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View Active Service Indicators
Procedure

In this topic you will learn how to View Active Service Indicators.

#& Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout 7 Hebp

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% v

Step Action

1. Click the Main Menu link.

2. Click the Campus Community link.

Campus Community

3. Click the Service Indicators (Student) link.

Senvice Indicators. {Student)
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Search Menu:

Self Service
Workforce Administration

Payroll for North America

Campus Community
Student Recruiting
Student Admissions

Records and Enrolimeni

[ e O o R R

Curriculum Managsmer|
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR
Reporting Tools
PeopleTools
LSUHSC Processes
My .

[ A O

i A o 1

Personal Information
Personsl Information (Student)
SEVIS

Checklists

Communications

Comments

3C Engine

Service Indicators

Senvice Indicators (Stu
Organization
Committess

Campus Event Plannin

e @D

Student Services Cante|

Manage Service Indicators
Audit Service Indicators
Mass Assign

Mass Release

Student Services Cir (Student)

#& Home Sign out

Personalize Content | Layout 7 Hebp

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/MAINTAIN_SERVICE_IND_STDNT.ACTIVE_SRVC_INDICA.GBL?FolderPath=PORTAL ROOT_OBJECT.HCCC BUILD C Ho1% v

Step

Action

Manage Service Indicators

Click the Manage Service Indicators menu.

Enter the desired information into the ID field. Enter "Empl ID".

Search

Click the Search button.
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Favorites * Main Menu ~ Campus Community ~ Service Indicators (Student) + Manage Service Indicators

#& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Manage Service Indicators

Joi Kozel 6128365 L.
Display:  Effect [T T B LSUHSC - New Orleans ~ Refresh 7

Add Service Indicator
Service Indicator Summary
No Service Indicators exst for selected criteria

[*]4dd Service Indicator

o™ Retum to Search A Notify

javascript:submitAction_win0{document.wind, 'DERIVED_CS_FERPA_FLAG'): HO1% v

Step Action

7. The system defaults to view all service indicators. You can however, view positive
and negative service indicators separately.

Click the button to the right of the Effect field.
v
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Favorites * Main Menu ~ Campus Community + Service Indicators (Student) v Manage Service Indicators #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Persensiize Psge | I
Manage Service Indicators

Joi Kozel 6128368 C.Ti

Display:  Effect LSUHSC - New Orleans ~| Refresh

Add Service Indic

Service Indicator Summary
No Service Indicators exist for selected criteria.

[#] Add Service Indicator

o Retum to Search [&1 Notify

javascript:submitAction_win0{document.wind, DERIVED_CS_FERPA_FLAG): ®o1% -

Step Action

8. Click the Positive list item.
Positive
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Favorites ~ Main Menu ~ Campus Community ~ Service Indicators (Student) ¥

Manage Senvice Indicators # Home

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Manage Service Indicators

Joi Kozel 6128368 ‘E.‘

Display:  Effect tuti LSUHSC - New Orlans ~| Refresh

il

Add Service Indicator
Service Indicator Summary
No Service Indicators exist for selected criteria.

[#] Add Service Indicator

5h Retum to Search | [ Notify

javascript:submitAction_win0{decumentwind, 'SCC_SIWRK_SCC_SIREFRESHSS8S); ®o1% -

Step Action

9. Click the Refresh link.

Refresk

10. Click the Effect list.
Positive L
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Favorites ~ Main Menu ~ Campus Community ~ Service Indicators (Student) v Manage Service Indicators

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personaiize Psge | I
Manage Service Indicators

Joi Kozel

6128365 L
Display:  Effect LSUHSC - New Orleans ~| Refresh
Add Service Indicator
Service Indicator Summary Personsiize | Find | Viewan | 0] B Fist (¢ 10f1 * Last
Code | poccription DESZ:’i:W“ Institution | Start Term S’:;::;t’l’:n End Term E::;:p’:‘m StartDate  End Date
INT 'S";z:‘cﬁmﬁl g’::é;:?”"al LSUHS D000 Begin Term

[#] Add Service Indicator

o Retum to Search =7 Notify

®qo1% -

Step Action

11. Click the Negative list item.
Megative
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Favorites ~ Main Menu ~ Campus Community ~ Service Indicators (Student) ¥ Manage Service Indicators # Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Manage Service Indicators

Joi Kozel 6128365 =
Display:  Effect |IE-EON V| ituti LSUHSC - New Orleans. wv| Refresh %
Add Service Indicator

Service Indicator Summary Personalize | Find | View All | £ | B First ‘& 10f1 &/ Last
Code g::”pmn g::z:hm Institution  Start Term g':;;::{(:n End Term E::J;;:\'m StartDate  End Date
INT g‘gi"cif"ﬁ' ‘S"t‘:‘;!:‘t‘““" LSUHS 000D Begin Term

[#] Add Senvice Indicator

2" Retum to Search (=] Notify

javascript:submitAction_win0{decumentwind, 'SCC_SIWRK_SCC_SIREFRESHSS8S);

®o1% -

Step Action

12. Click the Refresh link.

Refresk

13. Click the Return to Search button.
2" Retumn to Search

14. This completes View Active Service Indicators.
End of Procedure.
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Print a Transcript

Procedure

In this topic you will learn how to Print a Transcript.

#& Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout 7 Help

hitps://rcba.pshe lsuhsc.cdu/psp/cstm/EMPLOYEE/HRMS/h/ ®o1% -

Step Action

1. Click the Main Menu link.

2. Click the Records and Enrollment link.

Records and Enrollment

3. Click the Transcripts link.
Transcripts
4. Click the Transcript Request list item.

.J Transcript Reguest
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Sign out

Favorites * Main Menu ~ Records and Enroliment ~ Transcripts + Transcript Request #& Home

PS9CSTRN
WEBRCB2

MNew Window | Help |
Transcript Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a New Value

[ Search Criteria

Current User ID: WoooL1
Report Request Nbr
a
Academic Institution: Q
Transeript Type: Q
User ID:
Request Date: Ic]
Future Release:  [= v | v
Tem: a
Requested Print Date:[= v B
First Name:
Last Name:
[ case sensitive

Search Clear_| Basic Search [ Save Search Ciiteria

Find an Existing Value | Add a New Value

®qo1% -

Step

Action

Click the Add a New Value tab.

Add a Mew Value

The Institution should default into the Institution field. If it does not, click the
dropdown arrow to the right of the field and select it from the list.
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Favorites ~ Main Menu ~ Records and Enroliment + Transcripts + Transcript Request #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personaiize Psge |
Request Header | RequestDetail || Report Results || Report Enors

Report Request Nbr: 000000000 Request Date: D3/01/2017 UserID: WDOOL1

*Institution: IEDE ! Lsunsc - New Orleans
*Transcript Type:

[ Freeze Record
[ override service Indicator

*Qutput Destination: |Printer

I

Number of Copies:
Euture Release: Immediate Processing &
Academic Career:

Term:

Print Date: 030172017

l

Request Reason:

[ cancel Request

[F5ave | [ Motify + Add || %] Updatemisplay

Request Header | Request Detail | Report Results | Report Erors

®qo1% -

Step Action

7. Click the button to the right of the Transcript Type field.

L
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Favorites ~ Main Menu ~ Records and Enroliment ~ Transcripts ¥ Transcript Request

# Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |
Request Header | Request Detail || Report Results || Report Enors

Report Request Nbr: 000000000  Request Date:  03/D1/2017 UserID: 'WDOOL1

*Institution: LSUHS M| | SUHSC - New Orleans.

*Transcript Type:

Indicator

*Output Destination:

L
Number of Copies: 1

Futr Rtsn:
Academic Career:

Term:

Print Date: 030172017
Request Reason:

[ cancel Request

[Rlsave || =] Moty + Add || %] Updatemisplay
Request Header | Request Detail | Report Resuls | Report Errors

®o1% -

Step Action

8. Click the NOFFI list item.
MOFFI
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Favorites ~ Main Menu ~ Records and Enroliment + Transcripts + Transcript Request #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Persenaiize Psge |
Request Header | RequestDetail || Report Results || Report Enors

Report Request Nbr: 000000000 Request Date: D3/01/2017 UserID: WDOOL1

*Institution: LSUHS ™| | SUHSG - New Orleans
*Transcript Type: ISl ¥} N Orins Offcial Transcript

[ Freeze Record
[ override service Indicator

*Qutput Destination:

Number of Copies: 1

Euture Release: Immediate Processing &
Academic Career:

Term:
Print Date: 03i0172017

Request Reason:

[ cancel Request

[H]Save || Notify & Add || %] UpdateMDisplay

Request Header | Request Detail | Report Results | Report Erors

®qo1% -

Step Action

9. The Output Destination allows you to either print the transcript or view it as a page.

Click the button to the right of the Output Destination field.

| Printer W
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Favorites ~ Main Menu ~ Records and Enroliment + Transcripts + Transcript Request #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Persenaiize Psge |
Request Header | RequestDetail || Report Results || Report Enors

Report Request Nbr: 000000000 Request Date: D3/01/2017 UserID: WDOOL1

*Institution: LSUHSG - New Orleans
*Transcript Type: Nuw Orins Official Transcript
[ Freeze Record

[ override service Indicator

[Page ]
Printer
Number of Copies: |1
Euture Release: Immediate Processing v
Academic Career:

Term:

Print Date: 030172017

Request Reason:

[ cancel Request

[Fl5ave | [ Motify + Add || %] Updatemisplay

Request Header | Request Detail | Report Results | Report Erors

®qo1% -

Step Action

10. Click the Page list item.

Page
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Favorites ~ Main Menu ~ Records and Enroliment ~ Transcripts ¥ Transcript Request # Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Request Header | Request Detail || Report Results || Report Enors

Report Request Nbr: 000000000  Request Date:  03/D1/2017 UserlD: 'WDOOL1

*Institution: LSUHS M| | SUHSC - New Orleans.
*Transcript Type: NOFFI ~] N Orlns Official Transcript

[ Freeze Record
[ override Service Indicator

“Output Destination:
1

Number of Copies:

S
Academic Career:

Term:

Print Date: p3012017

RequestReasom: | |

[ cancel Request

[Rlsave || =] Moty + Add || 2] Updatemisplay

Request Header | Request Detail | Report Results | Report Errors

®o1% -

Step Action

11. Click the Request Detail tab.
Request Detail

12. Enter the desired information into the 1D field. Enter "Empl ID".

13. Click the Process Request button.

Process Request
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Favorites Main Menu ~ Records and Enroliment + Transcripts + Transcript Request #& Home Sign out

PS9CSTRN

WEBRCB2
Mew Window | Help | Personalize Page | £ R
Request Header || RequestDetail || Report Results || Report Emors
Seq Nbr: 1
ID: 6000164 Luther Mc Cullough Report Manager
¥w Orlns Official Transcript
Name : Luther Mc Cullough
Student ID: 6000164
SSN
Birthdate : 1383-01-01
Print Dase : 2017-03-01
————— Academic Program History - - - - —
Program : Bachelor of Science Nursing
2015-04-08 : Active in Program
2015-04-06 : Bachelor of Science in Nursing Specialization
————— Transfer Credits - - - - -
Transfer Credit from ARAPAHOE COMMUNITY COLLEGE
Applied Toward Bachelor of Science Nursing Progrem
Fall 2015 e
Ho1% v

Step Action

14. The transcript displays on the page. Scroll down to view additional transcript
information. You may print a copy of the transcript by clicking the Print button
located at the top right corner of the page.

Click the Request Detail tab.

Request Detail

15. This completes Print a Transcript.
End of Procedure.
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View Bio/Demographic Information

Procedure

In this topic you will learn how to View Bio/Demographic Information.

#& Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshe lsuhsc.cdu/psp/cstm/EMPLOYEE/HRMS/h/ ®o1% -

Step Action

1. Click the Main Menu link.
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Search Menu:

Self Service L
Workforce Administration »

Payroll for North America v

LSUHSC Processes *

=]

[5=]

5]

0 Gampis Communiy | v
3 student Recruiting 3
1 Student Admissions v
O Records and Enroliment v
©1 Curriculuim Managsment v
1 Financial Aid v
O Student Financiaks v
£ Academic Advisement v
3 Contributor Relations v
3 SetUpHRMS 3
3 setUpSACR 3
1 Reporting Tools v
1 PpeoplsTools b
a

B

My Personalizations

#& Home

Personalize Content | Layout

Sign out

7 Help

https://rcba.pshe.lsubsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHPTpt_fname=HCCC_BUILD_COMMUNITY&FolderPath=F ®oa% -

Action

Click the Campus Community menu.

Campus Community |

Click the Personal Information (Student) menu.

Personal Information (Student)
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#& Home ‘ Sign out

Search Menu:

0 self Service v Personalize Content | Layout 7 Help
1 workforce Administration +
3 Payroll for North America v
3 Campus Community N
- [ | i >
1 Student Recruiting - Sreons
- . 1 Personal Information (3|
= StudentAdmissions | cmus 0 Biographical (Student) '
8 Records and Enrolimen £ Checkists ) Identification (Student) '
01 Curriculum Managemer| 3 Parficipation Data (Student) ’
& £ Communications -

Financial Aid ~ & Biodemo Processes (Student) ’
o £l Comments -

Student Financials & 36 Engine 1 Heaith Information (Student) v
£ Academic Advisement | — . [ searchiaich
- (3 senvice Indicators -
£ Contributor Relations | — B Address Search
B SetUp HRMS 3 Service Indicators (Stud -

et Up S & [ aAddiupdate a Person
1 setUpSACR -
- £ Committ 4
1 Reporting Tools - ommitess
1 FeopleTooks I:l Campus Event Planning »
5

B LSUHSC Processes H Student Services Center
= Student Services Cir (Studsnt)
[ wy per ! !

https://rcba.pshe.lsuhsc.edu/psp/ cstrn/EMPLOYEE/HRMS/c/CC_BIO_DEMO_DATA_STDNT.SCC_BIO_DEMO.GBL?FolderPath=PORTAL_ROOT_OBJECT.HCCC_BUILD_COMMUN ®an -

Step Action

4, Click the Add/Update a Person list item.

IJ Add/Update a Person
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Favorites ~ Main Menu ~ Campus Community ¥ Personal Information (Student) ~ Add/Updste a Person #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | &
Add/Update Person

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

1D (6000164 x|@
National ID.
Campus 1D: [begins with ~|
Last Name:
First Name

Cinclude History [ Correct History [ Case Sensitive

Search Clear | Basic Search |5 Save Search Criteria

Find an Existing Value | Add a New Value

Ho1% -

Step

Action

Enter the desired information into the ID field. Enter "Empl ID".

Click the Search button.
Search

Click the Names link.

Mames

Page 20




Favoites ¥ Main Menu ~ Campus Community ~ Personal Information (Student) ~
PS9CSTRN
WEBRCB2

Names
Current Names

Personalize | Find | View sl | @] B
Status Updated By

Name Type  Name Effective Date Updated
16N 10M6/2014
Primary Luther Me Cullough 10162014 Active Hannah Wilson 2:46-43PM

Add/change a name

03032017 |W

Type of Name
Effective Date:

Status:

*Format Using: English Change Format

Prefix:

First Name: Middle Name:
Last Name:

Suffix:

-

%  Display Name:
Formal Name:
Neme:

Submit Resat

OK Cancel Refresh

Add/Update a Person

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | &

First ‘&' 1of1 ‘& Last
Mame History

Name History

®o1% -

Step

Action

changes to the Current Names section.

Click the Cancel button.
Cancel

You can add or change a name in the Add/Change a name section. Do not make
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Favoites *  Main Menu ~ Campus Community ~ Personal Information (Student) ~

WEBRCB2
Biographical Details | Addresses | Regional
Luther Me Cullough 6000164 @ * =
Person Information
Date of Birth: 0m1ngss |FH Birth Information
Biographical History Find | View All
“Effective Date:  [10M62014 |&)
Nt Siatus: Asor: [1tez0ta |y
“Gender:
National ID Personalize | Find | 7 | [
*Country “*National ID Type National ID
= o
Add

Contact Information

Find | View Al First (4 1of2 '+ Phone
Addresses Last “Type *Phone Ext

N Mobile | [504/500-D164
Address Type: Mailing Addresses
Effective Date: 062212016 Ao |
Status: Active Email
Country: USA *Type *Email Address
Address: LMz Cullough@gmail.com
60DD164 Test Street
New Orleans, LA 70112 LSUHSC Em | [LMe Cullough@Isuhst.edu
Orleans
Add
Visa/Permit Data

[)Save | & RetumtoSearch ||[] Notify || Refresh | |54 Add

Biographical Details | Addresses | Regional

Add/Update a Person

First ‘4 10f1 (&) Last
HE=
First ‘4" 1of1 ‘& Last
Primary
e =

Country Preferred

M =
Preferred

o =

=

Citizenship

= Include History |2 Correct History

#& Home

Sign out

New Window | Help | Personalize Page | &

javascript:submitAction_win0{document.wind,'DERIVED_CC_SA_DETAIL BUTTON');

Step

Action

Click the Birth Information link.
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Favorites * Main Menu ~ Campus Community ¥ Personal Information (Student) ~ Add/Updste a Person #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Birth Information Detail

Birth Location: Jpusan x
Birth Country: KoR |Q Korea, Republic of
Birth State: Q

oK Cancel Refresh

Ho1% -

Step Action

10. Click the Cancel button.
Cancel
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Favoites ¥  Main Menu ~ Campus Community ~ Personal Information (Student) ~ Add/Update a Person #& Home

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Biographical Details || Addresses || Regional

Luther Mc Cullough 6000164 2 x ‘:I Names
Person Information

Date of Birth: 01011988 |F

Biographical History Find | View All First (4 10f1 & Last
“Effective Date:  [10/16/2014 |5 HE=
Nt Siatus: Asor: [1tea0ta |y

“Gender:

National ID Personaiize | Find | % | R First (4 1of1 ®/ Last
*Country “*National ID Type National ID Primary

= o CR=

Add

Contact Information

Find | Viewal  First (4 10r2 '+ Phone

Addresses Last “Type *Phone Ext Country Preferred
. Mobile /| [504/600-0164 & =
Address Type: Mailing Addresses
Effective Date: 062212016 Ao |
Status: Active Email
Country: USA *Type *Email Address Preferred
Address: LMe Cullough@gmail.com o =
B0DD164 Test Street
New Orleans, L& 70112 LSUHSC Em ] [LMe Cullough@isunse.edu =
Orleans
Add
Gitizenship
[@Save |[E RetumtoSearch |[ZINetiy |43 Refresh | [Is Add & Include History | [ Correct History

Biographical Details | Addresses | Regional

javascript:submitAction_win0{document.wind,'HR_LBL WRK_VISA_PERMIT_LBL'):

Step Action

11. Click the Visa/Permit Data link.

Viza/Pemnit Data

Page 24
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Favorites ~ Main Menu ~

Campus Community ~ onal Information (Student) Add/Update a Person # Home Sign out
PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | £
Visa/Permit Data
Visa/Permit Data Find | View Al  First ‘& 1of1 ‘b Last
“Country: psalar ysa ==

Get Supporting Documents.

“Type: PR stugent
Classification: Visa
“Effective Date: 0804720155
Number: NDD10459498 *Status: Granled W] sgiatug Date: 08042015 |
Issue Date: p8m42015 | Duration: 36.0 *Duration Type:
Date of Entry into Country: B Expiration Date: 05/17/2018 |5
Issuing Authority: LSUHSC
1ssue Place: New Orleans, La

Supporting Documents Needed

Personalize | Find | Viewall| O1] B First 4
*Document ID Description

Request Date Date Received

£ & = =

1of1 ‘& Laest

oK Cancel

Ho1% -

Step Action

12. Click the OK button.
OK
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Favorites ~ Main Menu ~ Campus Community ~ Personal Information (Student) + Add/Update a Person #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &1
Biographical Details || Addresses || Regional

Luther Mc Cullough 6000164 @ * E.' Names
Person Information

Date of Birth: 01/01/1988 i Birth Information Campus ID:

Biographical History Find | View All First ‘&' 1of1 ‘& Last
“Effective Date:  [1016:2012 |5 [+ (=]
“Marital Status: Asof: [10/62014 |

“ender:

National ID Personsiize | Find |20 ] B Fist 4 1of1 b Last
*Country *National ID Type National ID Primary

Usa |Q Social Security Number ~ [~ =

Add

Contact Information

; Find | View Al First & 1gf2 » Phone
il Last “Type *Phone Ext Country Preferred
i S04/600-0164 M =
Address Type: Mailing Addresses
Effective Date: D&/22/2016 |
Status: Active Email
Country: UsA “Type “Email Address Preferred

Address: Home | [LMe Cuile com O =

6000164 Test Sireet

Mew Orleans, LA 70112 LSUHSC Em | |LMc Culle adu [l =

Orleans.

izenship

[F)Save ||[E" Retumto Search || =] Motify || Refresh | |[D Add

_& Include History || Cormect History

Biographical Details | Addresses | Regional

javascript:submitAction_win0{document.wind,'DERIVED_CC_SA_DETAIL BUTTONS245");

Step Action

13. Click the Citizenship link.

Citizenship
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Favorites * Main Menu ~ Campus Community ¥ Personal Information (Student) ~

Add/Updste a Person

#& Home Sign out
PS9CSTRN

WEBRCB2

Citizenship Detail

New Window | Help | Personalize Page | I
Citizenship/Passport

Find | View All First 4

1of2 & Last

*Country: KOR | Korea, Republic of Cifizenship Status: [ HE=
Passport Information Find | View All First ‘&' 10f1 ‘& Last
*Passport Number: [#[=]
Issue Date: B Expiration Date: &

Country: KOR |Q Korea, Republic of

State: Q

City:

Issuing Authority:

Comment:

oK Cancel Refresh

Ho1% -

Step Action
14.

Click the Cancel button.

Cancel
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Favoites ¥ Main Menu ~ Campus Community +

onal Information (Student)

Add/Update a Person

WEBRCB2
Biographical Details | Addresses || Regional
Luther Mc Cullough 6000164 @x | Names
Person Information
Date of Birth: 01/01/1988 i Birth Information Campus ID:
Biographical History Find | View All First ‘&' 1of1 ‘& Last
“Effective Date:  [1016:2012 |5 [+ (=]
“Marital Status: Asof: [10/162014 |
“ender:
National ID Personsiize | Find |20 ] B Fist 4 1of1 b Last
*Country *National ID Type National ID ary
Usa |Q Social Security Number ~ [~ =
Add
Contact Information
; Find | View Al First & 1gf2 » Phone
il Last “Type *Phone Ext Country Preferred
i S04/600-0164 M =
Address Type: Mailing Addresses
Effective Date: D&/22/2016 |
Status: Active Email
Country: Usa “Type *Email Address Preferred
Address: Home | [LMe Cuile com O =
6000164 Test Street
Mew Orleans, LA 70112 LSUHSC Em v] [LMc Culc edu M =
Orleans
Add
\isa/Permit Data
[@save ||[E RetumtoSearch || Motify [ Refresh | |[ThAdd |4 U & Include History | |[%» Comect History
Biographical Details | Addresses | Regional

#& Home Sign out

New Window | Help | Personalize Page | =

Step Action

15. Click the Addresses tab.

Addresses
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Favoites ™ Main Menu ~ Campus Community ~ rsonal Information (Student) Add/Update a Person #& Home Sign out
PS9CSTRN
WEBRCB2
New Windew | Help | Personalize Page | i n
Biographical Details || Addresses || Regional
Luther Me Cullough 6000164 x B
Current Addresses Personalize | Find | view an | | [ First 4/ 120f2 ‘b Last
}T‘;:f“ Address Effective Date Status  Updated By Updated -
6000164 Test Street
06122 i
Maiing  New Orleans, LA 70112 062212016 Active E“‘]‘:“:‘: th ﬁ;;s’f?; E:g‘ﬂ'ew Address
Orleans o
6000164 Test Street .
Diana 071212015 Edithiew Address
Legal  New Orleans LA70112 07212015 Active it e e
Orleans
Add Address Add Address Types
H
Effective Date: 03032017 |5  status: B ome
O = Maiing
Country: USA |Q  United States
O Business
Address: Edit Address  Address Linkage O Check
O Dormitory
Submit Reset O Legal
O Campus
O Other
O Billing
O Other 2
O Permanent
O Prefered
(] \eteran
O ISIR Address
O Other
O Other 2
O Work
O SEVIS
* Active address exists v
Explain

Step Action

16. Click the Regional tab.

Regional

Page 29



Training Guide
Student Record

Favorites ¥ Main Menu = Campus Community Personal Information (Student) Add/Update a Person #& Home Sign out
WEBRCB2
New Window | Help | Personalize Page | =
Biographical Details || Addresses | Regional
Luther Mc Cullough 6000164 @x B
wESusa
Ethnicity
Operson is Hispanic or Latino If Yes, Select Ethnic Group
Personalze | Find | @ | B First @ 10r1 @) Last
;':;‘?::f‘“ “Ethnic Group Description Ethnic Category Primary  IPEDS  Percentage
usa | |asian 0,  Asian Asisn ~ ] =
_Au |
History Find | ViewAl  First ‘& 10f1 & Last
*Effective Date:  [10/162014 | Military Status: |Not indicated L4 ==
DO pisablea [pisabled veteran [Iva Benefit
[flsave || Retumito Search || =] Notify || Refresh | |[h Add UpdateDisplay || Include History || (5 Gorrext History
Biographical Details | Addresses | Regional
javascript:submitAction_win0{document.wind, DERIVED_CS_SRVC_IND_NEG'); Hol% v

Step Action

17. Click the Biographical Details tab.
Biographical Details

18. This completes View Bio/Demographic Information.
End of Procedure.
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Create an Individual Grade Roster

Procedure

In this topic you will learn how to Create an Individual Grade Roster.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ LT

Step Action

1. Click the Main Menu link.
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Search Menu:

Self Senvice '
Workforce Administration »
Payroll for North America ’
Campus Community +
Student Recruiting +
Student Admissions v

Records and Enroliment *

[ o R R

Curriculum Management '
Financial Aid v
Student Financials '
Academic Advisement '
Contributor Relations L
Set Up HRMS +
Set Up SACR +
Reporting Tools 3
PeopleTools ’
LSUHSC Processes ’

[ e A O

My Personalizations

#& Home

Personalize Content | Layout

Sign out

7 Help

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCSR_CURRICULUM_MANAGEMENT&Folc Ho1%

Action

Click the Curriculum Management link.

Curriculum Management

Click the Grading link.
Grading
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#& Home | Sign out

Search Menu:

0 seffsenice v Personalize Content | Layout 7 Hebp
3 Workforce Administration C
[ Payroll for North America C
O campus Community 3
O Sstudent Recruiting 3
1 Student Admissions v
83 Records and Enroliment v
1 curriculum Managemen
C1 Financial Aid B Course Cataiog '
£ Student Financials =) Sehedule of Classes ’
1 academc Asvsemen: | ) ROl Cumieulum Deta Forwerd >
[ Contributor Relstions \__l Enrallment Requirements '
0 set Up HRMS \__l Combined Sections »
B1 SetUpSACR ljl Dynamic Dates 3
B0 Reporting Todis £ Fasiy and Event nformation »
£1 BeopieTools l_l Class Roster »
1 LSUHSC Processss i—‘ Aftendance Roster Ld
B My Personalizations E 2::::;“ Create Grads Rosters

£3 instructor/Advisor Infor Grade Roster

C1  Learmning Management Grad Post

Print Grade Roster

Mid-Term Deficiency Report
Grade Lapse

Grade Review

Student Grade Report
Grade Change Audit

e E EE D 0

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/ESTABLISH_COURSES.GRADE_ROSTER.GBL?FolderPath=PORTAL_ROOT_OBIECT.HCSR_CURRICULUM_MANAGEM Ho1% v

Step Action

4, Click the Grade Roster list item.

Grade Roster

5. Click the Look up Term button.

oy
-

6. lick the 1171 link.
171

=&

7. Click the Look up Subject Area button.

=

8. Click the BIOCH link.
BIOCH

9. Click the Search button.

Search
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Favorites *

Main Menu Curiculum Management ~ > Grading ¥ > Grade Roster #& Home Sign out
WEBRCB2
New Window | Help | Personalize Page | &
Grade Roster Type || Grade Roster
Course ID: 003433 GROSS ANATOMY AND Offer Nbr: 1 LSUHSC - New Orleans
NEUROANATOMY
Catalog:  DENT 1101 Class Section: 0001 Y 2016-17
Use Blind Grading Class Nbr: 12128 Annual Session 1
*Grade Roster Type “Description
C #H =
[§)save ||[&F Retumn to Search Prav = o] NextinList |[=]Notfy || Refresh
Grade Roster Type | Grade Roster

Step Action
10.

Click the Grade Roster Type list.

S
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Favorites ~ Main Menu ~ Cumiculum Management ~ Grading ¥ Grade Roster

PS9CSTRN
WEBRCB2

Grade Roster Type | Grade Roster

Course ID:  DD3483 GROSS ANATOMY AND Offer Nbr: 1 LSUHSC - New Orleans
NEUROANATOMY
Catalog:  DENT 1101 Class Section: 00D1 ¥ 2018-17
Use Blind Grading Class Nbr: 12128 Annual Session 1
“Grade Roster Type “Description
1 # | =

de
m Grade

B

Grade Roster Type | Grade Roster

alist [ NestinList |[=INotify |[£ Refresh

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page | 1

Ho1% -

Step

Action

11.

Click the Final Grade list item.
Final Grade
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Favorites * Main Menu ~ Cumiculum Management ~ Grading ~ Grade Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Grade Roster Type || Grade Roster

Course ID: 003433 GROSS ANATOMY AND Offer Nbr: 1 LSUHSC - New Orleans
NEUROANATOMY

Catalog:  DENT 1101 Class Section: D001 Y 201617

Use Blind Grading Class Nbr: 12128 Annual Session 1
Final Roster Partisl
*Grade Roster Type  “Deseription Grading Status  Overmide  Post

[ Final Grade Final Grade et O O |[create| [ pPost | + =
[gJSave | [ Retumto Search Previous in List | [{5] Nextin List | [ Notify |[{ Refresh

Grade Roster Type | Grade Roster

Ho1% -

Step Action

12. Click the Create button.
Create

13. The Grade Roster displays.

14. This completes View an Individual Grade Roster.
End of Procedure.
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Update Bio/Demographic Data

Procedure

In this topic you will learn how to Update Bio/Demographic Information.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ LT

Step Action

1. Click the Main Menu link.
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#& Home Sign out
Search Menu:

Self Senvice Personalize Content | Layout 7 Help
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

[ o O R R

Curriculum Managsment
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools
PeopleTools

LSUHSC Processes

[
[
»
b
+
b
b
b
[
[
[
’
+
+
b
b
b

[ e A O

My Personalizations

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCCC_BUILD_COMMUNITY&FolderPath=F Ho1% v

Step Action

2. Click the Campus Community menu.

Campus Community

3. Click the Personal Information (Student) menu.

Personal Information {Student)
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# Home | Sign out

Search Menu:

9 SelfSenvice ’ Personalize Content | Layout
3 Workforce Administration C
[ Payroll for North America v
8 campus Community B
- [ 1 Informati 2
01 student Recruiting —  Termonslinfomaton
- ) 01 Personal Information (3|
\jl Student Admissions B sews £ Biographical (Student) v
83 Records and Enrolimen| - [ identification (Student) v
& Curriculum Managemen 3 Pariicipation Data (Student) +
B Finencial A 01 communications -
Financial Aid - 1 Biodemo Processes (Student) v
o 01 comments -
Student Financiats B 3C Engine L1 Heaith Information (Student) v
83 Academic Advisement | — < B searchMatch
- 01 senvice Indicators .
0 Contributor Relations | — B Address Search
B9 SetUp HRMS [ service Indicators (Stud N
&t Up = B Organization B Addupdate a Person
£l SetUp SACR - o
- 0 commit 4
3 Reporting Tools N ommifess
©1 BeopleTools l:l Campus Event Planning »
Student S Cente:
3 LSUHSC Processes S pdent Senvices Bener
= Student Services Cir (Student)
B oy — G )
T

7 Help

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/CC_BIO_DEMO_DATA_STDNT.SCC_BIO_DEMO.GBL?FolderPath=PORTAL_ROOT_OBJECT HCCC BUILD_COMMUN H01%

Action

Click the Add/Update a Person list item.

AddiUpdate a Person

Enter the desired information into the ID field. Enter "Empl ID".
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Favorites * Main Menu ~ Campus Community Personal Information (Student) + Add/Update a Person

#& Home Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | £
Add/Update Person
Enter any information you have and click Search. Leave fields blank for a list of all valuss.
Find an Existing Value || Add a New Value

Search Criteria

D (6000164 x]a
National ID:
Campus 10: [begins with |
Last Name:
First Name:

[Clinciude History [ correct History [ Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Ho1% -

Step Action

6. Click the Search button.

Searnch

7. Click the Show next row button.
+|

8. Click the button to the right of the Marital Status field.

W
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Favorites * Main Menu ~

Campus Community ~ onal Information (Student)

PS9CSTRN
WEBRCB2

Biographical Details || Addresses || Regional

Luther Me Cullough D * =

Person Informati

6000164

Date of Birth: —l = Information Campus ID:
Common-Law

i istor| Divorced
Biographical Histor oo of Household

*Effective Date: Married

Find | View Al

“Marital Status: Asof: [1D/162014 |fi]
“Gender:
National ID Personalize | Find | 7 | [
*Country “*National ID Type National ID
= o
Acd
Contact Information
Find | View Al First (4 1of2 '+ Phone
Addresses Last “Type *Phone Ext
_ Mobile | [504/500-0164
Address Type: Mailing Addresses
Effective Date: 06/22/2016 Ao |
Status: Active Email
Country: USA *Type *Email Address
Address: LMz Cullough@gmail.com
B0DD164 Test Street
New Orleans, LA 70112 LSUHSC Em | [LMe Cullough@Isuhst.edu
Orleans
Add
Visa/Permit Data
[§)save | G RetuntoSearch |[=INotify ||<3 Refresh | [Ti Add

Add/Update a Person

Names
First ‘% 20f2 ‘& Last
HE=
First ‘4" 1of1 ‘& Last
Primary

&

Country Preferred

M =
Preferred

o =

=

Citizenship

= Include History

[ Correct History

Biographical Details | Addresses | Regional

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | =

Step

Action

Click the Married list item.
| Marmied
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Favorites ™ Main Menu Gampus Gommunity Personal Information (Student) Add/Update a Person
PS9CSTRN
WEBRCB2
Biographical Details | Addresses | Regional
Luther Mc Cullough 6000164 @ * = Names
Person Information
Date of Birth: 01011888 _|R Birth Information Campus ID:
Biographical History Find | View Al First ‘4 20f2 ‘& Last
*Effective Date:  [D/D32017 | #=
“Gender
National ID Personalize | Find | 2| ER  Fist & 10f1 b Last
*Country *National ID Type National ID Primary
usa |@ Social Security Number | ] =
Add
Contact Information
Find | View Al First (4 1of2 '+ Phone
Addresses Last *Type *Phone Ext Country Preferred
- Mobile | [504/600-0164 M =
Address Type: Mailing Addresses
Effective Date: 062212016 |
Status: Active Email
Country: UsA “Type *Email Address Preferred
Address: LMc Cullough@gmail. com o =
G0DD164 Test Strest
New Orleans, LA 70112 LSUHSC Em | [LMc Cullough@Isuhst edu M =
Crleans
Add
VisaiPermit Data Citizenship
[ save | Eb RetuntoSearch || Notity || Refresh | |5 Add i Include History | (% Cormect History

Biographical Details | Addresses | Regional

#& Home

Sign out

New Window | Help | Personalize Page | =

javascript:DatePrompt_win('SCC_PER_EFF_H_MAR_STATUS_DTS0''SCC_PER_EFF_H_MAR_STATUS_DTSprompts0", 450" false);

Step

Action

10.

G

Enter the desired information into the As of field. Enter "Marriage Date".
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Favorites ~ Main Menu ~ Campus Community ~ Personal Information (Student) + Add/Update a Person #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Biographical Details || Addresses || Regional

Luther Mc Cullough 6000164 2 *x ‘:I Names
Person Information

Date of Birth: o1mnsss |5 Birth Information ~ Campus ID:

Biographical History Find | View Al First ‘% 20f2 ' Last
“Effective Date: (03032017 |5 HE
“Gender

National ID Personalize | Find | % | R First (4 1of1 »/ Last
*Country *National ID Type National ID Primary

wE R

Add

Contact Information

Find | ViewaAl  First (4 10r2 '+ Phone

Addresses Last “Type *Phone Ext Country Preferred
. Mobile /| [504/600-0164 M =
Address Type: Mailing Addresses
Effective Date: 062212016 |
Status: Active Email
Country: USA *Type *Email Address Preferred
Address: LMe Cullough@gmail.com o =
B0DD164 Test Street
New Orleans, LA 70112 LSUHSC Em ] [LMe Cullough@isunse.edu =
Orleans
Add
Visa/Permit Data Citizenship
[E)save | @ RetumtoSearch |[= Notify || Refresh | |5 Add & Include History | [ 17 Gomrect History
Biographical Details | Addresses | Regional
javascript:DatePrompt_win0('SCC_PER_EFF_H_MAR_STATUS_DTS0.'SCC_PER_EFF_H_MAR_STATUS_DTSpromptS0’, 450’ false); ®o1% v

Step Action

11. Click the Show next row button.

12. Click the Show previous row button.

13. Click the Addresses tab.

Addrezses
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Favoites ¥  Main Menu ~ Campus Community ~ Personal Information (Student) Add/Update a Person #& Home Sign out
WEBRCB2
New Window | Help | Personalize Page | &
oraphical Details || Addresses | Regional
Luther Me Cullough 6000164 @x W
Current Addresses Personalize | Find | View all | (| B First ‘4 1-20f2 ‘& Last
?:::“ Address Effective Date Status  Updated By Updated
6000164 Test Street o
Mailing  New Orleans, LA 70112 DER2P016  Active | merMe  6ZZZ0NE - Ediiview Address
Cullough  1:07:51PM Detail
rieans
6000164 Test Strest y
. . Diana 0772172015 Edit/\iew Address
Legal  MNew Orieans LA 70112 DIR1R015  Aciive (oS e T
Orleans
Add Address Add Address Types
H
Effective Date: [03/032017 5] status: o ome
O * Maiing
Country: USA |Q  united States
O Business
Address: Edit Address  Address Linkage 0 Check
O Dormitory
Submit Reset o Legsl
O Campus
O Other
[m} Billing
O Other 2
O Permanent
O Preferred
O Veteran
[m} ISIR Address
O Other
O Other 2
O Work
[m] SEVIS
* Active address exists ~
Explain
javascript:submitAction winD(document.wind,'SCC_ADDR_HSsrt1150; -

Step Action

14, Click the Edit/View Address Detail link.

Edit"iew Address
Dietail
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Favorites * Main Menu ~ Campus Community Personal Information (Student) + Add/Update a Person

#& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Address History

Address Type  Mailing

Address History Find First ‘&' 10f1 &/ Last
Effective Date  Country Status Address

HE
061227016 USA  Active 6000164 Test Strest Update Addresses
New Orieans, LA 70112 Address Linkage
Orleans
Updated By Luther Mc Cullough Updated 06i22/2016 1:07-51PM
oK Cancel Refresh

javascript:submitAction_win0{dacument.wind, SICField255news0350);

E T

Step Action
15.

Click the Add a new row at row 1 button.
]

Page 45



Training Guide
Student Record

Favoites ™ Main Menu ~ Campus Community Personal Information (Student) Add/Update a Person #& Home Sign out
PS9CSTRN
WEBRCB2
New Window | Help | Personalize Page |
Address History
Address Type  Mailing
Address History Find First ‘4 120f2 '}/ Last
Effective Date Country Status Address #[=]
03032017 | [USA |Q[Active | 6000164 Test Street Update Addresses
Mew Orieans, LA 70112 Agdress Linkage
Orleans
Updated By Luther Mc Cullough Updated 061222016 1:07:51PM
Effective Date Country Status Address # =
062212016 USA  Active 6000164 Test Street Update Addresses
Mew Orieans, LA 70112 Address Linkage
Orleans
Updated By Luther Me Cullough Updated 06/222016 1:07:51PM
oK Cancel Refresh
javascript:submitAction_wind{document.win0,'DERIVED_ADDR_UPDATE_ADDRESSS0’); Hol% -

Step Action

16. Click the Update Addresses link.

Update Addresses

17. Enter the desired information into the Address 1 field. Enter "Address 1".

6000164 Test Streei|

18. Enter the desired information into the City field. Enter "City".

Mew Oreans

19. Enter the desired information into the Postal field. Enter "Postal Zip Code".
e(701123

20. NOTE: The Parish is a required field for all Louisiana students.

Enter the desired information into the Parish field. Enter "Parish".

Crleans

21. Enter the desired information into the State field. Enter "State".
LA

22. Click the OK button.
0K,
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Favorites * Main Menu ~

PS9CSTRN
WEBRCB2

Address History

Address Type  Mailing
Address History

Effective Date Country Status

Updated By Luther Mc Cullough

Effective Date Country Status
D6/22/2018 usa Active

Updated By Luther Mc Gullough

oK Cancel Refresh

Campus Community ~

Address

03032017 |j[USA |Q[Active | 6000164 Test Street

New Orleans, LA 70112
Origans

Updated

Address
6000164 Test Street
New Orleans, LA 70112
Orleans.

Updated

Personal Information (Student) ~

Add/Update a Person

First ‘&' 1-20f2 '*/ Last

Address Linkage

06/22/2016 1:07:51PM
=
Update Addresses
Address Linkags

D6/22/2016 1:07:51PM

New Window | Help | Personalize Page | &

Training Guide
Student Record

#& Home ‘ Sign out

javascript:submitAction_win0{document wind,'DERIVED_ADDR_UPDATE ADDRESSS0’;

E T

Step

Action

23.

Ok

Click the OK button.
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Favorites ~

Main Menu ~

Campus Community ~ Personal Information (Student) Add/Update a Person #& Home Sign out
PS9CSTRN
WEBRCB2
New Windew | Help | Personalize Page | n
Biographical Details || Addresses || Regional
Luther Me Cullough 6000164 @2x =
Current Addresses Personalize | Find |wewA|||F‘\ ’] First &' 120f2 & Last
}T‘;:f“ Address Effective Date Status  Updated By Updated E:i:w“w“d'ess
6000164 Test Street =
Maiing  New Orleans, LA 70112 03032017 Active E“‘]‘:“:‘: th ﬁ;‘s’fg‘; S
Orleans = Detal
6000164 Test Strest §
Diana 071212015 Edithiew Address
Legal  New Orleans LA70112 07212015 Active it o e
Orleans
Add Address Add Address Types
H
Effective Date: 03032017 |6  status: B ome
O = Maiing
Country: USA |Q  United States
O Business
Address: Edit Address  Address Linkage O Check
O Dormitory
Submit Reset O Legal
O Campus
O Other
O Billing
O Other 2
O Permanent
O Prefered
(] \eteran
O ISIR Address
O Other
O Other 2
O Work
O SEVIS
* Active address exists v
Explain
javascript:submitAction_wind{document.wind,'DERIVED_SCC_AD_ADDR_HISTORY_BTNS0"); Hol% -

Step Action

24. Click the Submit button.
Submit

25. This completes Update Bio/Demographic Information.
End of Procedure.
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Print a Grade Roster for a Single Class

Procedure

In this topic you will learn how to Print a Grade Roster for a Single Class.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu button.

2. Click the Curriculum Management menu.

Curriculum Management

3. Click the Grading link.
Grading
4, Click the Print Grade Roster menu.

Print Grade Roster
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Favorites * Main Menu ~ Curriculum Management + Grading ¥~ Print Grade Roster

PS9CSTRN
WEBRCB2

Grade Roster Print

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

Find an Existing Value Add a New Value

Search Criteria

Run Control ID:| begins with v

Ocase sensitive

Search Ciear | Basic Search |9 Save Search Criteria

Find an Existing Value | Add a New Value

#& Home Sign out

New Window | Help | £

Ho1% v

Step

Action

Click the Add a New Value tab.

Add a New Value

The first time you use Print grade Roster, you will need to create a Run Control ID
in order to access the Process Scheduler and print your roster.

Run Control ID is:

3. Can be up to 30 characters long;

characters (e.g. $, &, #);
5. Cannot contain blank spaces; and

underscore.

Enter "GRADE_RST_PRT".

1. Specific to the end-user's Operator (User) ID;
2. Can be entered in upper case, lower case, or mixed case;

Enter the desired information into the Run Control ID field.

4. Characters can be either number or letters, but cannot include and special

6. Must be one continuous string of characters or words must be linked by an

Click the Add button.
Add
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Favorites * Main Menu ~ Curriculum Management + Grading ¥~ Print Grade Roster #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Grade Roster Print

Run Control ID: GRADE_RST_PRT Report Manager Process Monitor Run
*Academic Institution: LSUHS ™| | SUHSC - New Orleans O print Note Area
[ print Incomplete Area

“Term: I Spring-New Orleans 2014

Grade Roster:

Find [View Al  First 4 1of1 * Last
Sequence Number: 1 [ Specific Class ~ Class Nor: aQ ==
Print Options

Grdng Auth_ ™| *Instructor Print Option

[Jprint Course Administrator
[ print Blind Grading ID

[F]Save || G Retum to Search || ] Notify [ Add

Ho1% v

Step Action

8. Enter the desired information into the Term field. Enter "1167".

NOTE: If you do not know the Term designation, you can search for it by clicking
the Look Up Term button.

=Y

“

9. Select the box before the Specific Class item.

|:| Specific Class

10. Enter the desired information into the Class Nbr field. Enter "10057".

11. Click the Save button.
[F] save
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Favorites * Main Menu ~ Curriculum Management + Grading ¥ Print Grade Roster

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Grade Roster Print

Run Control ID: GRADE_RST_PRT

Report Manager Process Monitor i
=Academic Institution: LSUHSC - New Orleans I print Note Area
- [ print Incomplete Area
“Term: 1167 | FalNew Orleans 2016
Grade Roster:
Find [View Al First ‘4 1of1 & Last
Sequence Number: 1 [V Specific Class ~ Class Nbr: | 10057/ HE

Print Options

Grdng Auth | Instructor Print Option
[Jprint Course Administrator
[ Print Blind Grading ID

[F]Save ||E" Retum to Search [=] Notify

[T Add

Ho1% v

Step Action

12. Click the Run button.
| Run

Page 52




Training Guide
Student Record

Favorites * Main Menu ~ Cumiculum Management ~ Grading ¥ Print Grade Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Process Scheduler Request
UserID WDOOL1 Run Control ID GRADE_RST_PRT

Server Name Run Date (030372017 E]
Recurrence ] Run Time [9:58-274M Resat o Cument Date/Tims

Time Zone a
Process List
Select Description Process Name Process Type Type *Format Distribution
& Grads Roster Print SRRSTRPT SR Report Distribution
oK Cancel

Ho1% -

Step Action

13. Click the button to the right of the Server Name field.

by
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Favorites * Main Menu ~ Curriculum Management + Grading ¥ Print Grade Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &

Process Scheduler Request

UseriD WDOOL1 Run Control ID GRADE_RST_PRT
Server Name: Run Date [03/03/2017 =
PSNT

R Run Time [E5627AM Reset to Gurrent Date/Time

Time Zone (e}
Process List
Select Description Process Name Process Type Type *Format Distribution
W Grade Roster Print SRRSTRPT SOR Report Distribution

oK. Cancel

®o1% -

Step Action

14, Click the PSNT list item.
PSNT
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Favorites ~ Main Menu ~ Cumiculum Management ~ Grading ¥ Print Grade Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Process Scheduler Request

UserID WDOOL1 Run Control ID GRADE_RST_PRT
Server Name. v Run Date [03/03/2017 Gl

Recurrence ] Run Time [9:58-274M Resat o Cument Date/Tims

Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
W Grade Roster Print SRRSTRPT SQR Report Distribution

oK Cancel

Ho1% -

Step Action

15. Click the OK button.
OK
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Favorites * Main Menu ~ Curriculum Management + Grading ¥ Print Grade Roster

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Grade Roster Print

Run Control ID: GRADE_RST_PRT Report Manager

Process Instance 1676336

*Academic Institution: LSURS v

LSUHSC - New Orleans D print Note Area
- [ print Incomplete Area
“Term: 1167 | FalNew Orleans 2016
Grade Roster:
Find [View Al  First 4 1of1 * Last
Sequence Number: 1 [V Specific Class ~ Class Nbr: | 10057|Q HE
Print Options

Grdng Auth ™| *Instructor Print Option

[Jprint Course Administrator
[ print Blind Grading ID

[F]save || G Retum to Search || =] Notify [ Add

javascript:submitAction_win0(document.win0, PRCSRQSTDLG_WRK_LOADPRCSMONITORPBE?); ®o1% v

Step Action

16. Click the Process Monitor link.

Process Monito
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Favorites * Main Menu ~ Curriculum Management ¥ Grading ¥ Print Grade Roster Process Monitor #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |
Process List | ServerList

View Process Request For

UseriDVDOCLT =[O Type [ v [Lest ] 1 Refresh
vl ] e ERr— o
Run Status| v istri Status | M save onRefresn
Process List Personaiize | Find |view Al | &0 B First 4 1of1 0 Last
Select Instance | Seq. Process Type ;’;‘:55 User Run Date/Time Run Status ';5:::‘:"“”‘ Details

1676336 SQR Report SRRSTRPT WDOOL1 03/03/2017 8:58:27AM CST Queued NiA Details

Go back to Grade Roster Print
'l save || =] Notity

Process List | Server List

®o1% -

Step Action

17. Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted.
Fefresh

18. Click the Go back to Grade Roster Print link.

Go back to Grade Roster Prind

Page 57



Training Guide
Student Record

Favorites * Main Menu ~ Curriculum Management + Grading ¥ Print Grade Roster

PS9CSTRN
WEBRCB2

Grade Roster Print

Run Control ID: GRADE_RST_PRT

ReporiManager  Process Monitor
LSUHS v[ | cinec - Mew Oreans [CJPrint Note Area
- [Cerint Incomplete Area
*Term: 1167 | Fal-New Orieans 2016
Grade Roster:
Find | View All First ‘4 10f1 ‘& Last
Sequence Number: 1 Ml specificClass ~ Class Nbr: | 10057 Q) HE

Print Options

Grdng Auth | *Instructor Print Option

[ Print Course Administrator
[ Print Blind Grading ID

[F)Save |[[E" Retumto Search | |=] Notify

#& Home Sign out

New Window | Help | Personalize Page |

javascript:submitAction_win0{document.wind,'PRCSRQSTDLG_WRK_LOADRPTLIST):

Ho1% -

Step

Action

19.

Click the Report Manager link.

Report Manage:
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PS9CSTRN
WEBRCB2

Administration Archives

View Reports For

User D D001 Type N V] ] i

Status| v Folder| v| Instance to
Report List Personsiize | Find |View Al | 20| B Fist 4 1of1 F Last
Select :‘D?P‘“ ::’:;"u Description Ei&ﬁig Format Status Details

N 03/03/2017 Acrobat .
335 Grade Rost
763165 1676336 Grade Roster Print 10:00:08AM (*paf) Posted Details

P screct an Deselect All

Click the delete button fo delete the selected report(s)
Go back to Grade Roster Print
[Fsave

Administration | Archives

Refresh

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page |

javascript:submitAction_win0{decument.wind, CONTENT_LINKSO');

Ho1% -

Step

Action

20.

Click the Grade Roster Print link.

Grade Roster Prin/
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Report ID SRRSTRPT GRADE ROSTER REPORT Page No. 1
Run Date 03/03/2017
Run Time 10:00:40
Term Fall-New Orleans 2016 Institution: LSUHSC - New Orleans
Course: HLSC e409 sessicn: s1 Section: 0001
Class Title: ADVANCED PHARMACOLOGY Class Nbr: 10057
Grade Roster Type Final Grade
Instructor(s) : Bou
Reading Untagged Document =]
This 3-page document is untagged and must be prepared for reading. While the
document is being analyzed, your assistive technelogy will not be able to interact with Roster
student ID sStudent Name this application. 3 sStatus
6026983 Aucoin, Shweta Al pending
6082656 Awofadeju, Robert] - pending
7 Reading Order Options g
6073334 Bone,Amy Phillig| pending
Reading Order:
6082993 Bockert, John Ro: pending
6085851 Boos, Cimberly B pending
6097909 Borodunovich, Wil pending
Reading Mode Options
6125938 Bryant,guina . X pending
(©) Read the currently visible pages only
6109242 ciszkiewicz, Kait] B pending
@ Read the entire document
6D1B962 clayton, Kaunta J| pending
6062281 collins,RAugustin pending
5082273 Collins, TTacy AN [ ajways use the settings from the Reading Preferences (Do not show this dialog again) pending
6062390 Collinsworth, Kaz| pending
6084460 Cocney, Elizabeth| pending
6119782 Couvillon, Jeffrel pending
6121585 Davis,Daniel Tra| pending
6125720 Day, Kowanda cudarian Graded Nurs Grad 3.00 pending
6074581 Dong, Ruby Chase oraded Nurs Grad 3.00 pending
6D4B756 Ewing, Randall Kelly Graded Nurs Grad 3.00 pending
6057872 Felker,Hines Lynn Graded Nurs Grad 3.00 pending
6037271 carner,Karen Alaine Graded Nurs Grad 3.00 pending
6106 0 askin lindsev christine cradad Nurs Grad 300 Pending

Step

Action

21.

Click the Start button.

Start

22.

The Grade Roster will display.

23.

This completes Print a Grade Roster for a Single Class.
End of Procedure.
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Create a Grade Roster using the Batch Process

Procedure

In this topic you will learn how to Create a Grade Roster using the Batch Process.

# Home | Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu button.

2. Click the Curriculum Management link.

Curriculum Management

3. Click the Grading link.
Grading
4, Click the Create Grade Rosters menu.

Create Grade Rosters
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Favorites * Main Menu ~ Curriculum Management + Grading ¥~ Create Grade Rosters #& Home Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | &
Create Grade Rosters
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID:
Ocase sensitive

Search Clear | Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Ho1% v

Step Action

5. Click the Add a New Value tab.

Add a New Value

6. Enter the desired information into the Run Control ID field.
Enter "GRADE_ROSTERS".
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Create Grade Rosters

Find an Bxisting Value || Add a New Value

Run Control ID:|GRADE_ROSTERS x

Add

Find an Existing Value | Add a New Value

Create Grade Rosters

Training Guide
Student Record

#& Home ‘ Sign out

New Windew | Help | &

Ho1% -

Step

Action

Click the Add button.
Add
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Favorites ~ Main Menu ~ Cumiculum Management ¥ Grading ¥ Create Grade Rosters

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &1
Create Grade Rosters

Run Confrol ID: GRADE_ROSTERS

ReportManager  Process Monitor Run
*Academic Institution: SN | | SUHSC - New Orleans
“Term: Bl Academic Year 2013-2014
ClassEnd Date ClsssEndDate  Academic *Override Existing
Session From To Organization *Grade Roster Grade Roster *Total
i G Q, [Mid-Term Grade v [Ne v 14 =]
[§)Save | G ReturntoSearch ||[=] Notify } Add

Ho1% -

Step Action

8. Enter the desired information into the Term field. Enter "1167".

9. Click the button to the right of the Session field.
™
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Favorites * Main Menu ~ Cumiculum Management ~ Grading ~ Create Grade Rosters #& Home ‘

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Create Grade Rosters

Run Confrol ID: GRADE_ROSTERS Report Manager Process Monitor Run

*Academic Institution:  |LSUHE M| syHsC - New Orleans

*Term: 167 |Q Fall-New Orleans 2016

Class End Date  Class End Date Academic *Override Existing
Session From To Organization Subject Area *Grade Roster Grade Roster *Total

] 5 Q @, [MidTerm Grade ~][No ] 1] [# [=]

Annual 1
Annual 1-1
Annual 1-2
Annual 2
Annual 2-1
Annual 2-2
Annual 3
Annual 3-1 Retumn to Search
Annual 3-2
Annual 3-3
Annual 4
Annual 4-1
Annual 4-2
Annual 4-3
Annual 4-4
Annual 4-5
Annual 4-6
Annual 4-7
Annual 48
OEE
Semester 1
Semester 2
Semester 3
‘Semester 4
Semester 5

s Add

1% v

Step Action

10. Click the Semester 1 list item.

|Semester 1
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Favorites ~ Main Menu ~ Cumiculum Management ~ Grading ¥

PS9CSTRN
WEBRCB2

Create Grade Rosters

Create Grade Rosters

Process Monitor

“Grade Roster

#& Home Sign out

New Window | Help | Personalize Page | 1

*Override Existing
Grade Roster *Total

Run Control ID; GRADE_ROSTERS Report Manager
*Academic Insti LSUHS ™| [SUHSC- New Orieans
“Term: ALz A Fall-New Orlezns 2016
ClassEndDate ClassEndDate  Academic
Session  From To Organization  Subject Area
Semester 1 59 Bl &) Q

@ [Mid-Term Grade

~][no ~] 1) [=]

[F)Save | & ReturntoSearch ||[=] Notify

% Add || £ upd

javascript:pAction_win0{document.wind, RUN_CNTL_RSTR_H_ACAD_ORGSprompts0');

Ho1% -

Step Action

11. Click the Look up Academic Organization button.

Q
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Main Menu Curriculum Manag rac #& Home Sign out

Look Up Academic Organization
PS9CSTRN
WEBRCB2

Academic Institution: LSUHS New Window I Help ‘ Personalize Page I [}
Create Grade Rosters fesdeme Crgenizatn
Description:
Run Control ID: GRADE_ROSTERS Look Up Clear Cancel | Basic Lookup
Search Results
LSUHS ™| | SUHSC - New O View 100 First (&) 1550i55 ‘% Last
P— a o New Oricans 2 Academic Organization Description
ADULT Aduit Nursing
ClassEndDate ClassEndDate  Academi y Allied Health Prof, NO Gampus
Session  From To Organizal]l ANEST N Anesthesiology, N
[Semester 1 w| | =] = BIOGEN,N Biometry & Genetics, N
BMB,N Biochem & Molecular Bio, N
CBaAN Cell Biokogy and Anatomy, N
CLSCN Clinical Laboratory Sci, NO
COMDN Communications Disorders, NO
CPSCN Cardiopulmonary Science, NO
TPy = — DENAUX Dental Auilaries =
|[@save || Return to Search | DENT N Dantetny, N0 Campus b ||& update/ispiay
DERMAN Dermatology, N
EEGT Electrosncephalographic Tech
ENDOD Endodontics
FAMILY,N Family Nursing
FAMMED N Family Medicine, N
GENDEN General Denistry
GENETICS.N Genetics, N
GRADSN Graduate Studies, NO Campus
INTERD,N Interdiscipiinary, N
LSUHS LSU Heslth Sciences Center
LSUNO LSUHSC New Orleans
MEDBIE.N Medical Bibliography, N
MEDDEPT,N Medicine Depariment of, NO
MEDNO,N Medicine in NO, NO Campus
MH&CN Mental Health & Community Nurs.
MIP,N Mircobio, Immun & Para, N
MTEC N Medical Technology, NO v
NEURON Neurology, N

javascript:doUpdateParent(document.wind, ICRowl );

Step Action

12. Click the AHP,N list item.
AHP
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Favorites ~ Main Menu ~ Cumiculum Management ~ Grading ¥ Create Grade Rosters

PS9CSTRN
WEBRCB2

Create Grade Rosters

Run Control ID; GRADE_ROSTERS ReportManager  Process Monitor Run
*Academic Insti LSUHS ™| [SUHSC- New Orieans
Term: ALz A Fall-New Orlezns 2016
ClassEndDate ClassEndDate  Academic “Override Existing
Session From To Organization *Grade Roster Grade Roster *Total
& YA o Gce v 1
[Fsave | [EF Retum to Search | [[Z] Noity \ Add

#& Home Sign out

New Window | Help | Personalize Page | &

Ho1% -

Step

Action

13.

[~

Click the button to the right of the Grade Roster field.
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PS9CSTRN
WEBRCB2

Create Grade Rosters

Run Confrol ID: GRADE_ROSTERS Report Manager Process Monitor Run

LSUHS /|

“Tem: (AN

*Academic Institution: LSUHSC - New Orleans
Fall-New Orleans 2016

Class End Date  Class End Date
Session From

*Qverride Existing
Grade Roster  “Total

Final Grade
Y V7o Groce

Academic

= 5 AHPH 10 =
(5] Save || (G Returnto Search || (<] Notify % Add T Updatel

Training Guide
Student Record

#& Home |

Sign out

New Window | Help | Personalize Page | =

Ho1% v

Step

Action

14.

Click the Final Grade list item.
Final Grade
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Favorites * Main Menu ~ Cumiculum Management ¥ Grading ¥ Create Grade Rosters

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Create Grade Rosters

Run Control ID: GRADE_ROSTERS ReportManager  Process Monitor Run

*Academic Insti LSUHS ™| [SUHSC- New Orieans
Term: ALz A Fall-New Orlezns 2016
ClassEndDate ClassEndDate  Academic “Overide Existing
Session From To Organization *Grade Roster Grade Roster *Total
0 NS o oo o — N1
[FSave |[EF Retum to Search || Netity BaAd | 8

Ho1% -

Step Action

15. Click the No list item for the Override Existing Grade Roster.

Mo N

16. Click the Save button.
[F] Save
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PS9CSTRN
WEBRCB2

Create Grade Rosters

Run Confrol ID: GRADE_ROSTERS Report Manager

Create Grade Rosters

Process Monitor Run

*Academic Institution: LSUHSC - New Orleans
*Term: 167 |Q Fall-New Orleans 2016
ClassEnd Date ClessEndDate  Academic =Override Existing
Session  From To Organization “Grade Roster Grade Roster  “Total
&l [ [AHPN @, [Final Grade v [Mo v 14 =
[FSave | & Retum to Search _|[[=] Notify + Add

Training Guide
Student Record

Sign out

#& Home |

New Window | Help | Personalize Page | =

Ho1% v

Step

Action

17.

Click the Run button.
Run
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Favorites * Main Menu ~ Cumiculum Management ¥

PS9CSTRN
WEBRCB2

Process Scheduler Request

User ID WDOOL1

Time Zone a
Process List
Select Description Process Name
[ Grade Roster Generator SRPCGGPJ
OK Cancel

Grading ¥ Create Grade Rosters

Run Confrol ID GRADE_ROSTERS

Server Name Run Date [J3032017 E]
Recurrence o] Run Time [10:21:40AM

Reset to Cument Date/Time

Process Type *Type *Format Distribution
PSJob Distribution

#& Home Sign out

New Window | Help | Personalize Page |

LT

Step Action

18. Click the button to the right of the Server Name field.

v
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PS9CSTRN
WEBRCB2

Process Scheduler Request

UseriD WDOOL1 Run Control ID GRADE_ROSTERS

Server MameM Run Date [03/03/2017 E]
R ESh Reset lo Gunrent Date/Time

Run Time |10:21:40AM

Time Zone (e}
Process List
Select Description Process Name Process Type Type *Format Distribution
W Grade Roster Generator SRPGGGPJ PSJob Distribution
oK. Cancel

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | &

®o1% -

Step

Action

19.

Click the PSNT list item.
PSNT
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Favorites * Main Menu ~ Cumiculum Management ¥

PS9CSTRN
WEBRCB2

Process Scheduler Request

User ID WDOOL1

Grading ¥ Create Grade Rosters

Run Confrol ID GRADE_ROSTERS

Resst to Cument Date/Time

Server Name v Run Date [03/03/2017 G
Recurrence o] Run Time [10:21:404M
Time Zone (6
Process List
Select Description Process Name Process Type Type *Format Distribution
& Grads Roster Generator SRPCGGPJ PSJob Distribution
oK Cancel

#& Home Sign out

New Window | Help | Personalize Page | &

Ho1% -

Step Action

20. Click the OK button.
OK
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Favorites * Main Menu ~ Cumiculum Management ~ Grading ~ Create Grade Rosters

PS9CSTRN
WEBRCB2

Create Grade Rosters

Run Confrol ID: GRADE_ROSTERS

Report Manager Process Monitor

Process Instance: 1676337

*Academic Institution:  |LSUHS M| suHsC - New Orleans
Term: 167 |@

Fall-New Orleans 2016

ClassEndDate ClassEndDate|  Academic “Override Existing

Session  From To Organization *Grade Roster Grade Roster | *Total
&l [ [AHPN @, [Final Grade v [Mo v 14 =
[F/save |G Retum to Search _|[[=] Notify + Add Up

Training Guide
Student Record

#& Home |

Sign out

New Window | Help | Personalize Page | =

javascript:submitAction_win0{document.wind,'PRCSRQSTDLG_WRK_LOADPRCSMONITORPE):

Ho1% -

Step

Action

21.

Click the Process Monitor link.

Process Monito
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Favorites * Main Menu ~

PS9CSTRN
WEBRCB2

Process List | Server List

View Process Request For

Curriculum Management ¥ Grading ¥ Create Grade Rosters Process Monitor

UserIDWDOOL1 = |Q,  Type [ v [Lsst v 1
sevel V] Name @ instance to
Run Status| v Status | M save onRefresn

Process List
Select Instance  Seq. Process Type
1676337 PSJob

1676336 SQR Report

Go back to Create Grade Rosters
'l save || =] Notity

Process List | Server List

Personalize | Find | view a1l | 2] &
Process

User Run DatefTime Run Status
Name
SRPCGGPRJ WDOOL1 03/03/2017 10:21:4DAM CST Processing
SRRSTRPT WDOOL1 03/03/2017 9:59.27TAM CST Success

First ‘4

Refresh

Distribution
Status
Ni&

Posted

120f2 &

Details

Details

Details

Last

#& Home Sign out

New Window | Help | Personalize Page |

®o1%

Step Action

22.
= Posted.

Refresh

Click the Refresh button until the Run Status = Success and the Distribution Status

23.

Go back to Create Grade Rosters

Click the Go back to Create Grade Rosters link.
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Favorites ~ Main Menu ~ Cumiculum Management ~ Grading ~

PS9CSTRN
WEBRCB2

Create Grade Rosters

Run Control ID: GRADE_ROSTERS Report Manager

Create Grade Rosters

Process Montor | RUN

*Academic Instituti LSUHS ™| | SUHSG- New Orieans
*Term: 16T & Fall-New Orleans 2016
ClassEnd Date  ClassEndDate Academic “Querride Existing
Session From To Organization *Grade Roster Grade Roster *Total
5 5 [AHPN @, [Final Grads V] [No vl 13 =
T 5ave || Retumto Search | =] Notify + Add

Training Guide
Student Record

#& Home |

Sign out

New Window | Help | Personalize Page |

javascript:submitAction_win0{document.wind,'PRCSRQSTDLG_WRK_LOADRPTLIST):

Ho1% v

Step

Action

24,

Click the Report Manager link.

Report Manage!
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Favorites * Main Menu ~ » Cumiculum Management ¥ > Grading ¥ > Creste Grade Rosters > Report Manager

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Administration || Archives
View Reporis For

User D D001 Tooe I [ Y] i

Refresh
Status| v Folder| v| Instance to
Report List Personalize | Find | viewall | 21| B First 4 1202 & Last
Select :‘D?P‘“ ::’:;"“ Description Ei&ﬁig Format Status Details
763166 1676336  Grade Roster Pl ?”‘;;ff" Posted  Details
763165 1676336 Grade Roster Print ?g’ggﬁgl& ?z;;ﬁ' Posted  Details
P screct an Deselect All

SIS1S  Click the delete button to delete the selected repert(s)
Go back to Create Grade Rosters
T Save

Administration | Archives

javascript:submitAction_win0{decument.wind, CONTENT_LINKSO');

Ho1% -

Step

Action

25.

The process is complete when the Status = Posted. To view batch rosters, navigate
to the Grade Roster page.

Grade Roster

26.

This completes Create a Grade Roster using the Batch Process.
End of Procedure.
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Enter FERPA Information

Procedure

In this topic you will learn how to Enter FERPA Information.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu button.

2. Click the Campus Community link.

Campus Community

3. Click the Personal Information (Student) link.

Personal Information (Student)

4, Click the Biographical (Student) menu.
Bicgraphical (Student)

5. Click the Student FERPA link.
Student FERPA
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Search Menu:

Self Service
Workforce Administration

Payroll for North America

Campus Community
Student Recruiting
Student Admissions

Records and Enrolimeni

[ o O o R R

Curriculum Managsmer|
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR
Reporting Tools
PeopleTools
LSUHSC Processes
My .

[ A O

i A o 1

Personal Information

3

Personal Information (5|

SEVIS

FE

Checklists
Communications
Comments
3C Engine
Service Indicators

Service Indicators (Stu

R I o i

Organization

#& Home

Personalize Content | Layout

Biographical (Student)
Identifieation (Student)
Parficipation Data (Stud]
Biodemo Processes (St
Health Information (Stu
SearchMatch

Address Searth
Add/Update a Person

IR N o A

AddressesiPhones
Personal Aftributes
Student FERPA
Relationships
Mames

Emergency Contacts

Work Experience

Sign out

7 Hebp

W mwm

FERPA
FERPA Quick Enfry
Revisw FERPA Display

Committess
Campus Event Planning
Student Services Center

Student Services Cir (Student)

>

b

https://rcha.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/CC_SERVICES_DATA_STDNT.FERPA_PERS.GBLIFolderPath=PORTAL_ROOT_OBJECT.HCCC_BUILD_COMMUNITY.H Ho1% v

Step

Action

E rerPa

Click the FERPA list item.

Enter the desired information into the ID field. Enter "Empl ID".

Search

Click the Search button.
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Favorites * Main Menu ~ Campus Community Personal Information (Student) « Biographical (Student) + Student FERPA ~ FER #& Home ‘ Sign out

PS9CSTRN
WEBRCB2
New Window | Help | Personalize Page | &

FERPA

Luther Mc Cullough 1D: 6000164

CIFerPA  qpiain

[5)save | GI Returnto Search || =] Notify

1% v

Step Action

9. Select the box before the FERPA item.
]

10. In this exercise you will enter FERPA information to restrict access to a student/s
Legal Phone Number.

Click the Look up Record (Table) Name button.

Q
11. Click the PHONES FERPA VW link.
PHONES FERPA WW
12. Click the Look up Field Name button.
13. Click the LEGL link.
| EG
14, Click the Save button.
[S] Save
15. Click the Student FERPA button.
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Step

Action

16.

Click the Review FERPA Display list item.
5]  Review FERPA Display

Favorites ¥ Main Menu ~ Kl sus Community ~ Personal Information (Student) Biographical (Student) ~ Student FERPA + Review FERPA Display 4§ Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | £
FERPA Bio Demo || FERPA Addresses | FERPAPhones || FERPA Email Addrs || FERPA Activities | FERPA Photo

Luther Mc Cullough ID: 6000164 Bl
Bio/Demo Data

Date of Birth: 01/01/1988 Birth Location:  Busan Employee

Contingent Worker

Gender: Female Marital Status: Single & Person of Interest
Releasable Name Infermation
Short Name Prefix _First Name Middle Name Last Name Suffix
Primary Ms  Luther Gee Me Cullough

[@ Retum to Search | |[=] Notify

FERPA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Activities | FERPA Photo

®o1% -

Step

Action

17.

Click the FERPA Phones tab.
FERPA Phones

18.

The student's legal phone number is restricted and no longer displays as releasable.

Click the Student FERPA button.

19.

Click the FERPA list item.
El FERPA
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Favorites ~ Main Menu ~ Campus Community + Personal Information (Student) ~ Biographical (Student) ~ Student FERPA FERPA #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
FERPA

Luther Mc Cullough ID: 6000164 *

M FErRPA Explain
FERPA Restrictions
*Record (Table) Name: [PHONES_FERPA MW 1@ prgne Ferpa View

“Field Name: LEGL Q Legal + =l
Restriction Exceptions (by Publication Category)

=l

Fsave |[[i Retumto Search | =] Motify

javascript:submitAction_win0{document.wind, 'SICField9Snews0350); HO1% v

Step Action

20. Click the Add a new row at row 1 button to restrict another phone number.

+|

21. Click the Look up Field Name button.

=

L |

22. Click the CELL link.
CELL

23. Click the Save button.

= Save

24, Multiple Records (Tables) can be restricted. In this exercise, you will restrict the
Student's Business email address.

Click the Add a new row at row 1 button.
+|

25. Click the Look up Record (Table) Name button.

~

L |

26. Click the EMAIL_FERPA_VW link.
EMAIL FERPA VW
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Step Action

27. Click the Look up Field Name button.

=h
&

28. Click the BUSN link.

BUSN

29. Click the Save button.

= Save

30. Click the Student FERPA button.

31. Click the Review FERPA Display menu.
=]  Review FERPA Display

Favorites ~ Main Menu ~ Kl sus Community ~ Personal Information (Student) Biographical (Student) ~ Student FERPA ~ Review FERPA Display 4§ Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &1
FERPA Bio Demo || FERPA Addresses | FERPAPhones || FERPA Email Addrs || FERPA Ativities || FERPA Photo

Luther Mc Cullough ID: 6000164 i*f
Bio/Demo Data
Date of Birth: 0170111988 Birth Location:  Busan Employee
Contingent Worker
Gender: Female Marital Status:  Single ¥ Person of Interest

Releasable Name Infermation

Short Name Prefix _First Name Widdie Name Last Name Suffix
Primary Ms  Luther Gee Me Cullough

[E" Retum to Search | |[=] Notify

FERPA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Acfivities | FERPA Photo

javascript:submitAction_win0{document.wind,'DERIVED_CS_SRVC_IND_POS'); HO1% v

Step Action

32. Click the FERPA Phones tab.
FERPA Phones
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Favorites ~ Main Menu ~ us Community + Personal Information (Student) Biographical (Student) ~ Student FERPA + Review FERPA Display 4§ Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
FERPA Bio Demo || FERPA Addresses || FERPA Phones || FERPAEmail Addrs || FERPA Agtivities || FERPA Photo

Luther Mc Cullough ID: 6000164 *

No Phone Designated Releasable

[@ Retum to Search [=] Notify

FERPA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Acfivities | FERPA Photo

Ho1% v

Step Action

33. The Students Cell number no longer displays.

Click the FERPA Email Addrs tab.
FERPA Email Addrs
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Favorites ~ Main Menu ~ Kl sus Community ~ Personal Information (Student) Biographical (Student) ~ Student FERPA + Review FERPA Display 4§ Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &1
FERPA Bio Demo || FERPA Addresses || FERPA Phones || FERPA Email Addrs || FERPA Ativiies || FERPA Pholo

Luther Mc Cullough ID: 6000164 i

Releasable Email Information

Type Email Address Preferred
Home LM Cullough@gmail.com N
LSUHSC Email Address  LMc Cullough@lsuhsc edu Y

[&h Retum to Search | ] Notify

FERPA Bio Demo | FERPA Addresses | FERPA Phones | FERPA Email Addrs | FERPA Activities | FERPA Pholo

EE T

Step Action

34. The student's Business email no longer displays.

Click the Return to Search button.

[2* Return to Search

35. This completes Enter FERPA Information.
End of Procedure.
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Add Transcript Messages

Procedure

In this topic you will learn how to Add a Transcript Message.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu link.
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#& Home Sign out
Search Menu:

Self Senvice Personalize Content | Layout 7 Help
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

[ o R R

Curriculum Managsment
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools
PeopleTools

LSUHSC Processes

[
[
»
+
+
b
[
b
[
[
[
’
+
+
b
b
b

[ O

My Personalizations

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCSR_RECORDS_AND_REGISTRATION&Fol Ho1% v

Step Action

2. Click the Records and Enrollment link.

Records and Enrollment

3. Click the Transcripts link.

Tranzcripts
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#& Home | Sign out

Search Menu:

Transcript Request Inquiry
Purge Transcript Reports

Transeript Purge

0 Self Senvice > Personalize Content | Layout 7 Help
03 wWorkforce Administration »
83 Payroll for North America »
£3 Campus Community v
£ Student Recruiting v
£ Student Admissions v
£ Records and Enrollmen|
B3 Cumculum Managemen — 7ol Students ’
& Fnancial 4 £ Student Term Information ,
O sugentPnancie | &} Caresr and Program Information ,
B3 Academic Advisement | —  Croliment Summarics ’
£3 Contributor Relations | — 1€ Processing '
& setUptrMS 1 Enroliment Reporting »
£l SetUp SACR 8 Enroliment \ »
8 Reporting Tools = Tt 3 Baich Transeripts '
& PeoplsTools = Groduton L1 Electronic Transcripts ’
3 Transfer Credit Evaluatil
& LSUHSC Processes i ] Request Transeript Report
Ty Porsonalzations | ) Trnser Credit Rules B v o
£1 3C's Summaries
1 Student Background In B Transeript Tet
S
S
B
B}

ARTS Student Program Notes AUS

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/MANAGE_ACADEMIC_RECORDS.TSCRPT_TEXT.GBLIFolderPath=PORTAL_ROOT_OBJECT.HCSR_RECORDS AND R #,91%  ~

Step Action

4. Click the Transcript Text list item.

Transcript Text

5. Enter the desired information into the Empl 1D field. Enter "Empl ID".

NOTE: You may also search by Last Name, National ID, etc.

6. Click the Search button.

Seanch

7. If the student already has a record, click the Add a new row 1 button to add another
record.

8. The Relative Position should default to After. If it does not, click the drop-down
arrow and select it.

NOTE: The Relative Position defines where you want the transcript text to print
relative to the Print Loc Seq.
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Favoites ¥ Main Menu ~ Records and Enrollment Transcripts ~ Transcript Text #& Home Sign out
WEBRCB2
New Window | Help | Personalize Page | &
Transcript Text
Luther Mc Cullough 6000164 * =
Academic Career:  NRSU  Mursing, Undergraduate
Find | View All Fist ‘&' 10f2 '} Last
=
*Print Loc Seq: 1 *Relative Position: *Print Location:| Enroliment VEE
“Institution: LSUHS ™| | SUHSC - New Orleans
Term: 1167 |Q Fal-N 2016
Find |ViewAl  First ‘4 1of1 ‘® Last
- HE
“Text Seq Nbr: 1 Transcript Level:
Transcript Report
Transcript Type: o
Transcript Text: Unofficial Transcript &
Transcript Report COBOL
Transcript Type: Q
Transcript Text: Fz‘
|5)save ||la Retumn to Search =] Notify
Hol% v

Step Action

9. Click the button to the right of the Print Location field.

Enroliment w |l

10. Click the Enrollment list item.
I

11. The Institution designation should default into the Institution field. If it does not,
click the drop-down arrow to the right of the field and select it.
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Favorites * Main Menu ~

PS9CSTRN
WEBRCB2

Transcript Text

Luther Mc Cullough
Academic Career: NRSU

*Print Loc Seq: 1

Records and Enroliment ~ Transcripts ~ Transcript Text

6000164

Nursing, Undergraduste
Find | View All Fist ‘&' 10f2 '} Last

F =
*Relative Position: *Print Location:| Enroliment v#HE

*Institution: MJ LSUHSC - New Orleans

5lSave || [a! Retum to Search

Term: Q
Find | View All First ‘4 10f1 '‘® Last
- FHE=
“Text Seq Nbr: 1 Transcript Level:
Transcript Report
Transcript Type: o
Transcript Text: Unofficial Transcript Q‘
Transcript Report COBOL
Transcript Type: Q
Transcript Text: Fz
=] Notify

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | &

javascript:pAction_win0(document.wird, TSCRRT_TEXT_LOC_STRMSpromptS0’);

E T

Step

Action

12.

Q,

Click the Look up Term button.
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Favorites Main Menu

PS9CSTRN
WEBRCB2

Transcript Text

Records and Enroliment

Transcripts Transcript T

Luther Mc Cullough 6000164 * =
Look Up Term
Academic Career:  NRSU  Nursing, Undergraduste -
elp
Empl ID: 6000164
*Print Lo Seq: *Relative Position: |Afler | Academic Career: Nursing, Undergraduate
Academic Institution LSUHS
“Institution: LSUHSC - New Orlg Term [begins with ||
S— I a Short Description:
Look Up Glear GCancel | Basic Lookup
*Text Seq Nbr: Transcript Level: [ search Results
Transcript Report View 100 First ‘& 13063 B Last
. Term Short Description
Transeript Type:
Pl Tvpe e 1167  FalN 2016
Transeript Text: Unofficial Transript 1161 Spr-N 2016
1157 FalN 2015

Transcript Report COBOL

[ a

Transcript Type:

Transcript Text:

|[G]save ||t Retum to Search

#& Home Sign out

New Window | Help | Personalize Page | B

javascript:deUpdateParent(document.wind, #ICRow0’);

Step Action

13.
16T

Click the 1167 list item.
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Favorites ~ Main Menu ~ Records and Enroliment ~ Transcripts ~ Transcript Text #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &

Transcript Text

Luther Mz Cullough 6000164 * =
Academic Career:  NRSU Nursing, Undergraduste
Find | View All First ‘& 10f2 '} Last
“Print Loc Seq: 1 *Relative Position: Print Location: [Emolment ] *I=]
“Insitution: LSUHSC - New Orleans
Term: 1167 _|@,  FakN2016
Find |ViewAll  First 4 1of1 P Last

0 b [+ (=]
“Text Seq Nbr: Transcript Lever: | MINN v/|
Transcript Report

Transcript Type: o

Transcript Text: "4

Transcript Report COBOL

Transcript Type: Q
Transcript Text: Fv‘
|5)Save ||la Retumn to Search =] Notify

Step Action

14. Click the button to the right of the Transcript Level field.
[w

15. Click the Unofficial list item.
| Unofficial

16. Enter the desired information into the Transcript Text field. Enter "Unofficial
Transcript”.

17. Click the Save button.
[T save

18. This completes Add a Transcript Message.
End of Procedure.
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View Enrollment Summary
Procedure

In this topic you will learn how to View Enrollment Summary.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu link.

2. Click the Records and Enrollment link.

Records and Enrollment

3. Click the Enrollment Summaries link.

Enrcliment Summaries
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#& Home Sign out

Search Menu:

81 self Senice v Personalize Content | Layout 7 Hebp
3 Workforce Administration C
[ Payroll for North America C
O campus Community 3
O Sstudent Recruiting 3
1 Student Admissions v
O3 Records and Enrollmen]
C3 Enroll Students »
C) Coiculum Managamer| o o aen
- & i »
B9 Financial Al & student Term Information
- [ d P ! i >
3 Student Financials — Csreerand Program Infarmaton
- 1 Enroliment Summaries
O Academic Advisement | — B student Study List Report
- 01 Tem Processing
0 Contributer Relstions | B Enroliment Summary
B9 SetUp HRMS £3  Enroliment Reporting - o ’
et Up = - N [E  HECS summary AUS
1 SetUp SACR 8 Enrcliment Verific ations{
et Up £ Transeripts [£]  Historical Course Enroliment
C1  Reporing Tools - o
. 8 Gredust ¢
3 PeopisTools = Credusten
[a=)
1 LSUHSC Processes - Transfer Credit Evaluation 4
C1 Transfer Credit Rules »
[ My Personalizations -
01 3C's Summaries »
3 Student Background Information 3

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/MANAGE_ACADEMIC_RECORDS.STDNT_ENRL_INQ.GBL?FolderPath=PORTAL_ROOT_OBJECT HCSR_RECORDS_AM Ho1% v

Step Action

4, Click the Enrollment Summary list item.

Enrcllment Surmmary

5. Enter the desired information into the Empl 1D field. Enter "Empl ID".

6. Click the Search button.

Search

7. Click the 1167 link.

1167
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Favoites ¥ Main Menu ~ Records and Enrollment Enrollment Summaries = Enrollment Summary #& Home | Sign out
WEBRCB2
New Window | Help | Personalize Page | &
oliment Summary || Term Statistics
Luther Me Cullough €000164 L
Find |ViewAll  First ‘4 1of1 ‘® Last
Academic Career:  Nursing, Undergraduste
Find |ViewAll  First ‘4 1of1 * Last
Institution: LSUHSC - New Orleans Academic Level - Term Start: Soph Il
Term: 1167 Fall 2016
Enroliments
Graded Grade GPA  Earned In Progress Units Taken Towards Acad Load 9.000
Units Points Units  Units Units Earned Towards Acad Load 0000
For GPA 0.000 0000 0000 0000 £.000 Units Taken For Audit 0.000
Not For 0.000 0.000 3.000
GPA
Transfer Credit
Graded ~ Grade  GPA  Eamed Graded Transfer Units GPA / No 0.000
Units Points Units GPA
For Units Only 0.000
For GPA 0.000 0000  0.000 0.000 Units Adjustment 0000
ggtA For 0.000 0000 >>> Total Adjusted Transferred 0.000
Combined (Enroliment + Transfer Credit Units)
Graded  Grade GPA Eamed  InProgress Combined Earned Units GPA | No 0.000
Units Paints Units  Units GPA
Transfer Credit For Units Only 0.000
For GPA 0.000 0000 0000 0000 5.000 Transfer Credit Units Adjustment 0.000
gx;; For 0.000 0.000 3.000 »>> Total Term Units 0.000
ot Retum to Searcl 4 NextinList | [[<]Motify |[5* Previous tab
Enrollment Summary | Term Statistics
javascript:submitAction_wind(document.wind,'DERIVED_CS_FERPA_FLAG"); -

Action

Click the Enrollment Summary tab.

Enrollment Summary
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Favorites *

Main Menu ~

PS9CSTRN
WEBRCB2

Enroliment Summary

Luther Mc Cullough

Term:  Fal-N 2016 Career:
Class Nbr Subject  Catalog
@ 10032 BIOS 3115
BASIC STATISTICS
Q10026 HLSC 3409
PHARMACOLOGY
Q10027 HLSC 3410
PATHOPHYSIOLOGY

& Retum to Search P

Enrollment Summary | Term Statistics

Tem Statistics

Records and Enroliment ~

Nurs Ugrd

Session Section
Semester 1 0001
Course Req
Semester 1 0001
Course Req
Semester 1

Course Req

0001

5] Mextin List

Enroliment Summaries ~

6000164

LSUHSG - New Orlsans

Status
Enrolled

Enrolled

Enrolled

L]
Print Study List

Find | View All First 4

Enroliment Summary

Sign out

#& Home

New Window | Help | Personalize Page |

Report Manager

1-30f3 ‘®' Last

Status/Reason Acad Prog Grading Basis Units Taken

Enrolied BSN Graded

Enrolied BSN Graded

Enrolied BSN Graded
P 7 Next tab

3.00

3.00

3.00

javascript:submitAction_win0{decument.wind,'CLASS_SRCH_WRK2_CLASS_SRCH_CRITSO');

Step

Action

Click the Course Detail button.
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Main Menu ~ wrds and Enroliment ~

Enroliment Summary

#& Home ‘ Sign out
PS9CSTRN

WEBRCB2

Enrollment Summary

Class Detail

BIOS 3115 - 0001 BASIC STATISTICS
s

Class Details
Status @ Open Course ID 000101
Class Number 10032 Offer Nbr 1
Session Semester Session 1 Career  Nursing, Undergraduats
Units 3 units Dates 8/17/2016 - 12/2/2016
Class Components Course Requirement Required Grading  Graded

Location  LSUHSC - New Orieans
Campus  New Orleans

08/17/2016 -
Gail Sinha ‘u;mz’mls
Class Availability
Class Capacity
Enrollment Total
Available Seats

100 Wait List Capacity 0
25 Wait List Total

A study of scientific methodology and the use of statistics in design and analysis of studies in the
health sciences. Consideration is given to fundsmentals of sample selection, measures of central
tende:

ncy. measures of variation, correlation coefficients, and tests of hypotheses. 3 hours lecture.
Prerequiste: college algebra.

Textbook/Other Materials

Textbook Assignment Pending (assignments not shown to students)

javascript:submitAction_win0{document.wind,'CLASS_SRCH_WRK2_SSR_PB_CLOSE'):

®o1% -

Step Action
10.

Click the Return to Enrollment Summary link.

Return to Enrcllment Summary
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Favorites ~ Main Menu ~ Records and Enroliment ~ Enroliment Summaries ~ Enrcliment Summary

PS9CSTRN
WEBRCB2

Enroliment Summary || Temm Statistics

Luther Mc Cullough 6000164 * B
Term:  FalN 2016 Career:  Nurs Ugrd LSUHSC - New Orleans Brint Study List  Report Managsr
Find |View Al First ‘& 1-30f3 (& Last
Class Nbr Subject  Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken
@] 1032 BIOS 3115 Semester 1 0001 Emolled  Enrolled BSN Graded 3.00
o BASIC STATISTICS Course Req
Q 10026 HLSC 3409 Semester 1 0001 Enrolled  Enrolled BSN Graded 300
PHARMACOLOGY Course Req
Q 10027 HLSC 3410 Semester 1 0001 Enrolled  Enrolled BSN Graded 300
PATHOPHYSIOLOGY Course Req

" Retum to Search Previous in List NextinList | |[=] Motify Previous

- Next tab

Enrollment Summary | Term Statistics

#& Home Sign out

Mew Window | Help | Personalize Page | B

javascript:submitAction_win0{decument.wind,'CLASS_SRCH_WRK2_CLASS_SRCH_CRITSO');

Step

Action

11.

Click the Term Statistics tab.
Term Statistics
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Favortes ¥ Main Menu = Records and Enroliment Enroliment Summaries Enroliment Summary #& Home | Signout
WEBRCB2
New Window | Help | Personalize Page | [F B
Enroliment Summary || Term Statistics
Luther Me Cullough 000164 L
Find | ViewAl  First ‘4 1of1 ‘b Last
Academic Career:  Nursing, Undergraduste
Find | ViewAl  First & 1of1 b/ Last
Institution: LSUHSC - New Orleans Academic Level - Term Start: Soph Il
Tem: 1167  Fall 2016
Enroliments
Graded Grade GPA Eamed In Progress Units Taken Towards Acad Load 9.000
Units Points Units Units Units Earned Towards Acad Load 0.000
For GPA 0000 0000 0000 0000 6000 Units Taken For Audit 0.000
Not For 0.000 0.000 3.000
GPA
Transfer Credit
Graded  Grade ~ GPA  Eamed Graded Transfer Units GPA / No 0.000
Units Points Units GPA
For Units Only 0.000
For GPA 0000 0000 0000 0000 Units Adjustment 0.000
gg‘:“ 0.000 0.000 »»> Total Adjusted Transferred 0.000
Units
Combined (Enrollment + Transfer Credit Units)
Graded  Grade GPA Eamed InProgress Combined Earned Units GPA | No 0.000
Units Points Units  Units GPA
Transfer Credit For Units Only 0.000
For GPA 0.000 0000 0000 0.000 6.000 Transfer Credit Units Adjustment 0.000
Not For 0.000 0.000 3000 >>» Total Term Units 0.000
GPA
(& Retum to Search Pre Lt |4 Netinuist || Notiy || 5 Previous tab
Enroliment Summary | Term Statistics
javascript:submitAction_ win0{document.wind, DERIVED_CS_FERPA_FLAG'); -

Step Action

12. Click the FERPA button.

NOTE: This option will take you to FERPA Information.

E— |

==
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Favorites * Main Menu ~ Records and Enroliment ~ Enroliment Summaries ~ Enroliment Summary #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | [ B

Releasable FERPA Directery Information

Luther Mc Gullough
Bio/Demo Data

Date of Birth:  01/01/1983 Birth Location:  Busan Employee
Contingent Worker

Gender: Female Marital Status: Single | Person of Interest

No Photo Designated Releasable

Releasabls Name  [eieasable Address ReleasableEmail

Return

javascript:submitAction_win0{document.wind,'DERIVED_CC_FERPA_ADDR_PB'); HO1% v

Step Action

13. Click the Releasable Address link.

Releasable Address
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Favorites ¥ Main Menu ~ Records and Enroliment ~ Enroliment Summaries ~ Enroliment Summary

PS9CSTRN
WEBRCB2

Releasable Addresses

Luther Mt Cullough
Addresses Find | View All First (4 10f2 (2 Last

Address Type:  Legal

Training Guide
Student Record

#& Home Sign out

Mew Window | Help | Personalize Page | ]2

Country: KOR  Korea, Repubic of
Address: 6000164 Test Street
New Orleans LA 70112
Orleans
Return
Hol% -

14.

Click the Return button.

guidelines and policies of FERPA.
Return

NOTE: This screen shows the Main address is releasable according to the
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Favorites * Main Menu ~ Records and Enroliment ~ Enroliment Summaries ~ Enroliment Summary #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | [ B

Releasable FERPA Directery Information

Luther Me Gullough
Bio/Demo Data

Date of Birth:  01/01/1983 Birth Location:  Busan Employee
Contingent Worker

Gender: Female Marital Status: Single | Person of Interest

No Photo Designated Releasable

Releasable Name ReleasableEmail

Return

Ho1% -

Step Action

15. Click the Return button.
Return
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Favorites * Main Menu ~ Records and Enroliment ~ Enroliment Summaries ~ Enrcliment Summary

PS9CSTRN
WEBRCB2

Enrollment Summary Term Statistics

Luther Mc Cullough 5000164 * =

Find | View All First ‘& 10f1

Academic Career:  Nursing, Undergraduate

Find |Viewal  First & 1of1
Institution: LSUHSC - New Orleans Academic Level - Term Start: Soph Il
Term: 1167 Fall 2018
Enroliments
Graded  Grade GPA Eamed  InProgress Units Taken Towards Acad Load
Units Points Units  Units Units Earned Towards Acad Load
For GPA 0000 0O00 0000 0000 000 Units Taken For Audit
Not For 0.000 D000 3000
GPA

Transfer Credit

Graded Grade GPA  Eamed Graded Transfer Units GPA / No
Units. GPA

Units Points
For Units Only
For GPA 0.000 0000 0.000 0.000 Units Adjustment
ggt:ur 0.000 0.000 >>> Total Adjusted Transferred

Units.

Combined (Enrollment + Transfer Credit Units)

Graded  Grade GPA Eamed In Progress Combined Earned Units GPA / No
Units Points Units  Units GP
Transfer Crediit For Units Only
For GPA 0.000 0000 0.000 0.000 6.000 Transfer Credit Units Adjustment
Not For 0.000 0.000 3.000 i
po =»> Total Term Units
& Retum to Search Previousin List | [45] NextinList | [ Notiy || Previoustab e

Enrollment Summary | Tem Statistics

b Last

b Last

9.000
0.000

0.000

0.000
0.000
0.000
0.000

0.000
0.000

0.000
0.000

Training Guide
Student Record

#& Home Sign out

Mew Window | Help | Personalize Page | [ 2

javascript:submitAction_win0{decument.wind, DERIVED_CS_FERPA_FLAG');

®o1% -

Step

Action

16.

Click the Enrollment Summary tab.

Enrcliment Summary

17.

This completes View Enrollment Summary.
End of Procedure.
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Create and Print a Class Roster

Procedure

In this topic you will learn how to Create and Print a Class Roster.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu link.
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Search Menu:

Self Senvice
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

[ o R R

Curriculum Management
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools
PeopleTools

LSUHSC Processes

[
[
»
+
+
b
b
[
[
[
[
’
+
+
b
b
b

[ A O

My Personalizations

#& Home

Personalize Content | Layout

Sign out

7 Help

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCSR_CURRICULUM_MANAGEMENT&Folc Ho1% v

Step

Action

Click the Curriculum Management link.

Curriculum Management

Click the Class Roster link.

Class Roster

Click the Print Class Roster menu.

Print Clazs Roster
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Favorites * Main Menu ~ Curriculum Management + Class Roster « Print Class Roster

PS9CSTRN
WEBRCB2

Print Class Roster

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

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with|
O case sensitive

Search | Advanced Search

Find an Exisfing Value | Add a New Value

Training Guide
Student Record

#& Home ‘ Sign out

New Windew | Help | &

E T

Step

Action

Click the Add a New Value tab.

Add a New Value

Enter the desired information into the Run Control ID field. Enter "CLASS _RST".

Click the Add button.
Add
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Favorites * Main Menu ~ Curriculum Management + Class Roster « Print Class Roster

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Print Class Roster

Run Control ID: CLASS RST

ReportManager  Process Monitor Run
*Academic Institution:  |LSUHS | QU | sUHSC - New Orleans
“Term: M spring New Orisans 2014
Assignment Find | View All 1of1
*Session: [ pisplay Permissions HE=
*Sort Option:
Select One of the Following Students In The Report OEE Start Date Range
Academic Organization: Q M Enrolled Students From:
Subject Area: Q [ Dropped Students To:
Q
Class Nor: = O waitlisted Students
[F]Save || (@ Returnto Search || (] Notify (=4 Add Update/Displa

javascript:pAction_win0(document.wir0,'RUN_CNTL_CLSRST_STRMSprompt’);

Ho1% -

Step Action

8. Click the Look up Term button.
q

9. Click the Down Arrow button of the scrollbar.
W
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Main Menu rint C #& Home Sign out
Look Up Term
PS9CSTRN =] e ==
WEBRCB2 1194 Summer-New Orleans 2019 Sum-N 2019
1182 Spring-Shreveport 2018 Spr-S 2018 New Window | Help | Personaiize Page | Bl
1191 Spring-New Orleans 2019 Spr-N 2019
Print Class Roster 1188 Academic Year 2018-2019 Y 2018-19
1188 Fall-Shreveport 2018 Fal-5 2018
1167 Fall-New Orleans 2018 Fal-N 2018
e IS LS 1185 Summer-Shreveport 2018 Sum-S 2015
1184 Summer-New Orleans 2018 Sum-N 2018
1182 Spring-Shreveport 2018 Spr-S 2018
*Academic Institution: QA LSUHSC-Newd |15 Spring-New Orleans 2018 Spr-N 2018
*Term: PNC  spoing ewon] 1179 Academic Year 2017-2015 Y 2017-18
1178 Fall-Shreveport 2017 Fal-S 2017
Assignment 1177 Fall-New Orleans 2017 Fal-N 2017
e 1176 Late Summer-New Orleans 2017 Sum-2 2017
session, e — ol 1175 Sum 2017 Sum-5 2017
“Sort Option: Leis 1174 Summer-New Orleans 2017 Sum-N 2017
Select One of the Following Stugeq 1172 Sering-Shreveport 2017 Sprs 2017
1171 Spring-New Orleans 2017 Spr-N 2017
Acade: = [ a 7] 1169 Academic Year 2016-2017 ¥ 2016-17
1168 Fall-Shreveport 2016 Fal-S 2016
Subject Area: [ & []{ 1167 Fall-New Orlsans 2016 Fal-N 2016
1166 Late Summer-New Orleans 2016 Sum-2 2016
Class Nbr: :Q 4 1165 Summer-Shreveport 2016 Sum-S 2016
1164 Summer-New Orleans 2016 Sum-N 2016
1162 Spring-Shreveport 2016 Spr-S 2016
|[F)save ||Eh RetumntoSearch | |[£] Notity | 1161 Spring-New Orleans 2016
1159 Academic Year 20152016 ¥ 2015-16
1158 Fall-Shreveport 2015 Fal-S 2015
1157 Fall-New Orleans 2015 Fal-N 2015
1156 Late Summer-New Orleans 2015 Sum-2 2015
1155 Summer-Shreveport 2015 Sum-5 2015
1154 Summer-New Orleans 2015 Sum-N 2015
1152 Spring-Shreveport 2015 Spr-S 2015
1151 Spring-New Orleans 2015 Spr-N 2015
1149 Academic Year 2014-2015 ¥ 2014-15
1148 Fall-Shreveport 2014 Fal-5 2014
1147 Fall-New Orleans 2014 Fal-N 2014
1146 Late Summer-New Orleans 2014 Sum-2 2014
1145 Summer-Shreveport 2014 Sum-5 2014

1144 Summer-New Orleans 2014 Sum-N 2014

javascript:doUpdateParent(document.wind, ZICRowE6');

Step Action

10. Click the 1167 link.

1167
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Favorites * Main Menu ~ Cumiculum Management ~ Class Roster ¥ Print Class Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |
Print Class Roster

Run Control ID: CLASS_RST

ReportManagsr  Process Monitor Run
*Academic Institution:  |LSUHS QU | SUHSC - New Orleans
“Term: 167 A Fall-New Orleans 2016
Assignment Find | View Al  1of1
*Session: Annual1_ % [ pisplay Permissions HE
*Sort Option:
Select One of the Following Students In The Report OEE Start Date Range
Academic Organization: Q & Enrolled Students From:
Subject Area: Q [ Dropped Students To:
Class Nbr: Q

Olwaitiisted Students

ii]Save || [ Return to Search (=] Notify 4 Add

Ho1% -

Step Action

11. Click the button to the right of the Session field.

v

12. Click the Semester 1 list item.
ISemester 1

13. Click the Look Up Academic Organization button.
Q
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Main Menu

#& Home Sign out

PS9CSTRN
WEBRCB2
Look Up Academic Organization X Mew Window | Help | Personalize Page | &
Print Class Roster Hele
Search by: [Academic Organization v|begins with G x
: Run
Run Control ID: CLASSRST | | ESEEI 1 3rancod Look
“Academic Instiution: | LSURS| 5537 Results
View 100 First (4 b Last
“Term:
Academic Organization Description
Assignment ADULT Adult Nursing 1of1
AHPN Allied Health Prof, NO Campus
*Session: Semed \NESTN Anesthesiology, N HE
“Sort Option: @ BIOGEN N Biometry & Genetics, N
§ BMB.N Biochem & Moleculsr Bio, N
Select One of the Following | g, 1y CGell Biology and Anatomy, N
: CLSCN Ciinical Laboratory Sci, NO
Acaemic Organization: [ COMD.N Gommunications Disorders, NO
Subjoct Area [ | crsen Cardiopulmonary Science, NO
DEMAUX Dental Aularies
Class Nbr: [ | oentn Dentistry, NO Campus
DERMAN Dermatology, N
eeGT Electroencephalographic Tech
|[@save ||&" RetuntoSearch ||| ENDOD Endodontics isplay
= | Famrn Family Nursing
FAMMED,N Family Megicine, N
GENDEN General Denistry
GENETICS N Genetics, N
GRADS N Graduate Studies, NO Campus
INTERD,N Interdisciplinary, N
LSUHS LSU Health Sciences Center
LSUNO LSUHSC New Orleans
MEDBIE N Medical Bibliography, N
MEDDEPT N Medicine Department of, NO
MEDNO,N Medicine in NO, NO Campus
MHECN Mentsl Hesith & Community Nurs
MIPN Mircobio, Immun & Para, N
MTEC.N Medical Technology, NO
NEURON Neurclogy, N
NEUSURN Neurosurgery, N
MURS,N MNursing, MO Campus v
javascript:doUpdateParent(document.wind, #ICRows’); Hol% v

Step Action

14. Enter the desired information into the Academic Organization field. Enter "G".
Gl
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Favorites Main Menu Cumiculum Manz

#& Home Sign out

PS9CSTRN
WEBRCB2
Look Up Academic Organization New Window | Help | Personalize Page | B
Print Class Roster Hel
Search by: [Academic Organization w|begins with |G =
Run Control ID: CLASS_RST Run
Look Up Gancel | Advanced Lookup
*Academic Institution:  |LSUHS] Search Results
View 100 First 4 b Lest
“Term:
Academic Organization Description
Assignment ADULT Adult Nursing Je7l
AHP.N Allied Health Prof, NO Campus
*Session: [Semes ANESTMN Anesthesiology, N i HE
<sortOption: [Name| BIOGENN Biomeiry & Genetics, N
§ BME N Biochem & Moleculsr Bio, N
Select One of the Following | ., Cell Biology and Anatomy, N
) s CLSGN Giinical Laboratory Sci, NO
Academic Organization: || oL Communications Disorders, NO
Subject Area: [ | cescn Gardiopulmonary Science, NO
DENAUK Dental Auilaries
Class Nbr: | | oentn Dentistry, NO Campus
DERMAN Dermatology, N
EEGT Electroencephalographic Tech
(5o | [E Reumwsearn ||| EM000 Endodoniics ==
= | Famwn Family Nursing
FAMMED,N Family Megicine, N
GENDEN General Denistry
GENETICS N Genetics, N
GRADS N Graduate Studies, NO Campus
INTERD.N Interdiseiplinary, N
LSUHS LSU Health Sciences Center
LSUNO LSUHSC New Orleans
MEDBIB.N Medical Bibliography, N
MEDDEPT.N Medicine Department of, NO
MEDNO,N Medicine in NO, NO Campus
MH&CN Mental Heaith & Community Nurs
MIPN Mircobio, Immun & Para, N
MTEC.N Medical Technology, NO
NEURON Neurclagy, N
NEUSURN Neurosurgery, N
NURS,N MNursing, NO Campus. v
javascript:doUpdateParent(document.wind, #ICRows’); -

Step Action

15. Click the Look Up button.
Look Up

16. Click the GRADS,N link.
GRADS N

17. Click the Save button.

[F] save
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Favorites * Main Menu ~ Curriculum Management + Class Roster « Print Class Roster

#& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &
Print Class Roster

Run Contfrol ID: CLASS RST Report Manager

Process Monitor

*Academic Institution:  |LSUHS | QU | SUHSC - New Orleans

*Term: 1167 | FallMew Orleans 2016

Assignment

Find | View All 10f1
*Session: [ pisplay Permissions HE=
*Sort Option:

Select One of the Following Students In The Report OEE Start Date Range
Academic Organization: |GRADSN /@ W Enrolled Students From:
Subject Area: Q [ propped Students To:
Class Nor: Q O waitlisted Students
[F]Save | (@ Returnto Search || (=] Notify (=4 Add

Ho1% -

Step Action

18. Click the Run button.
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Favorites ~ Main Menu ~ Cumiculum Management ~ Class Roster ¥ Print Class Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Process Scheduler Request
UserID WDOOL1 Run Confrol ID CLASS_RST

Server Name Run Date (030372017 ]

Recurrence |  RunTime[i24211PM Reset to Cumrent Date/Time
Time Zone a
Process List
Select Description Process Name Process Type Type *Format Distribution
& Class Roster SRCLSRST SR Report Distribution
oK Cancel

Ho1% -

Step Action

19. Click the button to the right of the Server Name field.

v
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PS9CSTRN
WEBRCB2

Process Scheduler Request

UseriD WDOOL1 Run Control ID CLASS_RST

Server Name Run Date [03/03/2017 ]
PSNT
R Run Time [12:42-11PM
Time Zone a
Process List
Select Description Process Name Process Type “Type “Format
M Class Roster SRCLSRST SOR Report

0K Cancel

Reset to Cument Date/Time

Distribution

Distribution

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | &

®o1% -

Step

Action

20.

Click the PSNT list item.
PSNT
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Favorites * Main Menu ~ Cumiculum Management ~ Class Roster ¥ Print Class Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Process Scheduler Request

UserID WDOOL1 Run Control ID CLASS_RST
Server Name. v Run Date [03/03/2017 Gl
Recurrence ] Run Time [12:42-11PM Resst io Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
M Class Roster SRCLSRST SQR Report Distribution
oK Cancel

Ho1% -

Step Action

21. Click the OK button.
OK
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Favorites * Main Menu ~ Curmriculum Management ~ Class Roster « Print Class Roster
PS9CSTRN
WEBRCB2

#& Home |

Sign out

Print Class Roster

New Window | Help | Personalize Page | I
Run Control ID: GLASS_RST

ReportManager  Process Monitor
Process Instance: 1676340
*Academic Institution:  |LSUHS | QU | SUHSC - New Orleans
“Tem: 1187 | Fall-New Orlsans 2016
Assignment Find | ViewAl  1of1
*Session: [ Display Permissions
=Sort Option:

HE=
Select One of the Following Students In The Report OEE Start Date Range
Academic Organization: |GRADS,N Q B4 Enrolled Students From:
Subject Area: Q [ Dropped Students To:
Class Nbr: Q Clwaitlisted Students
[FSave | & Retunto Search || (<] Notity

javascript:submitAction_win0{document.wind,'PRCSRQSTDLG_WRK_LOADPRCSMONITORPB')

Step Action
22.

Click the Process Monitor link.

Process Monitor
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Favorites * Main Menu ~ Cumiculum Management ¥ Class Roster ¥

Print Class Roster Process Monitor #& Home

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | I
Process List | ServerList

View Process Request For

User ID]VDOOL1T = |@ Type [ v [Lsst v 1 Reifresh
sever Y] Neme @ Instance o

Run Status| v istri Status | M save onRefresn

Process List Personalize | Find | View Al | 21| B First (0 130f3 & Last

Select Instance | Seq. Process Type :;""“’:55 User Run DatefTime Run Status g":::.‘:“““ Details
1676340 SR Report SRCLSRST WDOOL1 0332017 1242:11PM CST Queued NiA Details
1676337 PSdob SRPGGGPJ WDOOL1 0332017 10:21:4DAM CST Success Posted Details
1676336 SQR Report SRRSTRPT WDOOL1 03032017 9:59:27AM CST Success Posted Details

Go bk to Print Class Roster
'5)Save || Notity

Process List | Server List

Ho1% -

Step

Action

23.

Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted.

Refresh

24.

Click the Go back to Print Class Roster link.

Go back to Print Class Roster
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Favoites ¥ Main Menu ~ Curriculum Management Class Roster ~ Print Class Roster # Home | Sign out
PS9CSTRN
WEBRCB2
New Window | Help | Personalize Page | =1
Print Class Roster
Run Control ID: CLASS_RST ReportMsnager  Process Monitor |
*Academic Institution:  |LSUHS | | sUHSC - New Orieans
“Term: 1167 /& Fall-New Orleans 2016
Assignment Find | View Al 1of 1
*Session: D Display Permissions #=
*Sort Opfion:
Select One of the Following Students In The Report OEE Start Date Range
Academic Organization: |GRADSN Q & Enrolled Students From:
Subject Area: a [ Dropped Students To:
- Q
Class Nbr. - [ waitiisted Students
fisave ||[@ Retum to Search =] Notify + Add
javascript:submitAction_win0{document.wind, PRCSRQSTDLG_WRK_LOADRPTLIST); Hol% -

Step Action

25. Click the Report Manager link.

Report Managet
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Favorites * Main Menu ~ Curriculum Management ¥ Class Roster v Print Class Roster Report Manager #& Home

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =
Administration || Archives

View Reports For

User 10 [WDOOL Type R V] ] i Refesh
Status| v Folder| v| Instance to
Report List Personalize | Find | viewall | 21| B First 4 13073 & Last
Select :‘D?P‘“ ::’:;"u Description Ei&ﬁig Format Status Details
03032017 Acrobat .
34D O 4
763168 1676340 Class Roster 174aTPM  (pan  Posed  Dewis
763166 1676338 Grade Roster 03032017 Acrobal  pogey  Details

10:26294M  (*pdf)

03/03.2017 Acrobat

763165 1676336 Grade Roster Print 100008AM  (*pdf) Posted  Details

s crect an Deselect All

®  Click the delete button o delete the selected report(s)
Go back to Print Class Roster
[Fsave

Administration | Archives

javascript:submitAction_win0{decument.wind, CONTENT_LINKSO'); Ho1% -

Step Action

26. Click the Class Roster link.

NOTE: This will open a new window.

Class Rosber
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Peoplesoft
Report ID: SRCLSRST CLASS ROSTER REPORT Page No. 1
Run Date 03,/03/2017
Run Time 12:43:18
Term/Session Fall-New Orleans 2016 - Semester Session 1 LSUHSC - New Orleans
ANAT 270
10527 ; od Reading Untagged Document =]
Class Dates: 08/17/2014  This 46-page document is untagged and must be prepared for reading. While the
document is being analyzed, your assistive technology will not be able to interact with
this application.
ENROLLED Students
Student ID Name Note
Reading Order Options
6039275 Fogarty,Alexis L.

Reading Order:

Reading Mode Options

(©) Read the currently visible pages only

(@ Read the entire document

[ Always use the settings from the Reading Preferences (De net show this dialog again)

»

Step

Action

27.

Click the Start button.

28.

The class Roster will display.
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|aw’\->)|@ hitps://rcha pshelsuhsc.edu/psreports/cstm/763L68/SRCLSRST_ O ~ @ € |[ @ Report Manager V& wbn pahimahoc oda X | ‘ AT

55 @ Citrix- Logen & FINANCIALS ] First Tech &) Google 53 LSU Health Remote Acces.. S LSUHSC fj = v 7 e v pdCloseTab (CtleW) o+ @ 7

Report ID: SRCLSRST CLASS ROSTER REPORT Page No. 1

Run Date 03/03/2017
Run Time 12:43:18

Term/Session Fall-New Orleans 2016 - Semester Session 1 LSUHSC - New Orleans

Course: ANAT 270 LABORATORY ROTATION (Course Reguirement)
Class#/Section: 10517 / 001

Instructor:

Class Dates: 08/17/2016 - 12/02/2016

ENROLLED Students

Student ID Hame Basi,

s Units Primary Academic Program Major Note

6039275 Fogarty,Alexis L. aRD 3.00  Cell Biology & Anatomy, NP

Done

Step Action

29. Click the Printer icon to print out a copy of the Class Roster.
=

30. Click the Close button.

31. This completes Create and Print a Class Roster.
End of Procedure.
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Print Topic on Transcript
Procedure

In this topic you will learn how to Print Topic on Transcript.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu link.

2. Click the Curriculum Management link.

Curriculum Management

3. Click the Schedule of Classes link.

Schedule of Classes
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Search Menu:

#& Home Sign out

Self Senvice
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment.

[ o R R

Curriculum Managsmer|
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR
Reporting Tools
PeopleTools

LSUHSC Processes

[ A R O

My Personalizations

e I o o O O

Course Catalog

v

Schedule of Classes
Roll Curriculum Data F
Enroliment Requiremen|
Combined Sections
Dynamic Dates

Facility and Event Infor
Class Roster
Aftendance Roster
Grading

Gradebook
Instructor/Advisor Infor

Learning Management

e DD E D DD DR R DD D

Class Search

Schedule New Course
Maintain Schedule of Classes
Schedule Class Meetings
Adjust Class Associations
Update Sections of a Class
Class Event Table

Print Class Schedule
Exam Cods Table

Exam Code Table Report
Generate Exam Schedule
Class Notes Table

Class Notes Report

Class Notes Table Report
Global Notes Table

Global Notes Table Report
Resource Queue Cleanup

Review Message Log

Personalize Content | Layout

7 Hebp

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/ESTABLISH_COURSES.CLASS_DATA_NEW.GBL?FolderPath=PORTAL_ROOT_OBJECT HCSR_CURRICULUM_MAMAG H01%

Step

Action

Click the Schedule New Course list item.

Schedule New Course

Enter the desired information into the Term field. Enter "1167".

Click the EPID link.

ERID
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Favorites ~ Main Menu ~ Curriculum Management + Schedule of Classes ~ Schedule New Course

PS9CSTRN
WEBRCB2

Basic Data || Mestings || Enrollment Cntrl || Reserve Cap || Notes || Exam || LMs Data

GL Interface
Course ID: 009666 Course Offering Nbr: 1

Academic Institution:  LSUHSC - New Oreans

Term: Fall 2016 Public Hth

Subject Area: EPID Epidemiology

Catalog Nbr: 7400

INDEPENDENT STUDY (DOCTORAL)
Class Sections

Find | View All First ‘4’ 10f1 ' Last

*Session: 51_|Q semester Session 1 Class Nbr: 10490 =2E
*Class Section: jpoot *Start/End Date: (08172016 [[i1210212016 |
*Component: IND | independent Study Event ID:

*Class Type: Enroliment_\/

*Associated Class: N units: 1.00-400 Associgted Class Attributes

*Campus: 2 Mew Orlean Add Fee

. § LSUNO Q .

L ocation: = LSUHSC - New Orleans Schedule Print

Courss Administrator: - [ Student Specific Permissions
*Academic Organization: |PUBH X school of Public Health

Academic Group: PUBH School of Public Health Dynamic Date Calc Required
*Holiday Schedule: NoC  |Q NEW ORLEANS [] Generate Class Mtg Attendance
‘nstruction Mode: Pa 1 Berson Sync Attendance with Class Mig

ogaT [ GL Interface Required

Primary Instr Section:

Class Topic

Course Topic ID: Q Print Topic in Schedule

Equivalent Course Group

Course Equivalent Course Group: [ Override Equivalent Course

Class Equivalent Course Group:

Class Attributes Personalize | Find | View All | & | E\' First ‘&' 10of1 & Last
*Course *Course Attribute
Attribute

Q Q

el ==

New Windew | Help | Personalize Page | &

Training Guide
Student Record

#& Home ‘ Sign out

Ho1% v

Action

Click the Meetings tab.

Meetings

Select the box before the Print Topic On Transcript item.
]

Format Topic".

Enter the desired information into the Free Format Topic field. Enter "Free

10.

Click the Save button.
[ save

11.

This completes the Print Topic on Transcript.
End of Procedure.
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Program Roster

Procedure

In this topic you will learn how to Program Roster.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu button.
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#& Home Sign out
Search Menu:

Self Senvice Personalize Content | Layout 7 Help
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

cooppororororo

Curriculum Managsment
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools

[
[
»
+
+
b
b
b
[
[
[
’
+
+
b
b
[

PeopleTools
LSUHSC

ocesses

[ A O

My Personalizations

https://rcha.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=SUHSC_PROCESSES&FolderPath=PORTAL Ho1% v

Step Action

2. Click the LSUHSC Processes link.

LSUHSC Processes

3. Click the Student Records button.

Student Records

4, Click the Report button.

Report

5. Click the Program Roster list item.

Program Roster
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Favorites * Main Menu ~ LSUHSC Processes ¥ Student Records Report + Program Roster

#& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | &

Program Roster

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with

Ocase sensitive

Search | Advanced Search

Find an Exisfing Value | Add a New Value

Ho1% v

Step Action

6. Click the Add a New Value tab.

Add a New Value

7. Enter the desired information into the Run Control ID field. Enter
"PROGRAM_ROSTER".

8. Click the Add button.
Add
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Favorites * Main Menu ~ LSUHSC Processes ¥ Student Records « Report + Program Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =

Program Roster

Run Control ID: PROGRAM_ROSTER Report Manager Process Menitor

*Academic Institution: LSUHS | &

Campus: NO
Academic Career:
Academic Program: Q

Academic Level:

Admit Term: Q
Include Academic Detail: [

Show Student Photos on Rosters: []
Term Enroliment Data to Report
@ Report students only once with their most term data only.
current

(O Report students with their term-effective enroliment data in each term requested.

Term Range: Q TO (¢}

[F)save | G Retum to Search Previous in List | [T NextinList | |=] Notify =% Add

EE T

Step Action

9. Click the button to the right of the Academic Career field to select the Academic
Career.

v
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Favorites ~ Main Menu ~ LSUHSC Processes ¥

PS9CSTRN
WEBRCB2

Program Roster

Run Control ID: PROGRAM_ROSTER

*Academic Institution: LSUHS |
Campus: MO |&

PR —
Academic Program: <3

Academic Level:

Admit Term: a
Include Academic Detail: [
Show Student Photos on Rosters: [
Term Enroliment Data to Report

(@ Report students only once with their most
current

Student Records ~ Report ~ Program Roster

Report Manager  Process Monitor Run

term data only.

data in each ferm

(O Report students with their term-effective

Term Range: Q TO

[§)save | o Retum to Search

a

7] NextinList || =] Notify 4 Add

New Window | Help | Personalize Page | =

Training Guide
Student Record

#& Home ‘ Sign out

javascript:pAction_win0(document.wir0, ZZ_SR_PRG_ROST_ACAD_PROGSprompt');

Ho1% v

Step

Action

10.

=

Click the Look up Academic Program button to select the Academic Program.

11.

PHAS

Click the PHAS link.

12.

v

Click the button to the right of the Academic Level field.
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Favorites * Main Menu ~ SUH!

PS9CSTRN
WEBRCB2

Program Roster

Run Control ID: PROGRAM_ROSTER

*Academic Institution:

Campus:

LSUHS |Q

I5C Processes Student Records ~ Report + Program Roster

Report Manager  Process Monitor Run

Academic Career: |AHP Grad v

Academic Program:

Academic Level:

Admit Term:

Include Academic D

Show Student Photo;

Term Enroliment

@ Report siy
current

) Report stf

4

[Flsave |G Retum to Se|

PHAS @

" 1st vear

2nd Year
3rd Year
4th Year
5th Year
6th Year
Freshman
Grad AUS
Graduate
Honours
IE

Junior
Junior |
Junior 1
Masters

Post-Bacc
Prof 1
Prof 2
Prof 3
Prof 4
Senior
Senior |
Senior II

Soph |
Soph Ii

Sophomore

T

with their most term data only.
term-effective enroliment data in each term requested.

& TO Q

4] NextinList || =] Notify =% Add Up

#& Home Sign out

New Window | Help | Personalize Page | =

javascript:pAction_win0(document.wir0, ZZ_SR_PRG_ROST_ADMIT_TERMSprompt);

Step

Action

13.

Click the 2nd Year list item.
2nd Year
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Favorites ~ Main Menu ~ LSUHSC Processes ™

PS9CSTRN
WEBRCB2

Program Roster

Run Control ID: PROGRAM_ROSTER

*Academic Institution: LSUHS |Q
Campus: [NO Q

Academic Career: |AHP Grad

Academic Program: PHAS |Q

Academic Level:
Admit Term: Q
Include Academic Detail: []
Show Student Photos on Rosters: [
Term Enroliment Data to Report

(® Report students only once with their most
current

Student Records ¥ Report * Program Roster

Report Manager  Process Monitor Run

term data only.

(O Report students with their term-effecti

Term Range: QA TO

[F/Save | & Retum to Search P

st |4 NextinList |[[=] Notify § Add

data in each term

Q

New Window | Help | Personalize Page | =1

Training Guide
Student Record

#& Home Sign out

javascript:pAction_win0(document.wind, ZZ_SR_PRG_ROST_ADMIT_TERMSprompt');

Ho1% -

Step

Action

14.

6
- |

Click the Look up Admit Term button.

15.

Click the 1167 link.

167

sy

16.

Click the Save button.
[[] save
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Favorites * Main Menu ~ SUHSC Processes Student Records ~ Report + Program Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =

Program Roster

Run Control ID: PROGRAM_ROSTER Report Manager Process Menitor

*Academic Institution: LSUHS |

Campus:
Academic Career: |AHP Grad v
Academic Program: [PHAS |
Academic Level:
Admit Term: 167 |
Include Academic Detail: [
Show Student Photos on Rosters: [
Term Enroliment Data to Report
@ Report students only once with their most term data only.
current
() Report students with their term effective enroliment data in each term requested.

Term Range: Q 1O Q

[F)save | G Retum to Search Previous in List | [T NextinList | |=] Notify =% Add

EE T

Step Action

17. Click the Run button.
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Favorites * Main Menu ~ LSUHSC Processes ¥ Student Records ¥ Report ~ Program Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Process Scheduler Request
UserID WDOOL1 Run Control ID PROGRAM_ROSTER

Server Name Run Date (030372017 ]

Recurrence] |  RunTime[15338PM Resat to Cumrent Date/Tims
Time Zone Q
Process List
Select Description Process Name Process Type Type *Format Distribution
¥ SR Program Roster 775R026 Application Engine Distribution
oK Cancel

Ho1% -

Step Action

18. Click the button to the right of the Server Name field.
2
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Favorites * Main Menu ~ 5 C eSS Student Records Report + Program Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &

Process Scheduler Request

UseriD WDOOL1 Run Control ID PROGRAM_ROSTER
Server Name: Run Date [03/03/2017 &}
PSNT

R Run Time 153.355M Reset to Gunrent Date/Time

Time Zone (e}
Process List
Select Description Process Name Process Type. Type *Format Distribution
W SR Program Rester ZZSRO26 Application Engine Distribution

oK. Cancel

®o1% -

Step Action

19, Click the PSNT list item.
PSNT
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Favorites * Main Menu ~ LSUHSC Processes ™

PS9CSTRN
WEBRCB2

Process Scheduler Request
UserID WDOOL1

Server Name =]
T —
Time Zone a

Process List
Select Description

& SR Program Roster ZZ5R026

0K Cancel

Process Name

Student Records ¥ Report ~ Program Roster

Run Confrol ID PROGRAM_ROSTER

Run Date [03/03/2017 5]
Run Time [1:53:38PM

Reset to Cument Date/Time

Process Type *Type *Format Distribution

Application Engine Distribution

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page |

Ho1% -

Step

Action

20.

Click the OK button.
OK
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Favorites * Main Menu ~ SUHSC Processes Student Records ~ Report + Program Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =

Program Roster

Run Control ID: PROGRAM_ROSTER Report Manager Process Menitor

Process Instance: 1676341

*Academic Institution: LSUHS |3

Campus:
Academic Career:
Academic Program: PHAS |
Academic Level:
Admit Term: 1167 |
Include Academic Detail: [
Show Student Photos on Rosters: [
Term Enroliment Data to Report
@ Report students only once with their most term data only.

current
(O Report students with their term-effective enroliment data in each term requested.

Term Range: Q. 1O Q
[@save || Retum to Search Previous in List | |4 Mextin List | |[=] Notify b Add s
javascript:submitAction_win0(document.win0, PRCSRQSTDLG_WRK_LOADPRCSMONITORPBE?); ®o1% v

Step Action

21. Click the Process Monitor link.

Process Monitor
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Favorites ~ Main Menu ~ LSUHSC Processes ¥ Student Records ¥ Report ¥ Program Roster Process Monitor #& Home

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | I
Process List | ServerList

View Process Request For

User ID/WDOOL1 a Type [ v [Lsst v 1 [Days | i Reifresh 1
. ERr— o
e N | istr Status ] Msave OnRefresn
Process List Personalize | Find | view Al | 2] B Fist (4 14of4 & Last
Select Instance | Seq. Process Type :;""“’:55 User Run DatefTime Run Status g":::.‘:“““ Details
1676341 Apphication Engine 775R026  WDOOL1 DAD32017 1:53:33PM CST Queued NiA Details
1676340 SQR Report SRCLSRST WDOOL1 03/03/2017 1242.11PM CST Success Posted Details
1676337 PSJob SRPCGGPJ WDOOL1 03/03/2017 10:21.40AM CST Success Posted Details
1678336 SQR Report SRRSTRPT WDOOL1 03/03/2017 9:59:27AM CST Suscess Posted Details

Go btk to Program Roster
[F)save || =] Notity

Process List | Server List

Ho1% -

Step Action

22. Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted.

23. Click the Go back to Program Roster link.

Go back to Program Roster
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Favorites * Main Menu ~ SUHSC Processes Student Records ~ Report + Program Roster #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | =

Program Roster

Run Control ID: PROGRAM_ROSTER Report Manager Process Menitor

Process Instance: 1676341

*Academic Institution: LSUHS |3

Campus:
Academic Career:
Academic Program: PHAS |
Academic Level:
Admit Term: 1167 |
Include Academic Detail: [
Show Student Photos on Rosters: [
Term Enroliment Data to Report
@ Report students only once with their most term data only.

current
(O Report students with their term-effective enroliment data in each term requested.

Term Range: Q. 1O Q
[@save || Retum to Search Previous in List | |4 Mextin List | |[=] Notify b Add s
javascript:submitAction_win0(document.win0, PRCSRQSTDLG_WRK_LOADPRCSMONITORPBE?); ®o1% v

Step Action

24, Click the Report Manager link.
Report Manager
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PS9CSTRN
WEBRCB2

Administration Archives

View Reports For
User ID WDOOL1

Tyo- IR -] ] i Reesn
Status| v Folder| v| Instance to
Report List Personalize | Find | viewall | 21| B First 4 1404 & Last
Select :‘D?P‘“ ::’:;"“ Description Ei&ﬁig Format Status Details
03032017 Text Files ;
241 SR Prog “
763169 1676341 SR Prooram Roster et (ceqy o Posted  Detais
03032017 Acrobat
2
763168 1676340  Class Roster i (e Postod  Detsis
763165 1676338 Grade Roster Eg’gg’_gglb ?”‘;;;a' Posted  Detsils
) 03032017 Acrobat ;
3
763165 1676336 Grade Roster Print 1D00DBAM  (pony  Posied  Detsis
.’. .
Select All Deselect All

Click the delsts button to delete the selected report(s)
Go back to Program Roster
i) save

Administration | Archives

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page | &

javascript:submitAction_win0{decument.wind, CONTENT_LINKSO');

Ho1% -

Step

Action

25.

Click the Go back to Program Roster link.

Go back to Program Roster

26.

This completes Program Roster.
End of Procedure.
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Navigation to View Course Catalog

Procedure

In this topic you will learn how to Navigation to View Course Catalog.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ Ho1% -

Step Action

1. Click the Main Menu link.
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#& Home Sign out
Search Menu:

Self Senvice Personalize Content | Layout 7 Help
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

[ o R R

Curriculum Management
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools
PeopleTools

LSUHSC Processes

[
[
»
+
+
b
b
[
[
[
[
’
+
+
b
b
b

[ e A O

My Personalizations

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCSR_CURRICULUM_MANAGEMENT&Folc Ho1% v

Step Action

2. Click the Curriculum Management link.

Curriculum Management

3. Click the Course Catalog link.

Course Catalog
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#& Home | Sign out

Search Menu:

0 seffsenice v Personalize Content | Layout 7 Hebp
3 Workforce Administration C
[ Payroll for North America C
O campus Community 3
O Sstudent Recruiting 3
1 Student Admissions v
83 Records and Enroliment v
1 curriculum Managemen !
B R 01 Course Catalog
3 Financial Aid - B Browss Cataog
- 1 Schedule of Classes
3 Student Financials - B courseGatalog
- 3 Roll Curriculum Data F -
O Academic Advisement | — B Print Course Gatalog
- 3 Enroliment Requiremen
03 Contributer Relstions | [ Gourse Equivalencies
1 SetUp HRMS 0 Combined Sections
o N 3 Dynamic Dates 1 catalog Summary
o setUpsacn 1 Facility 2nd Event Inforr [ course Catalog Search
3 Reporting Tools -
. & »
£1  PeoplsTools - Class Roster
[a=) »
) LSUHSC Processes - Aftendance Roster
0 Gradi »
[ MyPersonalizations | e
1 Gradsbook »
3 Instructor/Advisar Information »
3 Learning Management Systems »
hitps://rcha.pshelsuhsc.edu/psp/estrn/EMPLOYEE/HRMS/c/ESTABLISH_COURSES.CRSE_CATALOG.GBL?FolderPath=PORTAL ROOT_OBJECT.HCSR_CURRICULUM_MANAGEN #91%  ~

Step Action

4. Click the Course Catalog link.

Course Catalog

5. Enter the desired information into the Course ID field. Enter "Course ID".

6. Click the Search button.

Search
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Favorites * Main Menu ~

PS9CSTRN
WEBRCB2

Course ID:

*Effective Date:
*Description:

Long Course Title:

Long Description:

Minimum Units:
Maximum Units:
Academic Progress Units:

Financial Aid Progress Unil

Course Grading

“Grading Basis:
Graded Component:

Repeat for Credit Rules

[J repeat for Credit

*Instructor Edit:
*Add Consent:
Reguirement Designation:

Equivalent Course Group:

Course Units/Hours/Count

Allow Multiple Enroll in Term

Cumiculum Management ~ Course Catalog ~ Course Catalog

Catalog Data || Offerings || Components || GL Interface

009756

Find [ View Al First ‘&' 10f1 & Last
BB |5 estatus: Course Offerng 1911 [#][=]
PC IV ROLE TRANS NURS 73

‘PR\MAF{Y CARE IV: ROLE TRANSITIONS

Primary Care IV: Role Transitions, the final course in @ series of four courses.

focuss on the leadership knowlsdgs and skils nesded for the transition to ~
indpendent practice and successful development and implementation of

examplars in clinical practice that will prepare the beginning Primary Care Family Y
B ionar i s rin fo 2 baalth o theruunh

3.00 Last Course of Mult Term Seq: ~ []

300  *Enrollment Unit Load Calc Type:  [Actual Units v
3.00 Course Count: 1.00|

300 Course Contact Hours: 0.00

Laboratory

*Grade Roster Print:

Total Units Allowed: ]

Total Completions Allowed:

Additional Course Information

No Choice W
Q

aQ

*Drop Consent:

P m i :

#& Home Sign out

New Window | Help | Personalize Page | &

Step Action

7. Click the Offerings tab.

Diferings
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Favorites ~ Main Menu ~

PS9CSTRN
WEBRCB2

Cetalog Data || Offerings

Course ID:

Effective Date:
Description:

Course Offering
*Course Offering Nbr:
*Academic Institution:
*Academic Group:
*Subject Area:

Campus:

*Academic Organization:
*Academic Career:
Course Typically Offered
Tuition Group:

Dynamic Class Date Rule:

Cumiculum Management ~

Components || GL Interface

009756

070172014 Status:

PC IV ROLE TRANS

i

LSUHS |Q LSUHSC - New Orleans
NURS | School of Nursing
NURS Nursing, General
NO @ New Orleans
NURS,N A ursing, NO Campus.
NRSG |Q MNursing, Graduate

Q

Q

[ Atiow OEE Enroliment

Enroliment Requirement Group

Requirement Group:
Long Description:

Taxonomy
CIP Code:
HEGIS Code:

Qwner

*Academic Organization

aQ

511601 |

*Percent Owned

Course Catalog ~ Course Catalog

Find | View All First ‘4" 1of1 ‘% Last

Active

First 4 10f1 & Last
HE

Find | View All

*Catalog Nbr: 7713 NURS

*Course Approved: [Approved W/

Allow Course to be Scheduled: ]
Exam Only Course: [

|4 catalog Print

4 print Instructor in Schedule
B4 schedule Print

[ schedule Term Roll

[] use Blind Grading

I GL Interface Required

[ spiit Ownership

Personalize | Find | C0) [ First 4 1303 0 Last

Description

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page | £

Step

Action

Components

Click the Components tab.
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Favorites * Main Menu ~

PS9CSTRN
WEBRCB2

Catalog Data || Offerings

Course ID:

Effective Date:
Description:

Course Component
*Course Component:
Instructor Contact Hours:
Default Section Size:
Workload Hours:

OEE Workload Hours:

*Final Exam:

Exam Seat Spacing:

Provider for A

Cumiculum Management ~

Course Catalog ~ Course Catalog

Components || GL Interface

005756

Find | View Al First ‘4 1of1 * Last

1of1
070172014 Status: Active
NURS 7713

BC IV ROLE TRANS

Find [View Al First ‘4 10f1 ‘& Last

[ Auto Create BHE

[ Graded Component

30| [ Primary Component
Optional Component
[ Generate Class Mig Attendance
Yes v
: Add Fee
|

LMS Extract File Type:
Course Atltendance

Instruction Mode:

*Attendance Type:

*Room
Characteristic

X

Room Characteristics Required

Blackboard Courselnfo 4 |

Find |View Al First ‘&' 10f1 ‘b Last
Q HE
Muse Present
[ use Reason
4 use Tardy
M use Left Early

Use Contact Minutes
M use To and From Time
[ override Template Date / Time

Personaiize | Fina | ] B First 4 101 0 Last
*Room
Description Characteristic
Quantity
1 ==

#& Home Sign out

New Window | Help | Personalize Page | &

Step Action

9. Click the GL Interface tab.
GL Interface
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Favorites ¥ Main Menu ™ Cumiculum Management ¥ > Course Catalog ¥ 5 Course Catalog #& Home Sign out
PS9CSTRN
WEBRCB2
New Window | Help | Personalize Page | &
Calzlog Data || Offerings | Components || GL interface
Course ID: 0po7se
Find | ViewAl  First ‘4 1of1 & Last
Effective Date: O7/01/2014 Status: Active
Description: PC IV ROLE TRANS
Course Offering Find | View All First ‘¥ 10f1 ‘& Last
Course Offering Nbr: s [ Revenue From Item Type Copy GL Interface
Write-off ChartFislds: ———
Journals Find First (4 10of1 & Last
¥ [=
Term: Q Session: " L
Jml Set: (= -] Timing:
DBICR: GLPet:
Priority: 999 Priority Amount: uso
Account Limit: [ Defer Revenue - Unfil:
Jmi Sef ChartFieidgs. ] Dynamic Organization Deferred ChariFields: Deferred Dynamic Org
[F)Save | &P Retumn to Search | [[=] Notity [ Add i Include History | [ Comect History
Catalog Data | Offerings | Components | GL Interface
1%~

Step Action

10. Click the Catalog Data tab.
Catalog Data

11. This completes Navigation to View Course Catalog.
End of Procedure.
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Add or Delete Service Indicators

Procedure

In this topic you will learn how to Add or Delete Service Indicators.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ LT

Step Action

1. Click the Main Menu link.
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#& Home Sign out
Search Menu:

Self Senvice Personalize Content | Layout 7 Help
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

[ o O R R

Curriculum Managsment
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools
PeopleTools

LSUHSC Processes

[
[
»
b
+
b
b
b
[
[
[
’
+
+
b
b
b

[ e A O

My Personalizations

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCCC_BUILD_COMMUNITY&FolderPath=F Ho1% v

Step Action

2. Click the Campus Community link.

Campus Community

3. Click the Service Indicators (Student) link.

Senvice Indicators (Student)
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# Home | Sign out

Search Menu:

O Seff Senice ' Personalize Content | Layout 7 Help
3 Workforce Administration C
[ Payroll for North America v
8 campus Community B
- = I Informati »
C1  Student Recruiting = Femonslinfarmation
O Student Admissions | ) Personal Inormaton (Stusent) v
- (== SEVIS »
& Records and Enrollmen| _

C1  Checkiist ,
C) Corriculum Managemer| soklists
. (== »
B Financial Ad &1 Communications
. G e '
3 Student Financials - Commens
- (== »
B3 Academic Advisement | — 2 Enine
-~ =] i »
E3 Contributor Relations | —  Seree Indicators
- 03 Service Indicators (Stu .
8 setUpHRMS B Organizaton B manage Service Indicators
£3  SetUp SACR - [ Audit Service Indicators
- ) Bl Commitess -
3 Reporting Tools B w

- § ass Assign
B PeopeTools Campus Event Planning

- D Student Services Cents| U Meass Relesse
CJ LSUHSC Frocesses 8 -
= Student Services Cir (Student)
B — G )
T

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/MAINTAIN_SERVICE_IND_STDNT.ACTIVE_SRVC_INDICA.GBL?FolderPath=PORTAL ROOT_OBJECT.HCCC BUILD C Ho1% v

Step Action

4. Click the Manage Service Indicators list item.

Manage Service Indic ators
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Favorites * Main Menu ~ Campus Community ¥ Service Indicators (Student) ¥ Manage Service Indicators #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | &
Manage Service Indicators

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

Find an Existing Value

Search Criteria

o [ i | a
Academic Caroor: = 7]
National ID.

Campus ID:

Last Name:

First Name: begins with w/|

Ocase sensitive

Search Clear | Basic Search |2 Save Search Criteria

Ho1% -

Step Action

5. Enter the desired information into the ID field. Enter "Empl ID".

NOTE: The user many opt to search by National 1D, Last Name, etc.
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Favorites * Main Menu ~ Campus Community ~ Service Indicators (Student) + Manage Service Indicators #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | £
Manage Service Indicators

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

Find an Existing Value

Search Criteria

D [begins with ] (6000164] x|Q
Academic Carcer: ]
National ID:

Campus ID:

Last Name:

First Name

[case sensitive

Search Clear | Basic Seach & Save Search Criteria

Ho1% v

Step Action

6. Click the Search button.

Seanch

7. Click the Add Service Indicator button.

NOTE: If the is already a Service Indicator in the student record and the users is
attempting to enter an additional Service indicator, you will need to insert a row
my clicking Add a New Row button (the Plus Sign).

[+
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Favoites ¥ Main Menu ~ Campus Community ~ Service Indicators (Student) + Manage Senvice Indicators #& Home

Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | & R
Add Service Indicator
Luther Mc Cullough 6000164
*Institution: LSUSH |Q LSUHSC - Shreveport
*Service Indicator Code: Q

*Service Ind Reason Code: Q

Description:

Effect:
Effective Period

Start Term: aQ End Term: Q
Start Date: ) End Date: ]
Assignment Details
*Department: Q
Reference:
Amount: 0.00 Currency: usD @

Contact Information

Contact ID: @, Contact Person:

Placed Person ID: 6057312 aQ Placed By: Elliot Kimothea G.

Comments

Services Impacted

No Impacts are associated with the selected Service Indicator Code.

javascript:pAction_win0(document.wind, SRVC_IND_DATA_SRVC_IND_CDSpromptS0); HO1%

Step Action

8. Click the Look up Service Indicator Code button.
Q
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PS9CSTRN
WEBRCB2

Add Service Indicator

Luther Mc Culiough
*Institution:
*Service Indicator Code:
*Service Ind Reason Code:

Description:

Effect:
Effective Period

Start Term:
Start Date:
Assignment Details

=D,

6000

Q LSUHSC - New Orlea

1
L la

[ o
Cw

[ e

Reference:

Amount:

Contact Information

Contact ID:

Placed Person ID:

Comments

[ & contactPef
6057312 @ Placed By:

Services Impacted

Look Up Service Indicator Code

Cancel

Search Results

View 100 First (&) 1300f20 ‘&) Last
Service
3 Description
Indicator Cd
ABD Account Balance Dus
ADV Advisor Approval Required
AID FA Requirements Incomplete
AUX Audliary Enterprise
BKS Health Sciences Bookstore
BUS Business Office
CcoN Conversion of Legacy Blocks
CPR CPR Card
DEC Deceased
DIR Directory Release
EVA Incomplete Students Evaluation
FIT Fitness for Duty
[T Retum from lliness
INC Incomplete Registration
INT Intemational Services
) Obligation to Library
LN Campus Based Loans
MED Medical School Pending
ocP OFFICE OF COMPLIANCE PROGRAMS
OSF QOSFA
out Student Checkout
PAR Parking Fines and Fees
PRO Signature Needed Financial Doc
PRY Provisional Admission
REG Registrar
REM Past Due Rent
SAF Student Affairs
SHR Student Health Reg
VER Student Data Validation
WOL Uneffical Withdrawal

New Window | Help | Personalize Page | £

No Impacts are associated with the selected Service Indicator Code.

Training Guide
Student Record

#& Home Sign out

javascript:deUpdateParent(document.wind, 2ICRowlS');

Step

Action

LB

Click the LIB link.

Select a Service Indicator Code from the list.
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Favoites ¥  Main Menu ~ Campus Community ~ Service Indicators (Student) + Manage Senvice Indicators #& Home

Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | Personalize Page | &

Add Service Indicator

Luther Mc Cullough 6000164
*Institution: LSUHS |Q LSUHSC - New Orleans
*Service Indicator Code: LB | Obligation to Library

*Service Ind Reason Code: \LBRE  |&  opjigation to Library

Description: Intended when students have obligation to Library

Effect: Negative
Effective Period

Start Term: 000D | & Begin Term End Term: Q

Start Date: 034032017 | End Date: [}

Assignment Details

*Department: NO1350000 A STUDENT SERVICES-LSUHSC
Reference:
Amount: 0.00) Currency: usD |

Contact Information

Contact ID: @, Contact Person:
Placed Person ID: 057312 @ Placed By: 21l Ciiiizn 2
Comments
Services Impacted Personalize | Find | View Al \Iﬁ\ E First ‘& 1-30f7 '} Last
Impact Description Basis - Date Basis-Term  Term Category ~
1 CASH Cash Check o Regular

javascript:pAction_win0(document.wir,'SRVC_IND_DATA_SRVC IND_ACT TERMSprompt$0’);

Step Action

10. Click the Look up Start Term button.
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Favorites Main Menu

#& Home Sign out

Look Up Start Term
PS9CSTRN 1189 Academic Year 2019-2020 ¥ 2019-20
WEBRCB2 1186 Fall-Shreveport 2019 Fal-5 2013

1197 Fall-New Orleans 2019 Fal-N 2019 New Window | Help | Personalize Pags | &
1185 Summer-Shreveport 2018 Sum-5 2018
Add Service Indicator 1184 Summer-New Orleans 2019 Sum-N 2019
1182 Spring-Shreveport 2018 Spr-S 2019
<L AR IR 1181 Spring-New Orleans 2018 Spr-N 2019
“Institution: LSUHSC Mew| 1189 Academic Year2018:2019 Y 201819
1185 Fall-Shreveport 2018 Fal-5 2018
TITEOE =TS Obligation o LiB{ 1157 Fall-New Orleans 2018 FalN2018
T Obligation to Lip| 125 Summer-Shreveport 2018 Sum-5 2018
1184 Summer-New Orleans 2018 Sum-N 2018
Description: Intended when students have 00liad ;57 5pring Shreveport 2018 Spr-S 2018
1181 Spring-New Orleans 2018 SprN 2018
1179 Academic Year 2017-2018 Y 2017-18
Effect: Negative 1178 Fall-Shreveport 2017 Fal-§ 2017
Effective Period 1177 Fall-New Orleans 2017 FalN2017
1176 Late Summer-New Orleans 2017 Sum-2 2017
Start Term: BeginTerm | 1175 Summer-Shreveport 2017 Sum-5 2017
1174 Summer-New Orieans 2017 Sum-N 2017
Start Date: ooy 1172 Spring-Shreveport 2017 Spr-S 2017
= = 1171 Spring-New Orleans 2017 Spr-N 2017
Assignment Details 1169 Academic Year 20162017 Y 2016-17
P [NO1350000  |@,  sTupen] 1165 Fall-Shreveport 2016 Fal-5 2016
1167 Fall-New Orleans 2016 FalN 2016
Reference: 1166 Late Summer-Hew Orleans 2016 Sum-2 2016
P— 1165 Summer-Shreveport 2016 Sum-S 2018
1164 Summer-New Orleans 2016 Sum-N 2016
= 1162 Spring-Shreveport 2018 Spr-S 2016
Contactinformation 1161 Spring-New Orleans 2016 Spr-N 2016
e [ & Contd !'59Academic Year20152018 Y 201516
1158 Fall-Shreveport 2015 Fal-5 2015
Placed Person ID: [e0s7312 |@  Placel 1157 Fall-New Orleans 2015 Fal-N 2015
1156 Late Summer-New Orleans 2015 Sum-2 2015
Comments. 1155 Summer-Shreveport 2015 Sum-5 2015
1154 Summer-New Orleans 2015 Sum-N 2015
1152 Spring-Shreveport 2015 Spr-5 2015
1151 Spring-New Orleans 2015 SprN 2015
1149 Academic Year 20142015 Y 201415
1148 Fall-Shreveport 2014 Fal-§ 2014 v
Services Impacted Personalize | Find| 1147 Fall-New Orleans 2014 FalN2014
Impact Description Ba "
1 CASH Cash Chetk ] =i Regular

javascript:deUpdateParent(document.wind, #ICRowE');

Step Action

11. Select a Term from the Search Results.

Click the 1167 link.
1167
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Favorites *  Main Menu = Campus Community ~ ndicators (Student) = Manage Service Indicators # Home Sign out
WEBRCB2
*Service Ind Reason Code: |UBRE _|& Opiigation to Library A~
Description: Intended when students have obligation to Library
Effect: Negative
Effective Period
Start Term: 167 |Q FalN 2018 End Term: Q
Start Date: 03032017 | End Date: [y
Assignment Details
*Department: MO1350000 O STUDENT SERVICES-LSUHSC
Reference:
Amount: 0.00 Currency: usD @
Contact Information
Contact ID: @ Contact Person:
Placed Person ID: lgos7312 @ Placed By: Elliot Kimothea G.
Comments
Services Impacted Personalize | Find | View Al \IF‘\ E First ‘& 1-30f7 '} Last
impact Description Basis - Date Basis-Term  Term Category
1 CASH Cash Check 4 Regular
2 CHECK Pay with Check at Gashier i Regular
3 ENVER Get Enroliment Verification i Regular
Service Indicator Date Time: 03/03/2017 2:08:25PM
User ID: WDOOL1 Elliot Kimothea G
oK Cancel Apply v

Step Action

12. Click the OK button.
OK
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Favorites * Main Menu ~ Campus Community ¥ ‘Service Indicators (Student) ¥ Manage Service Indicators

#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | 1
Manage Service Indicators

Luther Mc Cullough

6000164 =
Display:  Effect [PSL T O [ SUHSG - New Orleans V1 Refresh %

Add Service Indicator
Service Indicator Summary Personalize | Find | View All | & | L_h' First
Code Code Reason

. Start Term End Term
T e institution  StartTerm o ES EndTerm il UL startDate  End Date

4 10f1 Y Last

Lp  Odigaionto Obligafionto | g yyen FalN 2015 030372017
Library Library

[#]4dd Service Indicator

(Gl Retum to Search | [I=] Notify

Ho1% -

Step Action

13. Click the Return to Search button.
5" Retumn to Search
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Favorites + Main Menu ~ Campus Community ~ Service Indicators (Student) + Manage Service Indicators

PS9CSTRN
WEBRCB2

Manage Service Indicators

Luther Mc Cullough 6000164 =

Display:  Effect |Al v it LSUHSC - Shreveport

~| Refresh 7
Add Service Indicator

Service Indicator Summary Personalize | Find | Viewan | @ | B8 First

$ 10f1 b Last
ade Reason — Start Term End Term
Code Description Description Institution  Start Term Description End Term Description Start Date End Date
e  Obligalionto  Obligation to
LI LSUSH 1167 Fal-N 2016 03/0372017
= Library Library @

[¥]Add Service Indicator

ol Retum to Search =] Notify

#& Home Sign out

New Window | Help | Personalize Page | =

javascript:submitAction_win0(document.wind,'SRVC_IND_CODESD');

E T

Step

Action

14.

Click an entry in the Code column.

Click the LIB link.
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Favorites * Main Menu ~ Campus Community ~ Service Indicators (Student) + Manage Service Indicators #& Home ‘ Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | & R

Edit Service Indicator

Luther Me Cullough 6000164
“Institution: LsusH | LSUHSC - Shreveport
*Service Indicator Code: LB |Q Obligation to Library

*Service Ind Reason Code: LBRE  |Q Obligation to Library

Description: Intended when students have obligation to Library

Effect: Negative

Effective Period

Start Term: 167 |Q Fal-N 2016 End Term: aQ

Start Date: 03032017 | End Date: Y

Assignment Details

*Department: NO1350000  |Q,  STUDENT SERVICES-LSUHSC
Reference:
Amount: 0.00 Currency: usD |Q

Contact Information

Contact ID: @ Contact Person:

Placed Person ID: (057312 @ Placed By: Elliot Kimothea G.
Placed Method: Manual

Placed Process: Release Process:

Comments

| v

EE T

Step Action

15. To remove a Service Indicator from a student's record.

Click the Release button.

i Release
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Favoites ¥ Main Menu ~ Campus Community +

PS9CSTRN
WEBRCB2

Are you surs you want 1o relsass this Service Indicator?

OK Cancel

Service Indicators (Student) +

Manage Service Indicators

#& Home Sign out

New Window | Help | Personalize Page | &

Ho1% v

Step

Action

16.

Click the OK button.
OK

17.

End of Procedure.
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Assigning Advisors and Advisees

Procedure

In this topic you will learn how to use the Instructor/Advisor Table to assign an Advisor.

# Home | Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ LT

Step Action

1. Click the Main Menu link.
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#& Home Sign out
Search Menu:

Self Senvice Personalize Content | Layout 7 Help
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting
Student Admissions

Records and Enroliment

[ o R R

Curriculum Management
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR

Reporting Tools
PeopleTools

LSUHSC Processes

[
[
»
+
+
b
b
[
[
[
[
’
+
+
b
b
b

[ R O

My Personalizations

https://rcba.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulalScript_AppHP?pt_fname=HCSR_CURRICULUM_MANAGEMENT&Folc Ho1%

Step Action

2. Click the Curriculum Management link.

Curriculum Management

3. Click the Instructor/Advisor Information link.

InstructorfAdvizor Information
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# Home | Sign out

Search Menu:

Instructor/Advisor Table
Instructor/Advisor Report
Instructor/Advisor Role Table

Instructor Assignment Class

W E EE I D

Assignment Type

0 seffsenice v Personalize Content | Layout 7 Hebp
3 Workforce Administration C
[ Payroll for North America C
0 campus Community 3
O Sstudent Recruiting 3
1 Student Admissions v
O Records and Enrollment [
1 curriculum Managemen
C1  Financial Aid B Course Cataiog '
£ Student Financials ) Sehedule of Classes ’
1 acsdemc Asvsemen; | ) ROl Cumieulum Deta Foruerd >
[ Contributor Relstions \__l Enrallment Requirements '
0 set Up HRMS \__l Combined Sections »
B1 SetUpSACR ljl Dynamic Dates 3
£ Reporting Tools £ Fasiiy and Event nformation »
£ BeopieTools l_l Class Roster »
) LSUHSC Processss i—‘ Aftendance Roster 4
B MyPersonalizations | — G '
1 Gradsbook >
3 Instructor/Advisor Inforr
1 Leaming Management Insiructor Sehecule
Instructor Term Warkload

https://rcha.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/DEFINE_STUDENT_RECORDS.INSTR_ADVSR_PERS.GBL?FolderPath=PORTAL_ROOT_OBJECT.HCSR_CURRICULUM I Ho1% v

Action

Click the Instructor/Advisor Table list item.

natructor/Advizor Table

Enter the desired information into the Empl 1D field. Enter "Empl ID".
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Favorites * Main Menu ~ Curriculum Management + Instructor/Advisor Information ~ Instructor/Advisor Table #& Home Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | £
Instructor/Advisor Table

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

Search Criteria

D (6000164 x
Campus ID: [begins with ~|
National ID:
Last Name:
First Name:

[include History [ Correct History []Case Sensitive

Ho1%
Step Action
6. Click the Search button.
Search
7.

NOTE: The effective date and status will control only whether or not an
instructor/advisor may be selected for assignment to a student.

Once the advisor is assigned to a student using the Student Advisor page they will
remain active as an advisor to that student and have self-service access to that
students data whether or not;

- the effective date or status is active or if the page is deleted
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Favorites ~ Main Menu ~

PS9CSTRN
WEBRCB2

Luther Mc Cullough
Instructor Details

*Effective Date:

*Primary Acad Org: DENT.N
Hnstructor Available:
InstructoriAdvisor Role

Advisor Number: 1

*Academic Career: DNTU |&
Academic Program: DHBS |Q
Academic Plan: [bH,BS Q
Academic Sub-Plan: Q

[F]save | G ReturntoSearch || Notity

Instructor/Advisor Table | Approved Courses

Curriculum Management

Instructor/Advisor Table | Approved Courses

Instructor/Advisor Information ~

6000164 9: * B

Find | View All First

(027262017 | *status:

Instructor Type:
*Academic Institution: LSUHS

LSUHSC - New Orleans
A pentistry, NO Campus
Available v

Find | View All First A

Percent of Appointment:
Dentistry. Undergraduste
Dental Hygiene, BS

Dentsl Hygiens, Bachelor

4 of1 @ Last
FHE=

M advisor
Toft @ Last
FHE=

s Include History

Instructor/Advisor Table

. Coect History

New Window | Help | Personalize Page | =

Training Guide
Student Record

#& Home ‘ Sign out

javascript:DatePrompt win0(INSTR_ADVISOR_EFFDTSO', INSTR_ADVISOR_EFFDTSprompts0’, 450" true);

Ho1% v

Step

Action

Click the Choose a date button.

NOTE: If a future effective date is entered on the Instructor/Advisor page for an
advisor, the effective date on the Student Advisor page for any students assigned
to that advisor has to match.
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Favoites ¥ Main Menu ~ Curriculum Management + Instructor/Advisor Information Instructor/Advisor Table: #& Home Sign out
WEBRCB2
New Window | Help | Personalize Page | =
Instructor/Advisor Table | Approved Courses
Luther Me Cullough €000164 @x 7
Instructor Details Find | View All First ‘4 1of1 ‘& Last
*Effective Date: (02262017 [ +statua; =
Calendar
*Instructor Type: [instructor | 4 advisor
February || [2017 ~
*Academic Institution:  |LSUHS & |
SMTWTF S
*Primary Acad Org: DENT.N 12 3 4
Hnstructor Available: Avallable 5 6 7 8 9 10N
InstructoriAdvisor Role 1213 14 15 16 17 18 9 1of1 @ Last
19 20 21 22 23 24 25
Advisor Number: 1 25 27 28 EHE
*Academic Career: DNTU |
Academic Program: PHBS |Q ¢ Current Date
Academic Plan: [DH,BS DENTErAYOIEnE, BaTTET
Academic Sub-Plan: Q
[§)save ||[aF Return to Search || =] Notify F] UpdateiDispia = Include History 7 Comect History
Instructor/Advisor Table | Approved Courses
javascript:DatePrompt_winO(TNSTR_ADVISOR_EFFDTS0", INSTR_ADVISOR_EFFDTSpromptS0’, 450' true); ®o1% v

Step Action

9. Select a date from the Calendar or enter the date directly into the Effective Date
field.

28

10. You can skip the Status field, Active is the default setting, no changes are
required.
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PS9CSTRN
WEBRCB2

Instructor/Advisor Table
Luther Mc Cullough
Instructor Details
*Effective Date:
“Instructor Type:
*Academic Institution:
*Primary Acad Org:
“Instructor Available:
Instructor/Advisor Role
Advisor Number:
*Academic Career:
Academic Program:
Academic Plan:

Academic Sub-Plan:

Main Menu ~

(5]save | G Retumn to Search

Curriculum Management + Instructor/Advisor Information ~

Approved Courses

6000164 9: * B
Find | ViewAll  First ‘4 1of1 ® Last
027282017 |B) *status: [#=]
Madvisor
Lile2 LSUHSG - New Orleans
DENT.N A pentistry, NO Campus
Find | ViewAll  First (& 1of1 @ Last
1 Percent of Appointment: FHE=
IDNTU |& Dentistry, Undergraduate
DHBS |Q Dental Hygiene, BS
[DH,BS Q Dental Hygiene, Bachelor
Q
| Notify E U s Include History

Instructor/Advisor Table

. Coect History

Instructor/Advisor Table | Approved Courses

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | =

javascript:DatePrompt win0(INSTR_ADVISOR_EFFDTSO', INSTR_ADVISOR_EFFDTSprompts0’, 450" true);

Ho1% v

Step

Action

11.

v

Click the button to the right of the Instructor Type field.

12.

Click the Instructor list item.

Select the appropriate faculty rank from the list.
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Favorites * Main Menu ~ Curriculum Management + Instructor/Advisor Information ~

PS9CSTRN

Instructor/Advisor Table

#& Home Sign out

WEBRCB2

Instructor/Advisor Table | Approved Courses

Luiher Mz Cullough 5000164 @x 7
Instructor Details Find | ViewAll  First ‘4 1of1 ‘' Last
*Effective Date: 021252017 |5 *status: HE
“nstructor Type: Ml advisor

*Academic Institution:  LSUHS LSUHSG - New Orleans

*Primary Acad Org: DENT.N U Dentistry, NO Campus

“Instructor Available:

Instructor/Advisor Role Find [ViewAll  First (& 1of1 @ Last
Advisor Number: 1 Percent of Appointment: EE
*Academic Career: DNTU | Dentistry, Undergraduate
Academic Program: DHBS |Q Dental Hygiene, BS
Academic Plan: [DH,BS Q Dental Hygiene, Bachelor
Academic Sub-Plan: Q

[gsave || Returnto Search | [[=] Notify F] UpdateiDispla: s Include History

:» Coect History

Instructor/Advisor Table | Approved Courses

New Window | Help | Personalize Page | =

EE T

Action

Click the Advisor checkbox.

Advisor Effective date.

i

NOTE: Un-checking the Advisor checkbox and setting the status to inactive
appears to have no effect on whether an advisor can see existing advisees; unless
the effective date on the Instructor/Advisor Table is on or before the Student

Q

Click the Look up Primary Acad Org button.

Click the DENT,N list item.

DENT.N

Select from the Primary Acad Org drop-down list.

changes are required.

You can skip the Instructor Available field. Available is the default setting no
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Favortes ¥ Main Menu Curriculum Management + Instructor/Advisor Information Instructor/Advisor Table: #& Home | Signout
WEBRCB2
New Window | Help | Personalize Page | =
Instructor/Advisor Table || Approved Courses
Luther Me Cullough 6000164 @x 7

Instructor Details Find | View All First ‘¢ 1of1 ‘& Last

“Effective Date: 02282017 |B) *status: ==
“Instructor Type: A Acvisor
*Academic Institution:  LSUHS LSUHSG - New Orleans
*Primary Acad Org: DENT.N A pentistry, NO Campus
“Instructor Available:

Instructor/Advisor Role Find | ViewAll  First (4 1of1 @ Last
Advisor Number: 1 Percent of Appointment: FHE
*Academic Career: pru | Dentistry, Undergraduate
Academic Program: DHBS |Q Dental Hygiene, BS
Academic Plan: [DH,BS Q Dental Hygiene, Bachelor
Academic Sub-Plan: Q

[gsave |[iah Return to Search Notify s Include History 5 Comect History

Instructor/Advisor Table | Approved Courses

1% -

Step Action

17. Click the Look up Academic Career button.
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Favorites Main Menu Curriculum Manz Instructs visor Information isor Table #& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | B

Instructor/Advisor Table || Approved Courses

Luther Mc Cullough d Look Up Academic Career

Instructor Details Fin Help

Academic Institution SUHS

*Effective Date:
“Instructor Type:
*Academic Institution:

*Primary Acad Org:

02282017 |6 +status:
Instructor ~

LSUHS

Active

LSUHSC - Net

DENT.N A pentistry, NO

Academic Career:
Description:
Short Description:

L
\

Look Up Clear Cancel | Basic Lookup
Hnstructor Available: Available ™M
. Search Results
Instructor/Advisor Role Find|
Miew 100 First ‘4 1100f10 ‘M Last
Advisor Number: Percentof| acagemic Career Description Short Description

T T Dentisiyy, U| AHPS Alied Healtn, Graduste  AHP Grad
AHPU Allied Health, Undergraduate AHP Ugrd

Academic Program: a Dentzl Hygi{ DENT Dentistry Dentistry
[ PRES 1% penaiyed OV Dentistry, Graduate Dent Grad
DNTU Dentistry, Undsrgraduste  Dent Ugrd

Academic sub-Pian: || GRAD Gracuate Studies Graduate
MEDN Medicine, New Orleans Med N.O
NRSG Nursing, Graduate hurs Grad
[Flsave |[EF Retumto Search | [ Notify | o GEY Nursing, Undergraduate  Nurs Ugrd
PUBH Public Health Public Hih

Instructor/Advisor Table | Approved Courses

javascript:deUpdateParent(document.wind, #ICRowd );

Step Action

18. Select an Academic Career form the list.

Click the DNTU link.
DNTU
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PS9CSTRN
WEBRCB2

Instructor/Advisor Table | Approved Courses

Luther Me Cullough 6000164 @x 7
Instructor Details Find | View All First ‘¢ 1of1 ‘& Last
“Effective Date: 02282017 |B) *status: EHE
“Instructor Type: A advisor
“Academic Institution:  LSUHS LSUHSG - New Orleans
*Primary Acad Org: DENT.N A pentistry, NO Campus
“Instructor Available:

Instructor/Advisor Role Find [ViewAll  First (& 1of1 @ Last
Advisor Number: 1 Percent of Appointment: EE
*Academic Career: DNTU | Dentistry, Undergraduate
Academic Program: DHBS |Q Dental Hygiene, BS
Academic Plan: [DH,BS Q Dental Hygiene, Bachelor
Academic Sub-Plan: Q

[gsave || Returnto Search | [[=] Notify F] Updsa s Include History 7 Comect History

Instructor/Advisor Table | Approved Courses

Training Guide
Student Record

#& Home ‘ Sign out

New Window | Help | Personalize Page | =

javascript:pAction_win0(document.wird, INST_ADV_ROLE ACAD_PROGSpromptS0);

Ho1% v

Step

Action

19.

The Academic Program field is a required field.

from the list.
Q,

Click the Look up Academic Program button and select an Academic Program
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Main Menu Curriculum Management

PS9CSTRN
WEBRCB2

Instructor/Advisor Table || Approved Courses

Luther Mc Cullough

isor Information isor Table

8000164 @x 7

Instructor/Advisor Table | Approved Courses

Instructor Details Find | ViewAll  First ‘4 1of1 ‘& Last
*Effective Date: 021262017 |5 status: [Active
Look Up Academic Program
P’ n Instructor ™
Instructor Type: el
*Academic Institution:  |LSUHS LSUHSC -Ned Academic Institution LSUHS
*Primary Acad Org: Q Dentistry, NO Academic Career: Dentistry, Undergraduate
= Academic Program
P’ ilable: Available ~
Instructor Available: Description
Instructor/Advisor Role Find
Advisor Number: Percentof] | LookUp Clear Cancel | Basic Lookup
*Academic Career: Dentistry, U{ Search Results
Academic Program: Dental Hygid View 100 First ‘4 1202 () Last
~ ‘Academic Program Description
3 DH.BS Q i
Academic Plan: Dental Hyg | o Doni Fiygion, BS
Academic Sub-Plan: [ Ja DLTA Dental Leboratory Tech, A5
|[E)save || RetumtoSearch || Nofify | &

#& Home Sign out

Mew Window | Help | Personalize Page | &

javascript:doUpdateParent(document.wind, ICRow0");

Step

Action

20.

Click the DH,BS link.
DH.BS
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Favorites ~ Main Menu ~ Curriculum Management ~

PS9CSTRN
WEBRCB2

Instructor/Advisor Table | Approved Courses

Luther Mc Cullough

6000164
Instructor Details Find | View All
“Effective Date: (022682017 | »status:
“Instructor Type:
*Academic Institution: ~ |LSUHS LSUHSC - New Orleans
*Primary Acad Org: DENT.N A pentistry, NO Gampus
*Instructor Available:
Instructor/Advisor Role Find | View All
Advisor Number: 1 Percent of Appointment:
*Academic Career: DNTU [& Dentistry, Undergraduate
Academic Program: DHBS |Q Dental Hygiene, BS
Academic Plan: DHBS a Dental Hygiene, Bachelor
Academic Sub-Plan: Q
[5/Save | (G Return to Search | [[=] Notify £ Updal

Instructor/Advisor Table | Approved Courses

Instructor/Advisor Information ~

Instructor/Advisor Table

@%x B

First ‘& 10f1 ‘& Last

HE=
M advisor

First ‘4 10f1 ‘%' Last

HE

7 Include History | (57 Comect History

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page | =1

javascript:pAction_win0{document.wind, INST_ADV_ROLE_ACAD_PLANSprompts0’);

Ho1% -

Step

Action

21.

Q

The Academic Plan field is optional. If you choose to include an Academic Plan,

Click the Look up Academic Plan button to select from the list.
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Favorites * Main Menu ~ Curriculum Management +

PS9CSTRN
WEBRCB2

Instructor/Advisor Table | Approved Courses

Instructor/Advisor Information ~

Instructor/Advisor Table

Luther M Cullough 8000164 @x 7
Instructor Details Find | View All First ‘& 1of1 ‘& Last
*Effective Date: 021262017 |5 =status: =
“Instructor Type: [ostroctor M o Up Academic Plan
*Academic Institution:  |LSUHS LSUHSG - Ne Help
“Primary Acad Org: IDENT N O pentistry, NG Academic Instiution LSUHS
— | Academic Program: DH.BS
4 ilable: vailable
Instructor Available: Academic Plan
InstructoriAdvisor Role Find
Advisor Number: L Percent of Sz [Enpcell Basic Lodlop
*Academic Career: DNTU | Dentistry, U| Search Results
Academic Program: DHBS |Q Dental Fyg Ve 100 First (4 1011 @ Last
Academic Plan Description Academic Plan Type Degree
e P DHBS Q i
FELETIE LD Dental Fiyal 1| 5o Dental Hygicne, Bachzlor Specialzin 85
Academic Sub-Plan: Q
[Flsave ||l Return to Search =1 Notify 3|
Instructor/Advisor Table | Approved Courses

#& Home Sign out

Mew Window | Help | Personalize Page | &

javascript:doUpdateParent(document.wind, ZICRow0");

Ho1% -

Step

Action

22.

Click the DH,BS link.
DH.BS

23.

NOTE: The Percent of Appointment and Academic Sub-Plan fields are not used.

24.

If an advisor is advising students in more than one Program within a career, you
need to add another Instructor/Advisor role.

NOTE: Advisors will not be given Roles in more than one Career.

Click the Plus sign to (+) button.
[#]

25.

Enter the desired information in the following fields for the second
Instructor/Advisor Role:

*Academic Career:
*Academic Program:
*Academic Plan: Entering data in this field is optional

26.

NOTE: The Approved Courses tab will not be used.
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Favorites ~ Main Menu ~

Curriculum Management + Instructor/Advisor Information Instructor/Advisor Table: #& Home | Signout
WEBRCB2
New Window | Help | Personalize Page | &

Instructor/Advisor Table || Approved Courses

Luther Me Cullough 6000164 @x 7

Instructor Details Find | View All First ‘¢ 1of1 ‘& Last

“Effective Date: 02282017 |B) *status: ==

“Instructor Type: A advisor

“Academic Institution:  LSUHS LSUHSG - New Orleans

*Primary Acad Org: DENT.N A pentistry, NO Campus

Hnstructor Available: Available i
InstructoriAdvisor Role

Find | View Al First ‘& 1of1 ® Last
Advisor Number: 1 Percent of Appointment: HE
*Academic Career: DNTU | Dentistry, Undergraduate

Academic Program: DHBS |Q Dental Hygiene, BS

Academic Plan: [DH,BS Q Dental Hygiene, Bachelor

Academic Sub-Plan: Q

[F]Save | G ReturntoSearch || Notity

_&] Include History :» Coect History

Instructor/Advisor Table | Approved Courses

Ho1% v

Step Action

27. Click the Save button.
[5l] Save

28. This completes the topic on Instructor/Advisor Table to assign an Advisor.
End of Procedure.
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Assigning Advisors to Students

Procedure
In this topic you will learn Assigning Advisors to Students.

Once the advisor is assigned to a student, the advisor will remain active as an advisor to that
student and have self-service access to that student's data regardless of whether or not the
effective date or effect status on the instructor himself on the Instructor/Advisor Table page is
active or even deleted.

#& Home Sign out

PSO9CSTRN
WEBRCB2

Personalize Content | Layout 7 Hebp

hitps://rcba.pshe.lsuhsc.edu/psp/cstrm/EMPLOYEE/HRMS/h/ Hol% -

Step Action

1. Click the Main Menu link.

2. Click the Records and Enrollment link.

Records and Enrollment
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Search Menu:

# Home Sign out

Self Senvice
Workforce Administration
Payroll for North America
Campus Community
Student Recruiting

Student Admissions

Records and Enrolimeni

[ o R R

Curriculum Managsmer|
Financial Aid

Student Financials
Academic Advisement
Contributor Relations
Set Up HRMS

Set Up SACR
Reporting Tools
PeopleTools

LSUHSC Processes

[ A A O

My Personalizations

e Y B o o O U

Enroll Students
Student Term Information
Career and Program Information
Enrollment Summaries

Term Processing

Enroliment Reporting
Enroliment Verific ations
Transripts

Gradustion

Transfer Credit Evaluation
Transfer Credit Rules

3 C's Summaries

Student Background Information

Personalize Content | Layout

7 Hebp

https://rcha.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFarmulalScript_AppHP?pt_fname=HCSR_BACKGROUND_INFORMATION&Fol 0%

Step

Action

Click the Student Background Information link.

Student Background Information
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# Home | Sign out

Search Menu:

81 self Senice v Personalize Content | Layout 7 Hebp
3 Workforce Administration C
[ Payroll for North America C
O campus Community 3
O Sstudent Recruiting 3
1 Student Admissions v
O3 Records and Enrollmen|
£ Curriculum Managemer, — 7ol Students '
B9 Financial Al & tudent Tem Informstion »
B Student Financials & Career and Program Infomation »
B3 Academic Advisement | —  Croliment Summarics ’
0 Contributer Relations \__l T Processing '
£ setupHRMS \__l Enroliment Reporting »
£ setupsack 8 Enrolment veriications 3
C1  Reporing Tools B Transripts '
S l_l Gradustion »
) LSUHSC Processes | ) Trensier Credt Evalusiion >
B MyPersonaiizations | ) Trensler Credit Rules »

01 3c's Summaries >

3 Student Background Ini

Student Advisor

Extracurricular Activity
Photo

E [ 6D

https://rcha.pshelsuhsc.edu/psp/cstrn/EMPLOYEE/HRMS/c/TRACK_STUDENT_CAREERS.STDNT_ADVISOR.GBL?FolderPath=PORTAL_ ROOT_OBJECT.HCSR_RECORDS_AND_RE! Ho1% v

Action

Click the Student Advisor list item.

Bl student Advisor

Enter the desired information into the Empl 1D field. Enter "Empl ID".
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#& Home Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | £
Student Advisor

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

Search Criteria

Empl ID 6038857
Academic Institutio LSUHS a
Acatemic Carcer

Campus ID:
National ID.
Last Name:
First Name

[linclude History [ Correct History [ ]1Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

Ho1% v

Step Action

6. The Academic Institution should default into the field. If it does not,

Click the Look up Academic Institution button.

6
=
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PS9CSTRN
WEBRCB2

New Window | Help | £
Student Advisor

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

Find an Existing Value

+ Search Criteria

Look Up Academic Institution
Help

Empl ID [600n164 .

Academic Institution
Academic Institution: Q .

Descripion
Academic Career: )

Short Deseription:
Campus ID:
National ID.

Look Up Glear Cancel | Basic Lookup

Last Name:

First Name: Search Results

[linciude History [ Correct History []Case Sensitive View 100 First ‘&' 12002 M Last
‘Academic Institution Description Short Description
LSUHS LSUHSC - New Orleans LSUHSC-NO

g
Basic Search [ Save Search Griteria | LSUSH LSUHSC - Shreveport  LSUHSC-S

javascript:doUpdateParent(document.wind, ZICRow0"); H91%

Step

Action

Click the LSUHS link.

LSUHS

NOTE: The Academic Career is required when searching for a student by Empl
ID or Last Name.

Click the button to the right of the Academic Career field.

'
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Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | &
Student Advisor

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

Search Criteria

Empl ID: begins with ~|6000164
Academic Institution LSUHS a
Academic Career:

) - Allied Health, Graduate
Campus ID begins with V][ u i iean |
National ID. begins with || Allied Health, Grad-Shrevepart

Last Name: begins with | é!':gswa‘m'ugm'smev“m
First Name: begins with || Dentisiry, Graduate

Dentistry, Undergraduate
[Dinciude History [ Correct His] Graduate Studies

‘Graduate Studies-Shreveport
Meditine, New Orleans
Meditine, Shreveport
Search Clear | Basic SeaMursing, Graduate

Nursing. Nurse Anesthesia
Nursing, Undergraduste:
Public Health

E T

Step Action

9. Click the Nursing, Undergraduate list item.
Mursing, Undergraduate
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PS9CSTRN
WEBRCB2

New Window | Help | &
Student Advisor

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

Search Criteria

Empl ID 6000164
Academic Institutios LSUHS a
Academic Career. i

Gampus ID:
National ID
Last Name:
First Name

[include History [ Correct History []Case Sensitive

Search Clear | Basic Search & Save Search Criteria

LT

Step Action

10. Click the Search button.

Search

11. The Academic Institution can also be changed on this page.

Click the Look up Academic Institution button.
|__'\
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WEBRCB2
New Window | Help | Personalize Page | I
Student Advisor
Luther Mc Cullough 6000164 ?@j * 2
Find | ViewAll  First ‘&' 1of1 ‘® Last
*Academic Institution: LSUHS Q. LSUHSC - New Orieans HE
*Effective Date: 03/032017
Find | View Al First ‘& 1of1 b/ Last
*Advisor Role: *Advisor Number: 1 =
*Academic Career: Y
*Academic Program: Q
Academic Plan: Q
Academic Advisor: Q
Advisor Percentage:
Committee:
[ Advised by Committee [must Approve Enroliment
I Must Approve Graduation Graduation Approved
[GSave |G Returnto Search || [=] Notify Update/Displa = Include History “ Correct History
javascript:DatePrompt_win0('STONT_ADVISOR_EFFDTS0', STONT_ADVISOR_EFFDTSprompts0’, 450" true); Ho1% -

Step Action

12. NOTE: If a future effective date was entered on the Instructor/Advisor Table page
for an advisor the effective date on Student Advisor page for any students assigned
to that advisor has to match.

Click the Choose a date button.
E
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New Window | Help | Personalize Page | &
Student Advisor
Luther Mc Cullough 6000164 @*x =
Find | ViewAll  First ‘&' 1of1 ‘® Last
*Academic Institution: LSUHS Q. LSUHSC - New Orieans HE
*Effective Date: 03/032017
biviewal  Frst (& fof1 0 Last
*Advisor Role: Advisor L 1 =
*Academic Career:
*Academic Program:
i 5 6 7 8 % 1011
Academic Plan: 12 13 18 15 16 17 18
Academic Advisor: 19 20 21 22 23 24 25
Advisor Percentage: 26 27 28
Committee:
[ Advised by Cot 3 Cunent Date iment
[ Must Approve %]
[GlSave |G Returnto Search || =] Notify Update/Displa =] Include History 7 Correct History
javascript:DatePrompt_win0('STONT_ADVISOR_EFFDTSO', STONT_ADVISOR_EFFDTSprompts0’, 450" true); Ho1%  ~

Step Action

13. Click the desired date.
28

14. Assigning an advisor to a student:
In this exercise you will assign an advisor to a student.

NOTE: An advisor may see only those students to whom he or she is assigned.

No changes are required for the Advisor Role field. Advisor is the default setting.
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#& Home Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | I

Student Advisor
Luther Mc Cullough 6000164 @*x =

Find | ViewAll  First ‘&' 1of1 ‘® Last
*Academic Institution: LSUHS Q. LSUHSC - New Orieans HE
*Effective Date: 02/28/2017 i

Find | View Al First ‘& 1of1 2/ Last
*Advisor Role: *Advisor Number: 1 =

*Academic Career:
*Academic Program:

Academic Plan:

pPBB

Academic Advisor:
Advisor Percentage:

Committee:

[ Advised by Committee [Imust Approve Enroliment

I Must Approve Graduation Graduation Approved

I save | [[GF Retumto Search | [[=] Notify

) Include History | [ Correct History

javascript:pAction_win0(document.wir, STONT_ADVR_HIST ACAD_CAREERSprompt$0); HO1%  ~

Step Action

15. Click the Look up Academic Career button.

|__4'\
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PS9CSTRN
WEBRCB2

Student Advisor

Luther Mc Cullough

*Academic Institution:
*Effective Date:

*Advisor Role:
*Academic Career:
*Academic Program:
Academic Plan:
Academic Advisor:
Advisor Percentage:
Committee:

Records and Enroliment

Student Background Information

Student Advisor

8000164 2% B
Find | viewAll  Fist 4 1or1 2 Last
LSUHS @ LSUHSC - New Orieans HE
[02r8R017 B
Look Up Academic Career
e — e
. Ja Empl ID: 6000164
S| e o ——
e Look Up Clsar Cancel | Basic Lookup
[ E— ¢
[ Search Results
View 100 First (4 1011 (B Last

[ Advised by Committee
[ Must Approve Graduation

|[Esave | |G RetumtoSearch || Notity |

Nurs Ugrd

Academic Carear

Training Guide
Student Record

#& Home Sign out

New Window | Help | Personalize Page | B

javascript:deUpdateParent(docu

ment.wind, ICRowd’);

Ho1% -

Step

Action

16.

Click the Nurs Ugrd link.
Murs Ligrd
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PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | I

Student Advisor
Luther Mc Cullough 6000164 @*x =
Find | ViewAll  First ‘&' 1of1 ‘® Last
*Academic Institution: LSUHS Q LSUHSC - New Orieans =
*Effective Date: 0272812017 5]
Find | View Al First ‘& 1of1 2/ Last
*Advisor Role: *Advisor Number: 1 =]
*Academic Career: HRSU A Nursing, Undergraduate
*Academic Program: Q
Academic Plan: Q
Academic Advisor: Q
Advisor Percentage:
Committee:
[ Advised by Committee [Imust Approve Enroliment
I Must Approve Graduation Graduation Approved
[GSave |G Returnto Search || [=] Notify & Include History 7 Correct History

javascript:pAction_win0(document.wind,' STONT_ADVR_HIST ACAD_PROGSprompts0'); HO1%  ~

Step Action

17. An advisor may be assigned to a student only if the Program on the Advisor's Role
matches the Student's Program.

Click the Look up Academic Program button.

oy
- 3
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6000164 @*x =

Find | View Al

First ‘&' 1of1 ‘*' Last

Favorites Main Menu Records and Enroliment
PS9CSTRN
WEBRCB2
Student Advisor
Luther Mc Cullough
LSUHS Q LsuHsc-
*Effective Date: (228017 R
*Advisor Role: g
*Academic Career: NRSU @ Nursing, U
*Academic Program: [ §
Academic Plan: [ Ta
Academic Advisor: [
Advisor Percentage: [
Committee:
[] Advised by Committee
[ Must Approve Graduation
|[Fl5ave ||l Return to Search || [=] Notify 1

Look Up Academic Program

Empl ID 6000164

Academic Institution: LSUHS

Academic Career: Nursing, Undergraduate
Academic Program: [begins with /||

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First ‘& 10f1 ‘% Last
Academic Program Description Program Status
BSN Bachelor of Science Nursing Active in Program

Help

Training Guide
Student Record

#& Home

Sign out

Mew Window | Help | Personalize Page | &

javascript:doUpdateParent(document.wind, ZICRow0");

1% -

Step

Action

18.

Click the BSN link.
BSH
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PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page |

Student Advisor
Luther Mc Cullough 6000164 0 * .3
Find | View All First ‘4 1of1 ‘&' Last
*Academic Institution: LSUHS @ LSUHSC - New Orleans ==
*Effective Date: 0272872017 2]
Find | ViewAll  First ‘& 10f1 &/ Last
*Advisor Role: *Advisor Number: 1 HE
*Academic Career: NRSU A Nursing, Undergraduate
*Academic Program: BSN Q. Bachelor of Ssience Nursing
Academic Plan: aQ
Academic Advisor: Q
Advisor Percentage:
Committee:
[ Advised by Committee [IMust Approve Enroliment
[J Must Approve Graduation Graduation Approved

[F]save | &P ReturntoSearch || =] Notify

& Include History 7 Correct History

javascript:pAction_win0{document.win,'STONT_ADVR_HIST_ACAD_PLANSprompt$0’);

Ho1% -

Step Action

19. The Academic Plan is not a required field. If you wish to input data in the field,

Click the Look up Academic Plan button.

O
-y
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PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &

Student Advisor
Luther Mc Cullough 6000164 @*x =
Find | ViewAll  First ‘& 1of1 ‘® Last
*Academic Institution: LSUHS & | sunsc-f Look Up Academic Plan
*Effective Date: 0272812017 ] Help
Empl 1D 6000164
T [Aowsor ¥ Academic Insfituion LSUHS
: NS0 a Academic Career: Nursing, Undergraduate
*Academic Career: X Nursing, U
i = a Academic Plan [begins with V]|
-Academic Program: Bachelorof 1. oion
Academic Plan: Q
Academic Advisor: Q Look Up Clear Cancel | Basic Lookup

Advisor Percentage: -
Search Results

Commities: View 100 First ‘&' 10f1 ‘% Last

D advised by Committee Acagemic Plan Description Program Status

I Must Approve Graduation By Bachelor of Science in Nursing Active in Program

[5]5ave || Retumto Search | |[=] Notify
javascript:doUpdateParent(document.wind, #ICRow0"); FO1% v
Step Action
20. Click the BSN link.
BSN
21. NOTE: An advisor may be assigned to a student only if the following criteria

applies:

1. An advisor has been designated as such and given roles using the
Instructor/Advisor table page in PeopleSoft including their Institution, Career and

Program.

2. The Program on the Instructor/Advisor table page matches the students’ Program.
22. Enter the desired information into the Academic Advisor field. Enter "6011153".
23. Click the Save button.

ol Save
24, If you receive the following error message during the SAVE process, check the

following conditions in the Instructor/Advisor table.

1. Is the Advisor designated as such in the Instructor/Advisor Table?
2. The Program on the Instructor/Advisor Table page matches the student's
Program.

25. NOTE: The following options are not used.

Advised by Committee;
Must Approve Graduation;
Must Approved Enrollment
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PS9CSTRN
WEBRCB2
New Window | Help | Personalize Page | =
Student Advisor
Luther Mc Cullough 6000164 @ * L
Find | View All First ‘4 1of1 ‘&' Last
*Academic Institution: LSUHS @ LSUHSC - New Orieans ==
*Effective Date: 0212872017
Find | ViewAll  First ‘4 10f1 &/ Last

*Advisor Role: *Advisor Number: 1 #=

*Academic Career: NRSU A Nursing, Undergraduate

*Academic Program: BSN Q. Bachelor of Ssience Nursing

Academic Plan: BSN @ Bachelor of Science in Nursing

Academic Advisor: 6073900 Q. Jones,Larae Anne

Advisor Percentage:

Committee:

[ Advised by Committee [IMust Approve Enroliment
[J Must Approve Graduation Graduation Approved
[F/save || Retum to Search  ||[=7] Notify F] Update/Displa: & Include History *# Correct History
javascript:submitAction_wind{document.wind, SICField9$news0$S0'); Holn ~

Step

Action

26.

Assigning a student to more than one advisor within the same effective date.

NOTE: A student may be assigned to more one advisor within the same effective
date, making both advisors active.

In this example, the Student is assigned two advisors, therefore both advisors will
have the same effective date.

Click the Plus Sign on button.
+]

27.

Click the Look up Academic Career button.

I_\
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PS9CSTRN
WEBRCB2

Mew Window | Help | Personalize Page | &

Student Advisor
Luther Mc Cullough 6000164 @*x =
Find | ViewAll  First (&' 10f1 ‘& Last
*Academic Institution: LSUHS @ LSUHSC - New Orieans HiE=
*Effective Date: 0212812017 2}
Look Up Academic Career
Help
*Advisor Role: g ©
Academic a Empl ID: 6000164
*Academic Program: Q
Academic Plan: Q Look Up Clear Cancel | Basic Lookup
Academic Advisor: Q
Search Results
Advisor Percentage:
View 100 First ‘& 1of1 () Last
Committee:
Academic Career
[ advised by Committee Nurs Ugrd

[ Must Approve Graduation

[S]Save | |Gt Returnto Search || [=] Notify

javascript:doUpdateParent(document.wind, ZICRow0"); HO1% v

Step Action

28. Click the Nurs Ugrd link.
Murs Lgrd

29. Click the Look up Academic Program button.

=N

= |

30. Click the BSN link.

BSH

31. Click the Look up Academic Plan button.

=N

= |

32. Click the BSN link.

BSH

33. Click in the Academic Advisor field.

x

34. Enter the desired information into the Academic Advisor field. Enter "6011153".

35. NOTE: The Advisor Number field indicates there are two advisors for this student,
within the save effective date.

36. Click the Save button.

ol Save
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Favorites * Main Menu ~ Records and Enroliment ~ Student Background Information + Student Advisor #& Home

Sign out
WEBRCB2
New Window | Help | Personalize Page | =
Student Advisor
Luther Me Cullough 6000164 2 * L]
Find |ViewAl  Fist 4 1of1 *' Last
*Academic Institution: LSUHS Q. LSUHSC - New Orieans HE
*Effective Date: 02728/2017 5]
Find | ViewAl  First ‘% 20f2 ‘* Last
~Advisor Role: “Advisor Number: El #H=
*Academic Career: NRSU U Mursing, Undergraduate
*Academic Program: BSN @ Bachelor of Science Nursing
Academic Plan: BSH Q. Bachelor of Science in Nursing
Academic Advisor: ot11ss Q kel Lo
Advisor Percentage:
Committee:
[ Advised by Committee [ Must Approve Enroliment
[J must Approve Graduation Graduation Approved
Fsave |[@" Retumto Search | =] Notify ¥ UpdaleDisplay || Include History | [ Correct History
javascript:DeleteCheck? win0( SICFielddSdeleteS0S50°); #Hol% v

Step Action

37. Deleting an Advisor will be accomplished by the Registrar's Office.

NOTE: If a student only has one advisor and that advisor needs to be deleted, use
the minus sign on the top row of the Student Advisor page.

Click the Delete row 1 button.
] [=]
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Sign out

PS9CSTRN
WEBRCB2

New Window | Help | Personalize Page | &

Student Advisor
Luther Me Cullough 60DD164 @ * L
Find | ViewAl  Fist 4 1of1 *' Last
*Academic Institution: LSUHS Q. LSUHSC - New Orieans ==
*Effective Date: 021262017 o
Find | ViewAl  First ‘% 202 * Last
- e
~Advisor Role: “Advisor Number: 2 ==
*Academic Career: NRSU A Mursing, Undergraduate
*Academic Program: e @ Bachelor of Science Nursing
: BSN
Academic Plan: Delete Confirmation
Academic Advisor: DS

ST T Delete current/selected rows from this page? The delete will occur when the transaction is saved

Committee:

oK Cancel
[ Advised by C:
[ must Appr i ion Approved
|@save |[[& Retumto Search | |[=] Notify | E UpdaieiDisplay || j& Include History  ||[2# Comect History |

EE T

Step Action

38. Click OK to continue the delete action, or

Click the Cancel button.

Cancel

39. This completes the topic on Assigning Advisors to Students.
End of Procedure.
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Change a Grade

Procedure

In this topic you will learn how to Change a Grade.

# Home Sign out

PS9CSTRN
WEBRCB2

Personalize Content | Layout ? Help

hitps://rcba.pshelsuhsc.edu/psp/cstm/EMPLOYEE/HRMS/h/ LT

Step Action

1. Click the Main Menu link.

2. Click the Records and Enrollment link.

Records and Enrollment

3. Click the Enroll Students link.

Enrcll Students

4, Click the Enrollment Request list item.

Enrollment Request
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Favorites ¥ Main Menu ~ Records and Enroliment ~ Enroll Students + Enroliment Request #& Home Sign out

PS9CSTRN
WEBRCB2

New Windew | Help | &

Enrollment Request

Find an Bxsting Value | Add a New Value

o | Q
Academic Career: a
Academic Institution: LSUSH |Q
Term [+

Add

Find an Existing Value | Add a New Value

javascript:pAction_win0(document.wir0, ENRL_REQ_HDR_VW_EMPLIDSprompt’): HO1% v

Step Action
5. Click the Add a New Value tab.
Add a New Value
Enter the desired information into the 1D field. Enter "6000164".
Click the Look up Academic Career button.
8. Click the Nurs Ugrd link.
9. Click the Look up Academic Institution button.
10. Click the LSUHS link.
11. Click the Look up Term button.
@
12. Click the 1167 link.
1167
13. Click the Add button.
Add
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WEBRCB2
New Windew | Help | Personalize Page | & R
Enrollment Request
2 x
£000164 Luther Me Cullough LSUHSC - New Orleans
Nursing, Undergraduate Bachelor of Science Nursing Fall 2016
Enroliment Request ID:  DD00000000 Submit
User ID: WDOOL1
Enroliment Request Details Find | View All First '4 of 1 ‘& Last
Sequence Nbr: 1
HE
“Action: Action Reason Q
[ overide Action Date Action Date:
[ wait List Okay
Class Nbr: a
Related Class 1:
Related Class 2: Q
Start Date: 151
Instructor ID: Q
Repeat Code: Q Transeript Note
Override
Grading Basis: aQ Grade Input: Q
O units Taken: 000 Course Count:
[ Designation: Q
[ ake Requirement Designation RD Grade: [~
Ml permission Nbr:
v
o = = =
javascript:submitAction_win0{document.wind, ENRL_REQ WRK_ENRL_ACCESS); Hol% v

Step Action

14. Click the button to the right of the Action field.

v
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Favorites ¥ Main Menu Records and Enroliment Enroll Students ~ Enroliment Request # Home Sign out
PS9CSTRN
WEBRCB2
New Window | Help | Personalize Page | £
Enrollment Request
2 x
6000164 Luther Mc Cullough LSUHSC - New Orleans
Mureing, Underaraduate Bachelor of Stience Nursing Fall 2016
Enrollment Request ID:  DODDDDO0OO Status: ng Submit
userID: WDOOL1 Operator Enroliment Access
244 Grade
. Change Grade ) ) - "
Enroliment RfZ12T0% N List Postion Find | View Al First of 1 &) Last
Sequence N
[#[=
*Action: Action Reason: Q
Normal Mainienance
Remove Grade Action Date:
Class Nbr: 5%
Related Class 1:
Related Class 2: Q
Start Date: B
Instructor ID: Q
Repeat Code: aQ Transcript Note
Override
Grading Basis: aQ Grade Input: Q
O units Taken: 0.00) Course Count:
O Designation: a
[JTake Requirement Designation RD Grade: [~
M permission Nor:
v
— - = —
javascript:submitAction_win0{document.wind, ENRL_REQ_WRK_ENRL_ACCESS); -

Step Action

15. Click the Change Grade list item.
Change Grade
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WEBRCB2
New Window | Help | Personalize Page | & R
Enrollment Request
2 x 1
£00D164 Luther Me Cullough LSUHSC - New Orleans
Nursing, Undergraduate Bachelor of Science Nursing Fall 2016
Enroliment Request ID:  DD0O000000 Status: Submit
User ID: WwDooL1 Operator Enroliment Access
Enroliment Request Details Find | View All First '4 of 1 ‘& Last
sequence Nbr: 1 Pending
HE
=Action: v Action Reason: aQ
Coverride Action Date Action Date:
| Wait List Okay
Class Nbr: a
Related Class 1:
Related Class 2:
Instructor ID:
Repeat Code: Transeript Note
Override
Grading Basis: Grade Input: @
O units Taken: 0.00 Course Count:
[0 Designation:
Take Requirement Designation RD Grade: |
B permission Nbr:
Additional [ #ppointment Ocareer M closed Class O class Links v
Ouarriries [ Requisite: [ senvice Indicator B Time Conflict A unit Load
javascript:submitAction_wind(document.wind, ENRL_REQ WRK_CLASS SRCH_PBS0'); Hol% v

Step Action

16. Click the Look up Class Nbr button.

Select a Class Number from the list.

17. Enter the desired information into the Class Nbr field. Enter "10026".

18. Click the Look up Grade Input button.
[

19. Click the A link.

fa
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Favorites ¥ Main Menu = Records and Enroliment ~ Enroll Students ~ Enroliment Request # Home Sign out
WEBRCB2
Class Nbr: | 100260 Hith Sci 3400 0001 Course Req PHARMACOLOGY A
Semester Session 1 Nursing, Undergraduate

Related Class 1:
Related Class 2:
Instructor ID:
Repeat Code: Transcript Note

Override
Grading Basis: GRD Graded Grade Input: A A
Units Taken: s Course Count: | 100
Designation:

Take Requirement Designation RD Grade: 3]
1 Permission Nbr:
Additional Appointment Caresr I Closed Class Class Links
Overrides ¥ Requisites Service Indicator ™ Time Conflict ¥ Unit Load
Dynamic Dates
Drop This Class if Enrolled: Q
Emor Messages
Message Sequence: Severity: Last Update DateTime:
Student Appointments  StudyList  Term History
‘Hsave |[[3h Retumto Search | [ Motify B Ad |[E U =
javascriptisubmitAction win0{document.wind,'ENRL REQ WRK_ENRL_ACCESS): Ho1% ~

Step Action

20. Click the Save button.
5l Save

21.
End of Procedure.
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