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Permissions (Blue Slip Functions)

UNO uses student-specific permissions. That means that a student’s ID is added to a
class (preventing a student from sharing a permission “number”). This function will be
done in the colleges.

Also, assigning a permission to a student does just that — assigns the
permission. It does NOT add the class to their schedule. Once you have
assigned a student permission to add a class, they still must add the class to
their schedule.

Navigate: Home > Manage Student Records > Establish Courses > Use > Class
Permission Numbers

This opens up a window so you can search for the course.

Home = manage Student Records = Establish Courses = Lse = Class Permission Numbers ey Window

Class Permission Numbers

Find an Existing Value

Academic Institution: | UNOLAQ

Term: 0790 Q)

Subject Area: ACCT Q)

Catalog Mbr 2100

Academic Career: v
Campus: Q)

Description:

Course ID: Q)

Course Offering Nhr: =y
[case Sensitive

Basic Search

Academic Institution: will default to UNOLA.

Term: Enter the 4-digit semester for the course, or select it from the lookup list.
Subject Area: Enter the abbreviation for the subject area of the course (e.g. ENGL,
CHEM) or select it from the lookup list.

Catalog Nbr: Enter the four-digit catalog number for the course. (If you know you are
looking for “Intro to Entrepreneurship” but do not know the catalog number for that
course, you may simply enter BA as the subject area, and then click Search on the
right. All available courses for that semester and that subject will appear, and you can
simply find the course that goes along with the description “Intro to Entrepreneurship”)
Click Search.

PeopleSoft Training Group © 2006 University Of New Orleans Page 1
psweb@uno.edu




&

UNIVERSITY n}'
NEW ORLEANS

Academic Support | Training — PeopleSoft @ UNO
Learning Solutions 8.0
Latest Version: October 17, 2006

Home = Manage Student Records = Establish Courses = Use = Class Permission Numbers

e Wi o

Class Permission Numbers

Course ID:

Academic Institution:

Term:

Subject Area:
Catalog Nbr:

Class Permissions

nooozs

University of Mew Orleans
2004 Summer

ACCT

2100

If there is already one or more student ID’s that have been
given a permission for this section, you must click the Add a

I New Row button to add a new ID row to enter the new
Undergrad student's ID. DO NOT type over an existing ID here.
Accounting

Principles of AveogmTg

First (4] 1 o7 4

Class Section:

omponent:
Class Type:
Default Date:

Seq# Number
1

2

ﬁ Save

Regular Academic Session

om

re
Enrollment Section
071222004 (]

Use Dt

Used 04262004

Used 05052004

Q Return to Search

View All

Class No: 40003 Class Status: Active

Student Specific Permissions

Assign More Permission:

Perm
Expire Dt Type ID
oasz7rzons [H o Q) Q4 LeMeunier,Kathlyn Kelly =]
05062004 (B |a Q] 2158290 Q| Jatala,Aneela Rehman [+]1[=]

|

—»>Use the next row and previous row buttons to see the section of the course for
which you are assigning this student permission.
In the bottom portion of this page, you will see all the students who have been assigned

permission to enroll in this class, as well as whether or not they have used this
permission and actually added the class.

*If there are already one or more students that appear for this section, you

must click the Add New Row button to insert a new row to add additional

students. Do NOT type over an existing ID nhumber!!

Default Date: will default to today’s date

ID:  This is where you will enter the student’s ID.

If you must search for the student’s ID, click the lookup button and search using

SSN (National ID), and/or first and last name. For more information, look in the
“Finding an ID” section.

Expire Dt: This is when this permission expires. It defaults to tomorrow’s date, and

generally this should be left alone. However, in special circumstances, this date may be

changed. Clicking the calendar icon for this field will allow you to move the expiration

date.

Click Save, 2=

[+]
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To Remove a Permission

= Toremove a permission, navigate to the Class Permissions Page for that course
and scroll to the correct section.

= Locate the student’s ID and name in the bottom portion of the page.

= Check next to the Seq # column to see whether or not the student has already
added the class.

= To remove their permission before they've used it (to keep them from enrolling in the
class):

e Click the Delete Row icon, and delete the row. =1

e Click Save, 2=

Keep in mind that permissions can be quite powerful, so use them carefully.

Permissions can:

e Let a student into a full class
e Let a student into a consent of department class
e Let afreshman into a graduate course (or sophomore into a senior

course, etc.)

Permissions will not, however, allow a student to take more classes than their unit load
dictates. For most students the maximum unit load is 19 credit hours, and a permission

will not allow them to take any classes over that limit.
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Service Indicators: Including Holds & Flags

Service indicators are used to provide further information on a student. Often, they are

used to stop the student from doing something (registering, for example).

Navigate: Home > Manage Student Records > Manage Academic Records > Use >
Service Indicator Data

Horme = Manage Student Records = Manage Acadermnic Records = Use = Service Indicator Data Mew Window

Service Indicator Data

Find an Existing Value

ID: |
Campus 1D
Mational ID:
Last Mame:
First Mame:

[ case Sensitive

Basic Search

Enter the student’s ID or use the fields below to search for them by SSN (National ID),
and/or first and last name.

Click Search.
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A page will open that allows you to add or remove service indicators.

Home = Manage Student Records = Manadge Atadernic Records = Use = Service Indicator Data IMews Window

Service Indicators

Jasan Jennings ID: 2193521 b3
Service Indicator Data D I
elete
DateTime: 1140172004 11:20:094M ‘nstitution: | UNOLA/Q]  UNO
Service Ind Active Term: 00oo Q Begin Terrm - Snic Indicatr Use *Active Dt: 11/01/2004 ﬂ ROW
*Senvice Indicator Cd: ADV Q) advising Required ICOn
‘Senvice Ind Reason Cd: ADY Q) advising Reguired
Reference:
Amount: 0.000 currency: YSDQ  Dollar
Contact ID: A contact Person:
Placed Person ID: 2130662 Rl placedpy:
*Department: 3200600000 |Q]  Enroliment Management
Comments:
Placed Method: Manual Placed Prcs: Release Pres:
User ID F3

ﬁ Save QReturn to Search

Note: You can only add or remove those service indicators & / or reasons for which you
have security permission levels.

To Add a Service Indicator

When you get to this page, if there is already a service indicator here, you must
firstinsert a new row to add another one. Do NOT type over an existing service
indicator code!!

Service Ind Active Term: The term will default to 0000, which means start now, but you can
enter or select a specific starting term for this indicator.

Service Indicator Cd: Click the lookup button by the Service Indicator Cd and select the
service indicator you wish to add. (Notice that some fields fill in, such as User ID and name,
and Service Ind Reason Cd may fill in, depending on the Service Indicator Code entered.)
Contact ID/Name: If you would like to indicate a particular person that the student must see,

enter that ID here. If you must search for the ID, click the lookup button. When you find the
person, click on their name.

Click Esave] sSgve.

To Delete a Service Indicator

- If there is more than one Service indicator for this student, use the next and previous buttons
to find the one you wish to delete.

- For the Service Ind Active Term field click on the delete row icon. It will ask you “Are

you sure you want to delete the selected row?” and click on OK.
- Click Save.

PeopleSoft Training Group © 2006 University Of New Orleans Page 5
psweb@uno.edu




UNIVERSITY of Academic Support | Training — PeopleSoft @ UNO
NEW ORLEANS Learning Solutions 8.0

Latest Version: October 17, 2006

Viewing Student Addresses
To check a student’s address or phone number:

Navigate: Home > Build Community > Bio/Demographic Data > Use > Bio / Demo
Data

A window will appear where you can either enter the student’s ID or use the fields below
to search for their ID. Once you have found the student, click on the link.

Horne = Build Somrmunite = BislDermographic Data = Use = Bio Demo Data [lewy Wyinde

Bio Demo Data

Find an Existing Value

I Y
Carnpus 1D

Mational 1D

Last Name: |JEMMNINGS

First Mame:

[ case sensitive
Oinclude History DCnrreanlsmw

Add a New Value

Search Results

190 of 90

Gender Date of Bith Campus ID National ID National ID Country NID Short Description Last Name

HB0E970 Jennings Jarel Tramal Ferale 08271883 (blank) 434858225 USA SSN JEMMINGS  JAREL
1208321 Jennings.Jesse C Male 12081983 (blank 249574337 UBA 88N JEMMINGS  JESSE
18088932 Jenninus.Kurtd Male 121131883 (blankd 436546788 USA 35N JEMMINGS  KURT

Horne = Build Community = Bio/Demograshic Data = Use = Bio Deme Data

Biol Demo Data | Addresses

Jason Jennings ID: 2193331 W

Address Type

First [4] 1072z I L=t

*Adilress Type: Home v
Address History -

Effective Date: — country: UsA Q) United States [+]=]
010062003 |
Address 1: 443 5. Charles Ave
Address 2:
Address 3:
Linkage Type
b City: Mew Orleans
County: Orleans Postal: 707 26

Maintain Manuall
¥ star LA QJ Louisiana

The Addresses page will appear and display the addresses and phone numbers onffile
for that student. Please note that it is possible for a student to have several
different types of addresses: mailing, home, cell, so click the Next Row button to
ensure you are viewing the desired address type.
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The Course Status Page

Navigate: Home > UNO Student Records > UNO Student Records > Inquire >
Course Status

Home = MO Student Records = UMD Student Records = Inguire

A N
(© N Student Records o lise p———
1w Process Course Status
[ﬂlnquire Terrm Surmmary
Wiew Courses by Student
& Report
Grade Roster Status

Home = LMD Student Records = LMD Student Records = [nguire = Course Status

Course Status

Find an Existing Value

Academic Institution: | LINOLA &
Term: 0810 |

| Search | | Clear | Basic Sears

This search box will
appear. Type in the
four-digit code of the
term for which you
desire statistics and
press ok.
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The course status page will appear:

Home = UNO Student Records = UMG Student Recards = [nouire = Course Status

{ Course Status

Academic Institution: UNOLA

Mew \Window

Term: 0810 2005 Spring

O Academic Group &

O Subject =

O Class Section Range _ from: to: ] show secondary times
Term  Session Room Capacity  Enrollment Capacity  Enrollment Total ~ Subject Area  Catalog Nbr Class Section  Description

1

The page permits the user to acquire real-time class enroliment
statistics for:

Academic Group (equivalent to college)

Or
EHED GEIIEER) Subject (department)
Or

Range of class section numbers (used by Metro College)

An example of a search for Marketing classes:

Haome = UMO Student Records = LUING Student Recards = Inquire = Course Status

{ Course Status

Academic Institution: UMOLA
Term: 0810 2004 Spring

My \Wind o

) Academic Group
® Subject mel Q)
O Lﬂﬁecﬁon Range _ Fﬂ': to: [ show secondary times

B

Term S

. Check radial button for Subject and
insert subject of MKT

ject Arefy Catalog Nbr Class Section Description

Press “Sparky”, the search icon, and
ﬁSave QReturnto Search Walt fOI’ the reSU|tS There Wl” be a

slight delay because you are running a
program to return the data
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The results will appear as shown below:

Horme = UNO Student Records = UNG Student Records = [nguire = Course Status

{ Course Statug

Academic Institution: UNOLA

Term: 0200 2004 Fall

O Academic Group b
@ Subject MIT =Y Marketing & ReportManager
(O Class Section Range _ From: to: [ Show secendary times

Mewy Window

Term Session Room Capacity Enrollment Capacity  Enrollment Total  Subject Area Catalog Nbr Class Section Description

1 0800 Regular 230 160 136 MKT 2501 o1 Principles of Marketing
20800 Regular 415 160 160 MT 2501 ooz Principles of Marketing
30800 Regular 230 125 T8 MKT 250 601 Frinciples of Marketing
4 0800 Regular 45 45 45 kKT 3505 ao1 Consumer Behavior
50800 Regular 40 40 41 MKT 3505 aoz Consumer Behavior
B s=ve) (QyReturn to Search

The information will be returned in a search results box which

can be copied to MS Excel. To move the results to Excel,

highlight the information in your results box. The information will

be shaded indicating that it can be copied. Do a Control “C”

keyboard command and move the data to Excel where the

Control “V” keyboard command will insert the data.
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Print UNO Class Rosters

Navigate: Home > UNO Student Records > UNO Student Records > Report > UNO
Class Roster

Click Add a New Value.*

*(NOTE: You will only need to add the Run Control ID the first time you do this.)

Haome = UKD Student Records = URO Student Recards = Report

[s: UNG Student Records O Use LNG Class Roster
1 & Process LM 1 4th Day Foster
& lniuire
[g Repart UMO Grade Roster Print

UNO Schedule of Classes

UMO Transfer Credit Evaluation

Eepeated Course Worksheets

Eepeat Crse Report by College
Repeated Course Report (Fully

Type a name for the Run Control ID that will print the rosters (no spaces).

Home = UMD Student Records = LIMNG Student Recards = Report = UNO Class Roster

LUMNO Class Roster

Add a New Value

Run Control |D:|F'rint_R|:|5ter1
Add

Find an Existing Value
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STEP 1
Printing a roster for one class only:

Horme » UNO Student Records » UNO Student Records » Report > UNO Class Roster If it is not already populated, enter
(s R, UNOLA into the Academic Institution field

Run Control ID: Print_Roster

Select the Term.

g All

Eeport Manacer F

*Academic Institution: University of Mew Orlear

‘Term: 2004 Summer

First (4 1 of 1 [ Last

Sequence Number:

Session:

Enrolled: Select the Specific Class
Waiting: O box.

Academic Organization: I:I Drop: O
Subject Area: T 51
Enter the Class

Specific Class: acoT o100
Class Nbr: I Principles af Accounting Number (Ca” number)
for the course. You

Boave must have this number
entered here.

Printing all class rosters for one department:

Hore » UNO Student Records = UNO Student Records = Report = UNO Class Roster Bew Wiindow:
{ Class Roster

Run Control ID: E Eosis eport Manaoer F

*Academic In University of Mew Orlear

‘Term: 2004 Summer

=1
Sequence Number: 1
Session: Enrolled:
Waiting:
cademic Organization: X o .
Academic Organtzat I e E Select the Session number
LS fpoct | R estons: from the drop down box.
Specific Class:
A Choose Regular for normal
semester terms and Sum
e M?n_ T1 or Sum Min T2 for
mini summer terms.
: Fall 36
Enter the Subject Area. Fall 37
Fall 38
Fall 39
Fall 40
firi
QEE
Regular
Spring 01
PeopleSoft Training Group © 2006 University Of New Orleans Page 11
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STEP 2: Once you have made your printing selections, click the Run button to print the
class roster.

Feport anager Process Monito Run
UNOLAE LIniversity of Mew Orleans
0790 (R 2004 Summer

STEP 3: Process Scheduler Request Page:

Hotme = UNO Student Records = NGO Student Records = Beport = UNO Class Roster

Process Scheduler Request

User ID: P3 Run Control ID: Print_Roster
Server Name: I - RunDate: 11i01/2004 (]
Recurrence: * | Run Time: 23362PM
Time Zone: w Resetto Current DatesTime |
Select Description Process Name Process Type ‘Type *Format
UMO Class Roster ZSRCLREET SQR Feport ek v PDF v Eﬂ

Click OK to print

the roster.
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STEP 4: On the UNO Class Roster Page, click Report Manager.

Eeport Manacer | Process Monitor Fun
UMOLA G University of Mew Orleans
0790 Q) 2004 Surnmer

STEP 5: In the Report List, your Class Roster should be listed. When the status reads
“Posted”, click View.

Home = PeopleToals = Repart Manager = Inguire = Report List Mewy Windo

{ ReportList Y Archived Repors

UserlD: Process Type: e
Status: A Last: |1 Days A
view Al First [0 1001 [ Last
Select RepoIibIes Report Description Request Date Time Format Status Details
1] Instance
256 566405 UMO Class Roster 03/04/2005 8:59:58AM  Acrobat (*.pdf) Fosted Detaills  Wiew

Clickthe delete button to delete the selected reportis)

Go backto UMO Class Roster

B save

Report List| Archived Reports

STEP 6: In the Report/Log Viewer window, click the PDF link. This will start Acrobat
Reader and your UNO Class Roster will open. From here, you can print your roster to
any printer that is installed on your machine.
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To Print Additional Rosters Later:

Once you have closed the UNO Class Roster page and want to return later to print
additional rosters, navigate:

Report — UNO Class Roster

Home = UNO Student Records = UND Student Records = Report

A Uno student Records v use el
O Process UNO 14th Day Roster
& Inguire
& Report UNO Grade Roster Print

UMO Schedule of Classes

UMD Transfer Credit Evaluation

Repeated Courge VWorksheets

Repeat Crae Report by Collede

Repeated Course Repart (Full

Click Search to list the available Run Control IDs. Select the appropriate ID (the initial
name you gave the Run Control ID).

Hore = UMO Student Records = UG Student Records = Report » UNO Class Roster

UNO Class Roster

Find an Existing Value

Run Contral ID:
Ccase sensitive

Advanced Search

Add a Mew Yalue

Search Results

1-14 of 14
014217 English
DBA English
151 CORRE  English
ISR 1M English
ISIR OUT English
B English

Print Roster English
REGS20103 English
REGS20405 English
REGS3 English

After selecting the Run Control ID, follow STEPS 1 through 6 to print additional UNO
Class Rosters.
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