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Overview
This training manual demonstrates how to carry out basic processing functions via MySJSU.
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Student Program and Plan

This chapter demonstrates how to activate students into a program and/or a plan, modify changes made to the
student’s program and plan, or record the completion of a degree. A student must be active in a program and
plan in order to activate them for term enroliment. The Student Program and Plan pages track the full history
of a student’s relationship with an Academic Program.

1. From the Main Menu, Fa*.fl:uvrrte5 Mam‘rﬂenu » Records anEIr Enrolment

navigate to Records and Main Menu = Records and Enrollment =

Enrollment > Career and ﬁ c
Program Information. Career and Program Information
2 Click Student Maintain a student's career, program, plan and student group information.
Program/Plan Student, Program/Plan

Student Groups
Track student memberzhip in various
groups.

F'.E'.'iE'-.'.-'R{T}.IpdﬂtE a student's academic
program, plan, and =ubplan information.

The Student Program/Plan Student Program/Plan
search page displays.
Enter any infarmation yvou have and click Search. Leave fields klan
3. Er;tr(;ret.he appropriate ID or Find an Existing Value || Add & New Vaiue
4. Click the Search button. Limitthe number of results to (up to 2000 W
@ kegins with vI|IZ|III j
Academic Career: I_._|
Student Career Nbr: I
Campus D begins with v||
Hational (D kegins with v||
Last Name: begins with v||
First Hame; begins with v||
[ include History [Icorrect History []case Sensitive
Search Clear |Elasi|:: Search Save Search Criteria
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The Student Program page
displays.

5. Add, change or modify the
student’s program record
as needed. (See Field
Descriptions below.)

Note: Only students with an
Active Status are eligible to
enroll.

Student Program

bz

Student Plan

Za
Academic Career:

Student Sub-Plan

Undergraduate

Student Attributes
0o @
Career Requirerment Term

Student Degrees

Student Career Nbr: 0

Status: Active in Program E!

*Effective Date: 05/25/2005 [ Effective Sequence: L1

*Prograrm Action: ’W Q Matriculation Action Date: 05f25/200

Action Reason: ’T Q Clear Admit i Verified Joint Prog Appr: =

*Academic Institution: 5J000 San .Jose State University

*Academic Program: UGD QU UGD - Undergraduate Degree

¥ From Application

*Admit Term: 2054 Q FALL 2005 Application Nbr: Q0322

Requirement Term: W Q FALL 2005 Abplcation ProgramNb: D

Expected Grad Term: 112 @ SPRG 2011 *Campus: MAM QL MAIN *Acad Load: I Full-Time
B save |  SLReturnto Search | [=] Motify | ) Refresh

E'-l-Addl A UpdateDisplay | P Inclucf.E‘His‘tor\,-' |
WL
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Field Description List: Student Program Page (above)

Field Name Description

Status The relationship that the student has with the academic program as of the
effective date shown.

Effective Date The date on which the program action and other field values will be
effective.
Effective Sequence Determines the sequencing of changes made to the student program if

more than one change is made to the student program on the same
effective date.

Action Date The date that the information was actually entered into the system. Can
vary from the effective date.

Program Action Select the program action that corresponds to the desired change in the
student’s program.

Action Reason Select the reason that the change is being made to the student’s program.
Academic Institution Defaults to display SJO0O.
Academic Program Displays the Academic Program entered in the admission pages or entered

when the student history data was converted. The program can be
changed as a student transfers between programs.

Admit Term Defaults from the Admissions Matriculation process. Can override if
necessary.
Requirement Term Defaults to the Admit Term. Select the Requirement. The Requirement

Term selected applies degree progress requirements to the student for this
academic plan.

SJSU Information Support Services SR101: Basic Records Processing |
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6. To add information to the
Student Program/Plan,
click the Include History
button.

7. Click Add [+] button to add
a new effective dated row.

A New Effective dated row
displays.

8. Enter the criteria;

o Effective date
e Program Action
e Action Reason
9. Click the Refresh button

10. Complete other fields as
necessary.

11. To make changes to the
Student Plan page, click
the Student Plan tab.

[ Srosem ivepom Y Statont e 1 Gaser it an 1 Eoeet v | Sodor b

M - 1 &
Beachri Jraduate Canees By —
Saatus: Aot in Program HE=
o e T BT
“Program Actin: MATR O, MariEuiaa o
Aetion Rason: S Chear Aseit I Varised
A aderi: Instfuion: 8Jo00 ', Gan Joa et Unersty
“Acadernic Prograee WD B 60 . Undergradusts Degres
- TR | FALL 7005
Fisguireman Term: mse 0 FALL 2004

| Escposctod Grad Teams i A EPRGI0N ‘Compuis MAN
Wi | Smsenmzemen | [Sunty | iBemem |

SeAmrd Dranram | Choiand Blan | S0 dand Sk Plan |8 i and 18 din | Shidaet Fuan

Undangrassats

Camer Agguinmant Term

At in Progeam

Tiactia Dk 012005 o
"Frogram Action: a
Aetaons Picivitee Q
“ACatninic naiutioe 000 Q EanMose Slabe Universidy
“Rrademic BProgram: weo 9 LD - Undanridaits Dagras

I™ From Apglication
“Arimit Torm: e 9, FALL 2005 Application Hbr: 0013922
Feagairasmant Term: M O FALL 7005 Asehcation Programit: o
Expecied Grad Tenm: H1d 9 GPRG 011 "Compus: MAN O WA “head Lo | Fulk-Time
W seer | Smetamto sewcn | [Slncer | Eraci|  Flupssssispie | el

Student Progran [ Siudent Pian | Student Sub-Plan

Sludent Alribules

Studant [iegrees
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The Student Plan page
displays.
L [4 i ]
B pabaere o e i pri=iiata SAuderd o e [0 i [Hang [ s
12. Modify a student’s
major/minor information, ey R ol T e
as needed. (See Field Program Actien: Fian Changs Action Diae: 021 12008
Descriptions below.) e | pam MR o
13. To change the student’s ' ; e
major, highlight the R Weakul Beisnce ajor
existing major and delete e el S
It. e 056 O pagy 008 SAuara Msgr o WS Lrmierius
14. Enter the new major. it o 3 hccatracial
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Field Description List: Student Plan Page (above)

Field Name Description

Academic Plan Select the academic plan. A student may have more than one Academic
Plan within a program.

Plan Sequence A system-generated number when a plan is added to a program. The plan
sequence number is the sequence in which the system evaluates plans for
degree progress. This number can be overridden.

Degree The system will display the degree associated with the plan selected.

Declare Date The system displays the date equal to the effective date where the
program action is Active in Program.

Degree Checkout Stat When a student is graduated from a plan the system displays the date in
this field.
Requirement Term Select the Requirement Term for the Academic Plan. The Requirement

Term selected applies degree progress requirements to the student for this
academic plan.

Student Degree Nbr Once the graduation process is completed the system displays this value
that is assigned sequentially.

Note The Student Degree Number also indicates the printing order if multiple
degrees are conferred on the same date.

Advisement Status Defaults in Include. The system uses this status to determine how the
advisement engine processes the academic requirements for the student’s
program.

Completion Term Once the graduation process has been completed the system displays the

Completion Term.
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15. To enter an additional

major or minor, click the *Aeadnsmic Plan: SHABMY L motagical Science Majer
Add [+] button. "Plan Seqamnce: . e BA
Thgar Lo Dl i OHDE R0 [y Dergrew Chischoul Siat:
g T 056 O gy a00s T e Cradenbat
"B pnent SEabs [inchsge =] Conmpsbetion Tesm

A second blank Academic
Plan row displays.

. . “Disclane Dt 0206 [ Do Chaschaiat Stal:
16. Enter the additional major —— a S ———— Fa—
or minor. = R b T S Inciude 'I Comgdestion Termc

17. Click the Save button.

Note: Minors must always

have the highest plan m

sequence number. Majors

should always have the lowest o -
sequence numbers. i ' P
Shisiberl Dwag i Mis: e i
Cinmgdetion Nerme
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Term Activation

This chapter demonstrates how to activate a student in a term. In order for a student to enroll in classes, the
student must be active in the term. The process of activating a student into a term allows for the assignment
of appointment times and enrollment. Term activation can be accomplished by running a batch process to
activate a group of students or using the Term Activation page to activate an individual student.

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

2. Click the Term Activate a
Student hyperlink.

The Term Activate a Student
search page displays.

3. Enter the appropriate ID or
Last Name.

4. Click the Search button.

The Term Activation page
displays.

5. Use this page to activate a
student into a term or
modify the term record.
(See Field Descriptions on
next page.)

6. Verify that the student is
active for the appropriate
term.

M Bhu = Biondd il Dy il -

Studerd Tessm Infarmmntion

-

! Imm .0 Shuder
AIDTEE & L o a e e a0 o
gk ol d fe e il

S Sy, o gy S | Ry
g g o pabrtcs o p e B vt il i i s
el wa) by +laleida ¢

1

Term Activate a Student
Enter ary inforrnation you have and click Search. Leave fields blank for a lis1 of all values.

Find an Existing Value

Mathomal 10 | begins with =
Last Marme: | begins with =
First Hame: | begins with =
™ Case Sensitive

Ul W i Tl Lol

Bl i ey e -m

s e §oromt o e e Fonem on P ram—
B s | il | T L1l B e |t b el
[ I S T e [ L

P Tl e ] L
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7. Ifthe correct term does not |  SETIECEETR TSI EETIITIN SIS SITETIETIN TN
display, click the Add [+] Ne i " @

bUtton' A e e Ll e
; S.008 '0Y M
A e AR G o Bl Uiveilly
o AR UL go T Devreater  Aowies Db [ele e |

Insert the Term value.
Click the Save button.

Oweithle Al Acaderes Livebie | i brrre T T

f e —— r | e Db i 7o

A ashemic el - Proecing: Friri b Fowm of Fladt [Enrsimers =]
Jor awrhir | el . e ST Frintibiruis A vl | Gl B T
At asiasic Ll - Towes Fsal Prectman Tl e LD,

L e Do prasast e Lty L bgisber 11 Ll ¥

Field Description List: Term Activation Field Descriptions

Field Name Description

Academic Institution Always enter San José State University (SJ000).
Term Enter the term for the Activation.
Student Career Nbr System displays the primary Academic Program number for the term

selected above.

Override All Academic Check this box On if you wish to modify All Academic level fields. If box not
Levels checked, the system will display the level defaults in the Level/Load table.
Override Projected Levels Check this box On if you wish to modify the Override Projected Academic

Level. If box not checked, the system will display the level defaults set in
the Level/Load table.

SJSU Information Support Services SR101: Basic Records Processing |
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Field Name Description

Academic Level - Projected Displays the Academic Level at the start of the Term, assuming the student
successfully completes all in-progress units from the previous term.

Level/Load Determination System displays the Level and Load Determination from the Level/Load
Rules table based upon the Academic Career entered.

Academic Level —Term Start | Displays the Academic Level of the student at the beginning of the Term.
The cumulative units completed in previous terms determine the Academic
Level.

Note This field can be overridden if the Override All Academic Levels check box
is checked On.

Academic Level-Term End The system displays the projected Academic Level of the student at the
end of the Term based on units completed in past terms and includes work
completed in this term. At the beginning of the term the Term Start and End
Academic Level values will be the same.

Note This field can be overridden if the Override All Academic Levels check box
is checked On.

Academic Year The system displays the Academic Year value based on the Term value
entered above.

Form of Study The system defaults in Enrollment. The Form of Study tells the system that
the student is enrolling in classes at the designated institution and if the
Academic Load should be calculated based on Units attempted.

Academic Load Displays the Academic Load value calculated on the number of units
enrolled.
Billing Career The system defaults value to the Term records Academic Career. Tuition

Calculation is performed based on Billing Career.

Eligible to Enroll The system defaults the Eligible to Enroll check box On allowing the
student to enroll in classes for the term indicated. Can override if
necessary.

SJSU Information Support Services SR101: Basic Records Processing |

info-support@sjsu.edu, 408-924-1530 Page 11



10. Click the Enrollment Limit ferm Actwation i Enfollmert Lini | - hudent Gession

tab.
Th e En ro I | m ent L | m |t p ag e Term Activation Enrolliment Limit Student Session Terms In Residence Term Contral Dates External Study
dlsplays Marcel Cathrein 004376100 @
First (4 1 of 1 (] Last
Academic Career: Undergraduate
Find [view &1 First [ 1z O Lagt
11. Use this page to override Academic Institution: 5an Jose State University =]
the _defau“: En_rO”ment Term: Sprg 2006 Semester
lelts: (_See Fleld Primary Academic Program: UGD - Undergraduate Degrae
DeSCI'IptIOI’lS beIOW) Academic Group of Advisor: UGRD
*Approved Academic Load: I FulkTime :l'
Override Unit Limits: r
Max Total Units: Max Audit Units:
Max No GPA Units: Max Wait List Units:
Min Total Units: Max Total Courses:

Field Description List: Enrollment Limit

Field Name Description

Approved Academic Load The system defaults the Approved Academic Load from the Term
Enrollment Limits page based on the Academic Program.

Override Unit Limits Check this box On if you wish to override the unit limits set on the
Enroliment Limits page.

Max Total Units If Override Unit Limits checked On, Max Total Units defaults in the value
18. Can override if needed.

Max Audit Units If Override Unit Limits checked On, Max Audit Units defaults in the value
99. Do not override.

Max No GPA Units If Override Unit Limits checked On, Max No GPA Units defaults in 99. Do
not override.

Max Wait List Units Not using this field.

Min Total Units Enter the minimum number of units that the student must be enrolled in for
the term.

Max Total Courses The system defaults the maximum number of courses in which a student

can be enrolled for the term. This value is derived from the values set on
the Course Count Limits page.

SJSU Information Support Services SR101: Basic Records Processing |
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12. Click the Student Session
tab.

The Student Session page
displays.

13. Use this page to select a
Session within the Term or
to modify a student’s
Session record within their
Term record. (See Field
Descriptions below.)

14. Enter the session number
for the term you are

activating.
15. Click the Save button.

Term Activation | Enrollment Limit [ Student Session

[ Twrm acwraten | Erraliroesl i | St forineon | Tt i Sidunis . Term Cotet Cugei | Exwrnil Sl |
e (=1 ] %]
et - i 1} B9 el i
Ar e it S i Gl Lty

T Lammtm

Tprg 030

IRy Aedirii Fragl s LI - Uradergprasinie Dwgese

Trunion Faguis b sl FRELDN =
P miervaar | must 3 T

B o oy [Enssameri =]

Fualiy Frm il Displn; Q0D =

B e A b | il Im

v ke gy - r Ty w1l Ll |

Field Description List: Student Session Page

Field Name Description

Session

Enter the Session value for the Academic Program and term in which the
student will enroll into classes.

Academic Load

The system displays the student’s Academic Load for the term. The system
calculates number of units in which the student is enrolled. This value can
be overridden for the session if necessary.

Form of Study

The system displays the Form of Study selected on the Term Activation
page. This value can be overridden if the session form of study differs from
the Term value displayed.

Fully Enrolled Date

The system displays the Fully Enrolled Date for the session as defined by
the academic calendar. This date is based on Financial Aid load
calculations and Student Financials billing purposes.

Approved Academic Load

The system defaults the Approved Academic Load from the Term
Enroliment Limits page based on the Academic Program.

Override Billing
Units/Projected Billing Units

Check this box On if you wish to calculate the student’s tuition bill using
criteria other than units.

Session

Enter the Session value for the Academic Program and term in which the
student will enroll into classes.

SJSU Information Support Services
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Enrollment Appointments

Once students are activated into a term, they are given appointments for enrollment. This chapter
demonstrates how assign a student an enroliment appointment time or view a student’s appointment time by

using the Student Enrollment Appointments page.

1. From the Main Menu,
navigate to Records and
Enrollment > Term
Processing >
Appointments.

2. Click the Student
Enrollment Appointment
hyperlink.

The Student Enrollment
Appointment search page

Eq Student Enrollpment Appointment

E" ppointment Table
Create enrollinent appointments for
zezsions and terms.

)

Student Enrollment Appointmeant
Enter ary infarmation you have and click Search. Ladwe fialds blank far a lis! of all walues,

displays.
3. Enter the appropriate ID or D: begins with
Name. Academic Career:  |= =

4. Click the Search button. Academic nstitution: [begins with ¥] 5,000 Q
Term: = B a
Campus I: IW
National ID: [beginz with =]
Last Narre: hegins with 'l
First Mame: [begins with =]
Term Alternate Key: [= =] Q

™ Case Sensithve

Clear I Basic Search B Save Search Criteria
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The Student Enrollment
Appointment search results Searﬂh Results

R

display.

5. Select a term by clicking
the appropriate hyperlink.

Underarad SJ000 2054 FALL 2005

The Student Enroliment Student Enroliment Appointment

Appointment page displays. o
Wa s .
Academic Career: Underngradisate San.Jose Slate University
Term: Spiing 2006

6. Use this page to assign an
enrollment appointment to
a student or to verify

St il imis

L Q Regular Academic Session

appointment times for I Owermide Maximum Units Ml Total Links: Max No GPA Uinits:
students who were

assigned an appointment
through the batch process.

Blac Audd Lnits; M W List Linis;

Blao: Total Courses:

. . . o sl S rsncind et s
(See Field Descriptions : —
below.) "Appt Block “Appd Mbrj Stari Date  Start Time  EndDate  EndTime  Fin intment 2=
) 00000 | [0414 VIRAEE008 1240 12292005 2389
7. Verify the session
information.  Use Program TermSession Limit
* o
8. Enter the Appt. Block r""“’“‘"‘"“"‘“““’ LB 1%
number. Sairt Fascirmiuem Linils Bax Total Links: Redass Mo GPA Linits:
Bae Banclit Lt =: el WWal List Uinits:

9. Enter the Appt. Number.
10. Click the Save button.

Field Description List: Student Enrollment Appointment page

Field Name Description

Session Select the session for which you wish to assign the enroliment
appointment.

Only Use Term Unit Limits Check this box On if you only wish to use the Term Unit Limits defined on
the Appointment Limits Table page for this academic career, term and
session.

Override Maximum Units If Override of Maximum Units is required, change units on the Term
Activation Enrollments Limit page.

SJSU Information Support Services SR101: Basic Records Processing |
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Field Name Description

Max Total Units Not using this field.

Max Audit Units Not using this field.

Max No GPA Units Not using this field.

Max Wait List Units Not using this field.

Max Total Courses Not using this field.

Appt Block An appt block is used to assign a student an enroliment appointment.
Appt Nbr Select the appointment number to assign to the student. The system will

automatically display the Start and End Dates and Times.

Start Date Displays the date that the student is eligible to enroll.

Start Time Displays the time that the student can begin enrolling.

End Date Displays the last date that the student is eligible to enroll.
End Time Displays the time that the student’s enroliment period ends.

Use Program Term/Session | Selected if the enroliment engine is to obey the unit limits setup at the
Limits program level.

Use Appointment Limit ID Select if the enrollment engine is to obey the unit limits setup at the
appointment level.

Set Maximum Units Select if the student has requested to enroll in excess units.

Max Total Units Not using this field.

Max Audit Units Not using this field.

Max No GPA Units Not using this field.

Max Wait List Units Not using this field.

SJSU Information Support Services SR101: Basic Records Processing |
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Test Scores

This section shows how to view a quick summary of test scores submitted by a student. When students apply
for admissions to the University, they are required to submit test scores. These scores are used to assign
Milestones and place students into Student Groups.

1. From the Main Menu,
navigate to Student
Admissions > Applicant
Summaries.

2. Click Academic Test
Summary.

The Academic Test
Summary search page
displays.

3. Enter the student’s ID.
4. Click the Search button.

Favorites Main Menu > Student 5dmi55iun5 > Applicant§ummarie5

Main Menu = Student Admissions =

ﬁ Applicant Summaries

View summanry data for an applicant.

- Application - Applicant Academic Test
Summary Progression Su a

View summary View a zummary of an Viey applicant’s
infermation for an applicant’s academic tegt
applicant. progresszion through information

the admiz=ionz

Process.

Academic Test Summary
Enter any infarmation you have and click Search. Leave fields hlank faral

Find an Existing Value

Limitthe number of results to (up to 3003 |3EIEI

Application Mbr; begins with v||
ID: begins with [+ (00
Academic Institution: | = || sJ000
Academic Career begins with v||
Application Program Hbr: I |
Academic Program: begins with v||
Admit Term: kegins with v||
Application Center; begins with v||
Campus |D; begins with v||
Hational |D; kegins with VI|
Last Hame: kegins with v||
First Name: begins with [ |

[l case Sensitive

Segreh Clear |EI:35i|: Search B Save Search Criteria

NS

LPLPLPLLLLP
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The Academic Test Academic Test Summary
Summary page diSplayS- Star Spartan 00 *

Test Summary by ID/IComponent

. Test ID: 2, Test Component: Q @ Date O Score O Test Search |
5. View the student’s test

: ; Cusiomize | Find | View Al (0 #  Frst Bl 150r15 O Last)
|nform§t|on as .needed. ’7“’-*‘ = Dem = ’E’Emm ﬂdmm i ’7

6. Click View All if the 1 ACT Composite 04/01/2004 11th Grade 02/14/2005
student has more than six 5 ACT English ] 04/01/2004 11th Grade 0214/2005
test scores. 3 ACT Math ! 04/01/2004 11th Grade 02/14/2005

4 ACT Reading L 04/01/2004 11th Grade 02/14/2005

5 ACT Science Reasoning X 04/01/2004 11th Grade 02/14/2005
6 EAPEX EAP Iath Exemption 01/01/2004 03/14/2005

Field Description List: Academic Test Summary Search Page (above)

Field Name Description

Test Summary by Enter a Test ID or Test Component to limit the search. If fields are left
ID/Component blank, all test scores for an individual will be displayed.
Sort By Choose method for sorting the scores.

If using the Test Summary ID/Component or Sort By fields, click the
Search button to retrieve test scores.

Test ID Displays the ID of the Test completed.

Description Displays the name of the test component completed.

Score Displays the score received on the test component.

%tile Displays the percentile of the test score.

Test Dt Displays the date the test was completed.

Stnd Admin If box is checked, indicates that test was administered in standard fashion.
Acad Level Displays the grade level of student when the test was completed.

Data Srce Displays the source of the test score, for example, self-reported or testing

service reported.

Dt. Loaded Displays the date the test was entered into the system.

Test Summary by Enter a Test ID or Test Component to limit the search. If fields are left
ID/Component blank, all test scores for an individual will be displayed.

SJSU Information Support Services SR101: Basic Records Processing |
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Student Milestones

This section shows how to view student milestones. Milestones are non-course-related requirements a student
must complete in order to enroll in classes and progress towards a degree. They are used to track the
completion of the ELM and EPT requirements.

1. From the Main Menu, Favgrites : Main Menu > Records and Enroliment

navigate to Records and Main Menu > Records and Enroliment =

Enrollment > Enroll
Students. ﬁ Enroll Students
2. Click Student Enroll students inte clazses and add milestones.
Milestones. = Student Milestones
Review pdate a student's mileztone
records.
The Student Milestones Student Milestones

search page displays.

Enter any infarmaticn you have and click Search. Leave fields blank fi
3. Enter the appropriate ID e
or Name and Academic INC an ~xisting va'ue
Institution. Lirnit the number of results to (up to SQQ._.IJD—D_\
4,

Click the Search button. o: | begins with [{]_[EIEI j

Academic Institution:| = |v| 1000 Q
Academic Career: H | Q
Academic Program: | &'}
Campus D |heginswith |vl|
MNational 10 |heginswith |vl|
Last Hame: | begins with |vl|
First Hame:; | begins with |vl|
[ include History [ ]case Sensitive
= E'f':h Clear |Elasi|:: Search Save Search Criteria
SJSU Information Support Services SR101: Basic Records Processing |
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The Student Milestone page
displays.

Student Name

5. Click View All.

Academic Program:

Effective Date:
Milestone Detail

Milestone Nbr:
Academic Plan:
Description:

Formal Description:
Milestone Level:

Milestone Title:

Student Milestones Milestone Attempts

Academic Institution:

x| temee

oo

San Jose State University Academic Career: Undergraduate

UGD - Undergraduate Degree

First | 4] 10f1 )| Last

07212008

First B 1 o2 I L ast

10 Milestone:  EMNGLISH
English Remediation

English Remediation

MR

English Remediation

Attempts Allowed: 1

The English and Math

mileStoneS d|3p|ay Student Name

6. View milestones assigned
to a student. (See Field
Descriptions below.)

Academic Program:

Effective Date:
Milestone Detail
Note: The Milestone Level
indicates how many
semesters of remediation
the student must complete.

Milestone Nbr:
Academic Plan:
Description:
Formal Description:
Milestone Level:

Milestone Title:

Student Milestones Milestone Aftempts

Academic Institution:

oo

San Jose State University Academic Career: Undergraduate

UGED - Undergraduate Degree

First n 10f1 u Last

Find | View Al

07M2/2008

First (] 1-2 of 2 )| Last

Find | View 1

10

Milestone:

Englizh Remediation

Enilish Remediation

English Remediation

Attempts Allowed: 1

Milestone Nbr:
Academic Plan:
Description:
Formal Description:
Milestone Level:

Milestone Title:

20 Milestone:

Ilath Remediation
Ilath Remediation

Attempts Allowed: 1
Ilath Remediation

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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Field Description List: English and Math Milestones Page (above)

Field Name Description

Milestone Nbr Displays the sequence number assigned to the selected Milestone.
Milestone Displays the Milestone assigned to the student.

Academic Plan Displays the student’'s academic plan to which the Milestone is attached.
Description Displays the short description from the Milestone table.

Formal Description Displays the long description from the Milestone table.

Milestone Level Displays the level of the Milestone attached to the student.

Displays the number of attempts allowed based on the values setup on the

Attempts Allowed Milestone table.

Milestone Title Not using this field.

Copies the Milestone information from the Milestone template to the

Milestone Copy student’s record.

SJSU Information Support Services SR101: Basic Records Processing |
info-support@sjsu.edu, 408-924-1530 Page 21



7. To view the completion Student Milestones | Milestone Attempts |
status of a Milestone, click

the Milestone Attempts
tab.

EW WYIT
The Milestone Attempts Student Milestones | Milestone Attempts
page displays.

Student Mame 0o

Institution: San Jose State University Acad Prog: UGD - Undergraduate Degree  Career

8. View EPT and ELM

Milestone levels required frective Date:
and completion ective Uate. 07/12/2008

information. (See Field

Descriptions below.)

Milestone: ERGLISH English Remediation

Note: If a student has
satisfied ELM or EPT

. Attempt Nbr: 1
requirements, the . . |
Milestone Complete field How Attempted: Mot Required Date Attempted:
will display Completed. Grading Scheme: NOR Mormal Grading Scheme
Grading Basis: CHhD

@Iestone Complete; CompleteD

Milestone Grade:

Course ID:
Term:

Reported Flag:

Milestone: IMATH Iath Remediation

Attempt Nbr: 1

How Attempted: Transfer Course Date Attempted:
Grading Scheme: MOR Marmal Grading Scheme

Grading Basis: CMD

Milestone Complete: Completedj

[MMlestone Lrade:

Course 1D:
Term:

Reported Flag:

SJSU Information Support Services SR101: Basic Records Processing |
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Field Description List: Milestone Attempts Page (above)

Field Name Description

Attempt Nbr Displays the number of attempts at completing this Milestone.

How Attempted Displays how the student attempted to complete the Milestone.
Date Attempted Displays the date the Student attempted to complete the Milestone.
Grading Scheme The system displays values entered into the Milestone Template.
Grading Basis The system displays values entered into the Milestone Template.
Milestone Complete Displays the status of the milestone.

Milestone Grade Not using this field.

Course ID Not using this field.

Term Not using this field.

Reported Flag Not using this field.

SJSU Information Support Services SR101: Basic Records Processing |
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Student Groups

This chapter demonstrates how to assign a student to a Student Group. When an individual is assigned to a
student group it enables users to track test results, course completion, and graduation application.

1. From the Main Menu,
navigate to Records and =]
9 { _J Career and Program Information
Enrollment > Career and L
Program Information. Mairtain & shudent’s career, program, phan and student group information

E Stupdepn Prodanaan Pl

Review' or uposte & studsnt's academic:

2. Click the Student Groups

SRETED iy VATOLES: QIOLIDS:,

hyperlink. prograen, plan, and subpian information
The Student Groups search Student Groups
page displays. Enter any information you have and click Search. Leave fields blank for a list of all values.

3. Enter the appropriate ID or

Name. i

4. Click the Search button. Campus 10:| beging with |gg
National ID: | begins with |+ |
Last HName: | begins with El
First Name: | begins with E
Clinclude History [ ]Case Sensitve

Search Clear | Basic Search & Save Search Criteria
The Student Groups page Student Groups
displays. & o ot

5. Click the View All

hyperlink. “Academic istinstion: S0 O S5 Josa Stats University +[=1
SR Gl o APAG [, Last Names A-G
| ‘Effecibve Date: 11008 W oy | Astve v ==
Compenls

Batch fpp Eng SJ_SR_ABC_5G « APAGAPHOAPPE

SJSU Information Support Services SR101: Basic Records Processing |
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The different student group

i vk fa iz P
types dlsplay. *Acmdemic Instiution: sjop0 O Zan Jose Slate University HE=
St Group ARAG O Last Names A-G
6. Use this page to assign or L eiveras Fea o Pl
remove a student from a SEffective Dists: MI012005 3 qpppys: | Acive v HE
Stude_nt _Group. (See Field e
Descriptions below.) Batch App Eng SJ_SR_ABC_5G - APAG APHOAPPZ

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

“Be atbemic Instilution: AT San Jose State Uniersity FE=
Sl Group @ Pass WET - S5 Test

Effective Date: dimnag [

Comnedns

Field Description List: Student Group Types

Field Name Description

Academic Institution Select San José State University (SJ000).

Student Group Select the Student Group that you wish to assign to the student.

Effective Date The system defaults to today’s date. Can override if needed.

Status If assigning the student to the group, the Status should display Active. If
removing a student from a Student Group, the Status should display
Inactive.

Comments Not using this field.

SJSU Information Support Services SR101: Basic Records Processing |
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