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PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Course Objectives

This course focuses on printing common reports in PeopleSoft Student Administration
version 9. Prior to taking this course, you should attend the course titled PeopleSoft
SA/HR for New Users. The New Users course covers basic concepts, terminology and
navigation.

In class, you will:
¢ Run a student schedule report (enroliment summary)
e Run a class roster report
e Run a query
e Review ZipReports, an online reporting tool

In the Appendices of this manual, detailed instructions are given for:

e Student grade report

e Grade rosters

e Unofficial transcripts

e Phase report (schedule of classes)
e Student study list report

e Course catalog report
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PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Lesson 1: Print a Student Schedule (Enroliment Summary)

Discussion

In the New User class, you viewed an enrollment summary, also called a study list or
enrollment summary. In this lesson, you will view and print the enrollment summary.

When the enrollment summary is viewed, it displays as shown below.

[ Enrollment Summary |

Student Esg,Joseph Quincy 1225982 @ *

Term: 2008 Fall Career:  Undergrad The University of Akran Print Study List  Report Manager

Class Nbr  Subject Catalog Session Section  Status  Status/Reason AcadProg Grading Basis Units Taken

Q78228 3300 111 Regular ooz Enrolled Enrolled BuUsL ABCIMG 4.00
English Composition | Lecture

O, 72882 7100 4495 Fegular am Enrolled Cirop BuUsL MewReassmt
Seniaor Exhibition Lecture

0, 73264 7600 105 Regular 0oz Enrolled Enrolled BUSL ABCING 3.00

Introductn to Public Speaking Lecture

LS Return to Search | +[Z Previous in List | 4[5 Mext in List |

However, when this same enroliment summary is printed, additional information is
included. The course dates, meeting times, meeting place and instructor name are
present as shown here.
Eeport ID: SESTONTZ2 CLASS SCHELDULE Pagse No. 1

Run Date 11/26/2008

Run Time 08:55:235
Hams : 2tudent Bag, Joseph fuincy Jaresr: Undergraduate

ID: 1229982 Program: Businsss Undergraduates
Tarm: 2008 Fall
Credits Grading
Class Wo. Subject Catalog Seasion Section atatus Taken Basia Class Dates
TB228 21300 111 1 anz2 Enrolled 4.00 RBC/NC aB/25/2008-12 /0772008
English Ccompoaition I Lacture
Leigh Hall 207 MTHF T:30am - E:20am Glaccnia,Jemnifer ¥
F2582 71040 49t 1 anl Enrolled o.Q0 NewReazamt 08,/25,/2008-08/25/2008
Senicr Exhibition Lecture Dropped
Folk Hall 102 M S:00pm - S:20pm Loven,Del Rey
TiZe4 Te00 10t 1 ooz Enrolled 3.00 ABC/NC 08,/25,/2008-12/07/2008
Introductn to Public Speaking Lacture
Kolbe Hall 238 TTh 7:45am - S:00am spiker,Julia &
Ver. 2009.10.13 Page 3 pstrain@uakron.edu
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PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Process

Steps

1. Navigate using the following path:
Records and Enrollment> Enrollment Summaries> Enrollment Summary

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

[ Find an Existing Value

ID: | begins withjl

Academic Career:  |= x| | =]
Academic Instjtution:l begins with jl_AKRON Q

Term: ==l | Q
Campus ID: |begins with jl

National 1D: |begins withj|

Last Name: |begins withj|

First Name: | begins with ||

Term Alternate Key: |= =l | Q

Search | Clear |Elasic Search Save Search Criteria

2. Use ID 1229982 or the ID provided by your instructor.
In the Academic Career field, use the drop down to select the option for
Undergraduate.

3. The Term field can be used to narrow down the search. To select a Term, use the
Lookup Term < button or type the appropriate term value.

Term Description Short Description
9998 End Term - Srvc Indicator Use End Term

4177 2017 Fall 2017 Fall
4173 2017 Summer 2017 Summe
4171 2017 Spring 2017 Sprin
4167 2016 Fall 2016 Fall
4163 2016 Summer 2016 Summe
4161 2016 Spring 2016 Sprin
4157 2015 Fall 2015 Fall
4153 2015 Summer 2015 Summe
4151 2015 Spring 2015 Sprin
4147 20714 Fall 2014 Fall
4143 2014 Summer 2014 Summe
4141 2014 Spring 2014 Sprin
4137 2013 Fall 2013 Fall
4133 2013 Summer 2013 Summe

In class, select 4087, which is 2008 Fall.

Ver. 2009.10.13
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PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Steps

4. Review the Enrollment Summary page that displays.
(=3

Dew Wind

[ Enroliment Summary

Student Esq Joseph Quincy 1229982 @ x &
Term: 2008 Fall Career:  Undergrad The University of Akron Frint Study List  Report Manager

Find | View Al First [ 13 0r7 M Last
Class Nbr  Subject Catalog Session Section  Status  Status/Reason Acad rading Bas Taken
QL 7RB16 3100 100 Regular 001 Enralled Enrolled BLISU ABCING 4.00
Introduction to Botany Lecture
QL 745483 5400 500 Regular 200 Enralled Enrolled BLISU ABCING 3.00
Postsecondary Learner lec or www
QL 72153 5540 120 Regular Qo2 Enrclled Enrolled BLISU ABCIMNC 0.50
Archery Lecture
44 Return to Search | Previous in List | +E| Next in List | [=] Motify |

5. Use the View Tools to verify that all the rows are displayed.

If necessary, select View All to get a list of all courses the student is taking for Fall
2008.

{ Enrollment Summary
Student Esg,Joseph Quincy 1229982 @ *x ;]
Term: 2008 Fall Career:  Undergrad The University of Akron Print Study List Report Manager

Find | View 3 First |I| 17 of 7 |I| Last

Class Nbr Subject Catalog Session Section Status  Status/Reason Acad Prog Grading Basis Units Taken

Q. 76816 3100 100 Regular oo1 Enrolled Enrolled BUSU ABCINGC 4.00
Introduction to Botany Lecture

Q, 74548 5400 500 Regular 800 Enrolled Enrolled BUSU ABCING 3.00
Postsecondary Learner lec or www

Q. 72153 5540 120 Regular ooz Enrolled Enrolled BUSU ABCING 0.50
Archery Lecture

Q 72424 6200 201 Regular 001 Enrolled Enrolled BUSU ABCING 3.00
Accounting Principles | lec or www

Q7T 8200 360 Regular a7z Enrolled Enrolled BUSU ABCING 5.00
Mursing Care of Adults LRC

Q77132 8200 360 Regular 073 Enrolled Enrolled BUSL Mon-Graded
Mursing Care of Adults Practicum

Q) 73673 8200 360 Reqgular 101 Enrolled Enrolled BUSU Mon-Graded
Mursing Care of Adults Lecture

£\ Return to Search | Previous in List | +E| Mext in List I [=] Motify |

6. To process the report, click on the Print Study List link.

7. To view or print the report, click on the Report Manager link.
The Report Manager pages display.
If necessary, click on the Administration tab to display the list of your reports.

Ver. 2009.10.13 Page 5 pstrain@uakron.edu
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Steps

J Lst Y Esplorer Y Administration Y} Archives |

User ID: |ACEESPR Type: | =l Last: |_1|Da\,rs 'l Refresh |

Status: j Folder: j Instance: to:
|

Report List Customize | Find | ¥

Select Eﬁem :z'ﬁ“ce Description %‘ﬁle Formal  Status Details
r 3130 4540 Individual Student Studv Rpt E”Dgfggfn ’E\f;%%at Posted Details
r 3130 4539 Study List Report ;2;15?3%2518 ’E\f;%%at Posted Details
r 3137 4538 Student Class Schedule Report ;2;15?3%2518 ’E\f;%%at Posted Details
r 3136 4536 Student Class Schedule Report ggégﬁf ?,F;Dd%at Posted Details
r 3135 4535 Study List Report ;,éf;éﬂﬁf ?,F;Dd%at Posted Details
r 3133 4533 Course Catalog ;,2;10?52518 ?,F;Dd%at Posted Details
r 3127 4525 Grade Roster Print E”SSE?E% ?f;%%at Posted Details
r 3126 4524  Grade Roster Print E”s?ifgﬁn “Ef;%%at Posted Details
v Selact All Deselect All

%Icnckthe delete hutton to delete the selected repqr‘[(s)

1
Go backto Enrollment Sumimary {%

Bl save |

List | Explarer | Administration | Archives

8. This page does not automatically refresh its display.
To view and print the report, the report Status must be Posted.

Click on the @ button to update the status. It may be necessary to click on
the Refresh button more than one time.

9. When the status is Posted, you can click on the link for the report in the
Description column.

[ Lt Y Ewplorer | Administration Y Archives

UseriD:  [ACEZEFR Tvpe: | “luast [ 1[pays =] Refresh |

Status: | j Fol(ler:l j Instance: | to:

Report List

Select Report Pres Descriptio Bequest Format Status Details

ID Instance DateTime
-, 121712008 Acrobat .
- 3139 4540 Individual Student Study Rt 1005-4FAM * poi) Posted Details
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Steps

10. A new window opens with Adobe Reader. The report displays.

A~
= ) E“@- [Tt ey ) & | & @ [e45% - fSign- = £ [Fina -

Eeport ID: SESTODN CLASS SCHEDULE Page No. 1
Run Date 11/25/2008
Run Time 13:54:55
Nams: Rinaldo, Thomas M Caraar: Undargraduate
ID: 13270532 Program: University College Undergrad
TaYm: 2008 Spring
Credits Grading
Class No. Subject Catalog eazion Section Status Taken Baszia Class Dates

14238 3250 1900 1 a0l Enrolled 3.00 ABCO/NC 01/14/2008-05/04/2008
Introduction to Economica Lacture
Crouse Hall 107 MWE 9:55am - 10:45am Mutter III,Jay L
10891 2400 251 1 aso Enrolled 4.00 ABC/NC 01/14/2008-05/04/2008
U.5. History Since 1877 Lacture
Zook Hall 110 TTh l:45pm - 2:00pm Wilsen, Gregory
10992 2400 251 1 [1=1 Enrolled 0.00 Nen-cSraded 01/14/2008-05/04/2008
U.S. Hiastory Since 1877 Discusaion
College of Arts & Sciences 144 T 3:15pm - 4:05pm Wilson, Gregory
15813 2400 470 1 aoz2 Enrolled 3.00 ABC/HC 01/14/2008-05/04/2008
Chic History Lacture
college of AYCS & Sciences 139 MW 1:10pm - 2:25pm  Henria, John R
12905 7520 63 1 aoz Enrolled 2.00 ABC/NC 01/14,/2008-05/04,/2008
Jazz Electric Bass Individualized study
TBA TBA TEBA TBA Powell, Timothy W

11.Use the Printer tool = in the Adobe toolbar to print the report.

12.Close the report window by clicking on its X.
The Report Manager displays.

13.Click on the Go back to Enrollment Summary link to do another report.
-OR-
Click on the Home link in the Navigation header to return to the main menu page.

Ver. 2009.10.13 Page 7 pstrain@uakron.edu
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Chapter 2: Printing Reports that Use Run Control IDs

Discussion

What is a Run Control ID?
A Run Control ID is an identification code that represents:
o your PeopleSoft ID
m the process you are running, such as printing a Class Roster
@ Yyour criteria for that process, such as Academic Institution Akron, Term 4087,
Session Regular, Sort Option Name, Subject Area 3100, Students in the Report
Enrolled Students.

Each process that you run needs its own unique Run Control ID. If you print class
rosters and print grade rosters, you will create one Run Control ID for printing class
rosters and one Run Control ID for printing grade rosters.

When do you create a Run Control ID?
The first time that you run a process, you need to create a Run Control ID. Some

examples of processes are gathering the data to print a Class Roster or gathering the
data to print a Grade Roster.

When you run the process in the future, you use the same Run Control ID as the first
time that you ran the process. You can change the criteria each time you run the
process.

What are the characteristics of a Run Control ID?
A Run Control ID can be up to 30 alphanumeric characters in length. It cannot contain

spaces. Some examples of Run Control Ids are ClassRoster or GradeRoster.

In this lesson, you will print Class Rosters to create and reuse a Run Control ID and to
review the use of the Process Scheduler, Report Manager, and Adobe Reader in the
Print process.

Ver. 2009.10.13 Page 8 pstrain@uakron.edu
©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Class Roster Report

The Class Roster Report lists the students in a class and includes: ID, Name, Grade
Basis, Academic Level, Program, Enrollment Status, Phone and E-mail Address. It also
can include those students who have dropped or withdrawn from the class.

Some of the reports in PeopleSoft, like the Class Roster, require the use of a Run
Control ID.

In this lesson, you will run a Class Roster report, as an example of a report that requires
a Run Control ID. This is a report that is run frequently. A copy of this report for a single
class number is shown here. The students’ names and IDs are hidden in this copy, but
will appear in the actual report.

The Univerpity of Akren
R=port IC: SRCLERST ZLASE ROBETER REPCRT Fag= Ho. 1
Fun Date 1172520048
Fun Time C9:53:3%

Tarm: 2008 Fall
Sespion: Regular Academic Ss=ssion
LIE  2T74A
Course: (71681} 4200:101-011 Tools for Chemical Enginsering Laboratory .00 Credits
ENROLLMENT : az
Instructor: Ju,Lu-Xwang
Start Dats: 08/25/2008 End Data: 12/07/2008

Student ID and Hame Grd Bace Lewsl Frogran Fhons Email Addresc Enrcll dtak
ANC Frashman Univ Coll afadduakron. edu Enrclled
ANC Freshman Univ Coll 330/822-4485 Jrblosguakron . =du Enrolled
ANT Freshman Engr U 740/537-1010 bab? Tauakron. edu Enrclled
AHT Freshman Engr U3 330/673-BEZS zobsduakron. edu Enrclled
ANC Freshman Univ <oll 330/264-E154 bre2sguakron. edu Enrclled
ANC Frashman Univ Coll 724/ /981-4402 kncacduakron. edu Enrclled
ANC Freshman Engr U3 330/853-5518 clcTd@uakron. edu Enrolled
AHT Zophomors Univ Coll 413/755-0554 rledl@uakron. edu Enrclled
ANC Freshman Tniv Coll 234/567-T018 spcll@uakron. edu Enrolled
ANT Freshman Engr U 330/3432-3492 dkdssuakron. adu Enrclled
ANC Freshman Engr U3 330/233-0231 snd5E@uakron. edu Enrolled
ANT Freshman Engr U 330/294-0540 mcfleguakron. adu Enrclled
AHT Freshman Engr U3 440/957-5801 dlissuakreon. edu Enrclled
ANC Freshman Engr U3 330/837-51324 arkltg@uakron. edu Enrclled
Ver. 2009.10.13 Page 9 pstrain@uakron.edu
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Create the Run Control ID

Steps
1. Enter the path:

Curriculum Management > Class Roster > Print Class Roster

The Print Class Roster — Find an Existing Value page displays.

Print Class Roster
Enter any infarmation yau have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Valug |

Search by: Run Control ID heging with|

Search |Advanced Search

Find an Existing Value | Add a Mew Value

2. If you have an existing Run Control ID, click ﬂ and select the appropriate
Run Control ID from the Search Results.

-OR-
Click on the Add a New Value link to create a Run Control ID.

Type a new Run Control ID (case sensitive, no spaces, 30 or fewer alphanumeric
characters).

In class, type ClassRosterPrint and click on il

Print Class Roster

{ Eind an Existing Yalue | Add a New Value

Run Control ID: |C|assRnsterF‘rint
Add

Find an Existing Yalue | Add a Mew value

The Print Class Roster page displays.

Ver. 2009.10.13 Page 10 pstrain@uakron.edu
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Enter the Criteria

Steps

Print Class Roster

Run Control ID:  ClassRosterPrint Run

Eeport Manager Process Monitor

‘Academic Institution: |*‘\KRO"~I S The University of Akron

‘Term: I &}
i Find | View All
‘Session: I Regular j' ‘Be Sure to Select Appropriate Session for Summer Classes =
*Sort Option: | Marme j [ Display Permissions
Academic Organization: I Q |7 Enrolled Students From: I
Subject Area: I Q [ Dropped Students To: I
Class Nbr: I Q
B save | S Al | Update/Display

1. Academic Institution is AKRON.

2. Select a Term from the Lookup list by clicking < and then _LookUe
_OR_
Enter the Term code.

In class, select 4087.

3. Session defaults to Regular. Regular is the correct session for Fall or Spring

terms. For Summer sessions, select the appropriate session from the drop down
list.

4. Sort Option defaults to Name. Leave the default.

Ver. 2009.10.13 Page 11 pstrain@uakron.edu
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Steps

5. From this frame, select one criterion for the Class Roster to be run.
Select either Academic Organization OR Subject Area OR Class Nbr.

Academic Organization: I Q
Subject Area: I Q
Class Nbr: I Q

To select an Academic Organization, enter the organization’s alpha code or use
the Lookup tool. (If you select an Academic Organization, you do not select a
Subject Area or Class Nbr.)

a) Click on the Lookup tool < to the right of the field.
b) On the Lookup page, click on the Advanced Lookup link.

c) Select contains from the drop down list for Description.
Then, enter a word or a few characters of a word that is in the Academic
Organization’s description. This field is case sensitive. Type in title case (first
letter of a word is in caps.)
Academic Institution: AkROM
Academic Drganizmion:l hiegins with j |

Description: | contains j |Eng

d) Click _Lookup |

e) Select an Academic Organization from the Search Results that display at the
bottom of the page. Select an alpha code.
For example, select CHEME for Chemical Engineering.

To select a Subject, enter the 4-digit subject code or use the Lookup tool. (If you
select a Subject Area, you do not select an Academic Organization or Class Nbr.)

a) Click on the Lookup tool < to the right of the field.

b) Click _to%kYr
c) Select a Subject from Search Results that display at the bottom of the page.
This is a numeric code.

Ver. 2009.10.13 Page 12 pstrain@uakron.edu
©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Steps

To select a Class Nbr, enter the class number or use the Lookup tool. (If you
select a Class Nbr, you do not select an Academic Organization or Subject.)

a) Click on the Lookup tool < to the right of the field.
b) On the Lookup page, click on the Advanced Lookup link.
c) To search by Subject and Catalog Nbr:

e Click the Lookup tool 2 for Subject. Then, click _LookUR o select the
Subject from the search results.

¢ In the Catalog Nbr field, enter the number or click _Lookle 1o get a list of
Catalog Nbrs for the Subject you selected.

e Select a Class Nbr from Search Results that display at the bottom of the
page.

6. From this frame, select the checkboxes for those types of students that are to be
included in the report.

¥ Enrolled Students

¥ Dropped Students

Ver. 2009.10.13 Page 13 pstrain@uakron.edu
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Steps

7. OPTIONAL:

To run more than one Class Roster at a time, click on the Add a Row tool
and repeat steps 5 and 6.

If a row is added, click on View All to see all the rows on one page, as shown
here.
Print Class Roster

Run Control ID:  ClassRosterPrint Eeport Manager Process Monitor Run

*Academic Institution: IAKRON Q The University of Akron

‘Term: I4US? Q 2008 Fall
‘Session: I Regular :l' ‘Be Sure to Select Appropriate Session for Summer Classes =l
‘Sort Option: | Marne | [ Display Permissions
Academic Organization: ICHEME Q, ¥ Enrolled Students From: l—
Subject Area: I Q e Dropped Students To: l—
Class Nbr: I Q,
‘Session: I Regular :l' ‘Be Sure to Select Appropriate Session for Summer Classes =l
*Sort Option: | Mame j [ Display Permissions
Academic Organization: I Q [V Enrolled Students From: I
Subject Area: I Q - Dropped Students To: l—
Class Nbr: |T5668 &}
B save | LLReturn to Search | [Er Add | UpdateDisplay |
In class, enter the Class Nbr: 75668.

If a row is added in error, click to place the cursor in that row and click on the
Delete a Row tool [=] for that row.
In class, select the first row with CHEME as the Academic Organization.

A message displays to confirm the deletion. Click on OK to confirm the deletion.
Click on Cancel if you do not want to delete the row.

9. Click =5

10. Click _Run_ |

The Process Scheduler Request page displays.

Ver. 2009.10.13 Page 14 pstrain@uakron.edu
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Process the Request

Steps

Process Scheduler Request

User ID: TRAIMO1 Run Control I ClassRosterPrin

Server Name: IPSNT :I' Run Date: IVU?EQUUE= E1
Recurrence: I 'I Run Time: |11:18:1?AM Resetto Current DatedTime |
Time Zone: I Q

Select Description Process Hame Process Type ‘Type ‘Format Distribution
W Class Roster SRCLSRST 5QR Report |weh x||PDF =] Distribution
Ok | Cancel |

For Server Name, select PSNT.

2. A checkmark must appear in the Select checkbox for Class Roster.
Select

™
Type is Web.
Format is PDF.

Click ___°%__| The Print Class Roster page displays.
Click on the Report Manager link.

7. If necessary, click on the { Administration 1\ 15 19 display the list of your reports.
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Use the Report Manager

Steps

[ List Y Explorer ) Administration Y Archives |

UseriD:  [ACBZEPR Tvpe: | ~| Last: [1[oays =] Refreshl

Status: | =] Folder:| =l mstance: | to: |

Report List Custornize | Find | viewal | B8 First {4 15 009 ] Last
Select EI; ort ::g‘::ﬁnce Description Request DateTime Format Status Details
- 3140 4541  Class Roster ]g‘] g?ggfﬂ ’E"f_;%%at Posted Details
r 1130 4540 Individual Student Study Ryt ]g%gfggfﬂ ?f_;%%at Posted Details
r 3138 4539 Study List Repor ;,2;152235.18 “E"f;?j%at Posted Details
- 3137 4538 StudentClass Schedule Report :32;152;2518 ’E"f_;%%at Posted Details
r 3136 4536 Student Class Schedule Report g;gégﬁf ?,F;Dd%at Posted Details
- M35 4535  StudyListRepod ;,2;15?;235.18 ’E"f;?j%at Posted Details
r 333 4533 Course Catalog ;i’égigﬁf ?:;%%at Posted Details
r 127 4525 Grade Roster Print ]g’;g%ggfn ?,'f;%%at Posted Details
] 31726 4524  Grade Roster Print g;g%gg‘ﬁn ’E"f;?j%at Posted Details
"SelectAII Deselect Al

__Delete | ciick the delete bution 1o delete the selected report(s)

Go backto Print Class Roster

S Save |

List | Explarer | Administration | Archives

1. This page does not automatically refresh its display.
To view and print the report, the report Status must be Posted.

Click on the ﬂl button to update the status. It may be necessary to click
on the Refresh button more than one time.

2. When the status is Posted, click on the link for the report in the Description
column.

3. A new window opens with Adobe Reader. The report displays.
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N
BE D &g T« NG § e@ooe -1 A I [ ([ >
)
Th= University of Akren
Report ID: SRCLSEST CLASS ROSTER REFCRT Fags No. 1
Fun Date 11/26/2008
Fun Time 03:53:3%
Term: 2008 Fall
Secpion: Regular Academic Ssgzion
LIE 274
Course: (F1€81} 4200:10L-011 Tools for Chemical Enginsering Laboratory 2.00 Credits
ENROLLMENT: 42
Intructer: Ju,Ln-Kwang
Start Dats=: 08/25/3008 End Daks=: 12/07/2008
ID and Hame Srd Base Level Erogram Ehone Email fddress Enrcll stat
Freshman Univ CZoll afaluakron. edu Enrolled
Freshman Univ Coll  330/822-4435  jrbloS@uakron.sdu Enrolled
Freshman Engr U3 740/537-1010  bab7?T8uakren. edu Enrolled
Freshman Engr U3 330/673-BE25 =sbssuakron. edu Enrolled
Freshman Univ coll 330/264-5156  brozssuakron.edu Enrolled
Freshman Univ coll  724/981-4402  kmoScduakron.edu Enrolled
Freshman Engr U3 330/ /853-5519 cleTesuakron. edu Enrolled
sophemere Univ Coll  415/755-0864  rlodlduakrcn.edu Enrclled
Freshman Univ Coll  234¢567-7015  cpollduakrcn.edu Enrclled
Freshman Engr U3 330/343-3432  dkdssuakrom. edu Enrolled
Freshman Engr U3 330/239-0331  smd5S&uakron. edu Enrolled
Freshman Engr U3 330/254-0540  moflésuakron. edu Enrolled
Freshman Engr U3 440/957-5801  dlissuakrom.edu Enrolled
Frashman Engr U3 330/837-5134  =rklS@uakron. edu Enrclled ;I

The Student IDs and Names are hidden in this screenshot. They will print in the
report.

4. Use the Printer tool = in the Adobe toolbar to print the report.

Close the report window by clicking on its X.
The Report Manager displays.

6. Click on the Go back to Print Class Roster link to create another report.
-OR-
Click on the Home link in the Navigation header to return to the main menu page.

Before running reports, be sure to follow the instructions in the New
Users’ manual to set up pop-up blockers and the Excel downloads.
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Lesson 3: Run a Query

Discussion

Queries are memorized guestions. These questions access the data stored in the
PeopleSoft SA/HR database: historical, current and future. You may be asked to run a
guery to obtain the answer to a question for your department or college.

For example, the Registrar’s office may send you an e-mail that asks you to run a query
to obtain information, such as the final exam schedule or a list of the students who were
awarded degrees at the end of the previous term.

The Query Viewer allows you to run existing queries that use data to which you have
security access, view the results and print the results.

The Query Viewer enables you to:

e Search for a query by its name, part of its name or a part of its description
e Run a query

e Download the results of a query into a Microsoft Excel spreadsheet

e Print a query

Process

Steps

1. Navigate using the following path:

Reporting Tools > Query > Query Viewer

Query Viewer

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

*Search By: |Cu.|ery MName j begins with

Search | Advanced Search

2. If the beginning characters of or the complete Query Name are known, remain on
the Basic Search page.
a) In the blank edit box, enter the complete Query Name or the first few characters
of the Query Name.
b) In class, search by Query Name begins with upkr.

¢) Click _Searth |
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Steps

3. Review the Search Results.

stomize | Find | View Al | B8 First [ o1 or 14 [ Last

Query Name Description Owner Folder HTHL Ereoy Schedule PS8
UPKRZ_MRSGRAD_CRBYTERM_MSERGRP UA_MURS_GRAD_CR_BYTERM_STUDGRF Public HTML Excel Schedule Favarite
UPKR_COPY_QRY Query for class Public HTML Excel Schedule Favorite
UPKR_DEGREES_AWARDED Degrees Only by Term Fublic HTmML Excel Schedule Faworite
UPKR_EQT_PROBATIOMN_CALC far EQT Acad Standng AcadGraup Fublic HTML Excel Schedule Favorite
UPKR_JULIE Fall class sections Public HTML Excel Schedule Favorite
UPKR_MURSGRAD_BYTERM_MSERGRP  UA_MURS_GRAD_BY_TERM_STDMNTGRP  Public HTML Excel Schedule Favarite
UPKRE_MURSGRAD_CRBYTERM_NSERGRF UA_MURS_GRAD_CR_BYTERM_STUDGRF Public HTML Excel Schedule  Favatite
UPKR_MURS_GRAD_BYTERM_STDNTGRP UA_MURS_GRAD_BY_TERM_STDNTGRP  Public HTML Excel Schedule Favarite
UPKR_MWURS_GR_CR_BYTERM_STUDGRP for susan bradford Public HTML Excel Schedule Favorite
UPKR_REFORTIMNG_QRY Queny for reporting class Fublic HTmML Excel Schedule Fawvorite
UPKR_UNIN_ADVISERS Adviser list with email Public HTML Excel Schedule Favorite

4. If the Query Name is not known, but a few characters or a key word in the
Description are known, click on the Advanced Search link.

Query Viewer

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

Query Name: lm |
Description: IW[ |
Uses Record Name: Im |
Uses Field Hame: lm |

Access Group Name: I begins with = | Q
Folder Hame: Ibegina with = |
Owner; - I j'

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE, JRNL_LN

Saarch I Clear Basic Search

5. To search by a few characters or a key word in the Description:
a) Click on the down arrow for the logical operator for Description (where it says
begins with).
b) Select contains. This means that the characters that you know could be
anywhere in the description — beginning, middle or end.
c) Inthe blank edit box, enter the characters or key word that you know.
d) In class, enter the key word reporting.

Description: ||:|:|ntains j |VEF'DfTiﬂQ

e) Click _gearch |
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Steps

6. Review the Search results.

Custamize | Find | Yiew All | = First E 16 of & E Last
Cuery Name Description Owner Folder I;NL—I':I:_O IFE{L—];IO Schedule %es
LCS_KW_LEAVE_REFPORTING Leave Reporing Fuhlic HTML Excel Schedule Favarite
Ua_TOPS_FA_SUBSIDY_ATTRIBUTES far state reporting Fublic HTML Excel Schedule Favorite
LICLE_MCA_GRADS MCA reporting on GA salaries Fublic HTML Excel Schedule Favorite
UHRIS_ORG_CHANGE_3 Dept reporting to & Location Fublic HTML Excel Schedule  Fawvorite
UL:50001 Leave Reparting Fublic HTML Excel Schedule Favarite
UPKR_REFORTING_QRY Guery for reporting class Fublic HTML Excel Schedule Favorite

7. Locate the query and select the link for:
e HTML (to open the query in the web browser)
-OR-
e Excel (to run the query directly to a Microsoft Excel spreadsheet).

8. In class, click on the Excel link for the query, UPKR_REPORTING_QRY.

Some queries contain prompts. In this example the following prompt displays:
Term:l_Q
View Results

CT0 | tame | caer | Tem | Primary Academic Pooram

e In class, use 4087 (which is 2008 Fall) in the Term field.
Click | Viewy Results |
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Steps

9. The results will display in Excel. Save the results to an Excel file, if you wish.

On) d9- ¢ &E )
o

— Home | Insert Page Layout Formulas Data Review View Developer Acrobat '@J - O X
=51 X | |ArialUnicode |10 ~||||= ==| 5 || Text - A W e | = g7~
o Wz aclE==8 5% 1| 3]~ #A-
o EerA] |[EER] (mE T e
Clipboard ™ Font ] Alignment ] Mumber T Editing
Al - | e | Query for reporting class ¥
A E Z D E E CH
1 |Query for reporting class| 23331 . . .
2 ID Term _|Career [Elig Enrl_[Prim Prog |
3 10341 4087 UGRD Y FAALIP
4 10364 4087 UGRD Y FAAL
5 10545 4087 UGRD Y FAALIP
6 10716 4087 UGRD Y FAALIP
7 10740 4087 UGRD Y FAALIP
8 10837 4087 UGRD Y FAALIP
9 1133225 4087 UGRD Y FAAL

10.When you are finished with the data, close the Excel window and the report window

(with the prompt and the view results button) to return to the original PeopleSoft
window with the Query Viewer.

11.Run the query using the HTML link:
e Click on the HTML link for UPKR_REPORTING_QRY.
e At the prompt, enter the Term code 4087.

CliCkl View Results |
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Steps

12.The results will display in the same window as the prompt.
a http:/ /gecko.uakron.edu:12201 /psc/hebps5_3/EMPLOYEE/HRMS /q,/?ICQryName=| - |D|ﬂ

JFiIe Edit  View Faworites Tools Help | r';'

J GBack - \__)l - |£| \ELI _;\J ‘ /'._\JSearch ‘wj\'\/ Favorites {‘3‘ - .,1;'_ [iw) = _.‘ @ ﬁ ﬁ

| address [(&] http:/geckn.uskron.edu: 12201 jpsc/hebpsS_3/EMPLOYEEJHRMSq/71CQryName=UPkR_REP ¥ | [£] o |J @ v | |Lnks

Term: ||408? Q =
Yiew Results |

Download results in . Excel SpreadSheet CSW TextFile (199 ki)

Wi All 1-100 0f 3331 [p] Last
|| o | term | caeer | Eigknt | _ PrimProg
1 10341 4087 UGRD i FAALP

2 10364 4087 UGRD i FAAL

3 10545 4087 UGRD i FAALP

4 10716 4087 UGRD ki FAALP

5 10740 4087 UGRD i FAALP

G 10837 4087 UGRD i FAALIP

T 1133225 4087 UGRD i FAAL

2 1133226 4087 UGRD f FAAL

] 1133230 4087 UGRD i FAAL ﬂ

13.From the results window, you can:

e Preview the query results
e Download the results to an Excel spreadsheet
¢ Download the results to a CSV text file (Comma Separated Value).

Select Excel Spreadsheet for data that has some formatting for a report
appearance.

Select CSV Text File for data that has little formatting. This file may be opened in
Excel or in a database program, such as Access. Use the CSV format if the data
will be used for a Word mail merge.

14.When you are finished with the data, close the Excel window, if open, and the
report window (with the prompt and the view results button) to return to the original
PeopleSoft window with the Query Viewer.

15. Click on the Home link to return to the main menu.
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Lesson 4: ZipReports

Discussion

ZipReports is a business intelligence tool. It allows you to access the most frequently
requested student administration and admissions data that is stored in PeopleSoft. As
with all PeopleSoft data, your security level determines the data that you may view.

ZipReports presents a collection of pre-defined queries (memorized questions) and
reports that access data that is extracted from the PeopleSoft production tables.
Admissions, Records and Campus Community data currently are extracted Sunday
through Friday nights. The data you will be using will be up-to-date as of the previous
day. Financial Aid data is extracted weekly on Saturday. This data you will be using will
be up-to-date as of the previous Saturday.

The data will be in a reporting format that can be viewed and printed from within
ZipReports or the data may be exported to Excel. Excel allows you to further manipulate
the data through sorting, filtering, formatting and editing.

You are encouraged to use ZipReports for your PeopleSoft query needs, because
ZipReports is easy to use and the query results are received quickly.

For current data about students, you may use ZipReports. When historical data about
students is needed, you must use PeopleSoft.

The following query groups are available for student records and admissions:
e Active students by academic program and plan
e Undergraduate new freshmen and transfer applicants
e Class information queries
e Degrees awarded
e Currently enrolled student information queries
e Enrolled selected majors with specific coursework
e Enrolled selected majors without specific courses

ZipReports query results provide student data in a reporting format for your
current, operational management needs.

To obtain your security and learn how to use ZipReports, attend Software Training’s one
hour class. To register for a class, go to https://www.uakron.edu/seminars .
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Demonstration

Your instructor will review the data available in ZipReports.

Steps

1. The Internet Explorer is opened.

The ZipReports workspace is accessed at https://zipreports.uanet.edu .

a ZipReports Workspace - Microsoft Internet Explorer - Ellll
J Fle Edit Wiew Fawvorites Tools  Help | z’
J@Batkvov @ @ :h|p5&ar[h *Favnrites @‘E}Ev; (i ‘I_J@ﬂ .ﬁ
JAddressIEhttps:fiziprepnrts.uanet.edu;’wnrkspace,l’index.jsp j GD |J Qg - |JLir|k5 >

User Name:

Password:

=i

@Done lililifil—g q Local intranet 4

2. Enter your UAnet ID and password.

click IEEE

3. Select a folder of query types from the left column.
The folders that you see are determined by your security.

Falders @ @
—| I Rook
i Help

f® student Administration Quick Reports
i student Administration Quick Reports (Mo Grades)
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Steps

4. Select a query group from the right column by double-clicking on the query group
name.

In the main Student Administration/Admissions data, the query groups are:
Marne
i‘ll ACTO01 Active Students by Academic Program and Plan
ill APPOO1 UGRD Mew Freshmen and Transfer Applicants
|9 cLs001 Class Infarmation
/| DEGOD1 Degrees Awarded
D) ENRO01 Currently Enrolled Student Information <
ill EMRO0Z Enrolled Selected Majors with Specific Coursework,
ill EMRO03 Enrolled Selected Majors WITHOUT Specific Courses

In class, the Currently Enrolled Student Information group is selected.

5. From the list of queries and reports in the left column, select a query.
(Reports cannot be used until after the query is run and the results display.)

r

ofgfg

Rlesonrees

Currently Enrolled
Student

In class, the Enrolled by Student Group query is selected.
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Steps

6. The right side of the page is modified. It will look similar to this.

Filters -- Select One

Tlus query retrieves data for students cmrently envolled m the term you
mdicate, who are active in a student group(s) vou select.

Print Student Group
Report
Submit Data Request | Print Student Group
Pivot

Number of Rows Returned : 0

Last MamelFirst Mame|Camp

itle

Submit Data Request

7. Click

8. Respond to a series of prompts to set your criteria for the records that you want to
see.

Filter: Term

Show Yalues Custorn Yalues Custom S0L
Qptions
[T Include Mulls
™ mot | = Equal =l

Walues

2005 Spring -
2005 Surmrmer _I
2006 Fall

2006 Spring

2006 Surmmer

2007 Fall

2007 Spring

2007 Surmnmer

2005

2008 Spring

2008 Surmmer

2009 Spring i
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Steps

9. The results can be previewed at the bottom of the page.

Use the download tool to create an Excel
file that contains the data.

Filters -- Select One

Student Administration Quick Reports

Currently Enrolled Students By Student Group 1
Iniv
of }\[yr(
Print Student Group
Report |
Submit Data Request Print Student Group
Pivot |

Number of Rows Returned : 470

This query retrieves data for students cmrently enrolled in the term you
mndicate, who are active m a student group(s) yvou select.

Student Student

Emplid J P Last Mame First Mame Campus | Bm _: ) Group Title
Group | Group Title Career  |iCollege 0

M ATH Athlete AKROMN  UGRD EDUC College of Education
I ATH Athlete ARKROM  UGRD FAn Fine & Applied Ars
M ATH Athlete AKROMN  UGRD MNURS Caollege of Mursing
M ATH Athlete AKROM  UGRD LIMIY University College
I ATH Athlete ARKROM  UGRD LM University College
I ATH Athlete ARKROM  UGRD CET Summit College
I ATH Athlete ARKROM  UGRD FAn Fine & Applied Ars
I

ATH Athlete _ ARKRON  UGRD UMY University College
i

In this screenshot, the student IDs, Last Names and First Names are hidden.
This data will display and be available, when you run the query.
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Steps

10.To download the data to Excel, click on the download tool “¥ , as shown in
step 9 on the previous page.

The Export Section dialog box displays

cf E-

Save it I@' Desktop j &

Recent

LMy Documents @Shortcut Lo wersion &
vj My Compuker

L My Metwork Places

) Class files

) Deskkop Files

LMCT Summit

IMalijClass

| ZiPresentationD

[ )Project Files - Excel 2007 Ess
) SharePaint downloads

) Shortcuts

T Launch Nolifweb. HTH (2)

Iy Computel
P! |57 Sharkcut b eCert
File name: IStudent Group Results j Save I
Save as bype: IHTML [ htrn) ﬂ Cancel |
Encoding: -
| 2 y

11. Save the query results with these steps.
¢ Navigate to the disk and folder in which to save the query results.
e At File name, enter a name for the file.
e At Save as type, click on the down arrow and select a format.
The most frequent choices are Excel (*.xIs) and PDF (*.pdf).
In class, select Excel (*.xIs).

e Click on Save.
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Steps

12.To view the query results, open the file in Excel or Adobe Reader, as appropriate.

T.‘f@ H9-c-@E)s Micrasoft Exce - =X

Home Insert Page Layout Formulas Data Review View Developer Acrobat '@

‘-*‘ £ |||Microsoftsaria ||| = = General il A e 3 - A7

P_aﬂ e !B Aani '||AA A'l _._Q' o Styles || Cells E' 4~
J ||| S A == |50 5 - 2 e
Clipboard T Font {Fi Alignment F} Number = Editing
| AL -0 fe | Emplid
I"T‘_;l].'f"f.i.'f-'.-f";.:1.:.1'.-‘1-3".-":'-1'.'-'.:.- Compatibility Maode L 2
1 _Emplid FERPA Student Gre Student Grc Last Mame First Name Campus  Academic|
2 N ATH Athlete AKRCON  UGRD
3 N ATH Athlete AKRON  UGRD
4 N ATH Athlete AKRON  UGRD
5 | N ATH Athlete AKRCN  UGRD
G N ATH Athlete AKRON  UGRD
ay N ATH Athlete AKRON  UGRD
8 N ATH Athlete AKRCON  UGRD
9 N ATH Athlete AKRON  UGRD

In this screenshot, the student IDs, Last Names and First Names are hidden. This
data will display and be available, when you run the query.

13.Close the Excel worksheet and Excel, when your work is completed.

14.Close the query results window in ZipReports.
The ZipReports main window displays.

/2 ZipReports Workspace - rodehay - Windows Internet Explorer -0 x]
= = ; B + i S

@: ) v [ https:zipreports.uanet. edujworkspaceindex. jsp =l & |42 %] [uive search ¥

| Fle Edi Wiew Fovorites Tooks Help |tinks  Dogpile Weh Search & | Custamize Links

JQ‘E'@'dEagev@Tgu\sv >

[ Navigate " Hle View Favogtes Iools Help | fi= # | Exglore | g 4] A B0

5% & () ziReports Workspace - roehay

ministration Quick Repor =

Folders W @ ! # Name Type Modified
-1 B Root |9 AcTo01 Active Students by Academic Program and Fian Interactve Repa... 5/1/08 10:58 AM
B Hep ;:l»wpum UGRD New Freshmen and Transfer Applicants Interactive Repo... 12/10/08 8:13 Ak
P e, | o o= ors e

= Student Administration Qui... .

|E& ENR001 Currently Enrolled Student Information

| EnR002 Enrolled Selected Majors with Specific Coursework Interactive Repo... 12/10/08 8:21 Al
|9 ENROD3 Enralled Selected Majors WITHOUT Specific Courses Interactive Repa... 12/10/06 5:23 Al
. 3

i Explore: /5...

(3 items remaining) D [T S tocalintranst HL00% g

15.When your work is completed in ZipReports, click on the Log off tool n on the
right side of the ZipReports toolbar.
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Appendix: Additional Reports

Discussion

In this appendix, detailed instructions are given for reports that sometimes are run at the
beginning or the end of a term. These reports are:

e Phase report (schedule of classes)
e Unofficial transcripts

e Student grade report

e Grade rosters

e Student study list report

e Course catalog report
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Phase Report (Schedule of Classes Report)

The Phase Report allows Departments to create their own hard copy of the Schedule of
Classes, if desired.

The FIRST TIME that you create this report, you will need to create a Run Control ID.
This Run Control ID will store the options that you choose to set for the report that you
are creating.

Path: Curriculum Management > Schedule of Classes > Print Class Schedule

The FIRST TIME that you create this report:
Enter the path as shown above.

On the Find an Existing Value page, click the hdd a Hew valle jing.

In the Run Control ID field, type SOC. Click __Add |
The Schedule of Classes page is displayed.

Once you have created this report, to create it in the future:
Enter the path as shown above.

On the Find an Existing Value page, click L5earch |
In the Search Results that appear under the blue bar, click the link SOC.
The Schedule of Classes page is displayed.
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Steps
{ Print Class Schedule {_ Report Options |
Run Control ID: SOC ReportManager  Process Monitor  _RU"
Academic Institution: WQ The University of Akron
Term: [s0s1 2008 Spring
Academic Organization Node: [crEME @ Chemical Engineering
Session: [Ta Regular Academic Session
‘Sehedule Print: [res =]
‘Print Instructor in Schedule: Yes - ¥ Active I cancelled
Print By Campuis: - [~ stop Enrl ™ Tentative
Campus: [Ta
Print By Location: r
Location Code: [ &
B Seve | \Returnto Search | |+l Previous n List | |+ Mext in List | [ Nty | Eoe | | Elurdetenisplay
Print Class Schedule | Eeport Options
1. Academic Institution defaults to AKRON.
Do not change.
2. Enter Term.
-OR-
Use the Lookup tool < and then M‘ to select the Term from the list.
3. Enter Academic Organization Node.
You have the option of running the Schedule of Classes by subject/Department,
College or all of The University of Akron. Click the Lookup tool Q , then Ml
to make your selection.
4. Enter Session.
Leave this blank (unless you want data for only one of the Summer sessions).
5. Enter *Schedule Print.
Select Yes or All. All shows the non-print courses.
6. Enter *Print Instructor in Schedule.
Enter Yes or All.
7. If you want to print Akron, Wayne of Summit College only sections,
checkmark Print by Campus.
The Campus field will become available.
Click on '@/ and then Ml to select the Campus to print.
8. Click to mark any/all of the Class Status checkboxes: Active, Stop Enrl or
Cancelled.
9. Click the Report Options folder tab.

The Report Options page is displayed.
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[ Print Class Schedule | Report Options |

Run Control ID; SOC

Eeport Manadger

Process Manitor 200

¥ Print Meeting Patterninstr

I~ Print Meeting Pattern Topic
[ Print Class Attributes

¥ Print Class Notes

[¥ Print Global Notes

[ Print Sections Combined

[ Print Class Characteristics
[ Print Class Enroliment Limits
¥ Print Class Nbr for Non-Enroll
I~ Print Requirement Designation
[ Print Reserve Capacities

¥ Report Only

El save | LU Return to Search | [=] hatify |

Frint Class Schedule | Report Options

[ Eliminate Subject Page Breaks

S acd | LpctateDizplay

10.Click to mark any of the Report Options that are needed.

11.Click to mark the option for Report Only.
The Report Only checkbox is marked.

12.Click on M

The Process Scheduler Request page is displayed.
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Steps

Process Scheduler Request

User ID: Run Control ID: SoC

Server Name: IPSNT 'l Run Date: IDBH 32008 Eil
Recurrence: I 'l Run Time: |1:43:58PM Resetto Current DatelTime |
Time Zone: || Q

Select Description Process Name Process Type ‘Type 'Format Distribution
ca Schedule of Classes SR2M SQR Report IWeb 'l IPDF 'l Distribution
QK Cancel |

13.At *Server Name, select PSNT
14.Click to mark the checkbox for the Schedule of Classes report with a Process Type
of SQR Report.

15.At *Type, select Web

16. At *Format, select PDF

17.Click on M

The Report Options page is displayed.
18.Click the FEROMMANALEL i
The Report Manager pages are displayed.

19.Click on the | Administration | oy,
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[ List Y Explorer ¥ Administration Y Archives

Useri:  [aCE2EFR Type: [N | Last: |_1|Da\,fs ~| Refresh |

Status: | j Fol(ler:l j Instance: | to: |
Report List Customize | Find | view sl | 58 First [0 1 o 1 [ Last
Select Report PIcs o ccription Request DateTime  Format Status  Details
D Instance
- B78 819 Schedule of Classes 08132008 1:43.18PM Acrobat (* pdf Posted  Details
o
Select All Deselect All

%Icnckthe delete button to delete the selected reportis)

Go backto Print Class Schedule

S Save |

List | Explorer | Administration | Archives

20.Your most recent report will appear at the top of the list.
The Report Description should be Schedule of Classes.
NOTE: The Report Manager pages also are available at:
Path: Reporting Tools > Report Manager

21.1f you do not see your report or the status is not Posted, click _ Refresh | ntil the

. Schedule of Classes . .
report status is Posted, and the report name appears as a link in

the Description column.
Note: The statuses you may see are:

Scheduled The process was just added to the
report request.

Processing Process Scheduler has initiated the
program and is running the process at
that time.

Generated The report has finished processing and
all files are available for transferring.

Posting The report is in the process of being
transferred to the Report Repository.

Posted The report has finished posting and is
ready to be viewed.

Ver. 2009.10.13 Page 35 pstrain@uakron.edu
©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.




PeopleSoft Student Administration — Reporting ver. 9 The University of Akron
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22.Click on the =theduleortlasses Description link for the report.

23.A new window is opened for Adobe Reader and the Report is displayed.

D ie fi0 " & | ©®[He- Loo- i 5 Nl e -

The Mniversity of Mkrom
Scheduls of Clagess for 2000 Spring
Canpuo: Akron Maln Campus
Burollmsnt Inventory Report

ing - Cheniocal i ing - Subject: Chemical

24.Click on the printer tool == in Adobe Reader to print the Schedule of Classes
Report.

(Optional): You also may save the report in PDF format by clicking on the Save tool

Ll‘j in Adobe Reader.

25.Click on the report window’s close button I,
The report window is closed.
The Administration page of the Report Manager is displayed.

26. (Optional): If you have additional reports to print, repeat steps 21-26 for each report.

G0 hackto Print ©lass Schedule

27.Click on the link
The Report Options page is displayed.
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Unofficial Transcripts

This procedure is used to view and print Unofficial (UNOFF) transcripts

When accessing the Transcript Request component, click the Add a New Value link to
create a new request. If you search for the transcript using the Transcript Request —
Find an Existing Value page, you will be viewing a dated transcript.

Path: Records and Enrollment > Transcripts > Transcript Request

View a Transcript

Steps

1. Select the path as shown above.

The Transcript Request —Find an Existing Value page is displayed.
Enter criteria to access a previously run transcript for a student.

To run an up-to-date transcript, continue to step 2.

Transcript Request
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values

{ Find an Existing Value ({_ Add a New alue

Report Request Nbr: | begins with j |

ID: [begins wnhj|

Academic Institution: | begins with j | Q
Transcript Type: | begins with j | [}

User ID: [begins wnhj|

Request Date: [= =1 |

Future Release: |: j | j
Term: |begms W\Ihj| Q,
Requested Print Date:[= =1 | el

First Name: | hegins with j |

Search | Clear |Ela5ic Search Save Search Criteria

Find an Existing Valsg |Add a Mew Value

2. Click on the 2ddalewValue jj o the | AddaMewValue | tap.
The Request Header page appears.

Ver. 2009.10.13 Page 37 pstrain@uakron.edu
©2008 These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



PeopleSoft Student Administration — Reporting ver. 9 The University of Akron

Steps

{ Request Header Y Request Detail | ReportResults | ReportErrors ',

Report Request Nbr: 000000000 Request Date:  09/18/2008 User I:  ACRZ8FPR

‘Institution:

‘Transcript Type: Required fields are
indicated by an asterisk

before the field name.

[~ Freeze Record
[ override Service Indicator

*Output Destination: ‘

Number of Copies:

Future Release: |Immediate Frocessing j

3

Academic Career: I

Term:
Print Date: IUQH ar200a
Request Reason: I Student's Request |

[~ Cancel Request

B Save | h Refresh | Eridd | FlUpdateDizplay

Reguest Header | Reguest Detail | Reportt Results | Report Errors

3. For Institution, select or type AKRON.

4. Click on the down arrow at Transcript Type to view and select UNOFF.

5. At*Output Destination, select Page or Printer:
Note: Selecting Printer will give you the option of indicating the number of copies
you need on the Request Header page. This will produce the copies within Adobe
Acrobat.

6. Click on the L REAuestBeEl | t5qar tap.
The Request Detail page is displayed.
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Steps

[ RequestHeader | Request Detail | Report Results | Report Errars |

( Frocess REC]LD
Report Request Nbr: oooooonoo On Reguest

Frint

Transcript Type: OFF The University of Akran

Eeport Manager

+
‘Seq Nbr ‘ID Alt + 5 WI” bring Up a Number of Copies
I 1 I < 1 Send |
lookup box. [
B save | 4 Refresh | [Er 2dd | Update.l'DispIayl

Eequest Header | Request Detail | Eeport Results | Report Errors

7. Enter the appropriate *ID:
Type an ID or search for an ID by pressing Alt + 5 (five).
On the Lookup ID page, type your criteria and then click | Lookup

Lookup ID

empin: [

Nationalio:[

Campus ID:li

LastName'I

First Name: |

| Lookup | | Clear | | Cancel | Basiclookup

8. Enter the Number of Copies, if more than one for the same student.
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/ ReguestHeader | Request Detail ' Report Results | ReportErrors |
Process Request
Report Request Nbr: gonooooan On Reguest o
Transcript Type: OFF The Univarsity of Akron Report Manager

Find | view Al First 4] or 1 (] Last

‘Seq Nbr 'ID Number of Copies
|1 [12z98a2 Joseph Studenta K
Bl Save | s Refresh | B | Update.l'DispIayl

Request Header | Request Detail | Report Results | Report Errors

9. (Optional)
To run more than one transcript at a time, click the Add a Row button .*_ and
repeat step 7.

Note: If you continue to use the _*_ on the last row added, the transcripts will be
printed in alphabetical order from the Request Detail page.

To delete a row, place the cursor in that row and click on that row’s Delete a Row
button ' = . At the prompt, confirm the deletion by clicking on OK.

10.Click on the _Frocess Request pon,
The system processes the transcript request, and moves you to the Report Results
page where you can view the transcript(s).
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Print a Transcript

What you do What happens/Notes

P ——
| RegquestHeader(l' ReguestDetail)}” Report Results ' Repor Etrors |

the correct
Print
button.

Seq Nbr: 1

D 12289382 JosepNStudento

The University of AKron 0fficial Transcript

The Universzity of Akron

This page, Report
Results, is for
viewing.

302 Buchtel Common

Akron, OH 44325

Tnited 3tates

The Request Detail

Identifying Code: 003123 page IS fOf prlntlng'

Hame :  Studento Esdg,Joseph Quincy

Student ID: 1229952

Address i Office of the Tniversity Registrar
Simmons Hall h

bkron, OH 44325-6208

11.Click on the [_ReduestDetail | 5,
The Request Detail page is displayed.

[ RequestHeader " Request Detail { ReportResults |} ReportErars

Use this
Process Reguest Print
Report Request Nbr: 000326394 Completed ,
: = button.
Transcript Type: OFF The University of Akron Report Manager
First E 1 1 E| Last
‘Sed Nbr 1D Number of Copies - EI
I 1 I'I 2294832 Joseph Studento |_1 ﬂl
& Save | LLReturn to Search | 4 Refresh | Ebdd | UpdatesDisplayl

Reguest Header | Request Detail | Report Results | Report Errars

12.Click on the Print button on the Report Results page to send the transcript
report to the Report Manager.

13.Click on the Eenorthlanager |ink,
The Report Manager pages are displayed.
If necessary, click on the | Administration ' 5},
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Steps
J List Y Explorer )" Administration Y Archives |
User I 28PR Type: | 7| Last: [ 1]|Days (| Refresh
Status: j Fol(ler:l j Instance: I to:

Report List Customize | Find | Yiew A | B First (4] 1 o 1 [ Last
Select Beport Pres Description Request DateTime  Format Status Details
(1] Instance
. . 09r 8r2008 Acrohat .
I 2808 3714 Transcript Print All 234 2GPM el FPosted Details

"SelectAII Deselect All

%Icnckthe delete button to delete the selected report(s)

Go hackto Transcript Reguest

B zave |

List | Explorer | Administration | Archives

14.1f you do not see your report or the status is not Posted, click

Refresh | yntil the

report status is Posted, and the report name appears as the link 12nstrptPrint Al

in the Description column.

Note: The statuses you may see are:

Scheduled The process was just added to the report
request.

Processing Process Scheduler has initiated the
program and is running the process at
that time.

Generated The report has finished processing and
all files are available for transferring.

Posting The report is in the process of being
transferred to the Report Repository.

Posted The report has finished posting and is
ready to be viewed.

15.Click on the HENSCABLPARAL jiny for the report.
The Transcript is displayed in an Adobe Reader window.
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3 http://gecko.uakron.edu:12200/psreports/hebps2/2808,/SRT78M--_3715.PDF - Microsoft

=101

| Fle Edt GoTo Favorites  Help | e
(O © - [ @) (] Do Forenn @3- 133 )1 6L B
| Address [& BRI

BAEaD & ¢ IO §leeow-| A

IFind

Hame : Studento Esqg, Joseph Quincy
Student ID: 1223982

Fage 1 of 1

Print Dase : Z008-05-13 Fzrc
200
----- Degress Awardsd ----- Fre
Degrees :  Juris Docter R
Confer Date : 2007-05-20 Pzo
Plan : Law—3Special Frogzam 200
——————————————————————————————————————————— Pro
Degres : Master of Business Admin. 204
Confer Date :  2008-12-13 Fzc
Plan : Management R
Frg
----- Transfer Credits - === - 200
Transfer Credit from School of Hard Knocks §#1
Applied Toward Busine=s= Undergraduases Frogram
Cour=e Trans GFA: 0.000 Transfer Total=s : o.oo0 1000 o.ooo
----- Test Credits --=- - - o
Te=st Crediss Applied Toward Business Undergraduate= Program '_QL
Bypa== credit Bypass test o
Tranzferred to Tezm Z00% 3pring as
7400 258 Fatherhood: Farent Role 2.00 2.00T
-
CTED Taws [ T N P P n
1t.o0xas50in 4| | »
|@ Done l_ l_ l_ l_ l_ |Unknc:wn Zone S

16. Click the printer button = in the Adobe Reader toolbar to print the transcript.

17.Click on the window’s close button /.
The report window is closed

18.Click on the Go hackto Transcript Reguest link.
The Transcript Request page is displayed.
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Student Grade Inquiry and Report

Use these instructions to view and print a student’s grade information for a selected
term.

Path: Records and Enrollment > Student Term Information > Student Grades

Steps

1. Enter the path as shown above.
The Student Grades-Find an Existing Value page is displayed.

2. Enter the student’s ID, Academic Career, Academic Institution and Term.

Student Grades
Enter any information you have and click Search. Leave fields hlank for 3 list of all values.

{ Find an Existing Value

ID: [begins with =] [1930asE

Academic Career: I;l | Undergraduate j
Academic Ins‘titution:l heging with j |AKRON Q

Term: I;I IWB?— Q
Campus ID: |begins with j|

National ID: |begins with =]

Last Name: |begins with =]

First Name: [negins with =] |

Term Alternate Key: I: 'l I Q,

Search | Clear |Elasic Search Save Search Criteria

3. Click on : Click on the Term Statistics tab to
The Student Grade Inquiry page appears. see the GPA for this term.

{ Student Grade Inquiry Qﬁtatlstlcs i Click on any of the
1930856 Print column headings to sort
reportmanager [ the rows of information.

Term: 2008 Fall Career: Undergrad Institution:  The Univarsity of Akron
72442 E200 Lecture A ABCING 3 oo Regular gement
Detail ||72450 G200 420 Lecture iy} A A ABCING 3.00 Regular |Advanced Accounting
Detail ||72453 6200 430 Lecture g00 A A ABCING 3.00 Regular | Taxation |
Detail [|TEEER 6400 Eral Lecture 001 A A ABCING 3.00 Regular |Business Law |
Detail [|75004 6500 330 Lecture o003 A A ABCING 3.00 Regular |Principles of Operations Mgmt
Detail/ |72660 6200 208 Lecture ulie} A A ABCING 3.00 Regular |International Business

Q‘RE‘“’“*W Click on the Detail link to

Student Grade Inguiry | Term Statistics get the SpeCifiC deta”s on

each class, if needed.

4. Click on M.

Processing and then Saved appear briefly in the upper right hand corner of the
page.
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Steps

5. Click on the B2ROMLMAnauer jjny
The Administration page of the Report Manager is displayed.

\ Your reports are
{ List Y Explorer @s‘traﬁon ) ArhEE ] . b
listed on the
— Administration
Userl: | Type: | Tlrase [ 1[oays x| _Refresh I tab
Status: j Fol(ler:l j Instance: | to: | )
Report List Custornize | Find | Wiew Al | 88 First [ 4 ot ¢ [ Last
Report  Pics o T .
Select D Instance Description Request Date Time Format Status Details
- 2268 2928 Grade Report 097102008 Acrobat Details Check the
101 9:50AM *.pdf s
report’s status.
When the status of the report If the status is
is Posted, click on the not Posted,
Description link to view, print click the
 Select Al Deselect Al or save the report. Refresh button
_Delete | Cickthe delete button to delete the selected reportis) .Untl| the status
is Posted. You
Go backto Student Grades may need to
Refrech mnre

Bl Save |

List | Explarer | Administration | Archives

6. If you do not see your report or the status is not Posted, click __7&M5h_| yntjl the
report status is Posted, and the View link appears.

7. Click on the Descrivtion |ink for the report.
A second and separate Report window is opened. In this second window, the
Student Grade Report is displayed in the browser with the Adobe Reader toolbar
available.
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=HE ) - T S & @@ - Aso- I B e -
Use the Print
Report ID: § ! The University of Akron button in the
Grade Report Adobe Reader

toolbar.

Name: Career; Undergraduate

D: Program: Business Undergraduates

Terme 2008 Fall

Units  Grading Official Grade

Class No. Subject Catalog Session Section Taken Basis Grade Points

72442 6200 301 1 001 3.00 ABC/NC WD 0.000
Cost Management Lecture

72440 6200 322 1 800 3.00 ABC/NC 0.000
Intermediate Accounting I Lecture

76666 6400 3 1 001 3.00 ABC/NC C+ 6.900
Business Law I Lecture

75004 6300 330 1 003 3.00 ABC/NC B- 5.100
Principles of Operations Mgmt Lecture

72560 6800 305 1 003 3.00 ABC/NC B 9.000
International Business Lecture

8. Click on the printer button “ in the Adobe Reader toolbar.
The Print dialog box is displayed. Click OK.
The Student’s Grade Report prints.

9. Click on the report window’s close button 'xI.
The report window is closed.
The Report Administration page is displayed.

10.Click on the link Go back to Student Grades to print a grade report for another
student or click on the Home link in the Navigation header to return to the main page.
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Print Grade Rosters

Discussion

An example of a grade roster is shown below. In this example, the student IDs and
names are hidden for security reasons. The IDs and names will appear in the Grade

Roster report that you print.

Report ID: SRERESTRET GERDE ROSTEE REFCRT

Tarm: 2004 sSpring Inatituticn:

Course: 2100 101 gezsion: 1

Class Title: Intreduction te Zoology Class Hbr:

Grade Roster Type: Final crade

Instructerial: Rock,Emily 2; Smith,Forrest
arade arade arade Academic

Student ID Student Name Input official Bazis Carcer
E- E- REBC/NC ndergrad
B- E- ABC/NC ndergrad
E E ABC/NC ndergrad
B- - ABC/NC ndergrad

E REBC/NC ndergrad

B- E- ARC/NC Tndergrad
B E ABC/NC ndergrad
B F: ABC/NC ndergrad
Ey n RBC/NC tndergrad
WD WD RBC/NC tndergrad
WD WD ABC/NC ndergrad
B+ E+ ABC/NC tndergrad

Page No. 1
Fun Date 12/08/2008
Fun Time 11:26:22

The University of ARkron

Section:
107249

4.00
4.00
4.00
4.00
4.00
4.00
4.00
4.00

4.00

701

Rostar
Status

Postad
Posted
posted
Posted
Postad
Posted
posted
Posted
Posted
Graded
Graded

Posted

If the Grade Roster report is run before grade input, the Grade Input and Grade Official
columns will be blank. If the Grade Roster report is run after grade input, but before the
Registrar’s Office processes the grades and the grades become “official,” the Grade

Official column will be blank.

Keep in mind that the Grade Rosters report can be very long if you are running rosters

for all classes within a subject.
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Path: Curriculum Management > Grading > Print Grade Roster

Steps

1. Enter the path as shown above.
The Class Roster Print — Find an Existing Value page is displayed.

Grade Roster Print
Enter any information you hawe and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value "\ Add a New Value ',

Run Conmtrol ID:| begins with jl

Search | Clear |Elasic Search Save Search Criteria

Find an Existing Value | Add a Mew Yalue

2. Click on _2eath | 1o select an existing Run Control ID, if you previously have run
the Grade Roster report.

If you select |528rch | 4 jist of all Run Control IDs appears under Search Resullts.
From the list, select the Run Control ID that you previously created for the Grade
Roster report and go to Step 5.

-OR-

If this is the first time that you have run a Grade Roster report, click on the

Add a Mew Yalue .
= link to create a new Run Control ID.

If you select Add a Mew Walue

displayed. Go to Step 3.

, the Grade Roster Print - Add a New Value page is

Grade Roster Print

/_ Eind an Existing Walue ¥ Add a New Value

Run Control ID: ||

Add

Find an Existing Walue | Add a Mew Value

3. At Run Control ID, enter a new Run Control ID (case sensitive, no spaces, 30 or
fewer alpha-numeric characters).

NOTE: You may wish to name it GradeRoster.
Use this same Run Control ID whenever you run the Grade Roster report.

4. Clickon |_Add |

The Grade Roster Print page is displayed.
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Grade Roster Print

Run Control Il GradeRoster Eeport anager Process Monitor 20
*Academic Institution: [akRON=] 7y University of Akran I Print Note Area
I Print ncomplete Area
“Term: [4087 @ san8Fal

Grade Roster: I Final 'I

First E 1af 1 |I| Last

[T specific Class =

Sequence Number:

1
Academic Organization: IE”OL Q
Session; I j"

Class End Date From: I & I Grdng Auth 'l ‘Instructor Print Option

Class End Date To: I El [ Print Course Administrator
Campus: | Q ¥ Print Blind Grading ID
B save | LLReturn to Search | [=] mMotity | B o | UpdateDisplay

5. Select *Academic Institution:
Enter AKRON.

6. Select *Term:
Enter the Term code.
-OR-
Click on the Lookup tool | .
A. On the Lookup Term page, click | Lookup
B. Select the Term you need from the Search Results at the bottom of the
page. You may need to use the scroll bar to locate the row you want.

Lookup Term

Term: I

Description: |

Short Description:l

Lnnkupl Clear | Cancel | Basic Lookup

Search Results
Only the first 300 results can be displaved. Enter mare information ahc

Wigw Al 1100 of 300 (] Last
Term Description Short Description

8959949 End Term - Srve Indicator Use End Term

4177 2017 Fall 2017 Fall

4173 207 Summer 2017 Sumrmme

4171 2017 Spring 2017 Sprin

4167 2016 Fall 2016 Fall

The Grade Roster Print page is displayed with the Term code you selected.
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7. At Grade Roster Type, select Final from the drop down.

8. If you need to print a roster for a specific class, click to mark the Specific Class
checkbox.

Leave the checkbox blank if you need to print the Grade Rosters for all classes in a
subject.

If you placed a mark in the Specific Class checkbox, proceed to step 9.

If you left the checkbox for Specific Class blank, because you need to print the
rosters for all classes in a subject, proceed to step 11.

If you placed a mark in the Specific Class checkbox, the page looks similar to this:
Grade Roster Print

Run Control I GradeRoster Eeport Manager Process Monitor Run |
*Academic Institution: IAKRON :" The University of Akran I Print Note Area
™ Print mcomplete Area
‘Term: |4I38? Q 2008 Fall
Grade Roster: I Final 'I

Find [viesw Al First (4] 1 of 1 [ Last

Sequence Number: 1 ¥ Specific Class Class Nbr: | (&} =

I Grdng Auth 'I ‘Instructor Print Option

I Print Course Administrator
I Print Blind Grading ID

S Save | JSLReturnto Search | [=] Matify | Sy Add UpdateDisplay
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9. Select Class Nbr:
Enter the specific class number.
-OR-
Click the Lookup button Q. The Lookup Class Nbr page is displayed.
A. Enter the Subject Area code.
B. Click | Lookup
C. Select the appropriate class from the list of Search Results at the bottom of the
page.

Lookup Class Nbr

Academic Institution: AKRON

Term: 4047

Subject Area. lamn—g
Catalog Nbr —
Class Nbr. [

Acadernic Group: l_g
Term Alternate Key: | Q)
Session |
Class Section [
Loakup Clear Cancel | Basic Lookup

Search Results
i All 1100 o1 124 (] Last

Subject Area Catalog Nbr Class Nbr Academic Group Term Afternate Key Session Class Section Academic Career

300 103 10693 AR 4047 Becular 001 Undergrad
200 103 10694 AR 4047 Becular 002 Undergrad
200 103 10695 G 4047 Becular 003 Undergrad

The Grade Roster Print page is displayed with the Class Nbr that you selected.

10.1f you are printing a Grade Roster for a specific class, proceed to step 13.
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11.1f you are printing Grade Rosters for all classes in a subject,

select Academic Organization.

Enter the Academic Organization code.

-OR-

Click the Lookup button &/ . The Lookup Academic Organization page is displayed.

A. In the Description field, select contains at the drop down and enter a word or 3
or 4 consecutive characters of a word that appear in the Academic
Organization’s name. (This field is case sensitive.)

B. Click [ Lookup

C. Select the appropriate Academic Organization from the Search Results at the
bottom of the page. Select an alpha code.
Look Up Academic Organization

Academic Institution: ARRON

Academic Organimtion:l beding with j |

Description: |cnmains j |Bi0|
Look Up | Clear | Cancel |Elasic Lookup

Search Results
13 of 2

Academic Organization Description

[0 Biology
Coio > Binioy
0 Biglogy / MEUC O

The Grade Roster Print page is displayed with the Academic Organization code
that you selected.

12.1f you are printing Grade Rosters for all classes in a subject, select Campus:
Enter the Campus.

-OR-
Click &/, click LLookup  and select the campus.
Campus Description Short Description Location Code
AKROMN Akron Main Campus Akron kain SA-AKROMN
CAMDT Summit College Summit SA-AKROMN
WirMNE Wayne Campus Wiavre SAWVAYIE

13.For all class rosters, in the Print Options area, Instructor Print Option should be
set to All.

14.For all class rosters, click to unmark the checkbox for Print Blind Grading ID.
The Print Blind Grading ID checkbox is blank.

All ¥ | ‘Instructor Print Option
I Print Course Administrator
[ Print Blind Grading 1D
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If you are creating a Grade Roster for a Specific Class, the page looks similar to this.

Grade Roster Print

Run Control I GradeRoster Report Manager Process Monitor R |

‘Academic Institution: IAKRON | The University of Akron I Print Note Area

Term: [4087 Q2008 Fa
Graile Roster: IFinaI vl

I~ Print Incomplete Area

al First E 1 of 1 |I| Last
Sequence Number: 1 [V Specific Class Class Nbr: |T051 L) =
All ~ | *Instructor Print Option
[ Print Course Administrator
I Print Blind Grading ID
B save | SLReturnto Search | [=] mctity | [0 | Update.l'DispIayl

If you are creating Grade Rosters for an entire subject, the page looks similar to this.

Grade Roster Print

Run Control I:  GradeRoster Report Manager Process Monitor Run
‘Academic Institution: IAKRON jv The University of Akron I Print Note Area

[~ Print Incomplete Area

Term: [4081 Q2008 spring
Grade Roster: IFinaI vl

First [4] 1.of 1 [¥] Last

i +
Sequence Numhber: I” Specific Class =l

1
Academic Organization: IE 1oL Biology
Session: I j'

Class End Date From: I E‘j il ~| “mstructor Print Option
Class End Date To: I El I Print Course Administrator
campus: | Q I Print Blind Grading ID
Bl Save | ELReturn to Search | [=] matify | [Er&dd Update/Display

15.Click on B s=ve]

16.Click on M

The Process Scheauler Request page is displayed.
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Process Scheduler Request

User ID: ____. R Run Control IlY. GradeRoster

Server Mame: IPSNT :I' Run Date: I12!DQIEDDS El
Recurrence: I 'I Run Time: |11:24:45AM Resetto Current Date/Tirme |

Time Zone: I Q

Select Description Process Hame Process Type ‘Type ‘Format Distribution

¥ Grade Roster Print SRRSTRPT SQR Report |ieh =||POF | Distribution
[0]29 | Cancel |

17.Select Server Name:
Choose PSNT from the drop down list.

18.The Select checkbox should be marked.
Select

v
19.Type is Web.
20.Format is PDF.

21.Click on __OK_].

The request for the Grade Roster report is processed. The Grade Roster Print page
is displayed.

22.Click on the EeportManager |ink,
The Report Manager pages are displayed.

23.If necessary, click on the [ Administration Y to1qer tab to place that page on top.
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[ List Y Explorer y Administration Y Archives

User | R Type: | “liast [ 1[Days ][ Refresn | Check, the
Status: | j Fol(ler:l j Instance: | to: | reports Sta-tUS. If
- b 5 the status is not
o '-.:IJ:E:tl:lrrEE ||'-.- e Al First B4z of 2 Last Post ed, click
epol Ics . edque: .
Select m Instance Description DateTime Format Status  Details the Refresh
- EPER— 121092008 Actobat @y e button until the
11:25:30AM ™ pdf) .
12/09/2008 Acrohat status is Posted.
- 21449 2428 Schedule of Classes 5151 THM * pdf) Posted  Details You may need
to Refresh more
than once.
¢SelectAII Deselect All

When the status is
Posted, click on the
report's name in the

Description column.
&l Save | P

List | Explarer | Administration | Archives

_Delste | pjick the delsts button to delete the selected repor(s)

Go back to Grade Roster Print

24.1f the report’s status is not Posted, click on the  Refresh [ button.

If you do not see your report or the status is not Posted, click __FeT&sh | yntjl the

report status is Posted, and the Grade Roster Print link is available in the
Description column.

Note: The statuses you may see are:

Scheduled The process was just added to
the report request.
Processing Process Scheduler has initiated

the program and is running the
process at that time.
Generated The report has finished
processing and all files are
available for transferring.

Posting The report is in the process of
being transferred to the Report
Repository.

Posted The report has finished posting

and is ready to be viewed.

25.Click on the SradeRosterPrint jing for the report.
A separate report window is opened.
The Grade Roster report is displayed with the Adobe Reader toolbar available.
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=N Mo WY & oo~ A= Ha i~ - Use the Print
7 button in the
Report ID: SRRSIRPT GRADE ROSTER REPORT Page No. 1 AdObe Reader
Run Date 12/09/2008
Run Time 11:28:22 toolbar.

T, Leartunion: Tz Jatveszity of Ao

el Reinst Type: ass e

Instructor(s):

G g g demene 0 B The students’
B- B- RBC/NC Undergrad 4.00 Posted IDS and
B- B- RABC/NC Undergrad 4.00 Posted
B B RABC/NC Undergrad 4.00 Posted Names have
A- A- RABC/NC Undergrad 4.00 Posted H 1
E B ABC/NC Undergrad 4.00 Posted been hldden In
. = BECAC Undergrad 400 Dosted this example.
i B RABC/NC Undergrad 4.00 Posted
A A ABC/NC Undergrad 4.00 Posted
A A ABC/NC Undergrad 4.00 Posted
WD WD ABC/NC Undergrad 4.00 Graded
WD WD RABC/NC Undergrad 4.00 Graded
B+ B+ RABC/NC Undergrad 4.00 Posted
B B RABC/NC Undergrad 4.00 Posted
A A ABC/NC Undergrad 4.00 Posted

26.Click on the Print button ™ _in the Adobe Reader toolbar.
The Print dialog box is displayed.

27.Change any print options that you want.
Click on OK.
The Grade Roster report is printed.

28.Close the report window by clicking on its X.
The window is closed and the Report List page is displayed.

. Go backto Grade Roster Print . .
29.Click on the link, if you need to print another Grade

Roster report.

If you are done printing Grade Rosters, click on the H2Me |ink in the Navigation
header (in the top, right corner of the page).
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Print Course Catalog

The Course Catalog contains the permanent information about courses — information
that generally does not change from year-to-year or term-to-term, except for changes
through the Curriculum Process. Do not confuse the Course Catalog with the Phase
Report (Schedule of Classes). There is no scheduling information in the Course
Catalog. See the instructions in this manual for the Phase Report, if you need course
scheduling information.

The new Print Course Catalog report in PeopleSoft V9 will allow you to print a catalog
for the entire Organization (AKRON) or for an Academic Organization such as
University College.

As a rule, newly approved courses are added before the start of a new term. If this
report is beneficial to you, run it once each term, at the beginning of the term.

@ At this writing, the Course Catalog Report is 742 pages in length.

Steps

1. Navigate using the following path:
Curriculum Management > Course Catalog > Print Course Catalog

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

| Findan Existing Value {_Add & NewValue

Run Control ID; | begins with j |

Search | Clear |Elasic ESearch Save Search Criteria

Find an Existing Yalue | Add a Mew Yalue

2. If this is the first time you are running the report, go to step 3.

If you previously have run this report, click on the Search button to search for and
select an existing Run Control ID.

If you select the Search button, a list of all Run Control IDs appears under Search
Results. From the list, select the appropriate Run Control ID. Go to step 4.
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Print Course Catalog
Enter any infarmation you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value \_ Add a New Value |

Run Control ID:| hegins with ﬂ |

Search | Clear |Easm Search Save Search Criteria

Search Results
1-8 of 9

Run Control ID Language Code

ACEIBPR English
ClassRoster Enalish
ClassRasterALK English
ClassRosterPKE Enalish
GradeRoster English

PrintCourseCat 2

3. Click on the Add a New Value link if you want to create a new Run Control ID.

If you select the Add a New Value link, the Print Course Catalog -Add a New Value
page is displayed.

Print Course Catalog

[ Find an Existing Value | Add a New Value |

Run Control ID: |

A

Find an Existing ¥alue | Add a Mew value

Type a new Run Control ID (case sensitive, no spaces, 30 or fewer characters).
Click on the Add button.
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4. The Print Course Catalog criteria page is displayed. Select AKRON
Print Course Catalog as the Academic
Organization to
Run Control Il PrintCourseCat Reportanager  Process hMonitor Run | print the entire
catalog.
From Date: 01/0141900 [
= |Darz3xzaue [#1]
Select IAKRON Q Thie University of Akran Click on O\ to
parameters. e _
ization: IUNIV Q University College select an alpha code
ademic Group: | Q for an Academic
Acaidemic Career: | Q Organization such as
UNIV for University
College.
] Im [~ Print Course Topics
Course Approved: o ¥ Print Require Group
Catalog Print; fes i ¥ Print Course Attributes
¥ Print Course Equivalent
I Report Only ¥ Print Requirement Designation
¥ Print Component Characteristic
I Print OEE Designator
E save | L Return to Search | +[E] Previous in List | +[E| Mext in List | [=] Motity | E‘+Add| UpdateDisplay
5. From Date: Select a date. Use 01/01/1900.
6. End Date: Select a date. Use the current date (today’s date).
7. Academic Institution: AKRON.
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8. Academic Organization: Select AKRON to print the entire catalog.
-OR-

Click on Q to lookup an alpha code.

The value must be an alpha code.

If you click on Q , DO NOT select a number.

Look Up Academic Organization

Academic Institution: ARROMN
Academic Oruanization:l begins with j ||

Description: | begins with j |

LookUpl Clear | Cancel |ElasicL00kug

Search Results

Wienn All 1-100 of 245 [p] Last
Academic Organization Description ¢ V|eW tools
1020 Developmental Programs
1021 ST: Developmental Programs
3 English Language [nstitute

Feace Studies
University College
50 Aerospace Studies

Use the View tools and scroll bar to move forward/down through the Search results
to see the alpha codes, which follow the numbers.

2200 kursing

8300 Fuhlic Health

8200 School of Law

H9801 Faolymer Science & Palymer Engr
88321 Inter Pol Sci & Pal Endr
H841 Faolymer Endineering
487 Folvmer Science

ARS Arts & Seiences
ACCOUNT Accountancy

AKROMN The University of Akron
ALLIEDHEAL Allied Health

ART hyers School of Ads
ARTSCO Deans's Office
ASE0C Associate Studies
gl Diolooy

SELECT AN ALPHA CODE.

9. OPTIONAL:
Academic Group: Type or click on < to select a value.

10.OPTIONAL.:
Academic Career: Type or click on 2 to select a value.
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11.Course Approved: Select a value from the drop down list.

12.Catalog Print: Select Yes from the drop down list.

13.Report Only: Click to mark this box.
V¥ Report Only

14.Print Course Topics: Choose to mark or unmark this box.

15.Leave these defaults.
¥ Print Require Group
I¥ Print Course Attributes
IV Print Course Equivalent
¥ Prim Requirement Designation
v Print Component Characteristic

16.Click the Save button.

17.Click on the Run button.

Process Scheduler Request

User ID: ACE2BPR Run Control I: PrintCourseCat

Server Name: IPSNT 'I Run Date: IUBID4I2DUB Ell
Recurrence: I_:lv Run Time: |12322300F‘“"I Resetto Current Date/Time |

Time Zone: I Q
Select Description Process Name Process Type Mype *Format Distributicon
M Course Catalog SR301 SQR Report |wen  =|[POF x| Distribution

0K | Cancel |

18.Server Name: PSNT

19. Select: Mark this box.
Select

¥

20.Type: Web
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21.Format: PDF

22.Click on the OK button.

23.Note the Process Instance number.

FEepont Manadger  Process Manitar Fun

Frocess Instance:313

24.Click on the FeRotManster
The Report Manager pages display.

25.If necessary, click on the | Administration '\ tah {5 place that page on top.

[ List Y Explorer " Administration Y Archivas |

User ID: IACEzaPR Type: |_'I Last: |_1|Da\,rs 'I Refresh |

Status: | j Fol(ler:l j Instance: | to: |
Report List Custormize | Eind | Wigw
Select Beport  Prcs Description Request Format Status Details
= [} Instance DateTime - = =
121752008 Acrabat .
Lourse Latalog e Detalls
Il 3133 4533 Course Catala G405 440 = pef) FPosted Details
. 12M6/2008 Acrabat .
Il 3127 4525 Grade Roster Print 1358 5TEM * pd) Posted Cetails
. 12162008 Acrabat )
= ek el 4524 Grade Raoster Print 126534PM & pdh Faosted  Details
.
Selact Al Deselact All

%I Click the delete button to delete the selected reportis)

Go backto Print Course Catalog

& Save |

List | Explorer | Administration | Archives

26.Note the Status for the report. It must be Posted in order to view and print the
report.

If you do not see your report or the status is not Posted, click Refresh | until the

report status is Posted, and the Course Catalog link is available in the Description
column.

27.To view and to print the Course Catalog, click on the Description link,
Course Catalog.
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28. A second window is opened with Adobe Reader.
The report is displayed.

J File Edit @oTo Favorites Help | |'f
J \_) Bach - -\_‘:J - \ﬂ IELI _h ‘ /'__] Search \:':"\'( Farvotites Q‘E ‘ <]~ L“_i D _J @ ﬁ '5
| Address [&] hktp:/fgecko.uakron.edu: 12200/psreports/hebpsz/23/5R301_313.p0F x| [EJ Go |J & - |Ju.-.ks »

B)ao & [T (BN € (@@~ A

[» |

Esport ID: ER301 Tha University of Akrom Faga Ho. 1 of 1
Course Catalog Fun Data: 08,/04/2008
Fun Tina: 09:30:35

Summit College - Developmental Programs - Subjscts Developmental Programs

2020 E4(0) Couros ID:DLE6T4 13-JEH-2008
Basic Hathematice IT Supported
Prareguisites: 2010:050 and recomnandation by instructor, advisor andfer CEfica of Accessibility. Zes Basic ==

Mathamatics IT (2010:052). Doubla length class peried allows supplemental instructico and assistance in
bagiooing algekra. Emphasis oo developing lsarning strategies and comtrolling anxiaties.

CompomaTito Lactura
Requiremsnt Group: Fraraquisites: 2010:050 and recommandation by instructor, advisor andfor offics of
Rocassibiliky.

2010 E& (D) Courss ID:DLE6TE 13-JEH-2008
Basic Hathematico IT Extended - Part A
Prereguisite: 2010:050 and placement recommendaticn by instructor, adviscr, andfor Cffice of Accessibility.
First half of a slowsr paced two-semester warsion of Basic Mathematics II (2010:052) . Introduces elsmentary
algebra, linmsar squaticns, polyoondals, graghing, slops.

COmpUTSTIES | Lasturs

Requiremsnt @roup: Frarequisites: 2010:050 and placemsnt recommendaticn by instructor, advisor, and/er

Cffica of Accessibility.

2010 BT (0¥ Course ID:01867E 13-JAN-20082
Basic Hathsematice IT Extendsd - Part B
Prereguisite: 2010:055 (Fart Al . Second half of a slower paced two-semestsr varsico of Basic Mathematics IT

|@ Dane l_ l_ l_ l_ I_ |Unknown Fone

KT

29.Click = in the Adobe Reader toolbar to print the Course Catalog report.

30.Close the Adobe Reader window by clicking on its Xl

31.You may wish to click on the Go back to Print Course Catalog link to return to the
Print Course Catalog page.
—-OR-
Click on the Home link in the Navigation header to return to the main menu page.
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Student Study List (by Groups and by Program)

Path: Records and Enrollment > Enroliment Summaries > Student Study List Report

What you do What happens/Notes

1. Select the path as shown above.
The Student Study List —Find an Existing Value page is displayed.

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

[ Find an Existing Value {_Add a NewValue |

Run Control ID: | begins with j |

Search | Clear |Elasic Search Save Search Criteria

Find an Existing WValue | Add a Mew Value

2. If this is the first time that you are running this report, click on the 2ddalewyalue

link or the | AddaNewalue | tab and add a new Run Control ID. Run Control IDs can

be a maximum of 30 alpha-numeric characters. No spaces are allowed. Click Add.
Student Study List

J Find an Existing Value | Add a New Value |

Run Control I\ |StudentStudyList

Add
-OR-

Click on ﬂl to select an existing Run Control ID from the list.
Select an existing value from the list that is displayed.

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

{ Find an Existing Value | Add a New Value |

Run Control ID: | begins with j |

Search | Clear |EasmSeamh Save Search Criteria

Search Results
A1 ef 11

Run Control ID Language Code
ACE28PR Enalish
ClassRoster English
ClassRosterAlK English
ClassRosterPKR English
GradeRoster English
PSid Enilish
PrintCourseCat English
RunCuontroliDhioreCharacters English
S0CH English
StudentStudylList English
StudyList English

The Student Study List page is displayed.
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See step 5 for the valid field selection
combinations. Use the Lookup tool or the

Student Study List drop down arrow to select field values.
Run Control I:  StudentStudyList " Process Monitor Run

*Institution
[acron | |4087

Bl save | [=] Matify | BT | UpdateJDisplavl

Acazemic Career Academic Progaram Siudent Group

3. Select *Institution.
Enter AKRON.
This is a required field.

4. Select *Term.
This is a required field.

Enter the Term or click on the Lookup tool “ and then _Lookup |
Scroll through the Search Results to locate and select the Term.

Look Up Term

Term: |heg|ns with j|

Description: |begins with =
Short Description: | begins with j |

Lookup | clear | cancel | pasic Lookun

Search Results
Qnly the first 300 results can be displayed. Enter rore information above and search

Wigyr All 1-100 #1300 [3] Last
Term Description Short Description
8938 End Term - Srve Indicatar Use End Term
4177 2017 Fall 2017 Fall
4173 2017 Summer 2017 Summe
4171 2017 Spring 2017 Sprin
4167 2016 Fall 2016 Fall
4163 2016 Surmmer 2016 Surmme
4161 2016 Spring 2018 Sptin
4157 2015 Fall 2015 Fall
4143 2015 SBummer 2015 Summe
4181 2015 Spring 2015 Sptin
4147 2014 Fall 2014 Fall
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5. After entering the Institution and Term, as required, enter the values for:

Student Group

-OR-

Academic Program

-OR-

Academic Career and Academic Program

-OR-

Academic Career and Student Group

Use one the four field selection combinations, as indicated in above and
shown on the following page.

If selecting Student Group, enter the value or click on the Lookup tool < and then
M‘ to select a value from the list.

Look Up Student Group

Academic Institution: AKRON
Student Group: [begins with =] |
Description: |begmswnh jl

Short Description: |hegmswnh jl

LunkUpl Clear | Cancel |Basm\_aokup

Search Results

Wiew All 1-100 o222 [y] Last
Student Group Description Short Description
0BLC Dlursing Wailing Laura Canley Blurs L

ANPC PostMSN AdultiGero NP Cert AGNPC

APSH UC-PSECP Option B Akron Campus UC-PSEOP B
ATH Athlete Athlete

ATHWY Athletes-\Wayne Athletes-wi

BHCN Behavior Health Clin Mur Snec BHCNE

BHNP PostMSN Beh Health NP Cert BHNPC

J=ICIT Part Time Path BMII Bl

BSMD BSMD students BSMD

If selecting Academic Program, enter the value or click on the Lookup tool < and
then M‘ to select a value from the list.

Look Up Academic Program

Academic ituti AKROMN
Academic Program: [begins with =] |
Description: [begins with =] [

Short Description: [ begins with = [

Academic Group: [ beains with =] | Q

Look Up Clear Cancel | Basic Lookup

Search Results
155 ot 55

|Academic Program Description Short Description Academic Group|
ABSG Arts & Sciences drad A&S grad A&S
ALEGN Arts & Sciences grad AS GR ND ALS
ALEU Arts & Seiences undergraduate  Arts & e ARS
ABSUP Arts & Sciences Postbac ALSPH ALS
BUSG College of Business Graduate  Bus grads BUS
BUSGHN Business grad BUS GRND BUS

If selecting Academic Career, enter the value or click on the down arrow =lto
select a value from the list.

Graduate
Lawy
Lndergrad
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The four field selection combinations are:

A. Institution, Term, and Student Group.

*Institution "Term Academic Career Academic Program Student Group

[akrRON x| JanaT Q| =l [aTH Q [=]

B. Institution, Term, and Academic Program.

*Institution *‘Term Academic Career Academic Program Student Group
EGENA R T L Q =

C. Institution, Term, Academic Career and Academic Program.

*Institution ‘Term Academic Career Academic Program Student Group

[akroM x| |4087 @ |Undergrad MREEE Q [=]

D. Institution, Term, Academic Career and Student Group.

*Institution ‘Term Academic Career Academic Program Student Group
[akron x| |4087 O |Graduate | IATH Q =]
6. Click @ 5ave |,

If one of the correct field selection combinations was not made, an error message
similar to this one is displayed.
x|

'E Enter a value For Academic Program or Group Mame. (14620,61)

Cne of the Following Fields is required: Academic Program or Group Mame.

Click on OK and enter the values for the appropriate fields. See the field selection
combinations A through D, which are shown above.

7. Click ﬂl.

The Process Scheduler Request page is displayed.
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Process Scheduler Request

User ID: ACE28PR Run Control Il StudentStudyList

Server Name: IPSNT :I' Run Date: IDE”?‘WDDE il

Recurrence: I :l' Run Time: |9:16:24Aru1 Resetta Current DateTime I

Time Zone: I Q

Select Description Process Name Process Type Type *Format Distribartion
M StudyListReport SRTTE— Crystal [wen | |PDF x| Disiribution
W StudentClass Schedule Report SRETDLST SGR Report [weh ~||PDF x| Distribution
¥ StudyListJoh SRETDYLS FSJob [(vone) | |quone) x| Distribution

OK | Cancel |

8. Select Server Name:
Enter PSNT.

9. Select all three of the items in the Process List.

Select Description
¥  StudyList Report

v Student Class Schedule Report

¥  StudyListJob

10. Click Ll

The report instructions are sent to the server.
The Student Study List page is displayed.

Student Study List

Run Control ID¢  StudentStudyList Report Manager Process Manitor Run

Frocess Instance:3982 3983 3984

‘Institution Academic Career Academic Program
| akRON x| |eoer Q |Law =] [LawvE Q =
& Save | L Return to Search | +[E] Previous in List | +[5] Mext in List | Matify | S 2ad | Update.l'DispIa\;l

11. Note the Process Instance numbers.
These are the three job numbers.

12.Click on the EEROMMANAGET |jn

The List page of the Report Manager is displayed.
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[ List Y Ewlorer | Administration | Archives |

Folder: |_ =] mstance: | to: | ﬂl
Name:l Created On:l IE'J Last: |_1 IDayS 'l
Customize | Find | view A1l | 88 First {4 1 or 1 D Last
Report Report Description Folder Name %ﬂ% Report ID mﬁ
1 Bepart

13.Click on the { Administration 1 tap)
The Administration page of the Report Manager is displayed.

J List Y Explorer ) Administration | Archives |

User ID: |A0628F‘R Type: I_'ILast: |_1|Day5 ~|  Refresh |

Status: | j Fol(ler:l j Instance: | to: |
Report List Custornize | Find | Wiew Al | i First [4] 1.3 o 3
Select EFEIM ::ﬁ“ce Description %‘;ﬁ—::‘e Format Status Details
r 3080 3985  StudertClass Schedule Report gi{g‘gggﬁf “Ef;”d%a‘ Posted Details
- 2973 3983  Student Class Schedule Report g%{g‘gggﬁf ?f;%%at Posted Details
r 2978 3982  StudyListReport gi{g‘gggﬁf ’Ef?d%at Posted Details
"SelectAII Deselect All

%Icnckthe delete button to delete the selected reporis)

Go back to Student Study List

& save |

List | Explorer | Administration | Archives

14.Use the Prcsinstance column and the Description column to locate the report to be
printed.
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What you do

What happens/Notes

15.The report is not complete and available for printing until the Status column reads

Posted.

Click on __Refresh_| 4o update the display and to see the change in the Status.
The display does not refresh automatically. You may need to click on the Refresh
button more than once until the Status changes and the column reads Posted.

In the Report Manager, there are several status levels:

Scheduled

The process was just
added to the report
request.

Processing

Process Scheduler has
initiated the program
and is running the
process at that time.

Generated

The report has finished
processing and all files
are available for
transferring.

Posting

The report is in the
process of being
transferred to the
Report Repository.

Posted

The report has finished
posting and is ready to
be viewed.

16.Once the report status is Posted, use the Description column to locate the report

and click on the SMHLLSIRERON iy \yhich appears above the links for the
Student Class Schedule Report.

The report is displayed in a separate Adobe Reader window.
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What happens/Notes
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Report ID- SRTTS Page lofl
Fam Date:

Bun Time:

0/24/2008
9:44:31 AM

Study List

Name:
m:
Temu:

Carear.
Program-

Law

Law School Evening Program

2008 Fall

Unit: Gmding
Taken Basic
300 Law

- -
Civil Procedure I

4119 9200

Lanlog
a0l

1 B0l E/

TBA 6:30- 9:30 8252008 - 1271377008 Franklin Misty D

Sanders Elizabeth W
Gapetin, Bemademe Bo

T3TEE 9200 603 Constimtional Law I B0l E/ 300 Law

TBA M 6:30- 753 B252008 - 121372008 Franklin Misty D
Sanders, Elizabath W
Rich, William ¥
Franklin Misty D
Sanders, Elizabath W
Fich,William I¥

Fich William I

TBA 8:05- 930

9200 603 Evidence B0l E/ 300 Law

Al

17.Use the Printer tool = in the Adobe Reader toolbar to print

the report.

18.Close the Adobe Reader window by clicking on its X.
The Administration page of the Report Manager is displayed.

Student Class Schedule Repart .

19.Click on the link.
The Report Detail page is displayed.
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What you do What happens/Notes
Report Detail

Report ID: 2983 Process Instance: 39228 Messade Log

Name: SRSTOLST Process Type: SOR Report

Run Status: Success

Student Class Schedule Repart

Distribution Node: HEBFS2 Expiration Date: |1DID1I2E|EIB
File List
Name File Size (bhytes) Datetime Created

GCF SESTOLST 23998.0od 1,623 09/24/2008 9:44:52.000000AM EDT Two (2) reports
SEETOLST 39858.0ut T I5T TEr A0 94307 DO0O00AR EC are available.
Distrihute To
Distribution 1D Type ‘Distribution 1D
dzer ACE2EPR

20.Click on the link that begins with srRsTDLST and ends with out.
A second, separate browser window is opened.
This report lists the students for whom class schedules were produced.

SR3TDLET: 3tudy List

Program Start: 24-3EP-2005 09:44:24 AM

Emplid: 1138606 MName: Apbott, Lou bdoademic Career: LA

Emplid: 1177709 Name: Ace, Ventura L4 beademic Career: LAW
Emplid: 15915324 Name: Adams, Lucretia * J bLeademic Career: LAW
Emplid: 1203003 Name: Agate, Rocco M bleademic Career: LAW

21.To print this list, use the Print command in the browser, such as File, Print in Internet
Explorer.

22.Close this second window by clicking on its X.
The Report Detail page is displayed.

23.Click %[,
The Administration page of the Report Manager is displayed.
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