Inquiry Training

Description:
Inquiry Training is part two of the Introduction to PeopleSoft, for staff.

1. User Defaults

2. Curriculum Management

1. Course Catalog 

1. Catalog Search 

2. Course Catalog

3. Course Offerings 

4. Course Components 

2. Schedule of Classes 

1. Basic Data 

2. Class Meeting Pattern and Faculty Assignment 

3. Enrollment Controls for Class Sections 

4. Reserve Capacity 
5. Class Notes 
3. Class Search 
4. Faculty Schedule 
5. Class Roster 
6. Class Permission Numbers 
3. Student Center Administrative View 
4. Student Bio/Demo Data

1. Addresses
2. Phone Numbers 
3. Email Addresses 
4. Service Indicators (Holds) 
5. Admission Data

1. Admission Inquiry 
1. Admissions Summary 
2. Test Summary 
3. Checklist Summary 
4. Comment Summary 
2. Education data 
6. Records Data

1. Career/Program/Plan 
1. Student Program 
2. Student Plan 
3. Student Sub-Plan 
4. Student Degrees 
2. Term History 
3. Grades


	User Defaults
	


The system automatically loads default values into data pages for a particular user ID. The user default settings that you establish in the User Defaults component can be overridden on any page in the system. User defaults are needed for some specific areas.

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 
Setup SACR > User Defaults

At minimum you should set up the following user defaults:

· Academic Institution ("User Defaults 1" tab) - set to: SMCMP

· SetID ("User Defaults 2" tab) - set to: SMCMP

· Business Unit ("User Defaults 2" tab) - set to: SMCMP

· Institution Set ("User Defaults 2" tab) - set to: SMCMP

· Carry ID ("User Defaults 4" tab) - checkbox: checked

Click the "Save" button at the bottom of the screen, after setting your defaults.



	Curriculum Management: Course Catalog


To search for a class in the Course Catalog.

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Curriculum Management > Course Catalog > Course Catalog
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1. Enter SMCMP (San Marcos Campus) in the Academic Institution field, if the value is not set by default.

2. Enter the Subject Area

· Subject Area is the course prefix. 
For example, Literature & Writing has a Subject Area of LTWR.

· Use the magnifying glass icon to see a list of all possible subject area codes.

3. Enter the Catalog Number of the course. 

· For example, enter 310 for a LTWR 310 course. 

· If you want to view all courses within a specific subject area, leave this field blank.

4. Select the "Search" button.

You can also search using the Description field. This may be useful when searching for a course with Topics or Seminar in their description, i.e. Selected Advanced Topics or Graduate Seminar.

Search Results are displayed below the search fields.

1. Select the class you want to view, from the list (you can click anywhere on its links).

	Look at the Catalog Data tab for the following information on a course:


· Course ID

· Status (Active or Inactive)

· Title (Short and Long)

· Description (which will be generated by Academic Programs)

· Units

· Grading Basis

· Whether the course can be repeated for credit (see below note in page shot)

· Whether the course meets a GE or USCP requirement (Requirement Designation)

· Whether this is a topics course 
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· Use the Include History button (if you have one, at the bottom of the page) to see historical information about a course.

	Look at the Offerings tab for the following information on a course:


· Information specific to an offering such as its Subject Area and Catalog Number

· Whether an offering can be scheduled as a class (Course Approved = Approved, Allow Course to be Scheduled checkbox is selected)

· Whether an offering displays in the online Course Catalog (Catalog print checkbox is selected)

· Enrollment Requirement Group lists prerequisites for this course.
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	Look at the Components tab for the following information on a course:


· The components comprising a course, i.e. Lecture, Laboratory, and Activity.

· The component which is graded; graded Component checkbox is selected for the graded component.
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Note: 

· Labs associated with a lecture would show additional rows in the blue bar, directly below Course ID.

· It is possible to have labs without lectures or multiple labs for one lecture.



	Curriculum Management: Schedule of Classes


The published Schedule of Classes contains class sections for a specified term, including meeting patterns (M, T, W, Th, F, Sa, Su), meeting time(s), faculty assignments, and meeting location(s). The process for creating the Schedule of Classes involves Colleges and Departments, Academic Scheduling and Extended Learning. 

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Curriculum Management > Schedule of Classes > Maintain Schedule of Classes

	Basic Data: 


Once you have searched for (and selected) the class you want to view, you will see the Basic Data tab for that course.  It identifies the information recorded for a class, including equivalent course groups and class attributes.  

When editing a class/section, complete this tab first.
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Note: 

· Class Section rows indicate the number of sections offered.

· Check the "Schedule Print" checkbox to show the class when people do class searches.  Un-checking it is like suppressing the CRN in banner.

· Check the "Student Specific Permissions" checkbox to require someone in the department to enter the student IDs that can enroll in this class.

	Class Meeting Pattern and Faculty Assignment:


 This tab is used to create the class meeting pattern(s) and assign faculty for each meeting pattern.

When editing a class/section, complete the Meetings tab second.
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Note: Use the "+" and "-" icons to add multiple rows for classes that have several meeting times/days.

	Enrollment Control for Class Sections: This page is used for the following tasks:


· Change the status of a class section

· Attach consent required

· Set the enrollment limit

When editing a class/section, complete the Enrollment Cntrl tab third.
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Note: 

· Class Status may be "Tentative" "Canceled" etc.

· Consent can be set for either the instructor or the department (this requires that students use Permission Numbers to add the class).

	Reserve Capacity: 


Reserve Capacity is used to reserve seats in a class for a specific population of students. For example, seats in a specific Science class may be reserved for nursing students. When a student's enrollment request is processed, the system automatically searches through the reserve capacities in sequential order and places the student in the first group with an available spot for which the student qualifies based on the reserve capacity group rules.

Note:

· You can save 60% of the seats in a class, for a specific population of students.

	Class Notes: 


A class note is a note to students about a particular course or particular class sections. Class notes, appear at the end of each subject in the published Schedule of Classes and are attached to each section in web self-service. This page is used to attach either an existing class note or a free-form text note to class sections.
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Notes:

· The "Note Nbr" field is used when the note is one of a predetermined list of note/codes.

· SOC 105_EX (Summer 2008) has a predetermined note.



	Curriculum Management: Class Search


For Staff:
http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-class-search.htm 

For Faculty:
http://lynx.csusm.edu/cms/teams/stu_info/FacultyDocumentation/faculty-class-search.htm 

Note:

· On the Class Search page, students will see limited Term choices, but staff/faculty will always see all terms.

· In the list of found courses, sections are listed under a single header; courses with many sections may not display all sections by default (use the row navigation to see additional sections).
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In the Class Detail section:

· Units: Identifies the unit value for the course component.

· Instruction Mode: Indicates how the class is being taught. 

· Class Components: Lists all the components attached to the course and whether they are required or optional.

· Grading: Identifies the Grading Basis for the class - e.g. Graded, CR/NC, or GRD CR/NC (Traditional Grading, with CR/NC available if approved)

In the Enrollment Information section:

· Enrollment Requirements: Displays only those requisites that are currently being enforced.

· Formal Description: Identifies the appropriate General Education category for the course. This field identifies both the GE Area and GE Designation.

· Course Attribute: A quality of the class used to identify a variety of course characteristics. This field is used for multiple purposes. A course may have as many attributes as apply. 

In the Class Availability section:

· Class Capacity: Indicates the maximum number of students that may enroll in the class.

· Waitlist Capacity: Indicates the maximum number of students, based on the enrollment capacity, that may waitlist for the class. The following is used in determining the waitlist capacity:

· Classes with an enrollment capacity less than 100: waitlist cap is 50% of the total enrollment capacity.

· Classes with an enrollment capacity greater than or equal to 100: waitlist cap is "50." 
For example, a class with a total enrollment of 50 would have a wait list capacity of 25, and a class with a maximum enrollment of 120 would have a wait list capacity of 50.

· Enrollment Total: Current number of students enrolled in the class.

· Waitlist Total: Current number of students waitlisted for the class.

· Available Seats: Total number of seats available.

In the Notes section:

· Class Notes: Contains information for students and are attached to the class by the department during schedule building.



	Curriculum Management: Faculty Schedule


To find the schedule of a faculty member

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Curriculum Management > Instructor/Advisor Information > Instructor Schedule
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1. Enter your search values.

2. Select the term for the schedule you would like to view.



	Curriculum Management: Class Roster


To view a class roster for a specific term and class.

For Staff:
http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-class-rosters.htm
For Faculty:
http://lynx.csusm.edu/cms/teams/stu_info/FacultyDocumentation/faculty-class-rosters.htm 

· Note: This is where staff can get Permission Numbers, even before students register.



	Curriculum Management: Class Permission Numbers


To view class permission numbers for a specific term and class.

An easy way, if you are already looking at the class roster (as in the previous example), is to simply click on the "Permission Numbers" link (top right of the roster).

For Staff:
http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-class-permission-numbers.htm 

For Faculty:
http://lynx.csusm.edu/cms/teams/stu_info/FacultyDocumentation/faculty-permission-numbers.htm 

· Note: Don't forget the download to excel capability.



	Student Center Administrative View


To see the Student Services Center page and all the information the student has access to through the Student Center, but your view is an Administrative view.

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Campus Community > Student Services Center

1. Enter the search criteria to find the student you want to view.
2. Click the "Search" button.
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· You will see all the links that provide detailed information on Class Schedule, Grades, Account, and Holds.

· You can see the Enrollment Appointment information under Enrollment Dates; and clicking on the "details" link will give you the exact dates and times of the Enrollment Appointment.

· The tabs along the top relate to much of what we cover in the Bio/Demo, Admissions and Records Data portions of this session.

· The "general info" tab shows: bio-data as well as holds, checklists, and student groups.
[image: image12.png]student center || generatnto | admissions | transter credit || academcs |[finances |(fmanciataia

Service Indicators  Initiated Checklists
Student Groups Personal Data
National 1D Names CoLLarsE ALL
Addresses Phones —
Email Addresses ExpanD ALL

[ Service dieator] e

* Fositive @ Negative

Service Ini ot 1 0f 1 [ ozt

Type [Details Department

ENRMGT
Admissions

@ Transitors Hold  Beginning of Time 04/03/2008

[EJge to top.

[ Toiated Checkies Er—

No initiated checklists found.

[EJge to top.





· Use the links at the top (like "Initiated Checklists" to jump to the sections below; you can also collapse or expand all (which is the default setting)

· The "academics" tab shows: Institution / Career / Program and a Term Summary.
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· Use the links on the left to display Institution / Career / Program data or Term Summary data, on the right side.



	Student Bio/Demo Data: Addresses


Look up a student's address(es).

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Campus Community > Personal Information (Student) > Biographical (Student) > Addresses/Phones > Addresses

1. Enter your search criteria.

2. Click the "Search" button.

3. If multiple students were found, click any of the links corresponding to the student you want to view.  If not, skip to the next step.

4. View the student adress(es).



	Student Bio/Demo Data: Phone Numbers


Look up a student's phone number(s).

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Campus Community > Personal Information (Student) > Biographical (Student) > Addresses/Phones > Phones

1. Enter your search criteria.

2. Click the "Search" button.

3. If multiple students were found, click any of the links corresponding to the student you want to view.  If not, skip to the next step.

4. View the student phone number(s).



	Student Bio/Demo Data: Email Addresses


Look up a student's email address(es).

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Campus Community > Personal Information (Student) > Biographical (Student) > Addresses/Phones > Electronic Addresses

1. Enter your search criteria.

2. Click the "Search" button.

3. If multiple students were found, click any of the links corresponding to the student you want to view.  If not, skip to the next step.

4. View the student email adress(es).



	Student Bio/Demo Data: Service Indicators (Holds)


For Staff:
http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-service-indicators.htm 

· Note: Service Indicators can be viewed on any student data screen that you see the icons: 
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	Admission Data: Admission Inquiry


The Admission's Inquiry Pages display pertinent Admission's information in one set of pages. The Admissions data in PeopleSoft is spread across a number of pages requiring the user to know all the menu locations as well as requiring the user to have security access to these menus. In an effort to have a central location where all essential Admissions data resides and where it may be viewed readily, CMS Baseline has added additional inquiry pages. The Admissions Inquiry page will display the most recent row of academic data and academic summary for an applicant. 

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

CSU SA Baseline > CSU Admission > Admissions Inquiry > Inquire > Admissions Inquiry

1. Enter your search criteria.

· SA combination of search fields, i.e., Career, Program, and Admit Term, may be used, along with the ID (which may be used if a student has multiple applications in the system), to further refine the search. 

2. Click the "Search" button.

	Admission Summary
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Note:

· The data provided on the "Admission Summary" tab displays the applicant's biographic and demographic information as well as application information.

· The "Education" link, near the bottom left, takes you to external education pages, showing external degrees and transcript details.  See the section on Admission Data: Education Data.

	Test Summary
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Note:

· All test scores existing in the record should be displayed just by selecting the Test Summary tab. 

· The "Search" button may be clicked to verify all test scores are displayed. 

· Select the View All link if not all test scores are shown.

· Clicking on the Date, Score, or Test radio buttons allows users to sort their results. Results may also be sorted by selecting any of the column headings.

	Checklist Summary
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1. Clear the Responsible ID field

2. Click the "Search" button.

Note: The Checklist Summary page allows users to click the Search button to retrieve all checklist items for the applicant. This page displays the outstanding items the applicant needs to complete if you select the value Req List in the Checklist Type field before selecting the Search button. In this example, the applicant is requested to submit Transcripts. If the Items were received then the Item Status would display Received. The Edit and View hyperlinks will open a new window with Checklist Detail information (menu access to Checklist Detail pages are required). 

	Comment Summary
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1. Click the "Search" button.

Note: The Comment Summary page allows users to click the Search button to retrieve all comments recorded for the applicant. Selection Criteria fields may be used to refine the search returned. The Edit and View hyperlinks will open a new window with Person Comment Detail information (menu access to Person Comment Detail pages are required). 



	Admission Data: Education Data


The Education link will take you to the External Education pages. 

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Student Admissions > Application/Transcript Loads > Education
(Records and Enrollment > Transfer Credit Evaluation > External Education)???
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Note: The only information to be found here that is not in the inquiry pages is the External Degrees tab, which will show any degrees posted on a transcript. As you can see below, many degree types may be recorded in this tab. 



	Records Data: Career/Program/Plan


In PeopleSoft, on the Student Program/Plan (known as the "Plan Stack"), we will perform a variety of actions which will require the use of several "Action Reasons". It is important to be familiar with the Action Reasons as well as the Program Actions.

An Academic Program is the program to which a student applies and is admitted and from which the student graduates. The academic program controls many factors at the student level. For example, the academic program controls the student's academic level, academic load, academic calendar, and academic group for tuition calculation purposes, grading scheme, and admissions evaluation scheme. After you establish academic programs, you can create academic plans and sub plans.

An Academic Plan is an area of study – such as a major, minor, or specialization – that is within an academic program or within an academic career. A student can only earn one degree per academic plan. 

Academic Sub Plans are areas of further specialization within academic plans, and they are tied to academic plans. Academic Sub Plans are defined as a concentration, option or a specialization. A student can have multiple sub plans if allowed under a defined academic plan.

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Records and Enrollment > Career and Program Information > Student Program/Plan
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1. Enter the ID number, check the Include History box and click the "Search" button.

2. Your default view will be the Student Program tab (SAGASTDN in Banner).
[image: image22.png]Status: Acive in Program
“Effective Date: (0312512008 [5

[*Program Action: MATR @ Matriculation

Action Reason: Q

“Academic institution:  [SMCWP | 4 state San Marcos

“Academic Program: UBACH Q. Ungergracuts

“Admit Term: 088 1Q eaz00e

RequrementTerm: 12084 X paiz00g

Expected Grad Term: [ a ~campus: MAN Q. yain “Acad Load: | FullTime v
B save | QRetumtosearcn | +Herevovs st | Y@ Nextintist | [Elnotty | ) Retresn | Ebada| Fupdstemispay| £

Student Program | Student Plan | Student Sub-Plan | Student Atibutes | Student Dearees





· Student Career Nbr: Differentiates multiple academic programs within the same academic
career.  If there are multiple numbers, the highest indicates the most recent Program.

· Status: Indicates the high-level relationship that the student has with the academic program specified on a given row as of the effective date of the row. 

· Program Action: Program Actions are used to make changes to a student's academic record. 

· Action Date: The date that the program action was executed. It can be different from the effective date. The system records and displays the action date for tracking purposes.

· Action Reason: Indicates why a particular program action was taken or offers a further description of the program action.

1. Click the "Student Plan" tab, along the top.
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· Academic Plan: A valid academic plan is required to activate a student into a term. A student can have multiple academic plans within an academic program.

· Plan Sequence: The sequence in which degree progress evaluates a student's academic plans. The system increments the plan sequence number each time that you add an academic plan.

· Degree: The degree associated with the academic plan.

· Degree Checkout Stat: The system displays the degree checkout status when the student has applied to graduate.

· Credentials link: ERSS requirements, etc.

1. Click the "Student Sub-Plan" tab, along the top.
· Academic Sub-Plan: Used for a concentration, option or a specialization.

1. Click the "Student Degrees" tab, along the top.


	Records Data: Term History


Use the Term History component to view a student's status on a term or cumlative basis.

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Records and Enrollment > Student Term Information > Term History

1. Enter the search criteria to find the student you want to view.

2. Click the "Search" button.
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Note: The "Term Statistics" and "Cumulative Statistics" tabs, and the likely presence of multiple rows for institution information.



	Records Data: Grades


Use the Student Grade Inquiry pages to view a student's grades by term.

Navigation:

http://lynx.csusm.edu/cms/teams/stu_info/StaffDocumentation/staff-NavToPeopleSoftHRAccessLink.htm 

Records and Enrollment > Student Term Information > Student Grades

1. Enter the search criteria to find the student you want to view.

2. Click the "Search" button.
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