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Departmental Admin Center

This manual contains all business processes associated with the Departmental Admin Center in
the Student Information System (SIS).

Departmental Admin Center Overview

This business process demonstrates accessing and utilizing the Departmental Admin Center.
The Departmental Admin Center was designed at Case Western Reserve University so that
departmental staff could view a roster of students that have declared academic programs and

plans within their department. This roster permits departmental users to access the academic,
financial, and personal data of individual students.

Procedure

Use the Departmental Admin Center process to access and use the Departmental Admin Center.

I8 CasEWESTERN RESERVE
1'5\.[\\ \!‘!I])\ Bk
Menu -]

Search:
®

[ My Favorites
I Self Senvice

- Campus Community |
T-Records and Enreliment

[ Curriculum Management
[> Set Up SACR

> Reporting Tools

> PeopleTools

— Homepage

— Confidentiality Agreement
|- Announcements

% Local intranet: F 0% v
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Step Action

1.
Click the Campus Community link.

[t Campus Communit]

\ “ASE WESTERN RESERVE
[ e st Reserv m
,ﬁg Campus Community

Maintain bio/demo ion about people and organizati maintain 3C information

Departmental Admin Center 50;’ Student Services Center ﬁ Service Indicators (Student]
Administrative Information by Department W& View an at-a-glance overview of a studentis Grant or limit a student's access to services at

[» My Favorites
[> Self Sevice
+ Campus Community
[ Senvice Indicators

den

Center

T SETEs CEfter

[> Records and Enroliment
[> Curriculum Management
[> SetUp SACR
> Reporting Tools
- PeopleTools
— Homepage
— Confidentiality Aareement
— Announcements

Find quick links to more detailed your institution.
and te common =l Manage Service indicators

tasks.

Done & Local intranet F100% v

Step Action

Click the Departmental Admin Center link.

Departmental Admin
Center

Page 2




l ASE WESTERN RESERVE

Training Manual
Departmental Admin Center

[» My Favorites
[> Self Service

(Student)

Center

[ Set Up SACR

> PeopleTools
— Homepage

I~ Campus Community
[ Senvice Indicators

— Departmental Admin

— Student Services Center
[> Records and Enroliment
[> Curriculum Management
> Reporting Tools

— Confidentiality Aqreerment
— Announcements

WA CAsEWESTERN RESERVE
I Cose WesTERN ReservE

Department Admin Center

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

Find an Existing Value

Add to Favorites

Search by: Academic Plan begins wnnl:l

Mw

Sign out

Done

& Local intranet

H100%  +

Step

Action

The Department Admin Center search screen appears.

Click the Search button.
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WA CasE WESTERN RESERVE
Lﬂi g' 3\‘\[!.\\‘!‘;\ I-llkJ )I\I s I\I\__I‘_

Home: Add to Favorites Sign out
Search: Department Admin Center
l:l ) Enter any information you have and click Search. Leave fields blank for a list of all values
[» My Favorites
> Self Service Find an Existing Value
I~ Campus Community
— Departmental Admin Search by: Academic Plan begins wnnl:|
Center

[» Records and Enroliment
[> Curriculum Management Bearch Advanced Search
I Academic Advisement
[» Reporting Tools
- Homepage Search Results
— Confidentiality Agreement 1-5of5
|~ Announcements |Academic Plan Description  Academic Plan Type Degree|

EGL-BA English (BA) Major BA

EGL-MA-A English (MA-A) Masters WA

EGL-MA-AT English (MA-AT) Mast-Trmin WA

EGL-MIN English (Min}  Minor (blank)

EGL-PHD English (PhD) Doctoral PHD

[@ o Trusted sites 100% v

Step

Action

All Academic Plans to which you have access appear in the search results.

Select the appropriate Plan from the list.

Please note: If you are missing Plans to which you should have access, or if
you are seeing Plans to which you should not have access, please send an
email to reghelp@case.edu for assistance.
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L='.N IVERSIT 1{ ]

Add to Favorites

=)
~
EGL-BA English (BA)
Department Roster
B View FERPA Statement b
Select display option: @ Linkto Photos (O Include photos in list
First | 1-83 of 83 "l Last
. Exp Grad View Student -
Notify | Photo | 1D Name Program and Plan Level =2 = Release Advising Hold
1| [0 |Be  |ess1111 |abbott-illluke ?B"f)a Sciences Undergraduate - English (o o, oo Spring 2011 %‘“dm
. und dusts - N View Student
2| [ [E& |ss91111 |Abbott-Hillluke (55 pl Spring 2012 |FEE
Arts & Sciences Undergraduate - English
3| [0 [Be |s172z799 |abreu,Aleiandro & (B )/ Histary (Min) g S Senier Fall 2008
a4l O [B& [s185745 |Backmann,don 3 }(‘Bﬂ:JR Sdiences Undergraduate - English Sophomore Spring 2011
s| O EQ 3183974 |Bailey.Donisha N ?Bn:)a Sdences Undergraduate - English | 4o ore Spring 2010
. Arts & Sei Undergraduste - English
s O EQ 3181647 |Barnhart,Benjamin C (BA)’,SD(::‘J‘;:;(B’A)E'Q'E uate - English | senior Spring 2009
O B |sssiiiz |saissus Arts & Sciences Undergraduste - English |1st Time fst | 00000
Esll=Blus (EA) Year
a| OO By |3175612 |BluePrincess Renee |A7%S & Sciences Undergraduate - English |5, Fall 2008 View Studsnt
(BA) Details
Arts & Sciences Undergraduate - English View Student
Chervony.Margo E
s| O [E: |a1ez0ss |chervonv.marco € (BAY Theater Arts (BA] Senior Spring 2009 |FEH
Arts & Sciences Undergraduate -
10| O [Ee |3183495 |Clavjennifer Chamistry (Ba)/Englien (84 Junier Spring 2010
Arts & Sciences Undergraduate -
ul O EQ 3183469 |Coe,Andrew W Theater Arts (BA)/English (BA) Junior Spring 2010
12| O E:Q 1002565 |Cortnik,Larimes ?Bn:)a Sciences Undergraduate - English | 1o ore Spring 2010
: Arts & Seiences Undergraduste - View Student
13| [0 [Br |i017563 |cullizon.aliss m Taator here (BAY Soion () Junier Spring 2010 |ZI=3t
14| [0 |[Ea |31s6502 |pershawksitin ’(‘B"f)“ Sdences Undergraduate - English (o o, oo Spring 2011 ‘é‘:t‘:f:“de" 3
[@ o Trusted sites 100% v

Step

Action

A list of all students in that Academic Plan appears.

From this list, you can email students, release advising holds, and view students'
Student Centers.

Due to the sensitive content accessible through the student list, a link to the
University's FERPA policy appears in the upper right on the screen.

Click the View FERPA Statement link to see the definition of FERPA and
access the University's Interpretation of FERPA.

|view FERPA Statement

The Release Advising Hold column appears when at least one student in the Plan
has an Advising Hold on his/her record. If the column does not appear, then all
students have had their Advising Holds removed.

|Re|ease Advising Hnldl

The Notify column contains checkboxes whereby students in the list can be
marked to receive an email from you.
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NIVERS IR
z ~
s7| O |E:Q 3180213 |Papachristou,Markos ?B":)?Hi‘t‘j;c?;;‘)'”dergmd““e English |ganiar Fall 2008 Relesse Advising Hold =
Arts & Sciences Undergraduate - English View Student
se| [] |E:q 3183745 |Pstrocdolens A (B orenaiony (58 Junior Spring 2010 |FElt
Arts & Sciences Undergraduate - English View Student
s9| [ |B& 1006746 |Richards.Dawn & (BA)/Thester Arts (Mim) Junier Fall 2008 Datalls
Arts & Sciences Undergraduate - English View Student
vo| O |B& 3186409 |Rodriquez, Victor (BA)/ Chamistry (BA) bra-Health Sophomore Spring 2011 |p S
Arts & Sciences Undergraduate - Biology View Student
711 O E:Q 1018780 |SanghaniRuchi M (BA)/Engliah (BA)/Pra-tieslth Senior Spring 2010 |pSF
Schlechter, Christopher|Arts & Sciences Undergraduate - View Student
72| O [Ex [1019637 c Chemistry (B5)/English (BA) Senior Spring 2009 |50l
. Arts & Sciences Undergraduate - English View Student
73| [ |E:q 1018824 |SnsithJsnelle J (B e ey Epuniah (i) Sophomore  |Spring 2010 |FEE
. . |Arts & Sciences Undergraduate - Biclogy
Thivagarsjsh.Nilani View Student ;
74| O |Bk |1007215 |[hixsasrsishMilenl |(pay english (BA)/Pre-Health/Franch Senior Fall 200s  |UswStudent Aelease Advising Hold
2aroll (Min)/Chemistry (Min) Detals
Arts & Sciences Undergraduate - English View Student
7s| [ |E:q 3183900 |Tucker.Christopher £ |piis & 57=nces Und=aracis Junior Spring 2010 |FElt
Arts & Sciences Undergraduate - English View Student
Yy -
76| O |B& 3183922 |Vesey.Jonsthan D (BA)/ Cognitive Sciance (BA) Junier spring 2010 |p ST
2 O |E 2183655 | Whalen.Dan Arts & Sciences Undergraduste - English Sophomore Spring 2010 View Student
e (BA) Details
Arts & Sciences Undergraduate - View Student
78| O |B& 182203 |willson,Andrew C Theater Arts (BA}/English (BA)/Political | Senior Spring 2009 M
Science (Min) s
8| O | 1002971 |vanqlem }(\anja Sciences Undergraduate - English | . Spring 2010 tudent
Arts & Sciences Undergraduste - English View Student
so| [ E‘? 1017432 |YerginIlana § (BA}/Mathematics (Min)/Art Studio Senior Spring 2009 W
(Min)/Theater Arts (Min) =tals
Arts & Sciences Undergraduate - English View Student
1| E‘? 1015943 |Yuhasz, Mikell M (BA) Pra-Helth Senior Spring 2008 | oS
. Arts & Sciences Undargradusts - English View Studant
22| [ E:Q 1018562 |Yun,Timothy J (BA)/ Paychology (8A) Junior Spring 2008 | S5
. Arts & Sciences Undergraduate - View Student
e3| [ (s |s1e1360 |zebs.Anits O (BAY Enalian 1A) Senior Spring 2010 |FEt
notify selected students notify all students |
£ Retum to Search
| [@ o Trusted sites H100% -

Step Action

9. After selecting students in the Notify column, click the Notify Selected Students
button to be taken to a screen where an email can be composed.

To send an email to all students in the list without selecting students in the Notify
column, click the Notify All Students button.
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WA ASEVESTERN RESERVE
I o YEsTERNReSERVE m@

E13
-~
EGL-BA English (BA) i
Department Roster
? View FERPA Statement
Select display option: (& tink to Photos (D) Include photos in list
Level Filter apply filter
nd | B First "] 1-83 of 83 ") Last
Notify | Photo | 1D Name Program and Plan Level 5::’:""’ ;:;isbt"d’"t Release Advising Hold

1) O |B |ess1111 |abboti-illiuke mZSZEZQZSE I(as) ate - phomers |Spring 2012 | Y Student

z| O |E& [sss1111 |Abbott-sillLuke '(‘B":JE Sciences Undergraduate - English |g oo homore  |Spring 2011 M=t Student

3| O | |s172799 |Abreu.aleiandro a ?B":)?Hf:t‘s;‘?;:;dygmd““e - Enslish | genior Fall 200 | YiwStudent

4| O |Ea |3185745 |Backmann.ion ) ?anja Sciences Undargraduste - English | oo o Spring 2011 \é:tgf:udent

sl O |Eq 3183974 |Bailev.Donisha N oy Seenes undergraduate - English | ppomore  [spring 2010 |YStStudent

s| O |Ek |s181847 |BarnhartBeniamin ¢ ?Br‘:)?silzr;;;(uax‘;ygmduatg - Enalish | sanior Spring 2009 | Y=t Student

7| O |Ba  |ess1113 |BelleBlue }(\anja Sciences Undergraduste - English i:ta‘rnme 3t |oiing 2012 \é‘::;‘:‘;:udgnt

sl O |E& [s175612 |Blue.Princess Renee ?Bn:)a Sciences Undergraduste - English |, ;- Fall 200 | Yi=teStudent

s| O | |s182058 |cChervany.Maras & ?B":)’E‘Tﬁ:‘{‘:f:ﬂi”?ﬁ?’ad““e - English [goniar Spring 2005 \é‘;t“a‘f:“de”t
| [ |Eq 3183495 |ClavJennifer E é’z:;ﬁ?ﬁ,‘é::ﬁ;ﬁ’fgﬁte - Junier Spring 2010 | Vst Student
1| O [BR |3183469 |Cosandreww #ﬁ;j‘kﬁﬁé;‘g:g’ﬁ;di‘;ﬁ - Junier Spring 2010 | Y= Student
12| O |8 |1002565 |Cortnilclarimes '(‘B":JE Sciences Undergraduate - Enalish |g oo homare  |Spring 2010 M=t Student
13| O |E8 |1017562 |cullison,alisa m ?EELS,[:E?;:)?S:ES%S;)E ) Junior Spring 2010 | Y=t Student
14| O B |3186502 |pershavkaitin ?Bn:)a Sciences Undargraduste - English | o000 o Spring 2011 \é\etgf:udent G

[ « Trusted sites E100% -

Step Action

10. The student list can be filtered by student Level (Senior, Junior, Masters, etc).

Click the Level Filter dropdown list.
I v|

11. All levels of students that are currently on the list appear. Select the appropriate
level from the dropdown list.

|Senior |

12. Click the Apply Filter button.

13. The list is reduced to only those students who are of the level selected in the filter.

14. To remove a filter from the student list, click the Level Filter dropdown list.

I Senior VI

15. Click the blank space in the dropdown list.
I |

16.
Click the Apply Filter button.
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NIVERS g
A
EGL-BA English (BA) il
Department Roster
? View FERPA Statement
Select display option: (&) Link to Photos () Include photos in list
First "] 1-83 of 83
Notify | Photo|1D Name Program and Plan Level _IE_::’“'.:"" ;zisbt"d’"t Release Advising Hold
1| O |ER [o9s1111 |abbott-hilliuke T oy sate - phomore  |Spring 2012 ‘I‘D”egt_va{\\SStUdE”t
2| O |E&  [es91111 |Abbott-sill,Luke }(\Bn:Ja Sciences Undergraduate - English | oo Spring 2011 \;;t_v;‘sstudent
3| O | |s172799 |Abreu.aleiandro a ?B":)?Hf:t‘s;‘?;:;dygmd““e - Enslish | genior Fall 2008 Lﬁ“de“
4| O |Ea |3185745 |Backmann.ion ) ?anja Sciences Undargraduste - English | oo o Spring 2011 \é\getivaf“s:udent
sl O |Eq 3183974 |Bailev.Donisha N oy Seenes undergraduate - English |oophomore | Spring 2010 Vf%“de“
s| O |Ek |s181847 |BarnhartBeniamin ¢ ?Br‘:)?silzr;;;(uax‘;ygmduatg - Enalish | sanior Spring 2009 V_%“dg”t
2 O B [essr11z [eelesine o B Seences undargraduata - Englh (32t Time 32t |5 00015 ‘n‘:'::_%mm
sl O |E& [s175612 |Blue.Princess Renee ?Bn:)a Sciences Undergraduste - English |, ;- Fall 2008 ;‘;7%“”“
o| O B |ssec0ms |crenonsitemee |t & Scancas Underaradunte - cnglin |, S e
o O |E§? 3183495 |Clav.Jennifer E éﬁ:;f’;ﬁ,‘é::ﬁg?gﬁte - Junior Spring 2010 \l;\:ti:f:udent
1| O |BR |3183469 |Cosandrenw #ﬁ;j‘kﬁﬁé;‘g:g’ﬁ;di‘;ﬁ - Junier Spring 2010 V_%“de”‘
12| [0 |B& [1002565 |Cormilelorimee }(\Bn:Ja Sciences Undergraduate - English | oo Sering 2010 E’f:_%mm
13| O |E8 |1017562 |cullison,alisa m ?E;:"‘frg?;:‘);‘g:g’ﬁ;idg‘:; - SJunior Spring 2010 | Lis Student
14| [0 |Bs [s188302 |pershavkaitin ?B":)E Sciences Undergraduate - English (5100 Spring 2011 I
[ @ & Trusted sites H100% -

Step Action

17. To see a student's Student Center, click the student's View Student Details link.

iew Student
Details
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B ONTVERS 826 Add to Favorites
E13
Helo &
Luke Abbott-Hill ID: 9991111 =
[ studentcenter || generalino || transfercredit || 1
Luke Abbott-Hill
SEARCH FOR CLASSES
This Week's Schedule 3
My Class Scheduls - =
Class Schedule
=hopping Cart -
shopoing Can — Holds
. u 2 -
e enner ENGL 305-100 i No Holds.
LEC (2432) Clark Hall 103 =
Errrr ) O R - i Enroliment oates
LEC (3438) 12:20PM
Mandel Center 105 Open Enrollment Dates
ENGL 373-100 TuTh 10:00AM -
11:15AM =
LEC (8229) Guilford House 323 Advisor
ENGL 385-100 MoWe 12:30PM - Program Advisor
1:45PM L
LEC (11141) i all 110 william Siebenschuh
PHED 105-100 o i6/268-2304
PHE (6172) To Be Annocunced
UssY 2851-100 TuTh Li15PM - =
SEM (11064) 2:308M Academic Document Links
To Be Announced
Order Official Transcripts
weeldy schedule p- Order Enrcllment Verification
Health Fee has been waived for the Fzll 2008
semester ~ Other Academic Links
Elsckboard
= MediaVision Coursevare
Finances
My Account ~ Other Financial Links
A it Inguiry
S Financisl Aid SrisfCass
® Housing
Account Summary b
] I | &
javascript:submitAction_wind{dacument.wind, DERIVED_CS_FERPA_FLAG'); [@ 7 Trusted sites H100% -

Step Action

18. The Student Center appears.
The following information is presented on the screen:

The student's weekly schedule.

The student's financial balance.

The student's address and contact information.
Holds on the student's record.

The student's advisor(s).

Page 9
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W2 CASEWESTERN RESERVE
G

1826

Home Add to Favorites Siqn out
Er
Helo (&
Luke Abbott-Hill ID: 2991111 g
f student center Wf general info Wf transfer credit ]( ]
Luke Abbott-Hill
SEARCH FOR CLASSES
This Week's Schedule
My Class Schedule
Sheooing Cart Class Schedule =
My Plznner _ Tu 2:45PM -
M Planner ENGL 305-100 Tu2iee = T
LEC (3432) Clark Hall 103 =
other academic.. ¥ oo MoWeFr 11:30AM - Enroliment Dates
LEC (3438) 12:20PM
Academic Requiremen " Mandel Center 105 Open Enrcllment Dates
c Hist . -
o ENGL 373-100 I‘:T{‘siﬁ""“”“”
LEC (8229) Guilford House 323 Advisor
NGL 285-100 MaWe 12:30PM - Program Advisor L
LEC (11141) P 120 william Siebenschuh
. . 216/368-2364
PHED 105-100 MeWwe 2:00PM
PHE (6172) 2:50PM
To Be Announce: d details B
UssY 2851-100 T S = e
: cademic Document Links
SEM (11264) To Be Announced
weekly schedule b
Health Fee has been waived for the Fall 2008
sssss ter ~ Other Academic Links
Blackboard
- MediaVision Coursevare
Finances
My Account ~ Other Financial Links
Account Inquiry
Aceount Inauin Financial Ald brisfCass
Housing
(ot el W0 eSS 2
i | &
[@ + Trusted sites E100% -

Step Action

19.
including:

Weatherhead students only)
Course History

Exam Schedule

Grades

Unofficial Transcript

Access to additional screens can be found in the other academic... dropdown list,

Academic Requirements and What-if reports (Undergraduate, Graduate, and

items on the other academic... dropdown list:
Departmental Admin Center: Course History

Departmental Admin Center: Creating What-if Reports

@ Please see the following manuals for additional information on selected

Departmental Admin Center: Requesting an Academic Advisement Report

Page 10
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Step

Action

20.

his/her information.

=

If the FERPA Shade icon appears, then the student has restricted the release of

=

icon, then you cannot release ANY student data without written consent.
Please see http://www.case.edu/provost/registrar/student_records.html
(http://www.case.edu/provost/registrar/student_reco rds.html) for more

@ According to the Family Educational Rights and Privacy Act, the University
is not allowed to release most student data without prior written consent
from the student. If you see the FERPA Shade

information.

Step

Action

21.

| academics |

Click the Academics tab to obtain additional information about the student.

PR CASE WESTERN RESERVE
I sk WESTERMRESERVE

Home Add to Favorites Sign out
E13
~
Luke Abbott-Hill ID: 9891111 B 1
student center ]( general info ]( transfer credit Wf academics 1
Institution / Career / Program
L CASE1 - Case Western Reserve Univ Program: METUG Manzgement Undergraduats
UGRD - Undergraduate Student Career Nbr: 1
CASUG - Arts & Sciences Und duat Status: Active == of 08/16/2008
MGTUG - Management Undergraduate  admit Term: 2088 Fall 2008
Expactad Graduation: 2121 Spring 2012
Approved Load Full-Time
Load Determination: Base On Units
Level Determination:  Base On Units
Plan: MGT-ES Management (BS) } |
Requirement Term: 2088 Fall 2008
Term Summary
* CASE1 - Cass Western Resarve Univ Fall 2008
" UGRD - Undergraduate Eligible to Enroll: Yes
" 2088 - rall 2008 Priman v Program: CASUG  Arts & Sciences Undergraduate
~ 2086 - S 2008
mmmmm Academic Standing Status: Data unavailable
~ 2081 - Spring 2008
¥ Level / Load
Academic Level - Projected: Sophomers
Academic Level - Term Start: Sophomare
Academic Level - Term End: Sophomers
Approved Academic Load: Full-Time
Academic Load: Enrolled Full-Time
v
[@ « Trusted sites H100% -

Page 11
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Step Action

22. The Academics tab appears.

The Institution/Career/Program section contains a list of all Careers and/or
Programs in which the student is enrolled. Click on a Career/Program to see its
data.

Data included in the Institution/Career/Program section of the screen includes:

Program

Student Status (Active, Withdrawn, etc.)
Admit Term

Expected Graduation Term

Approved Credit Hour Load

Academic Plan(s)

Plan Requirement Term(s)

S 4 e\ e . T
W8 CASEWESTERN RESERVE
BRMUNIVERSITY o
=
~
Term Summary N
* CASEL - Case Western Resarve Univ Fall 2008
" UGRD - Undergraduate Eligible to Enroll: Yes
"~ 2088 - 008 Primar v Program: CASUG Arts & Sciences Undergraduzte
2086 - Summer 2008 Academic Standing Status: Dats unavailzble
~ 2081 - Spring 2008
¥ Level / Load
Academic Level - Projected: Sophomers
Academic Level - Term Start: Sophomere
Academic Level - Term End: Sophomore
Approved Academic Load: Full-Time
Academic Load: Enrolled Full-Time
¥ Classes
WPenrollad @oropped A wsit Listed
Class | Descripti |units| Grading [Grade|status|
ENGL 305-100 Playwriting 3.00 Regular v
(3432) (Lecture) Grades
Shakespears:
ENGL 324-100 " N Regular
= Histories/Tragedy 3.00 v
(3436) (Lecture) Grades
ENGL 373-100 Poetry Studies 2.00 Regular
(8229) (Lecture) " Grades o
ENGL 385-100 Special Topics 3.00 Regular
(11141 (Lecture) "= Grades L4 -
PHED 105-100  |CPR/First Aid Pass/lo
(6172) (Phys Ed) Pass ['4
Writi Ohio"
S Le;;?—{istc::vs 3.00 REguler o
[ N Grad
(11264) (Seminar) rades
¥ Statistics
From Term ‘Cumulative
=JELTD Enrollment| Total ‘ ‘ Total ‘
Units Towards GPA: b
[@ « Trusted sites H100% -
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Step

Action

23.

The Term Summary section of the tab includes the following data, listed by term:

All terms in which the student has been active.
Academic Standing Status

Academic Level

Classes in which the student is/was enrolled.
Grades received per class.

Click on a term to see the student's data for that term.

24.

The Statistics portion of the Term History section lists the student's Units and
GPA per term.

25.

This completes the process of using the Departmental Admin Center.
End of Procedure.

Departmental Admin Center: Using the General Info Tab

This business process demonstrates accessing and utilizing the General Info tab of the
Departmental Admin Center.

Procedure

Use the Departmental Admin Center: General Info process to access the General Info tab for
viewing data such as service indicators (holds), student groups, and personal information.

Page 13
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L I i3 ¥ "

CASEWESTERN RESERVE
M UNIVERSTTY e Home Add to Favorites Sign out
Help
Menu =
Search:
[ My Favorites
[ Self Service
> Campus Community

[ Records and Enrollment
[> Curriculum Management
[> Set Up SACR

[» Reporting Tools

[> PeopleTools

- Homepage

— Confidentiality Aoreement

— Announcements

& Local intranet #100% -

Step Action

Click the Campus Community link.
[t campus Communit]
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CASEWESTERN RESERVE

R
Fﬁg Campus Community

Waintain bio/demo information about people and organizations, maintain 3C information

| Departmental Admin Center .9, Student Services Center Senvice Indicators (Student]
Administrative Information by Department @ View an at-a-glance overview of a student;s Grant or limit a student's access to services at

Find quick inks to more detailed your institution.

information and to common i = Manzae Service Indicators

tasks.

[+ My Favorites
[- Self Service

~ Campu: mmunity

[ Service Indicators

il
— Deparimental Admin
LCenter

— SlUOENT SEVILES LEfiter
[» Records and Enroliment
(> Curriculum Management
[> Set Up SACR
> Reporting Tools
> PeopleTools
- Homepage
— Confidentiality Aqreement
|- Announcemenis

Done & Local intranet ®100% -

Step Action

Click the Departmental Admin Center link.

Departmental Admin
Center
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CASE WESTERN RESERVE

CASE WESTERN RESERVE
UNMIVERSITY o

Home Add to Favorites

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

Find an Existing Value
Search by: Academic Planbegins wnnl:l
Search | Advanced Search

[+ My Favorites
[- Self Service
= Campus Community

[ Senvice Indicators

(Student)

— Departmental Admin
nier

— Student Services Center
[ Records and Enroliment
> Curriculum Management
[> Set Up SACR
- Reporting Tools
> PeopleTools
— Homepage
— Confidentiality Agreement
— Announcements

Done 4 Local intranet w100 -

Step Action

3. The Department Admin Center search screen appears.

Click the Search button.

Page 16




\'m\\'|s'|n:\.-[\'1\|'|.-\| Tralnlng Manual

Departmental Admin Center

Search:

[+ My Favorites
[- Self Service
= Campus Community

— Departmental Admin
Center

[- Records and Enroliment
[ Curriculum Management
[+ Academic Advisement
> Reporting Tools
— Homepage
— Confidentiality Aqreement
- Announcements

CaSEWESTERN RESERVE
S UNIVERSITY 1826 Home Add to Favorites Siqn out

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

Find an Existing Value

Search by: Academic Planbegins wnnl:l
Search | Advanced Search

Search Results

1505

[Academic Plan Description Academic Plan Type Degree|

EGL-BA English (BA)  Major BA
EGL-MA-A English (MA-A) Masters A
EGL-MA-AT English (MA-AT) Mast-Trmtn MA
EGL-MIN English (Min}  Minor (blank)
EGL-PHD English (PhD) Doctoral PHD

[@ o Trusted sites H100% -

Step

Action

All student Academic Plans to which you have access appear in the search results.

Select the appropriate Plan from the list.

Please note: If you are missing Plans to which you should have access, or if
you are seeing Plans to which you should not have access, please send an
email to reghelp@case.edu for assistance.
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RESERVE

EGL-BA English (BA)

Department Roster

Select display option: (& tink to Photos (D) Include photos in list

CASE WESTERN RESERV
UNIVERSTITY . s

|

? View FERPA Statement

First "] 1-83 of 83 ") Last

Notify | Photo|1D Name Program and Plan Level _IE_::’“'.:"" ;zisbt"d’"t Release Advising Hold

1| O |ER |oos1111 |abbott-Hill.luke '(‘B":)E Sciences Undergraduate - English |oo0homere  |Spring 2011 M5t Student

2| O |E |sss1i11 [abbott-rill.tuke e T Sophomore |Spring 2012 | M Student

3| O | |s172799 |Abreu.aleiandro a ?B":)?Hf:t‘s;‘?;:;dygmd““e - Enslish | genior Fall 200 | YiwStudent

4| [ |Ey |2185745 |Backmsnn.ond ?B":Ji Sciences Undergradusts - English |oophomore  |spring 2011 WSt Student

sl O |Eq 3183974 |Bailev.Donisha N oy Seenes undergraduate - English | ppomore  [spring 2010 |YStStudent

s| O |Ek |s181847 |BarnhartBeniamin ¢ ?Br‘:)?silzr;;;(uax‘;ygmduatg - Enalish | sanior Spring 2009 | Y=t Student

2 O |&  sssiiiz [petesie oo Sciences Undergraduste - English (15t Time 35t g0 a1, [Vt Stugent

sl O |E& [s175612 |Blue.Princess Renee ?Bn:)a Sciences Undergraduste - English |, ;- Fall 200 | Yi=teStudent

s| O | |s182058 |cChervany.Maras & ?B":)’E‘Tﬁ:‘{‘:f:ﬂi”?ﬁ?’ad““e - English [goniar Spring 2009 Vu—‘jt“a‘f:“de”t
| [ |Eq 3183495 |ClavJennifer E é’z:;ﬁ?ﬁ,‘é::ﬁ;ﬁ’fgﬁte - Junier Spring 2010 | Vst Student
1| O [BR |3183469 |Cosandreww #ﬁ;j‘kﬁﬁé;‘g:g’ﬁ;di‘;ﬁ - Junier Spring 2010 | Y= Student
12| O |8 |1002565 |Cortnilclarimes '(‘B":JE Sciences Undergraduate - Enalish |g oo homare  |Spring 2010 M=t Student
13| O |E8 |1017562 |cullison,alisa m ?E;:"‘frg?;:‘);‘g:g’ﬁ;idg‘:; - SJunior Spring 2010 | Lis Student
14| [0 |Bs [s188302 |pershavkaitin ?B":)E Sciences Undergraduate - English (5100 Spring 2011 I

[ @ & Trusted sites H100% -

Step

Action

A list of all students in that Academic Plan appears.

From this list, you can email students, release advising holds, and view students'
Student Centers.
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3

NVESTERN RESERV

.CAS W
UNITV

ERSITY Ba
EGL-BA English (BA)
Department Roster

Select display option:

Level Filter

(®) Link to Photos.

? View FERPA Statement

(O Include photos in list

apply filter

st 1-83 of 83 " Last
Notify | Photo|1D Name Program and Plan Level _IE_::’“'.:"" ‘r""'isbt""’"t Release Advising Hold
il O & [e991111 |Abbott-nilluke n:::g::z:é '(BS) ate - ph e Spring 2012 %ﬁmm
2l O E‘? 9991111 |Abbott-Hill,Luke '(‘B":JE Sciences Undergraduate - English Sophomore Spring 2011 %ﬁmm
3l O E:Q 3172799 |Abreu,Alejandro A ?B":)?Hf:t‘s;‘?;:;dygmd““e - English | g onior Fall 2008 Vn‘iit:f:“de"
Arts & Sciences Undergraduste - English View Student
4| [ |Ey |2185745 |Backmsnn.ond o) Sophomors Spring zo11 [FEMSE
s| [ |[E 3123974 |psilev.0onishe arts & Sciences Undergradusts - English |2 Spring zoip | S Student
— (B4) Details
. Arts & Sciences Undergraduate - English View Student
BarnhartBenjamin C
s| O |Ek |s181847 |BarnhartBeniamin ¢ (Ba)/Socioloay (BA) Senior Spring 2009 S5
Arts & Sciences Undergraduate - English | 1st Time 1st View Student
7| O |E  |sss1113 [Bellesive o) oar Spring 2012 [Z 2
Arts & Sciences Undergraduate - English View Student
sl O |E& [s175612 |Blue.Princess Renee o) Junior Fall 2008 Detals
Arts & Sciences Undergraduste - English View Student
s| O |EBr |s182088 |cherveny.Maras £ (BR) Thomtos Arts (BA] Senior Spring 2009 [FEMSE
Arts & Sciences Undergraduste - View Student
| O |E:Q 3183495 |Clav.Jennifer E Chamistry (3A)/English (BA) Junior Spring 2010 |F5EE
Arts & Sciences Undergraduate - View Student
1| O |BR |3183469 |Cosandrenw Thester Arts (BA)/English (BA) Junier Spring 2010 |FISEEE
12| O | 1002565 |Cortnil,Larimee Arts & Sciences Undergraduate - English Sophomore Spring 2010 View Student
(Ba) Details
Arts & Sciences Undergraduate -
13 O E‘? 1017563 |Cullison,Alisa M Theater Arts (BA)/English (BA) Junior Spring 2010
14| O E:Q 3186502 |Dershaw,Kaitlin ?B":)E Sciences Undergraduate - English | 1o moce Spring 2011

[ @ & Trusted sites & 100%

Action

To see a student's Student Center, click the student's View Student Details link.

w Student
Cetails
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Helo &
Luke Abbott-Hill ID: 9991111 =
[ studentcenter || generalino || transfercredit || 1
Luke Abbott-Hill
SEARCH FOR CLASSES
s Week's Schedule =
My Class Scheduls
shooping cant Class Schedule
H Plonner ENGL 305-100 15".’42:;9” -
LEC (2432) Clark Hall 103 =
(ot scntemic: BI® e sms00 i Enroiment bstex
tEC [3ane) 12:20PM
Mandel Center 105 Open Enrollment Dates
ENGL 373-100 TuTh 10:00AM -
11:15AM =
LEC (8229) Guilford House 323 Advisor
HGL 385-100 MoWs 12:30PM - Program Advisor
1:45PM L
LEC (11141) Clark Hall 110 William Siebenschuh
. . 216/368-2364
PHED 105-100 o
PHE (6172) To Be Annocunced
UssY 2851-100 TuTh Li15PM - =
SEM (11064) 2:308M Academic Document Links
To E= Anncuncsd
Order Official Transcripts
weeldy schedule p- Order Enrcllment Verification
Health Fee has been waived for the Fzll 2008
semester ~ Other Academic Links
Elsckboard
= MediaVision Coursevare
Finances
My Account ~ Other Financial Links
Account Inguiry
S Financisl Aid SrisfCass
®
Account Summary — L
] I | &
javascript:submitAction_wind{dacument.wind, DERIVED_CS_FERPA_FLAG'); [@ 7 Trusted sites H100% -

Step Action

7. The Student Center appears.

Click the General Info tab.
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CASEWESTERN RESERVE
MU NTVERSITY o Home Add to Favorites Sign out
E13
~
Luke Abbott-Hill ID: 9991111 @ a i
student center generalinfo || transfercredit || academics ]
Service Indicators Personal Data
Student Groups Names
Addrasses Phones _Gmem=an |
Email Addresses Ciann ALl
= Service Indicators edit service indicators.
Service Indicators Customize | View All First [0 1 of 1 [F] Last
Type |Details Start Term End Term |Start Date End Date Department
Registration Spring
@ RNLTNE 3h0s Cas=
[Elco to top
= Student Groups
Student Group|Description Institutio: Status
C. Western Active as of
ADMT Transfer Student i Laty 2008-01-14
SER UGRD Appointment Case Western Active as of
Elock 4 Reserve Univ 2008-03-19
[Elco to top
<~ Personal Data
Campus ID: JRR40
v
[@ o Trusted sites E100% -

Step Action

8. The General Info tab appears.

At the top of the screen are links to the sections that appear on the page.
Depending on the amount of data on the screen, the sections maybe expanded or
collapsed. Click the Collapse All button to collapse all sections on the screen.

Click the Expand All button to expand all sections on a page.

9. The Service Indicators section of the screen contains a grid of all service

indicators, also known as holds, which are affecting the student's record.

e Begistration Spring
Advisor Hold 2009

10. The Student Groups section of the screen contains a grid of all administrative

groups in which the student is included. Examples of student groups are
International Students (INTL) and appointment block groups.
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WA CASEWESTERN RESERVE
B Cnyrnren

E13
~
[Eleo to top
« Personal Data
Campus ID:
Date of Birth: 11/08
[Eleo to top
¥ MNames
Name Type Display Name Status
Active 35 of
Primary Luke Abbott-Hill AeTERt e
Active as of
Transcri pt Luke Abbott-Hill AeiEiE
[Eleo to top
+ Addresses
Address Type  |Address Status ]
T— Active as of
1901-01-01
Eleo to to
< Phones
Phone Type Phone Number Extension Preferred ‘
Home 216/555-5555 =
[Eleo to top
< Email Addresses
v
[@ + Trusted sites E100% -

Step Action

11. The Personal Data section of the screen includes the student's Campus ID (Case
Network ID) and month and date of birth.
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WA CASEWESTERN RESERVE
B Cnyrnren

E13
~
[Eleo to top
Personal Data
Campus ID:
Date of Birth: 11/08
[Eleo to top
Names
Name Type Display Name Status
Active as of
Primary Luke Abbott-Hill GhonEs
Active as of
Transcri pt Luke Abbott-Hill R
[Eleo to top
+ Addresses
Address Type  |Address Status ]
U Active as of
1901-01-01
Eleo to to
< Phones
Phone Type Phone Number Extension Preferred ‘
Home 216/555-5555 =
[Eleo to top
< Email Addresses
v
[@ + Trusted sites E100% -

Step

Action

12.

The Names section of the screen includes all the names the student has used on
campus. Name Types include Primary, Preferred, and Transcript.
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W8 CASEWESTERN RESERVE
s

Home Add to Favorites Sign out

’- ....... -
Name Type Display Name ‘Etatns ‘ | |
Primary Luke Abbott-Hill Actislaslof
Transcript Luke Abbott-Hill Active asjof
Eleo to to
« Addresses
Address Type Address Status ‘
Home s
[Eleo to top
< Phones
Phone Type Phone Number Extension Preferred \
Home 216/555-5555
[Elco to top
< Email Addresses
Email Type Email Address Preferred \
Case luke.abbott-hill@case.edu
[Eleo to top
Student Center General Info Transfer Credit Academics
Return to Departmental Admin Center
[@ + Trusted sites H100% - 3
Step Action
13. The Addresses section of the screen includes all of the student's addresses, which
may include Home, Residence Hall, and/or Current addresses.
14. The Phones section of the screen includes all phone numbers the student has

Phnn94

provided, which may include Home, Cell, Business, and/or Residence Hall.

15. The Email Addresses section of the page includes all email addresses the student

Email Addresses

has supplied. In additional to the Case email type, there may also be one or more
email addresses under the Home type.

16. This completes the process of viewing the General Info tab in the Departmental

Admin Center.
End of Procedure.

Other Academic Screens

This section introduces you to the screens that are available by clicking on the other academic...
dropdown list in the Student Center screen of the Departmental Admin Center.

Page 24




Training Manual
Departmental Admin Center

CASEWESTERN RESERVE

Departmental Admin Center: Requesting an Advisement Report

This business process demonstrates how to generate and view the Academic Advisement Report
through the Departmental Admin Center in the SIS.

The Academic Advisement Report gives a complete analysis of the student's standing in regards
to his/her graduation goals. It includes grade point averages, courses taken to fulfill general
requirements, courses taken to fulfill requirements in the major field of study, and courses taken
to fulfill requirements in the minor field of study (if applicable).

The Academic Advisement Report applies only to undergraduate students, the School of
Graduate Studies, and the Weatherhead School of Management.

Procedure

Use the Requesting an Advisement Report process to run and view a student Advisement Report
from the Departmental Admin Center.

" Al (ASEWESTERN RESERVE
B UNIVERSTT 1{ 2

Menu B B § Homepage -]
Search:
) Student Information System

I My Favorites § Announcements
[> Campus Community

[ Records and Enrollment
[> Curriculum Management
[> Academic Advisement

[ Set Up SACR

I Reparting Tools All the data in this system is for fraining purposes only and will not affect the production environment.
> PeopleTools

— Homepage

— Confidentiality Agreement
- Announcements

Welcome to the PeopleSoft Student Information System Training Environment.

< | =
% Local intranet #100% -
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Step Action

1.
Click the Campus Community link.

[ Campus Communit]

W CASEWESTERN RESERVE
B
Fg\ Campus Community

A

Maintain bio/demo ion about people and organizati maintain 3C information.

[ My Favorites
[> Self Service
> Campus Community E Departmental Admin Center
— Departmental Admin Administrative Information by Department
Center
[ Records and Enroliment
> Curriculum Management
[» Academic Advisement
- Reporting Tools
— Homepage
— Confidentiality Agreement

— Announcements

[@ « Trusted sites E100% -

Step Action

Click the Departmental Admin Center link.

Departmental Admin
Center
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W8 (ASEWESTERN RESERVE
| [

Home Add to Favorites

Sign out
Department Admin Center
Enter any information you have and click Search. Leave fields blank for a list of all values
> My Favorites - —
[ Self Service Find an Existing Value
= Campus Community
- Departmental Admin Search by: Academic Planpeginswith| |
Center
[+ Records and Enraliment
(> Curriculum Management Search Advanced Search
[- Academic Advisement
> Reporting Tools
- Homepage
— Confidentiality Agreement
|— Announcements
[@ « Trusted sites H100% -

Step Action

3. The Departmental Admin Center search screen appears.
Click the Search button.

4.

Select the appropriate Plan from the list.

All student Academic Plans to which you have access appear in the search results.

Please note: If you are missing Plans to which you should have access, or if

you are seeing Plans to which you should not have access, please send an

email to reghelp@case.edu for assistance.

Page 27




Training Manual
Departmental Admin Center

3,

ESERVE

~ e\ T
CASEWESTERN RESERVE
UNTVERSTTY g
(S
)l
EGL-BA English (BA)
Department Roster
g\new FERPA Statement h
Salact display option: (@ Link to Photos () Include photos in list
First ") 1-83 of 83 ") Last
’ Exp Grad View Student ,,
MNotify | Photo | ID Name Program and Plan Level Term ils Release Advising Hold
1) O |E  [e991111 |abbott-nilliuke '(‘B":)E Sciences Undergraduate - English Sophomore Spring 2011 View Student
N Management Undergraduate - ew Student
2| O |E |[s991111 |Abbott-HillLule Monogement (85) Sophomore Spring 2012 [ S
. Arts & Sciences Undergraduste - English View Student
3| O |B |s172799 |Abreu,aleiandro A (RA) Histary (Min) Senior Fall 2008 Detais
Arts & S und duste - English Student
4 O E:Q 3185745 |Backmaznn,Jon 1 thm) iences Undergraduste - Englisn | oo phomare Spring 2011 #
s| O | |3183374 |Bailev.Donishs Arts & Sciences Undergraduate - English | o omore Spring 2010 | Yigw Student
(Ba) Details
- Arts & Sciences Undergraduate - English ew Student
BarnhartBenjsmin C
6| [0 |Et |s181647 |BarnhartBeniaminc (BA)/Socioloay (BA) Senior Spring 2009
Arts & Sciences Undergraduate - English | 1st Time 1st ew Student
7| O |E |sss1113 [pellesive o) ear Spring 2012 DS
Arts & Sciences Undergraduate - English View Student
8| O |E [s175612 |BluePrincess Renee ) Junior Fall 2008 Detals
Arts & Sciences Undergraduste - English ew Student
s| [0 |Br |s182059 |chervony.Marao £ (RRY Thomter Arts (B Senior Spring zoos  [FIEHS
Arts & Sciences Undergraduste - View Student
| O |E:Q 3183495 |Clav.Jennifer E Chemistry (BA)/Englich (BA) Junior Spring 2010 | S5
Arts & Sciences Undergraduate - ew Student
1| O |B |3:e3469 |Cosandrenw Theater Arts (BA)/English (BA) Junier Spring 2010
12| O (B 1002565 |CortnilgLarimes Arts & Sciences Undergraduate - English Sophomore Spring 2010 View Student
(BA) Deteils
Arts & Sciences Undergraduate -
13 O EQ 1017563 |Cullison,Alisa M Theater Arts (BA)/English (BA) Junior Spring 2010
v O B |sieesoz kit | At & Seiences Undergraduste ~ Englih [ T (oo a0 al

[ @ & Trusted sites # 100%

Action

A list of all students in that Academic Plan appears.

Locate the student for whom you wish to run an Academic Requirements report.
Click that student's View Student Details link.

ew Student
Cietails
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(S
Helo &
Luke Abbott-Hill ID: 2991111 g
J’ studentcenter || genmeralinfo || transfercredit || 1
Luke Abbott-Hill
~ Academics
[ pesaemiee  E— |
-
My Class Schedule
Sheooing Cart Class Schedule =
My Plznner _ Tu 2:45PM -
M Planner ENGL 305-100 Tu2iee = T
LEC (3432) Clark Hall 103 =
[other academic.. v @ oo MoWsFr 11:30AM - Enpollmes i tns
12:20PM
P biandel Center 103
ENGL 373-100 I‘:T{‘m“fﬂ’“”“” -
LEC (8229) Guilford House 323 7 Advisor
NGL 285-100 MaWe 12:30PM - Program Advisor L
LEC (11141) A ite wWilliam Siebenschuh
. N 216/368-2364
PHED 105-100 MeWwe 2:00PM
PHE (6172) 2:50PM
To Be Anncunced
UssY 2851-100 T s = e
: cademic Document Links
SEM (11264) To Be Announced
Order Official Transcripts
weekly schedule b- Order Enrollment Varificstion
Health Fee has been waived for the Fall 2008
semester ~ Other Academic Links
Blackboard
= MediaVision Coursevare
Finances
My Account ~ Other Financial Links
Account Inguiry
Seedntinouin Financial Ald brisfCass
Housing
(ot mmnani: 91O e S a)
< I | [ ]
[@ 7 Trusted sites H100% -

Step Action

6. The Student Center appears.

I other academic... VI

Click the other academic... dropdown list.

|ﬁu:a|:|emic Requiremenﬂ

Click the Academic Requirements list item.

Click the Go button.
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W8 CASEWESTERN RESERVE
| [

My Academic Requirements

Home Add to Favorites Sign out

| >

W8 CASE WESTERN RESERVE
1-'x[\\\=~x;>\ \‘\ I

ID: 9991111 Luke Abbott-Hill

Program/Plan ReqTerm |Status Gradn Term

Undergraduate Caraer Fall 2005 |Not Satisfied  |Spring 2009

Arts & Sciences Undergraduats Program Fall 2005 |Not Satisfied  |Spring 2009

Philosophy (BA) Major Fall 2005 |Not Satisfied  |Spring 2009

Biology (BA) Major Fall 2005 |Not Satisfied | Spring 2009

Chemistry (Min) Minor Fall 2005 |Not Satisfied | Spring 2009

This report last generated on  05/13/2008 11:35AM

T CWRU UNDERGRADUATE REQUIREMENTS [RG0645]

@ rakcan @ 1nprogress Kolanned

Not Satisfied: Complete minimum requirements for cumulative GPA, units, residency, and
physical education (2005 to Present Handbook)

UNDERGRADUATE CUMULATIVE GPA [R0016]

Satisfied: Earn a minimum of 2.000 in courseworl Ic at CWRU

P undergraduate Cumulative GPA

UNDERGRADUATE UNITS TOWARD DEGREE [R0O017]

Not Satisfied: Earn required minimum units

¥ 120 Total Units
Not Satisfied: Earn 120 total units

* Units: 120.00 required, 77.00 taken, 43.00 nesded

The following courses were used to satisfy this requirement v

Done

. Local intranet H 100 -

Step

Action

The Academic Advisement report appears. The technical term for this report in
SIS is My Academic Requirements, which is displayed on the screen.

Below the student's name and 1D number is the Program/Plan grid, where the
student's Academic Career, Academic Program, and Academic Plans are listed.
For each item in the grid, the Requirement Term, Status (Satisfied or Not
Satisfied) and Expected Graduation Term are listed.

10.

Underneath the Program/Plan grid is a legend that describes the symbols that
appear next to the courses listed in the report.

;@ The Advisement Report contains the following legend:

‘ @":-.E' Q1 Progress ﬁ:!;.-.-.é;

These symbols appear next to classes in the report that the student has taken,
is currently taking, or is planning to take to satisfy a requirement. Classes
with the Planned symbol indicate that the class is in the student's Planner,
which is an optional Student Center planning tool. For an unsatisfied
requirement, a list of classes that can satisfy the requirement appear in its
section. Courses that the student has taken as part of the requirement will
appear with one of these symbols. If a class does not have a symbol next to
it, then the student has not yet taken or planned to take that course.
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Step Action

11. Each broad requirement that the student must fulfill according to the career,
program, and plans are demarcated by a thick solid line, called a header.

WA C e WESTERN RESERVE
Lw\i\ ERSIT 7(
=3

-~
T CWRU UNDERGRADUATE REQUIREMENTS [RG0645] =

Not Satisfied: Complete minimum requirements for cumulative GPA, units, residency, and
physical education (2005 to Present Handbook)

UNDERGRADUATE CUMULATIVE GPA [R0016]

Satisfied: Earn a minimum of 2.000 in courseworl lc at CWRU
P undergraduate Cumulative GPA

UNDERGRADUATE UNITS TOWARD DEGREE [R0017]

Not Satisfied: Earn required minimum units

¥ 120 Total Units
Not Satisfied: Earn 120 total units

® Units: 120.00 required, 77.00 taksn, 43.00 needed

The following courses wers used to satisfy this requirement
Courze Dezcription Unitz |when r Statu
120 TOTAL All Courses - Refer to
UNITS Catalog
BIOL 214 Genes and Evolution 4.00|Spring 2006 B @
BIOL 215 Cells and Proteing 4.00|Fall 2006 A @
BIOL 215 Cells and Proteing 4.00|Summer 2008 O
Orgznisms and
BIOL 216 Ecosvstems 4.00 Spring 2007 A &
BIOL 223 Vertebrate Biology 3.00|Fall 2007 A @
BIOL 225 Evolution 3.00|Fall 2007 A @
BIOL 308 w 4.00|Spring 2008 &
BIOL 343 Microbiology 3.00 Spring 2008 O
Prin_of Developmental
BIOL 362 Bioloas 3.00|Fall 2007 A (&)
View All First 1-10 of 27 II| Last
UNDERGRADUATE RESIDENT UNITS [R0O018]
Not Satisfied: Earn required minimum units at CWRU _
Done % Local intranst F100% v
12. To see a collapsed section, click the Expand Section button to see a list of the

student's completed courses and grades.

[>]

@ Throughout the Academic Advisement and What-If Reports are pushbuttons
that look like green arrows. These buttons, called Expand Section and
Collapse Section, can expand and collapse headers and sections.

If a header or section is expanded by default, that typically means that the
particular requirement is not satisfied. When a requirement is not satisfied,
its green arrow button points down. Clicking on the arrow will collapse the
section so that no data displays other than its header or title. Consequently,
this green arrow button is called Collapse Section.

Examples of an unsatisfied requirement with Collapse Section button:
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T EAGES SEMINARS AND SENIOR CAPSTOMNE [RGOG46] ‘

¥ 120 Total Units
Mot Satisfied: Earn 120 total units

If a header or section is collapsed by default, that typically means that either
the section is informational only (not a requirement), or that the requirement
has been satisfied. When a requirement is satisfied, it's green arrow points

inward. Clicking on the arrow will expand the section so that all data within
it displays. Consequently, this green arrow button is called Expand Section.

Examples of a satisfied requirement with Expand Section button:

} COURSES NOT APPLIED [RGOG45] |

‘ [l SAGES Writing Portfolio

Step Action

13. The section expands. Up to ten courses can appear in the section at one time.
Click the Show next button to see the next ten courses.

14. To see all courses in the section on the screen at one time, click the View All link.
WView All

15. The General Requirements header includes the general requirements for the

student's Academic Program.

Listed within each general requirement are:

The student's status regarding this requirement (Satisfied or Not Satisfied)
Units (or Courses) Required

Units (or Courses) Taken

Units (or Courses) Needed

Also listed are the courses that the student has taken to fulfill the requirement.

16. The Courses Not Applied header contains courses that do not apply to any
specific requirement.
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Step Action

17. The headers following Courses Not Applied demarcate the student's Academic
Plans. Beneath each plan header are the following data:

Requirements for satisfying the Plan
Not Satisfied or Satisfied

Units (or Courses) Required

Units (or Courses) Taken

Units (or Courses) Needed

18. Within each plan header are the requirements that constitute the plan. Each plan
has different requirements for completion.

Where there are course requirements, the report will list the courses required,
taken, and needed, followed by a list of the courses that fulfill that requirement.
Courses that the student has taken, is taking, or plans to take are indicated by
symbols found in the legend at the top of the page.

19. Also included for each Academic Plan is the Verification requirement. This
requirement checks for a minimum GPA, minimum number of units, and
minimum number of residency units specifically for that Plan.

20. This completes the process of requesting and viewing an advisement report in the

Departmental Admin Center.
End of Procedure.

Departmental Admin Center: Creating What-If Reports

This business process demonstrates creating and reading a What-1f Report.

A What-1f Report asks, “What if this student was to change majors?” The report enables users to
compare a student’s current curriculum and benchmark achievements with a proposed major and
minor (if applicable) combination, and lists the requirements that would and would not be
satisfied if the student was to make a change.

The What-1f Report only applies to undergraduate students, the School of Graduate Studies, and
the Weatherhead School of Management.

Procedure

Use this process to create and read a What-If Report in the Departmental Admin Center.
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CASEWESTERNRESERVE
U N R § 826 Home Add to Favorites Sign out
Help
Homepage ]
Search:
I ® Student Information System
Wy Favorites Announcements
[> Campus Community
[ Records and Enrollment
1> Curriculum M it . .
s A:;Q:':HTM:QZ,!;T‘E" Welcome to the PeopleSoft Student Information System Training Environment.
I SetUp SACR
I Reporting Tools All the data in this system is for training purposes only and will not affect the production environment.
[> PeopleTools
— Homepaae
— Confidentiality Aareement
— Announcemenis
< >
% Local intranet F100% -

Step Action

Click the Campus Community link.
[- campus Communit]
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Search:
[+ My Favorites
[- Self Service

A

Waintain bio/demo information about people and organizations, maintain 3C information

E" Departmental Admin Center
Administrative Information by Department

— Departmental Admin
Center

[ Records and Enrollment

> Curriculum Management

[» Academic Advisement

- Reporting Tools

— Homepage

— Confidentiality Agreement

- Announcemenis

W8 CASEWESTERN RESERVE
Fg\ Campus Community

Done

[@ « Trusted sites H100% -

Step Action

Click the Departmental Admin Center link.

Departmental Admin
Center
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CASEWESTERN RESERVE
Bl UNTVERSITY e Home Add to Favorites Sign out

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

Find an Existing Value
Search by: Academic Planbegins "”'"4:'
Search | Advanced Search

[+ My Favorites
[- Self Service
= Campus Community

— Departmental Admin
Center

[- Records and Enroliment
[ Curriculum Management
[+ Academic Advisement
> Reporting Tools
- Homepage
— Confidentiality Aqreement

|— Announcements

Done [@ « Trusted sites H100% -

Step Action

3. The Department Admin Center search screen appears.

Click the Search button.

4. All student Academic Plans to which you have access appear in the search results.

Select the appropriate Plan from the list.

Please note: If you are missing Plans to which you should have access, or if
you are seeing Plans to which you should not have access, please send an
email to reghelp@case.edu for assistance.
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~ s e\ =
CASEWESTERN RESERV
UMIVERSITY ., g
EGL-BA English (BA)
Department Roster
g\new FERPA Statement
Select display option: (& tink to Photos (D) Include photos in list
Level Fiter .
1-83 of 83 " Last
Notify | Photo|1D Name Program and Plan Level _IE_::’“'.:"" ‘r""'isbt""’"t Release Advising Hold

il O & [e991111 |Abbott-nilluke Arts & Sciences Undergraduate - English Sophomors Spring 2011 View Student

(B4) Deteils

N Management Undergraduate - View Student

z| O |E& [ss91111 |Abbott-HillLule Management (85) Sophomore Spring 2012 |5
s O | 31727958 |AbreuAleisndro A ?B":)?Hf:t‘s;‘?;:;dygmd““e - English | nior Fall 2008 "D‘iit:‘f:“de“
4 O |[B  |s195745 |mackmannions ?ana Sciences Undergraduate - English (o oo cpring 2011 \l;\;:“ssudent
sl O |Eq 3183974 |Bailev.Donisha N oy Seenes undergraduate - English | ppomore  [spring 2010 |YStStudent
s| [ |z |3:191547 |parnhartEsniaminc ?Br‘:)?silzr;;;(uax‘;ygmduatg - English | niar Spring 2009 “'n‘—;:‘fst“dg”t
7 O B |sssiirz |eellesiue ;(\anja Sciences Undergraduate - English =Tme st o ao2 Eﬁ;:“sstudent
sl O E:q 2175612 |Blue.Princess Renee ?Bn:)a Sciences Undergraduate - English |, . Fall 2008 \l;\;:“sstudent
s| O | |s182058 |cChervany.Maras & ?B":)’E‘Tﬁ:‘{‘:f:ﬂi”?ﬁ?’ad““e - English [goniar Spring 2005 Vl)‘—:‘t"a"f:“de"

Arts & Sciences Undergraduste - View Student
| O |Eq 3183495 |Clay.Jennifer E Chamistry (BA)/English (BA) Junier Sering 2010|5570

Arts & Sciences Undergraduate - View Student
11| O R |s183459 |Comtndrenw Thester Arts (BA)/English (BA) Junier Sering 2010 5o
12| O |8 |1002565 |cortnillarimee '(‘B":JE Sciences Undergraduate - English |05 more Spring 2010 “'57;:‘?;”2“

Arts & Sciences Undergraduate - View Student
13 O E‘? 1017563 |Cullison,Alisa M Theater Arts (BA)/English (BA) Junier Spring 2010
14| [0 |Bs [s188302 |pershavkaitin ?B":)E Sciences Undergraduate - English (5100 Spring 2011

[ @ & Trusted sites & 100%

Step Action

5. A list of all students in that Academic Plan appears.

ew Student
Cietails

Locate the student for whom you wish to run a What-If Report. Click that
student's View Student Details link.
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R

INIVERSITY
Helo &
Yule Brenner ID: 8991112 @
f studentcenter || generalifo || transfercredit || academics ]
Yule Brenner
T
This Week's Schedule
My Class Schedule
My Plannar MTuThF 8:30AM -
BIOL 308-100 9:20AM Registration Advising Hold
LEC {1328) Wood Building
[other scademic.. 9I® wess .
BIOL 343-100 MWF 11:30AM -
LEC (1334) Lz:z0em
DeGrace Hall 312 =
o Enrollment Dates
BIOL 382-100 T ah DA -
LEC (1341) Clapn Hall 201 Shopping Cart Appointment
PP Your Shopping Cart for the
PHED 28B-100 TuTh 2:45PM - Fall 2008 Regular
PHE (3703) +45BM Academic Session session
Vesle Center is available for use -
. _ March 10, 2008.
PHIL 302-100 TuTh 1:15PM beginning Marc!
LEC (3760) 2:308M
Clark Hall 302
Enrollment Appointment
weekly schedule b You may begin enrolling
for the Fall 2008 Regular
Academic Sassion session
Finances
My Account ~
Account Inguiry =
Ty | QS — [~ agwsor |
You owe 50.00. B
S .00 Laura Hengshald
» Futurs Due 50.00 TEEEAEE
ricecricne sieod i 1S Pollae Genus Spacies v
< | (=
% Local intranet H 100 -

Step Action

6. The Student Center appears.

Click on the other academic... dropdown list.

I other academic... VI

Click the What-if Report list item.

[What-if Report |

Click the Go button.
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W8 CASEWESTERN RESERVE
B G Reeem
»

Home Add to Favorites. Sin out
What-If Report
‘What-if Report Selection
*You may be thinking of changing your program of study and wonder how that change would
affect your progress. You can use this component to set up and request a simulated or
"what-if" advisement report based on alternate programs of study. Click the Create New
Report button to set up your what-if scenario.
CREATE NEW REPORT
Return to | Student Services Centsr v |®
4 Local intranet H100% -

Step

Action

The What-If Report Selection screen appears.

If What-if Reports have already been created for the student, they will appear in
the View a Saved What-If Report list.

To create a new What-1f Report, click the Create New Report button.
| CREATE NEW REPORT |
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WA CASEWESTERN RESERVE

E13
. ~
What-If Report —
Create What-if Scenario
You may be thinking of changing your program of study or taking certain courses. Using this
page, you can set up a what-if scenario based on different academic programs or courses.
Click the Submit button to request a degree progress report based on your what-if
information.
RETURN TO REPORT SELECTION
Career Scenario
Select = career and then select the term for which you vent the change to take place.
Institution [career [catalog Year |
Case Western Ressrve Univ [undergraduate ~| [Fall 2005 v
Program Scenario
The information that appears on the page by default is your current academic infarmation.
You can use the fields balow to sst up a what-if scanario based on one or more programs of
study. You can define up to three scenarios.
Academic Program |Area of Study |concentration |
[Arts & Sciences Undergradu: ¥| [ Philosophy (BA) ¥ [ra >
| Arts & Sciences Undergradu: ¥ | | Biology (82) v| [oa v
| Arts & Sciences Undergradu: ¥ | | Pre-Health v [na v
Course Scenario L
Click the "browse course catalog” button and then select courses for inclusion in your course
vihst-if scenario.
browse course catalog
What-If Course List View All First 1 0f 1 [ Last
v
Done & Local intranet H 100 -

Step Action

10. The Create What-If Scenario screen appears.

The Career Scenario section lists the student's current Academic Career and
Catalog (Requirement) year.

11. The dropdown boxes within the Program Scenario section contain the student's
current Academic Program(s), Areas of Study (Academic Plans), and any
applicable Concentrations within those areas.

Change the values in the dropdown lists to create a new scenario for the student.

To select a new academic program, click the Academic Program list.
Iﬁu‘tﬁ & Sciences Undergradu: VI

12. Select the appropriate program from the list.

Arts B Sciences Underaraduate

13. Click the Area of Study dropdown list.

I Philesophy (B&) VI

14. Select the appropriate academic plan from the list. For example, select a major for
the student.
[Bhysics (BS) |

15. If applicable, click the Concentration dropdown list to select an academic

concentration within the plan.
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Step Action

16. Continue making changes to the Program Scenario section as necessary.

Click the Area of Study dropdown list.

IBiolog',r (BA) VI

17. Select the appropriate plan from the list. For example, select a minor.

[Chemistry (Min] |

18.
Click the Submit Request button.

| SUBMIT REQUEST I

m Please note: This report may take a few moments to complete.

WA Case WESTERN RESERVE
Lm\i‘-llthll‘?( B2k
=3

CWRU What-If Report

WA CsE WESTERN RESERVE
L"N:\'r \ISI;Y{ A

e | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

| >

ID: 9991112 Yule Brenner

Program/Plan Req Term |Status Gradn Term
Unde:

Fall 2005 |Not Satisfied  |Spring 2009
Arts & Sciences Undergraduate Program Fall 2005
Chemistry (BS) Fall 2005
Biology (Min) Minor Fall 2005

Spring 2009

Spring 2009

Spring 2009

este

m Reserve Univ | Undergraduste

This report last generated on  05/13/2008 12:16PM
@racen Prnprogress W planned ? what-

¥ CWRU UNDERGRADUATE REQUIREMENTS [RG0645]

Not Satisfied: Complete minimum requirements for cumulative GPA, units, residency, and
physical education (2005 to Present Handbook)

UNDERGRADUATE CUMULATIVE GPA [R0016]

Satisfied: Ezrn 3 minimum of 2.000 in courseverk st CWRU

P Undergraduate Cumulative GPA

UNDERGRADUATE UNITS TOWARD DEGREE [R0017]

Not Satisfied: Ezrn required minimum units

¥ 122 Total Units
NotSatisfied: Esrn 122 total units

# Units: 122.00 required, 77.00 taken, 45.00 needed

% Local intranst F100% -
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Step

Action

19.

The What-If Report appears.

Beneath the student's name and ID number is the Program/Plan grid, where the
Academic Career, Academic Program, and Academic Plans that were selected on
the Create What-If Scenario screen are displayed. This is the What-If Scenario.

For each item on the grid, the Requirement Term, Status (Satisfied or Not
Satisfied) and Expected Graduation Term are listed.

Note: The Expected Graduation Term reflects the term indicated in the student's
Program/Plan stack. The Term does not change in accordance with the What-If
Scenario.

@ Academic Career: Undergraduate, Graduate, Management or Nondegree

Academic Program:

UGS - Undergraduate Studies (Undeclared)

CASUG - College of Arts and Sciences Undergraduate Program

ENGUG - Case School of Engineering Undergraduate Program

MGTUG - Weatherhead School of Management Undergraduate

Program

e NURUG - Frances Payne Bolton School of Nursing Undergraduate
Program

o Graduate School Disciplines

e Management Professional Disciplines

Academic Plan: the student's major and minor declarations, or Graduate
Plan type. The student can only declare those majors/plans types that exist
within the Academic Program in which he/she is enrolled. Undergraduate
students can declare minors that are approved in multiple Academic
Programs.

Step

Action

20.

Beneath the Program/Plan grid is a legend that describes the symbols that appear
next to the courses listed in the report.

The What-If Report contains the following legend:
'@*5-.&'. 'C) Progress ﬁ Flanned ? hat-if

These symbols appear next to courses in the report that the student has
taken, is currently taking, or is planning to take. Courses with the Planned
symbol indicate that the course is in the student's Planner, which is an
optional Student Center planning tool. Courses with the What-if symbol
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were added individually to the Select What-If Criteria screen from the
Course Catalog (not demonstrated in this process). If a course appears in
the What-If Report but does not have a symbol next to it, then the course is
part of a requirement and the student has not yet taken or planned to take
that course.

Step Action

21. Each broad requirement that the student must fulfill according to the What-If
Scenario is demarcated by a thick solid line, called a header.

The first header includes requirements for the student's Academic Career. It
includes the following requirements:

Cumulative GPA
Units Toward Degree
other requirements by Career

22. The General Requirements header includes the general requirements for the
Academic Program(s) indicated in the What-If Scenario.

Listed within each general requirement are:

The student's status regarding this requirement (Satisfied or Not Satisfied)
Units (or Courses) Required

Units (or Courses) Taken

Units (or Courses) Needed

Also listed are the courses that the student has taken to fulfill the requirement.

23. The Courses Not Applied header contains courses that do not apply to any
specific requirement.

Click the Courses Not Applied Expand Section button.

;@ Throughout the Academic Advisement and What-If Reports are pushbuttons
that look like green arrows. These buttons, called Expand Section and
Collapse Section, can expand and collapse headers and sections.

If a header or section is expanded by default, that typically means that the
particular requirement is not satisfied. When a requirement is not satisfied,
its green arrow button points down. Clicking on the arrow will collapse the
section so that no data displays other than its header or title. Consequently,
this green arrow button is called Collapse Section.

Examples of an unsatisfied requirement with Collapse Section button:

T SAGES SEMINARS AND SENIOR CAPSTOME [RGDG46] ‘
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~ 120 Total Units
Mot Satisfied: Earm 120 total units

If a header or section is collapsed by default, that typically means that either
the section is informational only (not a requirement), or that the requirement
has been satisfied. When a requirement is satisfied, it's green arrow points

inward. Clicking on the arrow will expand the section so that all data within
it displays. Consequently, this green arrow button is called Expand Section.

Examples of a satisfied requirement with Expand Section button:

} COURSES NOT APPLIED [RGOG4E]

‘ i SAGES Writing Portfolio

Step Action

24. Click the Extra Courses Expand Section button.
[b]
25. The courses that the student has completed that cannot be applied to the what-if

scenario appear. Up to ten classes can appear on the screen at one time. Click
the Show next button to see the next ten courses.

26. Click the View All link to see all courses in the section on the screen at one time.

View All

27. To return to viewing only ten courses on the screen at one time, click the View
10 link.

28. Click the Courses Not Applied Collapse Section button to collapse the entire
section beneath the header.
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Step Action

29. The next headers demarcate the Academic Plans and Concentrations (if
applicable) included in the What-If Scenario. Beneath each plan header are the
following data:
Requirements for satisfying the Plan
Not Satisfied or Satisfied
Units (or Courses) Required
Units (or Courses) Taken
Units (or Courses) Needed
Also listed are the courses that the student has taken under their current
program/plan that satisfy these requirements. If the student has not taken any
courses that satisfy the requirements, then the courses the student needs will
appear.

30. Within each plan header are the requirements that constitute the plan. Each plan
has different requirements for completion.
Where there are course requirements, the report will list the courses required,
taken, and needed, followed by a list of the courses that fulfill that requirement.
Courses that the student has taken, is taking, or plans to take are indicated by
symbols found in the legend at the top of the page.

31. This completes the process of creating and reading a What-If Report.

End of Procedure.

Departmental Admin Center: Course History

This business process demonstrates locating and reading the Course History screen, which
displays all the courses that a student has completed, is currently taking, or has transferred to
Case Western Reserve University.

Procedure

Use the Course History process to locate and view the Course History screen in the Departmental

Admin Center.
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CASEWESTERN RESERVE
UNIVERSITY 826 Home Add to Favorites Sign out
Help
Homepage ]
Search:
I ® Student Information System
Wy Favorites Announcements
[> Campus Community
[ Records and Enrollment
1> Curriculum M it . .
s A:;Q:':HTM:QZ,!;T‘E" Welcome to the PeopleSoft Student Information System Training Environment.
I SetUp SACR . . .
I Reporting Tools All the data in this system is for training purposes only and will not affect the production environment.
[> PeopleTools
— Homepaae
— Confidentiality Aareement
— Announcemenis
< >
Done % Local intranet F100% -

Step Action

Click the Campus Community link.
[- campus Communit]
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Search:
[+ My Favorites
[- Self Service

A

Waintain bio/demo information about people and organizations, maintain 3C information

E" Departmental Admin Center
Administrative Information by Department

— Departmental Admin
Center

[ Records and Enrollment

> Curriculum Management

[» Academic Advisement

- Reporting Tools

— Homepage

— Confidentiality Agreement

- Announcemenis

W8 CASEWESTERN RESERVE
Fg\ Campus Community

[@ « Trusted sites H100% -

Step Action

Click the Departmental Admin Center link.

Departmental Admin
Center
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CaSEWESTERN RESERVE
BUNIVERSITY 826 Home Add to Favorites Sign out

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

Find an Existing Value
Search by: Academic Planbegins W““l:l
Search | Advanced Search

[+ My Favorites
[- Self Service
= Campus Community

— Departmental Admin
Center

[- Records and Enroliment
[ Curriculum Management
[+ Academic Advisement
> Reporting Tools
- Homepage
— Confidentiality Aqreement

|— Announcements

Done [@ « Trusted sites H100% -

Step Action

3. The Departmental Admin Center search screen appears.

Click the Search button.

4. All student Academic Plans to which you have access appear in the search results.

Select the appropriate Plan from the list.

Please note: If you are missing Plans to which you should have access, or if
you are seeing Plans to which you should not have access, please send an
email to reghelp@case.edu for assistance.
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CASEWESTERN RESERV
UNIVERSITY .
EGL-BA English (BA)
Department Roster
?Vlew FERPA Statement
Select display option: (& tink to Photos (D) Include photos in list
1-83 of 83 " Last
Notify | Photo|1D Name Program and Plan Level _IE_::’“'.:"" ;zisbt"d’"t Release Advising Hold
1| O |ER |oos1111 |abbott-Hill.luke '(‘B":)E Sciences Undergraduate - English | homore  |Spring 2011 V_%“d”‘t
z| O |E& [sss1111 |Abbott-sillLuke x:::g::i:i (“B":)E’Q’Eduatg - Sophomore  |Spring 2012 V_ﬁ“d”‘t
3| O |k |=172799 |abrev,aleizndro A ?B":)?Hf:t‘s;‘?;:;dygmd““e - English | ganior Fall 2008 ;ﬁ“de”*
4| O |Ea |3185745 |Backmann.ion ) ?anja Sciences Undargraduste - English | oo o Spring 2011 \l;;i;‘s:udent
sl O |Eq 3183974 |Bailev.Donisha N oy Seenes undergraduate - English |oophomore | Spring 2010 Vf%“de“
s| O |Ek |s181847 |BarnhartBeniamin ¢ ?Br‘:)?silzr;;;(uax‘;ygmduatg - Enalish | sanior Spring 2009 V_%“d”‘t
2O B [essrirz [eelesie oo Sciences Undergraduste - English |15t Time 35t o000 2012 \éwelaf“sstudznt
gl O |Br |=175612 |Blue.Princess Renee ?Bn:)a Sciences Undergraduate - English |, g, Fall 2008 ;ﬁ“dg”t
o| O B |ssec0ms |crenonsitemee |t & Scancas Underaradunte - cnglin |, S e
| [ |Eq 3183495 |ClavJennifer E é’z:;ﬁ?ﬁ,‘é::ﬁ;ﬁ’fgﬁte - Junier Spring 2010 Vf%“de“
1| O [BR |3183469 |Cosandreww #ﬁ;j‘kﬁﬁé;‘g:g’ﬁ;di‘;ﬁ - Junier Spring 2010 V_%“de”‘
12| O |8 |1002565 |Cortnilclarimes '(‘B":JE Sciences Undergraduate - English | o homore  |Spring 2010 V_%“d”‘t
13| O |E8 |1017562 |cullison,alisa m ?EELS,[:E?;:)?S:ES%S;)E ) Junior Spring 2010 | Lz Student
14| [0 |Bs [s188302 |pershavkaitin ?B":)E Sciences Undergraduate - English (5100 Spring 2011
[ @ & Trusted sites & 100%

Step Action

5. A list of all students in that Academic Plan appears.

ew Student
Cietails

Locate the student for whom you wish to view the Course History. Click that
student's View Student Details link.
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E13
Helo &
Agatha Christie ID: 9991113
( student center Wf general info transfer credit \]( ]
Agatha Christie
SEARCH FOR CLASSES
This Week's Schedule
My Class Schedule
Shomping Cart Class Schedule = L
e — Holds =
My Planner MW 10:30AM -
11:20AM No Holds.
_ Wickenden
[other academic.. @[ 11735550 Building 322 ~ Enroliment Dates
F 10:30AM -
11:204M Open Enrollment Dates
Bingham 305
TuTh 1:15PM -
BIOL 301-100 4:15BM T Advisor
LAB (1327) Millis Science Ctr
228 Program Advisor
B10L 340100 TuTh 10:00AM - o= (e
(eC (1333) 11:15AM
Clapp Hall 108
BIOL 343-100 T rhia0AM -
LEC (1334) N il 312 ~ Academic Document Links 5
BIOL 390-104 TBA Order Officizl Transcripts
RSC (1366) To Be Anneunced Order Enrollment Verification
BIOL 395-100 M 2:00PM - 2:50PM
RSC (1373 Sears 480 =
(2373 . Other Academic Links
TuTh 2:45PM -
BHED 28B-100
BHE (3703) 3:45PM Blackboard
Veals Center MadiaVision Courssvars
weekly schedule b
~ Other Financial Links
= Financial Aid briefCase
Finances
My Account @ You have no outstanding charges.
Account Inguiry A
] I =
% Local intranet w100 -

Action

The Student Center appears.

Click on the other academic... dropdown list.

I other academic... VI

|Course History

Click the Course History list item.

Click the Go button.
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“ASEVWESTERN RESERVE
I sk WESTERMRESERVE

_Home Add to Favorites Sign out
S
Agatha Christie ID: 2991113 a
My Course History
Select Display Option Sort results hy
® Hide courses from My Planner Then by
() Show courses from My Planner ot
@roen Eronstered D 1n progress
Course Description |Term |Erade | Units‘status ‘
AMST 117 Intro to American Studies Fall 2007 A 3.00 @ m
ANTH 102 Being Humn Intr Soc/Cul Anth | Fall 2004 A z.00] @
ARTH 102 Art History 1T Spring 2008 z.00] &
ARTS 220 Photography Studio [ Fall 2004 A 3.00 @
BIOL 214 Genes and Evolution Spring 2005 A 4.00 @
BIOL 215 Cells and Proteinz Fall 2005 A 4.00 @
BIOL 216 Spring 2006  |A 400 @
BIOL 300 = | Spring 2007 A 3.00 @
BIOL 301 r |Spring 2008 3.00) &
BIOL 326 Genetics Fall 2006 A 3.00 @
BIOL 340 Humzan Physicleay Spring 2008 3.00| &
BIOL 343 Microbiology Spring 2008 z.00| &
BIOL 346 Human Anatomy Fall 2007 A 3.00 @
BIOL 251 Fall 2008 A 4.00 @
BIOL 388 Spring 2007 |A z.00 &
BIOL 390 Adv Underaraduate Resssrch Spring 2008 2.00 &
BIOL 395 Researd h Discussions Spring 2008 1.00|
CHEM 10 Reinrinlas of Chamisio T Eall 2004 s ool @ ot
Done 4 Local intranet F100% -
Step Action
9. The My Course History screen appears. All courses that the student has taken, is

taking, or has transferred are listed.

Displayed are columns for Course, Description, Term, Grade, Units, and
Status. The Status column uses the legend at the top of the page.

;@ The following legend appears on the My Course History screen:
@T':-{E' “'::'"'-":'-;"T'.-"-:-.f G In Progress

Taken: the student has completed this course and has been assigned a
grade, or has withdrawn from the course (indicated by a grade of W or
WD).

Transferred: the student transferred credit from another institution
(indicated by a grade of TR), submitted Advanced Placement (indicated by
a grade of AP), or took a Case Proficiency test (indicated by a grade of PR)
and was given credit for completing this course.

In Progress: the student is currently enrolled in this course.
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W8 CASEWESTERN RESERVE
I ok VYESTERNRESERVE

_Home Add to Favorites Sign out
S
Agatha Christie ID: 2991113 a
My Course History
Select Display Option Sort results hy
® Hide courses from My Planner Thenby| ™)
() Show courses from My Planner ot
@ raken P rransferrad @ 1n Progress
Course Description |Term |Erade | Units‘status ‘
AMST 117 Intro to American Studies Fall 2007 A .00 @ =
ANTH 102 Being Humn Intr Soc/Cul Anth | Fall 2004 A z.00] @
ARTH 102 Art History 1T Spring 2008 3.00| &
ARTS 220 Photography Studie 1 Fall 2004 A 3.00 @
BIOL 214 Spring 2005 |A 400 @&
BIOL 215 Fall 2005 A 400 @
BIOL 216 Spring 2006 |A 400 @
BIOL 300 Dynamics of Biological Systems  |Spring 2007 |A .00 @
BIOL 301 Biotech Lsb: Genes/Genst Engr | Spring 2008 3.00 &
BIOL 326 Genetics Fall 2006 A 2.00 @
BIOL 340 Human Physiology Spring 2008 .00 ¢
BIOL 343 Microbiology Spring 2008 3.00| &
BIOL 346 Human Anstomy Fall 2007 A .00 @
BIOL 351 Principles of Ecology. Fall 2006 A 4.00 @
BIOL 388 ndergraduate Resear: Spring 2007 |A z.00 &
BIOL 390 Adv Underaradusts Resesrch | Spring 2008 2.00) ¢
BIOL 335 Resear h Discussions Spring 2008 1.00] ¢
CHEM 10 Brincial £ Chamistno T Eall 2004 a onl (2 hd
Done 4 Local intranet F100% -

Step

Action

10.

By default, courses are listed alphabetically by subject area and catalog number in
the Course column.

Click the Sort results by dropdown list to select a different sort order for the
Course History.

I

11.

Select the appropriate sort order. For example, click the Term list item.

_'
o
i

12.

Click the Sort button.

13.

The classes reorder by the selected sort criterion.

14.

Click the Then by dropdown list to select a secondary sort order.

I

15.

Select the appropriate secondary sort order. For example, click the Grade list
item.

Grade

16.

Click the Sort button.
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17. The courses reorder again to match the primary sort criterion, followed by the
secondary sort criterion.
18. Click the Cancel button.
Cancel
19. This completes the process of viewing a student's Course History screen.
End of Procedure.
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Glossary

Academic  Academic Career classifies both students and curriculum as belonging to one of
Career nine groups: Undergraduate, Graduate, Management, Law, Medicine, Applied
Social Sciences, Nursing, Dental, or Non-degree.
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