


NOTE

At the time of publication

not all functionality described
is available. Please visit the
project website for updates.

www.case.edu/projects/erp/sis

The Student Information System (SIS) provides a secure, flexible, web-based environment for
creating and managing academic records.

The new Student Information System (SIS) includes some new terminology which will be displayed
in bold throughout the guide. A glossary of new SIS terms, their previous equivalents, and
detailed definitions are included on pages 22 and 23 of this guide.



Dear Students,

Welcome to Case Western Reserve University and to the new
Student Information System (SIS). As executive sponsor for the SIS
project, | am excited for the Case community to discover what the
system has to offer.

The SIS is a secure, flexible, web-based environment for creating
and maintaining academic records. Highlights include:

® Web based system that you can access anywhere, anytime

e Easy access fo your academic information

® Enhanced degree audit reporting with capability to integrate
directly with the registration process

* Ability to create a “what if” degree audit report

e Electronic Planned Program of Study to assist graduate students
with degree progress

* Semester schedule and configurable weekly schedule

® Access to financial information

e Easily add/update personal information

* Ability to create an authorized user account

Replacing the University’s aging and unsupported student system
with a robust and powerful on-line system has been a major
endeavor. The project team has put countless hours into making it
a success, and now you will be able to experience the fruits of
their hard work.

If you have any questions regarding the new system, please do
not hesitate to contact the project team. Please see the Contact
Information section of this guide for a list of SIS resources.
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DONALD L. FEKE
Executive Sponsor for the Student Information System
Vice Provost for Undergraduate Education

WELCOME TO SIS



HOW TO SIGN IN AND O

Sign in is simple and secure.

The URL to access the system is www.case.edu/erp/sis

You will sign in using your Case Network ID and the

associated password. userio: I
Passworth |
S |
. ETEREFEES \‘TARNIN(; EEEHEEES
TP User ID qncl pCISSWOfCI are case sensitive. This Is a private system. Unauthorized access to or use of this
X system s strictly prohdbited. By continuing, you ecknowledge your
Save the URL as a favorite. awareness of and concurrence with the Acceptable Use Policy of Case
Western Ressive Unlversity, Unauthorized users may be subject to
B criminal prosecution undar the law and are subject to disciplinary
NO VPN feqmred. action under University polides.

Once in the SIS, do not use your Internet browser’s Back
button—this could cause you to lose information.

Office of the Reqistrar MyCase Portal ERP SIS Project

SIS Sign-in



Sign out.

Once inside the system, you can log out by clicking the Sign Out link
on the blue tab in the upperright corner of any screen.

IMPORTANT SECURITY FEATURE The SIS automatically signs
you out after 20 minutes of inactivity.

HOW TO SIGN IN AND OUT
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STUDENT CENTER: OVERVIEW

The Student Center is the main launching tran Studant — ©
point for accessing academic, financial and - T — &
Search
. . Plan s Schedule
personal information. = @ e T
My Acadamics 15C (118 o ﬁ::\:ﬁ:‘:m
| ethar ncad.m_5® i.:ec‘-}.'{a;:%)ma ﬁ%’éﬂ::: ':E!
MWE 2 S0AM -
e Ei
Academics, is at the top of the screen in the Student Center. From e sazsas T
. . ‘ Te 82 Anmeuncas
here you can view your weekly class schedule. There are also links to P st 3005 -
. q PHE (6042) .
other academic features of SIS, such as Enrollment, Course History FEAS M
PHED 17A-1DC = z0em
and Grades. #e (s259) s S
= TUTH 1:15P8 -
: , : T -
Finances, beneath Academics, enables you to view an account po “*“"“'0
summary. It also contains other financial links such as Account Inquiry, A m——
. . . . . . Your #aaith Fea nas not baen waived W
Account Activity, Charges Due, Payments and Pending Financial Aid. for the Fall 2008 semestar
You can also access your bill and make an online payment. - oo |
My Account Aceaunt Summany
. . . feeout Inguiry You owe 18,651.00; :
Personal Information, directly below Finances, allows you to update ® o 5 =
g q - Siheed. B o Butura Buc. 1863400
your contact information. From here you can set up Authorized e e ) F
Users, set User Preferences, update Emergency Contact information e Far— o
and more.
Aushorized bLzsrs 'Cantact Informaton
Lemograph Dota Hems Cunent
e 25 o st hane
s Anpwhers, OH 43108
@ 216/053-5033 kna.studentfcase e
other gersonal.. R

Student Center
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Academic Links. These links allow you to access additional 6 Personal Information. View and update contact information
functionality of SIS including grade reports, Advisement Reports including home and current address, home phone number and
and What-If Reports. email address. Also link to authorized user setup and emergency

contact information.
This Week’s Schedule. Displays information on the classes in

which you are currently enrolled. To view your weekly class 7 Search For Classes. Click the Search for Classes button to transfer
schedule in a grid format click the Weekly Schedule link at the to the searchable schedule of classes.

bottom of the grid.
8 Holds. Displays any holds associated with your record. You may

Enrollment Shopping Cart. Click the enrollment shopping cart link click the Details link for more information.
to view the Shopping Cart screen where you can select the
classes you wish to enroll in prior to your Enrollment
Appointment date. Once classes are in your cart you can
“validate” them to see if you have everything you need to register.

9 Enrollment Dates. Displays information on when you can access
the Shopping Cart and when you may begin to enroll in classes.

10 Adpvisor. Displays advisor(s) name and contact information. You

Health Waiver. This link allows you to waive the health insurance may click the Details link for additional contact options.

fee each semester. The CWRU Medical Plan fee is automatically
charged on a per semester basis to students registered for one or
more credit hours.* If you have health coverage you are eligible
to waive the Medical Plan fee.

11 Links. These links will allow you to access additional academic
and financial resources.

Finances. View account information and make payments from this * No medical plan fee is charged for the summer Term.
section. You can see summary and detail information as well as
pending financial aid and charge and payment history.



STUDENT CENTER: CLASS SEARCH AND REGISTRATION

The Search for Classes screen provides a \ma Stadent — ®
variety of criteria to refine your search. [ s e Yo o s ]l o4 sehasming ol
| gearch for ciasces || browse course catalog |
Search for Classes
Enter Search Criteria
1 The Term drop down list allows you to select the appropriate Term. i Hm;,:,m = ::
You must select a Term. Select ot lzast 2 search eritevia, Click Saarch te view your search resuke.

Clags Search Lriteria

2 Enter the Subject under which the course is listed in the Catalog, or
click the Select Subject button to view an alphabetized list of 3
subjects from which to choose. Course Career teamaie; Undergradiste

Academic Group | =
9 Elores typus Somsass iy

use additizaal Seaich Criteria to narow your search results,

3 Enter the course number that identifies the course in the catalog.

4 The Course Career drop down list allows you to select the g - - o oo i
; . Diary of Wauk [Taclude Ooly Theze Days |
appropriate career for the course you are searching for. Fon. Tl [inet Dt Elo Tioer Flow
o Instractor Last Name  [iz cumclly W) |
5 The Academic Group field lets you narrow your results to courses Clace nbs T Tp——
in a particular academic group, for example the Schools of Coursakoyword |
Engineering and Management. L s e
" Course Component [ ]
6 Limit your search fo particular times, days of the week, instructor, Measion : ‘j'
Canipus 2. |
and keyword. a Sk | =
Course | ~
| Course List | 3'

CLEAR CRITERIA SEARCH I 0

Search for Classes
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7 Course Component, Session, Campus, Building, Course Attributes,
Course Lists enable you to refine your search even further, for
example, a lecture in the regular academic session at Case
Western Campus in the Peter B. Lewis Building.

8 Click the Search button to see the results.

w FSOC 100 - First Seminar

sectipn LDD-3EM/3TES Status @
Session A=gular
T
Days & Times it | Tnstructor Mecting Dates
(Capacity) ’
1 apao
~ n il i
MW S0DAM - 10:15AM %{fhl = DR/25/2008 - 13/05/1008
W IZ:I0PM - 11435M e S staff DBIZ/20G8 - 1202008
* Announced - "

Class Search Results

Registration.

SIS makes it easy to register for classes. There are a number of ways to
search for classes and add them to your Enrollment Shopping Cart.

As you have seen in the class search section, there are a variety of
search criteria available to help you find the classes that you would like
to register for. You can also add classes to your Shopping Cart from
your Academic Requirements and your Planner (links to both can be
found in the other academics dropdown list in the Student Center).

For more information on the features of the Enrollment Shopping Cart
please see page 8 of this guide.

SIS also provides the ability to easily drop, add and swap classes
during the drop/add period. Please see page 10 of this guide for
more details on this feature of SIS.



STUDENT CENTER: ENROLLMENT SHOPPING CART

The Enrollment Shopping Cart holds the [ G esRn Reserve
classes you select from the schedule until

ima Student sete . E

rer nroll. :
you are ready to enro — e |
| iy plarner !l shepping cart " cow se history |

Sheopping Cart

q 2 ’ 8 N Ad i
Even if your Enrollment Appointment date hasn't arrived, or if your ATy Seiiur s

advisor hasn’t removed your registration advising hold, you can still
put classes in your Shopping Cart. Once your Shopping Cart
appointment date has arrived you may begin placing classes in your
cart (see the Enrollment Dates on the Student Center for your 8- - Wi

Uss the Shopping Cart to temporarly save clacees urtll it i time to encel for this term.
Click Validats te have the system chaok for possibie conflicts prior to erroliing,

Fall 2008 | Undergraduate | Case Western Reserve Univ

Shopping Cart and Enrollment start dates). gee— R
Enter Class Mbr Salack Class Days/Times o IYREQFI}rt\DI' ”nih. Status
Many students choose to validate their Shopping Cart ahead of their ~ NN p amumems WeomeaEgead | o @
Enrollment Appointment to see if there are any potential problems o ECON 102103 MW= 2:30AM - Petec®
g g (@) Cigss Seanh O (z586) 10t20AM tamsamy |SoBewisin 200 @
that would prevent registration. - e o
DMy Raguiremanis 32,0000 Gohedubed
' i ESCC 100-I01 M E2:30FM - Toke
Oty Slanner o y Secued meE 400
R T .
search | 1:452M announced
From the Student Center click the enrollment shopping cart link to get HATHI2S101 MOS O30 - To ke T
. . 9 O {4342] 2:3DAM Shaddal [Cobsras T @
started. If more than one Term is open for enrollment, you will be MATH £25-428 Ti21:354M - ToBe
0 o g 0 0 {838€) JE:ZIPM Announced | SR .
offered a choice of Terms. Select the appropriate Term by clicking in - :
its radio button. Click Continue. for smiactod, _dsiete| _validate | _ewrail|

900

Shopping Cart




1 Enter the Class Number, if you know it, to add that class to your 8 You must click the Enroll button once your Enrollment Appointment
Shopping Cart. date has arrived in order to register for the selected classes.

2 Select the radio button next to Class Search to select a class from
the searchable schedule of classes.

ima Student [s0ta . “|®
3 Select the radio button next to My Requirements to select classes — ) s 1 . T |
from a list of your graduation requirements. | my plenner [ shopping cert I courss history |

Shopping Cart

Add Classes to Shopping Cart @

Wiaw the Fellowing status report For enrelimant confirmstiers and ewers:

4  Select the radio button next to My Planner to select classes from
your Planner. To use this feature you must have added classes to
your course Planner.

5 This grid shows classes that have already been added to your o on i aca B socecca movan
h i t. | Dascription | Mascags [etaree

hopping Cor M ses (oxtesds e

6 The Status column shows one of three icons to indicate the status i ::’*ﬁ‘—— P Ty e e L
of the class [rovn A e S ki bt it ¥ il Shie Vi, | ®
An Open icon (@) would indicate the class is open. STRRING CAET |
A Clos.e.d icon (M) wou|<.:| |n.c||cote the ?loss is .clo.sed. ST
A Wait icon (A) would indicate there is a wait list. MySlanser Shogping Car Course Histosy

. . seie . «®
7 Once classes are in your cart, choose one (or more) and click

validate.

Validate Results

7a Once you click validate a status report appears. The validation
process checks for time conflicts, prerequisites, and the need for
instructor or departmental permission. There is a status indicator
and a message displayed next to each class. The message lets
you know if the class is OK to add to your schedule, or if a
potential problem could keep you from registering for a class.
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REGISTRATION > DROP/SWAP

What if you need to drop, add or swap S e ®
a class? | = e o)
| Iy Class schedule || add é drop | swapg || edit || 1erm Informanon ” PEITISSIONS |
Drop Classes B
1. Select classes to drop o
Drop Select the classes to drop and clisk Drop Selected Classes,
Click on the Enroll link in the upper left hand corner of your Fail 2008 | Undergraduate | Case Western Reserve Univ
Student Center.
Wenniae @ccomed  Bwse istad
Select]  Cass Descripti Days/Times. | Room | Instructor |Units  Status.
1 Click the drop tab to see a list of your classes to drop. A gt o _;ﬁﬁ:{"“‘" B gz l‘;;;‘ O lessan aeo o
= _ »mnn.# e —— = e —
2 Select the class you want to drop a O S Mommmcrns. (S S e |[nSeeds | 200 ¢
i og Pdeerees sy Toze 5. '
3 Click the Drop Selected Classes button. O |isess! e " (31500 Arnoimees | wiarnl | i
k T . |
il e !?:.7:?;- L i el 7. Sutksr imwi v
DROP SELECTED CLasses | e
L My Fall 2008 Class Schedule

Drop Classes
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4 Confirm your selection and click the Finish Dropping button.

ima Stucent [FERTI— )
| search ][ Flan } Enroll iy Academics

| my class schedule || add || drop || BWap || edit || 1erm information ” pEMMissions |
Drop Classes M@

2. Confirm yvour selection

Click Firnish Dropgeng (o process your drog reguest, To exil without dropping
these classes, chck Cancel,

WWeEnroli=c .Z repped B Nak Listed
Class Description Days/Times Room Instructor | Units .si-u--}
P Rod: wall
PHED 1368-18 p MW 2:005M - ToBe i
Climbing {2nd o
Wi} { Phys £d) 2:50PN Announced |Kaufman

EANEZEL PREVIOWS | Finisk DROPPING | 0

Confirm your Selection

REGISTRATION > DROP/SWAP

A results screen will appear to show the results of the drop.
There are a few reasons why your drop may be unsuccessful:
e It may be outside of the drop/add period.

* You may need permission to drop the class.

NOTE Please contact your school for policy and procedure on
dropping classes for each Term.

ima Student =
[ semon Pran I ewon ][ yscesemies |
| my closs scoeaute || ade || aop || swap | ear || [ e |
Drop Classes [ﬂ—EI—E

3. View results

¥eew the results ef your esrellment request, Chck Fix Errors to maks changes te your

reguest,
Fa 5 Ce Jestar
« Success: digpped a Errer. usabis o drop cass
|Class |Status |
Success: Thiz clazs has b 4 from
i A xh“u‘; =l == besn remore your | of

Iy CLASS SCHEDULE |

Drop Results

Drop/Swap continued on next page
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Swap lets you drop and add a class at the
same time. You will only be dropped from
your old class if you get into the class you
are adding.

Swap

Click on the Enroll link in the upper left hand corner of your
Student Center.

1 Click the swap tab to go to the Swap a Class screen.
2 From the drop down list select the class you wish to swap.
3 Choose a class that you wish to swap to. You can:

a Perform a class search and select a class from the searchable
schedule of classes.

b Select a class from your Shopping Cart.

¢ Enter a Class Number (if you know if).

REGISTRATION > DROP/SWAP

Ima Student gote .. - |
[ Search H Dlan ][ Enrall 1 Uy Academics

|| term information || permissions

£ SEISEY

| mvdassschedule || sdd | drop || swas | edit

Swap a Class

1. Select a class to swap

Select the class you wish te - swap than select the dlass you wish to replace it
with:

Fall 2008 | Undergraduate | Case Western Reserve Univ

Swap Thie Clase

Saloct from your schaedula | MATH 125: Math/Calc LEe/ManiSoci Sci 1 V|

With Thiz Class

Search for Class | Clazs Szarch ﬂl search |
______ —

Salect from Shopging Cart [MaTH 126-108 Lec (4550) | seleet |
______ .

Entar Class Nbr " antar I

l My Fall 2008 Ciags Schedule

Swap a Class
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4 Verify your selection and click the Finish Swapping button.

Ima Student [se e . |
[ sean ) mm ) ewar ][ wycosemes |
| myciass schedute |  ada || amp || ewap || edit || term iniormstian | parmissions |
Swap a Class —
oH&-=

2. Confirm vour selection

Click Finish Swapping to precess yeur swap regquest, Te exit without swapping
these dasses, chick Cancsl,

Class Description Days/Times Room | Instructor | Units |Status|
Makh/ Cale ; y |
W =100 . |mwreaoeM - |Te Be . |

Life/Man/Sac 400 o

{2532 iy ;  |o:20Am Scheduled | Contenza
Maith/Calc

MATH 125-121 : . [TuiiEseM- |TeBe
Life/Man/Soc ; L |stafE 4

{8336} S. .l {'. £5 .. lnh) 1Z2:23PM Announced

T Wilh this class

@
Class Description | Days/Times Room

| TuTh 4:309M - |To Be

it oF the 5:45PM t | &nnsunced
FSCC 100-108 = M 12:300M - To 2=

3794) :"B'"" g 14500 Soetided | 2o @

n—— W 12:308M - To Be

‘1 r4EPM Annsunced

CANCEL ] FINISH SWAPPING |°

The status column shows a +" which indicates the class swap
was successful. An % would appear with a message indicating why
the swap was unsuccessful.

ima Student @0 to ... A®
( Search ]i Plan }f Enroll My Academics |
| my ciass schedule |  add || drop | swap || edit || term information || permissions |
Swap a Class

OHEHE

3. View results

Wiew the results of your swap request. Click Fix Errors to try and correct the problems
Fsted below or charge your swap choices.

=sll 2008 | Undérgraduste | Cose Wosten Rasatva Un

’1. x:rr.- rabla 1o swep dass
Class - |
s F;cn;vl;;s Success: This diass has been replaced. o

My CLASE SCHEDULE |

Confirm Your Selection

REGISTRATION > DROP/SWAP

Swap Results
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STUDENT RESOURCES: VIEWING COURSES & GRADES

There are a few ways to view courses and Course History
grades. Use the Course History screen, The Course History screen shows the classes that are completed, trans-
Grades screen or Unofficial Transcript to ferred or in progress. The grades are shown for courses that have

been completed.

see your grades and a list of courses.

Ima Student @ete ... [
These screens can be accessed from the .
) search I Pian Enrol [ Mycsdemies |
Student Center using the other academic A p———
drop down list.
Select Display Option Serk rasulte by | .
(#) Mide courses from My Planner el =
Oﬂuw eoursas fram My Planner - vt I in
o~ <
other academic... j Sume [srascripnon [roem [Grade | unms| statun
- 3 >3 Being Hurmr Il Sog/Cul Antl I i e O
Academic Planner :::i:: P — E:‘;:m = | :: @
- - Aomre i viumen Evebabon | oo
Academic Requirement = 5 : e -
Apply for Graduation e o ! all 2006 e 3.00
Class Schedule ‘B1CL 214 Genes and Evshution |spmg 2oy & soz| @
Course Hi5t|:|.r5,r ..‘.'_B"J.’._! :—_'m—'iaf‘“ﬂf w.n_:uns ‘_ | _‘.'.a? '
Enrcllment: Add BICL 216 Craanizmi aod Scosvatens | Sprng 2008 #.00 -
Enrollment: Drop CHEM 105 Drinciples of Chemistry T :mzixve & 200 @
Enrcllment: Edit [0 |Pencilienf Charsisto 28 i i | =00 @
Enrallmant: Swap CHEM 113 |Principles of Chemistry Lab éswi-uzm‘ a 200! @
Ewam Schedule CHEM 223 Liftfo to Graanic Chermistry | |Fat 2007 A | mem =]
Grades MMM |imoteOmencCwmmnl Semp30e | | 30 @
Requestfor Withdrawal CHEM 233 ioie Dmans Chemisbylap] |Fal2007 (A 200l @
Transcript: View Unoffig (CHEM 234 |lowe Drganc Cremsky sl Ssong 2008 | 2w O
What-if Report
other academic... Course History

Other academics Dropdown List

14



Grades

The View My Grades screen lists your grades and grade point statis-
tics by Term.

L \b]i \'VLTERN thm\ I
NIVERS i
View My Grades
Fall 2007 | dergraduate | Case W Liniv dimmtu-m|
¥ Class Grades - Fall 2007
Class |Description | umits| Grade| Erade Points]
BIGL 215 Cells and Broteins 4.00 A 16.008
,:n;r:_i to Organic Chemistry %P0 a 12 woo
CHEW 333 ‘::lblrc; Qrganit Chemistry soo A P
HSTY $12 Intro to Amierican History ‘F.00 A 12.000
USsy 255  Viclonca snd Idantity =00 A iz,c00
¥ Term Statistics - Fall 2007
From From | combined | cumuk 1
Enroliment Credit Term Total Total|
Total Grade Points | enoon €0.000 | 136,000
Graged units towards GPA | asoeo | tzam] | 49,800,
Graded units not for GPA
In progress units
GPA*T 4.000 4.000 4.000

View My Grades

STUDENT RESOURCES:

VIEWING COURSES & GRADES

Unofficial Transcript

Your cumulative grade report/unofficial transcript is updated at the
end of each Term. It shows the courses you completed, the grades
you received, and your statistics per Term.

L IASEWESTERN RESE RVE

UNIVYERSI

Ima Student fgat=.. =
 searen Il Pian T Enrall [ myacsdemics |
View Unoffieial Transeript
Cheese an institubion and reper tyre and press View Raper:
=this process may take a few minutes to complete. plesse do not press
&Ny gther DUTTORS O7 INKS while Drocessing is takng place™
Academic Tnstitution tl_WI*mnl:B-;_v‘ : '&l
Roport Typa | Cumilative Grads Aapst W wiaw raport |

Informetion For Students

Dlazza cansidar this grade rapott 2 "Bata" releass, Oficial irm:riphgqm at thc

end of Mzy Z008. Flesss report any emars o discrepances £o the University
Registrar's Cfiice AZAD at reghalp@eass adu. Thank rau,

View Al ResvssTED BeoaTs |

Cumulative Grade Report/Unofficial Transcript
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STUDENT RESOURCES: REPORTS AND MY PLANNER

SIS allows you to have real-time access to Advisement Report
the same reports your advisor can see: the The Advisement Report compares your completed coursework
Advisement Report and What-If Report against the requirements you must fulfill in order to graduate. It tells

you what requirements you have completed, what requirements you
have left to complete, and the courses you can use to complete them.

The Advisement Report, What-If Report,
and My Planner features allow students to ima Student FETT—)
see their past, present, and future T — S T —" R

My Academic Requirements
enrollment plans.
5 ,',a: _\\"i.ls|R1I|e'|\}l{i_a'i-|=\-'|

ID: 3899999 ima Student
i Adinit
Program/Flan Reg Term Status TYI:: Gradn Term
S Mew o -
Undergraduste Caresr Fall 2008 Mot Satiszfied b Epring 2012
Aris & Sciences Undergraduats Srogram Fzll 2008 Mot Satisfied ;’:u";e & |Sering 2012
Economics (BA) Major Fall 2008 Mok Satisfied stu":ert Spring 2012
g - - 0 -

Bolitical Science (Min] Miner Fall 2008 Mok Satisfied [T |Spring 2012

T CWRU UNDERGRADUATE REQUIREMENT S [RGOG45]

Not Satisfied: Compiete minimum requirements for camulative GPA, units, residency, and
ghysical education {2005 te Present Handbook]

ALL COURSES TAKEN SUMMARY [RO532]

Satisfied: A summary of all undergraduate courses on student recerd

CpUFse Dascriptice Stat
SUMMARY OF  All Courses - Referto

COURSES Cataleg

ARTH I0L :Art History 1 3,00 Fall 2007 A s
ARTH 102 .&ELH.BIQLLII . Z.DO:M“O 2a08 &
ARTH 283 The Acks of Agis 3.0 Spring 2008 (t,
(HRTS 106 Creative Drawing 1 3,00 Fall 2007

AETS — : ]

Academic Advisement Report



WhatIf Report

A WhatIf Report lets you see how the courses you have already com-
pleted fit into a new program.

Ima Student [gete .., «|(®
[ : search . I Plan ] Enroll || wyacsdenies ]

What-1f Report

My Planner

My Planner will allow you to search the course catalog and select
courses you would like to take in the future. You are able to organize
the courses by Term.

Create What-if Scenario

Yeu mey be thinking of changing your program of study er taking certsin courses. using this
page, yeu an set up & what-if scenaric based on different academic programs of cowrses.
Click the Submit button to request a degres progress repart based on your what-if

infermation,

RETURN TO REPCRT SELECTION

Career Scenario

‘S=lect a career and ther select the term for which you waot the change to take place.

Career |W0ﬂ Year |
Undergraduate w| [Fananos =

Case Western Ressrve Univ

Program Scenario

Tne information that sopears on the page by default is your current academric information,
¥ou can use the fislds balow to set us 3 what-iF coanarie based on ona of mora programs of

Ima Student mote .. v
Eearch i Pan ][ Enroll ][‘ Uty Academice ]
| my planner || shopping cart || course history |

My Planner

BLAN BY Iy REQUIRENENTS |

DELETE ALL

A o £ Dlacmsr wsings  BAOWSE GOURGE GATALGS |

Delete all courses in Planner:

Selact Course Description Units | Dalete
| |
| I8 ENTH 107 n gy An l 3.00 | E
| [ |asrsi2zz Tk o Jawieh Eullibars | 200
[ Il ARTH 240 Architerture: Aacient te 1353 3.m:ﬁ
Move selected courses to Term | *  move |

study, You can define uo to three scenarios. Select | Course Description Units| Delete
[0 |aww 230 Language and Culture [ 3.00

Academic Prograim |Area of Study |cnn|:enluum — ——— T — g

. ; . - [0 |a&7H 20 The Atz of dsiz | 00!
[ar=a Undergsadu: ¥ (24 % [t - | A
[r o scimnces Undemgisdus ¥ [ Foitisl somnce (0} ¥| [wa v £l |seniam b b ki s i oo A 20 [
[one ¥| [mene ¥| [mone i Move selectad coursestoTarm | s move |

What-If Report My Planner

STUDENT RESOURCES: REPORTS AND MY PLANNER
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Planned Program of Study (PPOS).

Students in the School of Graduate Studies create a PPOS using the
My Planner functionality of the SIS. Click on the My Program tab to
browse the course catalog, add courses to the PPOS, and submit it
for approval.

1 Your Academic Program.
2 The version of the PPOS.
3 Status of the PPOS.

4 Approval History.

5 Click here to submit a new PPOS for Approval.

For further instruction on creating your PPOS please contact the School
of Graduate Studies.

STUDENT RESOURCES: GRADUATE STUDENTS PLANNED PROGRAM OF STUDY

Ima Student [eets .. v |3

Search Plan 1 Enrall 1 myacedemics |

my program || my planner | shopping carl || course hestory |

My Program of Study

Program: ARHMA | A Hiskory (MA) 4
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ersion: |1 ¥
Status Updated By Date/Time

Status:  New v I Shugert B4/03/08 11:29:02AM

o SUBMIT FOR AFPROVAL |

Add courses to this version of Program using: BROWSE COUREE CATALD
Delete this version of Drogram: DELETE ALL
T Unsezigned Courses

Salect | Course Description Units! Delate
j i ARTE 400 | Childresd Through At zen
D ARTH <402 Buddhist At in Aszie :Lm; ﬁ
Il [F——— .Hisacry 5t Tndizn Soulsture 2,00 i}

O emrean: Greek Sculsture 20011
O Jsery sz A new PPOS—Submit for Approval

Selecl lc“-- Description Units | Delete
O  [#&TH 478 Issues in 19th Century Art 3.00
[0 |akrTH4g0 Anstict Evpress [t Aftarmath 3.(_)0.
| [Fr—— Thesis .4, . [ooe (@
Move selected courses to Term '—\! move I

Adjusting Variable Credit Hours



Requesting Changes to your Official Planned Program of Study

Students who already have a Planned Program of Study can also
request changes to it on the My Program tab. Clicking the Request
Changes to My Program button creates a new version of the PPOS
from which courses can be removed, added, or moved to another
Term.

1 Every time a change to the PPOS is requested, a new version is
created. Click on the Version dropdown list to select and view a
previous version of your PPOS.

2 Request Changes to My Program.

3 If a class has a prerequisite, it will be noted in the Prereq column.

TIP  You must click the Submit for Approval button in order for your
advisor to see the updates.

Ima Student lmetm . —=®
seerch Plan [ enroll ||y acoemies
| Yy proGIam | Yy Ciarer | shopping car | cour se histary
My Program of Study
Sersinne [ B o Status Updated By | Date/Time
Ta Hew tme Stugerr 04008 11:29:024M

Status: Approved

M_.'WW 11:320:188M
04/08/ 08 11322480
04/ 0908 11:32. 0948

Seibaeribiind bur Mv:l iz Srusen
Panding Final dpproval | lvan Adviser
Approved Jotny Euclid

e REQUERT THANGES TO My PRCGREN I

Course Description Brerag units
|EECs 408 Intre te Lirear Systems 3.00
|cece 43¢ [Gonvex Optirmization in Engr 2.00
IaaTi 421 Introduction to Topology yes 300

T Spring M0a

|Coursa

Description

EECE 4313 |onlinear systems 1 e 3.00
|EEcE 660 Spedial Topics 3.00
MATH 423 |Intro to feal Asalysis 11 - 3.00

Lourse | Description Hrerag units
WMATH 400 A=t i=s Tamching i 1.00
MATH 401 | Bbsbrect Algebra I | em | 2.00

An Approved PPOS
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STUDENT RESOURCES: FINANCES AND PERSONAL INFORMATION

The Finances area allows yOu easy access TIP A gui.de to financial services'ot Case is available on the project
to view your financial information website: www.case.edu/projects/erp.

CASE WESTERN RESERVT
UNIVERSITY B Add to Favorites

1 Account Inquiry, view account details, billing statements, or make

el
a payment online.

o , . s Stugent T —]

2 Account Activity, view up-to-the-minute account activity. e .

( Account Inguiry |

3 Charges Due, view past charges, current charges and charges due | summary || actvity || chergesaue || payments || pendingsid || make e payment |

in the future.
Account Activity

4 Payments, view all credits applied to your account.

5 Pending Aid, view financial aid that is expected to post to your Foom (122202007 [§ o fosanieos|H ok verm H o
account. (Please verify with the Financial Aid Office that all
required documents are complete.)

Transactions

Find | View All First 1-7of7

Posted Date |Itern Term Charge| Payment Refund
Course Fee -
o o1 0 0 n 0 chyes Ed
6 View Billing Statements/Make a payment, click this link to view st i i) cal 555
Cl k Climbing {2nd
statements and make payments to your account. Half)
gef12/2008 Health Plan ;:'CIFB 660,00
oef12/2008 Matriculation Fee ;aolcl}s 370.00
9B/12F200% Transpertation 2008 e
My Account 0
b R Student Fall
Y - ks Technolegy Fee 2008 St
othar financial... & {®  Aecount Summary
e Ao AL, y 06/12/2008 :a‘fﬁ:g'?::“e ;EI(;S 138.00
o Bus Now 000 Ok it il
¥ D £.651.00 naergraduste a
". "‘::"':" : * : o Gefi2/2008 Faibibn 2008 i7,225.00
T v used s US Dotiar o
wiaw billing statements / make a pagment o First = 1.7 of 7
Currency used iz US Dollar,
Finances Section
I cthver financial... _Yi|®
| Account Inguiry
Summary Activity Charges Due Payvments Pending Ai Make & Payvment
| Account Activiky e d d
{Chargee Dus

sots .. A®

Account Inquiry, Activity Tab

Other Financial Dropdown List



The Personal Information area allows you
navigate to screens where you have the
ability to make changes to your addresses,
phone numbers, privacy settings and more.

1 Authorized Users. Click the Authorized User link to set up an
authorized user account for parents, spouses or other third parties
who you would like to have access to your student financials
and/or class schedules and grades.

2 Demographic Data. This area displays a personal data summary.

3 Emergency Contacts. Click the Emergency Contact link or
emergency contact tab to view, add, or update emergency
contacts.

7 Personal Information

Authorized Users Contact Information

Demographic Dat

T T Home Current
123 Anyhioo Lanes Nene
Anytown, OH 44355

Emergency Conkack

4 Names. By clicking on the Names link or names tab you can add
a preferred name.

5 User Preferences. Set default values to minimize the need for
repetitive data entry. Once set, the default values remain
associated with your account until changed or deleted.

6 Addresses, Phone Numbers, Email Addresses. Using the links in
the other personal drop down list, you can update your own
information including addresses, phone numbers and a personal
email address. Several address and phone number types are
available.

B CAsE WESTERN RESERVE
UNIVERS ¥ ¥

A0d [0 Favortes Shgi ow

Ima Student o ts .., = ()

| Bersonal Information 1 Security |

| addresses " names || phone nunthers || emasil addresses || emergency contacis || demographic information

Addresses

iew, add, change or delete an address,

Address Type |Address |

123 Main Bk

Hami Anywhers, OH 44106

ADD A NEW ADDRESS |

Hames
User Preferences o
Home Phone Email
e — 216/555-3321 ima.studentFcasze edu
[other personal... | ()
Personal Information Section

— —

other personal... || ®

Addresses

Emall Addrezzes
Phone Mumbers
Privacy Setting

Other Personal Dropdown List

Personal Information Security

Addrasses MNames I‘hc':[\urv:&'wailhdd’:sscs Emargency Cortacts Daemagraphic Information

goto .. @

Personal Information Tab
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GLOSSARY

SIS TERM

PREVIOUSLY
KNOWN AS...

DEFINITION

Academic Career

Academic Group

Academic Organization

Academic Plan

(Plan)

Academic Program
(Program)

Advisement Report

Class Number

Class Section

N/A

N/A

Departments

Maijors, Minors

School or College

DPR

CRN

N/A

Term that classifies both students and curricula as belonging to one of nine categories:
Undergraduate, Graduate, Management, Law, Medicine, Applied Social Sciences,
Nursing, Dental, and Non-degree.

Academic Group denotes the school that “owns” the course and the school from which the
instructors have teaching appointments. For example, ACCT 101 has an academic group
of Weatherhead School of Management and MGMT 701 has an academic group of
Weatherhead School of Management.

Colleges, schools, and departments that conduct curricular studies at Case Western Reserve
University. Academic Organizations are responsible for maintaining their class schedules in
SIS each term.

The method by which a student pursues their studies. For undergraduate students, majors
and minors are Academic Plans. In the School of Graduate Studies, Plan A and Plan B
options are Academic Plans.

The program to which a student is admitted and/or from which he or she graduates. For
example, there is an undergraduate Academic Program in the College of Arts and
Sciences. In the School of Graduate Studies, an Academic Program is the scholarly pursuit
to which the student is admitted; for example, the doctorate program in Astronomy.

Compares the classes and benchmarks that a student has achieved towards fulfilling
graduation requirements. Advisement Reports list each class a student has completed,
grades achieved (if applicable), credits earned (if applicable), and classes yet to be taken
to fulfill requirements.

Each class offering of a course is assigned a unique four-digit number when created.

Each class offering is assigned a class section number that makes it easily identifiable
within the course. The first scheduled class section of a course is 100.



Course Career N/A To search for courses offered in a given career, select the name of the career from the list
provided. To search all careers, leave the field blank. Course Career denotes the academic
level of study at which the course is taught. For example, ACCT 101 has a career of
Undergraduate (not Management) and MGMT 701 has a career of Graduate (not Management).

Course Component N/A To search for courses by component type, choose a component type from the list provided.
For example, if you wanted to see lab courses, choose “Laboratory” from the list.

Enrollment Appointment  Registration Start Date The date a student may begin to register for classes
Planner N/A A self-service tool that enables students to select courses they want to take in upcoming
(My Planner) semesters from the Course Catalog. For students in the School of Graduate Studies, the

Planner is aftached to My Program, which allows students, advisors, and the School to
view, approve, or deny changes to a student’s Planned Program of Study (POS).

Service Indicators Holds Also known as Holds on the Student Center screen. Can be positive or negative. Negative
@ Negative Service Indicator service indicators may prevent students from enrolling in upcoming terms. Advising Holds,
% Positive Service Indicator for example, are negative and are applied to students who are required to see an advisor

prior fo registration. Advisors can remove the Advising Hold once they have met with a
student. This process eliminates the need for PIN numbers.

Shopping Cart N/A Works with the Schedule of Classes and holds the classes in which a student wants to
enroll before submitting an enrollment request. Students enroll in classes via their shopping
cart once their enrollment appointment (or open enrollment) arrives. Advisors can view their
advisees’ Shopping Carts before enrollment.

Sub-Plan Tracks, Concentrations A track or concentration that the student is following within an Academic Plan.

Whatf Report N/A A report that asks, “What if this student were to change majors2” Compares the student’s
current curriculum and benchmark achievements with a proposed major and minor
combination, and lists the requirements that would and would not be satisfied if the student
were to make a change.

Term Semester The internal name for a semester and year. For example, Fall 2008 is a term.

GLOSSARY



TRAINING AND CONTACT INFORMATION

SPOT stands for Self-Paced Online Training. It's available while you work in the system.

To get started, just click the blue, underlined Help link that appears in the upper righthand corner of the Student Center home page. This launches

SPOT in a new window.

Find the topic you want to learn more about, and then left click on it. This highlights the topic name (a).

In the upper righthand corner you will see three options for learning: See It!, Try It!, and Do It! Click on the one you would like to activate.

About the SPOT help features in SIS:

1 See It! enables you to learn by watching an animated
demonstration of operations in a simulated environment. All the
required activities (moving the mouse, entering data, etc.) are
completed automatically.

2 Try It! enables you to learn interactively. SPOT prompts you to
perform mouse clicks or keystrokes as you complete tasks in a
simulated environment.

3 Do lil enables you to learn interactively while you work with actual
data in the live system. You are presented a small window that
displays each step for a particular task. As you complete a step,
click the Next Step button to display the next step in the process.

TIP  SPOT opens in a new window. Pop-up blockers may interfere
with the ability to use this tool.

e ——
Playback Mids Preferences | Help | Close
PRl CASEWESTERN RESERV =
- = 3 Ses rI zj Try It Do bl
] o
=1
Search @ Use the Class Search fature to search or browse for classss within a speciic tem and subject
e ™ areg. Thia Hsture i3 Wews-0nly. mesning that changes o the Schedule of Classes cannot be mads
& #om this companent. Class Search ia a valusble tool for assisting students in finding clasaes
@ Bggiicable during enrcllment pericds
= il Schedule of Classes - Crly classes with an anrliment status of Opes will appaar in the Class Soarch Rosults

= [l Al Scheduls of Classes Usars
5| Printing the Schadule of Classss
Z] Updating the Scheduie of Clazses
=] Schaduling a Mew Class
S| Cancelig a Class
(2] indicating a Firl Exam for a Class Sectior
=] Craating an Exam Outside of the Regular b
| SOC Ermor Report
2] S0 Cross-Listed Classes Report
=] 50C Validation Regor
%] SOC Stafing Repor
° =] S0C Instructorhchiser Raport
B scarching fur Classed
=] Creating Combined Sections
2| Schaduling a Class with Mutipls Campona
= U Regatars
| Using SOC Update Schedule Print Flag
=] Updating Clagss Associstions
5] Managing Dyramicaly Diated Sections
4 (@ Office of the University Registrar v
€ ¥

The following process 15 aecesaiile 1o 3l users of the Schedule of Clasass The soreens uzed in
thig process 3is Wan-only.

Table of Contents in SPOT



Contact Us.

erpsis@case.edu

This address is monitored by
the ERP Student Information
System (SIS) team. General
questions about the SIS should
be directed to this address.

reghelp@case.edu

This address is monitored by
the University Registrar’s Office
to answer questions about self-
service and student system
functionality.

As always, you can contact the Help Desk 24/7 at 216-368-HELP.

courses@case.edu

This address is monitored by
the University Registrar’s Office
to help answer any questions
relating to the schedule of
classes, classrooms, and
courses.

registrar@case.edu

This address is monitored by
the University Registrar’s Office
to help answer any questions
relating to registration,
records, and policies.

Enterprise Resource Planning, 10900 Euclid Avenue, Cleveland, Ohio 44106-7231

http://www.case.edu/projects/erp/sis

TRAINING AND CONTACT INFORMATION
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