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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 (enrollment summary) 
• Run a class roster report 
• Run a query 
• Review ZipReports, an online reporting tool 

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

• Student grade report 
• Grade rosters 
• Unofficial transcripts 
• Phase report (schedule of classes) 
• Student study list report 
• Course catalog report 
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Lesson 1: Print a Student Schedule (Enrollment 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. 

 

However, when this same enrollment summary is printed, additional information is 
included. The course dates, meeting times, meeting place and instructor name are 
present as shown here. 
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Process 

Steps 
1. Navigate using the following path: 

 
Records and Enrollment> Enrollment Summaries> Enrollment Summary 
 

 
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. 

 
 
In class, select 4087, which is 2008 Fall. 
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Steps 
4. Review the Enrollment Summary page that displays.  

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. 

 
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. 
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Steps 

 
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. 
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Steps 

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

 
 

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. 
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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: 

◘ your PeopleSoft ID 
◘ the process you are running, such as printing a Class Roster  
◘ your 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. 
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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. 
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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. 
 

 

2. If you have an existing Run Control ID, click  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 . 

 
 
The Print Class Roster page displays. 
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Enter the Criteria 

Steps 

 
1. Academic Institution is AKRON. 

2. Select a Term from the Lookup list by clicking  and then   
-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. 
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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. 
 

 
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.) 

 

d) Click . 
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  ... 
c) Select a Subject from Search Results that display at the bottom of the page.  

This is a numeric code. 
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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:  

• Click the Lookup tool  for Subject. Then, click  to select the 
Subject from the search results.  

• In the Catalog Nbr field, enter the number or click . to get a list of 
Catalog Nbrs for the Subject you selected. 

• 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. 
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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. 

 
In class, enter the Class Nbr: 75668. 

8. OPTIONAL: 
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  . 

10. Click  .  
The Process Scheduler Request page displays. 
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Process the Request 

Steps 

 
1. For Server Name, select PSNT. 

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

 
3. Type is Web. 

4. Format is PDF. 

5. Click . The Print Class Roster page displays. 
6. Click on the Report Manager link.  

7. If necessary, click on the  tab to display the list of your reports. 
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Use the Report Manager 

Steps 

 
1. 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. 

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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Steps 

 
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. 

5. 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 questions. These questions access the data stored in the 
PeopleSoft SA/HR database: historical, current and future. You may be asked to run a 
query 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: 

• Search for a query by its name, part of its name or a part of its description 
• Run a query 
• Download the results of a query into a Microsoft Excel spreadsheet 
• Print a query 

Process 

Steps 
1. Navigate using the following path: 

 
Reporting Tools > Query > Query Viewer 

 
 

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.  
c) Click . 
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Steps 
3. Review the Search Results. 

 

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.  
 

 

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) In the blank edit box, enter the characters or key word that you know. 
d) In class, enter the key word reporting. 

 

 

e) Click . 
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Steps 
6. Review the Search results. 

 
 

7. Locate the query and select the link for: 
• HTML (to open the query in the web browser)  

-OR-  
• 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: 

 
• In class, use 4087 (which is 2008 Fall) in the Term field.  

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

 

 
 

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: 

• Click on the HTML link for UPKR_REPORTING_QRY. 

• At the prompt, enter the Term code 4087. 

• Click . 
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Steps 
12. The results will display in the same window as the prompt. 

 
13. From the results window, you can: 

• Preview the query results 
• 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:  

• Active students by academic program and plan 
• Undergraduate new freshmen and transfer applicants 
• Class information queries 
• Degrees awarded 
• Currently enrolled student information queries 
• Enrolled selected majors with specific coursework 
• 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 .  

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 . 
 

 
2. Enter your UAnet ID and password. 

 
Click . 

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

 
 
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.) 
 

 
 

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

Ver. 2009.10.13 Page 25 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 
6. The right side of the page is modified. It will look similar to this. 

 

 

7. Click . 

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

 

Ver. 2009.10.13 Page 26 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 
9. The results can be previewed at the bottom of the page. 

 
 
 
 

 
 

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. 

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

 

11. Save the query results with these steps. 

• Navigate to the disk and folder in which to save the query results.  

• At File name, enter a name for the file.  

• At Save as type, click on the down arrow and select a format. 
The most frequent choices are Excel (*.xls) and PDF (*.pdf). 
 
In class, select Excel (*.xls). 

• Click on Save. 
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Steps 

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

 
 
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. 

 

15. When your work is completed in ZipReports, click on the Log off tool , 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: 

• Phase report (schedule of classes) 
• Unofficial transcripts 
• Student grade report 
• Grade rosters 
• Student study list report 
• 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  link. 
In the Run Control ID field, type SOC. Click  . 
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  .  
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 

 
1. Academic Institution defaults to AKRON.  

Do not change. 
2. Enter Term.  

-OR- 

Use the Lookup tool  and then  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 , then  
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  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. 

SOC 
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Steps 

 
 
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  .  
The Process Scheduler Request page is displayed. 
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Steps 

 

 
 
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  . 
The Report Options page is displayed. 

18. Click the  link.  
The Report Manager pages are displayed. 

19. Click on the  tab. 
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Steps 

 
 

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

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. 
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Steps 

22. Click on the  Description link for the report. 
23. A new window is opened for Adobe Reader and the Report is displayed. 

 

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 

 in Adobe Reader. 
25. Click on the report window’s close button . 

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. 

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. 

 

2. Click on the link or the  tab. 
The Request Header page appears.  
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Steps 

 
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  folder tab. 
The Request Detail page is displayed. 

Required fields are 
indicated by an asterisk 
before the field name. 
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Steps 

 
 
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 .  

 
8. Enter the Number of Copies, if more than one for the same student. 

Alt + 5 will bring up a 
lookup box. 
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Steps 

 

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  button. 
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 

  

11. Click on the  tab. 
The Request Detail page is displayed. 

 

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

13. Click on the  link. 
The Report Manager pages are displayed.  
If necessary, click on the  tab. 

This page, Report 
Results, is for 
viewing.  

The Request Detail 
page is for printing.  

X 
This is not 
the correct 
Print 
button. 
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Steps 

  

14. If you do not see your report or the status is not Posted, click  until the 
report status is Posted, and the report name appears as the 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. 

 

15. Click on the  link for the report.  
The Transcript is displayed in an Adobe Reader window.  
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Steps 

  
 

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  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. 

 

3. Click on  . 
The Student Grade Inquiry page appears. 
 

4. Click on  . 
Processing and then Saved appear briefly in the upper right hand corner of the 
page. 

Click on any of the 
column headings to sort 
the rows of information.

1930856

Click on the Term Statistics tab to 
see the GPA for this term. 

A 
A 
A 
A 
A 
A

A 
A 
A 
A 
A 
A

Click on the Detail link to 
get the specific details on 
each class, if needed.
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Steps 
5. Click on the  link. 

The Administration page of the Report Manager is displayed. 

 
6. If you do not see your report or the status is not Posted, click  until the 

report status is Posted, and the View link appears.  

7. Click on the link 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. 

Your reports are 
listed on the 
Administration 
tab. 

When the status of the report 
is Posted, click on the 
Description link to view, print 
or save the report.

Check the 
report’s status. 
If the status is 
not Posted, 
click the 
Refresh button 
until the status 
is Posted. You 
may need to 
Refresh more
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Steps 

 

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 .  
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. 

 

Use the Print 
button in the 
Adobe Reader 
toolbar. 
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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. 

 

 
 
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. 

 

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

If you select , a list of all Run Control IDs appears under Search Results. 
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 

 link to create a new Run Control ID.  
 
If you select , the Grade Roster Print - Add a New Value page is 
displayed. Go to Step 3. 
 

 

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. Click on  .  
The Grade Roster Print page is displayed. 
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Steps 

 

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  . 
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. 

 
The Grade Roster Print page is displayed with the Term code you selected. 
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Steps 

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: 

 

Ver. 2009.10.13 Page 50 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 

9. Select Class Nbr:  
Enter the specific class number. 
-OR- 
Click the Lookup button  . The Lookup Class Nbr page is displayed. 
A. Enter the Subject Area code. 
B. Click  . 
C. Select the appropriate class from the list of Search Results at the bottom of the 

page. 

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

10. If you are printing a Grade Roster for a specific class, proceed to step 13. 
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Steps 

11. If 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  . 
C. Select the appropriate Academic Organization from the Search Results at the 

bottom of the page. Select an alpha code. 

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

12. If you are printing Grade Rosters for all classes in a subject, select Campus:  
Enter the Campus. 
-OR- 
Click , click , and select the campus. 

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. 
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Steps 
If you are creating a Grade Roster for a Specific Class, the page looks similar to this. 

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

 

15. Click on  

16. Click on  . 
The Process Scheduler Request page is displayed. 
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Steps 
 

  
 

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

18. The Select checkbox should be marked. 

 
19. Type is Web. 

20. Format is PDF. 

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

22. Click on the  link.  
The Report Manager pages are displayed. 

23. If necessary, click on the  folder tab to place that page on top. 
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Steps 
 

  

24. If the report’s status is not Posted, click on the  button. 

If you do not see your report or the status is not Posted, click  until 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  link for the report.  
A separate report window is opened. 
The Grade Roster report is displayed with the Adobe Reader toolbar available. 

Check the 
report’s status. If 
the status is not 
Posted, click 
the Refresh 
button until the 
status is Posted. 
You may need 
to Refresh more 
than once.

When the status is 
Posted, click on the 
report’s name in the 
Description column. 
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Steps 
 

  

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. 

29. Click on the  link, if you need to print another Grade 
Roster report.  
 
If you are done printing Grade Rosters, click on the  link 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 

 

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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Steps 

 
 
 

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.  

  
 

Type a new Run Control ID (case sensitive, no spaces, 30 or fewer characters). 
Click on the Add button. 
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Steps 

4. The Print Course Catalog criteria page is displayed.  

 
 
 

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. 
 

Select AKRON 
as the Academic 
Organization to 
print the entire 
catalog. 

Click on  to 
select an alpha code 
for an Academic 
Organization such as 
UNIV for University 
College. 

Select 
parameters. 
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Steps 
8. Academic Organization: Select AKRON to print the entire catalog. 

-OR- 
Click on  to lookup an alpha code. 
 
The value must be an alpha code. 
 
If you click on , DO NOT select a number.  

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

 
SELECT AN ALPHA CODE. 
 

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

10. OPTIONAL: 
Academic Career: Type or click on  to select a value. 
 

View tools

X 
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Steps 

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. 

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

 
15. Leave these defaults. 

 
 

16. Click the Save button. 
 

17. Click on the Run button. 

 
 

18. Server Name: PSNT 
 

19. Select: Mark this box.  

 
 

20. Type: Web 
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Steps 
21. Format: PDF 

 
22. Click on the OK button. 

 
23. Note the Process Instance number. 

 
 

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

25. If necessary, click on the  tab to place that page on top.  
 

 
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  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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Steps 
28. A second window is opened with Adobe Reader.  

The report is displayed. 
 

 
 

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

30. Close the Adobe Reader window by clicking on its  
 

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 > Enrollment 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.  

 

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

 
 
-OR- 
 

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

 
The Student Study List page is displayed. 
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What you do  What happens/Notes 
 
 

 
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 .  
Scroll through the Search Results to locate and select the Term. 

 

See step 5 for the valid field selection 
combinations. Use the Lookup tool or the 
drop down arrow to select field values. 
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What you do  What happens/Notes 
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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 

  to select a value from the list. 

 

If selecting Academic Program, enter the value or click on the Lookup tool  and 

then    to select a value from the list. 

 
If selecting Academic Career, enter the value or click on the down arrow  to 
select a value from the list. 
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What you do  What happens/Notes 

The four field selection combinations are: 

A. Institution, Term, and Student Group. 
 

 

B. Institution, Term, and Academic Program. 
 

 
 

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

 

 

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

 

 

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

 
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 . 
The Process Scheduler Request page is displayed. 
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What you do  What happens/Notes 

 
8. Select Server Name: 

Enter PSNT. 

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

 

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

 
11. Note the Process Instance numbers. 

These are the three job numbers. 

12. Click on the link. 
The List page of the Report Manager is displayed. 
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13. Click on the  tab. 
The Administration page of the Report Manager is displayed. 

 
14. Use the PrcsInstance column and the Description column to locate the report to be 

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

Posted. 
 
Click on  to 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  link which appears above the links for the 
Student Class Schedule Report. 
The report is displayed in a separate Adobe Reader window. 
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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. 

19. Click on the  link. 

The Report Detail page is displayed. 
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20. Click on the link that begins with   and ends with out. 

A second, separate browser window is opened.  
This report lists the students for whom class schedules were produced. 

 
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. 

Two (2) reports 
are available. 
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