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	Task
	Navigation
	Directions

	Class Search
	Curriculum Management > Schedule of Classes > Class Search
	Select the term you want to search and then the “GO” Button.  Use the “Additional Search Criteria” if needed. You may also need to uncheck the “Show Open Classes Only” checkbox

	Catalog Search
	Curriculum Management > Course Catalog > Course Catalog Search
	Select the subject and catalog number. This provides you a view of the most recent version of a class

	Schedule of Classes – Add a class
	Curriculum Management > Schedule of Classes > Schedule New Course
	Use this page to schedule a brand new class section for a term

	Schedule of Classes –Update a class
	Curriculum Management > Schedule of Classes > Maintain Schedule of Classes
	Use this page to update a class section for a term. You may not have access if the schedule has already closed.

	View Class Roster
	Curriculum Management > Class Roster > Class Roster
	Select the term, subject area & catalog number or enter the class number. 

	Print Class Roster
	Curriculum Management > Class Roster > Print Class Roster
	The first time to run this report you will need to create a run control id. Remember to enter a criteria to run rosters

	Retrieve Permission Numbers
	Curriculum Management > Class Roster > Class Roster or Records & Enrollment > Term Processing > Class Permission Numbers
	Permission numbers are class specific and can only be used once.

	Look up faculty schedule
	Curriculum Management > Instructor Advisor Information > Instructor Schedule
	Enter the faculty members PeopleSoft ID or name. Select the term for the schedule you want to review.

	Look up a student’s address
	Campus Community > Personal Information (Student) > Biographical (Student) > Addresses/Phones > Addresses
	Enter the student’s id number or name.

	Look up a student’s phone number
	Campus Community > Personal Information (Student) > Biographical (Student) > Addresses/Phones > Phones
	Enter the student’s id number or name.

	Look up a student’s schedule
	Records and Enrollment > Enrollment Summaries > Enrollment Summary
	Enter the student’s id number or name. Make sure you select the View All link so you can see all of the student’s classes for a term.

	View a student’s holds
	Campus Community > Service Indicators (Student) > Active Service Indicators
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You can also view holds on a student screen by selecting the  
[image: image2] icon.

	Running a query
	Reporting Tools > Query Manager
	All queries start with SMO_. Enter SMO in the search box.


For detailed instructions on these tasks go to: http://www.csusm.edu/cms
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