Advisor Manual
Registration in Datatel

SOUTHWESTERN




Southwestern Community College
Business Office Registration Policies

Please share the following information with your advisees:

e Students receiving financial aid no longer need to come to the
business office to notify us. We do not need signatures from these
students. If they have any questions regarding their financial aid, they
should speak with the financial aid office.

e Business office cannot print schedules for students. Please provide
the schedule to the student at registration. The Bookstore requires a
schedule when purchasing books.

e The easiest payment method is online with a credit card at:
http://www.southwesterncc.edu/admissn/credit-card-auth.htm

e Accepted credit card payment methods:
1. Online
2. In person
3. Fax

e Sponsored students need to verify with Lesley Roper (ext. 395) that
their sponsorship letter has been received. They can call or come to
the cashier’s window. If their letter is not received by final
registration, then they forfeit their sponsorship payment.

o Full Time Employees taking classes:
1. Need to contact Jody Woodring (ext 253) in Admissions for
application status.
2. Advisor needs to be sure to enter the class with the highest
credit hours first.
3. Pay fees.




To Begin:

Double Click on the Datatel Icon

Login box appears

User ID:

Password:

Important Note:

Please remember you will be prompted to change your password every 60

days

zer ID:

Pazgword:

D atabaze:

Datatel Login

Enter a Uzer D, Pazsword and Databaze:

(1D should be entered in lowercase)
(Password should be entered in lowercase)
Database: collive (This will default for training purposes)

chriztyd

| collive

Cancel

After logging in an Alert Box will appear

Click OK

Dizclozure of infarmation protected by privacy laws iz prohibited.
IInauthorized access anddor uze of thiz system iz prohibited.

Your access may open to the ST (Student) module.




;{Datatel - coltest - ST ;Iﬂlil

File Edit Apps Faworibes OCptions Help

Quickf—‘«ccessl VI (3 [ | da@ X& 7 B @

B & 5T _d AC - Academic Records
.4-‘ AM - Recruitment/Admissions Mamt _J &M - Recruitment/Admissions Mamt
.4-‘ CU - Curriculurn Management _d CU - Curiiculum Management
.4-‘ FI - Faculty Infarmation _J Fl - Faculty Information
,‘J RG - Registration _< ARG - Registration
If_} Favorites

If it does not open to ST application, it will open to the UT (Utilities)
application. You will need to click on APPS at the top of your screen
and choose ST. You may have to do this twice. After your first initial
log in from your desktop computer you will not have to set this APP
again.

if Datatel - coltest - UT

File Edit #Apps Favarites Ophions Help

Duick.&ccessl VI Edao | o -a x & ﬁ A @
= = Ut

_,...l ELD - Express Load

_,..l PH - Process Handler

'y Favorites

After logging in the Alert Box will appear

Click OK



The Toolbar contains a series of icons at the top of the form,

L AX @R A # 72

Flgure 2-14; The Toolbar
The icons are described in Table 2-11.

lcon | Description |
| Exit = Click this icon to exit from the system. It can only be used from
ﬂ; the menu screen and cannot be used when an application screen is

7 open.

Note: This icon can be enabled by placing Y in the Enable Ul Exit
Button field in the by UWIPR mnemonic in the UT application.

Save - Click this icon to save the information that has been entered on
an application screen.

Cancel = Click this icon to return to the prior screen without saving any
of the information entered for the current record.

Save All - Click this icon to save the information that has been entered
on the application screen, automatically update the database record,
and return to the Main Menu.

Cancel All = Click this icon 1o return to the Main Menu without saving
any of the data.

Delete — Click this icon to delete the current record.

Menu Tree — Click this icon to turn the menu tree on and off. When ON,
the menu tree displays to the left of the application sereen. When OFF,
the menu tree does not display.

Help - Click this icon for field help for the selected field of an
application screen. This icon behaves the same for field and process

| help.
Table 2-11: Toolbar Ieon descriptions

The Exit icon is active only when the menu displays. The other icons are active
only when an application screen (mnemonic) displays.

~-»m]|%]®]|x[|a] |




To view student demographics type in SPRO in the mnemonic box.

# Datatel - coltest - 5T

File Edit Apps Faworites Options  Help
Dee | i@ X& T @ @
3

[uick Access b

This allows you to see addresses, phone #, major, SS#, colleague #, etc.

Student Lookup Box will appear

£ Datatel - collive - ST Ol x|
File Edit Favorites Tools Help
Quick Access [SFRO 'l (= [ | d @ X & ‘n:j [E @
= s o1 | SPRO-StudentProfie |
-2
)
"'J Preferred Mailing Address Preferred Residence
Lt
Academic Admit
Pragram Student LookUp Status
Sh e
ok | Cancel | Detail | Firish | Erd Dt
Home Cocation T i ﬁ
Advisors 1 | @ i ﬁ
Restictions _1 [ I | =]
Directary/Privacy | - | -]
Termns I_E] Locatar IX_@ Hiatuz I_t]
Transcripts I_t] Addl Profile Data I_E] Demographics I_t]

Type in student colleague #, or last name and first name, or SS #

Press Enter or Click OK




SPRO-Student Prafile

{: HHH-HE-9967
Preferred Mailing Address Freferred Residence
111 College D 111 College Dr
Sylva [N~ [28734 Sulva [N~ [2873¢
Change Address I—E] Ant
Academic Cust Acad Status Cripl Adrnit
Frogram Fam Lewvel Status Date Date Status
_1 [[sPECIAL IF] Mo [co [&ctive [02/meinr | [FistTmeF =
Student Types/Date Ll -::I
Start Dt End Dit
Home Location 1 MC  Main Campus - Jackson 01 /05/07 T @
Advizors 1 E] —:|
Restictions _1 [~ W] [RO Registiars Office 01 /05/07 =
Directon/Privacy | - | -
Terms IX_E] Locator IX_E] Hiatus I_E]
Transcrpts I_E] Addl Profile Data IX_E] Demographics IX_E]

Student SS#, Colleague ID#, and Phone # is located in the header of the record.

Mailing address

Academic Program — Some students may have a double major - you will need to
click in the small arrows to the right of the admit status to see other majors.



To view student placement test scores type in TSUM.

Person Lookup box will appear
Type Student SS#, or Colleague ID#, or last name and first name
Press Enter or Click OK

TSUM screen will appear

Favorites Tools Help

ce&sITSUM "I Edao | d@ X« 79 B @

ST TSUM-Test Summary |
el aM
4 Cu Yarnon, Mr, ta ): 05 : fiH-HE-0967
=2 F-| |
4 RG Admizsions Tests Eq Dt Taken  Score Pot Source Status Status Dt
Ay Fa) | 1 ) ) r— Il
2 il ] |
3 o) ) | =
Flacement Tests Eq Dt Taken  Score  Peot Source Status Status Dt
1 |[CPT Sentence Skil E Mo E] 03/05/07 | B |TC MOTE 030807 ~
2 ||CPT Reading Compr E] M E] 0340507 | B2 |TC MOTE 03405407
3 [[CPT Arithmetic ) [No ) [o3/05707 [F2z [7C NOTE 03/05/07 - |
Other Tests En Dt Taken  Score Pet Source Status Status Dt
1 o) ) | =]
2 ) ) |
3 il il | [

Test and Test scores will populate
Health Occupation Aptitude Exam scores may also be listed here

X to Exit
Click Cancel
Finish or enter another student



To view student transcripts received type in IASU in the mnemonic box.
This screen will allow you to view what transcripts have been received from other
institutions. You will want to drill down beside the institution name to verify official
transcript receipt. The transcript received may be only an unofficial or partial. Only
official transcripts are evaluated for transfer credits.

Student lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name on the “Students”
line.

4 Datatel - R18_Live - ST

File Edit Favorites Tools Help
Quick Aecess 1450 v | Bao d@a x& 7 @ @
9 &7 ST IASU-InstitutionsAtlendedSummar_l,J|
-
-
-
-
- Institutions Attended Tran
| Start Dk End Dit Rewd Dt
- 0034322 5 wain County High Schacl ) [os/myg7| [os/maon| [o1/18/05
(2 ]| 001 9890 Meredith College ) (1120004 (12/01/04] 01418408
- DDEDDEDW’estern Caralina University |E] 0515402 | 05410407 | 03404/08
= I
= )
=1 Il sl
- |E]
sl
2|l @ [
= ]
= ")
= |4
)
-
ir
Cantraller Institutions Attended Walue 173

iy start A Datatel-R15 L. | 54 Novel Groupwi.. | /2 Academic Calen... | T How ta view % 911 4M



To view student records type in STAC in the mnemonic box.

This allow you to see a list of graded courses, credit earned from placement tests
and also what the student is currently taking.

Student lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name
Press enter or Click OK

Return

X to Exit
Click Cancel
Finish or enter another student

File Edt Favorites Tools Help

GuickAccesslSTAC *I Edco | d@d X« 7 B @

g Bt STAC-Student Academic Credts |

M
Il Carnon, b, Matt |0 0514827 S5N; 440967
Syva  NC 2873 Haom 1

VY

Fl-
RG

L

\

tat Credits CEUz  Tem Gr
200750 =l

Courze Mame Title

CIS-111 Bazic PC Literacy

e

—
[Tl gl

-

o o o o [ i . [

AR A

%%




To view student transcript type in TRAN in the mnemonic box.

This screen will allow you to view a student’s transcript. The transcript will consist of
courses completed and those transferred into the college.

Student lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name on the “Students”
line.

In the transcript grouping box you can either select “CU” or “ADV.” The CU
format is the official transcript. The ADV will group the courses by prefix.

The following two boxes must be set to “No” so that it will not print out to the
Registrar printer. You will not enter in or change any other information on this
screen.

Click on the save button.

% Datatel - R18_Live - 5T Q@

File Edit Favorites Tools Help

Quick Access| TRAM v/ Beo A X®& 7 B @
TRAN-Transcript Print

ot ____|

w
=

=

AR
o Tranz Grouping cu = Recipient

Usze Grouping Ptr | No Sart Order | By Student e
cu Werity Prt Restrs Eﬂ Add Hierarchy
D
F& Saved List Name
FRI Students (0138734 Ms. Courtney . Carlisle

Acad Programs Incl
Acad Programs Excl
RG Academic Levels
AL Home Locations Incl
5n Home Locations Exel
Depaitments Incl

(VRVRVRVRAVRVEVAVEAVAVEVEVEVEVEVEY

SM Departments Excl
52 Divisions
55 Schools
5 Class Levels
s Advisors
Acad Level Standing v

T € £ e S et T T S 1

\
-
o

i

Addnl Select Criteria | Mo

Cantraller Home Locations Incl NoValues
Location LookUp

On this screen make sure you type “H” in the Output Device line. Hit enter and then
save and update.
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Datatel - R1

File Edit Favorites Tools Help
Quick Access | TRAN v | Bao d@a x& 7 @ @
9 &7 ST TRAN-Transcript Print |
-
-
Peripheral: SETFTR.TRAR
- P TR&M
-
- Cutput Device |H Hald/Browse File Output hal |E]
| Prititer
-3 Farm Mame
Banner || |
- Secuity |PB Public v |
- Copies |1 =]
—a Defer Time
Other Options
-
- NOHEAD B~
NOEJECT F—
- NFMT E) ~
-
-2 Page ‘width
=2 Page Lengllh
Top Margin
- Bottom Margin
ir

te Start

Save through this next screen
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Datatel - R1B
File Edit Favorites Tools Help

QuickAccess Bso a a b ﬁ B @

o =7 5T || TRAN-Tranzcrpt Print|

Execute in Backaround made?

Background Execution Type | £V

Schedule Process ta Bun Nest on

Schedule Process to Run Ever/Fram

Schedule Process on Weekdays only

Schedule Process to Start After
Stop Automatically Scheduling Process on

A VRV VE VR VR VR VR VR VR VI VI VL VIR VIR VR VIR V

demic Cal... | @ He

Page: 1 of 2
Date: 10/3L/08
Hame: Carlisle, Courtney Yvonne SSN:  §93-54-0687 0138734
Birth Date: 05730780 F
Issued to:
Ms. Courtney Y. Carlisle
21 Culpepper Dr
Waynesville NC Z8786
Currieulun:
Courses transferred from other institutions
Course Title Cred Transfer From
ART-111%**  Are Appreciation 3.00
BID-163* Basic Anat & Physiology 5.00 Haywood Community College
CIS-110%** Introduction to Computers 3.00 Haywood Community College
COM-231%+  Public Spesking 3.00 Haywood Community Collage
ENG-111%%  Expository Uriting 3.00 Haywood Community Collage
HIE-132%%  Anerican History II 3.00 Haywood Community College
MAT-115 Mathematical Models 3.00 Haywood Community College
PSY-150%**  General Psychology 3.00 Haywood Community College
PS5Y-241%*+  Dewelopmental Psych 3.00 Haywood Commumity College
The total transfer cred: 29.00
Hrs Hrs Grade
Course Title Grd Repeat Att Cupl Points Course Dates
Fall z0O7
ENG-114%%  Prof Research £ Reporting A 3.00 3.00  1Z.00 08/17/07-12/14/07
RCP-110 Introe to Respiratory Care & 4.00 4.00 16.00 08/17/07-12/14/07 ]
RCP-113 ECP Pharmacology A z.00 z.00 5.00 08/17/07-12/14/07
Term Totals: 5.00 .00 36.00 GPAL = 4.000
Cumulative Totals: 5.00  3%.00  36.00 GPL = 4.000
Spring 2008
RCP-111 Therapeutics/Diagnostics A 5.00 5.00 Z0.00 0L/07/08-05/05/08
RCP-114 C-P Anatomy & Physiology & 3.00 3.00 1z 00 0L/07/08-05/05/08
RCP-11E C-P Pathophysiology & z.00 z.00 3.00 O0L/07/08-05/05/08
nCP-136 DCP Clinical Practice I s £.00 €.00 Z4.00 O0L/07/08-05/05/08
Term Totals:  16.00 16.00  &4.00 4.000
Cumulative Totals:  25.00 54.00 100.00 GPA = 4.000
hcademic Standing: President's List
Summer 008 .

12



Here is what you will see if you choose ADV.

Report Browser

-
RZeQ 0% 35|
10531708 hdvising Transcript
Ms. Courtney T. Carlisle ID Number: 0138734
21 Culpepper Dr ZEN: E93-54-0687
TWaynesville NC 22786 Birth Date: 05/230/80
Birth Name:
Hrs Hrs Grade
Course Title Crd B Att  Cmpt  Points Course Dates
ART 111 Art Appreciation TR 0. 0.00000 02/17/00-08/02/01
Subject ART Totals: 0.00 .00 0.0000 GRA =  0.0000
Cumulatiwve Totals: 0.00  3.00 0.0000 GRA =  0.0000
EIO 183 Basic Anat & Physi TR 0.00 5.00 0.00000 08/15/05-12/13/05
Subject BIO Torals: 0.00 5.00 0.0000 GRA =  0.0000
Cumulatiwve Totals: 0.00 2.00 0.0000 GRA =  0.0000
CIs 110 Introduction to Co TR 0.00 3.00 0.00000 0L/05/06-05/09/06
Subject CIS Totals: 0.00 2.00 0.0000 GRA =  0.0000
Cumulatiwe Totals: 0.00 11.00 0.0000 GPA =  0.0000
con 231 Public Speaking TR 0.00  3.00 0.00000 01/05/02-05/05/02
Subject COM Totals: 0.00 2.00 0.0000 GPA =  0.0000
Cumulatiwe Totals: 0.00 14.00 0.0000 GPA =  0.0000
ENG 111 Expository Wreiting TR 0.00  3.00 0.00000 OL/08/07-05/02/07
ENG 114 Prof Resesrch & De A 2.00  2.00 12.00000 08/17/07-12/14/07
Subject ENG Totals: 3.00 &.00 12.0000 GRA 4.0000
Cumulatiwe Totals:  3.00 Z0.00 1Z.0000 GRA =  4.0000
HIS 13z American History I TR 0.00 3.00 0.00000 05/15/02-08/01/02
Subject HIS Torals: 0.00 3.00 0.0000 GRA =  0.0000
Cumulatiwe Totals: 3.00 Z2.00 12.0000 GPA =  4.0000
MAT 115 Mathenatical Model TR 0.00 3.00 0.00000 0L/08/07-05/08/07

Page 1 of 2 ~

You can print a transcript by selecting the first printer button. This will print to
your local printer.
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To view student GPA type in STAT in the mnemonic box.

This will allow you to see a student’s GPA by semester.
Student lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name

Quick Access Bao 80 X g9 @ @
0 B STAT-Student Academic Trangcript
-l
3
-l - g
scrpt Grouping:
£}l
-l Alt Crmpl GPA  CumAtt Cum Crpl  Curn GP&
[}l E] &
-l E]
]
B ) ¥
£ Credit Type Curn At Curn Cropl GPa&
-l E]
e ]
]
L Tatals Student LookUp
- courtney carlizle
-l E] - —
L E] ok | [ Cancel ] [ Detail ] [ Finish ] [ Help ]
) v
-l
) Taotals
- 1f GPat/GRaz [ IF Academic Standing | [IF]
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Quick Access ElGo = \D xR ﬁ @ @

= STAT-Student Academic Transcript |

-
-
-
4
= Creds At Cropl GP&a  Cum At Cum Cmpl  Cum GP&
= )
=) )

]
sl iz e
4 Credit Type Cumn Att Cum Crpl GP&
] )
= )

]
- Totals Transcript Grouping LookUp
- CEUs Ic0 |
= w [ : =
e - Do
- )

Totals

iy

GRa1/GRa2 (X I ticaderic Standing [ |




Datatel - R18_|
File Edit Favaorites

Quick Access| STAT

Tools  Help

v | Beo d @

X®& T B @

VAR Vi ViR Vi VR VIR Vi VR VAR ViR Vall Vil VR VIl Vi VR

|
I - S I L

Ls

7

AM

AR
co
cu

DA

Fi

FR
FI-
RG

RL
sD

S
S
55!
®E
®E

Fan

STAT-Student Academic Transcript

Termn Creds
200851
(6] 2003FA

Credit Type
Institutional
Tranzfer

3

Tatals
Temn CEUs

G 3 FEO®

Tatals

GPa1/GRA2 (% I

Contraller Term Credits

Att Cropl GPA  Cum Alt
.40 E.40 3.000 31.40
3.00 0.00 0.000 34.40
Cumn At
34.40
0.00
34.40
At Cropl Curn At

Academic Standing |+ E]

Walue 5/6




Registering a Student

To Register a Student type RGN in the mnemonics box.

Select, CUPRINT by checking the box beside it and clicking on the save button at
the bottom of the screen.

# Datatel - collive - ST

File Edit Faworites Tools Help
Quickf-\.ccess (5 [ 48 X 7 @ @
o = 5T || RGN-Regisiation| RGN-Registiation |
]
= using REG. CONTROLS, Wiew: BEG.CONTROLS
= [:]| Seqg: Record ID Description
ol
- D 1: CUSTAFF Curric Staff Regist Contr
— I:‘ Z: CUPRINT Cu Reg Printing
2O
= |(|C ]
= |2
=B
>(S
o F
ol O
=1 (I
= N (i
=1 |
g (=
O
O
Controller LookUp PResolution Page 171
Seq Mumber, (F)lag, (S)ort/Select: | @

‘4 start A Datatel - ... | ) PROCOM... | &3 HovellGr.., & Colleague O sCcregi., &) %) 0 B4 11034 am

A copy of the student schedule will print automatically after you register a student
by entering the schedule and clicking the save and update buttons. The schedule will
print to the printer you have labeled as default under the printer folder in the
control panel of your computer. Make sure this is changed to the appropriate local

printer before you register a student.

% Printers and Faxes o ]
File Edit View Favaorites  Tools  Help | 5"

P Z e 3 = a,

k) Back ~ Q v l.ﬁ ./'_) Search [1__ Folders | = L3 x n ‘ -

Address IEQ Prinkers and Faxes j

@ Hp LaserTet 4000 Series PCL
“ 4dd Printer = 0
Ready
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Student Lookup Box will appear

Quick Access Eco d@a x& 7 @ @

RGM-Registration

CUSTAFF

Date Term Pass Start
Section Mame and Title Aud Creds CEUs Stat Date Temn

) @ @ v | | & | |~

| @ | |

| @ | |

[ ok ]| [Cancel | [ Detal | [ Frish | [ Hep ||| = | |

I v

Term Summary Lewel Load Creds CEUs Status

®) “

sl E

. v
Sched | [B]  waitist | ] Other Info [ | Biling [ [  Pay

7 # Start ["54 2 Novell Group... = | 2 FROCOMM PLUS A Datatel - coltest ... [ I SCC Registratio, '()WME] 2119 PM
E »

Type the Student SS#, or Colleague I1D#, or last name and first name
Press Enter of Click OK

(Check to see if the correct term is shown, see Term Box)
If the correct term is showing, enter the desired courses (example: ENG 111 SD1

You may search for courses several ways:

a. By semester, ex. 2006FA or 2007SP -this will show all the
courses for that semester which are offered

b. By course prefix , ex. ENG -this search will limit results to
courses with only that prefix

C. By course prefix and number, ex. ENG 111 -this search will list
all the sections for that particular course

d. By course prefix, number, and section, ex. ENG 111 SD1- this

will show this specific course only
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If a different term is showing, enter the correct term, on the first available line,

space, and then the Courses to be registered.

Favorites Tools Help

:essIHGN 'l (5 [0 | d @ x & ﬁ [E @

ST RiGM-F eqistration |

o AC CUSTAFF

oM I tHH-H1-9967

=

=~ OO Dot [O3705/07 Termn [200750 Pass Start

- CR Section Mame and Title Aud Crads CEUs Stat Date Tem

2 CI5-111-JD1 Basic PC Literacy ) [E [ zo[@ | o =1 JosAsn7 [@ [za07s0 -

oA 05/15/07 0B/01/07 CACT 00005 CLASF  0G:30AM 1215PM

= a2 ) [ @ ® =8 @]

~ PRl s ] | =1 | [ = | I

2 sh

= rof| =2 |l I | [ = | I

2 A =

~ RG Term Surnmary Lewel Load Creds CEUs Statug

= wE| | 1 200750 IF) [Summer 2007 cu 200 0.0 Registered =
2

= sD

2 || =2 ) ]

= R Sched [ ) waitist [ IF) Other Infa [R ) Biing [ IF] Py [N

sz

- 55 Cortroller Section Name Yalue 141

1w

Continue entering courses until all courses have been entered.

Click Save

Click Update
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To look up a course to see what sections are available type in only the course prefix
and number, and it will show the capacity and availability on the right side of the
screen.

£ Datatel - collive - ST

File Edit Faworites Tools Help

QuickAccess Bso a \D b ﬁ B @ ‘

o =7 ST || RGN-Fegistration| RGN-Fedistration |
- Course Eections Resolution :
> | using COURSE_SECTION_ AWATLABILITY, Wiew: COURSE.SECT N
= Dl Seg: Term Section MName Insztr Loc Days Time Stat Cap/hwvai
-
=~ D l: Z007FhA EBIO-16%-FD1 A, Esterw MCN TTH O02:00AM Open Z0713
- D Z: Z0O07FA EBIO-16%-5D1 L. Cochra MC MWF O02:00AM Open Z0/6
-~ D 3: EOOT7FA BIO-165-3DZ E. Lunsfo MC MWF 10:004M Wlst EZ073
- D 4: ZO07FA BIO-168-3D3 I. Cochra MC MWF 1Z:00FM Open E045
= | D £: ZO07FA PBIO-168-5D4 D. Perlmua MC TTH 02:00AM Open Z0/7
—d E &: ZO07FA PBIO-168-5E1 J. Blakhni HMC TTH 02:10PM Open Z0/4
-
||z
=2 lin
=1
=1 (4|
=8
ir E

O
Controller LookTp Resolution Page 171 re Tl
<3 5 || %eq Number, (F)lag, (Slort/Select: | |ﬂ| |i| el

Under the status section if you see “WIlst” this means the course has a waiting list
because it has met its capacity. The number under availability in this case is
referring to the number of slots on the waitlist.

If you choose a course that has a waitlist the following screen will appear. If there
are spaces available on the waitlist then you will have the option to click on “W.” If
there are not spaces available then it will prompt you that the course cannot be
registered.

Section iz "waithsted". [Rlegister, M aitlhizt or [Clancel
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From the RGN Screen you can access other screens by detailing on

Other Info
Pﬁ i
Quick Access (5 [ 8 X& 79 @ @
= G2 RGN-Registration
-l
-l
-l
o Date | 10/37/08 Term | 2008FA Pasz Start
- el Section Name and Title Aud Creds CEUs Stat Date Tem
] RCP-214-5D1 Meonatal/Feds Rc. ) v 200|E @ [n  ~|F] osne08 2008F4
L oeg 08/16/08 12/15/08 BALS 00234 CLAS TTH
RCP-210-501 Critical Care Cancepts M i @ 08/16/08 2008F4
i 08/16/08 12/15/08 BALS 00234 CLAS TTH Select ltem
- RCP-156-501 RCP Clinical Fractice | _ N v | o608 2008FA
rofile...
e 08/16/03 12/15/08 OFF CLINICAL ELIN M UM - Applant Summary..
553 RCP-144EB-501 RCF Clinical Practice PERC - Perzon Restrictions. N v | (101608 2008FA
= 101602 12/15/08 OFF CLINICAL CLIN bt STPE - Student Pettions..
=
- Term Surmmary L 13 Statuz
e | 200874 |IF) [Fall2008 I Preregistered
5.2 )
553 E] Selected ltem
2 i

T

Sched [ ] waithst | |IF]

Billing | % I Pay |M

o ]

[ Cancel ]

[ Help

If you have a student that has a registration flag, you may click on Other Info on the
RGN screen and choose PERC (Person Restriction) and click OK.

21



The PERC screen will appear. Then you can detail on the restriction and know what
the restriction is. Send the student to the specified office.

EIUDIS Help
16N 1B0s | @ X® § 0 @

RGN-Registration  PERC-Person Restictions |

iC
WAL D amon, e Matt ID: 0514827 SSN: #9967
R Sylva MC 28734 Hame: 8 -7
0 R estrictions Severity Start Dt End Dt QOffice Comm
R RO Registrar's Office E [ (& [o1/0s07 N El
ul | 2 Lbraw Fine B [ [# [o3/0507 [~
| = g I_ = @ r

4 B i i
Al S d I: @ E F
Al & B @ @ m —
R | 7 B @ —
ofl = @ —
= @ I_

10 B @ —
6 | 0@ —
v | 12 ) I: I:
) RRE )
|| 28 O ® I
o | B @ E 3 i
izt
X to Exit
Cancel
Finish
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VERY IMPORTANT NOTE: When completing a drop/add of classes with the same
number of hours, please remember to do both (drop/add) in the same session to prevent
the student from incurring a 25% charge for the drop.

To drop classes for students:

Go to RGN
Student Lookup box will appear
Enter Student SS#,or Colleague I1D#, or last name and first name

Click on the Stat field, for the class or classes to be dropped

# Datatel - coltest - 5T =13
File Edit Faworites Tools Help

Quick Acoess [RGH TBe | H@ xX& § @ @

== HGN-F\egistrat\onI
]
-
B OOl pate 7705707 Term [200750 Pass Start
-4 CR Section Mame and Title Aud Creds CEUs Stat Date Tem
m-a cul | L JCIS71407 Basic PC Liteacy F [ [ 200[@ | [E R [osns:07 [@) [2o07s0 <]
GE3 DA 05715707 03/01/07 CACT 00005 CLASF  0:308M 12:16FM [N Mew ]
2 ] [ D] @] @ 5 o
- Fa Toppe
W Withdrawn
@ FRf| 3 3] [ @[ [@ [¥ Deked —
C Cancelled
(-4 SR PR Preliminaiy Equiv Eval —_—
F-d FO 4 @ I - I @I @ TR Transfer Equiv Eval
MC  MNoncourze Equivalency d
[H-2d FI- MHP Mon-papment
AT _Evtemal Transfer Equiv
-4 AG Temn Surmary Level Load Creds CEUs Status
[ WE 1 Jl 200750 E] Summer 2007 cu 2.00 0.00 Registersd d
B2 D[ | =2 -
F-d M L =
B-Ea R Sched IX_E] W’althstl_t] Other Info IX_E] Billing IX_E] F‘ayIN_
a2
M- 55 Element S ection MNarne Walue 141
H-d XS]
il Fa
o »
= ' - - = = — —_— e == — —

A box will populate and choose “X” for Delete during Pre-registration and on
Registration Day. Press enter . During the Drop-Add period,
you will need to choose “D” in the stat box.

Click SAVE
Click Update

This will generate another printout for the student at your local printer.
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To add classes for students:

Go to RGN

Student Lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name

Click on the line below the last class listed and enter the class to be added and

return

RGM-Reqistration |

HH-HH-9967

CUSTAFF

D ate I 04416407 Term IEDD?SU Pass Start
Section Name and Title Aud Creds CELs Stat Date Termn
1 [[CI5117-JD7 Basic PC Literacy F [T [ zo0[@ | B [« =1 [osH5a7 | ErE
05/15/07 08/01/07 CACT 00005 CLAS F 05:304M 12:15PM
2 [BUSA57WCT Frinciples of Managemen I [T [ 300[@ | B v =1 [osH5ma7 [200750
05/15/07 08/01/07 WEE CENTERED CL&S TBA  TE&
3 il | =] @ @[ ] I
1 il [ @ @[ =] I
Term Summary Lewvel Load Creds CELs Statuz
1 [200750 1) [Summer 2007 5] 5.00 0.00 Registered =l
2
3 d -
Sched [ ] waitist [ IF] Dther Info [ IE] Biing [X ] Pay [N~
Element Section Mame Walue 2/2

Click SAVE

Click Update

This will generate another printout for the student at your local printer
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How to View/Print a Section Roster

To View a roster on Colleague if you do not need to print you can go to the RSTR (Academic
Roster Inquiry) mnemonic.

After typing the RSTR mnemonic in the quick access box at the top of the screen you will see a
lookup box for course section. You will then enter in the course prefix number and section.
Select “Ok”

Datatel - collive
Quick Access BEso d@a x& 7 @ @
o &2 RETR-Academic Roster Inguiny |
-~
-
-~
-
-~ Couze  Tem Pasz!
= 3
- Course Section LookUp b
|
> [ hse 110 sd1] [T
-~ [ ok ] [ cCancal | Dtail [ Firish | [ Hele | |—
-~
)
- d
4l @ d
= Ll
~ i
1r []
)
[ v

+a start %4 Mavell Grou, .., ) PROCOMM .., 3 Microsaft E. .. & Datatel - co... I How to prin...
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You should then be able to see a screen that lists the student names and Colleague ID numbers
that are registered for the course.

# Datatel - collive - ST
File Edit Favorites Tools Help

Quick Access | RSTR v | Bao d@a x& 7 @ @

9 &7 ST RETR-Academic Hosterlnquir_l,l|
>
-
-t Title.: Intra ko Hums
-
- Course  Term Pass/
| Student Statusz Status Avdit Repeat Creditz CEUs
- 0120237 Berding. Kelly L. I M P 3.00
0092462 Dailey. Julie E. I N P 3.00
- 01138373 Tollerfsan, Jeffrey H. I N F 200
- 0150043 Yalentine, Tawana F. i) M P 3.00
= )
= || & )
- )
i
)
o = 3
= )
- )
iy E]
)
I
Contraller Name Walug 1/4

;2 start |5 NovellGrou... | # PROCOMM ... | B3 MiosoftE.. 4% Datstel-co.. | O Howtoprin.. @™ &% L00PM



To Print a roster you will need to go to the SROS (Section Roster) mnemonic. This screen offers
you various different criteria to enter on the screen. The simplest way is to type in the term
2007FA and then under sections list the course and then save and update.

£ Datatel - collive - ST
File Edit Fawvorites Tools Help

QuickAccess Bso a \D b ﬁ B @

o B2 8T SHDS-SectionHoster|

Sections HSE-110-501
Locations

i

18Ik

- |
-
SSMor D | [n] Frint Special Meeds |Yes
- . )
Double-space | Mo Frint DroppedA#fithdrawn | Mo
- Separate Cross-List | Yes Print Waithizted | Mo
> Frint Crogs-List Ref Frint Phone Types -
-
= Saved List Mame | |
- Begin End
- Section Date | |[@ | |[@
-
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Faculty bembers
= Subjects
= Courzes
>
>

#

)
N

Additional Selection Criteria

:'.'.' start M4 Movell Grau... ' Microsaft E. .. { Datatel - ca.,. UE Hew bo prin. .. ’{J 'P} 4
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Once you save it will take you to another screen that shows you how it will be sorted by just save
and update through this screen.

#* Datatel - collive - 5T

File Edit Favorites Tools Help
Quick Aecess | SAOS v | Bao d@a x& 7 @ @
9 &7 ST SROS-Section Roster |
> | Sort Definition
| [COLOS4] Section Roster
-
-
- Criteria
| Field Mame. ........................... Sequence.......
- SEC.FIRST.DEFT] BY hd
SEC.SUBJECT B v
=~ SEC.FACULTY.SORT NAME B v
- (47 SEC.ACAD LEVEL BY hd
| SECFFAC. TEACH ARRANGEMENT B v
- (&) v
- =
v
- (=D w
- w
-
i
Controllier Sart/Break S pecification Walug 1/5

+a start 4 Novell Grou,,, | | PROCOMM .., | B MicrasoftE...  # Datatel-co... | O Howtoprin., @ % &3 108 PM
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On the next screen the first line will state "Output Device" change that "P" to an "H" because
the "P" status sets it to print to a line printer and you want to print it to a local one. Once you
have done this select save and update.

/£ Datatel - collive - ST
File Edit Fawvaorites Tools Help

Quick.é.ccess Elco P | a xR’ ﬁ (B @

o B2 5T SHDS-SectionHoster|

-
- ;
-3 Peripheral:
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-
- Output Device |H Hold/Browse File Outpu V|E]
=2 Printer
= Form Mame
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- Copies || [@]
- Defer Time
o Other Optionz
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. NFMT | =
NHEAD B~
-
= Fage Width
-2 Page Length m
O Top Margin =

Bottom Margin
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Next save and update through the next screen that comes up.

File  Edit

Quick.é.ccess Elco P | a xR’ ﬁ (B @

Favarites  Tools Help

(==

2 e S 3

"
SR VI VI ViR VAL VIR ViR VIR VIR VIR VIR VIR VIR VIR VIR V

1)

SROS-Secton Roster |

Execute in Backaround made?

Background Execution Type | £V

Schedule Process ta Bun Nest on I after
Schedule Process to Run Every |
Schedule Process on Weekdays only
Schedule Process to Start After |

Stop Automatically Scheduling Process on [@

1:10 PM
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You will then see a box come up that says processed.

# Datatel - collive - ST

File Edt #Apps Favorites Options Help
Quick Access |SROS v | Bco | a8 XK 9 @
2 = 5T
- #* Section Roster
-
) Started
- Currerit
- Total Elapzed
) Ezt. Completion
- Ended
- Processed 0 of O
- ( ]
- ( ]
= e i e e Bl
§ iCloze automatically when complete
[
| 1 records selected ta list 0. R
- 1 key(z] zaved ta 1 record(s).
a5 1 records retrieved to list 0. E
] Maow BROWSE the HOLD Files E
- Click FINISH |
§ i o complete.. 1
&3 E]
.Y

1:11 FM

Select the finish button.



You will then see a report browser that shows the list of the students registered for the course
you selected. Then you can print that to your local printer by selecting the first printer (Print
Local) button. When the print screen pops up you will want to change your font size to 9 point
and the layout to landscape. It is recommended to make these changes so that the information
viewable on the screen will print out in its entirety. Once you have printed the report you then
will close this window by clicking on the red box in the upper left hand corner of the browser.

#° Report Browser

REoo[r|ood s

Y
April 19 Z007 SECTION ROETER
13:-11 Z007FA - Main Campus - Jackson
Section....: HEE-110-5D1 Intro to Human Services Credit
Instructors: T. Quiring =00 0—-— - - - - - - - - - - - - Schedule - - - - - - - - - - - - Contan
0g8/17/07 12/14/07 BALS 00322 CLLS M 10:008M 11:E0AM Deliw
Censu:
Fin Acad Ppt
I Scudent Name Phone Mumber Aid Wet Program Advisor Crs
0120237 Eerding, Helly L. A4 5350 Quiring, Timoth
QO9Z462 Dailey, Juli= E. ALdLbze0 Quiring, Timoth
0138373 Tollerfson, Jeffrey H. A4535E
nlEo04z Walentine, Tawana F. ALdLbze0 Quiring, Timoth

4 Btudents currently enrolled

i 2 start " n NovellGrow.., | # PROCoMM... | Bd MiorosoftE.. A Datatel-co.. | G Howtoprin., &% &% Li12PM
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TROUBLESHOOTING

Restriction Message: Inactive Program

Look up student to register

Quick Access Elan d@a X& g E @ |
o &2 RGM-Fegistration |
=3 CUSTAFF
-~
-
- Date Term Pazz Start
- Section Mame and Title Aud Creds CELls Stat Date
VM| @
Student LookUp ,—"lt] ’—|
| daffy duck |
v [
L [ ok ] [ Cancel | [ Detal | [ Ensh | [ Hep | [ M8 &
i) [ | &7 & [ vE |
|
Tem Summary Lewvel Load Creds CEU=z Statuz
] -
]
[
Sched | [ waiist | i) Other Ifo [ ] Biling | |fFE]

N4 Movel Grou, M 3 nuToM... v | B Caloulator { Datatel - ca... O Documentt... ’{;ﬁ % 11:39 AM
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This alert lets you know this student does not have an active application on file in

admissions.

‘.!' Datatel - coltest - ST

File Edit Favorites

Quick Access HEN

Tools  Help

Be | H@ X& G @

J-J

= s o1 | RGNRegististion| RGPE-Registration PersonErty |
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5 [ | [ e [ e
Educ Goals/Date - | | Start Date End Date
Home Location | | [ | |
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After previous alert, you will be sent to a list of academic program history for this
student.

e Review the academic programs listed. If you do not see the student’s intended
program of study, you may email the Registrar’s Office and make a request to
change the start date for the program. This will re-activate that major and should
allow you to continue on RGN. You may also include address changes

e If you do not see the program code listed that the student is enrolling for, you may
email the Registrar’s Office to change the program of study if the student has not
enrolled for 1 or 2 semesters. We will make the change and you should be able to
register the student on RGN. We will use that email as the change of major form
to eliminate the student from completing more paperwork.

e If you do not see the program code listed and it has been more than 2
semesters...the student must go to the Admissions Office to complete a new
application which will update any demographic information. You may complete
the registration form and send it with the student and the Registrar’s Office will
process it.

# Datatel - coltest - ST |:||§|E|

File Edit Favorites Tools Help
Quick Access|RGM v Bao 8 X 7 @ @ |
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O
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O
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O
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Should you select one of the previous programs listed it will give you this Alert letting

you know the student’s major is not active.
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File Edit Faworites Tools Help

Be | H@ X& G @

Quick Access HEN

J-J

Prefig | Mr.

Mame LFK | Duck

= s o1 | RGNRegististion| RGPE-Registration PersonErty |
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Restriction Message: Alert for Academic Level
Continuing Education Student

This error occurred because she is only listed with Con Ed. She does not have a current
academic program for CU.

Quick Access EGa 8 X& 79 @ @ |

o & RGM-Registration ‘

CUSTAFF

8-
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Filz Edit Favorites
Quick Access FGH
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After you see this rule, save & update...you will return to RGN...the course you tried to
enter will disappear from the schedule. This student needs to go to Admissions and
submit a curriculum application.
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Restriction Message: Petitions for Health Programs

When you receive the alert below, please contact the Admissions Office to take care
of removing the petition if appropriate.
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RGM-Registration

CUFACAL=

Date Term Pass Start
Section Mame and Title Aud Creds CEUs Stat Date Temn
NUR-101-501 Practical Nursing | ) [ | [ 100]@ | B W ~[F [0 |[E [20078F |
01/08/07 05/09/07 BALS 00250 CLAS M X :
nur 101 sdi | @ | |
A Granted Petition iz required for registration in MUR-101-501. | | | |
| @ | |
|
Term Summary Lewel Load Creds CEUs Status
20075P  |IF] | Sping 2007 cu 11.00 0.00 Registered
sl
)
Sched [ ] waitist | ] Other Info [ | Bilng [ ] Pay
Controller Section Mame Adding Value 2

:s Start € Datatel - coltest - ST "5 2 movell Groupw.,, - | v " T 2 Microsoft Offic... - & &5 1155 AM

40



Additional Restrictions

This is a few Message/Rules you may see when you go to register a student who has a
library fine, parking fine, transcript hold, etc... The student must go to the appropriate
department or the advisor must contact the department to take care of restrictions before
he/she may register.
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