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Preface

Preface

This document contains information that will enable you to use Academic Records
effectively and perform specific related activities.

Related References

Refer to the following references for more information about topics frequently discussed
in this document.

Related Reference Description
Help System Describes how to use the CampusVue
product.

Document Conventions

The following conventions are used throughout the documentation to help guide the
reader in finding information quickly.

Convention Use

BOLD Names of files, keys, forms, paths, and program
components

Italics Titles, hyperlinks, and special terms

> Symbol used in paths to signify a shift to the next level of
options

Note: Important information

CampusVue User Guide: Administering Academic Records 6



Academic Records Folders

Administering Academic Records

The Academic Records module of CampusVue enables you to gather and record information about
student enrollments, courses, schedules, attendance, and grades. A menu of reports permits school
management to view aggregate demographic and performance data for students and faculty. The purpose
of this manual is to familiarize you with the basic tasks performed by academic personnel using

CampusVue.

Academic Records Folders

The Academic Records tab on the Student bar provides folders in which you can view and update
academic information for students.

Contact kanager

Adrizsions

Financial &id

Student Accounts
Arcademic Records

[C3 Student

[Z3 Erraliment
[C2 Summary
(£ Schedule
([ Attendance
([ Lessons

[T Final Grades
[ Degres Audit

D Adit
[[JFees

(£ Schoal Fields
[Z0 Transfer Credits
[C71 Placement Info

[ Degree Progress ...

[ Degrees, Honars ...

Career Services

Loan Management

Student Services

Houszing

Each folder contains one or more forms that display information associated with
the student whose name appears in the Recent Students box. Click on a folder to
open it and view the information it contains. Many forms have additional layers
or tabs that allow you to “drill down” to more detailed information.
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Academic Records Folders

Student Folder

Click on the Student folder to open the Student Master form. You can find the details on
reading and editing the Student Master form in the Basic Navigation user guide.

Enrolilment Folder

The Enrollment Folder contains information about a student's enrollment record(s).
Students who transfer from one program version to another, or who leave school and re-
enter into a different program version, are considered to have multiple enrollments. For
these students, each enrollment’s data is recorded and displayed separately. CampusVue
defaults to the current enrollment when you open this folder. Choose an alternate
enrollment by clicking on the preferred enrollment in the grid at the top of the form.

ﬁ' Enrollment - Jones, Mike E _ O]
Start Date | Program Yerzion Errollment Description Shift Grade Scale | School Statuz Lnd
1/6/2003  |Bach. of General Mz Bach. of General Management Day Frimary Grade || Active N
5/6/2005 |Facilities M anageme| Facilities Management for 20055 |Da b ain Grade Sc| Transter From Other (M
]| i

Errallment Mo. |UBUEJDU5U3 Program Change | Edit | Add | Transter | Delste |
Date / Status ] Enrallment [nfarmation Progress Termn Surmmary Application

Application Date IEH 9/2006 : I Enroll D ate IEH 9/2006 . Expected Start | 9/5/ 2005
‘ersion Start Date I Last Day At I Fin &id Exit D'ate I .
tidpaint D ate I'ID.I"SDQDD? :I Graduation Date I12.-"23.-"2DUB . Tranzfer Date I .

FeEntry Date I . Extern Begin Date I . Date Biled I[NBVET]
Orig Exp Start Date |9f’5*’12DEIE Orig Exp Grad Date |1 2/23/2008 DOrig Student Exp Start |1 /642003

School Status IFulurE Start Status Date IE.I"'I 9/2006
MNSLDS Status I Determination Date I
Errall Status IFu" e Refund Process Date I

Campuz |Eampus td anagement Institute Reason I
Academic
Advizar I.-‘-‘atule Baker I;I

You can add, edit, or delete the information in the Enrollment folder, as allowed by your
security permissions. You can also process original enrollments in the Admissions
module.

® The Program Change option is available as long as an enrollment has no attendance
record.

® A Transfer is executed when a student switches from one active program to another
active program or from one degree level to another.
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Academic Records Folders

Note: Processing internal program transfers after the close of the current term
helps you preserve the integrity of the data for the institution’s annual
reports. Refer to the Contents of this manual for instructions on
performing Enrollment Transfers and processing Queued Transfers.

® To view or change the student’s Status History, click the Status History button in the
Enrollment folder.

® To view the degrees and honors awarded to the student, click the Degrees button in
the Enrollment folder.

The tabs in the Enrollment folder contain additional enrollment-specific information.
The information reflects the enrollment selected in the grid at the top of the form, and
will change if you select, edit, or add an alternate enrollment.

Date / Status Tab

The Date / Status tab displays key dates relevant to the student’s application, start, and
expected graduation. You can also view the student’s school and enrollment statuses.

B Enrollment - Jones, Mike E

Stad Diate  Program Version | Ereoliment Desciiption | Shilt | Girade Seale | Schiool Status !ﬁ
Bach of Geneal M Bach of Geneal Managemsn m

S/B/2005 | Faciities M anagams Facdies Management foe 20055 | Day | Mam Grade Sc: Tranafes From Othes [N

E2006  |[Bach of Gereral M: Bach of Gereral Managemanl | Day Primady Giade ! Fubue Stait H

4]
Ereolimerit No. [0303ED0431

S

Apchcabion Dals |1 /6/ 2003 Evecll Datn [17552003

Vession Stat Date [5/2/2002 LastDapAn [477772005 FnAdEatDate [ 2]

MidpoirtDate [712000  |7]  GradustionDate [F0) TiandterDate [ ||
ReErtyDate [ || EsemBegnDate [o

Dig Exp Start Diate | 1/5/2003 Oig Exp Grad Date: |5/51,2005 Dirig Student Exp Stant | 1/6/2003

Schoal Status E,- - Status Date
HSLDS Status | Dratmimination Date
Ereck S1aha [ Than Hall Tive Refund Fiocess Date
Campars l'_._-.-:.;-.--. W aracement Insinde Reason ]-.--:_| Jar Bl Shat

Note the two fields with similar labels:
Orig Exp Start Date is the student’s original expected start date in the selected enrollment

Orig Student Exp Start is the student’s first ever expected start date (this date is frozen)

CampusVue User Guide: Administering Academic Records 9



Academic Records Folders

Enrollment Information Tab

The Enrollment Information tab displays further program details specific to the
enrollment that is selected on the Enrollment folder.

B Enroliment - Jones, Mike E Hil=] E|
Start Date | Progiam Version | Erecliment Descrption 1 Giade Scale | School Status___ Und

Bach of Ganeral MaBach. of | M anagement
56005 | Facilties Manageme Faciities Managerent
/5/2006_ |Bach. of General M| Bach. of Genessl Management

<] | ]|
Enoliment No. ﬁm Edit Add Tranuder Delste

Date / Status EoAne Progiess Tesm Sumenary Apphcation

Campus i‘:-anunr- M ansgement Instihiée
Progam iﬁ[” Iﬂ-:m.'l-‘ﬂ M ariagament
Program Vession |GENEA [Bach ol General Manapsment
Enccliment IB ach ol Genarsl Managenan
Aveafs) OF Shay [0t el Decloed Select Areals| (F Stud
Shilt [01= -]  Catalog Jice =]
IPEDS State m I¥ Tinnalts Blidsnt (fonIPEDE repertingl
Biling Method |5 by T = tiﬂPEﬂ-clB: ns.ma
Admizsions Rep | bl Bl e St Tesma |
Comments |

=l
| Staustistoy || Degees || P | [ soe § coce | e I
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Academic Records Folders

Progress Tab

The Progress tab displays information specific to academic status and provides credit
load and cumulative averages that are used in monitoring the student’s satisfactory

academic progress, or SAP.

il Enroliment

Jones, Mike E

; . %Eﬂh |S.ﬂnd§g

| Man Grade Sc Tearsfer From Other

| Primasy Grade | Futuie Stan

|Und

.

Diate / Status

~ Cradis/Hours

Howsz Reqg. B0
CredtsBeq [ 12000
Hoame Sched. E0.00
Credits Sched 200

Transher Cradts
Expecied Hours pes
Wk for Evtamahip

Expacted Cradit:
pet T e

R

I_

Erroliment Cum GFA 400
Hum. Avg I 0l 0
Craditz Eaimn I 1200

Credits Attempted 4, (0

Hoars Esned 260 00
Hours Attempt I 1240 D
Diverall Cum GPA 4 0

Grade Scabs Furn:np Grans Seals

Grade Level |1 it pedtin colede

4
=

SAP [|SAP Mat

CampusVue User Guide: Administering Academic Records
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Academic Records Folders

Term Summary Tab

The Term Summary tab displays term-specific academic progress details, including
GPAs and term enrollment statuses.

Select a term listed on the Term Summary tab and then:
® C(Click the View Grades button to view the grades of the student for the selected term
® C(Click the View Schedule button to view the student’s schedule for the selected term.

® Click the View Relationships button to view the term's relationships to parent or
child terms, if any.

i Enrollment - Jones, Mike E

| Cra
Day

Enwoll Stabus

[Urkrown)
[Unknown)
Less Than Hal Tine

Lezs Than Half Tame -

View Grades | View Schedule | View Relstionships |

CampusVue User Guide: Administering Academic Records 12



Academic Records Folders

Application Tab

The Application tab displays imported data on selected Admissions applications or tests.
Click “Edit” and select a line item in the grid, then click “Edit Application” to view
details.

¥ Enroliment - Jones, Mike E

|Matin Grade Se| Transter From Dihet|

Select Application | = #ddﬁppl-:amgl

Detcopion Code

it Prispssy I E:m«.-’e.:'m;u:ﬁ:a:lml FHF AR atan I Wieiy ﬂp’,:-!r:;:t::{rl

CampusVue User Guide: Administering Academic Records 13



Academic Records Folders

Enrolling Students

Your institution’s business practices will dictate when a student is a candidate to be
“enrolled.” The Enrollment process associates a student with a particular program version
and start date, determines the student’s new post-enrollment school status, and moves the
student from the “Lead” or “Applicant” status category to “Enrollment.” After a student
is enrolled, the student’s records are automatically populated with enrollment-specific
information. They are also made available for further processing, such as financial aid
packaging and class registration.

To enroll a student:

1 Open the Student Master form for the student to be enrolled and ensure that your
school’s required information for enrollment is present.

ﬁ' Student Master - Essex, Leigh _ O]
Title Student Number |422 PIN |3876
Last Hame |ESSEH First Hame |Leigh Campus |Campus Management Institute
Middle Name | Sufs | School Status [New Lead
Mickname Maiden Mame Lead Source |Heferral
Address :‘ Lead Date |?H2DHZDDB |1 0:14 AM
Lead Type |
City |Decatur GA 30034
Y | - - | Last Activity Date | |
Cowritry United States of America [~ Bad Addess
Adm, Rep (& Campbell
Phane Mumber (4041 5555730 [ Bad Phone
Interest |
whork Phone | Ext.| . |
Other Phone | Eounty| fogram
. Stift |
E-mnail | . 45
b tart
Other ermail | et .ar
sy [13254.9576 Gender ,7 Prew Education |
— AgencydSponsor |
Birth [ ate Veteran |Unspecified
. — | nstrument |
Marital Status Dizabled |Unspecified Orig Start Date ,7 |:|
Ethnic Group Mationality Cument LDA ’7
Citizen Alien # r r El
Driv. Lic State | DL# | peiDate | =
Edit LCloze

2 Select Daily > Admissions > Enroll Student to open the Enrollment Wizard. If the
Student Master form is missing any information that your institution requires for
enrollment, the wizard will open with this error message:

Cannot Enroll m

@ Zannot enroll this student, Required information is missing:

fddress
Program

CIE

3 Click OK to close the message and the wizard. Edit the Student Master form to
provide the missing information and click Save; then reopen the Enrollment wizard.

CampusVue User Guide: Administering Academic Records 14



Academic Records Folders

4 The Enrollment wizard opens to Step 1 with the current student’s name in the
Student field (but it can be changed if this is not the student you wish to enroll).

Enroll Student: Drury, Jan - 433

Step 1 of 5: Select Student

Student IDrur_l,l,Jan-433 [;I Search |

Carnpriz I.r;-a.rnp-_z:: Management [kahtite

Admizzionz Rep I.rh. Campbell

coBack | Newss |

5 Click Next to go to Step 2. Select the School Status to be assigned to the newly-
enrolled student. Select the Program, Program Version, Version Start Date,
Shift, Catalog, and Grade Level. Your selections at the Program and Program
Version levels may control your options in subsequent fields.

Enroll Student: Drury, Jan - 433

Step 2 of 5: Select Program
Froaram Type (% Dedree Mon-Degres

Status |(EERS Future Start
Program IGEN General Management

Pragram Yersian !GENBS
Wergion Start Date I2DDE’WST

!Bachelol of Science in General
L ;

2008 Winter Term

[EN ENEN ENEN K

Catalog INone rMone
Shift [D [Day
Grade Lewel i'l B !1 gt pear, never attended colleges
Arealz] OF Studw Select Arealz) OF Study
[ Transfer Student [for IPEDS reporting)
LCancel | <¢ Back | Mest > |

Note: Required fields in the Enrollment wizard are controlled at Setup >
Academic Records > Enrollment, and may differ from this example.

Click “Select Area(s) Of Study” if your school has defined majors, minors, or
concentrations for the program and program version selected.

CampusVue User Guide: Administering Academic Records



Academic Records Folders

ﬂ Areals) of Study Ed
Catalog: IN one : I

Filter ByT ype: I<A|| Types> |;I

~Awvailable Arealz] OF Study - Selected Areal(s] OF Study

=~ Bachelor of Science in General Manag | | | Bachelor of Science in General Manag
El- Concentrations
i Marketing - MET

1| D 1] | ©

Ok | Cancel |

The Area(s) of Study form enables you to select the areas of specialization for the
course of study and display them in a tree structure. In this example, the major
“Bachelor of Science in General Management” has “Concentrations” attached.
Expanding the “Concentrations” level displays the concentration s. Highlight an area
of study and use the << and >> arrow buttons to associate a Major, Minor, and
Concentration to the student’s degree. The list of available Areas of Study is filtered
based on the Program Version selected in this step of the wizard. The Area(s) of
Study field displays a summary of the Areas selected for this enrollment. Click Next.

Indicate whether the student is a transfer student (to maintain IPEDS reporting
integrity).

6 In Step 3, select the Start Term for the enrollment. The Billing Method will likely
default, but can be edited as required. Click Next.

CampusVue User Guide: Administering Academic Records 16
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Enroll Student: Drury, Jan - 433

Step 3 of b: Select Term & Billing

Start Term !m Iﬂ !2008 Winter

Billing Method [ACADYR [=] [Biby Acadermic Year

LCancel I <« Back | Hest »> |

7 In Step 4, modify the date fields as required. The Application and Enroll dates
default to the system date (unless Applicant data was imported from the Applicant
folder), and the Expected Start date to the start date previously selected. The system
calculates Mid-Point and Graduation dates based on the start date, the defined
length of the selected program version, and what the system knows about your
academic calendar. Review these dates carefully, enter the Extern Start Date if
required, and click Next.

Enroll Student: Drury, Jan - 433

Step 4 of 5; Enter Enrollment Dates

Application Date | [FEEVERRE

Enrall Date m
Expected Start m
MidPant [3/8/2008  |v)
Graduation Duate m
Exterm Start Date I :i

LCancel | << Back | Hext >3 |

8 Step 5 may be an optional step in the wizard. If your school has included it, select
the student’s advisors from the Advisor Name scroll list. To add a new Advisor
Type, click Add and select the Advisor Type from the scroll list. You can then tab
to the Advisor Name and select the corresponding Advisor name. Click Next.
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10

11

Enroll Student: Drury, Jan - 433

Step b of 5: Description & Comments

Student Mumber |05010R0E51

Description !E achelor of Science in General Management

Comment

Expected Hours per l_m
Week for Externship -
Expected Creditz
per Temm | 0.0

Cancel l << Back | Finizh I

Step 6 is the final required step, although it may be followed by additional optional
steps. The Student Number is a unique number assigned to this enrollment event.
Enter comments as required and click Enroll to complete the enrollment process.

Enroll Student: Essex, Leigh - 422

Step b of 7: Description & Comments

Student Mumber

Description |,l’-\$soc:iate in Financial M anagement

Cormment

LCancel | << Back | Erwall |

Click OK to close the confirmation message and open any additional optional steps.

Campusy¥ue m

@ Student Enrollment Successful

If the Documents folder opens, perform any necessary document tracking related to

the new enrollment. Click Save to save your changes and Close to close the folder

and return to any remaining wizard steps.
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r_ ke et Trnericieyy

Errare, Lmigh
rirss B D E I;__-II- e
St Mo 1 :-:-...-_-._l_..
v, R | i BNk I-]
Eo Ly A T dsmoiad  AmEmed ook REnb -
A yppleabion for Enrolirenl Ll A scpsber] - Facpsired FFAL"R0E T
Crived's Lizase: A il T L] ™2
Bith Cotirabe L A ]
A e irabth e Prohel L il T
Jwckent Fichrm L A ]
00kl T ooty ped M il T
CE A FL A ]
Faredon 5 ldants Lok Al A e T
Al | Na
AHICoTnaRe | g Doowoni| | Omwigoma | [Geeiaveimne | k| [ Rt | [ e |
i oo waat: Dhyssionl | Iriaind T rwedph FspssH T

Dok S u 1 e Apprraredd I I;_
s Flsadvs G | ':.'::ll,'.a-l [=]

=

R I e |

12 Step 7 is the final wizard step. The buttons give you access to perform enrollment-
related tasks in other parts of the student record. Select one or more buttons as
required, perform the necessary tasks in the folder that opens, and close the folder to
return to the wizard.

Enroll Student: Essex, Leigh - 422

Step 7 of 7: Post-Enrollment Functions

Document Tracking

Fieqistration

Enrallment Fees

Ledaer Card

| | Enish |

Docurment Tracking

opens the student’s Documents folder

R eqistration

opens the student’s Schedule folder

Enrollment Fees

opens the student’s Fees folder
Ledger Card

opens the student’s Ledger Card folder
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13

NOTE:

Click Finish to close the wizard. The Student Master form now reflects the student’s
new school status, border color, and expected start date.

Enrollment steps are configured at Setup > Academic Records >
Enroliment tab.

Program Change

Program changes refer to those enrollment parameters that a student may elect to change
prior to beginning school. These changes include program version and/or expected start
date, and are made in the student’s Enrollment folder.

To make a program change for a student:

1

2

Select the student whose enrollment needs to be changed.

Select View > Academic Records > Enrollment to open the student’s
Enrollment folder.

In the grid at the top of the form, select the enrollment to be changed.

Click Program Change to open Step 1 of the Modify Enrollment Start Information
wizard. (Note that the Program Change button is only available when you select
an enrollment that has had no positive attendance posted.)

i Enrollment - Jones, Mike E

Program Vession __ Ereolment Descaption ISE Grade Scale ‘SM_MQ
1351'3333 ﬂud'l of Genesal H-e{Bu:h of General Managsment Primane Grade | Actve
i Man Grade Sc Transtes From | EIH-aIN

Date / Status I E el Irdoimation

Select Apphcation |

Dercriphon

Fnrk Fmlss i HeTaYE Ao Jll't"-I Ed'*-:u,:‘::a'i:-"-l :n':-ma.-'-;;:'-:-a!'.':-'.f

(it
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5 Select or change the appropriate fields (i.e.: Program, Program Version, Version
Date, Shift, Catalog, and/or Billing Method).

Maodify Enrollment Start Information
Step 1 of b: Select Program. StartDate & Shift
Pragram ! B!GEheralManagement
Program Yersion !GENEA B;Bach. of General Management
Werzion Start Date l El
Shift [0 [=] [P
Catalog INDHE B!NDHE
Billing Method |TERM [=] [ty Tem
Lancel I <% Back I Mest »» I

6 Click Next >> to go to Step 2 of the wizard. Verify that the new enrollment dates
are correct, or change the dates as required.

Modify Enrollment Start Information

Step 2 of 6: Enter Enrollment Dates

Expected Start m
MidPaint [10/30/2007 | ¥

Expected Completion m
Extern Start Date | 'i

LCancel | << Back I

7  Click Next >> to go to Step 3 of the wizard, where you can review the Fee
Schedule.
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Modify Enrollment Start Information

Step 3 of B: Review Fee Schedule )

[ Cument [~ Edit Fees after save
Bill Code HArmount |Tem Sequence  Billed |
REG 100.00 |0 Mo
BOOK |B00.00 1 Mo 5
TUuIT |E.000.00 1 Mo
TUIT | B.000.00 |2 Mo
BODK, [B00.00 1z [No |
TUuIT |E.000.00 i3 Mo -

Mew
Bill Code Armount Term Sequence | Billed =
REG 100.00 o Mo
BOOK, (BO0.00 1 Mo i

TUIT |B.000.00 1 Mo
TUIT £.000.00 2 Mo
BOOK | 60000 2 Mo
TUIT |6.000.00 12 Mo -

Cancel | << Back J

8 Click Next >> to go to Step 4 of the wizard, where you can review the Class
Schedule.

Modify Enrollment Start Information

Step 4 of b: Review Class Schedule

Courge Descrption Status Start Date Action K=
ACCT01 | Accounting 1 Future | * Mone =
ACC208 |Accounting®  Future | * Mone e
Ab401 | Administrative Skills 1 Future | = Mone =
A0402 | Adriniztrative Skills & Future | | Mone ™
AD201 | &dmiszions Procedur| Future | | None =
ART101 | At and Graphics in E| Future | | ¥ Mone =

FAC202 Audio-Visual Facilitie:| Future i None *

EMGT01 Business English | Future | Mone =
EDL201 Components of Educ Future |7 Mome ** b
] [T
Mo program change. List of Courzes will not change.

Cancel | << Back | -

9 Click Next >> to go to Step 5 of the wizard, where you can review the Financial
Aid Academic Years.
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Modify Enrollment Start Information

Step 5 of b6: Review Financial Aid Academic Years

Seq Start |End Aumard Year 1
1 9/5/2005 4/8/2006 200506
2 4/10/2006 (11/3/2008 200506
3 11/10/2008 |6/13/2007 200607
4 E/A14/2007 141042008 200607

Financial Aid on file will nat be affected by this change in student start information.

LCancel ¢ Back

10 Click Next >> to go to Step 6 of the wizard, where you can click Finish to
complete the program change(s) or Cancel to abort changes.

Modify Enrollment Start Information

Step b of b: Ready to Update

Enrollment Start Infarmation will be updated. Click finish to sawve the
changes.

Lancel |

Enrollment Transfer of an Active student

A program change made after a student has begun attending classes is called an
enrollment transfer. To perform an enrollment transfer, use the Enrollment Transfer
wizard, accessed from the student’s Enrollment folder.

To perform an enrollment transfer:

1 Select the student whose enrollment needs to be transferred.
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2 Select View > Academic Records > Enrollment to open the student’s
Enrollment folder.

ﬁ Enrollment - Chen, Hope-Fullee

Enraliment No. [33120N0228 | A ]| Transfer | Delete |

Date / Status T Enrallment Infarmation Progress \f Term Summary

Application Date | 1 Enrall Date |10 Expected Start [ 12501544

Wersion Start Date |12/2/1559 Last Day Ath |50 12200 Firi Aid Exit D ate .
Midpaint Date: | 1/26/ 2001 Graduation Date | 02000 : Transfer D ate .
ReErntry Date . Estert Begin Date . Diate Billed |(Mever]

Original Exp. Grad Date |5/22/ 2002 Orig. Exp Start |2/7/71559

Statuz Date

School Status 43.";;:':-- =

Enroll Status [T Determination [ate
Fefund Process Date r—

Campusz

Academic
Advisor

Degrees

3 Click Transfer to open the Transfer Enrollment/Campus form.

Transter Enrollment/Campus - Chen, Hope-Fullee

Current Enrollment

CarnpLis |Eam|:uu& Management [nstitute

Program |GEN |Enrn||ment Ha.

Prograrn Version |I3EN ES |Bache|n:ur Gieneral b anagement

Enrall Date 1'] 2424999 School Status |Active

Tranzfer Enrallment
= To Enmallrment £~ ToEnmlment and Carmps {7 To Carnpus

| =]

Start Date  Program Wersion |Envaliment Description | Shift |Schoal Status
! 39 |Ceit. in Facilties ManagelCeit. in Facilities M anagement Lk

Tranzter to

Mest >3

Note: If the student has the status of Permanent Out, the Transfer
Enrollment/Campus form offers only the campus transfer option. After
making your selection, just click Finish.
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Data for the current enrollment appears in the top half of the form. The grid in the
lower half of the form shows other enrollments for the selected student.

Select the transfer option form the Transfer Enrollment area:

* To Enrollment —Transfer the student to another enrollment within the same
campus.

*  To Enrollment and Campus - Transfer the student to another enrollment in
another campus (which adds the new enrollment to the student's enrollment
folder and changes the Campus field on the Student Master to the new campus).

*  To Campus - Transfer the student to another campus (which changes the
Campus field on the Student Master to the new campus).

Note: If there are no enrollments listed on the grid, or if the enrollments shown
on the grid do not include the one to which the student is transferring,
click New to open the Enrollment wizard, where you can create a new
enrollment.

4 Click Next >> to advance to the next page of the form.

Transfer. Enrollment/Campus - Chen, Hope-Fullee

Tranzfer Information

From Enraliment [GENBS to |Cert. in Faciliies Management
Move Courses |M|:w'e all Courzes to the Mew Enollment EI
v tove Date Billed F& Activity Azsignment
[v Move Expfdctual Start Date Activity | EI
[ Mave Last Day of Attendance Azzign ta | E|

I Perform Document Review

SA Activity Aazi t
I~ Modify Fees for Mew Enrollment UL

Activity |

_ []
Aszsign to | EI

v Mowe Budget Information

Process Options
o Mow " Later

Add to Student Group | EI

LCancel | << Back |

5 Enable or disable the checkboxes on the left as required. You can also select to
process this transfer Now or Later. The Later option is recommended if the
system date falls within the student’s current term.

6 Click Next>> to see a summary of the transfer process you have defined.
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Transfer Enrollment/Campus - Chen, Hope-Fullee

Tranzfer Information-

Fram E nrallment ||3EN BS

Courges that will be moved to new Enroliment

to |Celt. in Facilities b anagement

Courze Dezcription End Date Grade | Required | Mowve ~
b [ACCIM &ecounting 1 ' ~
EMGT01 Buginess Englizh 11/27/2000 | A- v 2

Cancel | << Back | T

7 Click Next>> to see the fees involved in the transfer. The form below will appear

if either Transfer to Enrollment or Transfer to Enrollment and Campus was

selected and the Modify fees for new enrollment check box was enabled.

Transfer Enrollment/Campus - Chen, Hope-Fullee

Transfer Infarmation

From Enrallment ||3EN BS

| Fees for Cumrent Enrollment

to |Eert. in Facilities Management

Course Extension Fee |50 o

[ Fees for Mew Enrallment

Bill Cade: | Amount Teim Sequence | Billed

N..

Bill Cade: | Amaount Teim Sequence | Billed
Tuion 3000 o N
Biooks 1100 g M
Suppliez 100 o M
Cancel << Back
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8 Click Next>> to see the documents involved in the transfer. The following form

will appear only if either Transfer to Enrollment or Transfer to Enrollment and
Campus was selected, and the Perform document review check box was enabled.

Transfer Enrollment/Campus - Chen, Hope-Fullee

Transfer Infarmation

From Enrollment FENBS to Fert. in Facilities Management

Documents on file that can be moved to new enrollment

] Code Description M odule | On File ] Due Datei tove J;

Check &l
Uricheck all

Cancel | <<Back | [CHER

9 Click Next to open the page which permits you to process the transfer.

Transfer Enrollment/Campus - Chen, Hope-Fullee

Tranzfer Information-

Fromn Enrollment |GENBS to |Eert. in Facilities Management

By Clicking Finish Below. this transfer will be Processed Now.

LCancel << Back
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10 Click Finish to transfer the information from the source enrollment to the
destination enrollment or queue. Click OK on the confirmation message to return
to the Enrollment folder.

Summary Folder

The Summary Folder displays all enrollment data, in report format, for the selected
student.

m Enrollment Summary - Abbott, Karen &

Errollment ; e :

Enrollment Summary

Student Name & Address

Mame Abbott, Karen A Student 10
Address 12345 Dak Street

ity Summerland, CA 93067

Telephone (213)555-8899

work phaone (213)555-3444

E-Mail fmunoz@campusmgmt.com HMicknarne

Birthdate 47171980

Entollment Details

Campus Campus Management Institute Enrall ID 0108AB0Z294
Description Bach. of General Management

Skatus Active

Enroll Date 8/22/2001

Start Date 1/7/2002

The information on the Summary folder is organized into the following sections:
Student Name & Address, Enrollment Details, Billing Address, Schedule of Fees,
Account Summary, and Registration.

Each section’s maroon-colored title bar is a hyperlink to the source of the data in that
section. Click a title bar to open the source folder for that section. For example, clicking
the Enrollment Details title bar will open the Enrollment folder.

Enrollmen@etails
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Schedule Folder

You can view the required course list for the selected enrollment using the Schedule
Folder. You can use this folder to add courses, remove courses, register a student into a
course, unregister a student from a course, drop a student from a course, reinstate a
student into a course (same class section) with a Dropped or LOA status, associate
courses to multiple enrollments, or reassign courses from one enrollment to another.

Term Course Section Description Instructar Start Date  Status Creditz:  Hours & |
ACCIO Accaunting 1 Future 300 90.0C |
ACCA08 Accounting 2 Future 4.00 12000
ACCa0 Cogt Accounting A/BS 2005 Complete 300 8000
ACCa02 Financial Analysis Future 300 8000
ADM20 Admizgions Procedures Future 3000 90.0C
ADM402 Administrative Skillz 2 Future 4.00) 120.0C
ADM403 Irvestor Relations B/B/2005 Complete 200 6000
Abk404 Directed Internzhip Future E.00 180,00
ADM405 Institutional D ezign Project Future E.00 180,00
ADMA0E The Inztitutional Image Future 4.00 120,00
ARTIM At and Graphics in Educat Future 300 9000 -
] v
W Fiter (& Show Schedule  ( Show Grade Info | | |
Errallment | Brint |
|Bach. of General Management E L
Term Print R egigtration Bill | |
[<aii -] | |
Courze Status Trarfer Sect Registiation G
|<,.'.-._||> E“ ranzter Sechion | eqiztration Groups |

LCloze

When a student is enrolled in a program version, all core and elective courses required by
that program version are populated into the student's Schedule folder. You can add
courses to a student’s Schedule folder by clicking the Add button.

Following is the progression of course statuses:
® Newly-added courses are set to a Future status.

® When the student is registered in a class section for a particular course, the course
status changes from Future to Scheduled.

® When positive attendance is first posted for the student in that class section, the
course status changes from Scheduled to Current.

® When a final grade is posted for the student, the course status changes from Current
to Complete.

NOTE: A course status of Complete indicates only that a final grade was posted
and the course is finished; it is not meant to imply a successful outcome.

® A Current course status can also be changed to LOA (Leave of Absence) or
Dropped, as conditions apply. Select a Dropped or LOA course and click Reinstate
to return the course to its previous Current status.
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Note:

Once a class section has been scheduled for a student, you can no longer

change the term, course, or class section. If such a change is necessary, you
must first unregister the student from the class section and then register the
student in the new class section.

Individual Student Registration

A student can be registered for a single class or multiple classes directly from the
Schedule folder, into either the current term or a future term, as long as the term’s class
schedule contains a class section for each selected course.

To register a student for a single class from the Schedule folder:

1 Select a course with a Future status.

i Student Schedule - Alexander, Jane IN USE =]

Tem Course Section| Area OF Study Description Instruchar Start Date | Statuz = -
ACCI50 Computerized Accounting Future
- Future
COm102 Relational D atabaze Systel Future
COMI03 Wizual Bazic Programming Future
COMI05 Spreadshests Cornplete
COM201 Carnputer Systen Integratic Future
EDUZM Concentration - Edy Components of Education Future
ENGTOT Buginess English Future
FAC201 Concentration - Edu Facilities for Learning Future |
Kim| I
IV Fiter & Show Schedule Show Grade Info ddd | Edt | Delete | Feassion |
Etrallment
T BReqgister | Drop | Erint | Agzoriate |

IEF.&E /! Certificate in Facilities Management

Termn

M

Print Registration Bill

Update Advize Status |

<>
Course Status

IjIAII Termsz

Remawve Waitlizt/Fes.

Conwert To &udit Courze

|<AII>

IﬂIAII Statuzes

Tiranzter Section

Tem

I
|
| Reaistration Groups
|

Sequence Course Status History

I
I
I
Yiew Schedule |

LCloze |

2 Click the Register button to open the Register for Class Section wizard.
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ﬁ Register For Class Section Ed |

Courze Type to Add

" Future Course

Course I.-'l'-.DM4EI'I Iﬂ

Description I.-’-'-.dministrative Skillz 1

EETY

== Courze figld doez not izt Dependent courzes

Cancel < Back MHext = Eirizh

3 Click Next to move to the next page of the wizard. The user’s default term will
appear in the Term field; otherwise, select the term for which you wish to register
the student and click Next.

ﬁ Register For Class Section |
—"reardTerm |nformation
Campus IEampus b anagement [nztitute ILI
Term|| B I
Acad. Year | 1 -9/5/2007 to 4/2/2003 -]
Ereditsl .00
Hu:-ursl 30.00
Comments ;I
[~ Register as an Audit Class

Cancel < Back MHext > | Eirizh |

4 The next page of the wizard displays the available class section(s).
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ﬁ Register For Class Section E |

— Schedule [nfarmation
Select a Clazs Section

Section | Instruchor Days of Week Seatz Avail. | W aitlist? | Hw/ aitlist Waltll
1 Langstor, Johr| b 20 Tes 1] R
2 Campbel. & | TH 20 Y'esz ] 5

4|

Select a Clazs Section offered at another Campusz or that iz Crozz-referenced.

Code | Section | CampLiz

| |netruchor | Days of

4|

Paszs/Fail Courze [~

Student Start I |;| Expected End Date I

i
Kl

Wiew Schedule | Cancel I < Back I

Hewt> | Einish |

Select a class section and click the View Schedule button to see weekly or monthly

schedule details.

ﬁ' Campus Management Institute - Class Schedule{Week1) [ |
Day of Week |Room Code Room # |Room Description Time Status B
Monday EB102 102 Lecture Room [Everglades Build D8:00 AM - 10:00 AM |Scheduled |
Wednesday EB102 102 Lecture Room (Everglades Build 08:00 AM - 10:00 AM |Scheduled

01/06/2008 - 01,/12/2008 Eirst Brewvious Mext Last
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| | =

5 To register the student, select a class section and click Finish. The wizard closes
and the course status changes from Future to Scheduled.

You can click the Course Status History button to open the Audit folder and see the
student’s registration history as reflected in the course status changes.

NOTE: You can configure an Overlapping Terms Validation Routine to prevent a student
from being registered in a class section in a term that overlaps a term in which the
student has a course (class section) in a Scheduled, Current, or Completed status.
Attempting to register the student in an overlapping term will generate the error
message “Terms are overlapping. Cannot proceed.” Navigate to Setup > Campus
Locations > Add/Edit > Academic Records tab; check the “Prevent Registration in
Overlapping Terms (Manual Registration Only)” checkbox to activate this feature.

To reassign one or more courses to another enrollment:

1 Select course(s) to be reassigned and click Reassign to open the Reassign Classes
form.

Fleaze, zelect the enrollment which the selected classes should be azsigrned to.

COrMI05 is currently assigned ta CRAC / Certifizate in Facilities bManagement / Attending

Enroliment

M
E nrallment Description Status Campus
FACS05 / Facilities Management for| Drop Campuz Management Ingtitute

2 Select the enrollment to which the courses are to be reassigned and click OK.

3 Click OK on the confirmation message:
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Campus¥Yue I

L]
\ 1(] Class COM105 has been reassigned.
“-'.

The reassigned courses will no longer appear in the Schedule folder when the
original enrollment is selected, and will no longer contribute to the GPA and SAP
calculations for the original enrollment.

To associate one or more courses to another enrollment:

1 Select course(s) to be associated to another enrollment and click Associate to open
the Associate Selected Courses form.

E fissociate il

Pleaze selact the enrollment which the selected course should be associated.

ACCI0 is currently assigned o ASFIM / Aszociate in Financial Management # Tranzfer To Other Program
EMGT07 is currently azsigned to GENOT / Bachelor in General Management / Active

¥ Azzociate " Un-bszociate |

Enrallmet
IELDCK / Clock Aszociate in Marketing Management |;I

Cancel |

2 Click the Associate radio button.
3 Select the enrollment with which to associate the selected courses.

4 Click OK, then OK again on the confirmation message to return to the Schedule
folder.

5 The selected courses will appear in the Schedule folder when any enrollment with
which they are associated is selected in the Enrollment filter.

To reverse the process, follow the steps above, but click the Unassociate radio
button.

Attendance Folder

To view a student’s schedule for a particular term and work with the student’s attendance
records, select the Enrollment and the Term in the lower portion of the Attendance
folder. You can also post or edit makeup hours and post externship hours using this folder
for any classes in open terms.
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ﬁ' Student Attendance - Jones, Mike E

Clazs Schedule

Attendance

Tem Class Section Teacher Description Status + | Class Scheduled: 143/2005 - 4/22/2005
FAC305 Ffac:ilitiPTs E:-.:tem Future Month Wlﬂﬁ
FIMZ201 Financial Aid So| Future
MART01 M arketing and & Future Year (2005 Izl Calendar
MaR201 The Marketing cf Future
KAR301 Successful Mark| Future ‘Wweekdap Day Time Present Absent Make
MAT101 M athematics Fe Future Fri 01 10008 0 0
PERZ201 Interperzonal Fe| Future Man 04 | 171:004M B0 0
PER301 Pzychalogy of E|Future Wwed 05 | 10:004M 0 B0
FER302 Pergonnel M anz| Future Fri 08 [ 10:00AM E0 0
PLA3M Placement Res| Future Maon 11 [ 171:008 0 0

2004F ADMa0 Arthur Teacher adminiztrative 5| Comple wied 13 | 10:004m

2l iible Baker [Introdustion to F[Curer Fii 15 | 10:004M

2005w COM105 |02 Able Baker Spreadsheets | Cumren ton 18 |11:004m
ACC3IM Cost Accounting Comple || ['wed 20 | 10:004M
ADKA03 Irvestar Relatiolf Compl: » Fri 22 | 10:004M

o [

Enrallment |<AII Enrallments> EI

Temn [<Alb M
4 | »
Status [ealls -]

Post Makeup Hours

Print LCloze

To post (or edit) attendance:

1 Open the student’s Attendance folder and highlight a class section to display the

days and times that the class is scheduled to meet.

|1_' Sl sdmnzn-a - Al
Lriz hh{r ] Erae] - | [
TN | Cieeos Magk Camnizetidsd Gk o
BN ithus Taarher Morlern B s Corpd Aoruess (& 3l
HATIM [AbetEvkwn Ouerlinie Lis 010 oI | e
ACTHA | G It Serrantingll Lol
[l PotrcBiamE ZIkCekn W Cok | [P0 Ten | Pser Sbaadiaa T
ADWALE | Chuip By kb D Cord [ [Tws B 7o, 10 0 &
SATIM 1 | CredsDudsdn sdGeoti ook | [Ty 10 0RO
CowAm hCwrphel  bokectontmFlongd | [Tes 10 (R0
FRN 1 sberBckes Eviooreid TCook | [The (17 [0R0DW]
CONHE 1 Jonlangron The bk ECen | [Tes (2 (700N
FEEFERERT: R Thu M LMW
WiPw EDUAH 1 ACwpsl CowowodiSched ([ 7 o
Iew  RCR 1 dndosn dudeveelFabom || (e 3 ROow
TRMHSER PERSE Parscrrl ara -
F
ke Ervoarecis B
.. I..:u. E“ - ]| |

2 Select a meeting day for which to post (or edit) attendance and double-click to open
its Attendance Detail form.
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3 Enter (or edit) information as required. Use the Comments box to document
changes in previously-recorded attendance.

4 Click Save, then click OK on the confirmation message to close the detail form.
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Lessons Folder

You can use the Lessons folder to monitor the student’s progress on lessons, exams, and
book reports. This folder is often used for Distance Education courses.

If your school has defined the "minimum number of days between lessons," you may not
be able to receive a lesson that has been sent in prematurely. Lessons cannot be received
after the end date of the course unless an extension is granted. The System Administrator
determines the maximum number of extensions using the Distance Education setup
(Setup > Distance Education).

If the student has a ledger balance that is greater than zero, lessons cannot be received.
You can, however, post grades for lessons that have been received.

A student group based on ledger balance can be set up to inhibit the posting of lesson

grades.

Student Lesson Schedule - Abbott, Karen

Class Schedule i~ Lessons

Term Class Shatus \Description. + Leszon Date Rec'd  |Grade | Date Graded
Aceo0s  (Putwe
ACC3M Fuiture | Cost Accountic
ADM201 | Future | Admissions Pic
ADMAM Future Administrative
ADMA02 | Future: | Administrative
AbmM404 | Future | Directed Interr
ADMA05  Future Inztitutional De
ARTI01 | Future |Art and Graphi
ECO201 Future Macro Econon v

| | 3

Etrallment Mo.

I<.-’-‘-.II Enrollments: E

Term |

[ [+]/& Tems o | .

Course

Status J<f-‘-.||> |_:||.-ﬁ||5tatu33$ fiol |

: 1ty LCloze
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Final Grades Folder

You can use the Final Grades folder to view the student’s “Schedule” (required courses)

and any final grades that have been posted. You can also use this folder to post or edit

final grades as well as print report cards or transcripts.

® To post or edit final grades, select a course and click Edit to activate the fields in the

lower part of the form.

NOTE: Entries in the Comments box will be printed on the student’s transcript.

ﬁ Final Grades - Abbott, Karen

20055 |COM10S | Spieadsheels | 0.00, Mo

2002 COMIM 1 | Introduction to PCs 0.00 4 Mo

2002w EMNGIO 1 |Business English i 0.00E- Mo
|ACCI0 | |Acaunting 1 | 0.00 {No.
(ACCTo | |Accaunting 1 1 _0.00] Mo
JACC208 | Accounting 8 ! 0.00] [Na

1

Student Start | 24200005 Completed Fay Statusl-‘?‘

~ Section Description | Mumeric Grade Grade |5 Audit

101 {01 liccounina [ conole e [ oo

Mumeric Grade 0.0r Letter Grade Credits Attempt 200 Hours Atterpted .00

Hours Earmed 0.00

Date Postedli Creditz Eamed ]—
Temm|2ii05: IEI Comments
Fram College | EI Status | nplete

Course Code

Description I

Filker | Firi

Enrallment 1<AII Enrallments: EI Ao

Term [<Al> EI [Ei Tems  None

Course Status1<»’-‘«ll> E| 1 Shatugas
Edit

Retake Owverride  ves (5 Fo

Student Acct Bal: -3,771.17
Save | :"—_';-'.‘-.:‘ Cloze |

Speed

" Student D
+ Enroliment Mumber

® To print transcripts and report cards for the student, click Print. A submenu will
appear with printing options consistent with the user’s security permissions.

Repart Card

OfFicial Transcripk

IJnofficial Transcripk

Arcademic History and Advising Feport
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Degree Audit Folder

The Degree Audit Folder displays the student’s current enrollment information, the list
of required courses, and the student’s progress to date, including all final grades earned.

COBE - Core Courgen [0.00 Credita )
1
bl =]
Lo Oyt Lredixs Credits Eehm ! Sl T
i Rt 1 oD 11 | AM&E
rDCHS Rt B DD 11 | AM&E
Comt Arcmunting
AT ML [Trevcfvara o FHrkds Atith: Likeidey] am 1m | caoMeLETE |1' [rerwfar]
AL Fulrlemiorm Procach rm aim 0m | Fumee
AL Fuckrinimirmtivm Sl 1 +.m 4 | CaMPLETE |A AR
AL Fudrinimirativm Skl T aim 0m | Fumee
AT Oirmcted Inbarrhip e om | rumee
M Crmtitubional Design Project Lo om | rumee
AT e ¥t wnd Grephiosin Education am om | rumee
YR [nirocd etion o PC zm 0m | oot T
[Ea ] Vo Erororsics [N ] 0m | rumee
[Ea ] Viom Ermrorsics am 0m | rumee
HAray of Efuradan
EEIal [ bat) R0 1] 11 | AM&E
AN, Capanatsd Edesian &0 1] | AM&E
=
%'W“’“ L %" -
mogavanen ______ [ T |
Click on a blue course number to substitute a course or post transfer credits.
=y h.u:t_ﬁ_m&:' SEE
Eqwaliresni: Ellw-..HiIE | |
e A -
= (R e AT 1
Az FITIRE R
CORE-C  puoprouk Drons
1 L Sndtardrs b WA Ty
TR dzsoricaon | [ ALY
== 1 P e Trard ==
E T hbata mﬂl t COMPLETE |1' [rerwfar]
TR Dol Lo [ E LR
v Tan [ EI I- COMPLETE N
AV | T ' FUTLFE
TR s ]:EI LR
ETR St m [ | FUTLFE
PR . ) = e
[ ML [y T I LCLIFAENT T
THET L o | FUTLFE
13203 T | e
a1 5= | Lmod AMKE
BT, | conpanantsof Educatin [ ae |  0m |Amee
e r T
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Elective Courses

Some program versions allow for elective courses to fulfill program requirements. Only
approved electives for a particular program version are listed as possible electives. If a
program version does not have an elective pool defined, then all courses are listed.

Transfer Credits

You can click an elective course on the Degree Audit Folder to substitute the elective
course, post the transfer credit to apply to the enrollment, and to indicate the term to
which the credit applies.

7 ]
Enrallment |E ﬁ' Degree Audit - Course Detail
Jones, Mike E
COEE - C -l
1 Category: Core Courses
Courge: ACC101 - Accounting 1
Course il FUTDHE Status / Grade Term
| [Degree Audit Options
ACC1D1 n FUTURE
ACC208 e ,7 D FUTURE
ACC301 Description | COMPLETE ‘ T (transfer)
ADMZ201 FUTURE
— Jw Post as Transfer
ADM401 COMPLETE | A 2004F
— College | E|
ADM402 FUTURE
——— College Courze | E|
ADM404 7 FUTURE
————— erm
ADM405 |THANSFEH B J FUTURE
——— Transfer Grad
ART101 ransist rade E FUTURE
coM101 Transcript Lotz B o) “URRENT 20054
— [ — Transfer Credit
ECD201 | J FUTURE
ECO301 Transferred li FUTURE
— Course
EDU101 Transferred | FUTURE
—— Course Description
EDUZ01 FUTURE
ENG101 save | Cancel | [Trurore
ENG103 Conkemporary Literature 3.00 0.00 | FUTURE
| | | =l
| Hypathetical Program: | |j| Befresh | Brint |
Pragram ‘ersion | |L|| Cloze

NOTE: You may wish to create a generic TRANSFER term (or any another term
configured to be associated with credits transferred from another college) to which all
transfer credits are applied. This practice protects the calculation of term GPA.

For transfer credits from another college, you may also wish to create the generic transfer
grade of T. (Grades associated to courses are configured using Lists > Academic
Records > Grade Scale.)

Once the transfer has been posted, the Degree Audit will be updated to reflect the credit.

Required Earned

Course Description Credits Credits Status / Grade Term
Accounting 1
ACC101 {Transferred Fram - KB 3.00 3.00 | COMPLETE ‘ T TRAMSFER.
ACC208 Accounting 5 4,00 0,00 | FUTURE
Cost Accounting
ACC301 (Transferred Frarm Flarida Aklantic Universicy) .00 300 | COMPLETE ‘ T (transfer)
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Hypothetical Programs

To “hypothetically” transfer a student into another active program and view what courses
remain to be taken in order to successfully complete the new program, check the
Hypothetical Program box in the lower left-hand corner of the Degree Audit form.

ﬁ Degree Audit - Abbott, Karen &

Errollment 1B ach. of General Management E] Statug |Active
4 ]

Abbott, Karen A
Student Enrollmert —

Campus Campus Management Institute Enroll ID 0108AB0294

Program

Version Bach. of General Management

Drescription

Program

Version

Comments

Stakus Active Advisar Able Baker

Enroll Date a/22/2001

Start Date 1/7/2002

Credits Req'd 120.00 Haurs Req'd 3,600.00

Credits Hours

Complete = Complete AR

Credits Taking 0.00 Hours Taking 0.00 =

Befrash | FErrint J
LClose

Next, select the Hypothetical Program and Program Version and click Refresh to
view the Hypothetical Degree Audit. A hypothetical program transfer does not change
the student’s record in any way. Click Print to print the hypothetical degree audit.

ﬁ Degree Audit - Abbott, Karen &

Errallment 1B ach. of General Managernent B Statug |Active
~
Abbott, Karen A
IH VEOTHETICA! Degres A u.:a"'z‘l
Campus Campus Management Institute Enroll ID 0108AB0294
Pragram Ver Bachelor of Arts
Comment
Enrall Date a/22;/2001
Start Dake 1/7/2002 E
Credits Reg'd 0.00 Hours Req'd 0.00
Program Categories
CORE - Core Courses (0.00 Credits )
I Required Earned
Course Description Credits Credits Status / Grade Term
ACC101 Accounking 1 3.00 0.00 | COMPLETE | E 20055 -
- = peald T —
" Hefresh ™ Frint ]
Pragram %ersion [BAOFARTS L'_a"B achelor of Arts Clase
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Degree Progress Audit Folder

Like the Degree Audit folder, the Degree Progress Audit folder displays the student’s
current enrollment information, the list of required courses, and the student’s progress to
date, including all final grades earned. It varies from the Degree Audit folder in the
information it displays and the way it is organized. It also offers additional functionality
related to editing a student’s program and/or course requirements. Of the two folders,
Degree Progress Audit is recommended for use with CampusPortal.

The Degree Progress Audit folder has two tabs: the View tab is read-only; the Edit tab
has interactive functionality, some of which is controlled by user permissions.

NOTE: Degree Audit and Degree Progress Audit are not intended to be used
at the same time. Select the one you wish to retain and set user
permissions to hide the unused folder.

The View tab is a read-only tab that displays student information in a non-interactive
format. The Program Details section displays enrollment-specific information.

E Degree Progress Audit - Alexander, Jane E
E nrallment; ICertificate in Facilities M anagement I;I Status: IAttending

| Eait |

Alexander, Jane - Degree Audit -
Program Details

Current Program

Program Version Certificate in Facilities Management
Campus Campus Managerment Institute
Degree Pursued Cartificate

Program Version Comments

Enrollment ID 0709ALOS4S Status Attending
Academic Advisor Able Baker Enroll Date of11/2007
Enrollment Cum. GPA 3.42 Start Date a4/ 2007
Owerall Cum. GPA 3.38 Exp. Grad Date 4/3f200%
shift Cay SAP Status

Credits Completed 15,00 Credits Current/Scheduled 12,00
Credits Required 90,00

Area(s) of Study Concentration: Educational Facilities (0,00 GPA)

Course-level GPAs are a configuration option. If selected to be displayed, the Course
Levels section appears below the Program Details.

Course Levels

Course Level Description Course Level GPA
All Levels (Concentration: Educational Facilities) 0,00
Core Requirement for Major [ Certificate in Facilities Managerent] 0,00
All Levels [Certificate in Facilities Managerent) 215

The Course Categories/Areas of Study grid contains a line for each course category
and/or area of study associated with the student’s program version. In the example below
there are four course categories — Core Courses, General Education, Developmental
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Studies, and Advisor-Approved, listed in the order in which they were added to the
program version course list. The student has also chosen a concentration.

Course Categories/Areas of Study

Applies to
Certificate in Facilities
Managerment

Certificate in Facilities
Managerment

Certificate in Facilities
Managerment

Concentration:
Educational Facilities

Credits
Course Category Completed
Core Courses .00
General Education 14.00
Developrmental
Studies B.08
Educational
0.o00
Facilities
Totals 20,00

Credits Credits GPA
Current/Scheduled Required
0,00 37.00 3,55
0.o00 38,00 2.78
0,00 0,00 0,00
9.00 15,00 0,00
9.00 20,00

The next sections are category-specific lists of the student’s courses. The categories will
appear in the same order in which they were set up in the program version; the courses in
each category are listed alphabetically by course code. Continuing with our example, the
first section is the student’s Core Courses:

Course

ACC1E0

ACCI0L

CoMLins

ADM40Z

FAC301

FACI0Z

FACEOS

FAC40S

GMP103

PERZ0Z

Course Tide

Carmputerized
Accounting

Cost Accounting

‘Waord Processing
[Equivalent of
ADM401)

Adrministrative Skills 2

Facilities Management
Facilitiez Managerment
2

Facilities Extern
Frogramn

Facilitiez Dezign
Project [Substitute]

21st Century Mgmt
Practice (Equivalent of
MGT201)

Parzonnel
Managerment

Course

Level

All
Lewvels

All
Lewvels

Totals

&,

N

4,

Core Courses (37.00 credits, 10 courses)

Credits

oo

oo

.00

.00

.00

Nl

oo

.00

.00

ao

37.00

Credits
Earned

0,00

0.00

Status

Future

Future

Grade
Posted

Future

Future

Future

Future

Future

Grade
Posted

Future

Completion Min.

Grade Term Date CDhA

B- SS10/2006

A Zooew 4/21/200&

Here we see one of three course statuses that are unique to the Degree Progress Audit
folder. The “Grade Posted” status indicates satisfaction of a course requirement (other
folders will still display the “Complete” status).

The General Education course section in our example displays the new “Unfulfilled”

course status. This status is used for courses that have been dropped, that have earned a
failing grade, or that have earned a grade that does not satisfy a minimum-required GPA
(other folders will still display the “Complete” status).

This course section also contains some elective pools. You can click a blue elective pool

link to display the courses in the pool.
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General Education (38.00 credits, 9 courses)

Course Credits

Completion

Course Course Tide Level Credits Earmed Status Grade Term Date
Carnputer-Aided Al Grade
COM1D4 Typing (Equivalent [ 200 200 prace # 2005F 1z/16/2005
of Comiln)
Modern Business
Englizh All Grade _
EMGE100 [Equivalent of Lavals 2,00 3.00 Posted B 2005F 12/15/z005
EMGL1O1)
Enazpy Cralish 200 0.00 Future
Composition I
Engspz Cndlish 2,00 0,00 Futurs
Cormposition I1
MaTiol HEmHEstive Al 200 0.00 Unfulfilled WF  200SF 12/16/2005
Literacy Levels
Elective Pool - Arts snd Letters (3,00 of 6,00 credits selecked)
£t and Sraphics All Grade
ARTLIO1 in Education Levals 2,00 200 Pozted A 20070904 12/14/2007
End of Elective Paool - Arts and Letters
Elective Pool - Science ® Technology (2.00 of .00 credits seleced]
Ernwironmental All Grade
SCI=00 Topics Levels 3.00 3,00 Fosted B 0070904 12/14/2007
End of Elective Paol - Science & Technalagy
Here we clicked on the “Arts and Letters” elective pool:
ﬁ Elective Pool Courses - Arts and Letters H[=]
Code Dezcription Creditz: | Hours
ARTIM At and Graphics in E ducation 3 a0
EMG103 Contemporary Literature 3 a0
EMGZ04 Wériting for Effect 3 a0

LCloze

Min.
GPA

You cannot select a course on the read-only View tab — you can select courses on the Edit

tab.

At the bottom of the View tab, below the course category sections, is the Taken Courses

Not Applied section, unique to the Degree Progress Audit folder. This section lists all
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courses that the student has taken (including those from other enrollments) which are not

being applied toward fulfilling course requirements in the student’s current enrollment.

Taken Courses Not Applied

Course Course Tide Credits
COM2Z02  The Internet in Education .00
ALM405  Institutional Design Project 6,00
COM101 Introduction to PCs 2.00
ACCZI0 Accounting 1 2,00
ACC211 0 Accounting I 2,00

Totals 12,00

Hypothetical Degree Audit

To perform a hypothetical degree audit:

1 Check the Hypothetical box.

Credits Earmed
0,00

&,00

2,00

=00

2,00

15,00

Status
Current
Grade Posted
Grade Posted
Grade Posted
Grade Posted

Grade Term

I I I

Hypolhetcal

i

L]

Ll

- i

2008w
2006W
20070504
2003F
2006w

_ set |

Refiesh |

| _ Cio

2 Select an alternate program and program version (required), catalog (optional), and

area of study (optional).

3 Click Refresh to display the student’s progress toward completing the hypothetical

program version. In the hypothetical display, some fields in the Program Details

section will be empty, and the Edit tab will be unavailable.

4 Click Print to print a copy of the hypothetical degree audit.

5 To restore the student’s actual degree progress audit, uncheck the Hypothetical box

and click Refresh.

The Edit tab contains blue interactive links that permit editing the student’s program and

course requirements. Blue course codes give access to a fulfillment form in which you

can select a substitute course (if available) or award transfer credit for the course. Click
Add a course requirement to add a new course requirement to one of the course
categories, with the option to increase the student’s required total number of credits and

contact hours. Click Waive requirement to waive a course requirement, with the option
to reduce the student’s required total number of credits and contact hours. Click an Undo

option to reverse the action.
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Course Substitutions

In the screenshot below, the Degree Progress Audit has identified a potential substitute
course for FAC405; this indicates that FAC405 has one or more substitute courses
associated with it in the program version course list. It has also identified that the student
has completed GMP105, a course which is defined to be equivalent to the current course
requirement MGT201, and has inserted the completed course in the Degree Progress
Audit to satisfy the course requirement.

Facilities Cresign

FAC4D0S Project [(Substitute)

&, 00 0.00 Future

[Waive reguirernent]

21zt Cantury Mgt
GMP105 Practice (Equivalent of
MET201]

All Grade

Levels 2,00 300 g A Z006W 4/21/2006

[Waive reguirement]

pERzgz Dersennel 4,00 0,00 Future
—— Management

[Waive reguirernent]

To substitute a course:

1 On the Edit tab, click the blue course code link to open the Fulfillment form. For
our example, we have clicked FAC405

2 Check the “Substitute a course” box and click the down arrow to see a list of
available substitute courses.

ﬁ' Fulfillment =]

Course Category ICDre Courzes

Course Requirement [F4 A5 - Facilties Desian Project
¥ Substitute a course ILI

Comments Code Dezcription
ADKMA0GE Institutional Design Project

— Tranzfer Credits
[~ Post as Transfer
College

College Course

Term

Transfer Grade I :I

Tranzcript Comments

Kl
b | EE

Transferred Courze Code I

Transferred Courze
Dezcription

oK I LCancel
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3 Select the desired substitute course and click OK. When the Degree Progress
Audit refreshes, the substitute course appears.

Institutional Design
ADM40S Project (Substituted
far FAC405)

All Grade

Levels 6,00 800 LI A Z006W 4/21/2006

[Waive reguirement]

Elective Pools

Elective pools are defined in the program version course list. They are groups of courses
that are related in such a way that any one of them can contribute toward satisfying a
given course requirement. For example, if a student is required to take six credits of
science, a science elective pool might be created containing five courses from which the
student may choose any combination worth a minimum of six credits.

The Degree Progress Audit will identify any taken courses that satisfy elective pools in
the student’s current course requirements, and will tentatively match those courses with
the corresponding elective pools. These matches are indicated by grey course codes. As
additional courses are successfully completed, these matches may be shifted in order to
satisfy as many course requirements as possible. To “lock in” one of these matches, you
must manually confirm the match just as if you were selecting the course from the pool.

To select a course from an elective pool:
1 Click the blueElestive P2al link to open the Fulfillment form.
2 Check the “Select a course” box.

3 Click the down-arrow to display the courses in the elective pool. Choose a course
and click OK to close the Fulfillment form and refresh the Degree Progress Audit.

& Fulfillment =]
Course Categon [Generl Education
Elective Paol IScience % Technology
¥ Select a course ILI
Eemimiaie Code | - Description |
CHEM101 Chemiztr
51300 ;
4]
— Transfer Credit
I~ Post as Transfer
College I u
Callege Course I Ij
fom | = ]
Transfer Grade I :I
Tranzcript Comments :I
Transfered Course Code I
Transferred Course
Description
Carcd |

CampusVue User Guide: Administering Academic Records 47



Academic Records Folders

When the Degree Progress Audit reloads, the selected course appears with a blue
course code link.

Elective Pool - Science & Technology (3,00 of 6 00 credits seleded]

SCIZS0

(W aive requirernent)

Physzical

Anthropology 0,00 Future

Enviranrmental All Grade

Felzon Taopics Levels =00 =00 Pasted

B 20070204 127142007

End of Elective Pool - Science & Technology

(Notice that Environmental Topics has a gray course code — this is a taken course
that the system has recognized as a match for this elective pool. To confirm the
match, follow Steps 1-4 above.)

To return a course to the pool, click on the course code to open the Fulfillment
form, uncheck the “Select a course box,” and click OK.

Transfer Credit

To record transfer credit:

1

2

Click the blue course code link EEE222 to open the Fulfillment form.

Check the Post as Transfer box and fill in the fields.

When you have selected a college from the drop-down list, the College Course
drop-down list will contain the course(s) (if any) for which a relationship has been
established in the Transfer Credits folder. (These relationships will also determine
the number of credits that will be awarded toward satisfying current course
requirements.) Select a course to populate the College Course, Transferred Course
Code, and Transferred Course Description fields on the form. If no prior
relationship exists, populate these fields manually.

Select a Term and a Transfer Grade. Enter comments as required (these comments
will appear on the student’s transcript).

FERG |l.'-:-¢t-:--:-e-
[PERIE Fersiunet i srumpeanes
= A, H
=
B _'I
=
* Tz AR U ity -]
- TreEd |-]
- TRAHEER F ]
© -
L |
|
] |
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Click OK to close the form.

When Degree Progress Audit reloads, it displays the transferred course

information, including a course status of Transfer. The date that the transfer credit
was recorded appears in the Completion Date column.

PERZ0Z

Persannel
Managerment
(Transferred from
Texas ARM University,
HR.220 - Hurman
Resource
Managernent)

Grade
Pasted

All

Leuals TRAMSFER 3/14/Z008

4.00 4,00 T

(Waive reguirernent]

To restore the original course requirement, click the blue course code link to open
the Fulfillment form. Uncheck the Post as Transfer box and click OK.

Adding/Waiving Course Requirements

Degree Progress Audit permits you to add course requirements to a student’s course list.
These changes are specific to the individual student. They do not affect the program
version course list, and will not be affected by subsequent changes to the program version
course list (unless the Update Student Required Course Lists tool is run).

To add a course requirement:

1 Click the Add a course requirement link at the bottom of a course category
listing.
Developmental Studies (0.00 credits, 0 courses)
Course .f_:::se E::I;fe Credits E::l.:j Status Grade Term ann‘;pleﬁnn ::;..A
Totals 0.00 0,00
Add & course requirement
2 In the Add Course Requirement form, select the Course Category and Course to be

added.

T add Course Requirement

I[=] E3

Course

Cateqory

M
M

IDeveIopmentaI Studies

Course [nEYMATH

[+ itdiust Errallent T atal Credits /Hours

Tatal Credits [ 00
Tatal Hours 1560 00

Comments d
[ -]
Ok I LCancel I
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3 Check the Adjust Enrollment Total Credits/Hours box if you wish this course’s
values to be added to the Credits Required and Hours Required fields on the

Progress tab of the Enrollment folder.

'ﬂ' Enrollment - Alexander, Jane !I’-J !‘3
Stagt Date | Proosam Vaipon | Envoliment Craxonphon | Shilt |Grade Scals | Schoal Statug | Eing
9/5/2005  |Faciiles Manageme] Fachities Management foe 20055 1D ay Mair Grade Sci Drog N
[8/5/2007__ |Castiicaie o Facitie]Carliicale in Faciities Mansgemen|Day______[Pinaiy Girade Jattendng N |
1| ¥

Enroliment Mo {0?09#4.&545 Edit I &dd | Trarfe: I [1e=te ]
Date / Status I E racliment Irtumdi:nnT Progiess T Teim Summary ] Apphcabon

= Credt 1~ Curnialive Grade Averages: - - Atendance -
Hours Req. [ 1,660.00 Eruolimerd Cum GPA 342 Time Attended | 12100
Credits Req | 4300 Murm. Avg | 0.00 Time Absert E 0:00
Hours Sched | 360.00 Credits Eam. 19.00 Dajlsﬁ.bsl 0.00

Credis Attempted [ 15.00
Hours Eamed | 480.00
Hours Alternpt Iﬁ

Overal CumGPA [~ 338

Credits Sched | 1200
Tranzter Credits | 4.00

Expected Hows per nm
Wesk for Extenzhip

Ewwc?ﬂa m

per Teim

IulaIHmHaursi

Grade Scale [Primary Grade Scale
Grades Level h‘dmm

| soustisoy || Degees [ ci |

M
M

SAP |Nul[:ablabod

o Lo ]

4 Click OK to close the form and refresh the Degree Progress Audit. The added

course appears with a blue course code link and the options to waive the
requirement or to undo the add and remove the course requirement.

Developmental Studies (0.00 credits, 0 courses)

Course - Credits Completion Min.
Course Course Title Leval Credits Earmed Status Grade Term Data CDA
DEVMaTH D=¢Elepments| 300 0,00 Future
———— Math
(Waive requirernent] (Undo add)
Totals 2,00 0,00

Add & course requirernent

To waive a course requirement:

1

Click the blue#aive requirement] link to open the Waive Course Requirement
form. Check the Adjust Enrollment Total Credits/Hours box if you want to deduct
this course’s value in credits and contact hours from the totals on the Progress tab
in the Enrollment folder.
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ﬁ' Waive Course Requirement M[=] E3

Caurse Categary |Develu:upmental Studies

Course Requirement |DE'MATH - Developmental Math

v djust Enrallment Tatal Credits/Hours

Tatal Credits IQD_DD

Total Hours |-| £00.00

Carmments d

0k LCancel |

2 Click OK to close the form. When the Degree Progress Audit reopens, the course
requirement appears in a Waived status.

Developmental Studies (0.00 credits, 0 courses)

Course . Credits Completion Min.
Course Course Tile Level Credits Earmed Status Grade Term Date GPA
Ceveloprnental
DEWMATH Math 3.00
[Waived - Undo Waive] [Undo Add)
Totals 0,00 0,00

Add & course requirement

To undo the waive:

1 Click the Waived — Undo Waive link to open the Undo Course Requirement Waive
form.

ﬁ' Undo Course Requirement Waive =] E3

Courze Categary IDevelnpmentaI Studiez

Course Requirement |LEYIMATH - Developmental Math

[ idjust Enrallment Tatal Credits/Hours

Total Credits IQD_DD

Total Hours |-| £00.00

Carnments ﬂ

[]

0k LCancel |
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2 Check the Adjust Enrollment Total Credits/Hours box as required.
T Undo Course Requirement Waive M=l B

Caurze Categary IDevelupmentaI Studies

Course Requirement [DEYMATH - Developmental Math

[v idjust Enralment Total Credits/Hours

Tatal Creditz |93_|:||:|

Total Hours |-| EE0.00

Comments ﬂ

[
k. I LCancel |

3 Click OK to close the form and refresh the Degree Progress Audit. When the
Degree Progress Audit reloads, the course requirement is restored.

To undo the add:

1 Click the blue Undo Add link. The following message appears:

Campus¥ue |

-
' ll) Are you sure wou want ko delete this course requirement?
—

Yes Mo |

2 Click Yes to proceed, and the following message appears:

Campus¥ue

-
\ ll) IF vou would like to change the Total Credits/Haurs on this enrallment, please go to the Enrollment Falder ko do so.
.=

3 Click OK to refresh the Degree Progress Audit, where the course requirement is
removed.

NOTE: You must edit the Hours Required and Credits Required fields on the
Progress tab in the Enrollment folder to keep it synchronized with the Degree
Progress Audit; it should match the internal total of the Credits Required
column in the Course Categories section. (Remember that the Credits
Required field in the Program Details section is not an internal total; it is
populated by the Credits Required field in the Enrollment folder.)
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Requirement Rules

Degree Progress Audit permits you to attach requirement rules that a student’s course
choices must satisfy. These rules are defined at Lists > Academic Records >
Requirement Rules, and can require that students complete a certain number of credits
or courses that either fall into specified course levels or possess certain course attributes.

To add a requirement rule:

1 Click the blue#dd a requirernent rule ]ink to open the Add Requirement Rule form.

2 Select the rule to be added.

# Add Requirement Rule M=l B

Requirement Fule Mriting-intensive

O]

Kl

" Course Cateqgary I

{~ Concentration I

b E

Comments

K

ok I Cancel |

3 Indicate whether the rule is to be applied across the program or to a particular
course category (select the category) or concentration (select the concentration).

4 Enter comments as required.
5 Click OK to close the form and apply the rule.

6 When the Degree Progress Audit refreshes, the rule appears in the Requirement
Rules Summary, along with links to undo the add or to waive the rule.

Below the rule details is a list of the student’s taken courses (by code) that have
been applied toward satisfying the rule.
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Regquirement Rules Summary

Add 5 requirernant rule
Writing-intensive [Applies to program)
Undo added regquirement rule
Waive this requirement rule

Required Courses Applied Courses Credits Required Credits Earmed

Attribute: Writing Intensive 4 1 iz.00 iz.00

|Courses applied to this rule: EDU101, EMG100, GMP10S, PER202, SCIZ00

Audit Folder

The Audit folder tracks changes made to the student’s final grades, changes in the
student’s course statuses, and changes in the student’s SAP status. Each entry displays
“before” and “after” values, as well as the date and the author for each change.

On each tab of the folder, you can click on a column header to sort the entries by that
column’s values. The lower left corner of the form indicates the sort method selected.

Grade Audit Tab

This tab displays changes in student final grades. The grid contains columns for
Property, Old Value, New Value, Date Changed, and User Name.

i Audit : Jones, Mike E Hi=]
Grade Audit T Courze Statuz Change Audit T SAP Audit
Froperty 0ld % alue Mew Yalue Date Changed | User Mame
P | Course: CreditsE amed 0.00 3.00 /202006 an Administrator
Course: HouwrsE amed 0.00 90.00 £/20/2006 an Administrator
Course: AdGradeletterCode T £/20/2006 an Administrator
Course: Al a Deleted 5/6/2005 Able Baker
K 2
Additional Information (T em : TRANSFER - Trarnzter Term J
Enrolment ; Bach. of General M anagement
Course : ACCT01 - Accounting 1
Section :

Cloze
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Course Status Change Audit Tab

Filters include fields for date ranges and the action taken (e.g., Add, Drop, Register, etc.).
The grid contains the following columns: Course Code, Course Description, Term, Old
Status, New Status, Date Changed, Reason, User Name, Credits, Action, and LDA. Click
the Print button to see the Course Status Change Audit report.

=oi x|
EAP fepd
D abe Chursgacd Fiors | =] 1=l [l Al f [ _peen | = St
T | b st | Heme Siatum | Coshe Chasnaedt | R {liis P’ | Cotin | Bt |
| B0 Fall | |Fubisa | 2006 X 1445 P | Nl Sdded | | | |
| a0 | |Futuse | SW2AID0E 10 3H-A1 AN | W eralp Seddad |an
4] =l
At | nbarwradery [Ty, :ﬁﬁ- :fﬁ;?:. _.I
Erclrari : Maksing Veoon Cateiog
Courss - DHEWITL - Baginnng Chawddn
=1
e}
Let sosted by Diate Chargesd Brind | Closs |

SAP Audit Tab

The grid contains the following columns: Term, Units Earned, Units Attempted, GPA,
CGPA, Previous SAP Status, New SAP Status, Date Changed, User Name, Checkpoint,
Hours Attended, Percent completed, Term sequence, and Failed SAP sequence. Click the
Print button to see the Student SAP Audit report.

[T ~lolx|

Hiada feskt 1 Loz Stahr Chasrge fux | AP Bl
Tawn Urds Lints Do | Cisradaiaey || Presvioas BAP e BAP Disds Charsged | Wbl
Akurplad | BPA, EF% Sradur Sishe
ET |5 |11 12 [RF | | SAP Hod bt L0 |an
|| 20F |5 |1 |2 i | | SAF Hod et L2 |an
E IE] 11 2 147 | SEF Mt Wl SAP Hed et AT ;n
HF 5 11 ] 127 L4 phat Ml EAP Hol et AN an

i
Ledditmralird E4P Fided M Dttt Qomplet iy grespbey el s the crwolineed undi saved dividd by eriliesnt s = |
alurpdad ruliphed by 100 i bz than ha rararwn parcernd cornplia
Bkl Bl chiwdes] bedsams o BAP caloilabon Fesa Sisie Psoareess] Gfeian
Haw S hdant Giruge A scoorarard S uepanoon

=l
_ B | Qe |
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Fees Folder

The Fees folder allows you to view, add, and edit the enrollment fees for the student. You
can select from the list of enrollment fees applicable for the Enrollment and enter
amounts to be charged for each kind of fee. At the time the student is enrolled, the fees
listed here are recorded in the student's receivable account.

E Enrollment Fees: Abbott, Karen

Enrallment |Bau:h. of General Management _':'_J
Term Saq Ac 't Bil Code Arount DrieTime Term Billed?
_m__m
a 1 TUIT £.000.00|
ok |0 1 BODK i 0. oa). : .N.'Z'
Tuition o 2 um | sooooo | Mo
Boaks \a |2 |BOOK 600.00 | [Ma
Tuition a 13 Tuir E,000.00) [Mo
Books o '3 BODK . _E00.00 : |Ma
Tuitian a (4 TUIT fl £.000.00) . |Ma
Books 0 4 BOOE, RO0.00 | Mo
Total Amount Listed 26.500.00 Edt | add | Deee
- | |Z| J ANE I SancE | LCloge
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Degrees, Honors and Comments Folder

If a student holds previously-awarded degrees from your school, you can view the type of
degree conferred, the date the degree was awarded, and the date the degree was verified
(cleared) by the institution.

E Degrees, Honors and Comments: Abbott, Karen @

Enrollment - Degrees and HunursT Term - Comments and Honors

Deges _ | Date Awarded \Date Cleare:
Azzociate of Applied Science 7142005

T Honors

' Degrees

Enrolment |Bach. of General Management E|

Edt | add | Delte |

Cloze

Note: The Date-Cleared field must be completed before the degree prints on the
student’s transcript.

You can also view any term-specific honors that the student has earned, such as
President’s List or Dean’s List, by clicking the Term—Comments and Honors tab.
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School Fields Folder

The School Fields folder displays unique fields set up for use within your institution.
These fields are designed to collect information that is not captured elsewhere in
CampusVue.

This is but one example; your institution’s School Fields folder will vary:

ﬂ Abhott, Karen - Academic Records, - School Fields

Second Rep ; B Inztrument ;|
Steno Machine SM: - _j
~| Credit Checked | —
Locker Mumber It Callections
other's Maiden Mame - Collections -
High Schoal GRA | E" Other Dearees -
LM Comment i
Save Cancel LClose
Enter the second reps name
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Transfer Credits Folder

The Transfer Credits folder is an additional place to post transfer credits, or to review
requests for transfer credit.

Each line in the grid represents a request for transfer credit. Select a line to review the
status of the request in the detail fields at the bottom of the form. Click Edit and change
the status from “Submitted” to “Approved” to grant transfer credit.

1 Transfer Credits E
—Search By Filter By
Student B Search | Status IAII Statuzes B
College IAII Colleges B
Date Add Relationzhip | College College Courze Descrp College | Date Course | Campuz
Submitted Course Creditz | Completed | Grade | Course
p | ¥ [3411/2007| Add Relationship | Palm Beach * 9/11./2007 PER30Z
[# | 3/14/200¢ | Add Relationship | Texas &&M University| HR 350 Human Resource | 3 341472008 PER 302
K 2
Delete Selected add | Eit |
Summary
I— Grade Credits Creditz Submitted by student |3
Slizhie APPROVED Feceived IT Tranzferred 4
Tatal Credits Transfered IS
Tem ITransfer Tam Comments d
In o
Degee v
Audi =
Cloze |

To add a request for transfer credit, click Add. Complete all relevant information and
then click Save.

Note: If the source college is not available in the search form, you can add a college to
the list with the Add College button. Use the Add Course button to add a course to the
list of courses associated with a college.
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T S |

— College Course

Term

ILI J Grade

[ 1]

College || | ﬂl Add Callege |
EEE?E; I | ﬁl Add Courses
Min |— rade — Date
Grade Received Completed I E
Start
Diate I End Date I
Creditz I Drezcription
— Transfer Info
Campuiz - Credits To I—
Course I I_I Transfer
|n Degres
Status | M

Comments

Save

Cancel

Cloze

Click the Add Relationship button to permanently pair an incoming course from another

institution with a course on your campus. Once the relationship has been established,
transfer credit will always be approved for requests citing that course and source

institution.
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ﬁ' Add Course Relationship Ed

Callzgs |Te>cas 2 University dh | Add College |
College
Courss IHuman Rezource Management B Add Course |
Egmﬁ:s IF'ersu:unneI b anagement tl
Campuszt ame Start [ ate End Date Creditz Ta Tranzfer
» | [ | Campus Management Institute . 4
[ | Campus nstitute of St 4
Save Cancel LCloze
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Placement Info Folder

You can use the Placement Info folder to view the placement data for the student.

ﬁplacement Info: Jones, Mike E

Placement Info

ExecuMet Part-Time In School Ji 0
First D ata Merchant Servi| Employment i

Ernploner Job Tupe Job IDH  Job Dezcription

Legal Aszistant
Manager

[ate Placed  Yerified?

4/18/2005
4/4/2005

v
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Academic Records Daily Menu

The Daily menu helps you perform processes that affect more than one student at a time.

The Daily menu provides the batch processes performed within the Academic Records
department, such as scheduling, registering, reporting attendance and grades, and
determining student satisfactory academic progress (SAP).

Conkact Manager
Admissions
Financial Aid

Student Accounts

Create Student Alumni Record
Dacument Tracking

Academic Records

Distance Education

Career Services
achedule Classes

Copy Class Schedule

Define Term Fegistration Groups

Setup Registration Tracks

Reqistration

Registration Bill

Batch Unregister Courses

Attendance »

Loan Management
Student Services

b A S L 7 B . .

Hausing

Midkerm Grades

Final Grades

Honors and Comments

Cnline Reqgistration Configuration
Scanning Services

Instruckar Mainkenance

Skatus Change
Batch Skaktus Change
Close/Reopen Term

Population Analysis/IPEDS Enrollment Survey
IPEDS-Completions Survey

Satisfackory Academic Progress

Process Queued TransfFers

Export Data L4

<Detach>

These batch processes are discussed below.
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Create an Alumni Student Record

If you have the appropriate permissions in CampusVue, you can create master records in

the CampusVue database for students who graduated before your school migrated to

CampusVue. Records for such students may not exist in the current database, depending
on how long ago they graduated and how much historical data was included in the initial

data conversion (and/or data entry process).

The newly-created alumni record serves as a skeleton record for the student and allows

further work in the Placement module.

To create an alumni student record:

7 Select Daily > Academic Records > Create Student Alumni Record to display

the Create an Alumni Student Record form. This form is a four-step wizard with

fields to enter basic information about the former student.

E Create an Alumni Student Record |ZJ|E”E
STEP 1 Step1-

Student Info @ Step 1 of 4: Student Information

> Title | -]
Additional Info Last Marne First Name]
Middle Mame | Suffis -]

STEP3 t aiden Hame Hickname

Enrollment

Address ﬂ
STEP 4 City | [l M
Comments Courtry i -

PROCESS
COMPLETE

Cancel

8 When the process is complete, the system displays a message confirming that the
student record was created successfully. A student master record has been created

and the individual can be found via the Student Search form.
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Document Tracking

Note:

Document Tracking helps you monitor the status of the Academic Records-related
documents that are necessary for processing student records. These documents may be
requested from students, family members, schools previously attended, or other persons
or organizations connected with the student.

E Document Tracking - AD

Diocument 0 ege Document Statuz | E|
W Wiew documents not Received W View all Statuzes
Student | Status [ate Reg ] Date Due I Date Rec'd l D ate Acptd J T
1 |tbelMcHann, JacquelfF equired R
2 |Adams, Kent Fequired il
3 |Addizon, Gina Fequired R
4 |Adelett, Melinda Fequired il
5 |Agasid. T. R equired x|
E |Alexander, Jane R equired il
7 |Anderson, James R equired R —
2 |Austing Becky R equired il
3 |Bacon, Carla Fequired R
10 |Bames, Djuna R equired sl
11 |BAYLER, ROSS M Required x|
12 |Best. Barbara R equired sl
13 |Bilings, John Required x|
14 |Bloom, Leopald R equired sl
15 | Braown, Ann R equired x|
16 |Cake, Blain Required sl =t
4] | v
Default Yalues T Search Student
Document Status [ate Req Date Due [Date Rec'd [ ate fucptd
| -]l [=]] [=]] Lx]] Lxl] []
Set
Save | Cancel | LCloze |

The lists of documents are set up by the System Administrator and assigned
by authorized users to each student record. The student’s Documents folder
displays the progression of a document through statuses such as Requested,
Required, and On File, along with associated dates.

Note that the Document tracking form (Daily >Academic Records > Document
Tracking) differs from the Documents folder (View > Contact Manager >
Documents). A student’s Documents folder displays all documents related to that
student, and they can be updated individually. The batch process at Daily >Academic
Records > Document Tracking displays all students related to a given document.

The Document Tracking form works with the Documents folder to display all students
whose Documents folder contains the selected document in the status you specify. You
can update document statuses and dates directly from this form.
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Schedule Classes

Use the Schedule Classes batch process to create a class schedule, which includes data on
instructors, times and days of the week that classes meet, classroom configuration, and
availability. Courses offered multiple times within the same schedule can be identified by

different section numbers.

To schedule classes:

1 Select Daily > Academic Records > Schedule Classes to display the Class

Scheduling form.

ﬁ' CMC University- Main - Class Scheduling

Term | Course | Section | Description

| Instructor

| b ax Stud.| Seats Taken|ﬂF|eg |ﬁDmp|Waitlist b -

SPRIMIACT 221 |22 Accounting Princi

e

_|ol x|
Frint |
Students |

SPRIMI CAPS302) DEPFTL) Analpsiz, 45 oo 0 25
SPRIM{ CAPS 303 DCPF2Z Conflict Resolutior 3 ano 0 25 WaitList |
SPRIN(| CAPS306| DCPF1£| Religion/Philozopl 35 ano 0 25
SPRIN(| CAPS306| DCPF1E Religion/Philozopl 45 ano 0 25 Leszons |
SPRIN{ CAPS 309 DCPF2Z Matural Science w 35 ano 0 25
SPRIMNI CAPS310| DCPF1Z| Liberal Arts/Hurna 35 oo 0 25 Aftendance |
SPRINICIS4T (A |nfarmation Syster| M atthew Barn, 40 i) 0 25
SPRIN(CISA01 |M | Information Spster| Matthew Barr, 40 11 [0 | _ Grades |
SPRIMICSIST20 |01 Introduction to Co| Tom Cronin 20 11 0 20 Doz Salzalls |
SPRIMICSIS120 | TUGT | Introduction to Co|'walter Hacke 35 111 0 25
SPRIMNIDANP 12| TUGT | Introduction to DalEva Hollands 35 ano 0 25 Urschedule |
SPRIMIECM315 | DCPF1Z| Principles of E-car 45 oo 0 25 -| =
LI_I Ll_ Biefresh List |
Clear'w/ailist | PublshSchedule|  Edt |  MNew | Delste |
b
Fiter IAII courzes offered by campus I_I
Tem [SPRINGDEO? E||spnng Semester 200B- 2007 _| 7 Orly show active elass schedules
¥ Only show active term
Course [<blb [ Courses>

¥ Only show active course

Instructor |<-"-\||>

B |<.~'-‘-.II Instructarss

¥ Only show active instructar

Cloze |

2 If you have selected a default term, that term’s schedule will appear in the grid;
otherwise, enter the desired term to display any existing class schedule for the
current campus. The campus name appears in the title bar at the top of the form.

3 To reduce the amount of data displayed, use the filter list boxes in the lower left
corner of the form. The filters available are Term, Course, and Instructor.

4 To edit an existing class section, highlight the section and click Edit to open the
Class Schedule form. This form contains current data about the class section.
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T CMC University- Main - Class Schedule

Tern |SEIRIEER E||5pring Semester 2006 2007 _| v Active

Course  |BIOLE10 B INaturaI History of |rvertebrates
Instuctor [0S0BSGREENE | |[Gieene, Scott

Section I DescriptionlNatural History of [revertebrates
Start Date I 141542007 :I’Section Endl 5/18/2007 : I Max. Studs. I a0
At Type ITime Abzent - Al :I Unit type: minutes [~ Fill Schedule From Period

[ Blind Grading Required ™ Class meets at various Daps/Times?

— Courge Sharing

=10 %]

Mo shared courses are setup or meet criteria.

Shift I—B I™ | Studernt Specific Meeting Schedule Select Al | Clear &1 |
I Requires Audit & dvi it
Section Delivery Method I u Pass/Fail Courze INDn-F‘assfFail u
Secondary [nztructors I _I Cross List |
Edit D etail | Wiew Weekly Schedule | Save | Cancel | LCloze |
Schedule ] Clazs Comments I Attendance Fules I W aitlist I Portal Options I L5 Dptions

Pattern | Freguenc Daay(z) of Week i
Recur every 1 week[z] on: 07:00

Add Mew Period |
Edit |
Delete |

Diap Room Code Room#  Room Description Time

Fri 103 ~||103 Lecture [Moare Center) 07:00 &M - 07:50 A

[+
!
1,

,_
@
=

2
=

RERRAE

S ave Foom |

Cance| Room I

5 Click New add a class section. The blank Class Schedule form that opens already
contains the name and corresponding Start Date and End Date for the term.

Complete the form as described below.

Note: The New button is disabled if the course is defined as a "Dependent”
course. This will prevent a course section from being scheduled if the
defined "Parent" course has not been scheduled for the selected term. In
this instance the following message will appear: "There are no parent
courses currently scheduled for the term for this course. This course
section cannot be added to the term class schedule until at least 1 parent
course has been scheduled." Click OK to close the message window.
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E Campus Management Institute - Class Schedule

Tem ,@ E| ]2005 Surmmer J

Course Izl
Teacher lilz“
Section ,7 Descripti0n|
Start Date m End Date | 8/31./2005 T Max Sludenls,—
At Type '—-IEI Lnit Type: [ Fill Schedule from period:

Course Sharing

or meet criteria.

Ma shared courses are setup

[ Blind Grading R equired [~ Class meets at warious Daps/Times?
[T Requires Audit Advizement Celact Al | Clear Al
Section Delivery Method | E
Secondary Instructors | J i :
Schedule T Clazs Comments T Attendance Rules T W aitlist T Partal Options o Active
Dapof Week  Foom Code  Foom #  Foom Description Time . Length Edit et |
Ik oridan - - e Hive
Tuesday - - L. f
ednesday | - B ﬂ
|Thursda_l,.l - | - | | | 1~ | Llaze
Fidsy |~ | | | Rd|
‘Saturday - | ¥ | | Ll
|Sunda_l,J e | - | | - |
| M| M | | Rall
- - -y
- - T

Complete each field on the Class Schedule form:

Term - The term in which the class section will be offered.

Course - The course that is being taught in the class section.

Teacher - The instructor who will teach the class.

Section - The section number, if the course is offered multiple times within this class

schedule (alphabetic and/or numeric characters).

Description - The description of the course (may be edited).

Start Date - The date on which the class section will start (defaults to term start date,

but can be edited).

End Date - The last day of the class section (defaults to term end date, but can be

edited).

Max. Students - The maximum number of students who can be registered for the

class. (Users with the necessary security permission may override this number at the

time of registration.)

Att. Type - This determines how attendance will be recorded for the class section

e Select Time Absent - All (designed for classes with defined meeting length) to

record only the values of minutes absent. The system determines and enters time

attended values.

e Select Time Present - Only (designed for classes with no defined meeting

length), to record only positive time attended. The system does not enter time

absent.
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* Select Time Present - All (designed for classes with defined meeting length) to
record positive time attended. The system determines and enters time absent
values.

® Blind Grading Required - Enable this option if this class will be using blind grade
IDs to conceal student names for this class.

Section Delivery Method — Select the type of class.
Secondary Instructors - Used to assign and track additional instructors for a class.

Fill Schedule from period - If you have designed class periods to reflect the
combination of days and time of day necessary to schedule class sections, you can
enable this option to fill in that information from the period table.

® (lass meets at various Days/Times - Enable this option if the class section does not
have a regular schedule of meeting days and times.

® Requires Audit Advisement - Enable this option if the student requires audit
advisement to register for this course (for Portal registration).

® Active - Enable or disable the Active flag as required.
The Schedule tab:

Class Comments T Attendance Rules T W aitlist T Partal Options T LS Options

Patten | Frequency | Dayis) of Week [ Time [ Add Mew Period I
Edit |
Delete I

Day Room Code Room #  Room Description Time

,_
@
=

5
=

Save Boom |
Cance| Room |

B EEE

* Day of Week - The day(s) of the week on which this class section will meet.

*  Room Code, Room #, Room Description - The details of the room(s) in which
the class section will meet.

* Time - The time(s) at which the class will meet. You can enter times that are not
on the list.

* Length - Enter the number of minutes for which the class will meet. If a student
is given credit for an hour, even though there is a ten-minute break, enter 60.

® The Class Comments tab:
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Schedule

(Class Commenis | Aterdoncefues | watit | FotaOpone | M5 Optors
Comments for Studsnt's schaduls
=

Enter comments to be printed on students' schedules registered for this class section.

® The Attendance Rules tab:

Schedule T Class Comments | [Attendance Rules Wailist T Portal Options I LMS Options
1~ Auito Drop Aftes: — - Absence \Waning, — . ~Makeup Hous -
Curn. Hes. I Cum: Hrs. Max: Makeup hour
" Hours
[ Cons. His I Cong. Hrs. * Pasceniaga w
[ % Absent | % Absent |

* Auto Drop After - Enter any or all of the three comparison values:

Cum. Hrs. - Cumulative hours absent that drop the student from class.
Cons. Hrs. - Consecutive hours absent that drop the student from class.

% Absent - The percent of total scheduled hours that, if posted as
absent, drop the student from class. A value of zero results in no warning
based on percentage.

* Absence Warning - Enter any of the three comparison values:

Cum. Hrs. - Cumulative hours absent that will set a warning flag on the
student class schedule and rosters.

Cons. Hrs. - Consecutive hours absent that will set a warning flag n the
student class schedule and rosters.

% Absent - The percent of total scheduled hours that, if posted as
absent, set a warning flag on the student class schedule. A value of zero
results in no warning based on percentage.

*  Makeup Hour: Enter either Hours or a Percentage for the maximum number of
hours a student is allowed to make up for this class.

® The Waitlist tab (for Portal registration):
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Schedule I Clazs Comments I Altendance Rulss Waitlist! Postal Dplions I LMS Options

Allow Waithst? ¥
Wailist Max. Seate[25

*  Allow Waitlist? - Enable this check box if wait listing is allowed.

*  Waitlist Max. Seats - the number of seats allowed to be waitlisted.

NOTE: For online classes, CampusVue can be configured to auto-add additional class sections if demand
exceeds class max limits. Setup > Campus Locations > Academic Records > Others tab.

® The Portal Options tab:

Schedule I Class Comments I Attendance Rules I Waithst [Poital Options. LMS Options

[ HideFaculy [ HideLocation
Seconday Teachers
| InstructorMame | PostAttendance |  Postlesson | PostFinal Grades |

* Hide Faculty - Prevents faculty names from appearing in online forms.
* Hide Location - Prevents the class location from appearing in online forms.

e Secondary Teachers - Provides an area to specify the duties that each secondary
instructor can perform. Enable check boxes for Post Attendance, Post Lesson,
and/or Post Final Grades to allow the instructor to perform the task(s).

® The LMS Options tab:

Use this tab to configure the relationship and exchange of information between this
class section and a third-party LMS vendor delivery system.
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Schedule T Class Comments T mmmnmI Wailist I Fortal Options [ ILMS Dptions|

Lms Yendor Configusation Class Extiact Stalus

| Selected] Desciption | Code | Actve | Defaur | Selected | Description |
| F |Hone |

(| [ |Ready |

| | [ | Transmited|

| | [ |Procassed |

[ [Rejected |

Adding “Online” sections with attendance requirements:

1 Selecting the “Class meets at various Days/Times?”” option will enable the
checkbox just underneath it — “Student Specific Meeting Schedule.” Checking this
box will default the lower part of the form to the Attendance Rules tab, where an
additional field appears at the far right: Student Specific.

=101

E‘ CMC University- Main - Class Schedule

Tem [SPRINGOSD? [ [Sper Semester 20062007 | P acie
- Cowse Shating

BIOLS10 M atural Hi of Irverteba I
Eomns r r A — o shared couses ane seiup or meet cobens
Instiuictor |HSSEHEEHE [Greene. Soon

Section |22 Dmmmuuamwnﬂmuahm
Stat Dister IIHS-'.EfB? : 'SI:hunEndI : Mo Studs, E

Alh Tope ITmAbcn# MI[] Ubrst bppesr: prorstes 0 =
™ Bind Grading Fequired i Daum;dvmsomﬂm?
r—Ei ¥ Shudent Speciic Mesting Schedule gmﬂj chadl |

Shilt

Sacton Dby etho PR | Pase/Fol Cosse ForPaserr =l
Secondary Inshuctors | [

EdiDets I e iwEekly Sehadide I Save i Cancel I Cloze I
Sclredbe I Clatz Comments || Attendance Rules i ] Poral Opticns ] LS Opbons
[ Ao Diop Alter ; | Absence Wamming - Makeup Hou - |- Shudent Specific-
[T ombs [ Combs | o Detaukt Duession [
F—' Ly [ oot e ™ Percentage e
|_ % Absert [ Aben |

When these selections are made, defining the meeting schedule is not an available
feature at this time; however, the system will allow the configuration of a default
meeting period time for each day of positive attendance posted.

2 Enter a value between 1 and 999. This value will be entered for the student when
attendance is posted using A and P entries.
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Maintaining Instructor-Course Relationships

Schools can establish and maintain instructor/course relationships, thus facilitating the

scheduling of courses to the proper instructors. A school will be able to associate

instructors to a specific course (e.g., ENG101), to specific course code prefixes (for
example, course codes beginning with “ENG”), and/or to courses based on Course Level
(e.g., Undergraduate 300/400 Level).

The following rules and features apply:

One or multiple instructors can be associated to a course.
One instructor (only) can be defined as the “Owner” of a specific course.
Any instructor/course association can be deleted or made inactive.

When the user is scheduling a class section for a course, only instructors
associated to that course will appear in the instructor drop-down list. (If no
instructors have been assigned to the course, the system will default to “All”
instructors.)

Staff members and staff groups can be given permission to override
instructor/course associations.

Users can audit any changes made to instructor-assigned courses.

A report is provided for Instructor/Course allowable assignments.

To associate one or more instructors to a particular course:

1

Navigate to Daily > Academic Records > Associate Instructors to Courses to

open the Associate Instructors/Owners to Courses wizard. In Step 1, click the
Select by Course radio button and click Next to proceed to Step 2.

ﬁ' Associate Instructors, Owners to Courses E

Step 1 0f 3 Select an Association Type

—Ingtructard Courze Azsignment

Create an azzociation between courses and instructars ba limit which instructors can teach each course

" Select by Instructar

—dzzign Course Owner

A courge owner can be assigned to a course. Thiz association is not enforced in Campustue, but can be uzed
for reparting as necessan

= Select by Owner

LCancel < Back Mext >
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2 In Step 2, the Select Campus filter will default to the campus in which you are
working (change as required). Select the course(s) to which you wish to associate
your instructor(s) (use the optional Staff Group filter to filter the list of instructors).

ﬁ' Associate Instructors, Owners to Courses

Step 2 of 3: Use the critetia below to filter by Instructor

Select Campus  [Campus b anagement [nstitute I;I

Select Course(s) I ﬂJ

— Select staff group to filter available instructors [optional]

Staff Group I."-‘«II Instuctors j J

[~ Include Inactive Instructor(z)

LCancel | < Back |

Click Next to proceed to Step 3.

3 In Step 3, the grid at the top displays your selected course(s):

i' Associale Instruchors) Dwivers Lo Courses
Step 3 of 3 Associate Course 10 Instructor(s)
Sedect & courss Irom the: gnd below Lo view or modify the matnachos azngned
Diescaiphion | Code |
[CHEMIOL |
Awalable Instructors] Associsted nstructords]
Descaplion |Code = == [Description |Coda .
Bouders, Laa |BOR@CMC | | | |Camphel, & | ACAMPBELL
Birewr, Classy ll:ﬂ
Elmere, Diane |ELMORED »» i
Fa, Wiley | FORCMC
Gibzon, Mal |MGIBSON P |
Imsttushnd, Sars |SINSTRUCTOR
Jopce Jim _JJ@EHE i
Langsion, John |LANGCME =] —I
] O
Cacel | <Back | Emin |

With the desired course highlighted, select names from the list of Available
Instructor(s) on the left and use the arrow to move them to the list of Associated
Instructor(s) on the right. Click Finish.
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To associate one or more courses to a particular instructor:

1 Navigate to Daily > Academic Records > Associate Instructors to Courses to
open the Associate Instructors/Owners to Courses wizard. In Step 1, click the
Select by Instructor radio button and click Next to proceed to Step 2.

ﬁ' Associate Instructors; Owners to Courses ﬁ

Step 1 of 3: Selectan Association Type

— Instructar Course Aszignment

Create an association between courses and instructors ta limit which instuctors can teach each course

" Select by Course

—dzzign Courze Dwner

A course owner can be aszigned to a course. This association is not enforced in Campushue, but can be uzed
for reporting as neceszary

" Select by Cwner

LCancel | < Back | Hest > I

2 In Step 2, the Select Campus filter will default to the campus in which you are

working (change as required). Select the instructor to which you wish to associate
the courses. Use the optional course filters as required, and click Next to proceed

to Step 3.

ﬁ' Associate Instructors; Owners to Courses

Step £ of 3: Llse the criteria belaw to filter by Course

Select Campuz  |Campus Management Institute Ij

Select Instructar(z] I j J

—Select any of the criteria below ta filker available courses [optional]

Code I

Description I

Course Level(s) I jJ

[ Include Inactive Coursels)

Lancel < Back
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3 In Step 3, the grid at the top displays your selected instructor(s):

T Associate Instructors/ Dwners bo Courses
Step 3 of 3: Associate Instructor to Course(s)
Sedect a nstrucior nom the grid below 10 view of moddy the courses assigned
Diescaiption
Avwadable Course(s) Azrocisted Coursefs)
Drasesplion Coda B Diaseription |\Code
Aecourtng 101 _AI:I::'I 1] B E F:Il:gnnn:g Izhu:mi:lsy CHEMT
Accounting 8 |ACCI0E
Cost Accourting (ACCEM *r
Firarwcial Arabesis |ACC302
Ao Procedutes A0k ¢
Adearasiratnes Skl 1 _J'-‘-.I:ll_rldﬂ'l
Admerisiratiee Skl 2 | MDA o
Irereshor Relations ADMA03 - J
J 1 I
Concel | <Back |[CEms_]|

With the desired instructor highlighted, select courses from the list of Available
Course(s) on the left and use the arrow to move them to the list of Associated
Course(s) on the right. Click Finish.

To designate a course owner:

1 Navigate to Daily > Academic Records > Associate Instructors to Courses to
open the Associate Instructors/Owners to Courses wizard. In Step 1, click the
Select by Instructor radio button and click Next to proceed to Step 2.

ﬁ' Associate Instructors, Owners to Courses

Step 1 of 3: Select an Association Type

— Instructor! Course Assignment

Create an association between courses and instructors ba limit which instructors can teach each course

= Select by Course

{~ Select by Instructor

— Aszzign Course Dwner

A course owner can be assigned to a course. This aszociation is not enforced in Campusifue, but can be used
for reporting as neceszary

LCancel < Back Mest »

CampusVue User Guide: Administering Academic Records

76



Academic Records Daily Menu

2 In Step 2, the Select Campus filter will default to the campus in which you are

working (change as required). Click the Select by Owner down arrow to display a
list of all staff members for the selected campus. Select a course owner from the
list. Use the optional course filters as required, and click Next to proceed to Step 3.

ﬁ' Associate Instructors; Owners to Courses BE

Step 2 of 3: Use the criteria below to filter by Course

Select Campuz  |[Campus Management Institute

M

Select Dvner

—Select any of the criteria below to filker available courses [optional]

Code I

D ezcription I

Courze Level(s) I

™ Include Inactive Coursels]

Cancel | < Back |

3 In Step 3, the designated course owner-to-be appears in the grid at the top.

ﬁ'nssociate Instructors; Owners to Courses

Step 3 of 3; Associate Owner to Course(s)

Select a owner from the grid below to view or modify the courses assigned

Awailable Courze(s)

DescriEtion Code

Currently azsigned az owner for the following courses

Description Code -] Description |Code
Accounting 101 ACC101 | » |

Accounting 8 ALCC208

Cost Accounting ACCIM > |

Financial dnalysiz ACC302

Admizsions Procedures ADM201 ¢ |

Administrative Skills 1 ADM407

Administrative Skills 2 ADM402 < |

Investor Relations ADM403 -|

4[] e

LCancel I < Back I ;

Select courses from the list of Available Course(s) on the left and use the arrow to

move them to the “Currently Assigned” list on the right. Click Finish.
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Scheduling Unplanned Days Off

In cases of bad weather or other emergencies, you have the option to cancel classes and
configure CampusVue not to expect attendance to be recorded for them.

To schedule unplanned days off:

1 Select Daily > Academic Records > Schedule Classes to open the Class
Scheduling form.

2 Select the class section to be cancelled, and then click Unschedule.

ﬁ Campus Management Institute - Class Scheduling

Filter:

| Description

| Accounting 1
| Azcounting 1
| Accounting 1
(Accounting 2
|Cost Accounting | Arthur Teache

 Instouctor
HE]

| oy Adden

_|Joy Adden

|éble Balker

| Administrative Skil Able Baker |
| Administrative Skil lbert Bellows|
|Institutional Desigl A
(At and Graphics ijlva Bucksley |

| Introduction to PClSandy Bittler |
| Spreadshests
|Macra Econamics| John Langstar
|Mact Ecanamics| Arthur Teache

LR =
o |5 Students
| 115 WwiaitList
Dee Beasley | 25 o |3
a0y n ] Lessong
25 U
2 o _ Mendenes |
56 LR
thur Teache 50 0|5 Grades
20 U
o5 n IE Copy Schedule
e L2 T
e o5 oo o s Unschedule
il 11 0 |5 - .
S {— Befresh List
Clear Waist | Publish Scheduie | Edt | Hew |  Delete |
1AII courses affered by campus E|

Temn |2DDES

m

Course |<AII>

Ihstructar |<AII>

¥ Only show active class schedules
W Dnly show active term

¥ Orly show active course

¥ Orily show active instuctor Close

3 Enter the Date in the Class Unschedule Date form, and click Save. Attendance will
not be required to be entered for that date for that class.

Class Unschedule Date

Unzchedule Clazzes For Date ||

L]

Save | Cancel | Cloze |

Note:

This procedure is not intended for regularly-scheduled holidays. Holidays

should be entered in Lists > Academic Records > Calendar. Once a
holiday is entered on the calendar, any class to be held on that day will
automatically be “unscheduled” and no attendance will be required to be

entered.

CampusVue User Guide: Administering Academic Records

78



Academic Records Daily Menu

Scheduling Makeup Classes

Sometimes an extra class session needs to be scheduled to make up for a bad weather day
or other emergency class cancellation.

To schedule makeup classes:

1 Select Daily > Academic Records > Schedule Classes to display the Class
Scheduling form.

2 Find the class for which you need to schedule an alternate session and double-click
it to open the Class Schedule form.

3 Click Edit Detail to bring up the Class Schedule Calendar.

Class Schedule Calendar

Term: 2005 Summer Start; B/2/2005 End: 8/31./2005
Clazs: Accounting 1 Start: B/2/2005 End: 8/31./2005

June | 2005

Tue

<4 July LCloze

4 Double-click the date that you need to change (i.e. either schedule or unschedule a
class session) to open the Edit Class Day form.
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ﬁ Edit Class Day /242005

— Clazs iz acheduled on thiz date-

W S cheduled

E di | Cancel Class | Audd

|r'|S|;rL:I;3tDr.

lfl'-.stcur, James |:A:H-ﬁ-5T

Foom Time Lenath

| ER [oe00em [«] [ &0

I Cancel I LCloze

5 Click Cancel Class to cancel the class session or Add to add a class session.

6 Click Save to save the changes.

Copy Class Schedule

Use the Copy Class Schedule batch process to copy all class sections from a source term
to a destination term, or to copy the data from one class section to another class section
within the same term.

To copy an entire term’s class schedule to another term:

1 Select Daily > Academic Records > Copy Class Schedule to open the Copy Class
wizard. In Step 1 the wizard prompts you to select a campus and term whose
schedule you wish to copy. Click Next >,

Copy Class Schedule

Tern [20055 [+] /2005 Surmer =]

[T Only show active terms

Cancel Hach Mest » Einizh

Note: Use the drop-down list to select the Term.
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2 In step 2 of the wizard, select the destination term for the schedule. If required, you
can select a single class section whose detailed information you wish to copy to
another section. Also, select whether you want the Rooms, Wait List Properties,
and other attributes to be copied to the new term’s classes.

Copy Class Schedule

T

" Copy term; 20055

Ta Tem l 005s EH S J
" Copy | E Section
To | Mew Section

Select properties to copy to the new course(z)

[v Roomms v [nlarrn':;?;: V¥ Days [ Instuctor
fait List 3 . : Attendance
v Propaiies [w Hide Faculty W Hide Location v Fuls
W Grade Book W Secandary
Instructars

Cancel ‘ ¢ Back =0 ‘

3 Click Finish to close the wizard.

Once the copy process is completed, verify for each class that the dates, times, locations,
and instructors are valid for the new term or section.

Define Term Registration Groups

The Term Registration Groups batch process allows you to define groups of students for
registration. For example, students can be divided into three groups based on whether
their last name begins with A through H, I through P, and Q through Z. By setting
different registration dates for these groups, you can avoid having all students trying to
register at the same time. Registration groups can also be defined by expected graduation
date, Admissions Representative, etc.

To define a term registration group:

1 Select Daily > Academic Records > Define Term Registration Groups to open
the Registration Groups for Term form.
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m Registration Groups for Term: 2005 Summer (20055)

Select Term

12EIE|5 Sumrmer J

Start Date  |B/2/2005
End Date  |8/31/2005

Internal Regiztration
Start Date | |ﬂ Tirne |

End Date | m Tirne |

Tem [

On-Line Open Registration

Start Date | |ﬂ Time |
End Date | m Tirne |
Cancel | B | Nest | i |

2 Select the term code from the Term drop-down list. You can also click the ellipsis

button ( =l ) to the right of the Term field to view the Term Selection form for
easy term selection.

The start and end dates for the selected term appear in the Start Date and End Date
fields.

3 Enter the dates and times for the start and end of the registration periods for the
selected term into the Start Date and End Date fields in the Internal Registration
fields and/or the On-Line Open Registration ficlds.

4 Click Next to open the Select Registration Group Priority form.

E Registration Groups for Term: 2005 Summer (20055)

Select Registration Group Priority
Registration Groups
Description Pricrity
Eright folks 933
Smart folks oo
’7 Cancel Back Mext
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5 Assign a numeric value from 0 through 999 to prioritize the groups.

6 Click Next to open the Set Registration Group Dates form.

ﬁ Registration Groups for Term: 2005 Summer (20055

Set Registration Group Dates -

Description | Priarity| Internal Start. | OnlLine Start
Smart folks 1
Bright folks -

Internal Registration Group -

Start Date | L] Time |
EndDate | L*] Time |
O e D R
Start Date | L] Time |
EndDate | L*] Time |
i Cancel | Back | ]

7 Modify the start and end dates or times for the registration periods. The start date
must occur on or before the term start date. The end date must occur on or before
the term end date.

8 Click Next to open the View Students in Registration Groups form.

ﬁ Registration Groups for Term: 2005 Summer (20055

Wiew Students |n Begistration Groups

To view the students in a registration group for thiz campus, select the group from the dropdaoswn lizt and click the
‘Refresh’ button,

Smart folks :J Befresh Prrint
Name. Status | Pragram

Edwardz, Carne | Attending Certificate in Faciliies Management
Noles, Joe | &ttending | Cerificate in Facilties Management |
Roberts, Jason | Atending | Distance Education [3303] |
Smith, Jackie | &ttending Certificate in Facilties Management |
Yanhaute, Toni | Atterding | Certificate in Faciities Management

Cancel Back Hest
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9 Select a group from the drop-down list and click Refresh to view the students in
the registration group.

10 Click Next to open the Create Advisement Hold Groups form.

E Registration Groups for Term: 2005 Summer (20055)

Create Advigement Hold Groups

The following Student Groups will be created to control Advizement where Advizement iz required for the
Reqiztration Group. The description may be changed before continuing.

Description
B | 20055: Smart folks

Cancel J Back J -

|

If any registration groups have the Advisement option enabled, this form displays
registration groups that will be on hold until the required advisement is conducted.

11 Click Next to open the Generate Random Passwords form.

H Registration Groups for Term: 2005 Summer {20055)

Generate Random Passwords

The following groups will require passwords for Advigement. Random passwords will be generated for each student
in the group(s] when this wizard iz complete [by clicking the Finish buttan].

I Dézcription

Cancel Back
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If the Password option is enabled, the form displays the registration groups that will
require passwords for advisement.

12 Click Next to open the Send Notification form.

ﬁ Registration Groups for, Term: 2005 Summer {20055]

Send Matification
* Open Registration * (Mo Group)
| Bright falks
| Smart folks

Selectall | Clearal |

I Send Motifications to Students

Activity Template I _'.J
v Send only if nat sent in the pastI 30 days

Cancel J

13 Use the check boxes to enable or disable the notification for each registration
group. Select the activity used to notify the students from the Activity Template
dropdown.

14 Click Finish to save your changes and close the batch process.

Registration Tracks

You can set up an entire track of courses to be used for registration using the Registration
Tracks form. The track will include the class sections that a student will take and the
order in which the student will take them. A school can set up a different registration
track for each start date or for each program version.

To add a registration track:

1 Select Daily > Academic Records > Setup Registration Tracks to open the
Registration Tracks form.
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m Registration Tracks

Description Code Active |
Track 2 _TH2 _Y
Track 3 \TR3 i
Track Program 1 TRACK] i
|| sdd | Edt | Copy | Delete | Disable| Pint | Close |

2 (Click Add to create a new track on the Registration Track form.

ﬁ Registration Track

Code || ¥ Active

Description |

Campus Group 1 E]

Termsl _-:J J
Program | E Add to List

Baszic Selection

Clagz/Section Selection

Select] Term 1 Courze ] Section 1 Dezcription I Ihatructor

Save | Cancel I Llose

3 Enter a Code and Description for the new registration track.

4 Select a Campus Group that will use the registration track.
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Note:

Select one or more Terms that will be included the registration track. Use the
Terms and Program drop-down lists to add scheduled classes to the Class/Section
Selection grid.

Select a Program from which courses will be added to the Class/Section Selection
grid.

Click Add to List. The class sections required by the program in all the selected
terms are added to the Class/Section Selection grid.

To form your registration track, select the courses to be taken by the students in
each term.

Click Save to save the class sections you selected for your registration track.

10 After saving the track, only the courses that were selected will appear in the grid.

More courses can be added to the grid by selecting the program and/or term(s) to
add and then selecting the class sections to add.

It is best to make any additions or changes to the registration track before
registering students in it.

11 Click Close to close the Registration Track form.

Registration

Note:

The CampusVue Registration Wizard makes it easy to register students into classes.

There are two batch registration methods:

Track Registration: The system automatically registers students based on a
configured track setup (see “Registration Tracks” above).

Term Registration: You select a term and class section, and the system displays a
list of the students who have that course in a “Future” status in their Schedule folder.
You then choose which students to register into the class section.

Students can also be individually registered in a class section by selecting the
student and going to View > Academic Records > Schedule, highlighting a
course and then clicking Register.

Track Registration

To register a batch of students in a class section by track:

Select Daily > Academic Records > Registration to open the Registration
Wizard.
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Registration Wizard
Reqgistration Type

1

Track Hegistratior:

Select the type of registration:

Track Registration will allow you to register one or more
students into a predefined track of courses.

I
I I Term Registration will allow you ta register one ar maore
students into a single class section within & specific term.

Term Registration

| Cancel | | |

2 Click Track Registration to open the “By Track” page of the wizard.

Registration Wizard {By Track) - Campus: Campus Management Institute

Track Selection

Code Dezcription
TRALK] Track Program 1

< Back | MNewt »

3 Select the Track for which you want to register students.

4 Click Next > to go to the third page of the registration wizard. This page displays a
list of student groups from which you can choose one or more groups.
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Registration - Track: Track Program 1 - Campus: Campus Management Institute

Student Group Selection

Group Hame -
20065: Smart falks

2008 Smart follkz

AB Group

AB Group

ABaker Leads

ABakers Leads

AckerHold

Active Evening Students

Active Students

Alanz group

AR - Credit Balances

Baker's Bunch

Bunpon's Gang

Corinthian Group

Diopped Students

Fall 2004 Deans List

Fin Mgt Recommended for Suzpenzion A

Select Student Groupls) - Mo selection = select by student Clear Selection

| LCancel | < Back | Newt » | |

5 Select the group(s) to be included in the track registration from the Student Group
Selection list. If you need to select students for registration individually, rather
than by group, click Next >.

To choose more than one group:

e If the groups are listed together, click the first group name, then hold down the
SHIFT key while you click the last group name.

e If'the groups to be selected are not listed together, hold down the CTRL key
while clicking the group names to be included.

*  Click Clear Selection to unselect those groups that have been selected.

6 Click Next > to go to the next page of the wizard.
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Studeist Selection

Select Students to Regizter

Students Selected

Registration - Track: Track Program 1 - Campus: Campus Management Institute

Student M arme SEME Student Mame Erirallment
Acker, Bil Bachelor in General
Ackerman, Ryan Personnel
3 | |Balzley, val Bachelor in General
Grant, Dravid Bachelor in General
Johnzon, John Azzociate in Financial
<« Macia, Maria Crime
Scatt, Randoph Azzociate in Financial
tdare Students
Reaizstration Group:
ﬂ Clear List
| Cancel | < Back | |

If you selected one or more student groups on the previous page, the names of the
students who are being registered in the selected track(s) appear in the Students
Selected grid on the right.

If you chose to select students individually from the list of those eligible for the track,
the students will be listed on the left under Select Students to Register.

* To select a student for registration in the class section, either double-click the
name of the student in the Select Students to Register column or select the

student and click the right arrow button ( ﬂ ). The student's name will be
moved to the Students Selected column.

7 To unselect a student for registration in the class section, either double-click the
name of the student in the Students Selected column, or select the student and

click the left arrow button ( ﬂ ). The student's name will be moved to the Select
Students to Register column.

8 When you have selected the list of students for the class section, click Finish. Click
OK on the confirmation message to acknowledge the message and close the
wizard.

Repeat steps 1 through 9 to register students in another track.

Term Registration

To register a batch of students in a class section by term:

1 Select Daily > Academic Records > Registration to open the Registration
Wizard.
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Registration Wizard

Reqgistration Type

Select the type of registration:

l I Track Registration will allow you to register one or more

students into a predefined track of courses.

Track Hegistratior:

I
I I Term Registration will allow you ta register one ar maore
students into a single class section within & specific term.

Term Registration

o | oo | |

2 Click Term Registration to open the first page of the Term Registration wizard.

Registration Wizard {(By Term]) - Campus: Campus Management Institute

Term/Course Section Selection

Parent Term| E |
Child Term] 1] ]

Select a Course Section

Courze Section Drescription Irstructor Start Date  Delivery Meth

| 3

Select a Course Section offered at anather Campus

Campus Course Section Description In

| 3

Imstruckar | Start Date

Select Enrolments From
* Al Campuszes Selected Campus | EI

< Back | Newt » | |

3 Select the Term for which the students are to be registered. All the course sections
scheduled for the term will be listed in the grid. Columns in the grid include
Course, Section, Description, Instructor, and Start Date. Click on a row in the
grid to view the associated Instructor and Start Date.

CampusVue User Guide: Administering Academic Records 91



Academic Records Daily Menu

Registration Wizard (By Term) - Campus: Campus Management Institute

Term/Courze Section Selection

Parent Term| |E| |
Tern 20065 [=] 2008 Surmer ]

Select a Courze Section

Course Section Dezcription Ingtructor Start Date  Delivery Meth
COmM105 Spreadzheets Beancounter, Des B/1/2006 | Standard clas
ACCTON Accounting 1 Adden, Joy 572006 | Standard clas:
ADM201 Admizzions Procedures tdasity, Anrie 572006 | Standard clas:
ACC208 Accounting 2 Beancounter, Dee 572006 | Standard clas:
FIMN201 Financial Aid Sources Dudley, Charles 572006 | Standard clas:
Comi101 Introduction to PCs Bitfiddler, Sparky 572006 | Standard clas:
ECOZ01 td acro Economics Langston, John 5172006 | Standard clas:
| 3

Imstruckar | Start Date

Select Enrallments Fram

* Al Campuszes Selected Campus | E|

< Back | Newt » | |

The course section list can be sorted by clicking on the column headers. For example,
to see all the course sections for a given instructor, scroll to the right until the
Instructor column header is visible. Click the column header and scroll down the list
until that instructor's courses appear.

4 Select a class section by clicking once on the row containing the class section. The
Class Section drop-down list shows all available scheduled classes for the selected
term.

5 In the Select Enrollments From area, select either All Campuses or a Selected
Campus (select a campus from the drop-down list). Only the students that are
enrolled or active in the selected campus(es) will be eligible for registration. Click
Next > to advance to page two of the wizard.

On page two of the Registration Wizard, the left side of the form contains the names
of the students who are candidates to be registered for the selected course. This list
can be filtered using the fields labeled Shift, Student Group, and Registration
Group.
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Registration - Term: 20065 - Class Section: ACC101 - - Campus: Campus Management Institute

Student Selection

Students Available Students Selectad
Student Mame Campuz  S5MN# Shift = Student Mame Campus  SSN#
Abbatt, Victaria & | CMI 5E9-55-8956 |Day 1
Abel-tcHann, Jacg| Chl BY311-2676 |Day
Ackermnan, Aan b | Chl 705-58-5555 |Day
Adarms, Tiffiny ] 805-58-5555 |Day 5
Adelett, Melinda | ChI H05-58-5555 |Day
Ademaola, Denniz b | Chl 805-58-5555 |Day
Afoutou, Raobin LI 264-44-6677 |Day <«
Agasild, T. Chl 805-55-5555 |Day
Agnew, Jill CHI 805-58-5555 |Day
Ahmeed, Sandra | CMI 805-58-3004 |Day
Alexander, Jane CHl 392-88-4773 |Day
Allen, Alan Chl Day -
<« v
chift |4l Shifts R4
Student Group: |.&IISludent Groups ﬂ
Feq. Group: |,.f_\|| Riegistration Groups ﬂ Max Studentz | 25 8 Registered | 1

Begisterad Students | Cancel | < Back | | |

Click Registered Students to view the list of already-registered students. Students
registered in a dependent course do not add to the count of registered students.

6 To select a student for registration in the class section, select a student name from

NOTE:

¥y
the list on the left and click the right arrow button ( ). The student's name will
be moved to the Students Selected column.

To deselect a student for registration in the class section, select a name from the list

<«
on the right and click the left arrow button (J). The student's name will be moved
to the Students Available column.

You can also double-click a student’s name to move it from one list to the other.

The Max Students box displays the maximum class size as defined in the class
schedule. When the # Registered counter reaches the maximum number of students
allowed in the class section, registration is cut off (selected users may have override
permissions).

When you have finished selecting students for the class, click Finish. Click OK on
the “Registration complete” message to close the form.

You can configure an Overlapping Terms Validation Routine to prevent a student
from being registered in a class section in a term that overlaps a term in which the
student has a course (class section) in a Scheduled, Current, or Completed status.
Attempting to register the student in an overlapping term will generate the error
message “Terms are overlapping. Cannot proceed.” Navigate to Setup > Campus
Locations > Add/Edit > Academic Records tab; check the “Prevent Registration in
Overlapping Terms (Manual Registration Only)” checkbox to activate this feature.
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Registration Validation

Term Registration checks for the following five potential conflicts in the registration
process.

1

Maximum Students in Class: CampusVue checks the number of students
registered for the class against the maximum allowed in the class. If the system
detects that the maximum number of students allowed in the class section has been
exceeded, it will not allow students to be registered. Adjustments to maximum
students can be made from the Daily > Academic Records > Schedule Classes
menu option.

Prerequisites: If a student has not taken a required prerequisite course, a message
will appear, depending on whether permission is granted to override the
prerequisite requirement.

Currently Taking: If the student is already registered for the class, a message will
appear indicating that the student cannot be registered again.

Already Taken: If the student has already taken the course, a message will appear
asking if this class should be registered again as a retake.

Contflicts: If the class being scheduled meets on the same day and time as another
class that is already on the student's schedule, CampusVue will display the
conflicting course(s). If you have the necessary authority, a message will ask if you
want to override the conflict. If you do not have the authority to override the
conflict, the current registration will be disallowed.

Registration Bill

This wizard helps you gather input and produce either student bills or a summary report.

To run the Registration Bill wizard:

1

Select Daily > Academic Records > Registration Bill to open the Registration
Bill Wizard.

Step 1 of 4: Select Population
Single Student

Batch

Biling Terms | ﬂ J
Student Group | EI
Program ‘ersion | ﬂ J
Student Start D ate | |L| la | |L|
Status | @[] Active | Selectal
+--- [ Applicant Processing
+--- [ Enroliment Clear &l
+--- ] Graduate - Placement
+--[1InSchool - Placement ﬂ
Cancel | Mext »> | |
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Use the multi-select control to select Billing Terms, Student Group, Program
Version, and Student Start Date(s).

Select the student’s statuses using the tree-view control. If you choose to search for
a single student, then the other controls for batch selection will be disabled when
the search form is closed.

Click Next >> to go to Step 2 of the Registration Summary by Term Wizard.

Registration Summanry by Term

Step 2 of 4: Select Print Options

10 ta Print i Frint:
¢ 55N fv Owerall Student Balance [ Student Address
™ Student D [v Enrallment Information
¥ Student Class Schedule
™ Enroliment Murmber [ EapriertDus Diate :
™ Maone v Add/Diop Date v
Statement Comment
Registration Comment

Cancel ‘ << Back ‘

5 Choose the ID to print on the Student Bill. Use the check-box controls to select

whether to include or exclude the choices shown. The Print Student Schedule on
Bill option is visible only if a single term has been selected. Text boxes are
provided for Statement and Registration comments to print on the student bill (do
not use special characters like & and < in your comments). These fields are
defaulted using the defaults on the campus you are logged into. If you check the
Print Payment Due Date, then you will be required to enter a date. This date is
printed on each bill. The Add/Drop Date defaults to the add/drop date for the term
if a single term is selected.

6 Click Next >> to go to Step 3 of the Registration Summary by Term Wizard.

Registration Summary by Term

Step 3 of 4: Select Print Options
Expected Funding
Aid Status to Include

o~ . .

Do Mot Print Expected Funding [ Extinatad
" Print ALL expected funding v Pending

. ) - v Approved
™ Print Expected funding trough specified term |
LCancel << Back THent 55
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7 The Billing Information group determines the charges source. Aid Status to
Include is determined by the check boxes in this group. If you select Print
Expected funding through specified term, you can specify only one term.
CampusVue gathers disbursements that have an expected date on or before the end
date of the term selected.

8 Click Next >> to go to Step 4 of the Registration Summary by Term Wizard.

Registration Summary by Term

Step 4 of 4: Students Selected

Student S5M Program Version Term Charges ~
Abbott, Yictoria & 563-55-8956 | Bach. of General 20045 £.000.0C
Aherdoon, Craig E 236-01-0009 | Aszsociate in Financial | 20045 £,000.00
Adamek, Splvia A05-58-5555 | Credit Associate in 20045 £,000.00
Adamsz, Jodi A05-53-A855 | Azzociate in Financial | 20045 £.000.00
8| Adamns, K.ameko kM A05-53-5855 | Bach. of General 20045 £.000.00
Adamsz, Samuel 264-44-BE656 | Bach. of General 20045 £.000.00
? Adans, Tiffiny A05-58-5655 | Bach. of General 20045 £,000.00
y Adoock., Jeff A05-53-A855 | Azzociate in Financial | 20045 £.000.00
M| Addizon, Gina A05-53-5555 | Bach. of General 20045 £.000.00
Ademola, Denniz b | B05-53-5855 | Credit Associate in 20045 £.000.00
| Afautou, Bobin 264-44-6677 | Credit Associate in 20045 £.000.0C

M larria
<7

F3A1.4RFR

Cradit &ermmista i

Cancel ‘ << Back I

2004

|

Ennnnr
3

FPrint Registration Bills ._

Eirish |

9 A summary grid shows the students who match your selection criteria from Step 1.

You can choose to print a summary and/or bills. The Finish and Cancel buttons
confirm that you want to close the form. The charges column lists the

Actual/Expected charges calculated for each student for the term(s) specified.

Attendance

CampusVue provides many process efficiencies in the area of recording attendance. Your

institution can enable instructors to post attendance directly to CampusVue via a Web

interface, or you may print rosters from which to post attendance within CampusVue by
following the steps given below.

Rosters

Rosters provide instructors with a convenient form for taking attendance in their class

sections. Use the Attendance Roster wizard to select a group of class sections for which

to print rosters. Each roster will have a grid for recording attendance for up to ten class

meetings. The instructor can indicate a student's attendance for each class meeting.

To print Attendance Rosters for class sections:

1 Select Daily > Academic Records > Attendance > Rosters to open the
Attendance Roster wizard.
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=1:>% } - Attendance Selection

Campus 1Eampus kM anagement Institute

Din5e B[] 2005 Surmmer 2
Instiuctor | EJ
Shift | El
Course | [l
Sestion|

DateHange{Sf"l.f?DDE |LJ ta ] m

“~ | Mote: Maximum of 10 class meetings can be listed on the roster report.

Cancel I ¢ Bacl 1 Hest > I

2 Select the Term (required).

3 Optionally, select an Instructor, Shift, Course, or Section. If you do not make
selections in these fields, rosters will be printed for all courses.

4 Select or enter a Date Range (required). As rosters are typically printed a week at
a time, the first field by default shows the beginning day of the week. The program
defaults to the closest Monday to the current system date.

5 Click Next > to move to the next step of the wizard.

ﬁ Attendance Roster El

- Student Selection And Sorting

-]

Student (D ta Print §
[ Include Dropped Students
[ Include LOA Students
I Include rosters for unscheduled sections?
[~ Print Cross-isted course sections?
- Sort Rosters
= Sort By Instructor
" Sort By Boom

Cancel I < Back ] MHegt s Freview Close

6 Select the type of Student ID to Print (required).
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7 Enable or disable the options to Include Dropped Students, Include LOA
Students, Include rosters for unscheduled sections, and Print Cross-listed

course sections.

8 Select a Sort Roster option (required): either Sort By Instructor or Sort By

Room.

9 Click Finish to preview the roster. The sample below shows one week (Aug 1-7) of
a class that meets twice weekly.

I Y e, o ol

(LA ESE DUTRE 00 Ak T
Adm FIST "ATOR

€ s P vl b

i
TN
]

T
BAENE Fhimwy 13 Rlig:

LA PR [ P HCEH P L

Somm FY L E Rl

ArcnrHag .

e fgge | Gl

Seww QUSRS - A 200E vearm Znae SESF ERahr

e e
e ey M gy CH T TR
T P2a bt LT
o

v

bbec Mz & n  — |
5 ELI S T usilta

e faagnmeen F FAL 1
ad Lol AT B T ARETA :l_l
L, B a I
il LA LRdE —
ket clare *

teals Py oA Bt :I_I
P T ) [ —
Hou 1] =ALAIRMI L0ch

gL HeatRr T T 1

L] rERIRE ARG :I_

10 View or print the rosters as required. Close the Report Viewer to complete the
Attendance Roster procedure.

Record Attendance

The Record Attendance option provides a tool for recording daily attendance in class
sections. You can choose the term, class section, and date range for the attendance to be
posted. The attendance that you enter will be determined by the Attendance Type
selected in the Class Schedule form.

To record class section attendance:

1 Select Daily > Academic Records > Attendance > Record Attendance to open
the Attendance Recording form.
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E Attendance Recording g|
20055 B |2D|35 Surnrner _I W Only show active term
Courge/Section I | | __J
Instructor ]

Datesl u to I LL]

E| Save Cancel Close

2 Select a Term code from the drop-down list to display the related description.

3 Click the ellipsis button (J) to select a course and section, and then click OK.
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ﬁ Attendance Recording

Term |2EIEIES E |2DEIE Sumnrner _] W Orly show active term
Course/Section I | J
Course | Section | Descrption Instractar | Start
ACCTOT Accounting 1 : B2 2005
ACC1O m Accounting 1 | Adden, Joy | B/242005
ACC1O (M | Accounting 1 B aker. Able B/6/2005
ACCIM | Accounting 1 (Agtar, James | E/2/2005
ACC203 ) |Accounting 2 | Beasley, Des B/2/2005
ACC301 il | Cost Accounting Teacher, Arthur | B/6/2005
AbMz | Admissions Procedures | Mosely anne | B/2/2005
AD401 |02 Administrative Skills 1 |Baker, sble |BA6/2005
ADM40Z | Administrative Skills 2 Bellows, Albert | B/2/2005
ADM405 |05 | Institutional D esign Project | Teacher, Arthur | BAB/2005
ARTI0T | | &t and Graphics in Educati Bucksley, [va B/2/2005
Comim | Intraduction to PCe |Bittler, S andy | B/2/42005
COM105 ] | Spreadsheets |Beaszley, Dee 6/2/2005
ECO201 il | Macro Economics Teacher, Arthur | B/6/2005
ECO201 [ Macro Economics Langston. John | 6/2/2005
ECO3MT . Micra Economics \Beasley. De= | 6/2/2005
ENGIOT | |Business Engiish | Teacher, Athur | 6/2/2005
FIM201 | | Financial Aid Sources |Dudley, Charles | B/2/2005
[ Only show active courses k.

4 Seclect a date range for recording attendance. Note that the first field of the date
range defaults to the earliest date for which attendance has not been entered, and
the second date field defaults to one week later. You can change the date range as
required; for example, you can go back, if necessary, to earlier dates in order to
post changes to previously recorded attendance — unless, of course the term has
been closed. Enter the dates in the date range for which attendance is to be posted.

Note: Do not include dates for which attendance is not required or prepared to
be recorded. Depending on the Attendance Type, the system may
automatically post time present or absent based on empty cells.

5 Click Build List to view a grid for recording attendance.
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m Attendance Recording E|
Tem IEDDES |Z| ]2005 Sumnner J v Only show active term
Course/Section [ACCTD1 [ [Bccounting T [
Instructor IJD}' Adden BA2/2005 to 843142005 Calendar

Dates [EA3/2005 [ ¥ to 6472005 [*]

Enter Time Abzent

Student Mame Statuz | Man Wied -
Jun 13 Jun1b
07304 [ OF: 304k =

b |Abbatt, Karen & | A
Abel-McHann, Jac | ATT
Adarmnz, Tiffirw B
Adeleth, Melinda | A
Agazid, T. ATT
Anderzon, Charles [ATT
Best, Barbara POTGR

Conklin, Art POTGR

Done, Jane ATT

Lynn, Todd aTT

Odorn, Debbie ATT -

E] Save ‘ Cancel Cloze |

Each row in the grid contains a student’s name, the student's status in the class, and a
cell for each meeting in the date range. Holidays are not included.

Note: CampusVue does not include holidays in actual school days since there are
no class meetings; therefore, students do not get credit for attending
classes, and there is no expectation for attendance to be posted. One
extra row appears at the bottom for technical reasons.

6 Enter the time absent, time present, or units for each date for each student as
indicated under the date range

e Enter an A (upper- or lower-case), if the student was absent and CampusVue will
convert it to the number of minutes scheduled for the class.

* Enter a P (upper- or lower-case) if the student was present for the entire class
period, and CampusVue will credit the student with being present for the number
of minutes scheduled for the class period.

*  Alternatively, you can enter the number of minutes scheduled for the class.

* Ifastudent has an excused absence, enter an E (upper or lower case) to record an
excused absence for the scheduled time of the class.

* Torecord a "tardy" in the "Time Absent" scenario, simply enter the number of
minutes that the student missed. In other words, if the student was 15 minutes
late to class, enter 15.
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Attendance is always posted in the time variable configured in the scheduling of each
individual class.

7 Click Save to save the posted attendance data.

Note: If all students were present in a class section, you still need to open the
Attendance Recording form and click Save to record the attendance.

Attendance for a selected class section can also be posted by going to Daily > Academic
Records > Schedule Classes > Attendance.

Record Attendance Dates

If your school does not keep attendance records for each meeting of a class section, you
can use the Record Attendance Dates form to record the students' enrollment status,
actual start date in the class section, and the Last Date of Attendance (LDA) in the class
section.

To record attendance dates for a class section in which no regular attendance is
posted:

1 Select Daily > Academic Records > Attendance > Record Attendance Dates to
open the Record Attendance Dates form.

E Record Aitendance Dates @

o] l =¥ e
C LSt [ Only sh
oursesSection | IE“ | au;]ti-: o
Instructar | Build List COUTSEs
. Student ] Enrollment Status |.-'-‘u:tua| Start Date J LD, ]
| BTl | Cloze

2 Select the Term for which attendance dates are to be recorded.
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3 Select a class section for which attendance dates are to be recorded. The form

displays the course description and the instructor's name for the class section.

E Record Attendance Dates

4 Click Build List to display the student roster grid for the class section.

Tem [13935 .| Only show
| IEI | J achyve terms
Courss/Section [ACC07 Eh [bccounting 1 [ Only show
active
Instiucter [Dee Beasley Build List ki
Student Enrollment Status | Actual Start Date | LDA
b | Baltzley, v alerie LOA | 5/3/1999 7/9/1999
Broward, Alan T SPH 5/3/1999 79,1999
Brown, Ann A 5/3/1999 79,1999
Save Cancel Cloze

5 Enter the Enrollment Status, Actual Start Date, and LDA for each student.
6 Click Save to save the data.

7 Click Close to close the form.

Grade Book

Note:

You can use the Grade Book form to post lessons and exam grades for a class section. If
the courses are planned and set up with distinct components such as lessons, book
reports, exams, and so on, the Grade Book lets you track the students' progress. The form
is laid out in a spreadsheet format with the lesson/exam codes across the columns and the
students in the rows.

To navigate around the Grade Book grid, use the ARROW keys to move from
one cell to another and the ENTER key to edit the grade. Press the TAB key to
exit from the grid.
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To post lesson and exam grades using the grade book:

1 Select Daily > Academic Records > Grade Book to open the Grade Book form.

ﬁ Grade Book EI

E |2DDE Surmmer J [~ Only shaw active terms
Eoursex’Sectioni E | [~ Only shaw active courses
Inztructar l— Build Ligt
A | 8 [ ¢ [ o T e 1T fF 1T & | w T 1 =
1 ]
2
3
4
H]
b
Fi
8
)
10
11
12
13
14
15
16
17
18 >
| o[ |
e | AMCE | Cloze |

2 Select the Term for which lesson or exam grades are to be posted, and the term

description appears. You can also click the ellipsis button (J) on the right of the
Term field to view the Term Selection form for easy term selection.

3 Select the class section for which lesson or exam grades are to be posted. The class
section description, Instructor name, and begin/end dates appear in the form.

4 Click Build List. The spreadsheet will display the lessons and exams (as column
headers), students (as row headers), and any previously posted grades in the grid.
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E Grade Book E|

Term i'l 939 B ]1 933 Winter __J [ Only show active terms
Course/Section iENG1 o B ]1 jBusiness Englizh [ Only show active courses
Imstructar i.-’-‘«lbert Bellows 1/4/1999 to 4416/1999

| Acker. Bill
Ackerman, Byan A
Brown. Ann
Smith. John
Smith, John A L4
Smith, John A A
Snacker. Peabody A GRAD

bl
4 v

Sawe l Cancel J LCloze ‘

5 Enter the grades for lessons and exams by clicking a cell and typing the grade.
6 Double-click a row to open that student's Student Master form.

7 Click Save to save the grades you have posted.

Midterm Grades
You can post midterm grades for a student using the Midterm Grade Recording form.
To post midterm grades:

1 Select Daily >Academic Record > Midterm Grade to open the Midterm Grade
Recording form.
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ﬁ Midterm Grade Recording

Term m IEI 12005 Sunrnar J W Only zhow active terms
Course 1 EI | W Only show active courses
Ingtructor

¥ Include Students with Grades Fosted

W Include Dropped Students Build List ilter By ; I B

Posted/Unposted Midterm Grades T 5 LCloze

2 Select the Term for which midterm grades are to be posted.

3 Select the class section for which the midterm grades are to be posted. The course
instructor’s name appears.

4 Click Build List.

5 Select the student from the Student Name list and post numeric and letter grades
for the students in the Numeric Grade and/or Letter Grade columns.

6 Click Posted/Unposted Midterm Grades to open the Report Selection form that
will lead to a report in which you can view the number of posted and unposted
midterm grades for a particular course.

7 Select Yes, No, or Both from the Grade Posted drop-down list to view
posted/unposted grades or both types of grades.
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8 Click Preview to view the Posted/Unposted Midterm Grades report.
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9 Click Save on the Midterm Grade Recording form to save the midterm grades you
posted.

Final Grades

Final grades for class sections can be batch-posted using the Final Grade Recording form.
Alternatively, final grades for an individual student can be posted using the student’s
Final Grades folder (View > Academic Records > Final Grades).

To post final grades for a class section:

1 Select Daily > Academic Records > Final Grades to open the Final Grade
Recording form.

2 Select the Term for which grades are to be posted.
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ﬁ Final Grade Recording

Terr |EENE

|E| |2UUE Summer J vV Only show active terms
Course | E| | | M Only show active courses

Staff Member

W Include Students with Grades Posted

W Include Dropped Students Buaild List i : B

Unposted Grades L E 5 Cloze

3

Select the Class Section for which grades are to be posted. The class section
description, instructor's name, and beginning and ending dates appear.

If you need to see which final grades have already been posted, enable the Include
Students with Grades Posted check box. The default is to show all students.
Disable the check box to see only those students who have not had grades posted.

Click Build List. A grid opens with columns labeled Student Name, Status, Class
Status, Numeric Grade, Letter Grade, Speed, and Grade Comments.

Student Name: list is controlled by your check-box choices.

Note: The form allows you to size the Student Name column (and other
columns) to accommodate long entries.

Status: the student’s present school status from the Student Master form.

Class Status: the student’s present course status — current, scheduled, drop,
cancel, or complete.

Numeric Grade: the numeric grade awarded the student whose name appears on
the row. If your institution does not award numeric grades, this cell is blank.

Letter Grade: the letter grade awarded the student whose name appears on the
row. If a numeric grade has been entered, it will be converted to a letter grade
according to the grading scale associated with the student’s program version.

Speed: This field is a free-text numeric field used to record such data as typing or
transcription speed.

Grade Comments: Displays instructor comments or other information regarding
a student's grade.
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ﬁ Final Grade Recording

_] Ird Only zhow active terms

v Include Dropped Students

v Inchude Students with Grades Fosted

Term |2DDES El |2DDE Surmrner
Course P«CC‘I m El M |Accounting'|
Staff Member |&ble Baker B/E/2005 to 8/31/2005

W Only show active courses

-]

Unposted Grades

Save

Student Mame Statuz | Claszs Mumneric | Letter Speed | Grade Comments
Status Grade | Grade
b |Jones, Mike E FOTGR! Dropped WF
[«] | i

Cancel

LCloze

6 Enter the Numeric Grade and/or Letter Grade for each student on the roster.
Letter grades can be typed into the cell, or selected from the list box that appears
when the insertion point is in a letter grade cell. Letter Grades will be converted
to upper case during data entry. It is not necessary to enter grades for all students in
the same session; it is possible to close the grading form and come back at a later
date with more grades or with changes.

7 Enter Speed if this parameter is appropriate for the class.

8 Enter Grade Comments as needed.

Note: Grade comments print directly on the student’s transcript.

9 Click Save to save the entries.

Once you have saved the final grades, the Date Grade Posted field is updated with the
final grades for students. This date indicates the actual system date that the grade letter

was recorded. This date is used to produce grade reports.

The Date Completed field will be updated with the end date for the course.

Honors and Commments

This option is used to assign honors to a student or a group of students. You can select
the student or the group of students, the term, and the honor to be awarded. The Term
Summary Information (View > Academic Records > Enrollment > Term Summary) is

updated for each student selected.
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An easy way to create an Honors group based on GPA is to run the GPA Average Range
report and save the results as a group. For example, save the students with GPAs of 3.5 or
higher as “Fall 2004 Deans List.” If you are assigning honors to a student group, be sure
to update the list of students in the group before executing this procedure.

To post Honors:

1  Select Daily > Academic Records > Honors and Comments to open the Honors
and Comments wizard.

m Honors and Comments |

Selection Criteria

Search
Erroll 1D | E

Student Group ] E|

Tem I E J Leave term blank to add

Hanars for enrallment.

Bl

Honors / Comment Azzignment

Honor Code | LJ _]

Termn
Comments

Cancel | Back | Mewt> | rish |

2 Select the Student or Student Group to whom honors are being assigned. If
necessary, click Search to find a student. If you use the search tool, double-click a
student name in the search results to insert that student's name in the Student field.

3 Select the Term for which the honors are being assigned.
4 Select the Honor Code.
5 Enter Term Comments, if required.

6 Click Next to go to the second page of the wizard.
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E Honaors and Comments E|
i ! Students zelected
Student Mame Pragram Version | Term Honors Carmment
Acker, Bill [RE L2055 |Ermor Mo dchraty in T em AR
Ackemman, Ryan | MAA | 20055 |Ermo! Mo Activity in Tern | N/A
Baltzlen, /al M4 | 20055 [Enorl Mo Activity in Teim | N/A
Grant, David |HAA | 20055 | Errorl Mo Sctivity in Temm [N/A
Johnson, John ik 2 | 20055 | Ermort Mo ctivity in Term [HAA
Macia, Maria |HAS | 20055 | Ermorl Mo Activity in Term | N
Scott, Randoph M 200585 Errof Mo Activity in Term | N2
| ’
Murrber of enraliments being effected :0 Delete Student
LCancel | < Back ‘ Mt | Finigh J

7 Review the list of students. If necessary, deselect students by highlighting a name
and clicking Delete Student to remove them from the list.

8 Click Finish to process the assignment of honors to the selected students and close
the form.

Scanning Services

Scanning Services provides daily scanning procedures include printing of attendance and
final grade forms, scanning of marked forms, and roster maintenance. This option is only
available for use if you use scanning services, such as SCANTRON®.

To use Scanning Services:

1 Select Daily > Academic Records > Scanning Services to open the Scanning
Services form.

Select the Print Rosters tab to print rosters for final grades, midterm grades, or
attendance.

You should preprint SCANTRON® forms for the rosters to be printed. While it is
possible to print the rosters on plain paper for test purposes, plain paper rosters
cannot be scanned by the ScanMark™ optical mark reader (OMR). Note that it is not
necessary to have an OMR connected to your PC to print the rosters. They are printed
on your default report printer.
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Scanning Services

T Scan Rozters T Floster Maintenance

Attendance Roster

Select Roster Type
Final Grades  ** Attendance

Campus ]Campus Management nstitute

Tern [20055 [+] 2005 Summer B

Teacher I E |
Shift [<]]

Course | EI Section

| mess> | con | Canesl |

2 Select the Scan Rosters tab to scan either Final Grades rosters or Attendance
rosters.

Scanning Services

Print Rosters T T Foster Maintenance
Mumber of Forms far Scanning
Scan Grades Scan Attendance
Cloze

3 Select the Roster Maintenance tab to add students to a previously printed roster.

This form allows the class section instructor to "write in" a new student at the
bottom of a previously printed roster.
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Scanning Services

Frint Rosters

[

Scan Rosters T

Mew Students not on Rozter

Student Name: Enmll #

)

Raster ID | Get Roster

Students on Roster

Roszter Maintenance

Dates Proceszed

Student Mame Eniall #

Dates

Cloze

Instructor Maintenance

The Instructor Maintenance form enables staff members at campus levels to add new

instructors and update information for existing staff members.

ﬁ Instructor Maintenance

Last Name | First Mame |Uszer 1D

Astar |James |AST i

Baker |Able |ABAKER Y 141/3333 |
Barton | Charity [BAR Y |B/26/2003 |
Barton | Paul |PEUNYON i 1/1/9939
Beasley \Dee |BEA i 1143333 |
Bellows Albert |BEL [ [1/1/9393 |
Bittler |Sandy \BIT B 1/1/3333
Borzone Lucy |EOR 1Y 1141/3333
Brazzi | Roberto |BRA i 1/1/3333
Bucksley [lva |BUC It 114149333
Dudley |Charles |DUD [ 1/1/3333

Fiox | Whithey |FO ¥ 1143339
Joyce dim |dd Y [1/1/9333 |
Langston |dobn |LAN v [141/9393 |
Mackay |Clarence |MAC | 1143333
Mellon | Aurthuar |MEL Bkt | 74972003
Mosely |Bnne |MOS 1T 14143333
Smith | Ragquel |RAQ Y 7/9/2003

| Teacher | At TEACH hd 14149939

‘ Add Edit Dizable v Only Show Active Cloze

CampusVue User Guide: Administering Academic Records

113



Academic Records Daily Menu

Status Change

CampusVue allows you to change the status of a single student (described here) or a
group of students (for example, pending graduates — see Batch Status Change below).

To change the status of an individual student:

1 Select Daily > Academic Records > Status Change to open the Enrollment Status
Change form.

ﬁ Enrollment Status Change

Student | Search

E nrallment |

Current Statuz |

Mew Status 1

KR EN Elt

Comment |

Cancel Cloze

2 Select or find the Student whose status is to be changed.

3 Select the Enrollment in which the student's status is to be changed, and the
student's Current Status appears.

4 Select the New Status for the student from the drop-down list.

You can only change the status to one of the statuses available in the drop-down list.
This list is controlled by the policies of acceptable status changes within your
institution.

5 Select a Reason from the drop-down list.
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ﬁ status Change for: Abbott, Karen - 194 E|
Student lfﬁ.l:ul:u:utt, F.arer - 194 E Search
E nrallment |Ban:h. of General M anagement EI

Current Status |.-’-\.I:ti'-.fe

Mew Status |F'ru:u|:uati|:|n E|
Reason | B
) Description | Code
B .ﬁ.cademic F'ru:ul:uat!-:un 1 |PROEN
Acadernic Probation 2 |PROB2
Academic Grades |GRAD

Alttendance |ATT
Irmproper Behavior BEH

Effective Date 15 rcoon |

Save Cancel Cloze

The Reason field is initially disabled, but may be activated if the New Status
selected requires a reason to be entered. If so, the background color of the Reason
field will change to green. If no reason is required, the Reason field will remain
disabled.

6 Enter any Comments necessary to explain the change of status.

7 Click OK to save the status change. Click OK on the confirmation message to
acknowledge the message and close the form.

Batch Status Change

You can use the Batch Status Change form to change the school status for multiple
students who share a common current school status and need to be moved to a common
“new” school status.

You can also perform a status change on a student group. CampusVue includes logic to
check for hold codes, verify status change rules, and create exception reports for students
in the group who do not meet the conditions required for the selected status change.
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To change the status for multiple students:

1 Select Daily > Academic Records > Batch Status Change to open the Batch
Status Change form.

ﬁ Batch Status Change

Campuis |Eampu& Management [nstitute

Program || E
Start Date m to | |_ﬂ

|

Completion Date | Iﬂ to | Lj
|
|

Student Groups

Current Status

Mew Status |

Comments

Hest » avE | Cancel Cloze

2 The default Campus appears in the form. To change the Campus, you must
change the campus session default.

3 Select the Program code (required), Date Fields (optional), Current Status
(required), Student Group (optional) and New Status (required). Depending upon
the selections, the Reason and Date fields may also be required in order to move to
the next screen. You can also record Comments to explain why this status change
is being made.

4 Click Next. CampusVue checks for hold codes, verifies status change rules, and
displays a list of students who meet the conditions required for the selected status
change.
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ﬁ Batch Status Change

Selected Enrollments

Student M ame Start Date Grad Date # Daps Last Chng | Omit? | &)
B | &bbaott, Karen 1/7/2002 12423/2003 2] T | ]

Adamsz, Kameko 547200 8/25/2003 A T

Adarnz, Sarmuel a/23/2004 A0 T

Adamg, Tiffirg 1/7/2002 12412/2003 a0 T

Addizon, Gina 5/7/200 1141/2007 18|

Adeletti, Melinda 1/3/2005 124242003 a0 T

Ahmeed, Sandra 1/7/2002 12412/2003 A0 T

Alfana, Debbie B/7/2000 Bl22f2003 2 T

Babe, Jeanette 9/8/1999 4/25,/2002 21 T

EBaig. Saba 1/25/2000 1/26,/2000 1579 T

Baltzley, Wal 9/8/1399 543172002 2 T

B aught, Jeff 5/7/200 1245/2003 2 T

Bell, yvette 5/6/2002 12423/2003 2 I i

I Tl M0 o0 A0 0 MA000 ad —

Brint

Save ‘ Cancel | Cloze |

Click Print to open the Report Selection form, and then click the Print Preview
button to view the list of students affected by the status change.

Enable the corresponding check-box in the Omit column to abort the status change
for a student.

Click Save to save the status changes. A message will appear if any of the student
statuses cannot be changed.

A confirmation message appears when the status change process is complete. Click
OK to acknowledge the confirmation.

Close/Reopen Term

You can use the Close/Reopen Term function to close terms after all attendance and
final grades have been entered. A closed term’s data cannot be changed without the
proper authorization.

To close an open term:

1

Select Daily > Academic Records > Close/Reopen Terms to open the
Close/Reopen Term form.

Select the term(s) to close and then click Save. The terms are now closed and no
administrative changes can be made to the terms.

To reopen a term, select the term and then click Reopen Terms/
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E Close/Reopen Term

Campus Campusz Management [nstitite

B [~ Al Campuses

Term Dates I |L| Tao | |L] Refrezh

Cloze Terms
]Terms to Close
Feopen Terms |

I 2006F 2006 Fal ~
20085 2008 Surnmer
20064 2008 Winter
2005F 2005 Fall
20085 2005 Surnmer
MaAYMOD kay Maod
Akd - April kod
APRILMOD April bad
2005w 2005 Winter
bkl M arch bMod
2004F 2004 Fall
20045 2004 Surnnmer
2004w 2004 Winter
2003F 2003 Fall
20035 2003 Surnmer
2003w 2003 Winter
2002F 2002 Fall
20025 2002 Surnmer
2002%¢ 2002 Winter
2001F 2007 Fall

MOS M Sorarnar Chdl

Save | Cancel I LCloze

Population Analysis/IPEDS Enrollment Survey

The Population Analysis supports the IPEDS Fall Enrollment Survey report as well as
many accrediting agency reports. The format for this report is called a “cube” report.

The cube report format permits you to manipulate the rows and columns, preview and
print the data in spreadsheet format, create and print a graph, export the data to Excel, or
save the results to a file. The cube report opens with one row for each program version in
the school. For each program version, there are columns for beginning population, new
starts, re-entry students, transfers in, transfers out, incompletes, drops, completes,
Standard Period of Non-Enrollment (SPN), graduates, and ending population. Additional
variables include campus, student status, shift, lead source, admissions rep code, student
name, SSN, ethnic code, gender, zip code, enrollment status, grade level, degree, and age
bracket.
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To run the Population Analysis cube report:

1

Select Daily > Academic Records > Population Analysis/IPEDS Enrollment
Survey to open the Population Analysis form.

ﬁ Population Analysis

Law Dateil :l
High Datei :l

Campliz Grnupj E1

Pragram Group | j J

[ Include MDS Statuzes
[~ Use Date Added

Dizplay Cloze

Enter the Low Date, High Date, Campus Group, and Program Group for which
to run the analysis. Enable other check-boxes as required.

Click Display to run the Population Analysis cube report. When the calculations
are finished, the cube report appears.

B8 Population Analysis - 47172005 to 8/1/2005  All Campuses (=3

_ﬂ_J_!J E@-ﬂ W Show Totals
Py =

1:[* [Reason C ijuszrzlv—fl— Shift [ |LeadS: ur-—l— RepCs :Iv—r hlu

128 12 =
3903 | 2
A5FIN | 46 4 5
B 1
CFA 2
CFAL | 10
CIBA | 2
CREDIT a0 1 1
CRIME 4
GENOT | 10
GEMEA | 41 1 1 1 1
GEMBS 4
GEMBS1 1
PITCH I 4
Total 190, 3 1 1 4
< | jf‘

The available variables in the cube report include Campus, Status (of student in
school), Age Bracket, Shift, Lead Source, Rep Code, Student Name, SSN, Race

CampusVue User Guide: Administering Academic Records 119



Academic Records Daily Menu

Code, Gender, State, Zip, Grade Level Code, Degree Code, Program Version,
and Enrollment Status.

4 Click Preview to view a preview of the spreadsheet report with the data from the
cube report. The report can be formatted to a limited extent and printed.

5 Click Excel to transfer the data to an Excel spreadsheet.

6 Click Save to save a copy of the Population Analysis data. A confirmation message
shows the name and location of the saved cube file.

7 Enable or disable Show Totals as required.
8 Click Exit to close the Population Analysis Cube.

9 Click Close to close the selection form.

IPEDS-Completions Survey

This IPEDS-Completions Survey cube report provides information to help you complete
the IPEDS-C Form.

To run the IPEDS Completions Survey cube report:

1 Select Daily > Academic Records > IPEDS-Completions Survey to open the
IPEDS-Completions Survey form.

ﬁ IPEDS-Completions Survey

Law Date“ v
High Datei -r_J

Campusz Grnup] E

Frogram Group | ﬂJ

Dizplay LCloze

2 Select the Low Date and High Date. The date range is "Enrolled As Of Date
Range" similar to that on the population analysis.

3  Select the Campus Group for which to run the report.

4 Click Display to open the cube report.
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ﬁ IPEDS -Completions Survey 12/1/2004 to 8/1/2005 All Campuses

Bl = il—" [ Show Toatals
[5 a [ |Ethnicity [ |Gender [

Cam de

Prw =

Educ [« [5tartD ate [+ |GradD ate

e o]

The available data variables for this cube report are Student Name, SSN, Campus
Code, Ethnicity, Gender, Grad Date, and Degree.

Arrange the data elements on the horizontal and vertical axes of the grid as required
to obtain the analysis of the data.

5 Click Close to close the report.

6 Click Clese to close the IPEDS Completions Survey form.

Satisfactory Academic Progress (SAP)

The SAP wizard calculates satisfactory academic progress based on tables that are
configured at Lists > Academic Records > SAP. You can calculate SAP manually at
any time, or configure it to run automatically. The process updates the records of the
affected students with the results of the latest calculation, and can be configured to
change students’ statuses, e.g., to Probation or Recommend Suspension. The SAP
indicator for a selected student can be seen at View > Academic Records > Enrollment
> Progress tab.

SAP can be configured to run automatically after the end of a term and be repeated for a
specific length of time after the term without any intervention from users. You can
configure SAP to exclude certain SAP statuses from both manual and automatic
processing.

Individual campuses can limit the period after a term during which automated or manual
SAP processing may occur. The campus setting may be overridden for specific terms.
Specific users may be given authority to perform manual SAP processing outside of the
defined SAP processing period.
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To calculate SAP on demand:

1 Select Daily > Academic Records > Satisfactory Academic Progress to open the
SAP wizard.

ﬁ Satisfactory Academic Progress Calculation

Student zelection criteria

Single || Search |

Gmupl |;I Campus: IEampus tanagement Institute

@ Temm Bazed ' Cumulative

¥ Only show active terms

Term:l j_l
Termn Sequence Range Flom:l Ta I
Shitt. | -]

" Out of School Date Range

| ET =]

LCancel | Next » Eirnzh

SAP wizard calculates SAP for students in the Active status category in the default
campus.

2 If you are calculating SAP for an individual student, click Search to find the
student and automatically populate the Single field.

If you are calculating SAP for a specific group of students, select the group from
the Group drop-down list.

3 Select if the calculation is to be based on terms (enable the Term Based radio
button) or cumulative (enable the Cumulative radio button).

4 Select the Term(s) for which you need to calculate SAP or enter a Term Sequence
Range. Enable or disable Only show active terms as you require.

5 Select the Shift for which SAP is to be calculated. If you do not select a shift, all
shifts will be calculated.

6 Select the beginning date and end date of the Out of School Date Range, if
applicable.

7 Click Next > to go to the second page of the wizard. If any student gathered in the
process has a term ending date for which the allowable SAP calculation period has
expired, you will get the following message before the grid populates with the
results of SAP processing:
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Term Calculation Override

Cne or more students selected have a term whose end date is past the number
af days allowed to be calculated, Would vou like to override?

Yes Mo |

Click Yes or No as required.

8 The grid on Page 2 of the wizard displays all students gathered in this batch and
their SAP results for the selected term and each subsequent term up to and
including the most recently completed term. If the SAP check box for a student is
enabled, the student is making SAP. If the check box is disabled, the student is not
making SAP. The SAP Status column displays the student’s status as it will be
updated in the Enrollment folder.

ﬁ' Satisfactory Academic Progress Calculation

Student M arne Urits | Units At | Cur GPA | Cum GPA | SAP | SAP Status Temn Seq. | Chkpaoint | Fail. SAP «

B aught, Jeff 14 14 4.00 4.00] W [SAP Met 1 1

Bejaranc, Sally 13 13 4.00 4,00 W |SAP Met 1 1}

Bencivenja, Tatrece 3 3 2,00 200 M |SaP Met 1 1]

Bernett, Mikita 2 2 3.00 3.00] W [SAP Met 1 1}

Best, Barbara 2 2 4.00 4,00 W |SAP Met 1 1
) | Bevans, Brenda 1} 3 0.00 0.000 [ [SAP Mot Met 1 a J

Elitch, Krigti 13 13 4.00 4,00 W |SAP Met 1 1}

Eririklesy, Johin 26 26 365 3.62] ™ [SAP Met 3 1}

Brawin, Ann 3 3 2.00 2.00] W |[SAP Met 1 1}

Brown, Ann 3 3 2.00 2000 T |Mot Evaluated 1 1]

Brown, Ann 3 3 4.00 4000 W |SAP Met 1 1]

Budd, Billy 1} a 2.25 225 [T |MotEvaluated o 1}

Buryon, Paul 3 3 4.00 4000 W |SAP Met 1 1]

Butler, Wretch 1] g 0.00 000l T |SAP Mat ket 2 1]

Campaigne, Michells 13 13 4.00 400 W |SaP Met 1 1]

Carter, Cynthia 14 14 4.00 4000 W |SAP Met 1 1]

Comer, Steve 3 3 3.00 3000 W |SAP Met 1 1] =
1 o
Cumulative GRA [0.00] iz legz than mimmum GPA [1.00),

Current GP& [0.00] iz less than minimum term GPA, [1.50),

The required minimum percent complete iz 50.00% and the enroliment unite earned [0.00) divided by the errollment units attempted

[3.00) multiplied by 100 equals 0.00%.

Filter Frintout By S4F Status:l I;I Create Letter Activities [ I I;I
Frint: | LCancel | <Back I et > | Eirizh I

Select a student to see additional information about the student’s SAP status in the
box below the grid. Filter the list with the Filter Printout by SAP Status down-
arrow. Check the Create Letter Activities checkbox to send a letter to each student
in the list; select the letter to be sent by clicking the enabled down-arrow to display
a list of Contact Manager letter activities.

Users with the necessary permission (granted at Setup > Staff > User Info tab >
Academic Records tab) can override a student’s calculated SAP status by
checking or clearing the SAP checkbox and selecting an alternate SAP status. The
overrides will be saved and shown in the SAP report. The next time SAP is
calculated, the student will be re-evaluated and any previous overrides will be
overwritten, based on the new calculation.
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9 Click Print to print a list of the results of the SAP calculation, including any
overrides. You can filter the results by selecting a status from the Filter Printout
by SAP Status drop-down list.

[ERR

SAF Report ZDWEE TR

S Ty BEANG LA

rolue e e A, Tz Al TRk Tl liche Fiwm poant
Rt e L L oo Laownfeg ANmaney S Mia-in alen
HE N ] Pt AT (oL H] ~an (o 1m (¥ Il

4 Fre [T

TRamP DR TN LT 1r

X Fod v el BN 11 EN o i Ful LT s
L S -411 ey
En e Iy Wemoren e seeal

BT Fod v el BN 11 EN o i Ful LT s
b L LA R T e

LR e Loradnt b Bt

Tl a7 Fus v Ty R 1 - are - et val

T e

o IR S dlesen a5 Wsvon s T

B UV -

10 Click Finish to complete the SAP process. CampusVue will ask:
Ready to Post SAP |

;f/) Ok b Post SAP Results?

Yes Mo |

11 Click Yes to update student records and display a confirmation message that the
process is complete. (Click No to return to the SAP wizard.)

Print Report? |
? SAP calculation compleke,

Would wou like to print a report?

Yes Mo |

12 Click Yes if you wish to print the SAP Report, or click No to close the message
and the SAP wizard.

To configure SAP to run automatically:

1 Configure and activate the SQL job related to automated SAP processing. Contact
your system administrator or CampusVue Support for assistance.

CAUTION: Do not proceed to Step 2 until the SQL job is activated.
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2 Navigate to Setup > Campus Locations > Academic Records >
SAP/Grades/Registration and enable automated SAP reporting.

Campars Information

Electiomc Pmng Transtes Opt. | Intemational | Refunds | Career Services | Housing
Accounting | FinancialAid | Options | Abow... Acsd Record: |

Address | Contact Info

General | SAP/Grades/Registiation] |

Pedormn SAP alter diopping student?

Others

™~ Yes  Ho

Enable Automated SAP reporting on Dasly Meru
Humber of Days after beim end date lo continue
calculating S4P

Prevent Fegishration n Overdappmg Temms
[Manual Regishation Oy

Enable Catalog

St Stat Date o T e Start?

Allow Makeup Hours?

Update LOWA, with Makeup Diate?
Fietam L0 on Unregistered Courses?

new erioliments/A05 changes?

Comments b Pint on Student Class Scheduls

Post Indepandent Midtesm Grade? Ye: * Mo
Calcudate Grades InProgiess - (™ es * Mo

Auto-agsociate Complete/Diopped coumsesfor Yer & No

Grade Level to be evalested for Cowrse Prerequesite.  © Fa o+ AD

Thiz s your class schedule for the bem ndicated at the top of the repot.

=

3 Indicate the number of days following the term ending date to continue SAP

Save r

Capcel |

Close |

calculation. If the field is left blank, no automated processing will occur, but SAP

may be processed manually at any time; if n=zero, automated and manual SAP

processing may occur on the last day of the term; if n=1 or greater, automated and
manual SAP may occur up to n days after the term end date.

This number can be overridden for a specific term by entering a different number

on the Length/Relationships tab of the Term Code Setup form — see screenshot

below.
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Term Code Setup

Campuses

Geraial  LargtRelabonships | \Web Regitistion | LM3 Dt Exchange |

Term Length

7" FuedLengeh Seat Dae 1772008 | 7]
ErdDoe [F7202008 |7

R Child Term's Stat/End Disben Mud Fall\Within The Sla/End Dates
™ Perpeshes - Mo Start or Erd Disbs I=

Thes Tam apple o

1+ Al Shits  Spechc Shit [—'E
Term Ulzage

F Francidtal m = m I Repating
|r: P [T m;ﬁ;’;“'“"‘dd‘“'“m |

[ |

Sielect 44

o Cafrpus: Inabiube of At
w| Campasr Management [ratiube

| Cleay A

Save |

Capedd | [hoem

Users will normally only be able to calculate SAP manually for the defined period
after the term end date. If individual staff members or staff groups will perform
SAP calculations outside of these dates, they must be given permission at Setup >

Staff > User Info > Academic Records.

4 Open the SAP Status Code Setup form for any SAP statuses that should be
excluded from both manual and automatic SAP processing.

1 5aP Status Code Setup

Cu-dam Actrve [

Descrption [SAP APPEAL

Thiz status rehcates that the shudent = meelmg SAP  Yer & Mo

¥ [Exclude status from baing recalcudsted
[~ SAP Stabur Groups-

Desciipiion |Remove | = I

Save | Copeel | Close |

Enable the “Exclude status from being recalculated” checkbox where applicable.
In the above example, a campus may want a status of “SAP Appeal” to remain on a
student's record and not be altered when SAP calculations are redone for the same

time period.

To view automated SAP results:

1 Select Daily > Academic Records > Review Automated SAP Results to open the

Review Automated SAP Calculations form.
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I Review Automated SAP Calculations E |

Campuz: IEampus b anagement |nstitube

D ate Processed ||

L] o |

K

Refrezh |

I D ate Completed

| Tirme Completed I Records Selected I Records Updated

Review I

Cloze I

2 Enter the processing date(s) and click Refresh to populate the grid with a list of
automated SAP batches corresponding to those dates.

ﬁ Review Automated SAP Calculations

Campus: [CAMPUS MANAGEMENT - NEW YORK

Date Processed | 3/14/2008

[*] to |3n4/2008 [r]

Redrech

Date Completed | Time Completed | Records Selected | Records Updated
b | 3/14/2008 | 0227 PM |5 il
| {3/714/2008 02:24 PM 4 4

_ Close_|

3 Select a batch and click Review to open a Report Selection form in which you can
configure the display of individual student SAP results for that batch.
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ﬁ Report Selection [ %]

- Repo | SortYarisbles Selected So Drder
Pieference Name | [3 SEP Stalus Shadent Name
5 chool Status

¥
Program Yersion

«

L]

Shider

Studant 1D to Print !:i

e

4 Select your desired sort order and click Preview to display the SAP report.

lst_adSaP mt
SAP Report S
Sorted by, Student Narmie
Automated SAP Calculation
Campus; TAMPUS MANAGEMENT - NEW YORK
Daw: 3472008
Thme: 2.27PM
147008
TA001PM

Student Hame SAF Status GPA Hom vy Curr, GPA Currsm Wnits Units Haoum Action if
School Status TermSeq  Term CodeDescrip  Mum. Avg Attempted  Eamed Aftended Failed
Program Version Sap Failure Reason
Alan, Albedding L SAP Met 13T oo L0% ooe 00 a0 45900
Ative:Extarnship T COB01-AChI . Janusny, 2008 4 W sk 100.00%
SAP Mat basad on hous and atanding stals Eheckpomt: 0
Wadical Assisting
AEman, Jahn H SAP Mt 156 0.00 1.00 G.08 4300 4300 41400
Drep T COB0T-LIChI - Jehuaty, 2008 4 Week 100.00%
SAP Wet based on hows and sflending siatus Choskpoint: ©
Pnarmacy Technician
Anderson, Jil B SAF Wat 400 oo 4.00 noo 4100 41.00 Fan0n
Active-Extirnahip T SOBN-AChid . Januany, 2008 4 Week 160 00%
SAP Wet based on hows and atending sists Chockpaint: 0
Madieal Insursnee Coding
Banks, Ehera L AP Mt 050 0.00 0.00 o.00 11.00 560 124,00
Deep 2 COEDY-AIChE - Januaty, 2000 4 Weaek S0.00%
AP Mat basad on hows and atending stats Ghockpoint: 0
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Advanced Academic Records Functions

Process Queued Transfers

Transfers are initiated on an individual student basis from View > Academic Records >
Enrollment. The user recording the transfer can select whether to complete the transfer
process “Now” or “Later” (i.e., at the end of the term).

This menu option is used to process student transfers that have been queued to wait for a
certain date before processing. You can view or print transfers currently waiting to be
processed and/or cancel a queued transfer.

To process queued transfers:

1 Select Daily > Academic Records > Process Queued Transfers to open the
Academic Records - Process Transfers form.

Academic Records - Process Transfers

raining, Martha -03- AMpuUs ™
Training, Ginger 333-44-4555 | Campusz GEMBA 341352008 cal
Training, Tani 222-44-6789 | Campusz GEMBA 31342008 cal
Training, Sean B55-51-2578 | Campusz GEMBA 341352008 cal '!
4 I I 3
Student has Current/S cheduled courses. Cannat Transfer. Clear Al Cancel Transter |
- Transfer Process Details
Hew Campus ICampu& Irstitute: of At
Mew Prog Wersion |U5|:|E;M|_|5|E
Maove Caurses IMDVE all Courses to Mew Enrallment
[¥ Move Date Billed — P Activity Azzignment
[¥ Move Exp./tctual Start Date Activity IE-maiI Student
[~ Mowe Last Day af Attendance Assign to I'JDE Tester
[~ Perform Documett Resvigw ~ 5 Activity Assignment
[~ Modify Fess for New Enroliment Activity Ithange of Status Letter
Agzign ta |Jnhn Langston
Add to Student Group
Process Transfers I Cloze |

2 Students are selected by default to be processed. As only five queued transfers can
be processed at one time, click Clear All to deselect the students and then select
the student(s) you wish to process.

In the example above, the first student cannot be transferred because he has course
in Current and/or Scheduled statuses (see the note in blue). His Process checkbox
was unchecked by default.
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3 Toremove a student from the list, select the student name and then click Cancel
Transfer.

You can edit the Proc Date to a date later than the system date and disable the
Process check box, or you can set the date to today’s date or earlier and enable the
Process checkbox.

4 Click Process Transfers. All transfer records with the Process checkbox enabled
will be processed.

5 When processing is complete, the form will remain open so that additional students
can be selected for processing.
Convert to Audit Course
You can convert a Full Credit course being taken by a student to an Audit course.
To convert a course to an audit course:
1 Select the student.
2 Select View > Academic Records > Schedule to open the Student Schedule form.

3 Select the scheduled course and click Convert to Audit Course.

. student schedule - Jones, Mike Hi=]
Tem Courze Section Description Irztruchar Start Date  Status Creditz  Hours &
kAR 201 The Marketing of Educatio Future 400 12000

kAR 301 Successiul Marketing Tech Future 3.00 90.0C

MATI01 Mathematics Review Future: 3.00] 30.0C

PER 201 Interpersonal Relationships Future 300 90.0C

PER 301 Paychology of Education Future 3,00 90.0C

PER30Z Perzonnel Management Future 2,00/ 90.0C

PLAZ01 Placement Resources Future: 2.00  60.0C

2004F ADMAM Administrative Skills 1 Arthur Teacher 8/30/2004 | Complete 4.00 1200C

; COMIM |01 [Inkoduction to PCs &ble B aker 1/ 05 [Curent | 2.00] F0.00
2005 Cam105 |02 Spreadshests Ahble Baker 1/3/20058 | Cument 200 BO.OC |
TRAMSFEF/ACCT Accounting 1 E/20/2008 | Complate 300 90.0C «|
| [T
W Filter (% Show Schedule  © Show Grade Info Add | Edit | Delete | Reaszign |
Errollment ]

|Jregist u] Prring
|Bach. of General Management EI et | L | Ml |

Term Fritt Fiegistration Eill | |

<& -] ! Convert Ta Audit Course I
Course Status : m— ]
|<AII> EI Tranzfer Section Registration Groups

4 Select the Effective Date for the course to become Audit, and then click OK.
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ﬁ fudit Effective Date

Pleaze Select an effective date far the courze ta become Audit

Effective D ate v_j.

* A message appears asking you to manually adjust the audit refund amount on the
student's ledger card. A pending refund is added to the student ledger card.

*  The audit course fee amount is setup under Lists > Academic Records >
Courses > Course Fees. If no audit amount exists, then no adjustment is
required.

e Ifthe auto charge billing method is used, the adjustment is generated
automatically.

Note: If the selected Effective Date is later than the Audit Designation
Deadline date for the associated term, a warning message appears. In
such a case, the student cannot be registered if you do not have the
permission to override the Audit Designation Deadline date for the
course.

Returning Students

You can use the Reentry Wizard to re-enroll students who have the status of Cancelled,
No-Show, Drop, or Withdraw. For drops and withdraws, even if the students are
returning to take a different program version from their original enrollment, you must re-
enroll them in their original program version then transfer them to the new program. This
is necessary for correct IPEDS reporting.

To perform the reentry process:
1 Select the student for whom the reentry is to be performed.

2 Seclect View > Academic Records > Enrollment to open the student’s Enrollment
form.

3 Select a course with the School Status of Drop, and then click Reentry to open
the Reentry wizard.
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allme hckenma an i O

Btart Date | Fiogiam ¥ersion | Enmliment Desoription Shift Giade Sioale | School Status i =]
1/441333 | Personnel Manager Personnel Management |Day | Primary Girade ! Future Start b
1/4#41933  |Bachelor in General | Bachelar in General Management | Day Primary Grade ! Being Processed |+

Bachelor it General |Bachelor iy General Manaoement >

W EETA—
<] v
Enraliment Ma: 19902ACDDBEI { Reertry ' Edit | Add | Tranzfer | Delete |

Date / Status T Enrallment Information Progress T Termn Surarmany

Errall Date Expectad Start I—Ei
LastDapdtt | FndAdEstDas [ |
Midpoirt Date | 7/27/75595 Graduation Date Transfer Date r—m
Fe-Enty Date ’—m Extem Begin Date ’—m Diate Billed |[Mever

Orig. Exp Start |1/4/7959

Application Dake |2/ 261534

Yersion Start Date |2/25/195

Originagl Exp. Grad Date

Schoal Status | Status Date

Determination Date | 7201599

Enrall Status |
Refund Process Date
Campus | puis Management | nstiute -
Academic ] E 8
Advizor -
Status History Degrees FErint Cancel LCloze

Select from a list of valid Start Dates (if validation to start date calendar is in use).

Assign a new future School Status for the enrollment, and enter the Shift and
Academic Advisor as required.

ﬁ Re-Entry Wizard - Ackerman, Ryan A f Bachelor in General Management

Step 1 of 4: Enter Reentry Enrollment Information

Feentry Start Date

shitt [0 [-]|

School Status |

Acadernic .ﬁ.d\fisall

ENIERER

Grade Lewvel |1 st year, attended college before

- Enroliment Diates

Re-Entry Date m
MidPoint [7/31/1988 7]
Graduation D ate m
Extem Start D ate : ]

Cancel I Mest >

5 Click Next >> to go to Step 2 of the wizard.
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Step 2 of 4: Review Fee Schedule

ﬁ Re-Entry Wizard - Ackerman, Ryan & f Bachelor in General Management

|~ Edit Fees after save

Bill Code Aok Tem Sequence  Billed
TUIT | 24.000.00 | Mo
BOOK | 500,00 | Mo
SUP | 200,00 \a Mo
TOOL |100.00 |0 |Ho
Cancel I <« Back |

6 Enable the Edit Fees after save check box to edit the fees after the reentry process.

7 Click Next >> to go to Step 3 of the wizard.

Step 3 of 4: Review Course List

ﬁ Re-Entry Wizard - Ackerman, Ryan A f Bachelor in General Management

8 Review the new course schedule, based on the new Enrollment Start Date. The

Course Deszcription | Status Start Date Lction s
ACCT Accounting 1 | [urknown] [ fdd
ACC208 Accounting8 | [unknown] [=Add=
ah 401 | Administrative Skills 1| [unknowe] | = Add =
0402 | Administrative Skills 2 (unknowe] | = fdd =
ARTIO | &t and Graphics in E| [unknown] | = Add
FACZ20Z | Audio-Yizual Facilities) [unknown] | | Add
ENGTM |Buginess English | [unknowe] | | ¥ Add =
EDU201  Components of Educ [unknown] | = Add ™
COM104 Computer Aided Typi| [unknown] 7 add
COM201 Computer System |nb (unknown] 2= dd =
FaC203 | Computer-dided [nstr| [unknown] | = Add =
ACC3M | Cost Accounting | [unknown] | = Add =
ENGZ0M Creative Writing [unk o) =hdd -
1 v
Cancel I << Back |

class schedule displays classes on the student current schedule where the status is

not Future.

9 Click Next >> to go to Step 4 of the wizard.
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E Re-Entry Wizard - Ackerman, Ryan A f Bachelor in General Management

Step 4 of 4: Review Financial Aid Academic Years

Hatify {f-\rthur M ellon

Seq
1

. Btart \End
|2/26/1333

| Edit Mezzage

[11/26/1333.

| Aumard Year 1 OnFile

1133300 s

3

Cancel I

10 Click Finish to process the Reentry. If you selected to edit the fees, the Fees form

displays.

Dropping a Student

To drop a student:

1

Select the student to drop.

2 Seclect View > Academic Records > Enrollment to open the Enrollment folder.

ﬁ Enrollment - Abbott. Karen 4

Start D ate

5/8/2002

Enrallment Mo. 401 084B0234 Edit

_ School Status  Und

M
N

Add ] Transfer | Delete ]

Erraliment Infarmation

Progresz

T Term Summary

Date f Status T
Application Date |5/ i
“ergion Start Date |1/

Midpaint Date |10/

Re-Enty Date = ]

Original Exp. Grad Date |1

Erroll Diate =00 00
Last Dap st |57

Graduation Date

Extern Begin Date b

Expected Start

Fin &id Exit Date =]
Transfer Diate 5 j
Date Billed |71 272005

Orig. Exp Start |-

School Status l

Carpus

Reasoh

Academic
Advisor

Statuz Date

D etermination D ate
Refund Process Date
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3 Click Status History to open the Status Change History form.

Abbott, Karen - Status Change History

= Enrallment JEach. of General M anagement

-]

Current Statuz ].ﬁ.ctive

Change

School Status T Enrallment Status )
_|Mew Spstem Status Previous System Status |Date Added  |BegnDate  Spstem
_ 7A1/2005 741142005
X Attending | Future Start | 742/2002  |BAES2002 | Spstem
X Interview S cheduled Mew Lead BA2220M 8222000 lan Adm
< | b
Comment
Frint Undo LCloze

4 Click Change to open the Status Change form.

5 Change the New Status to Drop.

3
Ej Search

E' Status Change for: Abboti, Karen - 194 |
Errallrment 1Bach.-c-f General Management E

Student i-’-\bbott, Karen - 194

Current Status {ﬁ.ctive

MHew Status J E

o Description )
Standard Period of Mon-Enrlment
Graduate

Comment [=omplete
| Dr-:-é ]

Transfer To Other Program
Transfer To Other Campus
In Collsctions - Drop
Incomplete i
T

Cancel Cloze
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6 The following message appears the first time you perform a drop. If you do not
want this message to appear again, enable the Do not show this message again
check box and click Ok.

“'ou will need to specity if this drop iz Official ar Unofficial.

The zelection of afficial or unofficial withdrawal will be uzed to
determing which date to uze as the status effective date when daoing
wour SSCR reparting. Student's who officially vaithdraw will be
reported to the MSLDS uszing their Date of Determination as the status
effective date.

Studentz who unoffizially withdraw will be reported to the HSLD'S
uzing their LDA,

[ Do not zhow thiz message again.

7 A message appears asking you whether the drop is official. Select Yes or No as the
case may be.

Campus¥ue |§|
?{j Is this an OFFICIAL withdrawal?

Yes Mo |

The Withdrawal option on the status change form is automatically populated,
depending on the choice you make.

Note: A withdrawal is considered “official” if the student notifies the school that
he/she is dropping. A withdrawal is “unofficial” if the student fails to return
from LOA or a term break, or otherwise stops attending without notifying
the school.

8 Select a Reason for the drop.

9 Enter Comments if required.

10 Select the Date of Determination. This field defaults to the current date.
11 The LDA field populates with date information from the attendance folder.

12 Enable the Remove Attendance Records Back to LDA checkbox, if required.
(This action will add the user’s User ID to the Attendance Audit table.)

13 Click Save to process the status change and close the form.
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Majors, Minors, and Concentrations

The traditional academic delivery model permits students to select multiple majors and
minors for their degrees.

Conceptually, Degree is the top level of the academic chain, followed by Concentration,
Major, Major Concentration, and then Minor. Minors, while similar to
Concentrations in that they are a collection of courses, are associated only to Degrees.
All of these selections happen on the student enrollment level. You can configure
program versions with a list of allowable Areas of Study for student selection.

Areas of Study

Areas of Study in CampusVue are used to indicate a student’s Major, Minor, or
Concentration associated with a Degree. Areas of Study must first be created at Lists >
Academic Records > Area(s) of Study before they can be attached to a program
version.

To configure Areas of Study for a Program Version:

1 Select Lists > Academic Records > Program tab. Select a program and then click
the Program Versions button to open the Program Versions form.

2 Select a program version.

i programversions

Campus IAII Campuzes ILI
Program IGEN B Iﬁeneral M anagement
[~ A&l Programs
Frogram Wersion Code Werzion Description Campuses Degree
GEM 1m Hahilitation Prerequizite Chdl, Cley Aszociate of Applied Scienc
GEN 125 Financial Ethics Chl Agsociate of Applied Scienc
GEN & & Yersion Chdl, Cl& B achelor
GEN B Business Basics with emph on Marketing Chl, Cl& B achelor
ement Chdl

Bachelor in General Manag L Cléy Bachelar

B achelar of Science in General B achelar

GEMBS Managerment
GEMBS B achelor General Management Chdl B achelor

GEMBS B achelor Chdl B achelor

GEMES1 Bachelor of Science in General Management | Chl B achelor

GEMTEST Each. of General Management Chl Eachelor

MEWP Mew Pragram Yersion Chdl Bachelar

PITCH Personnel Management ChI, Cly Certificate
<] | 2
Course List Start Date Tests | Enrallment Areas of Study Edit Add Delete | LCloze |
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components for the course of study. Expand the tree on the left to view the

available majors, minor, and/or concentrations that can be associated with this

Click Areas of Study to open the Area(s) of Study form. Use this form to select

program. If the component is of the type Major and has Concentrations attached,
the system adds the Concentrations to the tree automatically.

ﬁ' Areals) of Study - Bach. of General Management E3

Catalog: IND""E E
Filter BpT ype: |<.f1‘n.|| Topesy I;I

rAvailable Arealz] OF Study

[B& B ach. of General Management
Bl Majors

=- Business - BUS

i Finance - FINC

Marketing - MET

= Concentiations

i Eduzational Facilities - EDUCFAC

Finance - FINC

i Marketing - MET

i Metworking - TECH

e

~ Selected Arealz) OF Study

------ Bach. of General Management

Save | Cancel |

Cloze |

4 Use the << and >> buttons to move selected areas of study to the “Selected” box on
the right. The areas of study in the “Selected” box will be available for selection in

the Enrollment wizard.

Mone

ﬂ' Area(s) of Study - Bach. of General Management E3

Catalog:

Filter ByType: |<.-’-‘q|| Tupes> I;I

 Available frealz) OF Study

=~ Bach. of General Management
El Concentrations
‘ ----- Finance
i o Networking
= Majors
= Business
i Finance

[=
[e

- Selected drealz)] OF Study

=~ Bach. of General Management

El Majors

o Business

----- Business

i i Marketing

- Concentrations
- Educational Faciliies - EDUCFAL
o Marketing

Close

Cancel
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5 Click Save to save your choices, then click OK on the dialog box.
CampusDialogs |

L
v Course associations will be rebuilt except For those done manually,

-

Declaring Majors, Minors, and Concentrations
At the time of enroliment

The majors, minors, and concentrations can be associated to a student’s degree while
adding an enrollment for the student using the Enrollment Wizard (View > Academic
Records > Enrollment > Add button).

On Step 2 of this wizard, click Select Area(s) of Study to include an Area of Study.

Enroll Student: Adams, Jennifer - 26493 ]

Step 2 of 5: Select Program
Piogram Type % Deges N;ﬂ-l’.'l'egma

Status [ﬁ ~ | |Future Start

Program [GEN ~ | [General Management

Program Version [GENBA - IBach of Gereral Management
Veesion Stait Date [2008W/ST - IEIIIS ‘Winkes Tesm
Catalog {Nuna - INme
shit [D = [0a
Grade Level [1 [ ][5t vea never afiended colleges

Asea(s) Of Study

l: Transter Student ffor IPEDS reposting]

Cancel |  <cBack | Mewt>s |

In the Area(s) of Study form that opens, expand the list of available Areas of Study on
the left.
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ﬁ' Areals) of study
Catalog: INDnE E
Filker By Type: |<.~'-\II Types: u

~Auvailable Arealz] OF Study

[EB B ach. of General Management
EI Majors
PR Busingsz - BUSO
E “o Marketing - MET
- Concentrations
i Educational Facilities - EDUCFAC
“- Marketing - MET

Bl

r Selected Arealz] OF Study

- Bach. of General Management

o |

LCancel |

Use the << and >> keys to move areas of study to the “Selected” box on the right; these

areas of study will be the student’s declared major, minor, and/or concentration.

T Area(s) of Study
Catalog: INnne : I
Filter ByT ype: I{AII Tupess u
~fvailable Arealz] OF Study ~ Selected Arealz] OF Study
- Bach. of General Management =~ Bach. of General Management
M ajors = Majors
= Concentrations =5 Business - BLISO
E ducational Facilties - EDUCFALC “os Marketing - MET
“or Marketing - MET
(1[4 LCancel
Click Save to save your choices, then click OK on the dialog box.
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|

CampusDialogs

L]
\_1(] Course associakions will be rebuilk except for those done manually,

The Enrollment wizard displays the student’s declared area(s) of study:

Enroll Student: Adams, Jennifer - 26493

Step 2 of b: Select Program
Frogram Type (¢ Degree  Mon-Degee
Status |FL|T |Future Start
Pragrarn ||3EN
Pragram %ersion ||3ENE.-'1\
Wersion Start Date |2I:|I:|8"..-\-"ST

|I3 eneral Management

Bach. of General Management

2008 Yinter Term

KEEEREKERE

Catalog |N0ne M aone
Shift [D [Day
Grade Level l1 I'I zt pear, never attended colleges
MAJOR - Busi COMCEMN - ; ;
deals) OF Study |dorketing |s Siect Araats] OF Study |

[T Transfer Student [for IPEDS reparting)

LCancel I < Back I Meut 55

After Enrollment

In the student’s Enrollment folder, select the Enrollment Information tab and then
click Edit. If the student is undeclared and has already enrolled, you can click the Select
Area(s) of Study button to open the Areas of Study form. Proceed as above.

Student Schedule

The Student Schedule folder for a student displays the Area of Study column. If a
student’s enrollment does not have a major, minor or concentration selected, this column

does not appear.
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ﬁ Student Schedule - Atmann, Karen

Pescription
|Bcocounting 8

|[procounting Lab.

_Intraduction ta PCs
_Investar Relations

Irstructor

B coounting 1

_ozt Accounting
Financial Analysis

{acro Economics
dicro E conomics
S preadsheets

Term Course Sectior] Area OF Study
|ACC100 |Major - Business _
|ACC208 | Concentration - Finance
|sCL107 .
|acCan | Concentration - Finance
ACC302 Concentration - Finance
{COMI01. Major - Business
|ADKA03 Concentration - Finance
ECO201 Concentration - Finance
(ECO3M Concentration - Finance
COM105
| |
W Fiter & ShowSchedule  © Show Grade Info
Errallment
]Bachelor of Atz B
Term
[ [=4f Tems
Course Status
[call> [ Stase:

Regiztration Groups |

Cloze

Degree Audit

The Degree Audit (View > Academic Records > Degree Audit) for a student also
displays information about the student’s Degree, Major, Minor, and Concentrations.

The system audits courses associated with Areas of Study and evaluates the requirement
rules associated with the Area of Study.

m Degree Audit - Atmann, Karen

E nrallment |Bache|0r aof &ts E Status 1Being Processed
.
Area of Study :
Concentration: Finance
ELECTIVE - Elective Courses (15.00 Credits , 5 Courses)
— Required Earned
Course Description Credits Credits Status / Grade Term
ACC301 Cost Accounting 3.00 0.00 | FUTURE
ACC302 Financial Analysis 3.00 0.00 | FUTURE
ADM403 Investor Relations .00 0,00 | FUTURE
ECOZ01 Macro Economics 4.00 0.00 | FUTURE
ECD301 Micro Economics 3.00 0.00 | FUTURE
Category Total 15.00 0.00
CORE - Core Courses (0.00 Credits )
| Course | Description Ri‘“_"ﬂ‘i‘f Eaﬂeﬂ | Status / Grade | Term | i
B BRefrezh J Frint J
Program Yersion | u] Cloze
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Placing a Student on Academic Hold

An academic hold placed on a student’s record will inhibit selected processes from being
applied to that student. For example, students with past-due balances may be placed on
registration hold to prevent them from being registered for future terms, or on transcript
hold to prevent them from receiving a printed transcript.

Academic holds are applied to student groups. Students added to a group that is
designated as a “hold” group are placed on the particular hold(s) assigned to that group.

Assigning an Academic Hold Code to a Student Group

Academic hold is applied to student groups using the Hold Codes tab on the Academic
Records Settings form (Setup > Academic Records).

This form allows users (who have permissions to edit this form) to select the actions to be
blocked for the members of that student group. The list of actions includes:

® Registration - Prevents a student from registering for courses.

® Transcripts - Prevents student transcripts from being printed or sent from the
campus.

Online Schedule - Prevents a student from accessing their class schedule online.

Academic Graduation - Prevents changing the student's status from Enrollment to
Graduation.

® Student Print Schedule - Prevents a student's schedule from being printed from the
student schedule form.

® Bookstore — Prevents the student from ordering books.

Applying Academic Hold to a Student

To put a student on an academic hold, you need to add the student to the student group
associated with that academic hold.

To add a student to a group:

1 Select View > Contact Manager > Student Groups to display the Groups for
Student dialog box.
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Groups for Student: Alexander, Jane

Group Date On User D [rate OIff Uszer D Hold Group
K.arens Pending Grads 6/20/06 B/23/2006 an Administrator

Close |

2 Click Add to open the Add Student To Group dialog box and add the selected
student to a group (in this case, a group put on Transcript Hold).

Add Student To Group

Student pAERETE S BT | IZI Segarch
[Eroup | E|

Save | Cancel | Cloze |

3 Select the Transcript Hold group from the Group drop-down list.

Student lfl'-.le:-:ander,.]ane -4 EI Search

Group HRERE= gl IZI

Save | Cancel | Cloze |

4 Click Save to save the entry.
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Academic Records List Maintenance

The following list maintenance tasks are performed on an as-needed basis. Academic
Records list maintenance is performed at Lists > Academic Records, which opens a
window containing tabs for various functional areas:

ﬁ' Setup - Academic Records Lists _ O]
Course Levels | Course Groups I Buildingz/Fooms I Degree | Program Group | SAP I SAP Status I SAP Reazon | Errollment Statuzs
Grade Scale I Grade Level | Grade Level Pramation Rules I Honars I Course Reason I Feazons | Start Date
Areas Of Study I Delivery Methods I Course Attributes | Requirement Rules I Catalog I Lesson Types
Programs | Shifts I Term I Registration Groups I Period | Calendar | Resources | Courze Type I Courzes | Course Categaries

= Code [MASS [V Only Show Active GoTo |

Description Code Active ;I

AMTI - age Therapy ﬁﬁﬁ (i

Bachelor of Buginezs Adminigtration Degree BBAD hs

BBC- Church Ministries BBC-BS hs

CBI - Mazsage Therapy CBI-kMT i

Cozmetology COSMET hs

F acilities Management FALC i

Financial Management FIM i

Friends University Music Program FRIEMDS N

General Management GEM hs

Intraduction Ta Secuity Managemet Sk101 i

i arketing Management AR N

Medical dzsit CamMED N

MHDS Continuing Management Studies MOSMGT i

PIk&- Diagnostic Medical Sonography DMSPIMA N -
Add I Edit | Delete | Dizable I Erint I Program Yersions | CIP Cade I Close |

Select a tab by clicking directly on it. You can also click the Go To button to change it
into a field with a down-arrow; click the down-arrow to select the desired tab or list.

I
Argaz OF Study -
| Buildingz/Rooms —
qCalendar —
Catalog
Courze Attributes
Courze Categories
Courze Groups
Course Levels -

NOTE: Many of the screenshots illustrate the recommended naming convention that
puts the least common element first in the item code and description, thus
making it easier to find a specific line item. For example, term codes and
descriptions start with the year in which they occur, rather than the
designation of “Fall” or “Spring.” Over time, there will be dozens of Fall
terms, but only one Fall term in 2007; that term will be easier to pick out of a
list if it is named 2007 Fall rather than “Fall 2007.”
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Terms

Program start and end dates often correspond to the beginning and ending dates of
academic terms. It is therefore recommended that terms be set up well into the future,
making specific program start and end dates available for recruiting, enrollment, and
scheduling.

To add a term:

1 Select Lists > Academic Records to open the Setup - Academic Records Lists
form. On the Term tab, click Add to open the Term Code Setup form.

Term Code Setup

Campuses

[] Campus Institute of At
Campusz Management Institute

General | Lgngtha"F!eIationshipsI LS Data Exchangel

b ain Setting

Code | totive W
Drezcription I
Revenue Units I

Add/Drop D ate I : I
Audit Designation Deadline I :I

Global Extract Term? ¢ Yes £ Mo

Retain LD& an IN t et vI
Unregistered Courses? o=

Select &l | Clearal |

Save | Cancel I Close I

The Term Code Setup form contains the following three tabs:
* General
e Length/Relationships
e LMS Data Exchange
To complete the form on the General tab (open by default):
2 Enter a Code and Description.
3 Check Active if the code selected is an active code.
4 Select one or more Campuses that will use this term.
5 Enter optional Revenue Units to override the term length calculation.

6 Select the Add/Drop End Date, which is the last date students are allowed to
modify their schedule for this term without penalty.
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7 Select the registration deadline date for an audit course based on the term
associated with the course. You cannot register a student to audit a course, or
change a course to audit status, after this date.

8 If your school sends data to a third party FA servicer, you may see an option
labeled Global Extract Term?. Select Yes or No as required.

To complete the form on the Length/Relationships tab:

9 Click the Length/Relationships tab on the Term Code Setup form.

Term Code Setup

Campuses
Campus Institute of Art
v| Campusz M anagement |nstitute

General  Length/Relationships l wieb Registration ] L5 Data E:-cchange1

Term Lenigth

&+ Fised Length Start Date || v
End Date A4

I Child Tern's Stat/End Dates Must Fallwithin The Start/End Dates

i Perpetual - Mo Start or End Date

Thig Term applies ta ...

« Al Shifts " Specific Shift IZI

Term Usage-

. ey - Student Fegiztration, -
v Financialsid [+ T o e [ Reporting
v SaP

Define Relationships

Selectal | Clearal |

| | Cloge |

10 For Term Length, select either Fixed Length or Perpetual - No Start or End
Date. If you select Fixed Length for the term length, enter the Term Start Date
and Term End Date.

11 Next, select the option to enforce whether the start and end dates for any of the
term’s child terms must fall within the start and end dates of the parent. To enforce
the rule, enable the Child Term’s Start/End Dates Must Fall Within The
Start/End Dates checkbox. This checkbox is disabled if the term is set to
Perpetual - No Start or End Date, because the rule cannot apply unless the term
has start and end dates.

12 Select either All Shifts or Specific Shift. If you select Specific Shift, select the
Shift to which this term applies from the drop-down list.

13 For Term Usage, select one of the options to determine how this term will be used.
If the term will be used for scheduling financial aid, select Financial. If the term
will be used for posting financial aid or billing, select Student Accounts. If the
term will be used for registration and attendance, select Registration/Attendance.
If the term will be used for reporting only, select Reporting.
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14 The SAP Term check box is used when editing or adding a term. You can enable
this check box (the default is to have it checked). Then, on the SAP Calculation
form, only terms that have this check box enabled and meet other criteria to
retrieve the terms, such as campus, will appear in the drop-down list.

15 Once you have defined a term, you can also define relationships to other terms by
clicking the Define Relationships button.

To complete the form on the LMS Data Exchange tab:

16 Click the LMS Data Exchange tab on the Term Code Setup form.

IS5 Ecd

|E ![! Pl !'IHEE!EI l w Canpn Mgt | ratiote
= Bing e Wonorienn . [ ! Whaarsiean 1]
[T Aand Cioscen S sl
[ Fad Sve'sant: g brirmiorer

= 9 xinge Vermen 111
8 Al ied Dhmresn Bt
[ Al i breginucr #sigrniz:
[T A s S rwmeris
[ Aandl i Backas Aagebation

[ mweig | [ Gezal ]

[ S || teew || Do |

17 Enable the check boxes according to your method(s) for exchanging data pertaining
to course sections, instructor assignments, and student registrations.

18 Click Save to save your changes and then click Close to close the form.

Term Sequencing

Term sequencing is a process that allows you to organize a program version’s courses
and academic terms into a suggested or required course order for students. You can
define the exact order in which individual courses must be taken, or you can define the
order in which groups of courses must be taken.

You can specify the actual term sequence for each program version start date, and you
can specify the number of terms in an academic year. This data is used to calculate the
start and end dates for a student’s academic years at the time of enrollment.

When a student is enrolled, the system will calculate the course sequence based on this
configuration; you can then edit an individual student’s course sequence, if desired.

For more detailed information, see the “Term Sequencing” Help topic.
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To define the term sequence for a program version:

1 Select Lists > Academic Records > Programs tab. Highlight the program for term
sequencing and click Edit to open the Programs Code Setup form.

Code IEAMED

Dezcrption |Medical Azzizting Aersions
Praogran Group I'W'EE - Health Techrnology j J Tests | Pre-Enrallment I
CIP Caode I ﬂl Documents I
W Active Bequiremnent Fules I

[~ allowlnlinespplications

Save Cancel Cloze

2 Click Versions to open the Program Versions form.

Campus IAII Camplises I;I
Pragram IEAMED E IMedicaIAssisting
[~ Al Programs
Program ["ersion Code |Wersion Description |Eﬂpuses |Degree [
CAMED) | MAS | Medical &ssistnant Specialist | CHI | Certificate |
]| v
Course List I Start Date | Tiests | Ennallment I Sreaz of Study I Edit | Add | Delete I LCloze |

3 Select a program version and click Edit to open the Program Version form.
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Prisgrarm Yersion

Descrgtion [Medod Assring Cousa Lk Campuses | Progtam Active |
Cods ]Mﬁﬁ [ hetrve Campuz Inghtute of A
Vit Dscipion [Hadcu Amaarh Sreieh Slart Dote o Campars Managamert intiute
Piogiam Type v Dagss NonDages Distarce Education

Degeen k‘mﬁ;’u

l—l Wersion
Piogeam Group [WEE - Heath Tachnology icomiicien ||
Total Weeks i—w Tedal Mordhs [—IT' Teats | Ennoliment
Ciedts 155 Hows [345 Areas O Study
Espacted Credits o [T Aequre Etem Stat Date
i e e
Totel Ciedis for [33 gl Now S e
Etemship !-— Expachad Hours pal FJ_
Tetal Lestons |0 Weok fot £ temshg e rlﬂ
Full Tartwr Miriereen ]12 3/4 T Mirimiam [9
Hall Tieme Mirimurn 5 Liesz Than Ha¥ Time [3

¥ Wesghied GPA
Grade Scaln inmumncmm.sm [ e B
Giade Lewval Promolion "] I Undectamsd
4P Toble | = Selectad | Cowsd |
- - Eregish Proficesricy R
ActvaUsits [ 1 [Flousls] of Aordonce Recoded [-] f'?‘m i
CIP Code | [ #|
Misc 1 Mizc 3
Wiz 2 Mizc 4
Cumcibum Standard 5
(" CosdiHow 1 Clock How lsaton fo EP Nt Fag
Visitaon _I ;l
Comments LI LI
Shudert Accounts | Erancial fid | [C§sw ]| Capesl | Loz |

Note: Term Sequencing requires that the Expected Credits Per Term field be
populated; otherwise, an error message appears.

4 Click Term Sequencing to open the Term Sequencing Template.

selee:: d 2zt it The D3l o=l Zoag ne 22 TRe it il 2z iAo = = apzmesidhis. enm odintd
- [Crasct_ | Dt RN T [
Gore Cowsees HAM Pradtioel E seewhip a3 B 1m
s Cousetd HHZID Cnioal P e A B B
LoeCoumed HHAD Lie SCeoed 2 B a0
LaeCoued HEZID Cinicsl Fraaxpaed 0 B ]
L Coaseed HEID Lifp 5 perioed 0 m o
G Coassd HFZI0 Okt Prassiues 24 53] 24
Lo Couseed HFam Lip 5 plences 2 Ll &
Gore Cowsees HEAN Clniosl Froosdaea | B &
Gae Cowsett HEZN Lo 5 pleroea 2 B a0
LoeCoumed HDZI0 CInicsl Fraaxpaed 13 B L
LaeCoued M1 Medosl Le v Ethnice E B Lo -
G Coassd HAC0  MEDAGAL TERM INOLOTGY 0 53] o
G Coassd HATIE  INTERPEREOMAL COHMUNEAT MG 0 53] o
G o M4BT INTACGLETION TO UFE ECENLEE 0 ) o
Gore Cowsees HAE118 BURHESE ENGIBH oMM CATIOHE 0 B 1]
Gore Cowsees HAA10E  ADMHRTRATIVE FROCEDLRES I 0 B 1]
Fors Mrassss AT FTILENI TED A DS AT Fs n -] n =l
4 |
T I | [casrm |
Tam
Taam
Taum b L |
Taam
r oo - - " - paznizhis Lazzie e I 1. | | |

The Term Sequencing Template displays the courses defined in the program
version’s course list at the top of the form. These courses can be dragged onto the
grid area with either the program version or start date level of sequencing.
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5 Click the Add Column button to add Sequence 1, Sequence 2, etc., to the grid at
the bottom. Drag courses from the list at the top of the form and drop them into
their required sequence columns in the grid at the bottom.

In the screenshot below, we created Sequences 1, 2, and 3 in Term 1. We then
dragged MAB120 to the Sequence 1 column for Term 1, followed by CAM105 to
Sequence 2 and MD120 to Sequence 3. (Notice that these courses now appear in
bold in the list at the top to the grid.) We have now created a Term 1 course
sequence that will be imposed on students enrolling in this program version.

E Term Sequencing Template !li[
Select a course from the list and drag it to the grid below into the appropriate Term area.
Category | Courzel... | Description I Credits | # Repeats | Hours Iil
Care Courses MEZ210 Clinical Procedures 2.4 93 57
Care Courses MEZ200 Life Sciences 2 93 il
Core Courzes MO210 Clinical Procedures 14 93 42
Core Courses MD120 Medical Ethics 3 99 45
Core Courses MaC200 Medical Terminology ] 99 0
Core Courses MACT2E Interpersonal Communications ] 99 0
Core Courses MAB120  Intro to Life Sciences 0 99 1]
Core Courses MaB118 Business English ] 99 0
Care Courzes MaB102 Administrative Procedures || 0 93 1]
Core Courses Mad] 24 Computer Applications 1] 99 0
Care Courses Maa102 Administrative Procedures | 0 93 1]
Care Courzes Maa100 I ath for Health Prafessionals 0 93 1]
Core Courses CAM1E0 Career Marketing 08 93 12
Core Courses Cam108 K.evboarding for Health Professionals 1] 93 0
Core Courges CAM105 Classroom Success Skills 0 99 0 —
Core Courses CAMT00 Thought Patterns for Successful Careers 1.4 99 21
Core Crnrees Cabd 103 WS Whindaws & 1 earmina Resnires Sustenns n 93 n hd
41 | »
Legend: Cowrse Code _ Course Description _ Course Credits Add Row | Delata R ow |
TERHM Sequence 1 Sequence 2 Sequence 3
B | Tem1 MABT20 _ Intra to Life Sciences _ 0| CAM105 _ Classroom Success Skill: _ 0 MO120 _ Add Calumn | Delete Column |
Termn 2
Tem 3
Term 4 Clear Cell |
Tem 5
Reset Grd |
K1 2
I” Lock Courses in Honzonal Afertical Track Expected Credits Per Term: 10

Save I Cancel | Llose |

6 Continue in this fashion to build term sequences for remaining terms. Click Add
Row to add terms to the grid, or Delete Row to remove terms from the grid. Click
Reset Grid to remove all courses from the grid.

The Term Sequencing Template also contains placeholders for student electives,
allowing all terms for the program version to be created and populated with credits
even before the course name is known.

You can define the number of future courses (within the sequence) that the student
sees during online registration. You can also prevent students who are registering
online from deviating from the course and term order by enabling the Lock Courses
in Horizontal/Vertical Track check-box. Additionally, you can enforce “track”
rules across terms on the sequence, so that a sequence will have an order of terms and
courses, with a track order to its courses.

e If students “place out” of one course in the track (due to credits transferred or
tests passed) and therefore have a free slot in their term, they will be required to
take a specific course in the next term that is part of that same track.
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Note:

Start Dates

* Ifthey place out of two consecutive terms’ worth of courses in a track, they will
have to take a track course in the second term from now rather than the next term
from now.

Based on the assumption that one course per track is required per
academic term, these tracks will not automatically override the
prerequisite criteria set on a course.

When a student is enrolled, a copy of the program version’s start date term sequence
is copied to the student level for the student to handle any deviation from the default
term sequence during course registrations. Changes made to the start date term
sequence after this point will have no effect on the student’s term sequence.

You can, at any point, can have the system recalculate the student’s term sequence. If
the student is registered into a locked vertical term sequence and the student registers
for more or less credits than the expected credits per term configured on the program
version, the following events will trigger a recalculation of the student’s term
sequence:

e Student re-enters the program version

*  Student’s transfer credits are posted. The system will then remove credits
required from the end of the program version. Track rules, if selected by the
school, will be enforced.

e Student tests out of a course.
e Student transfers into a program version.
e Student registers for classes.

When any of the above conditions are met, CampusVue will recalculate the student’s
sequence of terms to reflect the new event, such as the re-entry date, etc. Viewing the
student’s term sequence from the student schedule will verify the recalculation.

If a student is noft registered into a locked vertical term sequence and the student
registers for more or less credits than the expected credits per term configured on the
program version, CampusVue will recalculate the term sequence and add or subtract
terms to the end of the program if necessary. The system will assume that all
subsequent terms will contain at least the expected credits per term as defined on the
program version. Again, viewing the student’s term sequence from the student
schedule will verify the recalculation.

Start dates can be associated with program versions in one of two ways. Each program
version has its own start date record (see Program Versions). You can also add start
dates using the following batch mode.

To add a start date:

Select Lists > Academic Records to open the Setup — Academic Records Lists
form. Select the Start Date tab.

2 Click Add to open the Start Date Code Setup form.
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Start Date Code Setup
Code || Active v Campus(es)

[ Campus Instituke of Art

Description I

Start Date I :l

Start date applies to ..
o+ Al Shifts
" Specific Shift | I

Erngram\-"ersionsl Save | Cancel | Close | Select All | Clear Al |

3 Enter the code, description, and date.
4 Indicate the shift(s) to which this start date applies.

5 Select the campus(es) to which this start date applies. The campus(es) selected
here will be the only ones for which this start date is available, such as in the
dropdown list in the enrollment wizard.

6 Click Save to save the start date and enable the Program Versions button.

7 Click the Program Versions button to open a list of program versions with which
this start date can be associated.

ﬁ' Start Date - Program ¥ersions
Start Date:[2008FALL] iz avaliable for the following program versions for campuses: Campus
ChlLClA, .
v Only Show Active
Select | Program I Wersion Description Campuses Start D ate Idid-Point ~
p| T [EEAD ||BBAD | Bachelar of Business CMI 9/8/2008 £/14/2010
[C |BECES ||BB C-CM-08 | Church Music Cla, CHI 9/8/2008 11/3/2008
[T |BUSADM ||BUSADM-AS Buginess Administration Degree | CMI 9/8/2008 1042042008
[ |CEI-MT ||CBI -MT CBI - Massage Therapy Cla, CHI 9/8/2008 1/12/2009
[T |COSMET ||CDSM Caosmetalogy CMI 9/8/2008 3/2/2009
T |DMSPIMA ||DMS m First Version Cla, CHI 9/8/2008 2/23/2009
T |FaC ||EFAE Certificate in Facilities Chl 9/8/2008 12/22/2008
T |FaC ||F.QE MARE. | Mark Version 1 Cla, Chdl 9/8/2008 4/6/2003
T |FaC ||F.QE.-’-‘4.&S A4S in Facilities Management Cla, Chdl 9/8/2008 8/10/2009
T |FaC ||F.QESDE Faciltiez b anagement for 20055 | CI 9/8/2008 7/20/2009
T |FaC ||F.QESD? Faciltiez b anagement for 20075 | CI 9/8/2008 7/20/2009
T |FaC ||F.QESDS Faciltiez b anagement for 20085 | CI 9/8/2008 7/20/2009
T |FaC ||KE MANAGER | 445 in Facilties Management Cla, Chdl 9/8/2008 8/10/2009
T |FAC ||NDED URSE |Mo Courge Agsigned to Program | CMI 9/8/2003 94772003
T |FaC ||PV1 5l Chl 9/8/2008 3/9/2003
C |FN ||.QS FIM Azzociate in Financial Cla, Chdl 9/8/2008 4/6/2003
C |FN ||EFINDE Cert Financial Management CMI 9/8/2003 242342009
[ |FRIENDS ||DEDBMUSIC Friends University Music Buginess | Cl4, CMI 9/8/2008 11/2/2009
[T |FRIENDS ||DEDBPHFF|M Friends University Music Cla, Chdl 9/8/2008 11/2/2009
C |GEN ||1 m Habilitation Prerequisite Cla, Chdl 9/8/2008 9/15/2008
¥ |GEM ||GENBA Bach. of Gereral Management | CMI 9/8/2003 114242009
¥ |GEM ||GENBS Bachelor of Science in General | CIA, CMI 9/8/2008 114242009 -
4 I I »
Select Al | Select Monhe I List sorted by <<Calun Mames > Save | Cancel I Claze |

The default display is for all campuses; click the down arrow to filter the list by a
specific campus.
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8 In the Select column, check the box for each program version that will use this start
date.

9 Click Save to save your choices, then click OK on the confirmation message.

Campus¥Yue E |

L]
‘\!:) Stark Dates For Program Yersions have been saved.

Holidays

Program version start and end dates often correspond to the beginning and ending dates
of academic terms. It is therefore recommended that terms be set up well into the future,
making specific program start and end dates available for recruiting and enrollment.
Since holidays must be taken into account when setting term start and end dates, they too
should be defined well into the future.

To add a holiday:

1 Select Lists > Academic Records to open the Setup - Academic Records Lists
form. Select the Calendar tab.

E Setup - Academic Records Lists [Calendar]

Courze Levels | Cowse Groups | Buldngs/Rooms | Degres | Frogram Gioup | SAP | 58P Stahe | SAP Aeaton | Enolment Status
GradeScale | Gradelevel | GradeLevel Fioemotion Aue: | Honoes | CowseResson | Resson: | StatDale
AwasDiStudy | DefvereMethods | Couse Alighute RequiementRues | Cotdlog | Lesson Types

Progroms | Shilts | Tem | Regstration Groups | Pedod Resowces | Course Type | Courses | Course Cotegoris

J Code || GoTo I

Casmpuss [Campus Managsment Insthte B I AlCampuses

Descnplion | Coda

1993 Good Frday 1993GF

1999 Independance Day | 1999IND | T/51939

1999 Matin Luthes King Day | 199IMLE, 1/18/1939

19909 Memasial Dy |19954EM | &mnes | 5/3/1999

1399 Tharksghing [1533THKS 11/25/1993 | 11/28N13%

1999 Winder Break | 1993485 12231993 12/ 1998

2000 Good Frday | Z000GF 4421 £2000 4/ 2 /2000

2000 Independance Day | 2000EHD 742000 F44,2000

2000 Mastin Luthes King Day | 2000MLE 11772000 | 1172000

2000 Memosial Dap | 200CMEM | 52902000 | 5/29/2000

2000 Tharksgiving | 2000THES 114832000 | 1942672000

2000 Wirdet Braak | 2000-MAS | 1vesz0m0 | 141/2000

2001 Good Friday | 20MGF | __4n3zom | an3zem |

2001 Independance Day 2001IND | 7ras0m 42001 -
‘w[ga|n.ua|-=;|frn| pm|

NOTE: Notice the naming convention that puts the least-common element first
in both code and description.

2 Click Add to open the Calendar Code Setup form.
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Courses

Calendar Code Setup

Campuses
Code || ] Campus |restitute of Art
Coserinn I Campus Management |nstitute
Firgt Date I :I End Date I :I
o+ Al Shifts
" Specific Shitt | u
Selectall | Clear &l |

Save | Cancel | LCloze |

Enter the Code, Description, First Date (the first non-class day), and End Date
(the last non-class day).

Select All Campuses or a specific campus that this holiday applies to.

Select either All Shifts or Specific Shift. If you select Specific Shift, choose a shift
from the drop-down list.

Click Save.

As units of curriculum, courses

To add a course:

1

Select Lists > Academic Records to open the Setup - Academic Records Lists
form. Select the Courses tab.

ﬁ"i-l-mp = Academic Records Lists [Courses]

M=
Cousve Levels | Cowse Gioups | Buldngs/Focen | Degree | Progem Giowp | 58F | SAP Stetwe | SAF Reason | Emolinent Stana
GradeScas . | Gisdelevdl | GiadelevelPromcbonRues | Honos | CouwseFlesson | Ressons | SiatDate
Biess Of Shady | DebvepMethod:s | Cowsedtiibutes | Foguiement Fues Lasson Types
Programs | Shits | Tem | Regebistion Groups | Pencd | Calnds | Flescences | Cowse Type - Coure Categores |

= Cosda || 5 Ok Shaow Active ﬂ!
Carrpnst [Cangus Managerand Insbiute | =] T AlCampusas

| Crodits | Hoig  [Pos|

H__mﬂ_i

DM5304 I 200 | 1200000

ACCIO I 200 00 AL

ACCI0Z Ir 200 9000

ACC208 ¥ 400 12000 |AC

ACC2I0 ¥ 306 %100 AL

ACCHN Ls 300 S0.00 AL
Reervmbg Lo ACL1S0 ¥ il 0.00
Arkruritteativa Procadures | MAATOZ ¥ fiTr] 000
Aderneitrative Procedies i HMARTE L 0.00 R
Admanistrative Skl 1 ADMAM L2 300 900 AL
Aclrraristrative Skl 2 ADMA0Z i 200 | 20,00 AL
.-!A.d'r!;:m: Procedeas ADMAN L 200 3] o »‘-'AE -
1] O

fdd | Ed | Delete | Disable | Pt | Close
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2 Click Add to open the Courses Code Setup form.

T Courses Code Setup

Code || Active [V Campuses

[7] Campus Institute of Ak

Course Title I Carnpus Management |ristitute
Course Type I u
Course Lewvel I u
Catalogs I Wiew Campus Aszociation I

Havrs I Credits I [~ Allow Overide
Grade Level I Publizhed Code I
Minimum Days I b awimum Daps I Dependent [

Unit Type @& Minutes " Cuantity Remedial Course? [
Enable Comparizon of Caurse Contact Hours with Scheduled Hawrs [
*fill thiz courge be considered az a Retake? & Yes & Mo

M aximum Mumber of Repeats Allowed I 0

Default PazsdFail Setting INon-PaSS.-"Fail Ij
Courge D escription ;I
-]
Barent | Fees | Books | Attributes |
Brerequisites | Carequisites | Besources | Equivalency | C elect Al I Clear &1 I
(== ear
Save | Cancel I Cloze |

3 Enter the Code and Description.

4 Select the Campuses that will offer this course.

5 Select the Course Type.

6 Select the Course Level.

7 Select the Catalog to which this course applies (or select None).
8 Enter the number of Hours and/or Credits.

9 Enable Allow Override check box if the user who registers a student in the course
is allowed to override the number of credits awarded for successful completion of
the course.

10 Select a Grade Level to indicate the grade at which the student typically takes this
course.

11 Enter the Catalog code (this is the code that will display on the Transcript).

12 For distance learning, enter the number of Minimum Days that the student must
spend on this course.

13 For distance learning, enter the number Maximum Days that the student may
spend to complete the course.

14 Select either Minutes or Quantity as the units in which attendance is measured.
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15 Enable the Dependent check box if the course is related as a dependent to a parent

course.
16 Enable the Remedial Course? check box if the course is a remedial course.

17 Select Yes or No for Will this course be considered a retake?. Select Yes to

mark this course as one that is affected by your school's retake procedures. Select

No to indicate courses that will not be considered as retakes.

18 Enter a number to set the Maximum Number of Repeats Allowed for the course.

19 Select the Default Pass/Fail Setting for the course.

20 Enter Comments (for example, the full course description).

21 Click Save to save the new course and activate additional buttons at the bottom of

the form.

Course Prerequisites

You can identify both prerequisites and corequisites with individual courses. CampusVue

will verify during registration whether course prerequisites have been met; there is no

such verification for corequisites.

To define a course prerequisite:

1 Select Lists > Academic Records. Select the Courses tab.

ﬁ"h‘tup = Academic Records Lists [Courses] !Efﬂ
Cowte Levals | Couwse Groups | Buldngs/Rocens | Degree | Progiam Growp | SAF | SAP Status | SAP Resson | Emolimert Status |
GrodeScale | Giadelevel | GeadeLevel PromotionPiues | Honos | CoussFleason | Fieasons | SuntDase |
BressDiShdy | DebwepMelhods |  CounsMttibutes |  Requiemeni Fues | LessonTrpes |
PFrogroms | Shits | Tem | Regotstion Groups | Penod | Calends | Fescurces | Couse Type Coue Cabsgores |
= Cosda || 5 Oy Show Active GaTa !
Carrpnst [Cangus Managerend Insbiute | =] T Al Campusas
i | Hous  [Pus|
HI__“ME_i
DOME0 I 1, 20000
ACCIO I¥ 3II= | A0 AL
ACCI02 Ld 300 | 90.00
ACCHE I 400 | 120.00 AL
ACCZI0 4 aon | ] AL
ACCH LS 300 | S0.00 AL
Aoctunting Lab AL1150 Y [.00 000
Aerirustrative Procedues | MaAI0Z Iy's (1] ! 000
Adderangatalive Procsdges I MAETOZ i 0.00 | 000
Adeiristeative Skl 1 ADMA0 L 00 | 90.00 |AC
Adrruristralive Skils 2 ADMAR LA 200 | 000 (AL
.-!I.d'w;:m: Procedees AN e 200 3] o AL = |
1 g
Bl e el Dol B o |

2 Select the course that requires a prerequisite and click Edit to open the Courses
Code Setup form.
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Cods BECI0E Acie Lanplises
Course Tille [Accouniing 102 . : E:ﬁ: Ei:gﬁfumnm
Couwsss Type F,oc!us u
Cource Level [ Levek =l
Calalogs |

Houwes !‘3{] Credits |3 ™ Allow Ovetride
Grade Level [0 Published Cod |
Mirirum Days [0 Masimum Days [0 Dependent [
Unit Type & Minutes Quanbly Remedial Coursa? [~
Er uble Cormnficon of Gedree Dot Waire vl S el I s I
‘Will thiz conrze be considered az a Ratake? & Ya: ¢ Mo
M avimum Number of Repeats Alowed 1}

Defaudt Pass/Fail Setting [NorPass/Fal M|
Course Deschption __J
|

Fees |  Books | Aubutes |

[Preiequites | Corequistes | Besowces | Equivalency |

SelectAl | CleatAll |

Save | Concel | Close |

3 Click Prerequisites to open the Course Prerequisites form.

Course Prerequisites for: Accounting 102

~ Configure Optional/Required Prerequisite

Optional Required Enabled

Course Prerequisites: el ol v
Credits/Hours Prerequisites: ' > v
Grade Level Prerequisites: ' o> v
Test Prerequisites: r o v

Student must meet at least I optional prerequizite(z).

Step 1 of 4: Configure Prerequizites

Megt = | Cancel | Cloze |

4 To enable a prerequisite, check the Enabled box and indicate whether the

prerequisite is Required (pushed by default) or Optional. If you define multiple

Optional prerequisites, indicate how many must be met.

5 Click Next to go to Step 2, where you can configure course prerequisites.

In the following screenshots, we will require that students must take Accounting
101 before they may register for Accounting 102.

NOTE: If there are no Prerequisite Courses, you may press the Next button to
go to Step 3. Otherwise you must add a Rule and then associate courses

with the rule.
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Course Prerequisites for: Accounting 102

~ Courze Prerequisite:

Students must gatisfy the conditions of each rule configured.

Campus |Campus I anagement Institute "LI

Course Available Course Code -

21zt Century Marmt Practice GMP105

32153C0URSET 32159C0OURSET >
32153C0URSE2 32153COURSEZ
32159C0URSES 32159COURSES
321539C0URSES 32153C0URSEA <«
32189C0URSES 32153COURSES
32189C0URSER 32153COURSEE
32159C0URSEY 32159COURSEY
32159C0URSES 32159COURSES

Abdominal Sanography DM5304 e diz v
Accounting 1010 ACCI0 -|

1 D]

Prerequizite Courses

Step 2 of 4: Configure Courze Prerequizites

¢ Back | Hegt > | Cancel | Cloze |

Click Add Rule to open the following dialog box where you can indicate how

many courses will be required for your rule. We are requiring only one course,

Accounting 101, so we enter 1 and click OK.

Campus¥ue -

Haow many courzes are required for this role?

Cancel |

il

6 Our rule now appears in the Prerequisite Courses pane on the right.

Course Prerequisites for: Accounting 102

~ Courze Prerequizites

Prerequizite Courses

Students must zatisfy the conditionz of each rle configured.

Campus |Eampus Management Instibute ||;|

Course &vailable Course Code -

213t Century Marmt Practice GMP105

32159C0URSET 32153C0URSED r
32155COURSEZ J2159C0URSES
32159COURSES 32159C0URSES
32153C0URSEA 32159C0URSES <«
32155C0URSES 32159C0URSES
32155C0URSEE 32159C0URSEE
32159C0OURSEY 32159C0URSEY
32159C0URSES 32159C0URSES

Abdarrinal Sonography DMS5304 e ke
Accounting 101 ACC10 -|

o | [C

Rule 1 : requires 1 of the following courses

Step 2 of 4: Configure Course Prerequisites

< Back et » Cancel Cloge
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7 Select Accounting 101 from the Course Available list, then click the right arrow

button ﬂ to move the course to the node structure in the Prerequisite Courses
frame. Students must now satisfy this rule before registering in the course for
which this is a prerequisite (i.e., they must complete Accounting 101 before
registering in Accounting 102).

Course Prerequisites for: Accounting 102

r Courge Prerequisite:
Campuz  [Campus Management Inztitute "LI Prerequisite Courses
Course Available Courze Code -~ Fiule 1 : requires 1 of the following courses
21zt Century Mgmt Practice GMP105 E--------.-ﬁccounting 101 - ACCT01
32159C0URSET 32153COURSE
32189C0URSEZ 32153COURSEZ
32189C0URSES 32158COURSES
I215ICOURSES 32159COURSEY <«
32159C0URSES 32159COURSER
32159C0URSER 3J2159COURSEE Add Rule |
32159C0URSEY 3J2159COURSEY -
32189C0URSES 32158COURSES
Abdominal Sonagianhy DMS 304 Dl (i |
Accounting 8 ACC208 -/
1 o
Students must gatisfy the conditions of each rule configured.

Step 2 of 4: Configure Course Prerequisites < Back | Meut > I Cancel I Close

NOTE: Users with the necessary permissions can override course prerequisites.
Permission is set at Setup > Staff > User Info > Academic Records.

8 Click Next to go to Step 3, where you can configure the minimum number of
credits or hours the student must have completed and/or the minimum grade level
the student must have achieved before registering for this course.

Course Prerequisites for: Accounting 102

r Configure Credits/Hours

Finimum Credits Required IEI
Finimum Hours Required ID

r Configure Grade Lewvel

Grade Level |;I

Cancel I Close I

Step 3 of 4: Configure CrfHr and Grade Level Prerequisites ¢ Back |

9 Click Next to go to Step 4, where you can configure test prerequisites, such as tests
taken or minimum scores received.
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Course Prerequisites for: Accounting 102

r Test Prerequisites

Available Tests Selected Tests
Available Tests - Test | Type | Opera

- ADATE [Date]
o BMUMERIC [Mumenic)
- B5CORE [Secare] ¥ |
o BTEXT [Test]
- Charlie Pleiffer 10 Test [Scare] << |
- College Entrance Exam (Score)

- Don't Take Pleiffer Test [Scong]
[ Entrance Test [Score]

- JTPé Required Exam [Score)

- Law Schoolz Admizzions Test [Scc Delete Rule |
- Matt D'&ntonio Colleae Test Score T

1 4 .| | »

Tainzert date, double-click on the conesponding Y alue cell.

Ldd Rule

Step 4 of 4: Configure Test Prerequisites < Back I TPinizh Y Cancel I Cloze I

For example, if you require students who wish to register for Accounting 102 to
have scored a minimum of 70% on Part A (Math Ability) of the Entrance Test, you
must configure a rule that makes this score a prerequisite.

Expand the Entrance Test (Score) line item in the Available Tests list to give you
access to select Part A:

Available Tests

|»

----- ADATE [Date)
----- AMUMERIC [Murmeric]
----- ASCORE [Score]
----- ATEXT [Text)
----- College Entrance Exam [Score]
= Entrance Test [Score)
----- Part & kath ability [Szore]
“eo Part B Language Ability [Sooi
----- JTPA Required Exam [Score]
----- Law Schools Admizzions Test [Scc

----- SAT [Score b
1 | v

10 Click Add Rule to open the following dialog box. Indicate that one test is required

for this rule and click OK.
Campus¥ue |
Haow mary tests are required far this rule?
Cancel |

i

11 Our rule appears in the Selected Tests grid on the left:
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Selected Tests

Test Type Opery
Rule Ho. 1 [Min Bequired 1]

1| | 3

12 To add the Entrance Test — Part A to the rule, select Part A in the list and click the
right arrow button d to move the test to the Selected Tests grid:

Course Prerequisites lor: Accounting 102

Tzt Precoquisites
Available Tests Solected Tests
Avalatie Tests = Test | Type | Operd
ADATE (Date) Rule Ho. 1 [Min Required 1)
ANUMERIC [Numenic) Entrance Test\Pat & HiFISme ym
ASCORE [Seoe) *>
ATEXT [Test)

Collage Enlrance Exam [Scoe] ce |

- E ~
[Erat A bl Akaklis [Ercoie

Pall Languiages Sbdly [Hoo™ id Fluke |
JTPA Regued Exam [Scon)

Law Schools Adwissions Test [Sec Deole H"“’I

SAT I5corel "
1] | | |

T it date, double-chek on the comezponding Value call

Step 4 of 4; Conlfigure Test Prerequisit <Back | FEmish | Cencel | Close |

13 To add the score requirement (minimum70%), scroll right in the Selected Tests
grid to access the Operator and Value columns. The Operator column contains the
“greater than/equal to” symbol. Enter 70 in the Value column.

Selected Tests

Type | O peratar | YWalue |
[Min Required 1]
Score »= 70 |
1 »
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14 Click Finish to save your work, close the form, and apply your prerequisites.

Course Equivalencies/Cross-Referenced Courses

To define a course equivalency or to cross-reference a course:

1 Select Lists > Academic Records. Select the Courses tab.

i"'n-hlll Academic Records Lists [Courses]

Comte Levels | Couwse Gioups | Buldngs/Rocens | Degree | Progiam Giowp | SAP | SAP Stahes | SAP Reston | Ervolimerd Sishn
Grode Scae | Giadelevel | GradolevelPromsfonPules | Homors | CowssFesson | Foamns | St Date
Aress 0f Shady | DefveyMethods |  Cousefiinbutes |  Feguement ues | Catsiog Lesson Types

Programs | Shitz | Term | Regubistion Groups | Penod | Calends | Rescuces | Eulwfmfmw&bmﬂ
f= | Codo | 7 Dy Sheow Active GaTa I

Campnst Cangus Managsresnd Institte | =] T Al Campusas

TCode Thoive T Gedn | Hom [Fus|
jGuPios | a3 | 4000 |
fME 304 ¥ 100 | iamen |
JACCHN i d 200 | 500 |AC
ACC102 1Y 00 | 200 |
ALCITG |x 4.00 | 120,00 |AC
ACC2I0 Ir 100 | 90.00 s
IACT2 i 300 | 00 |AC
ACLISD ¥ 0o | il |

braristtalrie Froce |MBATOZ ¥ {100 | 0o |

Aderarettative Procedigss i |MaE102 Y 000 | 000 |

Admanishative Skl 1 (ADMAT Ll 300 | A0.m |AC

Admirishative Skl 2 ADM402 ¥ T T =

A»Tr-slm Procedhes ADMZT Y 00 nm___ Al

4 *

add |  E | Deiete | Disable | Bt | Eiose

2  Click the course that requires equivalencies or cross-referencing.

3 Click Edit to open the Courses Code Setup form.
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Cok EIEET  Acin Campuses
Course Ttle [Business English | : Eﬁs :ﬁ:;ﬁlmwc
Couse Type |Lecture =]
Courze Level lﬂ.l Leyels L':I
Catalogs | o |

Hous [0 Ciedts[3 [ AllowOvenide
Gradelevel [1  PublchedCode[ENGTDT
MnimumDays [0 MaseumDaws[0 Dependent ™
Unit Type & Winutes  © Quankity Remedial Couse?
Wll‘iscwmbemidmudasanﬂﬁ? = Yes Mo =
Mavarrum Number of Repests Alowsd | 999
Default Pass/Fail Setting [NorPass/Fal =]

Course Desciplon 51 5w of Enghsh gramemer and punclustion; focuses on =
organized praseriation of thoughts i vesbal and witten
commurnications. Business letiers, presentations to gioups.

o |
|  Fess |  Books Etributes ‘
Presequistes | Corequisites | Besources Equivalency

SelectAll | ClearAl

J

Save | Capcel |  Ciose

4 Click Equivalency to open the Course Equivalency form.

Course Equivalency for:Business English

z Management Institute
Available Courses Equivalent Courses
Code Drezcription - S | Code Dezcription
32153C0OUR | 32159C0URSET EMGT00 kodern Buzinezs Engligh
J2153C0OUR | 321 583C0URSEZ
32153C0OUR | 321 58C0URSES “d |
J2153C0OUR | 32158C0URSES ﬂ_l ]
J2153C0OUR | 32158C0URSER
IMRICOUR [32159C0URSER Cross-referenced Courses
J2153C0OUR |32 58C0URSET Y | Code | Deseription |
32153C0OUR | 321559C0URSES
AdA10 An dwezome Adventure
ACC100 Principles of Accounting | “ |
<] ] o 4] | i3
Save | Cancel | Cloze |

5 Select a course in the Available Courses list (left window) then click the right

arrow button ( ﬂ ) next to the Equivalent Courses window to move the course to

the Equivalent Courses window.

OR

Select a course in the Available Courses list (left window) then click the right

arrow button ( ﬂ ) next to the Cross-referenced Courses window to move the

course to the Cross-referenced Courses window.
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6 Click Save to save your work.

Course Attributes

To define a course attribute:

1 Select Lists > Academic Records > Course Attributes and click Add to open the
Course Attributes Code Setup form

2  Enter a unique code and a description for the attribute.
3 Select the campus(es) to which this course attribute will apply.
4 Click Save.
To associate a course attribute to a course:
1 Select Lists > Academic Records > Courses.

2 Select the course you wish to work with and click Edit to open the Courses Code
Setup form.

B Courses Code Setup

Code [DMS304 Acive @ Canpusss_
Course Tite |Abdominal Sonography ¥ m: L?mtlndmvs
Cousse Type [Lecture vih Lab ]
Course Level [100:200 Leve =] |
Catalogs | i |

Howug |'|21]] C!mﬂsllS I Allove Ovemds
Grade Level I['.l Pd:lhhhd[h:hl

Mirirrasn Days [0 M Diays iﬂ Dependent [
Urit Type (% Minutes Duanily Remedial Couse? [~
Ermtle Camasseon ol Eoess Canlas! Ho aitty Schediied Hoors r

‘Wil thiz course be conaidered as a Fletake? 5 Yz ~ No

Maamuen Humber of Repeats Alowed J 0

Defaut Passs/Fad Setting [NonPass/Fal =l
Courze Desciiption |

|t

3 Click Attributes to open the Course Attributes form.
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ﬁ' Course Attributes for: Abdominal Sonography E3
Awailable Attributes Selected Attrnibutes

Code Descriptian - Code Description =
ENG B azic English Grami Fr Math Fundamentals |
GORD Gordon Rule Witing
INTERMET Intemet-intensive
MATH Math-intensive
WWRIT Wiiting Intensive

. of

4|

Save | Cancel | Cloze |

4 Select one or more attributes from the Available Attributes list on the left and use

the button to add it to the list of Selected Attributes on the right.

5 Click Save and Close on the Course Attributes form.

6 Click Save and Close on the Courses Code Setup form.

Requirement Rules

To add a requirement rule:

1 Select Lists > Academic Records > Requirement Rules to open the Requirement
Rules Code Setup form.

Requirement Rules Code Setup
Rule Propertie
Code || v Active

Diescription |

Murnber OF Required Courses |
Advanced Settings |

Iirimum Credits

Save | Cancel I Cloze

2  Enter the requirement rule Code and Description.

3 Define the overall number of required courses and credits for the rule and click
Save, or leave them blank and click Advanced Settings to expand the form for
more options
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Rule Propertiez
Code I3IJIJ-4DD v Active

Description  [300-400 Level

Murmber OF Required Courzes I on
Advanced Settings |
Mirimum Credits I =]

Cahicel | Cloze |

If you specify the overall number of courses and credits, you will be unable to add
credit or course values to individual course categories or attributes in the expanded
form.

4 The expanded form has two tabs, Course Levels and Course Attributes. You can
make entries on these tabs, provided an overall count was not specified in step 3.

Requirement Rules Code Setup

— Rule Properties
Code I,&SSUC ¥ Active
Diescription |.-’-‘«ssociate Degree Requirements
Course Levels T Courze Attributes
Code |Description | Credits| Courses| Has Attiibutes? |
sdd | Edt | Dekte |
Save | Cancel | Claze |

5 Use the Course Levels tab to assign one or more course levels to the rule. Click
Add to open the Requirement Rule Course Level form. Select the course level(s)
to be applied to the rule and indicate the total credits and courses that are required
from each course level selected.
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Requirement Rule Course Level

- Course Level-
Couse Level (200 EVEL - 200 evel =]
Mumber Of Requied Courses | 15
Mirsrien Credits i 45
Select | Code | Desciption | Credits | Courses
(] [ [wRIT |Wfiting Intensive L 10
| | [T [FNM |Math Fundamenitals |0 [0
| [ |GORD | Govdon Fule 'Writng [0 1]
= [T |ENG | Basic Ersglish Grammar [0 1]
[ | T [MaTH | Math-ntensive [0 [
[ ] [ [INTERNET | Internetntensive 10 |0
Total: 10 o
Sava |  Cancel | |

Click Save and Close to add your selection(s) to the grid on the Course Levels tab.

Requirement Rules Code Setup

— Rule Properties

Code

Description

I.&SSDC

¥ Active

|.&sscu:iate Degree Requirements

Simple Settings |

Course Levels T Courge Attibutes
Code D escription Credits Courzes| Has Attributes?
200-LEVEL 200-Level 45 15 Mo
Edt | Delete |
Save | Cancel | Cloze |

6 Use the Course Attributes tab to assign course attributes to the rule.

7 Click Save to save your changes (or click Cancel to discard the changes), and click
Close to close the form.
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After the rule is saved, the rule is applied, and the criteria set in the steps above will be
factored in when the system determines completion of a student’s enrollment.

Books

To add a book to the book list:

1 Select Lists > Book Store to open the Setup — Book Store Lists [Inventory] form.

Cada [C52G FF Ok Shisrs civm Gata |

Dhsi i ipind Condey daithe
B S [
Booosasg Prngipes e ¥
Heck of Hasth SCRDHO0MES T
Cnsdnd R Lbved g CRVETEL i
(g Oty in 'vH O &E ¥
Faolies b Iid Mwagesy F&iC N
Gands la WIHZZ AP EOR T
HT L Ths [1 it Doy HTWL T
Fisangnsarg tha Copaskn 135 )
L Froed Page BE WLFP k|
Wil B & 500 Smvm VRS i
Winapdl i Paggandng s eids WP i)

1 Pl "Wl Dty WEBSTER T

i ey Jleee Y tee ] LB A5l

2 Click Add to open the Inventory Code Setup form.

Inventory Code Setup

[tem ]| ¥ Active

Descrptiaon ]

Publizher

Y'ear Publizhed

Author J
ISEM |

Coszt
Price
Price [Uzed]

Save Cancel Cloze
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3 Enter the Item # for this inventory item - up to 20 Characters.
4 Enable the Active check box to indicate that the item is an active inventory item.
5 Enter the title of the book in the Description field.

6 Enter the Publisher, Year Published, Author, ISBN, Cost, Price, and Price
(Used).

7 Click Save.

Associating a Book with a Course

To associate a book with a course:

1 Select Lists > Academic Records. Select the Courses tab.

E‘;-I"Tl.lp Academic Records Lists [Courses] HmEE
Cowee Levels | Cowse Gioups | Buldngs/Rooms | Degree | Progiem Group | AP | SAP Stetes | SAP Resson | Ervolinert Stahe
GiadeScole | Gisdelevel | GiodelevelPromobonRules | Honos | CowseFesson | FRessons | StatDete
Bress Of Shudy | DebveyMethods | Coussdtinbutes | Fequiement Russ | Leszon Trpes
Programs | Shits | Tem | Regutaion Groups | Penod | Calendar | Rescuwces | Couwse Type - Corze Cabegones
f= | Code || ¥ Ok Show Active GaTa !

Earmpust [Campuss Managansend Insbiute u ™ AlCanpues
! Crockz | Howd  [Pus

Abdorminal Sorography DM5 304 I 300 | 12000 |
Aecounting 101 _ IACCHN 1] 300 ! 00 [AC
Accounling 102 ACC102 LS 300 ! 9000 I
Accounting 8 ACCHE [y 400 | 12000 |AC
Accounting| ACCNO |4 ing | a0 |AC
Accounting I ACCIN id 300 | 0,00 | AL
Accounting Lab ar1150 [¥ 000 | [i¥]
Ackranisieainee Procedusss | MEST0Z I (li1] | [il11]
Aderanéstralive Proceduses i |MAETOZ i 0.00 ! am |
Ageranistrative Sl | |ADMADY ¥ 200 ! 20.00 L
Admanistrative Skl 2 ADM 402 ¥ | 300 ] 2000 AL
.n!l.n:h'q K P‘lqu:ed.l- ADMAT L 200 IIIII ﬁ.l: -/
] 3

Add | Ed | Delete | Disable | Bt | Ciote

2 Highlight the course to which you need to associate a book and click Edit to open
the Courses Code Setup form.
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¥ Courses Code Setup

Code [MNRIE ~ tetie Campuses
ComeTils = o Camnpat M anagemeart [nstitube
Coursa Type D.oc!ue u
Course Lavel A0 Levels -]

Hiisz |50 Credits [3 ™ dlow Dverds
Grade Level Publithed Code [A0CT101

Minimum Days |0 anmi ¥l I"
I.IntTyquMn.m f"Dml!.- Remedsal Coursa? [

W&um&shnﬂmﬂuzﬂmaﬂdﬁm? (o Yug Mo
e Mumber of Repeats Alowed | 333
Default Pass/Fai Seting [lonPass/Fol =]
Cousse Desciiphon [Brirciies of double entry bookkesping and sccountng A
Divarview of marmal and computenzed sccounting

piocedures. Jownal enres, subsidian joumsls, types of
AcCourts,

: - |
| e Books Atrbutes |
Pretequishes ] Corequistes | Hesources Equivalency ]

Selscial | Cleardl |

Diependent Coutse [ELTON - Accounting Lab Save | Concel |  Clse |

3 Click Books to open the Course Book List form.

Course Book Liskt |

Book _ F equired
Accounting Principles Tes
“Webster's New Warld Dichionary Mo
Cryztal Reportz User Guide Mo
Courze Iﬁccnunting 1M ILI
Edi | add | Dele |
Boaok I ILI [T Required
Date Effective | =]
Date Obzolete I [;I
Frint | Save | Cancel | Cloze |

4 Click Add to activate the fields in the lower part of the form.
5 Select an item from the Course/Book list.

6 Enable the Required check-box if the book is required for the course.
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7 Select the Date Effective and Date Obsolete. These dates are optional.

8 Click Save to save your work and Clese to close the form.

Program Versions

To add a new program version:

1 Select Lists > Academic Records. Select the Programs tab.

] ] e e e J 2] IEIl

2 Select the program to which you need to add a program version and click Edit to
open the Programs Code Setup form.

i Programs Code Setup
i
Code IFIN
Dezcription IFinanu:iaI b anagement e I
Program Group IFinanu:iaI b anagement j J Tests | Pre-Enrolimernt |
CIF Code I i | Documents |
¥ Active Fiequirement Fulez |
v allowdnlinedpplications
Sawve Cancel LCloze

3 Click Versions to open the Program Versions form.
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F:mﬂ:mh ‘Warman Lz | e
Fi [CFHE Cord Frssrcisd W srsgee—rsnd 7] ]
FH allMWERT Firesnied M snesoerenl Bumres X000 Track.  CML G, B o Aol Bl
2| i |
Sl Zrerdun, I TranlEren s | Eiaz s ilag | fon I © oz St I I

4 Click Add to open the Program Version form.

) [ h
Course List | EIMELEES | Pragram &ctive |

Drezcription |Facilities tanagement

Code I

v Active - At

Werzion Description |
Pragram Type {* Deges

i Mon-Degres

Start Date |
Distanze Education I

Degree

Program Group

Total Weeks
Credits

Expected Credits:
Per Term

Total Credits for
Externzhip

Copy Version |

Facilities Management J
Tatal Months I— Tests | Enroliment |
Hours | Areaz OF Study |

l— [~ Require Extern Start Date
Term Sequencin
Tatal Hours far ID— q J |

ID E sternship

I— Expected Hours per |

| M
B

Camnpus M anagement Institute

Total Lessons ‘wieek for Esternship cLu I : I
Full Tirne kinirumm 344 Time Minirum
Half Time kdinimum Lezs Than Half Time
W wieighted GP2
Grade Scale A .
I [™ Requires Area OF Study
Grade Level Promation | I Undeclared
i Select Al Clear Al
SAP Table | - ==t I = I
— English Prafici R
P I u nglish Proficiency Feq
" Yes " Mo
CIP Code |52.0204 |foice Management and Supervizion | @l |
Misc 1 | Misc 3 |
Misc 2 | Misc 4 |
Curmiculurn Standard & CraditH = Clack H
ea oL mek neu Fieazon for EP Mot Req
Yersion = ~l
Comments LI ;I
Student Accounts | Financial Aid | Save I Cancel | Cloge

NOTE: The fields related to English proficiency will only appear if your school
accepts international students.
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5 Enter data in the various fields on the form or click Copy Version to reduce data
entry.

6 Click Save.
To add the course list for a new program version:

1 Click Course List to open the Course List for Program - [ ] form.

i T |
b Hom  Hom |
[ioaae]
1 S 1
- | | | : | 1 | |
= | 1
e’ g I |';-."|r.'.'.|'l.;.'.'§.l -—.l:..'\-.“h.'hlr'll'.ll T |
T = s | O RS IR o [ A |

o[ | I
e |[ Frawaes Gocvm el | |

2 Click Add Catalog to associate the course list with a specific catalog year (default
is None). The Catalog designation precludes the need to create a new program
version for each new/revised course list.

Corarse Usk [or Fregras - F&ELSIH Faobbes Sasageeseet [ 200

] |
e 2 27F Fel T3] oop
T I 2TF Fell adnig s
. I POy 20T Fell Cedakag

3 Click Add Category. An additional row appears in the Course Categories grid.
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Coamow Ligk B=r Progrnn - PACEDS - FrcBRbas Flnnsganang b= 28025

4 Select the Code.
5 Enable the Core and Repeat check boxes, if required.

6 Enter the Required Credits, Hours, and Courses. Leave corresponding “Selected”
fields at zero — they will serve as counters as courses are added in the lower grid.

7 Enter a Comment to describe the course category, if desired.
8 Click Save to save the course category.
9 Click Add Course to open the Add Course form.

Add Course r

Cateqon IEure Courzes ILI

Course

Dezcription

||

|
Credits I
Howrs I
IEI

bd aw Repeatz?

[~ Allaws Substitution
[~ Requires Advisement

Save Cancel Cloge
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10 Select a Category. The dropdown list is limited to the categories thus-far defined
in the grid.

11 Select a Course. The Description, Credits, and Hours fields fill automatically.
12 Edit the maximum number of repeats allowed for this course (default is 0).

13 Enable Allow Substitution to indicate that another course can be substituted for
this one.

14 Enable Requires Advisement if the course requires an advisor's approval.
15 Click Save.

As each course is added, its credit hour and contact hour values are added to the
“Selected” counters in the Course Categories grid. When all courses have been added,
the totals in the corresponding “Required” and “Selected” cells should be equal.

To add the Start Dates for a new program version:

1 From the Program Version form, click Start Date to open the Start Date Setup
form.

| Start Date Setup I

Program Yersion |FAESDB - Facilities M anagerment for 20085
@+ AlDates ( Date Range StartDateI :I End Datel :l
Camnpus IAII Campuses Ij
Code |Descgi:tion |Campuses | Shife |Start Date [ctive |
Azzigh Tem Seguence | Start Term | Edit | Add | Delete |
: Campuz(ez]
coe| Lo W onsgenent i}
Description I
Shitt | -]

Start Date Mid-Paint Date

Exp. Grad Date Max. Grad Date I—H

Extem Start Date Cancel Date
Budget Starts I— Show % I—
Max. Starks I— Min. Starts I—

Budget Tuition I Save | Cancel LCloze Select Al Clear Al

2 Click Add.

3 Enter data in the various fields on the form. Entering a start date and clicking the
Tab key will populate subsequent dates, calculated using what the system knows
about program length, etc. These dates may not reflect school calendar events; edit
as required.

4 Click Save and Close to close the Start Date Setup form
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Catalogs

This feature allows courses to be associated with a particular campus catalog, rather than be inextricably
linked to a particular program version course list. Although a student’s program requirements are
typically taken from the catalog that is active at the time of enrollment, the catalog feature permits a
student to realign with a different catalog with potentially different program requirements. These catalog
settings may be assigned to program versions and areas of study.

Add a Catalog

To add a catalog:

1  Select Lists > Academic Records > Catalog tab.

[PE TR ———— H r
Ciacaptean Laa E=TT TFactna Sum: Vs EJacvs ne Uaa LmseerLm
FR T .1 v M i S [ 7 1 I T T
NV Full Ciaing o HiEF O3 o SHAHIE 12HAANH DMl i
AT Fol ostnion e e T3 s BAR TMATE  [HLOW
NNT? Full Cnbg L] & 1H 2E0F 1HLEA DMl

2  Click Add to open the Catalog Code Setup form.
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ﬁ Catalog Code Setup
— Campuzes
Code || ¥ Active || |CJ Campus Institute of Art
Campus Management |nstitute

Dezcription |

Effective Start D ate I :I
Effective End Date I : I

Courges Select All Clear &l I

Save | Cancel | Cloze |

3 Enter a code and description.
4 Enter the start and end dates of the time period that the catalog is in force.
5 Select the campus(es) to which this catalog applies.

6 Click Save to save the new catalog and enable the Courses button.

ﬁ Catalog Code Setup E 1

— Campiies
Code |2008F W active ||| Campus Institute of At

Tl Camipus Managemant Inshiute

Dizscriphon [m Fall
Effectie Start Date I&fﬁm : i
| Effectrve End Date I&!i.ﬂmz :i

7 Click Courses to open the Associate Courses to Catalog form.
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ﬁ Associate Courses to Catalog |
[T Bhow Inactive Courses &so
Awailable Courses Agzigned Courges
Courzes Available Course Code ~ Courses Azsigned |Eu:uur$e Code
32159C0URSED 32159C0URE
J2159C0URSEZ 32153C0OURE |
32159C0URSES 32159COUR: c7
32159C0URSES 32153C0OURE |
32159C0URSES 32159COUR: fe
32159C0URSER 3A159COURS
I2159C0URSEY I BICOUR: - |
[l 1 S T »
Select All | R emove Al |
Save | Cancel | LClogze |

The campus’s entire course list appears in the grid on the left side of the form
(check “Show Inactive Courses Also” to expand the list to include any inactive
courses). Use the >> and << buttons to move courses from one side of the form to
the other and build the list of courses assigned to the new catalog, or click Select
All to move the entire course list to the right-hand grid.

ﬁ Associate Courses to Catalog |
[T Show Inactive Courses &lso
Available Courzes Agsigned Courses
Courzes Available |D3urse Code Courzes Azsighed Courze Code ~
32159COURSET 32159COURE
| 3Z5ICOURSEZ J2159C0URE
** | |32189C0URSES 32159C00R:
| J2159C0URSES J2159C0URE
“ ¢ | [32159C0URSES 32159C00R:
32159C0OURSER 32159C0UR:E
J2159C0URSEY 32159C0URS |
]| ] ]| o
R emoe Al |
Save | Cancel | LCloze |

8 Click Save to save changes.

Delete a Catalog

To delete a catalog:

It is recommended that the Disable feature be used, instead of deleting the catalog year
entirely. However, if you would like to remove the catalog listing, then select the catalog
listing that you would like to delete and then click the Delete button.
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Disable/Enable a Catalog

To disable/enable a catalog:

1 To deactivate a catalog, select the catalog from the list and click Disable.

2 An 'N'will appear in the “Active” column for the selected catalog, and the
deactivated catalog will not appear in the grid unless the “Only Show

Active” checkbox is unchecked.

Description |Code | Active Effe
200 FlCadog L U CT E—
2006 Fall Catalog copy {20086F C2 Nd i
2006 Fall catalog three |2006F C3 |]N
2007 Fall Catalog ..!.ZEIE!?_E!Z&. B
2008 Fall | 2008F 1y

3 To activate the catalog, select it and click the Edit button to open the
Catalog Code Setup form. Place a check in the Active checkbox and click

the Save button to enable the catalog.

Copy a Catalog

To copy a catalog:

1 Select a catalog listing to use as a template to create a new catalog, and click the
Copy Catalog button to open the Copy Catalog form. Notice that the Campuses
are disabled, since you are copying the selected catalog that is already associated
with the campus. The Campus information may be modified after the required

fields are entered and saved.

E Copy Catalog: 2006 Fall Catalog

— Campuzes

Cade || ¥ Active [#] Carnpuz Inztitute of At

2 B opus Management hstitute
Drescription I
Effective Start D ate I : I
Effective End Date I : i

[Eauraes Salect Al Elgar sl |
Save | Cancel | Claze |
2 Enter the new catalog fields (as if you were creating a new catalog).
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m Copy Catalog: 2006 Fall Catalog _&

— Campuizes
Code |2I:|I:|EF C3 V¥ Active Campusz Institute of drt

Bl Managenent insfitle

Descriphion |2DDE~' Fall catalog three

Effective Start [rate IEh"I 8/2008 | :I
Effective End Date |12£1E£2DEIE1 | :I

[Courzes Select Al Elgar sl |

Save | LCancel I Cloze |

3 Click Save to retain the new catalog information, then click OK in the
confirmation message.

ETE— x

\ 1 ) ‘Zakalag _save_::l SLIIZC_EESSFLI"';.-'.

4 The Campuses are now enabled and may be modified.

H Catalog Code Setup - | il

— Campuses

Code |2006F C3 v Active Campus Institute of At
Il Campus Management Institute

[reszcription |ZD'EIB Fall catalog three

Effective Start D ate |5|f'1 B/2006 :I
Effective End Date I'I 2/18/2006 : I

Courzes Select Al I Clgar All |

Caricel I LCloze I

5 Click on the Courses button to view the courses that are already assigned to this
catalog. Edit the course list as required.
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m Associate Courses to Catalog Xl
[~ Show Inactive Courses Slsa
#vailable Courzes Assighed Courses
Courzes Available Courze Code = Courses Aszigned Course Code:
Administrative Skills 1 Ak 401 At and Graphics in Education (ART101
Admizzions Procedures Abm201 i Beginning Chemiztry CHER101
Computer Aided Typing COmM104 Business English EMGI01
Computer-Aided Instuction FAC203 | Computer System Integration | COMZ201
Contemporary Literature ENG103 * % | | audioVisual Faciliiies FAC202
Cost Accounting ACC30
Directed Externship AR 404
Directed Intermnship ADM4D4 =
4| o +]_| i
Select Al | Fiemowe Al |

Save I Cancel I LCloze |

6 Click the Save button to retain the information, or Cancel to disregard any
changes.

Grades

Grade Scales define the grading parameters that your school uses to evaluate the
academic achievements of your students. You can have as many grading scales as you
need. Each program version will have a grade scale associated to it. Each grade scale is
associated either with all campuses or with a campus group.

A grade scale is composed of grade letters, a description, upper and lower numeric limits,
grade points, and indicators as to how the grade is treated in GPA calculations and
academic progress.

You may add, edit, delete, disable/enable, print, or copy a grade scale.
To add a grade scale:

1 Select Lists > Academic Records > Grade Scales > Add to open the Grade Scale
Code Setup form.

Grade Scale Code Setup |
Sroale || fctive v Grades |

Description |

Campuz Group I ILI
Retake Methodalogy |L| se Fetake Method on Campus Setup ILI

Save Cancel I Cloze |
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2 Enter a code, description, and campus group. The Retake Methodology field is
populated by default; edit as required to accommodate your academic policies.

3 Click Save, then click the now-enabled Grades button to open the Grade Letter

Setup form.

Gradelettersetup
Grade Letter |De$cri|:utiu:un |L|:uwer Lirnit |L||:uper Linnit |F'|:uints |Incl. Credits Earned||n
4] | 13
Grade Scale [GRAD - Graduate Grade Scale Edit | il Delete |

Grade Letter (D I Descrption |
Lowest Grade I Highest Grade I Grade Paints I s

Include [n
’7|_ Credits Earmed? [T Credis Attempted? [T Ihclude in GRE? T Ineludein S4R7
[~ Transter Grade I~ Drop Grade [T Audit Grade
I Fass/Fail Grade Save | Cancel | Cloge |

4 Click Add to activate the lower part of the form and add a letter grade in turn,
indicating its ID, description, lowest and highest percent score values, and the
grade points it will earn. Enable the checkboxes as required, including those that
indicate whether the grade should be included in GPA and SAP calculations

Grade Letter Setup

Grade Letter | Description Lower Limit | Jpper Limit | Paoints |Incl Creditz E arnec 4|
R Repeated Course 0 0 0 Falze
T Transfer Credit Il 0 Il True
P [Passed Pass/Fal 0 oo [0__[Te |
F Failed Pasz/Fail 0 0 0 True |
HT nat taken 0 0 0 Falze - |
<] | on
Grade Soale [MAIN - Main Grade Scale Edi | 4dd | Dele |

Grade Letter D IP Dezcription IPaSSEd Pass/Fail
LuwestGradEI B0.00  Highest Grade I 100.0  Grade Paintz I 0.0 W Active

Include In
’7|7 Credits E arned? [~ Creditz Attempted? [T Include in GPA? T Include in SAP7
[T Tiansfer Grade [ Diop Grade [ audt Grade
¥ Pazz/Fai Grade [~ Default Drop Grade Save I Cancel I Lloss

5 Click Save to add each letter grade to the grid at the top of the form.
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Academic Records Reports

The Reports drop-down menu is organized by departments. Each department has a list of
reports relevant to its work. The list of reports is alphabetically sorted for each module
and varies in length as new reports are added and old reports are replaced with newer
versions. An asterisk (¥*) indicates a customized report designed for your institution(s).
You can click Reports > Academic Records to access reports associated with the
Academic Records module.

Reports  Student Groups  Window  Tools  Setup Help

Executive Information ¥ kit Students II:arIa, Millz - 349 =
Contact Manager L4
Admissions »
Financial Aid k
Student Accounts »
Academic Recards » Absences by Consecutive Dayvs
Distance Education » Absences by Consecutive Days by Course
Placerment » Atkendance Summary
Loan Management » Class Ranking
Student Services » Class Roster by Course
Haousing b Class Roster by Instruckor
Class Schedule
Custom Reports ' Class Schedule by Room
Cpen Report Selectar Classes Missed Report

Caurse Drops

Course \Waitlist Fepart

* Cuskom Transcript Request
Detail Attendance

Drop Report

Final Grades Work Sheets
GPA Average Range

The Reports menu displays the following two menu items for each module:

Custom Reports

Custom Reports are designed especially for your campus by someone at your school who
can use Crystal Reports®. These reports are created either by editing an existing generic

CampusVue report or by creating a new report from scratch. Your System Administrator
can use the Setup > Report Maintenance option to work with custom reports.

Open Report Selector

Select Reports > Open Report Selector to display a list of all reports (for all modules)
that you have permission to run.

General Features of CampusVue Reports

Following are the generic features of all department-specific reports in CampusVue:
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® The Title of the report is in the upper-left corner of each page.
® The Selection Criteria are listed in the upper-left corner of the first page.
® The Sort Order is listed in the upper left corner of the first page.
® The Name of the Program that produced the report is listed in the upper-right corner
of the first page.
® The Date and Time that the report was printed is listed in the upper right corner of
each page.
Column headers are shown at the top of each page.
Group headers are listed on the left side of the report as required by your sorting
criteria. Note that you can sort by all the available sort variables but group totals are
available only for the three highest-order sort variables.
The Total number of records selected will be listed at the end of the report.
The Company name will appear in the lower-left corner of each page. (This is the
company name from the Setup > System menu option.)
Firal Grade Mﬁ!ﬂﬁlﬁmﬁ
Camguaem:
Campum Mammmart Indlibde
Sared by: Campue, Tarm Code, Couren, Saction, Budant Heme
Comyens Manngamanmt [methutn
Acovantion 1
Tam Chead Sortan InaiTers Oroalis  Sanl End
MM Mam Baler a.m
T E Program! rn Envniarsl Wby Pl Eml Gmie  Wamic
[ 1) Proggram orsios Shahis i ]
M1 Fame Futmra,-lmom Himmopic RE e Preriad Dy e TIHH ER e
Ealerd Cowrd = 1
Camgus kAmgamnt Pega i 6179

Note:

Reports from your system parameter tables can be printed in a similar

manner from the Lists menu.
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Some reports appear as HTML documents. You can right-click on an HTML report and
then select Print from the context-menu to print it.

Accessing Reports

E Report Selection: Master Student Listing Sunimary

Report Preference

Reports are accessed from the main CampusVue menu under the Reports option. You
can run reports only if your user profile has been granted the proper permissions.
Selecting Reports > Open Report Selector displays a window that lists by department
all the reports (for all modules) that you have permission to run.

To access a specific Academic Records report:
1 Select Reports > Academic Records > specific report.

2  When the Report Selection form appears, choose the selection parameters (on the
Selection tab) and the sort variables (in the upper-right corner, if available) to
satisfy your reporting requirements.

Below is the Report Selection form for the Master Student Listing Summary report:

Sort Y aniables Selected Sort Qrder

Preference Mame | |z| S5N - Campus
Statuz Code By F'm_glam Wersion
Load | Save | Save Az | Remowe | S_tart Date f Shift
City ¢z | [Student Mame
Countmy -
Campuz Selection T T Student Groupz T
Items -

" Codes

f+ Descriptions |

Bithday Month JALL -]
School Status &g OF : [Select High Date] J

School Status

Status Categomy I— Yerzion Start Date | |L| ta | ILlJ
gfrﬁer Expected Start | |L| to | ILlJ
ﬁlizaeicsy?’gr;znsm Orig. Exp Start | ILl ta | ILlJ -
lﬁ?;;;rﬁpe Last D ay Att | ILl to | ILlJ
ELDifEt"am Version Application D ate | |L| to | ILlJ
ﬁed;nd E:tl?egnry City | E| |
Ed?aL:iT;TS_latus Postal Code | E| |
E;gg:é“w Weteran | ﬂJ
Eifric e . Disabled | [
4| [ BadPhane [~ Yes [ Mo
4] | 10| BadAddress [ es [ Mo |
Student ID to Print [Errlment Number E| provew | Cose |
Report Preview
Click Preview to open the Report Viewer where you can see your report.
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The following screen displays the Report Viewer for the Final Grade form.

BY Report Viewer

Report  Mail Merge  Excel

| % & gl =] || 4 4] L f173 U

Prewvigw I

[+~ Camp

Final Grade

Campuses:
Campus Management Institute

Sorted by: Campus, Tern Code, Course, Section, Student Mame

Report Viewer Controls

Report Menu Options

® Print: You can select this option when you are ready to print the report. A Print icon
is also provided at the top of the Report Viewer form.

® Print Setup: This option calls the typical Windows printer setup form from which
you can select a printer, set the number of copies to be printed, and access other
reporting functions.

® Save Student Group: If the internal Campus Id and internal Student Id are contained
in the record set for the report, you can save the students listed on the report as a
group. Select this option and give your group a name.

The following screen displays the Save New Group dialog:

ﬁ Save Mew Group |E|

Group Mame ||

Growp Type  © Manual & Stalic

[T Make Group Public

Save I Cancel | Cloze

In this example, the default definition for the new student group is a "Static" group,
meaning that the list of names in the group can be refreshed on demand (your school can
also choose manual for the default group definition). You can also open the group via
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View/Student Groups and change the group type to Dynamic, Frozen, or Manual. For
details refer to CampusVue Help.

® Save Employer Group: If the internal Campus Id and internal Employer Id are
contained in the record set for the report, you can save the employers listed on the
report as a group. Select this option and give your group a name.

® Export: You can select this option to view different export formats. In the example
given below, users can select from the following four export formats: Crystal
Reports Export Formats, Excel, Comma Separated (CSV), and XML Format.

el o Mail Merge  Excel
Prink
Prink Setup

Save Student Group

Crystal Reports Export Formats
Excel

Comma Separaked (C5Y)

ML Formak

Close

With each report selectivu yuu van vivuoy 1o ouveras ptions for the format and
destination of your report. Click OK after you make your selections.

Export §|

Farmat:

| (= M Cryztal FHeports [RPT),

Destination: Cancel

|= Disk iile |

L

® C(lose: Select this option to close the Report Viewer at any time and return to the
Report Selection form.

Mail Merge

The Mail Merge option appears on the Report Viewer Menu Bar if the following three
conditions are met:

*  Your school has letter activities related to students.
e The path to the letters is correctly designated in Setup > System.
*  The report being previewed lists students (or employers).

When you click the Mail Merge option, all letter activities are listed as options. Select
the one with which to merge the student names on the displayed report.
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Select Letter for Mail Merge

Admizzionz |ahels

Ak Hew lead label

AM-Mew Lead Label

azd

Employer Letter Mew

Graduate Inkerview w/E mplayer
Send Catalog to Lead

Student Letter

Welcame Letter

Select LCancel

When you select to use the Mail Merge feature, you will be able to run the selected
report, use the Merge tool to combine and print letters, and update the student's activity
record after processing the letter. The system will prompt you with a dialog box asking if
you would like to update the Contact History. If you select 'Yes', then the student's (or
employer’s) Contact History will be updated after the Mail Merge is completed.

Excel

This option exports the data on the report to an Excel spreadsheet. This feature appears
on every report. The export procedure uses column names for headings. A maximum of
65,000 rows can be exported. However, sub (drill-down) reports are not exported.

Navigation Tools

At the top of the Report Viewer form, there is a set of navigation tools to help you
maneuver in a multi-page report. By clicking the appropriate tool, you can go to the first
page of the report, the next page, the previous page, and the last page.

| % & & [ =] |J T 1 j173 b M o= |Jﬂ
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The following tools are available for selection:

® Report Views: The report viewer provides a method of narrowing your view of the
previewed report. By double clicking on a report heading or sub-heading, you can
open a view containing only that heading and the data below it. When you open a
view of a heading, the program creates a view tab at the top of the report. You can
alternate between views until you get the information you require. You can also print
only a selected view of the report.

® Close Current View: Click on the view to be closed and click this control ( IE ) to
close it.

® Group Tree: On the left side of the Report Viewer is a control known as the Group
Tree. It is used to drill down to specific portions of your report. It is more significant
in long reports and in those that have more than one or two groups. Click on the plus
and minus boxes beside the group names to expand or contract the tree list. Click on
a tree item to go to that portion of the report.

® Toggle Group Tree: This tool ( |_= ) is used to show or hide the Group Tree. If you
want to see more of the report page in your viewer window, hide the Group Tree by
clicking this tool. Click it again to bring back the Group Tree.

. [To0z =] : .
® Report Size: Use this tool ( ) to size the image of the report to a
convenient viewing size. Select one of the options from the drop down list or type in
your own percentage value.

® Text Search: Use this tool ( - ) to find the text you need in the report preview by
clicking the binoculars and then typing the word into in the Text Search box. The
program will find the first occurrence of the text in the report. If you click the
binoculars again, it will find the next occurrence, and so on. Your search text entries
are saved in a list so that you can go back to them by clicking the arrow beside the
text box. When you close the report, your search entries are discarded.

X
Find what: I | Find Mexk I

Cancel

Note: The Text Search function searches in a forward direction only. If you
wish to search your entire report, begin your search on page one of the
report.

Report Printing

Report Printing is performed from the Report Viewer window after you have selected the
various filtering criteria and clicked Preview in the Report Selection window.
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To print a report in CampusVue:

1 With your report previewed on the screen, click the Print icon (%I) at the top of
the window to open the Print dialog box. You can choose to print all of the report
or selected pages. Indicate the number of copies of the report to be printed. Click
OK to send the report to the printer.

Alternatively, select Print from the Report menu at the top of the Preview window.
The report will be sent to your designated printer. If you want to change the
destination printer, select a printer from the Print Setup dialog.

2 From the Report menu, select Close to close the Report Viewer window after the
report is printed. You will return to the Report Selection window.

3 In the Report Selection window, you can choose to print another variation of the
report by selecting different parameters. You can also save your previous selection
of parameters by giving them a Preference Name and saving your preference for a
later rerun.

4 Click Close on the Report Selection window to return to the CampusVue main
window.

Cube Reports

The term "Cube Report" refers to a multidimensional, spreadsheet-style report that you
can manipulate for the purpose of extracting data from the CampusVue database. An
ordinary spreadsheet is two-dimensional in nature. As the term implies, a cube report can
accommodate three or more (possibly hundreds of) dimensions in a report presentation.
Each of the CampusVue modules has one or more cube reports associated with it. Data
elements for the various cube reports are provided by the program in a form that you can
readily manipulate to yield a particular view. Flexibility is the key characteristic of cube
reports. You can move data around on the report, adding or removing horizontal and
vertical data elements to achieve the precise combination of rows and columns you need
to present the results in the desired format.

The program gathers data for a cube report each time the report is opened. The data is
stored in a temporary file while the cube is open. For large databases, this data-gathering
effort can take a few minutes.

Output can be generated from cube reports in four forms:

*  On-screen displays in which rows and columns can be rearranged to suit your
needs

* Printed spreadsheets with optional horizontal and vertical cross-footed totals
*  Charts and graphs
*  Export files to Excel

On a department’s Reports menu, the cube reports are listed below the horizontal line at
the bottom of the report list. The Academic Records cube reports appear below:
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Transcripks-OFficial
Transcripks-nofficial

Class Section Reqgistration
Course Drop Statiskics
Dermographics

Future Course Seat Requirements < Cube Reports
Inskruckor Grade Analysis
Locked Term Sequence Courses
Term Enrollment Summarsy

In this list, the Class Section Registration report is an example of a cube report.

To view the Class Section Registration Cube Report:

1 Select Reports > Academic Records > Class Section Registration to open the
Report Selection form in your work area.

Some cube reports are set up with selection criteria and others are not. If selections
are available, make whatever choices you like. (In this example of the Class Section
Registration cube report, the only selection parameter available is “Term.”)

2 Click Preview on the Report Selection form to start the gathering of data for the
cube report. Be patient — this can take a few minutes. There's a lot of work going on
that you can't see.

3 When the program has assembled the necessary data, the cube similar to the
following screen will open.
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LeJBREE| i2lat|

i i

Across the top of the cube window are some important controls.

Preview: (@)Shows you a preview of the printed report in spreadsheet format.

Graph: (| I} I) Takes you to the graph design feature. You need to select the data
elements you want in the graph before clicking Graph. Ordinarily, you would not want to
graph the totals along with the data cells. To select data cells to be graphed, click one
corner of the range with the left mouse button, hold the button down and "drag" to the
diagonally opposite corner of the range. All selected cells except the first one will be
darkened.

Excel: ( )Exports the cube report to an Excel spreadsheet. You can also select the
parts of the report you want to export before clicking Excel. You will also export the
totals unless you take action to do otherwise.

o
Exit: (=) Closes the report and returns to the CampusVue work area.

v iS5
Show Totals: (I_""—) You can elect to show or not show the totals on the
report. If you want to export the data, you may not want to export the totals along with
the data cells.

Options Menu: When the cube report is opened in your work area, a new menu bar is
added to the CampusVue window right under the title bar. It has one menu on it labeled
Options.
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[} Campus¥ue - |
Ciptions
araph
Prink Prewview
Ranking
Export Excel
Save

Close

* The Graph, Print Preview, Export Excel, and Close options work like the
corresponding options described in step 5 above. Save will save data from the
report to a variety of file formats.

* The Ranking option gives you the ability to rank (sort) data elements in the cube
report in ascending or descending order.

Rark On  |CMT ;I
[ztrctor : Ranking
CourzeSection = Mone
Period " Descending
Studentt ame ) di
Dravdfwieek seending

Cloze |

The example cube shows a three-dimensional report in a two-dimension format. Each
row represents a student record. Subtotals and totals are shown for each row and column.

Notice the other data elements that have not been used in this particular view of the array.
Any of these other data elements can be "dragged" to the horizontal or vertical axis of the
grid. By doing so, you can change the report to give an entirely different picture.

Another technique that you can use to tailor the cube is to select only portions of any one
data element. For example, as we have done here, you can select only a few out of many
Start Months.
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Click on the arrow beside the data element name. The list of codes, names, and so on,
will be dropped down for your selection. Click the box beside each desired code or name.
Those with X in the box will be used in your report. Those with blank boxes will not be
used. To select all choices, or to deselect all choices, hold the Ctrl (Control) key down
while selecting.

Right Click Options: If you right-click anywhere in the data area of the cube report, a
menu appears with some important features listed.
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Mumber Format. ..
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*  Normal: Displays the cube data in its normal format. In our example, it is
contribution to the class section Registration sorted by Instructor.

* % of Row: Changes the data format to be a percentage of the row total.
* % of Col: Changes the data format to be a percentage of the column total.

*  Number Format: Allows you to change the format of the numbers in the data
cells.

* CNT: This is the only option for the detailed data to be displayed. In other cubes,
there may be more options listed here.

Graphing Data: The example below shows a 6-line graph based on selected data from
the cube (totals have been turned off to facilitate the data selection). To select data cells
to be graphed, click one corner of the range with the left mouse button, hold the button
down and "drag" to the diagonally-opposite corner of the range. All selected cells except
the first one will be darkened.
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To change the type of graph, click the graph style list in the upper right corner of the
graph screen. Select any of the listed styles. Maximize the graph screen to see the labels
clearly when you are working with many elements.

Export to Excel: Data can be exported to Excel as in the example below. The column
headers were formatted manually after the import to improve the look of the example.
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Print Preview: There are several controls on the preview form including Print, Print
Setup, Margins and Columns, Page Change, and Zoom In and Out.
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