
05/07/2011
Display Options: Grade Roster Action:

*Grade Roster Type IFinil Grade = *Approval Status Not Reviewed =] save

I™ pisplay Unassigned Roster Grade Only

Student Grade | [Transcriptiote: | I )

1D Name :::;:r g::n:i:l g;:.d: Program and Plan Level
UGRD Education - New
7| 1|282626 |Hallovav.Joan = GRD  |Middle Level Ed (4-8) BSEd Freshman
E UGRD Liberal Arts - New
[T | 2|282628 |Maline,Nigel [ - GRD | anthropelogy BA Eashman
UGRD Science and Technology - New
[T | 3|282627 |Millan,Cesar [ - GRD ||E=as et peie
- UGRD Liberal Arts - Neaw
" | 4|282622 |scottMichael David |[ = GRD  |clish BA Freshman
view All | = | Dovnload U1 Rows 1 - 4 of 4 PH (M
Selact All Clear all Printer Friendly Version

= | <- add this grade to selected students |

notify selected students I notify all students I




6. The Grade Roster Type field should always be Final Grade.

Display Options:

*Grade Roster Type | Final Grade v

O Display Unassigned Roster Grade Only

7. You can enter grades for each student using the Roster Grade drop-down menu. To add a grade
to multiple students, you can click the Select checkbox for those students, choose a grade in the
Add this Grade to Selected Students drop-down menu below the grade roster and click the Add
this Grade to Selected Students button.

Student Grade

W iD Name ::’:;:r 2::‘:::' g;::l: Program and Plan Level

™| 1|282626 |Hallovay.Joan =l GRD S%Z?e?::;t?dn(;-aj BSEd greev;hman

[ | 2|2s2628 |Maline,tiel [ =] GRD | hropology BA. Pt

| z|282627 |millan.Cesar [ =1 GRp: |JSRR Schanc: and Technalogy = e o

I | 4|282622 [scott.Michael David [~ =] GRD gf;gh“g:“' it = e
View All | E | Dovnload 4] [¢] Rows 1 - 4 of 4 2 [¥

Select All Clear All Printer Friendly Version

| - <- add this grade to selected students I

notify selected students I notify all students l

8. If you do not see all of your students on this list, click the Next Row button at the bottom of the
Grade Roster.

9. To view any students for whom you have not yet entered grades, click the Display Unassigned
Roster Grade Only checkbox under the Display Options group box.

Display Options:

*Grade Roster Type Final Grade ;I

| r Display Unassigned Roster Grade Only




10. After you have entered grades for each student, you have several save options in the Grade
Roster Status drop-down menu. Available options are:

o Not Reviewed: Select this and click Save if you are not finished entering grades, but
would like to save any grades that you have entered.

e Ready for Review: Select this and click Save if you are not finished entering grades but
will not need to make changes. If you need to go back and change, you can set the
value back to Not Reviewed.

e Approved: Select this option and Save if your grades are finished and ready to be
posted. Note that you will not be able to go back and change grades once you have
selected Approved and Save. You must select Approved and Save if you want your
grades to be posted.

Grade Roster Action:

*Approval Status ot Reviewed iv| | save |I
Approved

Not Reviewed
Ready for Review

10




View my Advisees in Advisor Center

1. After logging in through the Portal, click the Self Service menu item.

2. Next, click the Advisor Center link. (Note: If you are in Faculty Center, simply click the Advisor
Center tab at the top of the screen to view the Advisor Center).

3. Now click the My Advisees link.

Caitlin Abrams

[ Faculty Center W Advisor Center W Search 1

[ my advisees || student center || general info H transfer credit “ academics I

My Advisees

Select display option: £} Link to Photos  Include photos in list
; &) [l 15 of 5 D
Notify |Name (] View Student Details Approve Graduation

1 I Hallovay.Joan 282626 View Student Details I Approve Graduation
2 | Halpert,James 282624 View Student Details Approve Graduation
32 il Maline, Nigel 282628 View Student Details Approve Graduation
4 ] Millan,Cesar 282627 View Student Details Approve Graduation
5 [J Scott,Michael David 282622 View Student Details Approve Graduation
notify selected advisees I notify all advisees |

VIEW DATA FOR OTHER STUDENTS I

4. The My Advisees screen will display a list of the students that have been identified as your
advisees. You will see the student’s name, ID number, a link to student details, and an approve
graduation link.

5. The View Student Details link will take you to a view of the Student Center, a clone of what the
student views when he or she logs in to PeopleSoft.

6. The Approve Graduation link can be used to approve graduation if required.

7. Students who have email addresses on file will have a Notify checkbox next to their name. To
communicate with a student or group of students, you can select individual students and click
the Notify Selected Advisees button to send these students an email. If you wish to email all
students, you can click the Notify All Advisees button. To email an individual student, just click
on that student’s name and a new message will appear within your preferred email client (such
as Outlook).

11




Caitlin Abrams

r Faculty Center W Advisor Center H’ Search ]
I my advisees || student center H general info “ transfer credit H academics |
My Advisees
SeMict tapiy options % Link to Photos " Include photos in list
(1 4 o »
Notify |[Name 1D View Student Details Approve Graduation
1 [T |Ralloveyv.)oan 282626 View Student Details Approve Graduation
2| T JHalpertiames 282624 View Student Details Approve Graduation
3| T |Malinenigel 282628 View Student Details Approve Graduation
4 [T |millan.Cesar 282627 View Student Details Approve Graduation
S [ Scott.Michael David 282622 View Student Details Approve Graduation
notify selected advisees I notify all advisees I

VIEW DATA FOR OTHER STUDENTS |

8. The View Data for Other Students link allows you to view a clone of the Student Center for

students who may not be your listed advisees.

View Advisee Information in Advisor Center

1. After logging in through the Portal, click the Self Service menu item.

2. Next, click the Advisor Center link. (Note: If you are in Faculty Center, simply click the Advisor
Center tab at the top of the screen to view the Advisor Center).

3. Now click the My Advisees link.

4. To view details about a particular student, click the View Student Details link. This will take you
to a clone of that student’s Student Center. You can alternatively click the Student Center tab
at the top of this page. To change the student whom you are viewing, click the Change Advisee
drop-down menu and select the correct student. Then click the Change button.

o] ™

IView Student Details I

Halpert.James 282624

lAggrove Graduation

12




Caitlin Abrams

[ Faculty Center w Advisor Center ‘]f Search ]

] my advisees ' student center ]I general info “ transfer credit ]| academics |

Advisee Student Center

James Halpert

*Change Advisee [H3ipert,James | change |

On the Student Center tab, you will see a clone of the student’s Student Center page. This is
what the student sees when he or she logs into PeopleSoft. Note that in any tab, you can always
use the Change Advisee drop-down box to view a different advisee.

The first section is the Academics section.

My Clags Schedule Bpoeadines  [IURL [ Gradeboo!

Shopping Cart

This Week's Schedule

Class Schedule

II P —— :J@ 5, ANTHRO 101-01 MoWeFr 1:00PM - 1:50PM
0 Lec (1714) Centennial Hall 0164

MoWe 4:30PM - 5:45PM

Bakeless Cntr Humanities

0305

Th 5:00PM - 8:20PM

McCormick Human

Services 1148

MoWeFr 10:00AM -

10:50AM

Old Science Hall 0129

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.
2011 Summer I

5, ECONOMIC 121-01
© LEC (1068)

53 SECED 452-01
© Lec (2070)

5 SPANISH 101-01
0 L ec(12280)

e Toview a student’s schedule, click the Weekly Schedule link. This will allow you to see a
calendar view of the student’s schedule.

e Toview the classes placed in the student’s Enrollment Shopping Cart, click the
Shopping Cart link. Classes in the Shopping Cart are saved in this location until the
student removes them or enrolls in them.

e To access a list of all the classes the student has taken and transferred in, click the other
academic drop-down menu and select Course History. You can sort the information
you view on this page by clicking on the grid headings; for example, to sort classes by
term, click the Term heading.

13




7.

e To view the student’s grades and cumulative grade point average information, select
Grades in the other academic drop-down menu. This page will show both the term and
cumulative statistics.

e To view the student’s unofficial transcript, click in the other academic drop down menu
and select Transcript: View Unofficial. On the Advisee Unofficial Transcript page,
select Bloomsburg University of PA as the Institution and Unofficial Student Record as
the Report Type. Click View Report. Once the report has processed, click the View
Report button next to that particular report to view a PDF file of the student’s unofficial
transcript.

The next section is the Personal Information section. Here you can see student’s address,
phone number, and email address. You can click on Emergency Contacts to view emergency
contact information.

———]

L Bl

¥ Personal Information

Besiiiinibite Dakis Contact Information

Emergency Contact

Permanent Address Billing Address
1234 Dunder Avenue None
Bloomsburg, PA 17815
019 Columbia

Primary Phone Home E-mail
None None

On the right-hand side of the page you will see the Holds box. This will display any holds on the
student’s record. You can click Details to view more information about this student’s holds.

14




Caitlin Abrams

[ Faculty Center ][ Advisor Center ]( Search ]
I my advisees ” student center " general info II transfer credit ” academics |
Advisee Student Center

James Halpert

*Change Advisee [ Halpert,James ivr] change

¥ Academics

My Class Schedule Eﬂh-'

Shopping Cart
My Planner

other academic... = @ E%

ANTHRO 101-01
LEC (1714)

eadlines

auz_ @: boak

Class Schedule

MoWeFr 1:00PM - 1:50PM
Centennial Hall 0164

MoWe 4:30PM - 5:45PM

ECONOMIC 121-01 g
Bakeless Cntr Humanities
LEC (1068) 0205
Th 5:00PM - 8:20PM
&Egig;?sg)_ul McCormick Human
Services 1148
SPANISH 101-01 MoWerr 10:000M =
LEC (1280) i
Old Science Hall 0129
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 2011 Summer IS

Nursing Hold

details p

Freshmen Requirements Test
details p.

T Enroliment Dates

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

details p.

e

9. You can also see the student’s Advisor information using the Advisor box on the right-hand side

of this page.

Nursing Hold
details p-

~ To Do List
Freshmen Requirements Test
details p.

¥ Enrollment Dates

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

¥ Advisor

&
I%

Program Advisor

Caitlin Abrams
570/999-9999

15




10. Next, click the General Info tab. Using this tab, you can view information about the student’s
service indicators, checklists, student groups, and personal contact information such as phone

numbers, addresses, and email addresses.

= Personal Data

Campus ID:

Date of Birth: 01/01/1990
Gender: Male
Marital Status: Single

=7 National ID

@Go to top

Country National ID Type National ID pr:';;rv
Social Security PP
Sk Number ~
[Z]Ge to top
¥ Names
Name Type IDisplav Name IStatus ]
- Active as of
Primary James Halpert 2011-03-10
[Z]ce to top
¥ Addresses
Address Type Address Status

324 Imaginary Lane
Local Bloomsburg, PA 17815
019 Columbia

1234 Dunder Avenue
Permanent Bloomsburg, PA 17815
019 Columbia

Active as of
2011-03-15

Active as of
2011-03-10

[Z]Go to top

16




11. Click the Transfer Credit tab to view information about a student’s posted transfer credit.

Caitlin Abrams

f Faculty Center W Advisor Center ][’ Search 1

| my advisees H student center H general info || transfer credit H academics [

Advisee Transfer Credit

James Halpert

*Change Advisee iHaIpert,Jamg; Ll change

Course Credits

Model Statistics =5

Source Career Institution |Program |[Plan e
Term Status

Pennsylvania Bloomsburg UGRD Enclish

State Undergraduate University Liberal aAg 2010 Fall Posted

University of PA Arts

Test Credits

No test credits found.

Other Credits

No other credits found.

12. The Academics tab displays information about the student’s academic record. The first section,
Institution/Career/Program, shows the student’s program and relevant information about this
program. You can also see the student’s academic plan information in this section.

17




Caitlin Abrams

( Faculty Center ][‘ Advisor Center ]f Search ]

[ my advisees “ student center “ general info ” transfer credit H academics |

Advisee Academics

James Halpert

*Change Advisee [Ha|pert,James ix] change |

Institution / Career / Program

P 3 i

BLOOM - Bloomsburg University of PA SO LoOoLA AGRD: tiberaliArs

" UGRD - Undargraduate Student Career Nbr: 1]
UCOLA - UGRD Liberal Arts Stafus: Active as of 08/30/2010

Admit Term: 2106 2010 Fall
Expected Graduation: 2142 2014 Spring
Approved Load: Full-Time
Load Determination: Base On Units
Level Determination: Base On Units
Plan: ENGLISH-BA English BA
Requirement Term: 2106 2010 Fall

The next section, Term Summary, shows the terms in which the student has been enrolled. The
most current term appears first, but you can click through other terms using the term list on the
left-hand side. In the Term Summary, you can see any enrollment and term statistics. From this
page you can access the Quick Enrollment component by clicking the Quick Enrollment link
underneath the student’s term enrollment information.

18




Term Summary

" BLOOM - Bloomsburg University of PA
T UGRD - Undergraduate
2116 - 2011 Fall
= = rin

2106 - 2010 Fall

2011 Fall
Eligible to Enroll: Yes
Primary Program: ucoLa

Academic Standing Status:

UGRD Liberal Arts

Data unavailable

¥ Level / Load

Academic Level -
Academic Level -

Academic Level -

Projected:
Term Start:
Term End:

Approved Academic Load:

Academic Load:

Sophomore
Freshman

Freshman

Full-Time

Enrolled Half-Time

¥ Classes

pEnrolied @0Oropped  p Wait Listed
Class | Description [units| Grading [Grade|
soczii-oz  |PRIN ¢
SOCIOLOGY 3.00 Graded
(1531} {Lecture)
SPANISH
101-01 (SDAMSHJ x 3.00 Gradad o
[1092) o
¥ Statistics
Combined
2011 Fall Froo’ | yaem ||| Cumtatve
Total
Units Toward GPA:
Taken 12.000
Passed 12.000
In Progress 6.000 6.000 18.000

19




Enrolling Students using Quick Enrollment

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

a. First, you can access your Advisor Center, click the Academics tab for the student, click
on the correct term, and click the Quick Enrollment link in the Term Summary section.
Note: To enroll a student who is not your advisee, click the Student Center tab. At the
bottom of this page you will see a Return to Search button. Click this button and search
for the student you will be enrolling. Once you have selected him or her, click the
Academics tab and click the Quick Enrollment link.

Term Summary

2011 Fall

BLOOM - Bloomsburg University of PA

Eligible to Enroll:

mary Program:

¥ Level / Load

Academic Level

Academic Level - Term Starl

Academic Level

Approved Academic

Academic Load:

UCOLA  UGRD Liberal Arts

Data unavailable

Sophomore
Freshman
Freshman
Load: Full-Time

Enrolied Half-Time

¥ Classes

Class | Description |Units| Grading [Grade|Status|
PRIN

SOCIOLOGY 3.00 Graded '
(Lectura)
SPANISH 1
(Lactura) 3.00 Graded ¥ 4
¥ Statistics
|combined| |
From Cumulative.
Zataral Enrollment| o™ Total
e ]
Units Toward GPA:
Taken 12.000

Passed 12.000
1n Progress 6.000 6.000 18.000

b. Alternatively you can access Records and Enrollment > Enroll Students > Quick Enroll a
Student from the main menu. If accessing the component through Records and
Enroliment, 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 contact the Registrar’s
Office for activation.
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Quick Enroll a Student

Eind an Existing Value Add a New Value

ID: [282627 Q
Academic Career:  |UGRD Q
Academic Institution:[BLOOM Q

Term: [2116 @

Add

Find an Existing Value | Add a New Value

2. 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 Enroliment

RequestiD: 0000000000 Cesar Millan 1Dz 282627

Career: Undergrad Institution: BLOOM Term: 2011 FALL I submit |

[PPSR  Units and Grade || Other Class Info | General Overrides || Class Overrdes | =)

*Action Class Nbr Section Related 1 Related 2
[=] |Enron - Q Pending | Q | Q

Goto: View Enroliment Access Calculate Tuition Study List Enroliment Appointments TermiSession Withdrawal

Student Senvices Center

3. 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.

21




Quick Enrollment

Enter Search Criteria

loomsburg University of PA | 2011 Fal

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

Class Search Criteria

Course Subject [ Marketing
Course Number l is exactly ;I 310
Course Career | Undergraduate ~

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

Use Additional Search Criteria to narrow your search results.

P Additional Search Criteria

Return 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.
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5.

Quick Enrollment

Enter Search Criteria

Bloomsburg University of PA | 2011 Fall

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

Class Search Criteria

Course Subject [ Marketing LI
Course Number ! is exactly ;I 310
Course Career Undergraduate ;I

¥ Show Open Classes Orllyl
Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

P Additional Search Criteria I

Return to Quick Enrollment CLEAR CRITERIA SEARCH |

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.

7 Additional Search Criteria

Meeting Start Time | greater than or equal to |

(exarmple: 1:00PM)

Meeting End Time [less than or equal to ~ |

Day of Week [include only these days V_J
[IMen [ Tues [ | Wed [ Thurs [| Fri[ ] Sat[ ]| Sun
Instructor Last Name  [s aadly v |

[—

Class Nbr | (example: 1136)
Course Title Keyword | (example: statistics)
Minimum Units | greater than or equal to &
Maximum Units less than or equal to & |
Course Component ‘ VT‘
Session ‘ v ‘
Mode of Instruction ‘ v ‘
Campus ‘ v ‘
Location ‘ v ‘
Return to Quick Enrollment CLEAR CRITERIA SEARCH
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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.

The following classes match your search criteria Course Subject: Marketing, Course Number is
exactly '310', Course Career: Undergraduate, Show Open Classes Only: Yes

Return to Quick Enrollment START A NEW SEARCH

@ WClosed  pwait

¥ MKTG 210 - MARKETNG PRIN & PRAC

View All Sections First [ 4] 1-30of 7 )] Last
Sectio 01-LEC(2198 Status . i e

Session Regular

Days & Times Room Instructor Meeting Dates ‘
MoWeFr 9:00AM - 08/29/2011 -
9:50AM ea St 12/16/2011
Section 22:LEC(2199) Status @ select class
Session Regular
Days & Times Room Instructor Meeting Dates ]
MoWeFr 10:00AM - 08/25/2011 -
10:50AM z8A Staft 12/16/2011
Section 23-LEC(2200) Status @ select class
Session Regular
Days & Times Room Instructor Meeting Dates ‘
TuTh 2:00PM - 08/29/2011 -
3:15PM 184 Stephian. Batosy 12/16/2011

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(2198) in the above screenshot).

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

RequestID: 0000000000 Cesar Millan 1D: 282627

Career: Undergrad Institution: BLOOM Term: 2011 FALL Submit

Units and Grade Other Class info General Overrides Class Overrides
Class

*Action Nbr ction Related 1 Related 2
= [Enron =] [2198 Q mkrIG310 01 Pending | Q | Q
Goto: View Enroliment Access Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal

Student Services Center

9. Astudent 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 a class. Based on your
access, you may be able to override some of these errors using the General Overrides and Class
Overrides tabs.

10. Once the student is ready for enroliment, 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
information for you about the enrollment process. Click the Messages link to read any
messages associated with this particular enrollment.

Quick Enroliment

RequestID: 0000650584 Cesar Millan 1D: 282627
Career: Undergrad Institution: BLOOM Term: 2011 FALL

{ Submit |

Units and Grade || Other Class nfo | General Overrides | Class Overrides

*Action St Section Academic Program  Related1  Related 2

[+ [=] Enroll 2198 Q |MKTG 310 01 UCOoST

Goto: View Enroliment Access Calculate Tuition Study List Enroliment 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.
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Quick Enroliment

RequestiD: 0000650585 I0:

Career:

282624
Term: 2011FALL

James Halpert
Institution: BLOOM

Undergrad

Class Enroliment Units and Grade Other Class Info

Class

General Overrides Class Overrides.

=] [Enrol ~] [2198 @ mMKIG310 01 Errors UCOLA Q Q

View Enroliment Access
ent Services Center

Goto: Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal

Enroliment Message Log

o: 282624 Halpert.James
Enroliment RequestiD: 0000850585
Academic Career: Undergraduate
Academic Institution: Bloomsburg University of PA
Term: 2011 Fall
Seq# 1 Enroll Class Nbr 2198 MKTG 310 Section 01 MARKETNG PRIN & PRAC
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.

Go to: View Enroliment Access Calculate Tuition tudy List Enroliment Appointments Term/Session Withdrawal

Student Services Center
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