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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. 
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Step Action 
1.    

Click the Campus Community link. 
 

 
  

  

 
Step Action 
2.    

Click the Departmental Admin Center link. 
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Step Action 
3.   The Department Admin Center search screen appears. 

 
Click the Search button. 
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Step Action 
4.   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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Step Action 
5.   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. 

6.   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. 

7.   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. 

8.   The Notify column contains checkboxes whereby students in the list can be 
marked to receive an email from you. 
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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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Step Action 
10.   The student list can be filtered by student Level (Senior, Junior, Masters, etc). 

 
Click the Level Filter dropdown list. 

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

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. 

15.   Click the blank space in the dropdown list. 

16.    
Click the Apply Filter button. 
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Step Action 
17.   To see a student's Student Center, click the student's View Student Details link. 
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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). 
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Step Action 
19.   Access to additional screens can be found in the other academic... dropdown list, 

including: 
 
Academic Requirements and What-if reports (Undergraduate, Graduate, and 
Weatherhead students only) 
Course History 
Exam Schedule 
Grades 
Unofficial Transcript 
 

 

 

Please see the following manuals for additional information on selected 
items on the other academic... dropdown list: 
  
Departmental Admin Center: Course History 
Departmental Admin Center: Requesting an Academic Advisement Report 
Departmental Admin Center: Creating What-if Reports 
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Step Action 
20.   If the FERPA Shade icon appears, then the student has restricted the release of 

his/her information. 

 
 

 

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  

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 
information. 

 
Step Action 
21.   Click the Academics tab to obtain additional information about the student. 
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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) 
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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. 
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Step Action 
1.    

Click the Campus Community link. 
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Step Action 
2.    

Click the Departmental Admin Center link. 
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Step Action 
3.   The Department Admin Center search screen appears. 

 
Click the Search button. 
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Step Action 
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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Step Action 
5.   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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Step Action 
6.   To see a student's Student Center, click the student's View Student Details link. 
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Step Action 
7.   The Student Center appears. 

 
Click the General Info tab. 
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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. 

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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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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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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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 
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 

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. 
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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. 
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Step Action 
1.    

Click the Campus Community link. 
 

 
  

  

 
Step Action 
2.    

Click the Departmental Admin Center link. 
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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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Step Action 
5.   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. 
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Step Action 
6.   The Student Center appears. 

 
Click the other academic... dropdown list. 

7.    
Click the Academic Requirements list item. 

8.    
Click the Go button. 
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Step Action 
9.   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 ID 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: 

 
  
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.   
 
  

  

 
Step Action 
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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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: 
  

 
  

 
 

 
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. 
 

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. 



 
Training Manual

Departmental Admin Center
 

 

 Page 33

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-If Report. 
  
A What-If 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-If 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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Step Action 
1.    

Click the Campus Community link. 
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Step Action 
2.    

Click the Departmental Admin Center link. 
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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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Step Action 
5.   A list of all students in that Academic Plan appears. 

 
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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Step Action 
6.   The Student Center appears.   

 
Click on the other academic...  dropdown list. 

 
7.    

Click the What-if Report list item. 
 

8.    
Click the Go button. 
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Step Action 
9.   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-If Report, click the Create New Report button. 
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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. 

12.   Select the appropriate program from the list. 

13.   Click the Area of Study dropdown list. 

14.   Select the appropriate academic plan from the list.  For example, select a major for 
the student. 

 
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. 

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

18.    
Click the Submit Request button. 

 

 

Please note: This report may take a few moments to complete. 
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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    
• NURUG - Frances Payne Bolton School of Nursing Undergraduate 

Program   
• Graduate School Disciplines   
• 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:  

 
  
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: 
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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: 
  

 
  

 
Step Action 
24.   Click the Extra Courses Expand Section button. 

 
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. 

 
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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Step Action 
1.    

Click the Campus Community link. 
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Step Action 
2.    

Click the Departmental Admin Center link. 
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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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Step Action 
5.   A list of all students in that Academic Plan appears. 

 
Locate the student for whom you wish to view the Course History.  Click that 
student's View Student Details link. 
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Step Action 
6.   The Student Center appears. 

 
Click on the other academic...  dropdown list. 

 
7.    

Click the Course History list item. 
 

8.    
Click the Go button. 
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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: 

 
  
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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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. 

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

 
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. 

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

item. 
 

16.    
Click the Sort button. 
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Step Action 
17.   The courses reorder again to match the primary sort criterion, followed by the 

secondary sort criterion. 
18.   Click the Cancel button. 

 
19.   This completes the process of viewing a student's Course History screen. 

End of Procedure. 
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Glossary 
 
Academic 
Career 

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