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Preface

Preface

This document contains information about the Career Services activities carried out in
CampusVue.

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: Managing Career Services



Career Services Folders

Introduction to Career Services

The Career Services module within CampusVue provides robust functionality for listing,
matching, tracking, and reporting the tasks performed by Career Services personnel.

In this module, you will learn how to establish employers within the system (as well as employer
contacts), enter job listings, match an available student to a job listing, record results of exit
interviews, and validate jobs.

Career Services Folders

With the student name appearing in the Recent Students box, click the Career Services tab on
the Student bar to view the Career Services folders.

Career Services
(L3 Student
(23 School Fields
(L3 Placements
(271 Status Histary
(L1 Centifications
[ Audit

Student Folder

This folder contains the current student's Student Master form.

g
(! Mdmrbrn Mudrr - Ackrreis, Byam

. = oo 1 ] _ o
—————————— IR Lt N Y
I DA I U ] .
e 1 TR BT e )
e [mEra | Tl p.ﬁ'lﬂ'l-l'ﬁdﬁ-ﬂ | ek

[ | et
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Career Services Folders

School Fields

You can use this form to view or enter data in school-defined fields related to the Career Services
module. You can also view public fields from other modules.

ﬁ Ackerman, Ryan - Placement - School Fields m
Mother's Maiden Mame || - Collections -
. =

IFestrumnert - Lacker Number I
T Other Degrees | pochelors -
Credit Checked I 24212200 :ll -
In Collections IN Lt Comrnent -
5]
Save Cancel | LClose |

‘ Enter student's mather's maiden name.

Career Services Advizor I

FPersonnel M anagement

Fersonnel Management

M

DrnE
55M |?05-58-5555

Placements

Use this folder to enter data gathered in the exit interview, as well as view and maintain job

placements.

ﬁ' Placements: Ackerman, Ryan A m
Graduation D'ate | Program Yerzion Errallrment Description School Status Ifi School Status | Placement Statuz | =
2/29/2000 Bachelar in General Mang Bachelor in General Mana| Drop It School Mot et Mot et Placed
120202002 Certifizate in Facilities Mat| Cedificate in Facilities Man|{Re-Entry It School Mot et Mot et Placed _|
10/28/2003 Credit Azsociate in Markel zsociate in Marketing Ma

Mot et Placed

In School \

Placement Status INc-t Yet Flaced

Days Available |

" I

Flacement & 5

|ntern/E wtern Hiztary

tudent Job

Skills/Titles

Preferences

Resume

Reason |

Pay Rate Low I
Date dvailable I : I

E

M

Pay Fate High I
Exit Interview Datel : I

‘wiaiver Signed € Yes % Mo

Hours Available I

Has Car © Yes & Mo
wiants Assistance { Yes % Mo

Comments

-
[

Edit

Save

[Canzel |

Lloze |
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Career Services Folders

Status History

This folder displays a history of student placement status changes.

ﬁ' Placement History: Ackerman, Ryan A !EI m |
M

Enrallment: IF'erscunneI M anagernent

Current Status I

In-School Placement T Placement

Mew Status |F'rev. Statuz |Ehange Date |Effective Date |By Izer

<] |

Comment

B

K1

Erirat | Cloge |

Certifications
This form contains information regarding a student's professional certifications.

ﬁ Certifications: Ackerman, Ryan !EI m

Enrollment IPersonneI Maragement

Certification Enrallment Date Scheduled | Date Taken

Edit Add Delete
Certfication fo5ica trisee i inss |
State [Fihods Island |
Date Scheduled
Drate Taken Score ID—
Comnmet =
=l
Save | Canee] | Cloze

CampusVue User Guide: Managing Career Services



Career Services Folders

Audit

The Career Services Audit folder tracks updates to a student’s placement record.

ﬁ' Student Placement: Ackerman, Ryan

=1 E3

Placement Becord Fields Audit T Deleted Student Placement Records T

Career Services Advizor Audit

Enrollment | D escription | Field | Old ¥ alue | Mew Yalue | Date Changed | Uszer ID
«]_| B
Comments :
< _>I_I

CampusVue User Guide: Managing Career Services



The Employer Database

The Employer Database

The employer database contains the employers with which your school has established
relationships, whether for job placement or internship/externship opportunities. This section
discusses the procedures for maintaining the employer database.

To move from working in the student database to working in the employer database, do one of the
following:

. C o Gy .
Click the bi-directional arrow button to the left of the Recent Students box to change it to a
Recent Employers box, giving access to the list of recently-viewed employers.

OR

Open the Employer Search form by clicking the drop-down arrow beside the Search icon on the
Shortcut bar, and then select Search Employer. This action also converts the Recent Students
box to Recent Employers.

1 ﬁ T

Search Student

| Search Staff [ !

OR

Open the Employer Search Form by selecting Daily > Career Services > Employers.

The Employer Search Form

The Employer Search form contains four tabs:

Employer: The Employer tab allows you to perform a basic search of employers by name and
other parameters.

— Imares - rmm i Crveas,
[Ce |~ e
[P =l H I
Ham | Bt e [ET

e N 2] e | &l Sl
Flan: [ | e b 1=

Pt abied

BT

B

Cmn il
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The Employer Database

Employer Contact: The Employer Contact tab allows you to perform a search using criteria
associated with the employer contact information and not the employer directly.

P Chow conerctz o marhohodd st
B
e | FIZI 1 Hchse
Paagrmn iz =
Casey Foeki | Wachiny
o Ehl 1 .- T Mechene

There are also fields directly associated to the employer.

Available Jobs: The Available Jobs tab allows you to search for available jobs by employer,
specified skills, and/or other parameters.

dak Tt I= EnrctJoch: Tide
i Bkl i
Fuagrmntia | Bl | I Hachiave
Coar Finkz ﬂ; I iy
oy Bl | .| [ W S
o B | 7| T ks kb saith g ooacings
#audatshy Jofa Dvrtas Farn | L=l Te | B
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The Employer Database

Groups: The Groups tab allows you to view lists of employers who are members of a
previously-saved group.

2

Suricazr - Finmesin 1 snple ad s in pap | _.ﬂ

Employer groups are maintained similarly to student groups by clicking the Manage Employer

Groups icon 2 on the Shortcut bar.

Employer Records

Records of the employers with whom your school has a placement relationship are maintained at
Daily > Career Services > Employers. Although each record in this list represents one
employer address, an employer may have multiple contacts, multiple available jobs, and multiple
placement history entries. The employer may also be related to a corporate entity that has
multiple individual branches or locations.

The Employer Master Form

The Employer Master form is analogous to the Student Master form. It contains detailed
information on the employer in the fields at the top of the form and on four tabs at the bottom of
the form. In addition, several buttons give you ready access to other parts of the employer record.

CampusVue User Guide: Managing Career Services 12



The Employer Database

ﬁ' Employers

Coge[MEX Ebal[fmeslobs@asloom
Mame [Amencan Espiess [oporation Lacation {5 outhwest Flarida |;|
Address [4210 Pine lsland Rd ;I Campuses [ Campus Management Institute j = Select &l |
;I Fee IEI;I
City |Plartation State JFL - Inclustry [Credit Card Processing -
Zip 33322 County | hd Employer Type |Intemship/Extemship -
Country Pin I1 300 Corporate famerican Express Corp -
Phane Mumber |(354]370-7852 Er:tl Fa:-tl User I.-’-‘-.dden,JoyD
Wieb Sike [ &llow Orline Access
Career Services |LI " Practicum Site
Advizor
Aydit | Career Fields | Soft Skillsl Activities | Edit | Save | Cancel | Lloze | Emplover Search | Employer G_roupsl

Comments T Contacts T Available Jobs T Flacement History
|
[ -]
Save | Cancel |

The majority of the Career Services lists, located at Lists > Career Services, support the
availability of information for the Employer Master form. The thoughtful, timely, and ongoing
maintenance of these lists will enable you to keep your employer records as thorough as possible.

The Audit button gives access to four tabs on which you can track changes to the
information in the employer record.

ﬁ' Employer Audit: American Express Corporation !El m

[

1

Employer Aeailable Jobs dudit Employer Placement Higtory Aodit

‘Employer Information Audik Emploper Contact Audit

Field

[O1d W alue [Mew Yalus [Date Changed

Career Fieldz |

[Uzer ID [ |

The Career Fields button opens a form in which you can associate this employer
with selected career fields that you have defined at Lists > Career Services >
Career Fields.

CampusVue User Guide: Managing Career Services
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The Employer Database

ﬁ' American Express Corporation Employer - Career Field m |

Career Field -

*

-

Save | Cancel | Cloge |

The asterisk ﬂ marks the first (next) available line for data entry. Click in the
line to make it active, and then click on the down-arrow to drop the list of career
fields. Select a career field to add it to the form. Continue to add all career fields
applicable to this employer.

ﬁ American Express Corporation Employer - Career Field [ | |

Career Field 1=
Businesz Adminiztration |
#* -

Dezcription Code

Buzinezs Administration BUSADMIN

Buziness - General I BUSGEM

Facilties Management ™5 FACKMGT

Financial Management FIMMGT

Financial Planning FINPLAM

General Management GEMMGT

M ark.eting Management METMGT

Save | Cancel | Cloze |

MI The Soft Skills button permits you to identify those soft skills that are important
to this employer. Soft skills include personality traits, personal habits, social
graces, facility with language, and even friendliness and optimism. At Lists >
Career Services > Skills you have the opportunity to define each skill as a “job”
skill or a “soft” skill. Functionality is the same as for Career Fields (above).

CampusVue User Guide: Managing Career Services 14



The Employer Database

ﬁ' American Express Corporation Employer - Soft Skill m |

Soft Skill
D' ezcription Code
Communication skills COMUM
Platform gkillz FLATFORM
T earnwark, zkills TEAMWORE.
Save Cancel LCloze
Activities Th o egs , . . ..
e Activities button opens the employer’s Contact History. Functionality is the
same as for a student’s Contact History.
ﬁ' Contact History: American Express Corporation !El m
Current | Historical I
Entered By Subject Due D ate Time Statuz
an Adminiztratc) Emplover E-ail 1/26/2006 | 0700 Ak |Pending

Edit Clase sctivity

Cloze |

MI The Employer Search button opens the Employer Search form.

Ml The Employer Groups button opens a form listing those employer groups to
which this employer belongs. Functionality is the same as for Student Groups.

CampusVue User Guide: Managing Career Services
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The Employer Database

ﬁ Groups for Employer: American Express Corporation x
Group | Date On |UserID | Dy ate OFF |UserID |
Business - Financial |5.-"25.-"2DDB |Administrator, an | | |

Bemove Emplayer fram Group | Add LCloze |

Adding/Editing an Employer
To add an employer:

1. Open the Employer Search form, either by clicking the Search icon as
described above, or by selecting Daily > Career Services > Employers.

2. Click Add Employer to add a new employer.

s B Ko Bk kv RTALe:
Cariae [Ceops Plersge—reen: | rebiobs I"'I Eeomh
Cods | [ I Lol
Avwz [rmsctie g [ pes
CitprChuia I Ir| Cow| e Tnpgm o
Fhana Foa | Dhrta L acind =
pweeigi [ =] 7o
Sot 54k | | Mg [T
Progm . | T[] O e
Lo ik | | R
Jri5ils [ | g
1
|

3. On the blank Employers form, specify the Code, Name and Campus

Group. You may also choose to enter information in other fields at this time.

CampusVue User Guide: Managing Career Services
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The Employer Database

Note:

[P e 4 [
Vs Lo
Ao N Camrd H Cers | e
L Fam 1'|
i | fma - b -
= I:Hm Tl Erctraims u
Lo ] &= | Coprrun 2
Fovtablnder Ex: ] Fem] | b= |
b By [l SR -
&mm 3| I Prcicu e
Vo '|| [ur— | et ok | Fernon st

Ltee || cowy |

You must enter the Address and E-mail, if you wish to send

letters and/or e-mails to this employer.

4.
5.

Click Save.

To edit an employer’s information, open the Employer Master form and click
Edit. Make the required changes and click the Save button next to the Edit
button.

L || dowy |

CampusVue User Guide: Managing Career Services
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The Employer Database

Adding Employer Contacts

To add an employer contact:
1 Open the Employer Master form and click Edit.

2  Click the Contacts tab.

Ee | st | AT | Gaps || EeesGoien || Gmod || vie e | e

CampusVue User Guide: Managing Career Services
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The Employer Database

4. Enter the new employer contact information. (Note that the Title field is a job
title, not a courtesy title such as Mr. or Ms.)

Note: If the address for the contact is the same as that for the employer,
you can click the Same button and the address field will be
populated from the employer information at the top of the window.

5. Click Save Contact. The tab returns to its original grid format, which now
contains a new line item for the contact just added.

6. Repeat this process to add additional employer contacts.

Adding Job Listings
To add a job listing:
1 Open the Employer Master form and click Edit.

2 Click the Available Jobs tab.

k: 3
e | o] e 444 [Jormmd ol Zd o _
R i Epvsc, otd sl czaiicn [t Forcle |
o 11 Fna e P e lramn| hagneHigpao el |~ £
s Fom M2 Fl
s n 2o FL E e el Lt Praossing I
1 [ | camgp = v  raTaENTaND i
L | F 150 s hﬂtmEmL‘-w FT
Y1 Ty o) Liza
‘wieh S (il Tr-=
i F| r '
Pk I Coper P’z | 9 clp 30l || At I Bt I = | ] I 1 :\-I
[ lonbecic ' Sopllohie Jol ]l
=2 kb k= Lken "—"-::F ¥
1 FAraaaminn Pl Merd Tadens _I
4 Proyec Waruger Fillad B, Ssha
) Vi Praaerne Aovelnhds HEheL bl e
] E:acudrom Placsrsent Armimbie :FT R Pe—
) G TX E paative Proeaeni Behed Abiel s
L Copy CF i ccruniant Aminble ;LT R =
B Benedd Cawing Dl Ferdinn HEdeL bl -_‘"_"__
==
STl s ey ..:f\r-

3. Click Add to change the format of the tab from a grid list to a form.
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The Employer Database

]

4. Enter as much information as possible about the available job. Information
entered here will be imported into the Placement Wizard when you place a
student in the job.

5. Some of the fields (e.g., job description, salary, work days and hours) are free-
text fields. It may be helpful to establish departmental conventions for
formatting these fields. It may also be helpful to determine what the Comment
box will be used for: driving directions to the job, dress code, etc.

Note: You must select the job Status as Available, with at least one
opening to be able to place a student in this job. In the Job Type
field, you need to select whether this is a Job or an
Internship/Externship (if the field has not defaulted to match
your employer type).

6. Click Save Job.

7. Repeat this process until all job listings have been entered.

Candidate Search

Once an available job had been added to the employer record, you can perform a search for
qualified candidates in your student database. This matching process focuses on attributes shared
by the available job and the job seekers. These attributes can include:

job skills, such as “bilingual English-Spanish” or “keyboarding 80+ wpm”
job titles, such as “Network Engineer” or “Medical Assistant”
industry, such as “IT” or “Business”

location, such as “New England” or “North Atlanta”

CampusVue User Guide: Managing Career Services 20



The Employer Database

The key to successful matching is to give thought to how you will format the lists of job skills,
job titles, etc., so that you can have both precision and versatility. The lists are maintained at
Lists > Career Services on the respective tabs. See the “Student Information” section of this

user guide for more information.

To perform a Candidate Search:

1

2. Select an available job and click Candidate Search to open the Job Candidate

3.

Open the employer record to the Available Jobs tab.
i

Search wizard.

Job Candidate Search - Programmer

ob [D: 28
Location: Southwest Florida
Skills: NAA

Step 1 of 4: Status Selection

Select one or mare statuzes

|t et Placed

Part Time Placed

Placed

Previouzly Placed
Currently Attending

Dioes Mot wWant Assistance
Ineligible

Military |

Selectall | Clear Al

LCancel |

In Step 1 of the wizard, select the placement statuses that you want to include in

the search.

CampusVue User Guide

: Managing Career Services

21



The Employer Database

4. Click Next >> to go to Step 2.

Step 2 of the wizard defines additional selection criteria that will be used in the
matching process. The white box lists the job skills that were associated with the
job when it was added to the employer’s Available Jobs tab. All skills are
selected here by default, but you can deselect any skill(s) that you do not want
included in the candidate search. The check boxes at the bottom control whether
the search includes the “job title” and the “location” of the employer in the
candidate matching process.

Job Candidate Search - Programmer

ob 1D 28
Location: Southwest Florda
Skills: Yizual Basic Programmer Bilingual Spanizh and English Microzoft SAL

Step 2 of 4: Required Skill Selection

Select any required skills

v/ Wizual Basic Programmer
| Bilingual Sparizh and English
! L SOL

Select Al Clear Al

[~ Only select students wha have Programmer as a preferred Job Title?

[~ Only select students who have 5outhwest Florida as a prefemed location?

LCancel | << Back

5. Click Next >> to go to Step 3.

Step 3 of the wizard displays the results of the candidate search.

Job Candidate Search - Programimer

ob|D: 28
Location: Southwest Florda
Skills: Yizual Basic Programmer Bilingual Spanizh and English Microzoft SAL

Step 3 of 4: Potential Candidates

Patential Job Candidates

Student Mame Flacement Haours | Career Services Advisor
Statuz | Available
B | | Ryan tckeman Mot et Placed
¥ | Jason Roberts Mat et Placed
¥ | Victoria Abbott Mot ‘et Placed

Fleaze deselect any student(z] that should nat be considered for thiz .
pozition, Eirt

LCancel <¢ Back

CampusVue User Guide: Managing Career Services 22



The Employer Database

Notice that all candidates are selected by default. In Step 4 of the wizard you

will have the chance to notify selected candidates of the available job. Deselect

any candidates whom you do not wish to notify of this available job.

Click Print to print a list of all identified candidates for the job:

Job Candidate Listing

Studert Marne Flacernert Stats Phone Nomnber Hours Buailable  Day Auvailable

Ryan Acke man NotyetPBEced 355 039-3020
Skills:

Comrmernts:

Jazow Roberts HotvetPRczd SE1241-3238

Click Next >> to go to Step 4 of the wizard.

Step 4 is a “mail merge” step. Using a pre-configured message format (at Lists >

Contact Manager > Activities), you can batch-send a notification of the

available job to each of the candidates selected in the previous step of the wizard.

Enable the Send Notification to Candidates checkbox and select the Activity
Template from the drop-down list. This activity can be a letter, an e-mail

message, or a Web alert.

Job Candidate Search - Programimer

ob 1D 28
Location: Southwest Florda
Skills: Yizual Basic Programmer Bilingual Spanizh and English Microzoft SAL

Step 4 of 4: Activity Assignments

3 student(z) will be notified of thiz job. Check the Send Motification
checkbox, select an Activity Template, and click Finizh to send out
the: notification activity.

[ Send Naotifications ta Candidates

Activity Template | j

LCancel | ¢¢ Back |T—'"

Click Finish to close the wizard, send the notifications, and update the Contact

History for both the students and the employer.

CampusVue User Guide

: Managing Career Services
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The Employer Database

Employer Placement History

Click the Placement History tab to see a comprehensive record of all students

that have been placed with this employer.

F:
L :I S Aoy -
M II i i, Lot poislitn _PI
-|]-. -7J |
:[
'=’||.
bl Lcs |
Wt = 2 .o
ik - | ik =
Fix Erm I L 0 = n Bmrrch | | Eancakcpeer Circe :\-I
- = | SR
FLIbed eI Proen Youn Daeinn. Eedbles Joeld Ao Ceospiptie e Aedd T3
BT ok, S Huch o Bl Manegersert SEXIE 0 SHLZME H

Highlight a placement in the grid and click the Detail button to see detailed

information on the placement. Click View Placements to return the tab to the

grid format.
I

g LA :-I

Fa e ez i

Floicaien it

=1

PRI
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Student Information

Student Information

The CampusVue Career Services module permits you to document the various types of
information you collect from students, especially when they begin their job search. Some of this
information is gathered in a formal exit interview. It can include the student’s job skills, soft
skills, and preferences for particular job titles or locations. This topic describes how you can
record the various kinds of job search-related student information.

Exit Interview Information

To enter student exit interview information:

1 With the student’s name in the Recent Students box, select View > Career
Services > Placements to open the student’s Placements folder. Alternatively,
select the Placements folder under the Career Services tab on the Student bar.

2 Click the Exit Interview tab.

ey e
Cirechssion MNxa | Progers Yeson Tt Uomrigin AdmdPate Toddud Sate  Fhacuos Sk
[Foieint Bt [Fudiat S S bl bl adtkd vk Plsted

5 5 00k AT F .
It || : BT _l;:: I |.'-I\-fl.:_-.":_-__.'|-: | . | 1 |
vt fic [ N -
Aceam = ‘uGa =
e | xl F stz Hioh bt Saelairsr | e
Srrirbls I;. T 1 l;l
S ok F
bmhoy s L e B
e
ol

3. Click Edit.

4. Enter the information in the various fields on the form:
Placement Status: Contains a default, but can be edited.
Reason: Select a reason for changing the student's Placement Status.

Pay Rate Low/ Pay Rate High: Enter the salary range that the student agrees to
accept from an employer.

Has Car: Select Yes or No to indicate if the student has a car available for
traveling to and from work or not.
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Wants Assistance: Select Yes or No to indicate if the student wants assistance in
obtaining employment or not.

Date Available: Enter the date that the student is available to begin work.

Exit Interview Date: Enter the date that the placement exit interview occurred.
(Shortcut: double-click the down-arrow to enter today’s date.)

Days Available: Enter the days of the week that the student is available for work.
Hours Available: Enter the hours that the student is available for work.

Waiver Signed: Select Yes or No to indicate whether the student has signed a
waiver of placement assistance from your school.

Comments: Enter any appropriate comments from the exit interview.

Click Save.

Student Placement Waiver

To change the student placement status to ‘Waiver’:

1 With the student’s name in the Recent Students box, select View > Career
Services > Placements to open the student’s Placements form. Alternatively,
select the Placements folder under the Career Services tab on the Student bar.

2 Click the Exit Interview tab.
3 Click Edit.

4 Change the Placement Status to Waiver.

ARl xl I High e Spelptrcires 1 o D R
":‘L.'.":l I;. E mt | iamrowes Chrten I;l
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5. Select a Reason for the status change from the drop-down list.
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6. Click Save.

7. The Placement Reason Question Answer form opens, containing pre-
configured fields and questions concerning the status change and reason

previously selected. Fill in the required fields to complete the status change
process.

Note: The list of questions is defined at Lists > Career Services >

Reasons.
ﬁ' Placement Reason Question Answer - Brown, Ann m
Medical
Comments ﬂ

All the questions are mandatory.

1. ‘what iz the medical condition preventing placement into full time job pozition?

2. who iz the attending Physician?

3. Wil condition prevent work: for mare than 90 daps?
" Yes
" Mo

4. How long does the student expect to be unavallable for placement?

" Ore Month
" Twa - Three Months
€ Four - Six Morths ﬂ

Submit | LCloge |

8. Click Submit. Click OK on the Answer(s) submitted confirmation box.

9. Click Clese to close the form.

Notice that the Placement Status history, now changed to Waiver, appears at
the top of the form.

ﬁ' Placements: Brown, Ann m

Graduation Date | Pragram Yersion Enrallment Description School Status In School Status | Placement Status

Financial Ethics Financial Ethics Future Start In School Mot

CampusVue User Guide: Managing Career Services 27



Student Information

Job Skills and Job Titles

The Student Job SKkills/Titles tab supports a simple but powerful mechanism for “matching” job
seekers with available jobs. The key to the matching process is to assign similar attributes to both
the seeker and the job (or employer). Such attributes may include job skills, job titles, industries,
and geographical locations. For example, the matching process for an available job which
requires a candidate to be bilingual in English and Spanish will identify as potential candidates all
those students whose job skills include that they are bilingual in English and Spanish.

Successful matching begins with careful review of the components on which you want to base the
matches. These elements are maintained in Lists > Career Services.

To enter student job skills or desired job titles information:

1 With the student’s name in the Recent Students box, select View > Career
Services > Placements to open the student’s Placements form. Alternatively,
select the Placements folder under the Career Services tab on the Student bar.

2 Click the Student Job Skills/Titles tab. The tab contains two columns: the
student’s job skills are listed on the left, and the job titles of interest to the
student are listed on the right. The steps below illustrate the “Skills” column, but
the processes are identical for both columns.

ﬁ Placements: Brown, Ann m

Enrallment Dezcription School Status In School Status | Placement Status
In School Mot etMaot et Placed

Career Services Advisor | E| S5

Placement &
Interm/Extern Histaryj

In School Exit [nterview Preferences Resume

[ ea | | Cose |

3. Click Edit to activate the tab.

4. Click the drop-down arrow in the field where you want to add a Skill or Title.
Select the item from the drop-down menu.
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b | =TT |
5. The selected job skill is added to the student’s list of skills, and a new blank line
is created.
Skill -
p | Bilingual Spanish and English
*

6. To add another job skill, click in the new blank line and click the down-arrow
that appears:

Skills -
Bilingual Spanizh and Englizh

> ]

D ezcription Code
Bilingual Spanish and Englizh SPAMISH
Cooking CULIMARY
Microsoft SOL SOL
Faralegal zkills LEGAL
Teaching TEACH
Technical skills TECH

7. Repeat this process to add more job skills to the list.

To remove a skill from the student’s tab:

1 Click the black arrow E[ at the beginning of the row to highlight the row, and
then hit the Delete key on your keyboard.

2 A message will ask if you wish to delete the selected row. Click Yes or No as
required.
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Skillz -
Bilingual Spanizh and Englizh

p Undenwater Basket Weaving

i Delete Rows .
You hawe selected 1 row For deletion,
Choose Yes to delete the row or Mo to exit,

w o

4

3. Ifarow is selected by mistake, clicking the black arrow E[ again will deselect
it.

4. Click Save to save your changes to the tab.

Note: You may want to list skills "above and beyond” the student’s
program of study, since it is assumed that the student possesses all
the skills that would result from successful program completion.

Preferences
The Preferences tab provides a place to record the industries in which the student plans to

concentrate the job search, and the student’s preferred geographic locations for employment.
Functionality is the same as for the Student Job Skills/Titles tab.

r_ Pl st s Brmsas, s Ed

5
L i o 0 L + I

Resume

The Resume tab is used to store electronic copies of the student's resume and, if desired, one
other document. The other document is typically a work sample, drawing or other presentation
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piece to demonstrate the student's proficiency in a particular field. Students can upload their
documents to this page from Campus Portal > My Career > My Resume.

ey |

Cirmachmsieon T Presgarrs Wamrsizn Treclmas Damigon Oeddane Tafcduddane e S
T T A T T FA U TR O

b

T I o e | [eeen I

The system supports only one resume. If the student wishes to add an updated resume, the system
over-writes the old one and replaces it with the new one. In this way, only the most current
student resume is accessed.

Certifications

The Certifications folder records information on student credentials such as certifications,
registrations, and licenses. You can store and view certifications and their details, such as test
scores, dates, state, and comments. Certifications are enrollment-specific, so a student must have
at least one enrollment to list certifications.

To add a certification:

1 Select View > Career Services > Certifications. Alternatively, select the
Certifications folder under the Career Services tab on the Student bar. The
Certifications form for the selected student opens.

f Cortific.at s Broven, Jen [T ]
[Cad@crizn |E iwalirnant Jlra tcradubd  Jhna Fatan I carwrane it Jhina | i
B I Bt I Dbl I
Sty | I--
B
I
_E
| T
=l

S I l:nulll - I
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2. Click Add to activate the fields at the bottom of the form.

Corificationm: Alssinn . Rarde

Eraliewd. [Froiiies Mipusyreet s 20085 I=l

Covicuzn [ - |

en | t]
pweschedid| =
Dot Tiskury l_E Scr I_

|

TR Capesl

3. Use the drop-down lists to populate the first four fields. The Score and
Comment fields accept free text. (Certifications are set up under Lists > Career
Services > Certifications).

4. Click Save to add the new certification to the grid at the top of the form.

F_ o it S Brown, fem
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Student Placements

CampusVue is specifically designed to help you capture and compile all of the statistical

information that is necessary to report on placement activities to fulfill regulatory requirements.

This topic details how to record Student Placements and Employment Verification.

Recording a Placement

To place a student in a job:

1 With the student’s name in the Recent Students box, select View > Career
Services > Placements. Alternatively, select the Placements folder under the

Career Services tab on the Student bar. The student’s Placements form opens.

n Euobd-Jobs Eme [ Sihond Mot Ted Plaoesd [=
Fsmien [ = Has Ly 1 ez 7 Ho

P Aok Lows [ Py Frate High asteroe © ez 7 R

Dopciadatie [
n....:| =
E
Ed | | ceoeet || G |

s T I u =] ] EEEE
Flacurari £ Shuard Joka
= Scknal I LU R (i ShikTikes | Prfesss | Raiiae
InSohoctdcb Sk i Bchod Hol el Flaced =]
Rezson [ E| HstCa  Yar i Ma

PaRaelon [ FaAsedon| Lasttancs © Tar 7 Ho
Daasealsa [~ 7] L
—

Dl remlabla
I1=r--'|-| E
|
x| fevd || Dwe |
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3. Click Add.
[ ot womnyube x|
Gtadustion Due ek Erslies, Buchwpol Embsy I Fohod By Plaoersent 5Ln
[in Echaal Hol et|Hol et Flaced |
Carsms Sarvicam bz | [z 5 |
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a] | "
- [ ] o |
e
_Eo | | |__meee |

4. The Student Placement Wizard opens. The job type defaults to Employment

and the placement status defaults to Placed. Click the search icon to search for
and select the Employer. Select the Position: Unlisted (Job not on Employer
list) or Select From Employer Job Listing.

| Sttt Mt il — ﬁll
| T Eapiopoa & Poatama
e |
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5. Selecting the Unlisted... option will give you the opportunity to enter job detail
information on the next page of the wizard. If you select from the employer’s job
listing, many fields on the next page of the wizard will already be populated
using the information that you supplied when you added the position to the
employer’s Available Jobs tab.

6. Click Next >.

7. Complete the Supervisor, Supervisor Phone No., Status, Date Placed, Start Date,
Salary, Salary Type, From Interview, Fee, and Benefits fields. Next, complete the
Job Schedule, In Field of Study, How Placed, Career Services Rep, and

Comments fields.

‘ E Student Placement

- Student Placement Information

x|

Student Name ) 5ltby Mike

Job Category

Job Title: laccountant =

Ewract Job Title |Accountant

Job Description |Accountant

Job D I Job Sourcei :I

Superyizor [Mrd Oram

Supervizor Phone Mo,

Statuz W‘H From Interview I es :I
Date Placed [FSQEQB_E Start Date m
Salary IW
O Estimate & Actual  gglqy Type m
Fee I_B Benefits |_E
Job Schedule [Ful Tme | =]
nField 0FStudp [ ] HowPlced [ [+]

Career Services Rep l-’-‘«ble Baker I_;
Comment [ o
=
| Erter student's mother's maiden name.
‘ Lancel < Back Mext » I Eirish |
7. Click Next >,
Note: If your campus has customized the Student Placement Wizard with

school-defined fields or has enabled placement verification, you can
click the Next > button to view an additional wizard form and enter the
information as required.
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8. Click Next >.

9. The optional Verification form will appear if your campus has enabled that
feature in the Lists > Career Services > Job Type settings. Enter the
information as required.

dand Mot ﬂ

Flacmmaml Veshoatas
Vadsaton Agari |
Tt |
Ve Dt [ETRE0R [ 7]
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10. Click Finish. Click OK on the confirmation message.

x

\ld) Student placement complete,
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Reviewing the Results
After you have completed the Student Placement wizard, you can review the results in two

places: the Student Placement History and the Employer Placement History.

Student Placement History

To view a student’s Placement History:

1 Select the student’s name from the Recent Students box, and then select View >
Career Services > Placements to open the Placements form.

2 Click the Placement & Intern/Extern History tab to see all placements made
for that student.

ﬁ Placements: Maltby, Mike il
i g ipti Placement Status

Career Services Advisor I Ij S5H |805-58-5555
Exit Intervi Placement & Student Job Pref R
Al INtErie Intern/E stern Histary Skills/Titles TEIEISNCEs E3UMme
In School Job Status Iln School Mot et Placed Ij
Fieasen | -] Has Car (" Yes & No

FPay Rate Law I Pay Rate High I ‘Wants Assistance ( Tes ¢ No
[rate &vailable I :l Hours Awailable I

Days Available I

Comments

[
[

Edit | Save | Cance| | Cloze |

3. Double-click on a line item to open the Student Placements form. This is where you
can perform Verification, record Termination information, and enter any
Comments regarding this placement.

Note: When a user selects Internship/Externship from the Job Type field, the
Convert to a Job button displays at the bottom of the Student Placement form.
Similarly, if the user selects Inschool placement in the Job Type field, the
system displays the Convert to Placement button.
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4. To perform Verification, click the Perform Verification button in the lower-left
corner of the screen to activate the Verification tab. (The Perform Verification
button does not appear if the placement has already been verified.)

5. Fill in the fields on the Verification tab: (the employer’s) Verification Agent, Title,
Verification Date, (your school’s) Verification Rep, Phone No, and Verification
Comments.

6. Click the Adjust Salary button to modify salary details.
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7. Click Edit on the Adjust Salary form to modify salary details. Fill out the fields in
the form: Amount, Salary Type, and Eff. Date.
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x

Include In Reporting

— Total Reported Salary By Categary
Yearly I 0.00 Howirly I 500.00
Yaolunteer I 0.00 Flat R ate I 0.00
Amount I 500.00 Salamy Type IHDL”'}' |;I
& actual (" Estimate Eff.Date |5/15/2008 K3
Active [v Include In Reparting v
add | Edt | see | Cancel | Close |

Note: You can add salary validation to the frmPIStudentSalary form so that if the
value entered by the user is not within the defined range, a message is
displayed. In this case, the Save button on the form is not activated until the user
corrects the value. You can also add another validation to the form so that on
entering a value in the salary rate field, the user receives a message as a
warning sign. The Save button will, however, be activated; and the user can save
the record.

8. Click Save and then click Close.

9. Click Save on the Student Placement form. Click Close.

Employer Placement History

A student placement also updates the employer record with a new line item on the
employer’s Placement History tab:

Comments T Contacts T Awallable Jobs T
Student Mame Frogram Version Descrption  Grad Date Job Id Job Description Date Placed Fee
BTak, Seni Bach. of General Management| 5/E/2005 a 5AFA2002 (M
Brown, Ann Financial Ethics 1042672001 |BE Staff Accountant FAFA006 M
Sriith, Johit Aszzociate in Financial Manage) 1043042007 |55 Metwark engineering assi 77,2006 [N

In addition, if you indicated on the Available Jobs tab that there were multiple openings
available for, in this example, the Staff Accountant position, the Available Jobs tab has
been updated to show that one of those openings has been filled:

Openings 2 E| Filled |q
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Career Services Documents

This topic focuses on how to perform Career Services document tracking. Tracking documents
online permits all staff members, within and outside of Career Services, to review the status of
Career Services-related documents in a student’s Documents folder.

To view Career Services documents in a student’s Documents folder:

1 Select the student, and then select View > Contact Manager > Documents.
Alternatively, select the Documents folder under the Contact Manager tab on
the Student bar. The Document Tracking form opens.

ﬁ' Document Tracking: Brown, Ann !E m
Unique Student |0 26614 55N |555-55.5555
Student Mumber | 26614 Envaliment No. [219
App/Ernoll[Financial Ethics [*]  odue [canModules> -]
Document Source  Statuz Requested  Approved  Received DateD &
AM Application far Enroliment A On File FAT/2006  |FAT2008 | FAFA2006 |
Crriver's License i) On Fils FATA2006 | FA7/2008
Ahd Admigsions Packet A On File FAT/2006  |FAT/2006
Student Picture A On File FAT/2006  |FA7/2008
Social Security card Chd On File FATS2006 | FAT/2006
CS Resume FL On File FAT/2006  |FAT/2006
High Schoal Transcript AM On File FATSZ2008 | FAF2008
CS Exit Interview farm PL Requested - Required | 7/17/2008 -
4| A
Add Document List | Add Document Digplay Document | Scan Cover Sheet | Audit | | Delete |
Document| El Cocument Status | El
App/Enrall | -
Date Requested . Date Sent . D ate Approved .
Date Due . Date Received . D ate Expires .
Comments J

2. Select the Career Services module...

Module [<4ll Modules>

M

...and the document list is filtered:

D escription Code =
<Al Modules: _
Arcademic Becords Al
Admizsiong Ak
Alurnmi AL
Book Stare BS
Career Services PL
Contact Manager Ch4
Financial Aid Fi, -
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Adding Documents

To add a document:

1 Click Add Document to activate the Document Detail tab in the lower part of the
form.

B A
[rE=rmnE Traking: A=y, Tnew

[ vt Tl b _'EIH".\- P el Apnaald Raddedd e TR

2. Click the down arrow by the Document field to drop a list of available
documents. If you have selected the Career Services module at the top of the
form, the list of documents will be filtered to that department.
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Document Detail I
Document Document
Enrollment Description Code I
—— | C5 Euit Interview form EXITINT
[rate Requested | C5 Goals essay CSGOALS
Date D CS Resume RESLIME
3% DB | 5| ploaded Web Resume WEBRES
Comment C5 Uploaded ‘\Web Resume Additior|*/EBAPD
K1 ]

3. Select the document to add to the student’s Documents folder.

4. Select the document status.

Document Status

Code Dezcription Approven =
MO Mot Regquested M

MOTSENT Mot Sent i

QK. On File A

REJ Received but Rejected il

REGMNRA Reguested - Not Required hd

Fithl_JE:E:lEﬂj -R qu_lilEd _
REQ Reguired N

SEMT Sent Y A
4| y

5. A default status for this document may appear in the field; edit as necessary.
6. Enter dates as required.

7. Click Save to add the new document to the folder.

Editing Documents

To edit a document:
1. Click on the document to highlight it.

2. Click Edit to activate the Document Detail tab in the lower part of the form:

T e K=t

PR Il 7.1 7 T [ .- —F Tina A . I_I'_

3. Click the down arrow by the Document Status field and select the new
status.

4. Enter any applicable date information and comments.
5. Click Save.

For more about document tracking, consult the Contact Manager and Document
Tracking user guide, or CampusVue Help.
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Career Services Reports

The Reports drop-down menu is organized by departments. Each department has a list of reports
that are relevant to the work done there. 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. You can click Reports > Career Services to access reports associated with the Career
Services module.

Executive Information
Contact Manager L
Admissions 4
Financial Aid 3
Student Accounts 4
Academic Records 4
Diskance Education 3

4 Certifications
Loan Managemenk 4 Employer Master Listing
Student Services 3 Job Conversion Rate
Custom Reports 4 Job List (Single)

Job Lisk Summary

Cpen Report Selectar Job Listing

Placement Misc Stats

Placement Reason Summary
Placement Salary Report

Flacement Stats by Time

Placement Staktus Repork

Placement Yerification Report
Placements Stats

Placements Stats by Figld of Skody
Potential Graduates Meeding an Externship
Practicurn Course Registration Repart
Student Placement Details

Students By Resume Skatus

Flacements Stats

The Reports menu displays the following two menu items for each module:

Custom Reports

Custom Reports, indicated by an asterisk (*), are designed especially for your campus. Such
reports are developed by someone at your school who can use Crystal Reports®. These reports
are created either by editing an existing CampusVue generic 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

Click Reports > Open Report Selector to see a list of all reports (for all modules) to which you
have access.
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General Features of CampusVue Reports

Note:

Following are the generic features of all department-specific reports in CampusVue:

The report title 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 User ID who requested the report appears 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 high-
order three sort variables.

The total number of records selected will be listed at the end of the report.

The institution’s name will appear in the lower-left corner of each page. (This is the “company”
name from the Setup > System menu option.)
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Reports from your system parameter tables can be printed in a similar
manner from the Lists menu.
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Accessing Reports

To access a specific Career Services report:

L.

Select Reports > Career Services > specific report to open the Report

Selection form.

Select search parameters in the Report Selection form to satisty your
reporting requirements.

The following screen displays the Report Selection form for the Placement
Stats report.
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Report Preview

After you have selected the appropriate parameters from the Report Selection form, you can click
Preview to open a Report Viewer window containing a preview of your report.

The following screen displays the Report Viewer window for the Placement Stats report.
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Report Viewer Controls

Report

The Report menu on the Report Viewer form provides for printing the report, printer setup,
exporting the report to other applications such as Excel, and closing the viewer window.

=l o [Mail Merge  Excel

Prink
Print Setup

Save Student Group

Expork 4

Close

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:

T Save New Group PX|

Group Hame ||

Group Type ¢ Manual {+ Static

[T Make Group Public

Save | 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 View > Student Groups and
change the group type to Dynamic, Frozen, or Manual. For more information on student groups,
refer to CampusVue Help.

Save Employer Group: functionality is the same as for student groups (when active).
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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.

E Report Yiewer

el [Mail Merge  Excel

Prink —L| ﬂ

Print Setup
Sawe Student Group
Crystal Reports Export Formats
a Excel
o= Comma Separated (C5Y)

+|- Rice, |

I #*ML Formak

With each report selection you can select the format and destination of your report. Several
options are available for both Format and Destination. Click OK after you make your selections.

Export E|
Fomnat:
E=YCrstal Reports (RPT) -]
Destinatior: Cancel
|=2 Disk file -

Close: You can select this option to close the Report Viewer form, either before or after you print
the report. The program will return to the Report Selection form.

Mail Merge

The Mail Merge option appears on the Report Viewer Menu Bar if the following conditions are
met:

Your school has letter activities related to students.
The path to the letters is correctly designated in Setup > System.
The report being previewed lists students

When you click the Mail Merge option, you are presented with the list of all letter activities
currently active. You can select the one with which to merge the data on the displayed report.
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Select Letter for Mail Merge

Admizzions Labels

Ak Mew lead label

A-Hew Lead Label

azd

Ernployer Letter Mew

Graduate |nterview w/Emploper
Send Catalog to Lead

Student Letter

Welcome Letter

Select Cancel

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
Placement. If you select 'Yes', then the student's Placement 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 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.

S # =100z - E i

The following tools are available for selection:
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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 then click this control ( = ) 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.

I‘I 00z vI
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. A Text Search
box will appear after clicking the binoculars. Type the text that you would like to find in the Text
Search box and click on the Find Next button. 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.

Find whak; I | Find Mezxk

i,

Cancel

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.

To print a report in CampusVue:

In the Report Viewer window, click the Print icon (gl) 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.
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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.

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.

Click Close on the Report Selection window to return to the CampusVue main window.

Note: Some reports will be displayed as HTML documents. You can right-click on
an HTML report and select Print from the context-menu to print it.

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 view. Each CampusVue module has one or
more cube reports associated with it. Data elements for a cube reports can be manipulated as
desired for 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 proper 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
several minutes.

Output can be generated from cube reports in four forms:

1. On-screen displays which offer row and column display options

2. Printed spreadsheets with optional horizontal and vertical cross-footed totals

3. Charts and graphs

4. Export options, e.g., to Excel

In the Career Services module, you can find an example of the cube report. The following

Placement Stats report is an example of the cube report.

To view the Cube Report:

Select Reports > Career Services. Reports which are listed below the horizontal line toward the
bottom of the Reports menu are cube reports. Select a report title to open the Report Selection
form.

Some cube reports are set up with selection criteria and others are not. If selections are available,
make whatever choices you like.

Click Preview on the Report Selection form to start the gathering of data for the cube report. The
program will gather the basic building blocks of data for the cube. Be patient, as this can take
several minutes; there's a lot of work going on that you can't see.

When the program has assembled the necessary data, the cube report opens.
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Across the top of the cube window are some important controls.

Preview: &I Shows you a preview of the printed report in spreadsheet format.

Graph: g 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.

-
Exit: EI Closes the report and returns to the CampusVue work area.

v Show Total
Show Totals: m 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.

i Campus¥ue - |
Opkions
Graph
Print Preview
Ranking
Export Excel
Save

Close
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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.

Rank On | cwt ;I
 Proqlode : [ Fanking
PlacedStudents " MNone
Fieldofs tudy i~ Descending
i Azcending

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.
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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 an entirely different result.

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 Student
Names.

CampusVue User Guide: Managing Career Services 52



Career Services Reports

[<]abbott, Karen &
[<)abelcHann, Jacqueling b —
[<)éberdaon, Craig E

[<)abere, Yincent
M 2bner, Chis
[<)abrabiam, Pedio
E<dueker, Eil
Eddickeman, Ryan A
<] sdair, Kim
[<adamek, Splvia
[<adams, Gary b
[<)&dams. Jodi
[<)&dams, Jahn
[<)édame, Jahn
[<édams, Kameko M |

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.

v Bormal
%o of Row
%o of Col

Murber Farmat. .

v cnk

Normal: Causes the cube data to be displayed in its normal format. In the case of our example, it
is contribution to the Placement Stats sorted by student.

% 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: For our example, we have chosen to create a three-dimensional bar graph. The
illustrations show the selected data from the cube (totals have been turned off to facilitate the data
selection) and the resulting graph. 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: The same data can be exported to Excel as the example below shows. The
column headers have been formatted manually after the import to improve the look of the

example.
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Preview: The Preview of the Placement Stats report from the cube is shown here with totals
included.

Preview Controls: 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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