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Training Guide
Guide to the Advisor Role

Introduction
What is Campus Solutions?

Campus Solutions is a Higher Education Administration package, provided by a company called
PeopleSoft. PeopleSoft are owned by the global company, Oracle who provide management
information systems to corporate clients. Here at the University of Manchester we have decided to
use Campus Solutions as our student administration package.

How can | use Campus Solutions as an Advisor?

If you are linked to a student as a Personal Tutor, a Research Supervisor, or similar; you will be
‘flagged’ in Campus Solutions as an ‘Advisor’. The Advisor Role is therefore designed to allow you
access (in a read-only capacity) to various levels of data regarding the students to which you are
linked.

You may find that you have been assigned multiple roles in Campus Solutions, accessed via the same
User ID, in which case you may see additional menu paths and areas of accessibility. However
currently, the only other additional roles open to academics are the Instructor role (which is
automatically assigned), and the Program Director role (which is manually assigned to Program
Directors only). Note that this training guide does not cover anything with regards to these other
roles.

What is the purpose of this session?

This session will introduce you to the general aspects of the system — particularly with regard to the
basic features such as navigation, accessing data, and so on. It will also take you through the
sections of the system that you are able to access with your role of ‘Advisor’ within Campus
Solutions.

Page 4



Corporate Applications Training
Guide to the Advisor Role

Navigation

Main Menu

Upon logging into the system, you will be presented with a split screen menu page. This carries a
linear menu down the left-hand side and a folder view menu on the right. Both of these are
in effect identical, accessing the same pages within the system. It is up to you to choose which you
wish to work with.

Main Menu =]
Search: “leay Self Senvice Campus Communi % Records and Enroliment
| @ 1) Mavigate to your self service information F,qﬂ Msintain kicTdemo information about Enrollin classes, produce transcripls,
b Bl Ba and activities. people andorganizations, maintain 30 process transfer credit, transcripts and
I C:m ?J’;Iz)enmmumtv [El Class Search/Brovwse Catalog information gracuation.
P Advisement =] Studlert Services Certer Career and Program Infarmation
I Recards and Enrallment Personal Information Graduation
¥ Cumiculurm Managerment w Personal Informtion (Student) Studert Backaround Information
— Change iy Password 2 More.
\ T Curriculum Management - Change My Password
- @ Define Course Catalog and Schedule of Create & new passward
Linear Menu Classes, manage ltendance and
grading.
Class Rester K
Aftendance Roster
Aftendance Roster “

Folder View

Folders & Sub-Folders

All menu items are in-fact folders, which house further sub-folders within them. If using the linear
menu on the left, you select the main folder you wish to access, and then the next, and so on.

Here we have navigated to: Records and Enrollment > Career and Program Information. The
individual data pages to access and work with in this section are now listed - Student Program/Plan
and also Registration Details.

Search:
)

[ Self Service
[> Campus Community
= Records and Enrollment 4= =— =— = = = = (Click on: Records and Enrollment
= Career and Program
Inforration 4 = = = = = = C(Click on: Career and Program Information
— Student Programy
— Renistration Details 4= = = = = = = Data pages now available to access
[ Graduation
[ Student Background

The advantage to the folder view is that you can see and access subfolders immediately. You can
see what types of items are contained within each section ‘at a glance’. This can help you in
determining which section you need to access without you having to click into each one.

“eyy Self Service ﬂ»; Campus Communi Recm ds and Enroliment
QNawga{e to your self service information PRR Mairtsin bioddemo information about Enrallin classes, produce transcripts,
and activities people and organizations, maintain 3C process transter credit, transcripts and

Class Search/Brovvse Catalog information. gradustion
Advizement = Student Services Center Career and Program Information
Personal Infarmation GSraduation
Personal Information (Studert) Studert Background Information
Zhore...

For example, looking again at the Records and Enrollment menu, if we were using the folder view
then we can immediately see the further subfolders within that section.
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Working with Data

Searching

Once you access a page within Campus Solutions you will usually be presented with a search page.
These will vary, some having more search criteria than others, but they all work in the same way.

Student Program/Plan
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Academic Institution:  begins with Q,

D

Academic Career:
Student Career Nbr:
Academic Program:
Academic Plan:
Campus ID:
National ID:

Last Name:

First Name:

[Icase sensitive

Search ‘

begins with

hegins with Q,
hegins with Q
hegins with
bedins with
begins with

begins with

Clear | Basic Search Sawe Search Criteria

Each field has a drop-down menu associated with it to enable you to enter different levels of
search criteria. These will all default to ‘begins with’, however you are also able to use any of the
other operators to assist your search further.

Operator | Example Results Returned
nglns !.ast.Namcya begins with All people in the system with a last name of ‘Davidson’.
with Davidson
. First Name contains All people with the letters ‘anna’ occurring in their first
Contains . , . "t e )
anna name. Eg: ‘anna’; ‘anna-marie’; ‘hannah’.
= ID = ‘7057391’ The person with the ID number equal to ‘7057391,
Not = ID Not = ‘7057391 All person IDs in the system except that of ‘7057391".
< ID < 70573971 All people in the system with an ID lower than ‘7057391".
_ iy , All people in the system with an ID lower than or equal to
<= ID <= ‘7057391 7057391,
> ID > 7057391’ All people in the system with an ID greater than ‘7057391".
_ . , All people in the system with an ID greater than or equal to
>= ID >= ‘7057391 7057391,
Between ID between 7050000’ All people in the system with an ID number between the
and ‘7060000’ range of ‘7050000’ and ‘7060000'.
n First Name in *Kimberley’ All people in the system with an exact first name of

‘Kimberley'.

To perform a search, simply enter your criteria directly into the search fields and then click on
the Search button. Your Search Results will then be displayed for you, where you can click on
the relevant record to select it.

@ NOTE: Should you ever be taken directly to a data page then this means that there is just

the one match in the system for the criteria you have entered, and therefore no need to
present you with a selection list.
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Page Set Up

Pages within Campus Solutions are often divided into Tabbed Sections. This is so that the page
can be divided up easily, as opposed to having all data visible on one big long page. You can move
across the tabs simply by clicking on them. You will also usually see Base Data relating to the
person/entity being viewed (such as name and ID number) across the top of most screens.

Page Tabs -_— = == Student Program Student Plan

Unknown Davidsan 1234567 % b E O

Academic Career: Undergraduate Career Reqguirement Term Student Career Nbiz 0

Base Data = = = »

First E 1of 1 |I| Last
Status: Discontinued Renistration Details
Effective Date: 27031 995 Effective Sequence: il
Program Action: CIsc Ciscontinuation Action Date: 27103/1998
Action Reason: PERS Personal Reasons Joint Prog Appr:
Academic Institution: LIMANGC The University of Manchester
. Admissi

Academic Program: 03363 BEng{Hons) Electrical and Elec TISSions

From Application
Admit Term: 0971 97/98 Year Application Nbr:

Application Program Nbi: 0
Requirement Term: 0371 97/98 Year

Expected Grad Term: campus:  MaIN EI Acad Load:  Full-Time

Records are displayed within the system as if they are stacked on top of each other — hence you
will usually only be able to view the most recent entry when you first enter a page. The term ‘record’
is usually referred to as being the entire record — each individual entry against that record is known
as a row.

You will be able to see how many rows are stacked against each other from the Page Navigation
Bar. In the example below we have ‘1 of 1’ displayed, which means we have just the 1 row in the
stack — however this could just as easily display 1 of 2, 1 of 3, and so on.

Student Program Student Plan Student Degrees
=]
Unknown Davidson 1234567 % HMH®
Academic Career: Undergraduate Career Requirement Term Student Career Nbi

Firat ] 1of 1 [H Last

Status: Discontinued Redistration Details

Effective Date: 27031 998 Effective Sequence: g
Program Action: Dlsc Discantinuation Action Date: 271031898
Action Reason: PERS Personal Reasons Joint Prog Appr:

Academic Institution: LMANC The University of Manchester

Admissions

Academic Program: 03363 BEng{Hon=) Electrical and Elec
From Application

Admit Term: 0971 97798 Year Application Nbr:
Application ProgramNbr: 0

Requirement Term: 0az 97/98 Year

Expected Grad Term: Campus:  MAIN Main Acad Load: Full-Time

Should you have a number of rows in a stack, you can navigate between these by using the Video
Buttons (forward and backward arrows). You can also click on the First and Last buttons to jump
directly to the first or last rows in the stack, respectively. (Note that this functionality is only available
if you have more than one row in the stack).

There will be times when you may wish to view all of the rows in a stack together, rather than
have to ‘page’ through them using the video buttons.
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Effective Dates

Each row entered within Campus Solutions has what is known as an Effective Date. This is, in
essence — the date at which that row of data becomes effective. When you add a new row into
Campus solutions, the Effective Date will default to be that days date, but this can always be over-
written (say, if you wish for the change to be effective from the future, or even from a previous point
in time). It is the Effective Dates of rows that enables the system to determine which is currently

active.

Effective Dates are extremely important within Campus Solutions and control many things.

If we take a look at some examples, we can see here that the first row became effective from
03/04/2006 and the second (most current) record became effective from 01/06/2006.

This row has an Effective == = = =}
Date of 03/04/2006

Status:

‘Effective Date:

‘Program Action:

Action Reason:

*Academic Institution:
*Academic Program:

*Admit Term:

Requirement Term:

Expected Grad Term:

Active in Program
0304/2005 [3

ACTY QL

Q
UMANG |
00637 G
1061 Q
1061 @

Q

Activate

The University of Manchester
BSciHons) Anatamical Sciences
0B/07 Year

QOBI07 Year
‘Campus: MAIN Q

This row has an Effective == == == ==}
Date of 01/06/2006

As this is a later date than
03/04/2006, this is the
most recent entry and
therefore the current row

Page 8
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Status:

‘Effective Date:

‘Program Action:

Action Reason:

*Academic Institution:
*Academic Program:

*Admit Term:

Requirement Term:

Expected Grad Term:

Active in Program
01/06/2006 [5

PRGC QL
RECH Qo
UnANG CL
ongad QL
1061 Q
1061 Q

a

Frogram Change

Change Prog after Rean

The University of Manchester
BSciHons) Anat Sciw Ind Exp
0B/07 Year

0B/07 Year
‘Campus: MAIN Q
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Changing Passwords

Password changes are very simple. The Change Password page can be accessed directly from the
main menu (listed towards the bottom).

Navigate To: Change My Password

Change Password

UserD: mpciikd

Description:  Kirm Davidson

‘Current Password: bttt
‘New Password: hkededd

‘Confirm Password:  [***®**

Change Password

To change your password, enter your current password, along with your new password information
into the fields provided and then click on the Change Password button.

New Terminology

Finally, here is a list of some new terminology that you will encounter within the system. Don’t worry
—you do not have to ‘memorise’ this list. Some of these words you will maybe never get to use,
depending on your area of work. Those that you do need to know you will pick-up over time, as you
use the system more frequently.

Campus Solutions Term

Meaning

Academic Career

Career / Study Level

Academic Group

School

Academic Plan

Route / Specialization

Academic Program

Course / Programme

Advisor

Personal Tutor / Mentor

Application Centre

School (to which an application is made)

Application Number

Application Number (system generated)

Award Degree

Certificate Diploma

Class Course Unit / Module Instance
Course Course Unit / Module

EmplID / ID Person Number

Facility Building

Matriculate Roll Forward from Admissions
Milestone Assessment Item (PG Research)

Negative Service Indicator

Blockage / Restriction (placed on a student)

Session

Semester (or period within)

Supervisor

Research / Project Supervisor

Term

Academic Year

Term Activate

Prepare for Registration

UCAS Application Number

UCAS / GTTR / NMAS Number

Units

Credits

Page 9



Training Guide
Guide to the Advisor Role

Self Service
MANCHESTER m
1824
%’ .bSeIfService

I Advisement Mavigate to your self service information and activities
— Class Search/Browse e Class SearchBrowse Catalo ﬁ% Advisement
Catalog Use search criteria to find a class or browse the course catalog Wiewy acvises information,

[ Campus Cormmunity
I Records and Enrollment
I Curticulum Management

=l Yiew Advisees' Information

Class Search / Browse Catalog

This allows you to search for and view information on either individual classes or whole courses (such
as description, units, enrolment capacity, etc).

Navigate To: Self Service > Class Search/Browse Catalog

Select Institution — The University of Manchester.
Select Term — As required from the drop-down menu.
Choose to Search for Classes or Browse Catalogue.
Click Go.

Class Search

Select an institution, term and search rethod.
Click GO to continue.

Institution The University of Manchester [+]

Term 2006/7 Academic Year [+]

@ Search for tlasses () Browse Catalog
G0
e Search for Classes

o0 Enter your class search criteria using the drop-down menus & tick-boxes and then
click on the Search button.

Class Search

Search for Classes

Select at least 2 search criteria. Click Search to view yvour search results,

The University of Manchester | 200&/7F Acaderic Year

Class Search Criteria

Course Subject Elactrical and Electronic Eng [+]
Course Number is exactly [+]
Course Career Undergraduate [~]

Show Open Classes Only
[[] show Open Entry /Exit Classas Only

Use Additional Search Criteria to narrow your search results,

[ aAdditional Search Criteria |

CHANGE INSTITUTION OR TERM CLEAR CRITERIA SEARCH |
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o0 A page will be returned showing all matching classes
o Clicking on the Section link will take you to further details about a class

Class Search v Cluss Detail

Class Search Results », 7 AHVS 10001 - SEM Tasues in Heritage, Archavolugy and Art History
when available, click View All Sections to see all sections of the course. 7 cLOSE RETURMN T0 RESULTS
/ CLASS DETAILS
The University of Manchester | 2006/ Acadernic Year Ve
7, Shatus @ cpen Carwur  Undergraduate
The following classes match your search criteria Course Subject: Art Flaza Humleer T Babes  20/47EG06 - 244172007

History and Visual Studies, Course Career) Undergraduate, Show Oneh

- 26/1/2007

Session 14t Sarrvastar Crading  Lindsraraduste Parcantage
Clazses Only: ¥ Uit 20 units Aradw Basia
Instruction Mode  Facs to Face Location Main
Sianninar squirs, Fampus  Man
@cren /DC\usEd Ahait Lict tlass tomponents Sas Raquired
MEETING INFORMATION
7 cLose | STaRT & NEw SearcH] e Inaticter L
W 11:00 - 13:00 TEA Shadf 27/ 2006
CLASS AVAILABILITY
< AH¥S 10001 - Issues in Heritagh, Archaeology and Art History
Class Capaily 20 Wail Link Capacily o
neallenent Tatal st Tatal
All Sections First ! * tat : vast it tat °
Available seats 19

DESCRIPTION
Session  1:t Sernester
Days & Times Roomy

W 11:00 - 13:00 TeA

nenncto :'Ju:.f.l’-n-.cunmlhludr st s ubfud praes_ 2008/ vow

Staff

CLose RLTURN T RESULTS

e Browse Catalog

o0 View courses of interest using the alphabetical index.
o Clicking on the Description link will take you to further details about a course

0 You can also use the View Class Sections link to take you to the class information
page, as shown in the previous section.

Class Search

Browse Catalog Class Search

The University of Manchester | 2006/7 Acadernic Year Course Detail

[ecpEFGHIJKLMHOPORSTU YV WXYZ 4 The University of Manchester | 2006/7 Acadermic Yasr | At Histary and Visusl Studies
01234567809 /
AH¥S 10001 - Issues in Heritage, Archaeology and Art History
Select show All Courses If you want to show all courses whather or not class sections are
affered for the tem, Select show Courses With Sectians Offered to show only those gpurses . ——
that have dass sedions offered for the tarm. ourse Detal
Units 20
show O alltourses @ courses with Sections Dffered / ‘
Grading Basis UGRD Grading
CHANGE INSTITU OR TERM . N
Course Components Seminar Reguired
7 AHVS - Art History and Visual Studies
‘l Description
Course DeccHption Acti
Number

hitp:/fwww, currentstudents, arts, manchester, ac uk/ug/ prereg_2006/ courseunits. php

10001 Issues in Hevitage, Archaeclony and At & o0 oo

bistor
10011 Cultural Heritage in the Horth West View Class Sections Mo Donings
10012 Cultural Heritage in the Horth West View Class Sections RETURN
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Advisement

This allows you to view data relating to any students to which you are linked as an Advisor (usually as
a personal tutor; academic tutor; postgraduate supervisor, etc). This is likely to be one of your main
areas of use.

Navigate To: Self Service > Advisement > View Advisee’s Information
o You will be presented with a list of all of the students to which you are attached as an

Advisor. From here you can link through to many pages of other data about these students, as
well as contact them by email.

Anthony Advisor's Adviseae Roster

* Positive Service Indicator O Negative Service Indicator

Advisement Find | View all first [ [ Last
1D Name
}
[ 2320402 '{?.;»; #*Gtudent Details** FS]
— 3
[0 |s734383 S &i: **Student Details** FS)]
R— LS
[ 2363772 {1 **Gtudent Details** & ®
[ |zaz9475 3% #*Gtudent Details ¥+ = ®
1

MOTIFY ALL &D0%ISEES | MOTIFY SELECTED ADWISEES |

You can access all of the following information about any of these students:

o Academic Information (information on the degree program they are taking)

0 Address* (view addresses held — *note that this is not currently working)
o Class Schedule (view their class timetable)

o Degree Progress (run an academic advisement report)

o Emergency Contacts (view their emergency contacts)

0 Enrollment Appointments*  (#not currently used)

o Grades (current GPA and units taken/in progress)

o0 Telephone (view telephone numbers held)

o To Do List* (view a list of tasks the student needs to complete — *admissions only)
o0 Transfer Credit Report (run a report to show details of any transferred credit)

o Unofficial Transcript (run a ‘quick & simple’ transcript)

e To do this, click on the drop-down menu against their name and select the option of
interest. Then simply click on the forward arrow icon to be taken to that page.

Anth Advi 's Advi Rost
T S S S

b 4 FPositive Service Indicator @ Megative Service Indicator
**5tudent Details** = 3]
—
——N**Studant Datails** A
Aovit. ne~t N P A
Academic Information ] Find | Wiew All First (U0 Last
D
tian Class Schedule ——
Degree Progress & []|z=z30409 Address T g, E @
Emergency Contacts ®
Enrallment Appointments [ 5734263 #*5tudent Details** [+
Grades
Telephone
i ke oe e [ |2ze3779 **5tudent Details** [~ [ED)]
OTIFY AL ansfer Credit Report ELEET
Unoffical Transcript [ |z429475 wwStudent Detalls** = ®

@ NOTE: Most of these pages open immediately to the displayed-data, however those that do

not simply require you to select an option (such as a term in order to view a class scheaule)
or follow steps to run a process (such as to produce a transcript). Either way; in these cases,
full on-screen instruction is given as to what to do in order to view the data.
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You can also send an email via the system to all/any of these students.

e To send an email to all students (for which you are an Advisee) simply click on the Notify All
Advisees button.

o This will then open up a Notification page with the students email addresses already entered.
From here, simply type in your message and click the Send Notification button.

Anthony Advisor's Advisee Roster

* Positive Service Indicator @ Negative Service Indicator

Advigement Find | ¥iew all First U

1D
[ | 2330409 #¥Gtudent Datails ¥+ |®
[1|s734363 ##kStydant Details** |®
[1|zzea77s | #kStudent Details** |®
[1|z4z9a7s | #*5tudant Details** |®
NOTIFY ALL ADWVISEES | MOTIFY SELECTED &0WISEES
Send Advisor Notification 1

Notification from Anthony Advisor

o Inr_advisor@hotrmail, cam I ‘

c ‘ v ‘

Bee cs test@manchester. ac.uk cs.test@manchester, ac.uk; cs. test@manchester
.ac.uk;cs. test@manchester, acuk;

Subject |<Fram the desk of Anthony Aduisars

Message &

SEND MNOTIFICATION

CANCEL

e To send an email to selected students you need to tick against the students you wish to email
and then click on the Notify Selected Advisees button.

e This will then open up the Notification page (as shown above) with the relevant student email
addresses entered. From here, simply type in your message and click the Send Notification
button.

Anthony Advisor's Advisee Roster

* Poszitive Service Indicator O Megative Service Indicator

Advisement Find | View All First U

D
[ fe=90409 |®
5734369 |®
el rrEa |®
[ faz947s |®

MOTIFY ALL &DVISEES | MOTIF¥ SELECTED &ADYISEES
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Campus Community

MANCHESTER m
1824
Pg Campus Community

A
0 Maintain biosdema information about people and organizations, maintain 3C information.
[» Personal Information '.9; Student Services Center ﬁ Personal nformation ﬁ Personal Information (Studeit
[ Personal Information @ View an st-a-glance overview of a Enter personal data, biographical, health, Enter personal data, biographical, health,
(Studenf) studert; s information. Find uick links to idertification and participation information. idertification and participstion information

— Student Genvices Center more detailed information and to comman (1 Health Information for & studert
I Records and Enrollment acininistrative tasks. =] Addipdate a Person
I Curriculum Management I Biooraphical (Student)

(1 Idertification (Studert)
(1 Participation Data (Student
[ Health Information (Studert)

— Change Wy Password

Student Services Centre

This is a bit of a ‘one-stop-shop’ for some of the most commonly referenced student data.
Navigate To: Campus Community > Student Services Center

e Enter some search criteria to identify the relevant student.
o Click on Search.
e The Student Services Centre page will open up.

Student Services Center
Enter any information you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Value

Io: hegins with [ 734359
Campus ID: begins with |
National ID:  begins with |
Last Name: begins with |

First Name: beqgins with |

[case Sensitive

Search | | Clear | Basic search [E) Save Search Criteria

( student center ](ueneml info ][ admissions ]( academics ](transfer credit ]

Thomas's Student C¥iter

A, e |

Academic History
My Course Unit Summary ‘ @ You are not enrolled in classes. ‘

Mo Holds.

~ To Do List - Student

= Ho To Do's.
Personal Information

~ Applicant Tracking
Mo Ta Da's.

Contact Information

il

Preferred Communication Method

Home Address Mailing Address
11 Stableyard Court 188 Platt Lane
cald 8

T Advisor

Program Advisor

Anthony Advisor
01457897523

University Email
cs. test@manchester acuk details b

~ Information

University of Manchester

Information for Underaraduates

Apply for Admiszion (PG

@ You do not have any pending
applications at this time.

student Center General Info Admissions Acaderics Transfer Credit
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the data that you require.

Below is a summary of the data that is available within each of these sections:

O o0oo0oo0oo

OO0OO0OO0OO0O0OO0OO0OOo

(0]

(D NOTE: Both the General and the Academic tabs also contain green ‘edit’ buttons

Thomas's Student Center

SEARCH FOR CLASSES

Academic History

My Course Unit Sumnmmar ‘ @ You are not enrolled in classes. ‘
Mo Halds.

[ student center Wgeneral info ]I’a(lmissions Waca(lemics erans{er credit ]

Academic History

Personal Information
Admissions Pending

Holds (negative service indicators)

To Do List (used for admissions only)

( student center T(Qenel al infoWa(lmissions](aca(lemics](lransfer cre(lil]

Service Indicators
Initiated Checklists
Student Groups
Personal Data
National ID
Names

Addresses

Phones

Email Addresses

r student center ngeneral infomelmissionsW(acatlemics}(lrans‘fer cre(lit}
—

Application Details (/nstitution/Career/Program/Application Number)
External Education
Test Summary

[ student center Wgeneral info Wa{lmissions \I(nca{lemics transfer credit
———

Study Details (/nstitution/Career/Program)
Term Summary

[ student center Wgeneral in‘foWa{lmissions\I(acatlemics\l(u ansfer er e{lit]

Transferred Credit Details

As you can see, the page is split into tabbed sections — simply click across each of them to view

alongside some of the listed data. Although these will take you to the main ‘holding’ page for
the data, note that it is not actually editable.
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Personal Information

This section contains a single page which enables you to access any disability information about a
student.

Navigate To: Campus Community > Personal Information > Health Information >
Disability Details

e Enter some search criteria to identify the relevant student.
e Click on Search.
e The Disability Details page will open up.

Disability Details
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

1D begins with 87343649

Campus ID: | begins with

National ID: | begins with
Last Name: | begins with
First Name: | begins with

[ case Sensitive

Search | Clear | Basic Search Save Search Criteria
N\
\
\
AT Y Y B

No Disabilities for this Person

e In the example shown here, no disabilities are actually registered — however should the
student have declared any disability information to the University the details of this would be
available on this page.

o You will also see that this page makes use of tabbed sections, enabling you to access the
following items of information:

Disability Type (default tab)

Full Disability Details

Exam Support

Format Support

Mobility Support

Other Support (via the ‘forward arrow’ icon, after the ‘Mobility Support’ tab)

O O0OO0OO0OO0Oo

Page 16



Corporate Applications Training
Guide to the Advisor Role

Personal Information (Student)

This section comprises of a selection of areas/pages which each focus on a different aspect of student
personal/biographical data.

@ NOTE: Upon accessing any of these pages, you will be prompted to search for a student:

v' Enter some search criteria to identify the relevant student.
v" Click on Search.

Add/Update a Person

Navigate To: Campus Community > Personal Information (Student) >
Add/Update a Person

e Here you are able to view the full address/biographical details held for the student (names,
addresses, emails, phones, date of birth, etc).

e The page is split into tabbed sections, with the second tab being completely devoted to Addresses
(including historical data).

e Contrary to what the name of the page suggests, you will only be able to view this data (and not
actually update it) as the ‘Advisor’ role is set with read-only access.

Biographical Details
Therad babinss

Marmes

e:un Information

Wiew Student Photo
Date of Birth: 28/03M 986 Birth Infarmation Campus ID:

Biographical (Student)

Navigate To: Campus Community > Personal Information (Student) >
Biographical (Student)

o This folder houses a collection of other folders/pages which hold various levels of biographical
data for the student.

Biographical (Student)

Wanage a studert's hiographical data.

E" Names E Emergency Contacts AddressesPhones
Enter, upciate, or review a student's names. Ertter, update, or review a student's names. Manage a student's addresses and phone
numbers
E fcldresses
=] Electronic Addresses
= Phones
Relationships = Work Experience = Employment Histor
Track relationships for & stucernt Track a student's waork experience. Entter, update, or review an individual's
= Relationships emplayment history

o0 Names — View all student name data.

o0 Emergency Contacts — View any emergency contact details that have been given.

0 Addresses/Phones — This folder contains 3 pages of data, one of each enabling you to
view Address, Email and Phone details.

0 Relationships — This folder contains a link to a page which allows you to look at a
student’s relationship to other individuals.

0 Work Experience — View details of any work experience carried out by the student.

o Employment History — View details of a student’s previous employment.
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Identification (Student)

Navigate To: Campus Community > Personal Information (Student) >

Identification (Student)

e This folder contains a link to the Residency Data page, which allows you to view information
relating to a students determined residency status (home, overseas, under review, etc).

Academic Career:

Tuition Fee Status

Institution:
Effective Term:

Residency:
Additional Residency Data

First (4] 4 of 1 [F] Lot
Undergraduate
First (4] 1 o 1 [ Last
UMANGC The University of Manchester
1061 2008/ Academic Year
Home Residency Date: 15/11/2004

Admissions: Home

Fin Aid Federal Residency: Home

Fin Aid State Residency: Home

Tuition:  Home

Fin Aid Fed Residency Excpt:
Fin Aid State Residency Excpt:

Tuition Residency Exception:

Resi vE

Participation Data

Navigate To: Campus Community > Personal Information (Student) >
Participation Data > Accomplishments

¢ In this area you have a choice of 2 data pages:

[0}

o

iternal Exdernalk

Honors and Awards — This will allow you to view any awards/achievements the student
may have gained (such as an award form a recognized society).

Publications — This allows you to view any publications that the student may be
accredited with (such as reference books, journals, etc).

Honor Aveard:
Formal Descriptiane

Gaamtor:

Comment:

r3ity of Manchester

System Genetatid

Health Information (Student)

Publications

First [0 101 1 M Last

Author Type:
Publication Title:

Primary Author:

Co-Authors:

Publication Name:

Publisher:

Publication Information

Date Format (PowerPlay Only}  pate:

Volume: Issue: Page Number(sk:

Notes:

Navigate To: Campus Community > Personal Information (Student) >

Health Information (Student)

o This folder contains a link to the Disability Details page. This is covered on page 16.

Page 18



Corporate Applications Training
Guide to the Advisor Role

Records and Enrollment

MANCHESTER
1824

Search:

Records and Enrollment

[ Self Samvice
[> Campus Sommunity
s and Enroliment [ =
> Career and Program |
Information
[> Graduation
> Student Background
Information
[ Research Students
I» Student Registration
[ Curriculum Management
— Change My Password

| Career and Program information

~" Maintain & student's career, program, plan and
student group information.

Studert Program/FPlan
ciistration Details

| Research Students
* Ressarch Students

rollment Inguiry:
vdert Supervisor
vclert Program/Plan
More

Enrol in classes, produce transcripts, process transter credt, transeripts and racustion

#“] Student Backqround Information
Reviear auditionsl student information.
= Student Advisor

| Graduation

[

Verify deorees & honors, update degree
checkout statuses in batch, and audit changes.
= Studert Decrees

7] Student Registration

b. ~ Review or modify the Student ¢ Financial
Registration for a student, generste & Studert
Registration form in PDF format or mark & student
as having been seen by a University staff
member

=l Registration Status

® NOTE: Upon accessing any of these pages, you will be prompted to search for a student:

v' Enter some search criteria to identify the relevant student.

v" Click on Search.

Career and Program Information

This section contains two pages, which enable you to view a student’s career, program, plan and

registration information.

Student Program / Plan

Navigate To: Records and Enrollment > Career and Program Information >

Student Program / Plan

e This page shows you which Program & Plan a student is taking, the status they are at (via a

combination of the Program Action/Action Reason), the academic year (Admit Term), their

degree information and so forth.

e The page is split into tabbed sections which allow you to switch easily between viewing between
Student Program, Student Plan and Student Degree data.
e There is also a link on to take you directly to the Registration Details page for the student. (7ris

/s detailed in the next section).

Academic Career: Undergraduate

Active in Program Registration Details
—Effacthe Duata: 071/0942006 Effective Sequence: 2

Program Action: MATR Matriculation Action Date: 0170972008

Action Reason: Joint Prog Appr:

Academic Institution: UMANC The University of Manchester

_ Admissions

Academic Program: 03529 MEng (Hons) Aerospace Engineer
From Application

Admit Term: 1061 06/07 Year Application Nbr: 00081705
Application Program Nbr: 0

Requirement Term: 1061 0607 Year

Expected Grad Term: Campus:  hAIN hain Acad Load: FulkTime

i M@

Career Requirement Term

Student Career Nbr: 0
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Registration Details

Navigate To: Records and Enrollment > Career and Program Information >
Registration Details

e This page shows you the date at which the student was matriculated (Effective Date) and which
Session a student is registered for; along with the program Start Date and Expected End
Date.

o If a student is in their Final Year then this tick-box will be selected and an Expected
Graduation date will also be visible.

Registration Details

Academic Career: Undergraduate

Term: 20067 Acadernic ‘rear

Effective Sequence: 0

Effective Date: 10:0752007

Status: Active in Program

Academic Programime: 03829 MEng (Hons) Aerospace Engineer
Academic Plan: 03826 MEng {Hons) Aerospace Engineer
Session: SEP September Session

Start Date of Programme: 18/0852006

Expected End Date of Prog:  11/06:2010 Expected End Date of Student: 1140612010
Req/Session Start Date: ER=FiaTrTasiutel=1 Expected Next Registration Date: 17032007
Final Year Expected Graduation:

Graduation

This section contains a single page which will allows you to view student degree information.

Navigate To: Records and Enrollment > Career and Program Information >
Graduation > Student Degrees

e This page shows you the Degree awarded, the Completion Term, the Degree Status and
Date, along with the Honors and Rank (i applicable).

Degree

pliograabibe, o1 -
‘Degree: Bachelor of Arts with Honours
‘Institution: The University of Manchester
Primary Career: [usrD Q Undergraduate
*Completion Term: 'W a 01002 Year
‘Confer Date: 25/06/2002 5]
‘Degree Status: Awarded D
Degree Status Date:  25/06/2002
Degree GPA: |
Honors Prefix
Prefix: ’_ aQ Class Rank: ’_ of l_
Suffix: ’1—Q First Class

Page 20



Corporate Applications Training
Guide to the Advisor Role

Student Background Information

This section contains a single page which will allows you to see the advisors linked to the student.

Navigate To: Records and Enrollment > Career and Program Information >
Student Background Information > Student Advisor

e This page shows you any staff members that are linked to the student in an Academic Advisor
capacity, along with their Advisor Role (such as ‘Personal Tutor’ or ‘Main Supervisor’).

Student Advisor
HEEE bt gt
First El 1 of 1 El Last
Academic Institution: UMANC The University of Manchester
Effective Date: 250972006
First [ 401 4 [ Last
Advisor Role: Personal Tutor Advisor Nbi: 1
Academic Career: UGRD Undergraduate
Academic Program: 03829 MEng (Hons) Aerospace Engineer
Academic Plan: il Fi space Engineer
Academic Advisor: 8007924 Advisar,Anthany I
Advised by Committee Must Approve Enrollment
Must Approve Graduation Graduation Approved

Research Students

This section comprises of a selection of pages which each focus on a different aspect of research
student study/assessment.

@ NOTE: When using the search facility upon entering any of these pages, the ‘Academic
Career’ option will automatically default to ‘Postgraduate Research'.

Enrollment Inquiry

Navigate To: Records and Enrollment > Career and Program Information >
Research Students > Enrollment Inquiry

e Here you are able to view any classes (course units) that a student is enrolled onto; including
details of the Class Nbr, Subject, Catalog Nbr, Session, and so on.

Enrollment Summarny

i
» : S
Term: 0408 Year Career:  PGOR The University of Manchester Print Study List  Report Manager
Find | First E 1 of 4 |I| Last
Class Nbr  Subject Catalog Session Section  Status  StatusReason AcadProg Grading Basis Units Taken
Q 986 BMAN BO07E Fullear LEC1  Enrolled Enrolled 03630 PGOT 999.00
Industrial Relatinns Lecture
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Student Supervisor

Navigate To: Records and Enrollment > Career and Program Information >
Research Students > Student Supervisor

e This is the same as the Student Advisor section, as covered on page 21.

Student Program / Plan

Navigate To: Records and Enrollment > Career and Program Information >
Research Students > Student Program / Plan

e This is the same Student Program / Plan section, as covered on page 19.

Student Milestones

Navigate To: Records and Enrollment > Career and Program Information >
Research Students > Student Milestones

o A milestone is simply a target that must be met by a certain deadline (such as a viva or panel
meeting) and a set of milestones are attached to each research student in order to monitor their
progress.

o This page shows all of the milestones attached to a student and enables you to monitor their
progress through their research study.

e The page is split into tabbed sections, allowing you to view different sets of data relating to these
(such as the Student Milestones themselves, the Advisor / Completion Info and Milestone
Attempts)

Completion Info Milestone Afternpts

Student Milestones

Institition: The University of Manchester Acad Prog: PhD Linguistics Career: Postgraduate Research
First E 1of 1 E Last
Effective Date: 22/02/2008 ‘
Milestone Detail
Milestone Nbi: 10 Milestone:  PAMELFT1
Academic Plan: 03052 FhD Linguistics
Description: ‘fear 1 Research Panel 1
Formal Description: Year 1 Research Panel 1
Milestone Level: Attempts Allowed:
Milestone Title:
Honours Point: Exam Board Notes:

@ NOTE: Milestones are a complex area and so if you are not familiar with these, it is

recommended that you investigate them further by way of the ‘Research Student
Management’ training guide, available for download from the following webpage:

http://www.itservices.manchester.ac.uk/trainingcourses/corporateapplications/campus/sturecs/sr%20
material/
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Thesis Management

Navigate To: Records and Enrollment > Career and Program Information >
Research Students > Thesis Management

further Description.
also be completed.

Thesis Management

Here you are able to see details of a research student’s thesis, such as the Thesis Title and any

If there has been a Title Change or if the Thesis is Submitted, the relevant tick-boxes will

EmpliD:

Institution:
Career:

L1555 dd
LIMAMNGC
Fostgraduate Research

Acad Prog: 03075

The Univé?éiw of Manchester

FhD Linguistics

i Thesis Title: |A Grammer of Skalt Saami

Milestone:
Objection Lodged?
| Thesis Submitted?

Description:

First E 1of 1 El Last

Title Change?

Restrict Publication?
Sent to Library?

Registration Details

Navigate To: Records and Enrollment > Career and Program Information >
Research Students > Registration Details

Student Registration

This is the same Registration Details section, as covered on page 20.

This section contains a single page which will allows you to see the status of a student’s registration.

Registration Status

Navigate To: Records and Enrollment > Career and Program Information >
Student Registration > Registration Status

This page shows you the Career and Term for which the student is due to register and whether

or not they have completed Student Registration (academic registration) and/or Financial

Registration.
L]

University Swipe/Library card.

Registration Status ailz

UGRD 0B/07

UMARC vear

September Session

The Student ‘Seen’ Status will be automatically ticked once a student has been issued with a

Student
“Seen”
Status

Late Student Financial

Registration |Registration |Registration

Charge Date |Complete? |Complete?
U 4
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Curriculum Management

MANCHESTER m
1824

Search:

| %ﬂ Curriculum Management

b Self Semice .

i Define Course Catalog and Scheduls of Classes, manage attendancs and orading

[> Records and Enrallment E/" Class Roster F//‘i Attendance Roster

> Curriculum Management L7 Wiew anel print class rosters. L Generate and maintain sttendance rosters.
— Chanae My Password =] Class Roster = Aftendance Stetistics

= Studert Absence

Class Roster

This section contains a single page which will allows you to view a list of student enrolled on a
particular class. You are also able to view a list of student that may have dropped from the class or
are on the waiting list.

Navigate To: Curriculum Management > Class Roster > Class Roster

e Enter some search criteria to identify your required class (for example: Institution, Term,
Subject Area, Catalog Nbr, Class Nbr).
e Click Search.

Class Roster
Enter any information you have and click Search. Leave fields blank for a list of all values.

Academic Institution: | peging with [ umanc @

Term: begins with @ ’106170\

Subject Area: heging with @ ’WQ

Catalog Nbr: peginswith [ [g0zs0 |

Class Nbr: @ ’7144

Class Section: peginswith [

Session: @ @
Course ID: hegins with @ ’7

Course Offering Nbrz | = [V]
Search Clear | pasic Search B Save Search Criteria

o A list of students that are Enrolled onto the class will be presented to you.
e You can view students that have Dropped from the class or are on the Waiting List by selecting
these options from the Enrollment Status drop-down menu.

Class Roster

Course ID: 000382 The Project (Semminar) The University of Manchester
Catalog: AMER BO340 20067 Academic Year
Class Nbr: 1444 Section SEM1 FullYear

Class Roster Details

Total Students: 16 Enrollment Status: | Enrolled ~— Detail
—
Enroliment Stat@s: | Enrolled
"
1 7096589 Clegg,Richard Andrew FGODT 30.00 MA Creative Writing
2 7079722 Fedal Baertl Greta FGOT 30.00 WA Creative Writing
3 7071285 Lee Wicky Ugi FGOT 30.00 MA Creative Writing
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Attendance Roster

This section contains 2 pages which allow you to access a students attendance/absence records.

@ NOTE: Upon accessing any of these pages, you will be prompted to search for a student:

v' Enter some search criteria to identify the relevant student.
v' Click on Search.

Student Absence
Navigate To: Curriculum Management > Attendance Roster > Student Absence

e This page shows you the Dates of which a student has been absent from their study, along with
the Reason.

¢ Note that this data will only be present if it has actually been recorded. This does not
happen automatically and attendance/absence monitoring is not in place for all classes — it is up to
the individual school as to whether they wish to record this or not.

Student Absence
D: SRR N3N0 ERg
Career: Undergraduate
Institution:  UMANC The University of Manchester

cus 1 B rret [ozoz [P Lae

11061  02010/2008 02/10/2008 Full Day 1.0 Religious [= =]
21061  OBM0/2008 06/10/2008 Full Day 1.0 Religious D D JEi =

Attendarice Statistics
Navigate To: Curriculum Management > Attendance Roster > Attendance Statistics

e Here you can view a student’s absence in a summary format.
e The page is split into tabbed sections, allowing you to view Absence History, Absence

Summary by Term, Cumulative Absence and Attendance by Term (via the ‘forward arrow’ icon,
after the ‘Cumulative Absence’ tab).

ummary by Term Cumulative

EmpliD: i

Ml 223
Institution: LIMANC The University of Manchester
Career: UGRD Undergraduate

Customize | Find | *iew Firzt E 1-2 of 2 E Lazt
Absence

Term |Date From Date To Days Absent Absence Type Recsan
1061 021042006 0211 0/2006 1.0 Full Day Religious
1061 06/ 02006 06/10/2006 1.0 Full Day Religious
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Further Help & Guidance
Training
If you have any queries regarding training on Campus Solutions, please contact the training team at:

Email: training.corpapps@manchester.ac.uk
Web: http://www.itservices.manchester.ac.uk/trainingcourses/corporateapplications/campus/

Support

If you require any help or support using Campus Solutions, please contact the Operational Support
Helpdesk:

Email: cs.records@manchester.ac.uk
Web: http://www.campus.manchester.ac.uk/planningsupportoffice/SSO/OpHelpDesk/
Tel: 65444 (internal)
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