University of

Central
Florida

Student Records Inquiry Or8e0

Leading Edge Administration Projec
PeopleSoft Implementatiol



Student Record Inquiry One 9.0
Contributors: Student Records Training Team:

Alia Asi
Maureen Vance
Paul Thomas

Copyright © 2009
University of Central Florida

All rights reserved.

All material contained in this document is proprietary and confidential to t
University of Central Florida and the State University 8yst No part of this
document may be reproduced, stored in a retrieval system, or transmittet
any form or by any means, including but not limited to electronic, graphic
mechanical, photocopying, recording, or otherwise without the prior writte
permis$on of the Universitv of Central Florida.



Training Guide
Student Records 1

Table of Contents

(LYo D= = T | £ PPUPPPPTS 2
USEE DBAULS......ccoi i e e e e e e e e e e et e e e e ee e eee s s e e e e e e e e e e e e e e aaaaaaaeas 2.
MY PersonaliZation..............eeiiiiiiiiiiiie e rmmee e e e e e nmnne s snnnnneneee

FE R P A et m———— 11
FER P A ettt e e ee—— e R e e e ettt e e e amnee et e e e e annae e e e e et b et rnnnre s 11

ACHIVE SEIVICE INAICAIOIS .. uuuiii i it 15
Service Indicator Detail and SUMMALY.......ccocooiiiiiiii e 15

Student Program/Plan....... ... 19
STUAENT PrOGIaIML. .. .. eeee e et e e e e e e e e e e e e e e e eeeeas 19

STUOENT DEGIEES ... .ttt eeet et e et e e e e e e e e e s amar et et e e e e e e e e e e e e e e s e nnne e e e e e aaaas 26
Degree HoNOors, Plan, SURIAN.............uuiiiiiiiiiiiiiee e eeeee e 26

ENrollment SUMMEANY .......ooooiiiiiiieee e e e e e e 35
(O = 1T 1 - T 35

TErM ACHVALION ....ovviiiiiiie s eeeer et e ettt enee e e e e e e e e eeeaaaeeaaa s smmmeeernnnnes 39
Term Activation and RESIAENCE........cccoiii it 39

L= 01 111 (o Y/ 45
AcademiC Standing..........coooeii it e e e e e e e e e e e e e e enennneenneeanne e 4D

HONOK AN AWAIAS. .......cciiiiiiii e et e e et mmmr et e e e e e e asaa s e e e e e s aenneeenaes 49
[ (o] Lol g o o [ AN = Vo K3 55

RESIABNCY......eeie ettt 53
RESIHENCY L.ttt ettt e e e e e e e m e et r e e e e e e e e e e aannes 53

(@d0] o1 ¢= Tox S I {1 T PP PP PP PP PPPPPRPI 57

Y 0] 01T 0 | PRSP 58

Y 0] 1= 1[G = SRR 59

Y 0] 1= 10 | G SO UPPSSSRPY 60

Y 0] 011 1105 P 62

Page 1



Training Guide
Student Records 1

User Defaults
User Defaults
PeopleSoft allows users to set default values, which will speed data entry and searches. Default

values stored by users are loaded into fields automatically when applicable. However, defaults
can be oveidden at any time. Setting user defaults will save time.

Procedure

In this topic you will learn how to set User Defaults

OCRACLE - :
Worklist Add to Favorites
Menu = B
Search:
| ®
[> Self Service

[> Campus Community

[ Records and Enrollment
[» Curriculum Management
[> SetUp SACR

[ Worklist

[> Reporting Tools

[: PeopleTools

[ HR Custom

— My Personalizations

— My System Profile

— My Dictionary

Step Action

1. Click theSet Up SACRIink.
[ et Up SACR]

ORACLE’
]

Search:
® | ‘2% setup SACR

b Self Service Define instalation apti ity, and product-related set up tables
b Campus Community efine installation options, security, and product-relal up ta

[ Records and Enrallment = |ser Defaults

[> Curriculum Management =l Define user defaults
— User Defaults

[> Worklist

[» Reporting Tools

[» PeopleTools

> HR Custom

— Wy Personalizations

— My Systern Profile

— My Dictionary

Worklist Add to Favorites
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Step Action
2. Click theUser Defaultsbutton.
= User Defaults
E Define user def
3. Enter in UCFO1 athe default settinfpr Academic Institution.
ORACLE’
Worklist Add to Favorites
[ Menu &
Search: New Window | Customize Page | 15,
®
b Self Senice { User Defaults 1 'y User Defaults 2 | UserDefaults 3§ User Defaulls 4
I Campus Community
b Recgrds and Enrollment User ID: sr201 Name: SR Inquiry 1 Training, SR201
[» Curriculum Management
Academic Institution: ucFo1 Q@ University of Central Flarida
E g::;'ﬁ:]g ool Career Group SetiD: ucro1|Q@ UCF
[> PeopleTools Facility Group SetlD: UCF01|Q UCF
[ HR Custom
— My Personalizations Academic Career: Q
— My System Profile
— My Dictionary Academic Group: Q
Subject Area: Q
Term: Q
Academic Program: Q
Academic Plan: Q
Academic Sub-Plan: Q
B save |

Step Action

4, Enter in UCFO1 as the default settiiog Career Group SetID.

5. Enter in UCFO1 as the default settiiog Facility Group SetlD.

6. You can set as many user defaults as needegandan change them aeienas

desired.
7. Click theSavebutton.
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| ORACLE
[Menu B

O]

[- Self Senvice

[ Campus Community

[» Records and Enroliment

[ Curriculum Management
SetUp SACR

— My Personalizations
— My System Profile

— My Dictionary

{ User Defaults 1 | User Defaults 2 | User Defaulis 3 | User Defaulls 4

Mew Window | Customize Page | ,

User ID: sr201 Name: SR Inguiry 1 Training, 3R201

A UCFO1 | & University of Central Florida
Career Group SetlD: UCF

Facility Group SetiD: UCF

Academic Career:
Academic Group:
Subject Area:
Term:

Academic Program:
Academic Plan:

Academic Sub-Plan:

Save

L a

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4

Step Action

8. Click theUser Defaults 2tab.

[> Curriculum Management
Set Up SACR.

[ Reporting Tools

[- PeopleTools

[ HR Custom

— Wy Personalizations
— My System Profile

— My Dictionary

[ User Defaults 1§ User Defaults 2 Y UserDefaults 3 | User Defaults 4

User ID: sr201

SetiD:

Aid Year:
Business Unit:
Application Center:
Recruiting Center:
Cashier's Office:
Department:
Admit Type:
Campus:

Institution Set:

Save

Sign out

New Window | Customize Page | B,

Name: SR Inquiry 1 Training,SR201

[ucrot|a UcF

UCF

University of Gentral Florida

User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4
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Step Action

9. Enter in UCFO1 as the default settiiog SetlD.
CFo

i

10.

m

nterin UCFO1 as the default setting Business Unit.
CFOT

11. Enter in UCFO1 as the defasetting Institution Set.
12. Click theSavebutton.

Home Worklist Add to Favorites Sign out

New Window | Customize Page | /B,

User Defaults 1§ User Defaults 2 | User Defaults 3 | User Defaults 4

[ Records and Enrollment User ID: sr201 Name: SR Inguiry 1 Training, 3R201
[> Curriculum Management
_SerLpSicR SetiD: Ucrot|Q UCF

Aid Year: Q

Business Unit: UCFO1|Q ucF
— My Personalizations Application Center: Q
— My Systern Profile
- My Dictionary Recruiting Center: Q

Cashier's Office: Q

Department: Q

Admit Type: Q

Campus: Q

Institution Set: UGFo1]Q University of Central Florida

B save
User Defaults 1| User Defaults 2 | User Defaults 3 | User Defaults 4

Step Action

13. Click theUser Defaults 4tab.

Lser Defaults 4
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Worklist Add to Favorites

New Window | Customize Page | B

| UserDefaults 1 | User Defaults 2 | User Defaults 3 | User Defaults 4

[> Records and Enrallment User ID: sr201 SR Inquiry 1 Training, 3R201
[ Curriculum Management
~ Set Up SACR
[ carry ID
I» Reporting Tools
I» PeopleTools Output Destination: _
[ HR Custom
— My Personalizations Transcript Type: Q.
— My System Profile
— My Diclionary Flexible Transcript Type: Q
Advisement Report Type Q
School Code: Q
Program Number: Q
Printer Name: Explain
B save
User Defaults 1] User Defaults 2 | User Defaults 3 | User Defaults 4

Step Action

14. The Carry ID will carry the students ID from one page to another.
Click theCarry ID option.

15. Click the Savebutton.
16. In this lesson you learned how to set User Defaults.

End of Procedure.
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My Personalization

Procedure

In this lesson topic you will learn how to set My Personalization.

ORACLE’

Menu
Search:

®

[+ Self Service

[> Campus Community

[ Records and Enrallment
[> Curriculum Management
[ SetUp SACR

[+ Worklist

[* Reporting Tools

[- PeopleTools

[ HR Custom

— My Personalizations

— My System Profile

— Ly Dictionary

Home Workiist Add to Favorites Sign out

Step Action

1. Click theMy Personalizationslink.

by Personalizations

ORACLE
[Menu B
Search:

®

[> Self Service

I> Campus Community

[> Records and Enroliment
[» Curriculum Management
[> SetUp SACR

[> Worklist

[» Reporting Tools

[- PeopleTools

[ HR Custom

— My System Profile
— My Dictionary

Personalizations
SR201 SR Inquiry 1 Training

Personalized seftings are in effect.

Changes to Personalization settings require you to log off and log back on in order to take effect.

Personalization Categories
Description
General Options

Reagional Settings
System & Application Messages

Mavigation Personalizations

[ Restore Defaults

Personalize Option

Personalize Option |
Personalize Option |
Personalize Option |
Personalize Option |

Home Worklist Add to Favorites Sign out

New Window | Customize Page | (&,

Step Action

2. Click thePersonalize Optionbutton beside

Mavigation Personalizations

Personalize Option
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Worklist Add to Favorites Sign out
Search: New Window | Customize Page | [,
[> Self Senice . - .
> Campus Community Option Category: Navigation Personalizations
[> Records and Enrollment
[> Curriculum Management Personalizations Find  First 4 110 or10 ] Last
PERLLT Personalization Option Default Value Override Value
[ Worklist
I Reporting Tools Automatic menu collapse Mo ‘ ¥| Explain
[» PeopleTools
I HR Custom Tab over Calendar Button No ‘ No ~| Explain
— Ly Systermn Profile Tab over Grid Tabs No ‘ M Explain
— Ly Dictionary
Tab aver Header Icons Mo ‘ M Explain
Tab aver Lookup Button Mo ‘ M Explain
Tab aver Navigation Bar Mo ‘ M Explain
Tab over Browser Elements Mo ‘ M Explain
Tab over Page Links Mo ‘ u Explain
Tab over Related Page Links No ‘ u Explain
Tab over Toolbar No ‘ u Explain
Restore Category Defaults
OK Cancel

Step Action

3. By setting the Override Value to Yes, you will bypass that icon.
Click the Calendar Buttoi©verride Value entry in the list.

o

4. Click the Tab over Grid Tab®verride Value entry in the list.

6. If you are unsure of whatPersonalization Option is, click tf&plain hyperlink.
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Home Worklist Add to Favorites Sign out

New Window | Custormize Page |

Personalization Explanation

[> Self Service
[ Campus Community
I Records and Enrollment Tab over Calendar Button
[> Curriculum Management

> Worklist Default Value Mo

[ Reporting Tools Override Value | Yes M Restore Option to Default
[> PeopleTools

[ HR Custom i Explanation

— My Personalizations Calendar Button is the icon next to date fields used for displaying a calendar for date
— My System Profile celection

— My Dictionary

Step Action

7. An image of tle item that you will tab over appears. You can set the overridg
value by selecting Yes from the drop down menus. Thek the OK button.

Image: Eﬂ

QK | Cancel |

Home Worklist Add to Favorites Sign out

Search: New Window | Customize Page |
[> Self Service . N .
[ Campus Community Option Category: Mavigation Personalizations
[» Records and Enroliment
[ Curriculum Management Personalizations First ) 1-10 of 10
:i Sve;rllj?s?ACR Personalization Option Default Value ‘Override Value
[ Reporting Tools Automatic menu collapse No | M Explain
[- PeopleTools
[ HR Custom Tab over Calendar Button Mo |Y95 M Explain
— My System Profile Tab over Grid Tabs Mo |Y95 M Explain
— My Dictionary

Tab over Header lcons No | M Explain

Tab aver Lookup Button Mo |V95 M Explain

Tab over Navigation Bar Mo | M Explain

Tah over Browser Elements Mo | M Explain

Tab over Page Links Mo | M Explain

Tab aver Related Page Links No | [v| Explain

Tab aver Toolbar Mo | M Explain

Step Action

8. Click theOK button.
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Workiist Add to Favorites Sign out
Menu =2
Search: New Window | Customize Page | 5,
[ Self Service
[> Campus Community Save Confirm

[> Records and Enrollment

[> Curriculum Management ¢
‘Your Personalizations have been saved.

> Worklist —
[ Reporting Tools

[: HR Custom

— My Personalizations
— My Systemn Profile
— Ly Dictionary

Step Action

9. Click theReturn button.
10. In this topic yu learned how to set My Personalization.

End of Procedure.
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FERPA
FERPA Page and Confidentiality

FERPA is the Family Educational Rights and Privacy Act of 1974, as Amended. This federal law
gives students the right to inspect and review within 45 ddysational records; the right to seek

to amend educational records; the right to have some control over the disclosure of information
from educational records; the right to obtain
the right to filea complaint with the Department of Education.

FERPA authorizes UCF to classify certain infor
information, 0 meaning that it may be released
a written and signedgeu e st wi t h t he Registrardos Office dir
withheld.

Directory information at UCF includes name, current mailing address, telephone number (if not
unlisted), email address, date of birth, major field of study, datestefidance, enrollment
status, degrees and awards received, participation in officially registered activities and sports, and

athletesd height and weight.

FERPA all ows students to direct UCF to hold th
itemsb all third party requests unless the Unive
consent. Once the Registrards Office processes
information, the FERPA service indicator (the window shade icon) ibee ar on t he st ud
records. Should you see that indicator, it will be necessary that you enter the FERPA Page Group

to determine which directory information items you may release to third party inquiries. For more
information on FERPA see the Regisfras  w e thitpi//registraa ucf.edu

The FERPA Page displays the information that a user may release to third parties.

All University of Central Florida employees are responsible for safeguarding the poivacy

student records. Student record data to which you have access must be managed in a responsibly
professional and confidential manner. At the end of this training session, therefore, we ask that

you sign and submit theem€EondDi denmi acknpywbdedBe
have been apprised of your responsibilities under FERPA and agreeing to not disclose improperly
student record information.

— The FERPA Il con wild/l di splay on student 6s
restrict any or albf their directory information All information listed on the
page may be released to third parties.

Procedure

In this lesson you will learn how to check for FERPA holds and what information is releasable.

Page 11


http://registrar.ucf.edu/

Training Guide
Student Records 1

ORACLE’

Menu
Search:

®

[> Self Senvice

[ Campus Community

[ Records and Enroliment
[> Curriculum Management
[ Set Up SACR

[+ Waorklist

[» Reporting Tools

[- PeopleTools

[ HR Custom

— My Personalizations

— My Systern Profile

— My Dictionary

Home \Worklist Add to Favorites Sign out

-

Action

Click theCampus Community link.

|[> Carnpus Cnmmunig

[ Personal Information
[» Service Indicators
[» Records and Enrollment
[> Curriculum Management

Wiorklist Add to Favorites Sign out
&gg Campus Community

Maintain bio/demo information about people and organizations, maintain 3C information.

P P

Personal Information

Enter personal data, biographical, heatth, identification and participation
information.

=l Search/Match

=] Add/Update a Person

[ Biographical

[ Identification

[ Participation Data

Senvice Indicators
Grant or imit an individual's access to services at your institution
[ Person

Action

Click thePersonal Information button.

2

Personal Information|
Enter personal data, hiog

Click theBiographical button.

B e

Biographical
lanage a per

Click thePerson FERPADbutton.

2

Person FERPA
lanage a persor

Click theReview FERPA Displaybutton.

Eﬁ“ Review FERPA Display)|

Ferdieny an individual's relq

Enter inID # 0044
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Search: New Window | B,

> Self Senvice FERPA Display
= Campus Community Enter any information you have and click Search. Leave fields blank for a list of all values
<~ Personal Information

= Biegraphical {" Find an Existing Value

[> Addresses/Phones

< Person FERPA

ID: [ begins with [v]| |
Campus ID: | begins with M| |
[» Identification
> Participation Data Social Security Number:| begins with [v|| |
— Search/Match . - -
_ addiUpdate 3 Person Last Name: |beg|n5wnh M| |
I Senice Indicators First Name: | begins with M| |
[> Recards and Enrollment
> Curriculum Management
I SetUp SACR Search Clear | Basic Search B Save Search Criteria

[> Worklist

[» Reporting Tools

[» PeopleTools

> HR Custom

— Wy Personalizations
— My Systern Profile

— My Dictionary

Step Action

7. Click theSearchbutton.

8. Harry Pottethasnot authorized the release of Risst and Last Name.
FERFA Bio Demo

Sign out

New Window | Customize Page | .5

| FERPABio Demo | FERPA Addresses j FERPAPhones | FERPA Email Addrs

[ Self Senvice

~ Campus Community

= Personal Information Harry Potter 1D: 0044
= Biographical

[> Addresses/Phones

<~ Person FERPA

view FERPA

Employee
Contingent Worker
Person of Interest

y
[+ Identification
[+ Participation Data
— SearchiMatch
— Add/Update a Person
[> Service Indicators
[» Records and Enroliment
[> Curriculum Management
[- SetUp SACR
[ Worklist
[> Reporting Tools
[- PeopleTools

[ HR Custom 2, Return to Search
— My Personalizations

— My System Profile FERPA Bio Dema | FERPA Addresses | FERPA Phones | FERPA Email Addrs
— My Dictionary

No Name Designated Releasable
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Step Action
9. Click theFERPA Addressedab.
FERFA Addresses
10. Harry has no address designated releasable.
11. Click theFERPA Phonestab
FERFPAPhones '
Harry has no phone designated rekdals.
12. Click theFERPA Email Addrs tab
FERPA Email Addrs
Harry has no email designated releasable.
13. In this lesson you learned how to determine which directory information is

releasable
End of Procedure.
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Active Service Indicators

Service Indicator Detail and Sumnary

Service Indicators displays the infoYomation ab
may see the Service Indicator Icon on any page in PeopleSoft.
On most pages in PeopleSoft the Service Indicator Icon will appear. This will indithée to
user that a student has a service indicator that has been placed on their record. Two types of
service indicators are available in PeopleSoft

Negative Service IndicatdrThis icon shows that the student has whahisw as a
.E. Ahol do. impadstisevicesisucH as printing transcriptgjstration and
receiving grades.

-*- Positive Service IndicatoerThis icon represents a positive service, such as preventing a
late fee from being charged to the student.

Procedure

In this lesson toji you will learn what information is displayed when using service indicators.

ORACLE _Home Worklist Add to Favorites Sign out
Menu =
Search:

&)
[> Self Senvice
[» Campus Community
[» Records and Enrollment
[z Curriculum Management
[> SetUp SACR
[> Waorklist
[ Reporting Tools
[ PeopleTools
[ HR Custom
— My Personalizations
— My System Profile
— My Dictionary

Step Action

1. Click theCampus Community link.

[ Campus Communit]
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ORACLE

e _
) 28 Campus Community

[+ Self Senvice

+ Campus Community
[: Personal Infarmation
I> Senvice Indicators
[ Records and Enroliment
[> Curriculum Management
[ Set Up SACR
[+ Waorklist
[> Reporiing Tools
[> PeopleTools
[ HR Custom
— My Personalizations

— My Systern Profile
— Mv Nirtinnan

Home Worklist Add to Favorites Sign out

Maintain bio/demo information about people and organizations, maintain 3C information.

ﬁ Personal Information ﬁ Service Indicators
Enter personal data, biographical, heatth, identification and participation Grant or limit an individual's access to services at your institution.
information. (1 Perzon
=] Search/Match
= Add/Update a Person
[ Biographical
[ Igentification

[ Participation Data

Step Action

2. Click theService Indicatorsbutton.

ﬁ Service Indicators)
Grant or limit an indivi

3. Click theManage Service Indicatorsbutton.

ﬁ Person
Service Indicator (Person)

=] Manage Service Indicators

= o

Step Action

4, Enter the desired information into tHe field. Enter '0048'.

5. Click theSearchbutton.
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