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Records and Enrollment Information

e Navigation to the Records and Enrollment page.

Main Menu = Records and Enrollment

ORACLE : :
Home | AddtoFavortes |  Signout

Favorites © Main Menu > Records and Enrollment

ﬁ% Records and Enroliment

Enrollin clazses, produce transcripts, process transfer credit, transcripts and graduation.

Wj Enroll Students ﬁ Student Term Information K{ Career and Program Information
~~ Enroll students into clazses and add milestones. " Perform term based activities for individual students. Maintain a student's career, program, plan and student
= Quick Admit a Student E Term Activate a Student group information.
= Enroliment Reguest Search = student Program/Plan
= Student Groups
] View Student Groups by Student
ﬁ Enrollment Summaries ﬁ Term Processing ﬁ Transcripts
View enroliment summaries for individuals or groups of - Process appointments, permizsions, term activation, Produce transcripts for students.
students. waitlists, withdrawals and other end of term activities. =] Transcript Reguest
=] Enroliment Summary [0 Class Permissions
)T Graduation r/‘}r Transfer Credit Evaluation lﬁ Student Backqround Information
Verify degrees & honors, update degree checkout ~"  Add and evaluate course, test and other credits for Review additional student information.
statuses in batch, and audit changes. transfer. = student Advisor
= student Degrees ] Course Credits - Automated =] Photo

=] Test Credits - Automated
=] Other Credits - Manual

e The Records and Enrollment page has nine sections. This document highlights seven of
those sections.

. Career and Program Information
I1. Enrollment Summaries

I1l. Term Processing

IV. Transcripts

V. Graduation

VI1. Transfer Credit Evaluation

VII. Student Background Information




|. Career and Program Information

The Career and Program Information page has three sections. This section will

highlight two sections:

1. Student Program/Plan
2. Student Groups

Student Program/Plan

e Navigation to the Student Program/Plan page.

Main Menu - Records and Enrollment = Career and Program Information

-> Student Program/Plan

ORACLE —
Favorites : Main Menu
Search Menu:
| | ®
[ self Service 4
[3 Manager Self Service L4
3 Benefits 4
9 Time and Labor L
3 Payrall for Horth America ¥
3 Ccampus Community L4
3 Records and Enroliment
3 curriculum Management f_—_‘ Enroll students 4
3 Set Up SACR B (S:tuclent 'Le;m InFomI';aFion L
i areer and Program Infor
E EZSEE:EDLDD‘S f_‘l Enrolment Summaries ij Student Programy/Plan
= 3 Term Processing |TL| Student Groups
E_:I SCU Student Records 3 Transcripts [E] WView Student Groups by Student
!.:‘ SEU Mec 3 Graduation v
|;] Calculus Readiness BXam | =~ 1orerar credit Evaluation ¥
Q Deckire Bathway 3 Student Background Information 4
=] My system Profila
[E] My Dictionary

e Student Program/Plan page

ORACLE’

Favorites | Main Menu > Records and Enrollment »  Career and Program Information »  Student Program/Plan

Student Program

Home | Ad

New Window | Help|

MA@

Academic Career: Undergraduate Career Requirement Term Student Career Nbr: 0

Eind | View All
Status: Active in Program
Effective Date: Effective Sequence: 1
Program Action: PLNC Plan Change Action Date:
Action Reason: DCMN Declare a Minor Joint Prog Appr:
Academic Institution: SCU Santa Clara University
Academic Program: UENGR Undergraduate Engineering

From Application
Application Nbr:

Admit Term:
Application Program Nbr: 0

Requirement Term:

Expected Grad Term: Campus: SCU SCU Acad Load: Full-Time

F\rs(n 1018 B Lost

Figure 1. This
screenshot shows the
navigation from the
home page to the
“Student Program/Plan

page.

Figure 2. This
screenshot shows what
details appear on the
“Student Program/Plan

page.



2. Student Groups
¢ Navigation to the Student Groups page.

Main Menu -> Records and Enrollment - Career and Program Information
- Student Groups

orACLE
Favgrites | Main Menu

Search Menu:

\ | ® !

0 Self Service k

3 Manager Self Service 4

83 Benefits 4

03 Time and Labor ¢

3 Payrall for North America L3 ) )

£3 campus Community 3 Figure 3. This screenshot
3 Records and Enroliment - -

3 Curriculum Management E Enrz\l Students f h ShOWS the na\”gatlon from
B Set Up SACR 3 Student Term Information 3

e |8 S ot Gruter pee
S s | B Ty |G Feem It pags
o £ Transcripts u View Student Groups by Student

- Ml (3 Graduation 4

£ Caleulus Readiness Bx@m (3 Transfer Credit Evaluation 4

D Declara Pathway {3 Student Background Information 3

|=] My System Profile

D My Dictionary

e Student Groups page

ORACLE |

Favorites  Main Menu > Records and Enroliment > Career and Program Information » Student Groups

Student Groups Figure 4. This screenshot
il shows the “Student
Find [view Al First Bl 4 074 B Lost Groups” page. To view
Academic Institution: scu Santa Clara University all the reCOde, either
Student Group: scroll thrOUgh with the
e o Ton e arrows or click “View
Effective Date: Status: Active A"'"
Comments
Last Update DateTime: Updated By: Type:




1. Enrollment Summaries

Navigation to the Enrollment Summaries page.

Main Menu = Records and Enrollment = Enrollment Summaries =

Enrollment Summary

ORACLE’
Favorites | Main Menu
i -
Search Menu:

| @

Self Service

Manager Self Service
Benefits

Time and Labor

Payroll for Morth America
Campus Communicy
Records and Enralment
Curriculum Management
Set Up SACR

Reporting Tools
PeopleTools

SCU Student Records
SCU Misc

Calculus Readiness Exam
Declare Pathway -~
My System Profile

My Dictionary

e e o A A O O Y
[ O O O

v

»

»

r

»

3
Enroll Students L
Student Term Information y
Career and Program Information 3
Enrolment Summaries =
Term Processing |=] Enrolment Summary
Transcripts L
Graduation k
Transfer Credit Evaluation i
Student Background Information 4

—

Enrollment Summary page

Favarites

Enroliment Summary Term Statistics

Main Menu > Records and Enroliment
- -

ORACLE' q

» Enrolment Summaries > Enrolment Summary
-

Mew Windoy

First ] 1oft o Last

Academic Career: Undergraduate
Find | View All First <] 10f1 [+ Last
Institution: Santa Clara University Academic Level - Term Start:
Term:
[Enroliments
Graded  Grade  Ggpy  Eamed InProgress | | units Taken Towards Acad Load 0.000
Units Points Units Units Units Earned Towards Acad Load 0.000
For GPA 0.000 0.000 0.000 0.000 0.000 Units Taken For Audit 0.000
Hot For GPA 0.000 0.000 0.000
ransfer Credit
Graded  Grade  Ggpa  Eamed Graded Transfer Units GPA / No GPA 0.000
Ihuts: ot Ut For Units Only 0.000
For GPA 0.000 0.000 0.000 0.000 Units Adjustment 0.000
Hot For GPA 0.000 0.000 >>> Total Adjusted Transferred Units 0.000

Figure 5. This screenshot
shows the navigation from
the home page to the
“Enrollment Summary”

page.

Figure 6. This screenshot
shows the details found on
the “Enrollment
Summary” page. Click on
the second tab, “Term
Statistics,” for more
information organized by
term.



I11. Term Processing

e Navigation to the Class Permissions page.

Main Menu - Records and Enrollment = Term Processing = Class Permissions
- Class Permissions

DRACI_E Home Add to Favorite

Favorites | Main Menu

i Search Menu:
| | @

m 3 Self Service L4 . .
3 Manager Self Service 3 Flgure 7 ThIS
SREn s : screenshot shows
3 Time and Labor 4 . .

3 Payrol for Horth America ¥ the naVlga.“on
3 Campus Community 2 from the home
(3 Records and Enrolment

(3 Curriculum Management 'l:—_‘ Enroll Students > page to the

[ Set Up SACR 3 Student Term Information 2 “CIaSS

3 Reporting Tooks 3 Career and Progmm. Information 3 ol

£3 PeopkTools 3 Enrolment Summaries 3 PermlSSlons"
3 scU Student Records ‘,:‘ e

= 3 Transcripts [ Class Permissions . page.

3 scu Misc £ Greduation = [£] Class Permissians

E] Calculus Readiness Exam (3 Transfer Credit Evaluation 4

D Dechre Pathiay (3 Student Background Information ¥

D My System Profile

[E My Dictionary

e Class Permissions page

ORACLE  E——

Faugritﬁ Main!Menu 2 Records and Enrcliment 3 Term Processing  »  Class Permissions >  Class Permissions

|| Permission to Add

Course I1D: Course Offering Nbr: 1

Academic Institution Santa Clara University

Term: Undargrad

Subject Area: DANC Dance

Catalog Nbr: as Bsllztll

Class Section Data Find [ view &1 First B 1ors B 1 Figure 8. This
Session: 1 Reguler Aczdamic Ssssicn Class Hbr: Class Status Ative screenshot shows
Class Section: 01 Class Type:  Envellmant Saction the details found
Compenent: Studic Instructor: on the “CIaSS

Student Specific Permissions

Permission”
page.

Expiration Date:

Permission Valid For:

Requisites Mot Met Consent Required

Set All Permissicns to Issued

Customize | Find | | 8 Fret 1o @

Permission
Issued |Issued By Use Date Expiration Date




V. Transcripts

e Navigation to the Transcripts page.

Main Menu - Records and Enrollment = Transcripts 2 Transcript Request

ORACLE' —

Favgrites | Main Menu
Search Menu:
ool oty } Figure 9. This
3 Manager Seff Service L
PR ' screenshot shows the
£3 Time and Labor ' navigation from the
3 Payroll for North America : home page to the
(3 Campus Community « - P
(3 Records and Enrollment Transcnpt RequeSt
9 Curriculum Management | ) Enroll Students 3 page.
3 Set Up SACR (3 Student Term Information L
{1 Reportng Took (3 Career and Program Information 4
o PI;EI |E;TUEI\5 (32 Enrollment Summaries L
5 ) (3 Term Processing ]
3 5CU Student Records =
a 3 (3 Transcripts -
L1 5CU Misc 3 Graduation [£] Transcript Request
Q LA Beaineg T (2 Transfer Credit Evaluation ¥
|_J Dedlare Pathway (3 Student Background Infarmation 13
|=] My System Profile
[E] My Dictionary

e Transcript Request page

Choose “SCU” for “Institution” and “ADVSG” for “Transcript Type” .

ORACLE  CEEEE—

Fa\rovr'rtes MainvMenu » Records and Enrollment > Transcripts »  Transcript Request
: = >

Figure 10. The red
User ID: box hlghllghts the
areas that need to be
*Institution: Santa Clara University Changed on the
“Transcript Request”

*Transcript Type: ADVSG v SCU Advising Transcript

[ override Service Indicator page. “Institution”

should be set to

*Output Destination: | F308 e “SCU” and

Number of Copies: “Transcript Type”
Future Rel [ Immediate Frocessing v should be set to
Academic Career: “AD\_/_SG"
— (Advising) or

erm: P 1 P ai

. AATST” (Unofficial
Print Date: -
Transcript & Degree
Request Reason: ‘ ¥ Aud |t)
[ cancel Request

Bl save I [=] Metify ’ [Es Add Up:latefDlsplayl




Click on the “Request Detail” tab to enter a student ID. If more than one request is
desired, click the “+” to add another row. Then, click the “Process Request” button.

ORACLE’

FB\'DvI'ftES MainvMenu + Records and Enrolment > Transcripts & Transcript Request
- v

| RequestHeader |

Reguest Detail

Process Reguest I

000000000

Report Request Nbr:

an Request

Transcript Type: ADVSG SCU Advising Transcript Report Manager

Find | view Al First B 1 or B L5t
*Seq Nor *ID P
Lol Q _Send |
=] Savel [=] Notify I E&.Auu! Update.n’Display!

MNew Win

‘q

Figure 11. The
red box
highlights the
location of the
“Process
Request” button.

The transcript appears on the “Report Results” tab. To print the transcript, you can

either:
e Print from your browser (File - Print...)

e Click the “Print” button on the page, wait for the system to finish
processing the request and then click “Report Manager.”

ORACLE

Favorites Main Meny > Records and Enrollment >  Transcripts > Transcript Request

Report Resuits

Seq Nbr:
1D: Report Manager

Advising Document by Term
Print Date

Santa Clara University
Hame

Student ID:

Address

United States

Figure 12. This
screenshot shows what
appears on the “Report
Results” tab.



When you click on the “Report Manager” link, it’ll show you all of the requested
reports. Click the “Refresh” button to see the most current status of the reports. When
the status for your desired report says “Details,” click on the “Details” link and then the
“.PDF” file to view the report in a PDF format.

ORACLE’

Fa\fovr'rtes Main_Menu > RecordsangEnrD\lment > Tmnsvcripts > Transcript Request

Mew Windaw
| Administration

View Reports For

User D: mpe: | st | [ 4 [dindtes v Figure 13. This
Status: | v Folder:| | instance: | to: | screenshot shows what
Customize | Find | View AN BT 8 s appears when you click
B! pefne |Descrption |RequestDsteime Format |Status on the “Report
Transeript perobel  processing Manager” link found on

the “Report Results”
tab. The red box
highlights the location
= TR - g of the “Refresh” button.
Dzlats icnu:tm delete button to delste the selected report(s)

Go backto Transcript Reguest

Bl zave 1




V. Graduation

Navigation to the Graduation page.

Main Menu - Records and Enrollment = Graduation = Student Degrees

ORACLE’
Favarites | Main Menu
. Search Menu:
| ®
3 Self Service 1
[3 Manager Self Service »
3 Benefits 4
3 Time and Labor »
3 Payrall for North America .2
(3 Campus Community +
3 Records and Enrolment S g e 2
~ ¥ nroll Students
E g:::n;:lt.lsr":g;anagement (3 Student Term Information L]
39 Reporting Tools 3 Career and Program Information 4
£ peapleTook D Enrolment Summaries 4
[Z3 Term Processing »
[:_'l SCU Student Records £ Transcrpts .
B 5CU Misc (3 Graduation
El Calculus Readiness Exam [ Transfer Credic Evaluatior =] Student Degrees
[l Decare Pathway 3 Student Background Informacion v

|5 My system Profia
[E My Dictionary

A

Student Degrees page

Figure 14. This
screenshot shows
the navigation from
the home page to
the “Student
Degrees” page.

This page gives you detail on Degree, Honors, Plan and Sub-Plan. Click on one of the

tabs to view more information.

Favorites | Main Menu > Records and Enrolment > Graduation > Student Degrees

' Degree Honors |

First 4] 10f1 ] Last

Find | View Al
Degree Hbr: o1
Degree:
Institution: SCU Santa Clara University
Primary Career:
Completion Term:

Confer Date:
Degree Status:

Degree Status Date:
Degree GPA:

Honors Prefix

Prefix: Class Rank: of

Suffix:

ORACLE q

MNew Win

10

Figure 15. This
screenshot shows
what appears on the
“Student Degrees”

page.



V1. Transfer Credit Evaluation

Navigation to the Transfer Credit Evaluation page.

Main Menu = Records and Enrollment = Transfer Credit Evaluation

ORACLE’

Favorites - Main Menu
- : -

E
E|

My System Profile
My Dictionary

Search Menuw:
| ®
] s
[ Self Service L4
3 Manager Self Service r
3 Benefics ¥
3 Time and Labor »
3 Payroll for Morth America 4
3 Campus Community ’
3 Records and Enrollment & Gk
-— ; ¥ nroll Students
S g;grli:ltgzé;anagement (3 Student Term Information
£3 Reporting Tools (3 Career and Program Information
1 PeapleToak F_‘l Enrolment Surmmaries
2 1 Term Processing
I__"l SCU Student Records C3 Transcripts
&5 5CU Misc 3 Graduation
Bl calculus Readiness B | = Trncfar Cradit Evalustior
|=] Declare Pathway Ca

student Background Info ij Course Credits - Automated

[E] Test Credits - Automated
[5] other Credits - Manuzl

LA A N

T

Figure 16. This
screenshot shows the
navigation from the
home page to the
“Transfer Credit
Evaluation” page.

Test Credits — Automated page (This is 1 of 3 pages found under “Transfer Credit

H 7
Evaluation™)
ORACLE’
FavgrRes | Han Meou > Records and Enrolment Transfer Credt Bvakiation > Test Credis - Automated
Test Creant Detoils Test Cradt by
2 %

Academic Carten

Academic Insbtution:

Mol b

Transcrip Level:

Academic Plar:

Academic Program

UGRD Undergraduste

sCU Sants Clara University

1
ofMcial

UAR3C Underaradiste sds & Soences Include in GPA

Anticutation Term:

AP BY
aE uag

Test Camporent

Fosta

Eutvaien Sutgt | Catly W
TRCR 19

MATH 11

11

Figure 17. This screenshot shows the details
found on the “Test Credits — Automated” page.



V1. Student Background Information

e Navigation to the Student Background Information page.

Main Menu - Records and Enrollment = Student Background Information

- vy YooY wwr vy

N

|£] Student Advisor
[E] photo

ORACLE’
Favclr'rtes i Ma\nvMenu
; Search Menuw:

| | ® :

3 self Service ’

O Manager Self Service ¥

3 Benefits ¥

3 Time and Labor ¥

(3 Payrall for Morth America L

3 Campus Community L4

3 Records and Enrolment

3 curriculum Management E Esl:?rleitu::;:slnfurmaﬂon
g iz;::_i:gn'lc'iols (3 Careerand Progmm. Information
1 PeapleTosk F_‘l Enroliment Su.mmarles

¥ {3 Term Processing

Q SCU Student Records B Transcipts

i_:' SCU Misc 3 Graduation

g Eapils Resdiniess B 1 Transfer Credit Evaluation
Q Dechre Pathwzy (3 Student Background Info
5 My system Profile

[E My Dictionary

e Student Advisor page

ORACLE' ‘q

Favorites ; Main Menu > RecordsandvEnroIIment > Student Eackgm‘und Information > Student Adwisor

Mew Win

Student Advisor
find [View Al First Bl 1 or 1 B (st
Academic Institution: SCU Santa Clara University
Effective Date:
Find | View All First 4] 10f1 O Last

Advisor Role: Advisar Advisor Number: ki
Academic Career: UGRD Undergraduate
Academic Program: UENGR Undergraduate Engineering
Academic Plan:
Academic Advisor: Q
Committee:

Advised by Commitiee Must Approve Enrollment

Must Approve Graduation Graduation Approved

12

Figure 18. This
screenshot shows the
navigation from the
home page to the
“Student Background
Information” page.

Figure 19. This
screenshot shows the
details found on the
“Student Advisor” page.



