INTERIM TRAINING RESOURCE

IMPORTANT TRAINING NOTE:

This interim training resource replaces information previously contained within the Student Records
Maintenance Complete Guide v11.2 and includes updates as part of the Student Experience Project.

This interim training resource is for use between 1t May — 14" July 2023 ONLY.

From Monday 17t July 2023 onwards, this training resource will be replaced with a brand-new online
Student Records Management training suite.

Student Records Management

Viewing a Student Record
and
Managing Student Personal Data



Student Records Management
Student Record Data

Version: INTERIM 1.0
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Viewing a Student’s Record

Viewing Student Status

A student status can be viewed within the Student Program/Plan component (the main source for

tracking a student’s history). Anything that happens to the student throughout their student life
MUST be recorded here. .

The pages within this component, records; Student Program Information, Student Plan Information,
any Student Attributes attached to a student and Nursing & Midwifery information.

Navigate To: Menu > Records & Enrolment > Career & Program Information >
Student Program/Plan

1. Enter the student ID number in the ID field and click Search.

TRAINING NOTE: Select the Include History and click View All to view a student’s full

historical record.

The Student Program/Plan component will open by default on the Student Program page:

ud "Q_t:.(_;%-j:'_'},\;; Student Plan Student Sub-Plan Student Attributes Student Degrees HesaPlan 1 Hesa Plan 2 [

Student Details Withheld

Academic Career:

Undergraduate

@

55

Student Career Nbfmes

B

nd \Vaw A
Find Viow

rest K 4 of 4 I ot

Status: Active in Program Registration Details +[=]
*Effective Date: 2610812010 3§ Effective Sequence: :

*Program Action: MATR Q@ Matriculation Action Date: 2610872010

Action Reason: Q Joint Prog Appr: O

*Academic Institution;

*Academic Program:

chester

From Application

*Admit Term: 101 Q 1Year Application Nbr: )4
. 1101 @ » Application Program Nbr: 1
Requirement Term: v - 1Year
Expected Grad Term: Q *Campus: MAIN Main *Acad Load: | Full-Time v
@ Save QA Returnto Search [T Moty ¢, Refresh [y Agd | 7] nclude History # Correct Hstory

Viewing Enrolments

The Enrollment Summary component of the Campus Solutions student system, allows staff to view

a complete list of an individual student’s enrolments.

Navigate To: Menu > Records & Enroliment > Enrollment Summaries >
Enroliment Summary
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Enrollment Summary

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

Find an Existing Value

Limit the number of results to (up to 300) [300

D: begins with v |[1234567

Academic Career:  |= & | v|
Academic Institution: | begins with v| QL

Term: = W |7©\
Campus ID: begins with v [

National ID: begins with | |

Last Hame: begins with v [

First Hame: begins with v [

Term Alternate Key: zl ,705

[case Sensitive

| Search || Clear |pasicsearch [E] save Search Criteria

1. Enter the student ID in the ID field and click Search.

The Enrollment Summary component will open by default on the Enrollment Summary
page:

Enroliment Summary Term Statistics

Stugent Details Withheld
Term: 10011 Year Career:  UGRD The Unhversity of Manchester Brint Sty List Regort Manager
Fing | View &1 First £ 430118 D Last
Class Nor  Subject Catalog Session Section  Status  Status/Reason Acad Prog Grading Basis Units Taken
Q s278 ECON 10001 15t Sem CLS4 Enrclled Enrolled 00234 HNon-Graded
Further Mathemalics Class
Q  e273 ECON 10001 1st Sem LEC Enrolled Enrolled 00234  UGRD 10.00
Further Mathamabics Lecture
Q4482 ECOM 10081 1stSem LEC Enrolled Enrglled 00234 UGRD 10.00
The UK Ecenomy - Leciure

Microgconomic

On this page you can view a student’s class enrolments. By default this page will only display the
first three rows of data.

2. Click View All to display a complete list of all enrolments.
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Viewing Grades

The Student Grades component allows staff to view a list of classes that an individual student is
enrolled in, along with any current grading information.

Navigate To: Menu > Records & Enroliment > Student Term Information >
Student Grades

1. Enter the student ID in the ID field and click Search.

Student Grades

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

Find an Existing Value

Limit the number of results to (up to 300):; |300

1D begins with v |[1234567

Academic Career: E | ~ ‘
Academic Institution:| begins with » | &}

Term: = W |7©\
Campus ID: begins with v [

Hational 1D: begins with v [

Last Name: hegins with | |

First Hame: begins with |» |

Term Alternate Key: | = » liQ

D Case Sensitive

| Search ||| Clear |Basicsearch [E Save Search Criteria

The Student Grades component will open by default on the Student Grade Inquiry page:

A student’s classes will then be displayed, along with any grading information applicable at that
time.

Student Grade Inquiry  JRCTIE=CTETed

Student Details Withheld Print
RF"‘, art W NI

Term: 0708 Year Career: UGRD Institution: __The University of Manchester

Datail 3918 CHEM 30211 |Leclure LEC1 65 65 |UGRD 10.00 |15t Sem | Core Physical Chemistry B
|E\Ei 3928 CHEM 30531 |Lec1ure LEC1 (] 65 UGRD 10.00 181 Sem |Topics in Emironmental Chemis
|E¥_g_gl 3920 CHEM 31332 :Lec‘,lure LEC1 81 81 UGRD 10.00 2nd Sem |Bicinorganic Chamistry
|Dei 3948 CHEM 40212 |Ledure LEC1 65 85 UGRD 10,00 |2nd Sem |Advanced Instrumental Methods
|D_¢_?L 3960 CHEM 41800 :Ledure LEC1 65 65 UGRD 60.00 Full Year |MChem Yrd Project

|g¢-ﬂ 33838 CHEM 40811 |Lec,lunz LEC1 49 49 UGRD 10.00 1stSem |Fundamentals of Analyt Chemist
|D_e_ﬂ 34099 CHEN 40812 |Lecture LEC1 |75 75 UGRD 10.00 2nd Sem |Fundamentals of Analyt Chemist
£\ Asturn 1o Search 4] 4F NetinList [T Hobfy
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Viewing Awards

The Student Degrees component allows staff to view a student’s awarded degrees.

Navigate To: Menu > Records & Enroliment > Graduation > Student Degrees

1. Enter the student ID in the ID field and click Search.

Student Degrees

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

Find an Existing Value

Limit the number of results to (up to 300} |300

Ix

begins with |«

[1234587

Campus ID:| begins with |

Mational 1D:| begins with %

Last Mame:| begins with

First Name:| begins with |w

[case sensitive

search | | clear |pa

sic Search B Save Search Criteria

The Student Degrees component will open by default on the Degree page. Any awarded
degree information will then be displayed for you to view:

PETEUIN  Degree Honors | Degree Flan

Degres Sub-Plan

Student Details Withheld

pd | View Al Frgr_n 1of1 o Last

*Degree Nbr: o1 ——
*Degree: Master of Sclence
*Institution: L Tha Unbeargity of Manchastar
Primary Career: [PsoT @ Postgraduate Taught
-Completion Term: | 1061 @, 0BI09 Year
“Confer Date: 010772008 [
"Degree Status: Awarded v:
Degree Status Date: Q4122008
Degrea GPA:
Prefix Q Class Rank: of
Suffiz: P A Pass

TRAINING NOTE: If there is more than one degree to view, click View All or navigate through
individual records using the record navigational buttons.

[ ]
First 21 1 of 2 [} |
]
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Viewing Class Lists

The Class Roster component allows staff to quickly view enrolments for a class, as well as students
in the dropped or waitlist status.

Navigate To: Menu > Curriculum Management > Class Roster > Class Roster

1. Enter the Term and Class Number appropriate fields and click Search.

Class Roster

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

Find an Existing Value

Limit the number of results to (up to 300 |200

Academic Institution:| begins with |w|[UNANC a,

Term: begins with vlﬂﬁm Q,
Subject Area: begins with v||| Q,
Catalog Hbr: beains with v |

Class Nbr: = | || 16385

Class Section: begins with |||

Session: = v| | v
Course ID: begins with v||

Course Offering Nbr: | = v

| search || Clear |Basic Search B save Search Criteria

The Class Roster will open by default. Any enrolment information will be displayed for you to
view:

Class Roster

BIOL 20982 - LEC1 The Biology of Being Human
Lecture (16365) Class Detail

2010411 Academic Year | 2nd Semester | The Universtty of lfanchester | Undergraduate

ibays & Times Room Instructor Meeting Dates
|TBA TBA Caroline Bowsher 31012011 - 100672011

*Enroliment Statys: | Enrolied v

Enroliment Capacity: 993 Enrolled: 40
cystomize | Fing | ) 26 0 KT 540 0140 I Lasl
1 10 (Hame mg'“. |ynits |Program and Plan |Level
BSc(Hons) Biology - BSc(Hons) |Second
3 Student UGRD | 10.00{g ;00 |Year
[ Details [ > Business & |
b BSc Biol wi Business &
‘ 2 Withheld UGRD | 10.00|Manage - BSc Biol wi Business fs_crzma
; & Manage -
| \ .BSe
3 UGRD | 10.00 BSC(H?ns,Genebcs BSc ‘S'eccnd
(Hons) Genetics {Year
. a BSc(Hons) Biology - BSc(Hons) |Second
| UGRD | 10.00/250HS Ivear

TRAINING NOTE: You can also use this page to view a list of students who have dropped the
class by selecting the Dropped value from the Enrolment Status optional values. Alternatively
by selecting the All value to view a list of students, irrespective of their status).

Enrolled hd

All

Cropped
Enralled

*Enrollment Status:

Enrollment Capacity: rolled: 40

Customize | Find | 1] % Fr=t ) 440 0740 1 Last
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2. If aclass is part of a combined section, select Show Combined Class Roster.
Class Roster

AHVS 10331 - SEM1 Works in Focus | Description

Seminar (10589) Class Detail
2010411 Academic vaar | 158 Semastar | The University of Manchester | Undergraduats

- Meeting Information

Days & Times |Hnum |klslru-clor |l.lnﬂin-u Dates

[Mo 12:00- 14:00  [4.05. Mansfleld Cooper Details Withheld 0022010 - 3001/2011

*Enroliment Status: | ENTOled [ Show Combined Class Roster
Enrollment Capacity: 15 Enrolled: 17

This functionality displays a class roster of all students on the combined classes.
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Printing Class Lists

This system functionality allows staff to run a system process to generate a printable class list in PDF
format.

Navigate To: Menu > Curriculum Management > Class Roster > Print Class Roster

1. Select the Add a New Value search page and enter a Run Control ID (RCI) to identify your
Class List and click Add.

Print Class Roster

Eind an Existing Value Mdauew\raule

Run Control ID:|Class_List_Test

Add

The Print Class Roster page will open by default.

2. Specify the criteria for the class:
e Enter/Select the required Term
e Enter/Select the appropriate Session (Semester 1, Semester 2 or Full Year)

Print Class Roster

Run Control ID:  Class_Roster_Test Report Manager Process Monitor bk

>Academic Institution: UMANG Q Ihe Unive
*Term: 1101 @

2010/11 Academic Year [Ipisplay Photos?

Find | View A1 ) 40f4 1)

FE

*Session: [ pisplay Permissions

*Sort Option: | Name

]

TRAINING NOTE: It is no longer possible to download a class roster including student photos.
Selecting the Display Photo checkbox will produce a class roster without photos.

Print Class Roster

Run Control ID:  Class_Roster_Test Report Manager Process Monitor R

*Academic Institution: UMANC &, The University of Manchester
“Term: 101 201011 Academic Year

Display Photos?

Find | View A1 ) 40f4 1

*Sessiom: [ pisplay Permissions [#[=]
*Sort Option: | Marme v|

Academic Organization: liq [l Enrolled Students From: l:l

Subject Area: l— Q [ bropped Students To: l:l

Class Nbr: [T [Jwaitlisted Students
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3. You MUST enter ONE of the following sets of data to identify the specific class list to print:

e Academic Organisation — this will produce a list of all students enrolled on all classes
within the specified Faculty/School.

e Subject Area — this will produce a list of all students enrolled on all classes within the
specified Subject Area.

e Class Nbr — this will produce a list of all enrolled students on the specified Class.

Print Class Roster

Run Control ID:  Class_Roster_Test Report Manager Process Monitor U Run

*Academic Institution: UMANC O, e University of Manchester

“Term: [T 201011 Academic vear Dl ispiay Photos?
Find | View A1 ! 4of4
*Session: [ pisplay Permissions =
e -~ 1
Academic Organization: ’70\ Enrolled Students From: I:l
Subject Area: l— Q [J oropped Students Toe l:l
Class Nbr: 16365 G [Jwaitlisted Students

4. Select the type of student/s to include in the report — you can select one or more of the options.

TRAINING NOTE: Ignore the From and To date fields — this information is calculated
automatically by the student system.

5. Once all criteria has been entered, click Run.

Print Class Roster

Run Control It Class_Roster_Test Report Manager Process Monitof Run

*academic Institution:  (IMANC U e University of Manchester

“Term: 101/Q 2010111 Academic Year [l visplay Photos?
Find | view 21 EL 40f1

*Session: [ pisplay Permissions F[=
*Sort Option: [Name v

Select One of the Following Students In The Report OEE Start Date Range

Academic Organization: Q Enrolled Students Erom: I:l

Subject Area: Q [ Dropped Students To: l:l

Class Nbr: 16365 G [Jwaitlisted Students
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6. On the Process Scheduler Request page, select UMANC Class Roster and then click OK.

Process Scheduler Request

User 1D g b Withhald Run Control I Ciass_Roster_Test

Sarvar Mame:| | Run Date: |02/042011 [
Recurrence: || Fun Times (981315

Resel b Currend Dabe/Time
nmel’nl’ﬂ!l Q

[ Process st ________________________ |
Seiect Description

Hame Tepe “Type ‘Format  Distrbution
e Bocia SRCLSRST S0R Report [wev  wl [POF  |w| Distibution
F)  UMAMC Clzss Roster UMRPTO0 Crystal Web _ |w)|[POF v Distibution

7. This will return you to the previous page, where you now need to click Process Monitor.

Print Class Roster

Run Control ID:  Class_Roster_Test Eeport Manager] Process Monitor |&|

8. Within the Process List section this job should be listed at the top. Click Refresh (or press the

space bar) until you have a Run Status value of Success and a Distribution Status value of
Posted.

Process List JEELCEINES

View Process Request For

user In: St Detais Withheld [ v [Last v | 1

g | Days -
Server: ~ | Name: Q, instance: to |
Run | | Distribution | v [#] save On Refresh
Status: Status:

Process List

Select Instance Seq, Process Tyse froonsg

Mame  User  BunDatelime

2038589 Crystal UMRPTD0D Staff

3 050472011 08:13:16 BST

Datzils
2036578 SORReport SRCLSRST e s 5 0410412011 15:40:06 BST

9. C(Click Details.

Select Instance Seq. Process Type Prosess  lyoor

Distribution
s Run DateTime Bunstatus AU potalls

2036589 Crystal UMRPTO009 St Dataile 510472011 08:13:16 BST Success  Posted
2036576 SORReport SRCLSRaT Withheld Success  Posted  rETET

4/04/2011 15.40.06 BST
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Date/Time

10. On the Process Details page, click View Log/Trace.

Process Detail

Instance: 2935589 Type: Crystal

Name: UNMRPTO09 Description: UMANC Class Roster

Run Status: Success Distribution Status: Posted

I — (LT

Run Control It Class_Roster_Test Hold Request
Queue Request

Cancel Request

Location: Server

Server: PSMTKZ2

O Delete Request
Recurrence: Restart Request
Request Created On: 05/04/2011 08:16:27 BST Parameters Transfer
Run Anytime After: 05/04/2011 08:13:16 BST Message Log
Began Process At 05/04/2011 05:18:32 BST Eoicli

Ended Process At: 05/04/2011 08:18:43 BST View Loa/Trace

11. A File List will be displayed within the File List section. Select the PDF File.

View Log/Trace

ReportiD: 1841605 Message Log
Name: UMRPTO09

Process Instance: 2936588
Process Type: Crystal

Run Status: Success

UMANC Class Roster
Distribution Details

Distribution Node: psreparts_nt

Expiration Date:

Name File Size (bytes) Created
0 05/04/2011 08:18:43.638899 BST
43575 05/04/2011 08:18:43 638899 BST
502 05/04/2011 08:18:43.638899 BST

Distribute To

Distribution ID Type

User

*Distribution 1D
MWWSSZMS

12. The Class Roster PDF file will open for you to save/print.

I

T ® @ eS|

E

Report ID: SRCLERST

Pecplesoft

CLASS ROCTER REPORT

Page ¥o. 12
Fun Date 04/05/2011
Fun Time 08:28:06

Term/Sessicn: 2010/11 Academic Year - 2nd Semester The University of Manchester
Course: BIOL 20962 The Biology of Being Muman  (lecture)
Classs/Section: 16363 / 122
InsTructor: Bowsher, Caroline Grace; Levin,Daniel
Clacs Dates: 01/31/2011 - 06/10/2011
ENROLLED Students
Studest ID jame pasis nits  Primary Academic Progras sajor Bote
o 10.00  BSc(Mons) Biology
o 10.00 BSc Biol wi Business & Manage
o 10.00 Boc(Mons) Gemetica
e 10.00 BSc(Mons) Biology
o 10.00 Boc(Mons) Gemetics
KA 10,00 BSc (moms) Developmental Biol
o 10.00  BSc Biology with Sci & Society
Student o 10.00 BSc(Mons) Biology
Details o 10.00 8¢ Biology with Sci & Society
7 E 10.00 BSc Biol wi Business & Manage
Withheld e 10.00 Boc Biology with Sci & Society
e 10.00 BSc(Mons) Zoology
o 10.00  BSc(Mons) Biology
e 10.00  BSc(Mons) Biology
ey 10,00  8Sc(mons) Biology
o 10.00 BSc(Mons) Zoology
o 10.00 BSc(Mono) Zoology
o 10.00 Bic(Mons) Genmetics ¥ Ind Bxp
o 10.00 Boc(Monn) Genetics w Ind BXp
o 10.00 BSc(Moms) Biology
o 10.00  BSc(Mons) Neurcscience
o 10.00  BSc(Mons) Zoology w Ind B

D
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IMPORTANT TRAINING NOTE: When selecting the PDF file, because it is such a large file the
following error message may be displayed:

/2 Error 404--Not Found - Windows Internet Explorer E]@

y v \g https:{fstudentadmin.manchester.ac.ukfpsreports/CSPROD{1681560{UMRPTO09_2665337 . PDF V‘ éj (% ‘ rct P~

File Edit View Favorites Tools Help % -

W o ‘@Errur 404--Not Found ‘ ‘ 2~ B - @ v [bpage v {Tools v

Error 404--Not Found

From RFC 2068 Hypertext Transfer Protocol -- HTTP/1.1:
10.4.5 404 Not Found

The server has not found anything matching the Request-URI. No indication is given of whether
the condition is temporary or permanent.

If the server does not wish to make this information available to the client, the status code
403 (Forbidden) can be used instead. The 410 (Gone) status code SHOULD be used if the server
knows, through some internally configurable mechanism, that an old resource is permanently
unavailable and has no ?&):warding address.

The ‘Error 404" message appears whilst the server is still compiling the file. If this occurs, close
the ‘Error 404’ window and wait for a short period of time until the process completes
(approximately 3-5 minutes, dependant on file size).

Check the file again by selecting the PDF file. Once the process is complete, the Class Roster
will display (as opposed to the ‘Error 404" message).

Page 14



Producing an Ad-Hoc Transcript

This process allows you to produce an Unofficial Academic Transcript for a student.

Navigate To:

1. Select the Add a New Value search page.

Enter the student ID in the ID field and click Search.

Transcript Request

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

Find an Exi

sting Value

Search Criteria

Transcript Request

Menu > Records and Enrolment > Transcripts > Transcript Request

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

Find an Existing Value Add a Mew Value

Limitthe number of results to (up to 300 |300

= v ]

Current User 1D:

First Name:

begins with »

Report Request Nbr: | begins with |
ID: begins with + || Q,
Academic Institution: | begins with |+ | Q,
Transcript Type: begins with |+ | Q,
User ID: begins with + ||
Request Date: = v | B
Future Release: = v | v|
Term: begins with v|| Q,
Requested Print Date:| = v | Bl
|
|

Last Name:

begins with

Ocase Sensitive

Add a Mew \Value

“Cument User ID[= ¥] I

Report Request Nbr| begins with W

I£ begins with v IQ
Acadennic Institution| begins with QL
Transcript Type Q
User |D) bagins with W
RequestDate[= W | H
Future Release[= | v
Term Q
Requested Print Date IZ' )

s

Las:

t Name
t Name

[0 case Sensitive

Clear | BasicSearch & Save Search Criteria
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2. The Transcript Request component will open by default within the Requester Header page,
within the Transcript Type field, select the value of UNOFF (UMANC Unofficial Transcript) and
the Output Destination field value of Page.

Request Header Request Detail Report Besults Repuort Emors:

Report Request Nbr: 000000000 Request Date:  27/06/2012 UseriD: St Datsis Withhald

matitution: UMANC »

Ihe Uniy

“Transcript Type: | YNOFFIM  Lyianc Unotficial Transeript

[override Service Indicator

I *Output Destination: | P39¢ | I
HNumber of Copies: | ')
Future Release: Immediate Processing v

Academic Career: |
Term: |

Print Date: |27 106 ]

Requast Reason: L
[Jcancel Request

3. Within the Request Detail page, enter the ID number of the student for whom you wish to
generate the unofficial transcript for.

[
Request Header Request Detail Report Results Report Errors
= =

FProcess Requast
Report Request Nbr: 000000000 On Request Erint
Transcript Type: UNOFF UMANC Uniofficial Transcript Report Manager
O, ..
*Seq Nbr *ID ®E
1 Student Details Withbeld Send

4. Click Process Request and the unofficial transcript will be displayed.

Request Header Request Detail Report Results Report Ermors

Process Request
Report Request Nbr: 000000000  On Request —
Transcript Type: UNOFF UMANC Unofficial Transcript Report Manager
*SeqMNbr *ID ol
1 Student Details Withheld Send

|

Request Header Request Detail Report Erfors

1D: Student Details Withheld Report Manager

UMANC Unofficial Transcript

Sctudent ID: Studest
1.1 Surname : Detans
1.2 Firscname : Lo
1.3 Birthdate : 15-01-1533
1.4 HESA ID : 1112041076579
Academic Program History

2.2 Program : BSc(Hons) Mathematics
4.1 Mode of Atctendance : Full Time

Active in Frogram : so-os-zo11
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5. To create a downloadable version, click Print, and click Report Manager.

6. Within the Report Manager page, click Refresh (or press the space bar) until you see the

Request Header Request Detail Report Efrors

1
Student Details Withheld

process (Transcript) displayed with a status value of Posted.

Administration

View Reports For

User ID:

Status:

Report List

Staff Details Withheld § Type: % || Last v 1 Days hd

Refresh

Folder:| ~| Instance: | to: |

(4] ™
First 10f1 Last

Select

Report
I

— ; 107 :
2064547 3336133 | Transcript - UMANC Version 13:54:10 * pdf) Fosted | Details

%’;m Description Format Status  Details
]

05/07/2012  |Acrobat

7. Click the Details link alongside your Posted Transcript process.

8. Within the Report Detail page, click the PDF File in the File List section to view the unofficial
transcript in a new window — ready for printing.

Report Detail

Report 1D:

Mame:

Run Status:

2064547 Process Instance: 32336133 Message Laog
UMSRT7F7- Process Type: Crystal
Success

Transcript - UMAMNC Wersion

Distribution Details

Distribution Node: psreports

Expiration Date: 19407 2

Hame File Size (bytes) Datetime Created
CRW UMSRY7F7- 3336133.log o 05072012 132:56:00.140801 BST
UMSRYFTF- 3336133 PDF 11,107 05/07/2012 13:56:00.140601 BET
pssgltrace.trc 501 05/07/2012 12:56:00.140501 BET
Distribute To
Distribution ID Tyoe *Distribution ID
User Staff Dets bt
Student ID:
1.1 Surname
1.2 Firstname : Seudant Dataie Wbk
1.3 Birthdate :
1.4 HESA ID
Academic Program History
2.2 Program : LLB Law with criminology
4.1 Mode of Attendance : Full Time
Active in Program : 30-08-2011
End Date : 06-06-2014
Beginning of Undergraduate Record
11/12 Year
Module Module Credits Grade
Code Title (Attempted) /
LAWS 10001 Crime and Society 20.00
LAWS 10021 Contract Law 20.00
LAWS 10051 Legal Methods and Systems 20.00
LAWS 10042 Tort 20.00
LAWS 10082 criminal Law (Criminology) 20.00
LAWS 10432 Psychology, Crime and Criminal Justice 20.00
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Student Personal Data

Editing an Address

Navigate To: Menu > Campus Community > Personal Information (Student) >
Biographical (Student) > Addresses/Phones > Addresses

@ To view/edlit personal data in one place navigate to Campus Community > Personal

Information (Student) > Add/Update a Person (apart from Emergency Contacts
and Disability Details which can only be accessed by navigating to these areas individually).

1. Enter the student ID in the ID field.

TRAINING NOTE: Select the Correct History checkbox if you are going to be making a change

to an existing address.

2. Click Search.

Addresses

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

Limit the number of results to (up to 300); 300

Empl ID: begins with |12345|3? a,
Academic Career: ZI | v‘
Mational 10: begins with » |
Campus ID: begins with |
Last Hame: begins with |
First Name: ing with + |
Oinclude H\slow,ﬁmww [Ocase sensitive
Search Clear |Basic Search Save Search Criteria

The Addresses page will open by default.

3. Click the Edit/View Address Detail link for the address that you wish to amend.

@ IMPORTANT NOTE: Halls of Residence addresses MUST not be changed — these will be
maintained by the accommodation office.

Addresses

Situdent Deiais Withheld Student Petzifs Withireld
e Cumicmics | i | Vieor 201 =11 32 st B
Address
e Address Effective Date Status  Undated By | Undated

Stwdernt

Elome Details 22109/2010  Active ERA0N010
nwithheld Y

This will then open up the Address History page for that specific address type. Insert a new
row of data.

T ——
Effective Date Coumtry Staius Address d
191002010 Student Update Addresses
Detaile sddress Linkage
Witfhield
Updated By

2P 12010 00:00-00
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Within the new row of data, the system by default automatically re-inserts the same address, so
that if you are making a minor modification you do not have to re-type the entire address out
again. Update the Effective Date to record the date the change is effective from.

Address History Fng Frst K 42002 T Last
Effective Date  Country Status Address ¥ =)
050472011 =) Update Addresses

- Student A2 ment
Details T
Withheld

Updated By 010 00:00:00
Effective Date  Country  Status Address F[E
191052010 Student Update Addresses

Details Address Linkage
Withheld
Updated By 12010 00:00:00

Click Update Addresses. You will then be taken to the Edit Address page where any
necessary changes can be recorded.

Edit Address Edit Address

Country: United Kingdom Chanae Country Country: United Kingdom Change Country

Address1: 123 Campus Road m: [123 Pecplesoft Road

Address 2: | Address 2: ‘

Address 3: | Address 3: ‘

Address 4: | Address 4 ‘

TowniCity:  [Manchester County: [BTMAN |G, posicodedM12 344 TowniCity: | Manchester County: [BTMAN [ @ pogieogelM12 344
Eind Your Postcode Find Your Postcode

QK Cancel . OK Cancel

Once you have made your amendments, click OK. You will be taken back to the Address
History page.

Address History

Address Type Temn Time
Aduress History Fng Frst K 12002 01 Lot
Effective Date  Country Status Address 3=
pEma2011 0 [GBR QL | Acve w| 123 Peoplesol Road
Manchester
W12 344 Greater anchester
Updated By Student Detalls Withheld 191052010 00:00:00
Effective Date  Couniry Siatus Address BE
1812010 Update Addresses
Sn.l'deﬂf Address Linkage
Details
Uiadatad Withheld 1911072010 00:00:00
0K Cancel Refresh

@ Note: you cannot have 2 or more addresses of the same type with the same Effective Date.

These values MUST be unique in order for the system to determine the current record.
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8. The updated address should display within the Current Addresses section. Click Save.
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Current Addresses Customegg | Fng |
el PPN Effoctive Oste Statys  UpdatedBy Updated S A )|
Iype 2
Student Details Withheld 22002010 EiView Address
Home 1317:37 Detall
123 Peoplesoft Road = N
EdeNiew Agdross
Lnﬁ Manchester 05042011 Actve  SEaff Details D.ﬂ.ml
12 344 Greater Manchester Withheld - |
EfloctveDate: (0042011 1 spppys: [Actve ) O 7 Home
i 0 Maiing
3 IGBR i
Country: GBR Q  United Kingdom 0 * TermTime
Address: Edd Adess Agdress Linkaoe [0 Placement
[0 8uing
= [0 Degree
* Active address exists
Exg:glg
D seve O RetuntoSearch [ Netdy @, Refresh £} UpsereDepley  Z] inchdeHstory [




Adding an Address

Navigate To: Menu > Campus Community > Personal Information (Student) >
Biographical (Student) > Addresses/Phones > Addresses

1. Enter the student ID number in the ID field and click Save.

Addresses

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

Find an Existing Value

Limit the number of results to (up to 300): |300

Empl 1D begins with |w|[1234567 Q
Academic Career:| = v | ~|
National ID: begins with | |

Campus ID: begins with v |

Last Name: begins with v |

First Name: begins with |

Oinclude History [ correct History [case Sensitive

| Bearch |- Clear |Basic Search [E Save Search Criteria

The Addresses page will open by default:

Addresses
Student Details Withheld

ize | Eing | View 1] ) FE Frst K 12012 O Lam
Address Address

EditView Address
= Effective Date Status  Updated By Updated b

Detail
4321 Test Road z ’
= : Edittiew Address
Home Ripley 220092010 Actve  poe i QnI]li.-ll LA
DES 8RD Darbyshire Wik
123 Peoplesoft R ; N
Lo ”233.1.:::;;“ = 0510472011 Active DEDazo e n iy
me ' ' 11:38:4 Data
: M12 34A Greater Manchester 48
r Yyt 1 * Home
EMective Date:  [05/042011 [ guapys: | Active | O
: a : O Malling
Country: GBR United Kingdom
& g O = Term Time
Address: Edit sddress Address Linkage O Flacement
[0 Eiling
Submit Reset O Deoree

* Active address exists
Explain

2. Inthe Add Address Types section, select the checkbox of the type of address to be added and
click the Edit Address link.

Add Address Types
* Home
Effective Date: [05/04/2011 ) status: O
Mailing
Country: GBR Q. United Kingdom
g [ * Term Time
Address: Edit Address Address Linkage [ Placement
O Billing
Submit | | Resat 00 Degree
* Active address exists
Explain
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You will now be presented with a null/blank address entry page for you to enter the details of the
new address.

Edit Address

Country: United Kingdom Change Country

Address 1: [Frat 123

Address 2 |A Street Somewhere

Address 3: |

Address 4: |

Town/City: [manchester County: |STHAN [Q pogtcode]H00 148

Find Your Postcode

| OK \ | Cancel |

3. Entered the address detail and click OK.

4. You will then be returned to the main address page where you will see your newly entered
address. Click Submit.

Asidress
Type Address Etfective Oate Status  Undated By  Updated Detail
4321 TestRoad StafF 047 A dras
Home  Ripley 2002010 Actve el anaao!! s
DES 8RD Derbyshire Withheld
123 Peoplesoft Road 5047 dtNView Adds
Tem  ianchester 050472011 Actve e
R 12 3AA Greater Manchester
¢ - = * Hom:
EftectiveDate: (05042011 (8  guapys: [Acthe w0 0 ° Home
. ) - R ™ Malling
Country: GBR Q  United Kingdom 0] * TeamTime
Address: Edit Adgress Adcress Linkage O] Placement
Flat 123
A Street Somewhere O Bisng
Manchester 0O Degree
MO0 1AB Greater Manchester
* Active address exists
Submit Resél Explain

5. You will see that the address now appears in the top section of the screen.

4321 Test Road StafF thView A
Home Ripley 2210072010 Active Dol avraChah Tt
DES 8RD Derbyshire Withheld
Flat 323
A Street Somewhere ; 050472011 Edit\iew Addrass
uailing |5 Sireet Sor 05/0472011  Active 12:08:08 tail
00 148 Greater Manchester
123 Peoplesoft Road an
T2 Manchester 051042011 Active Stk e
7“12 3AA Greater Manchester | |
; “H
Effective Date: [P5/02/2011 B8 spas: | Actve 0 e
yors i 1 = walling
Country: GEBR ted Ki
ry: Q  uUnited Kingdom O - TermTime
Address: Egit Adgress Adgress Linkage (] Placement
O Billing
™ Raset O Degree
* Active address exists

Explain

6. If you wish to add in another address, click Reset and repeat steps 2 - 5.

7. Click Save.
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Adding or Editing an Email Address

Navigate To: Menu > Campus Community > Personal Information (Student) >
Biographical (Student) > Addresses/Phones > Electronic Addresses

1. Enter the student ID number in the ID field and click Search.

Electronic Addresses

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

P i an Existing Value |
Limit the number of results to (up to 300): |300
Empl ID: beqins with i 12345687 I Q

Academic Career:| = %

v

[
Hational ID; begins with ||
Campus ID: begins with |+ ‘
Last Hame: begins with » ‘
First Hame: begins with | ‘

[ case sensitive

Search Clear | Basic Search Save Search Criteria

The Electronic Addresses page will open by default.
2. To edit an email address, simply overtype the existing information.

Electronic Addresses

Student Details Withheld

*Email Type *Email Address Preferred

University 4 \:s.test@manchester ac.uk E|

Home v | [cstest@manchester.ac.uk O =
Add

3. To insert a new email address click Add to insert a new row of data.

4. Select the type of email address you wish to add from the Email Type field options and then
enter the email address in the email address field.

Electronic Addresses

Zivai Muyengwa 7910201
| Email Information
Email Type Email Address Preferred
University cs.test@manchester.ac.uk =
I L5 test@manchaster ac uk =l
Other v | Bnother@hotmail.com =
Add

@ Note that the University email address will always default as the 'Preferred’ address, and so
this should not be changed.

5. Click Save.
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Adding or Editing a Phone Number

Navigate To: Menu > Campus Community > Personal Information (Student) >
Biographical (Student) > Addresses/Phones > Phones

1. Enter the student ID number in the ID field and click Search.

Phones

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

Limit the number of results to (up to 300); (200

Empl ID: begins with v| 1234567 | QL
Academic Career: = % v|
Hational 1D: begins with v ‘

Campus ID: begins with ‘

Last Name: begins with |+ ||

First Name: hegins with |+ ‘

[case sensitive

Search Clear |Basic Search Save Search Criteria

The Phone Numbers page will open by default.

2. To edit a phone number, simply overtype the existing information.

Phone Numbers

Student Details Withheld

i
"Phone Type *Phonge Number xtension Country Code Preferred
Home v | Student Details Withheld 044 =l
Mobile v 044 O =

3. To insert a new phone number, click Add to insert a new row of data to work with.

4. Select the type of phone number you wish to add from the Phone Type options and enter the
phone number in the field provided.

Phone Numbers

Student Details Withheld

 Phone Deta

“Phone Type “Phone lumber Extension Country Code Preferred
Home v\ Student Details 044 =
\ahile Withheld D44 O =
| Term Vl ] =
[ oo |

IMPORTANT NOTE: One phone number MUST be selected as the ‘Preferred’ number, change this
If required.

5. Click Save.

Page 24



Adding or Editing a Name

Note that you should not change the primary name in the system before seeing proof (such as
marriage certificate; deed poll certificate; etc).

Any changes to a student’s primary hame must also be confirmed with the IT Data Quality Team; if
this step is not completed, then the name will revert to the previous row overnight.

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

1. Enter the student ID number in the ID field and click Search.

IMPORTANT NOTE: /fyou are going to be making a change to an existing name, select the
Correct History checkbox.

Names

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

Limnitthe number of results to (up to 200): (200

Empl ID: begins with » |[12345687 a
Academic Career:| = |+ v
National ID: begins with |+
Campus ID: beqins with |+
Last Name: beqins with |+
First Name: begins with
[ include History orrect History [ Case Sensitive
Search Clear  Basic Search Save Search Criteria

The Names page will open by default, where you will see any current names for the individual
listed.

Names

Stugent Details Withheld Satus bodaeas oo

Ty o Naaaei

Effective Dabe: 042011 |[m Statusc | A w
“Format Lising English

Prefix: -

First Nam: Midcller Maam:

Lasi Name:

Suffix; i

% Display Name:

Formal Name:
Ham
Submit Rasat

2. From the Type of Name options, select the name type that you wish to insert/amend (to amend
an existing name, select the existing name type).The Effective Date will default to today’s date
— this can be updated as required.

Type of Name Preferred -
Effective Date: 05/04/2011 |
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3. Enter the name information, as required — you will see that you can enter a Prefix, First,
Middle and Last Name, along with a name Suffix.

Prefix: Ms ~
First Name: Student Details Withheld Midille Name:
Last Name:
Sufis: w
e Display Name:
Formal Name:

Hame:

Submit Resel

4. Once you have entered the necessary fields, click Submit.

Hame Type Hame Effective Date Status Updated By Updated Name History

Student Details Withheld ehld el

5. The inserted name will appear at the top of the Current Names section. (If you have amended
an existing name, you should just see that this has now been altered, along with the new
effective date — you will NOT see an additional data row).

6. Click Save.

B Save | | L Returnto Search | |[&] Motify

TRAINING NOTE:

Preferred names can be recorded in Campus Solutions but will not show in most other systems.
The Primary name cannot be overwritten with a preferred name that is not on documentation — the
Primary name must reflect the student’s Legal Name.

7. Email data.quality@manchester.ac.uk with confirmation of the Student ID number and the new name, so
that this can be updated in the CRM SPOT system.
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Recording a Single Name

In the majority of countries a person will have a name followed by a family name. There are a
number of countries where a person can legitimately have one single name.

For students who have a single name and have proof of this i.e. passport etc, this is the process for
updating Campus Solutions (CS) to display the single name:

Recording Single Names in Campus Solutions

The CS Student System requires both the first name and surname fields to be populated which poses
a problem when recording students with a single name.

To ensure that all search facilities within Campus Solutions are available and to support integration
with other internal and external systems the following protocol must be adopted when recording
single names:

First Name Field: ‘-‘recorded

Surname Field: single name recorded

Prefix: v

First Name: Middle Name;

. 1
Last Name: = recorded infirst name field
Suffix: v

f% DisplayName: Nsingle name recorded in SURNAME field only
Formal Name:

Name;

This process has been agreed by all affected areas and approved by the SAMG Student Records
Group (October 2012).
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Emergency Contacts

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

1. Enter the student ID number in ID field and click Search.

Emergency Contacts

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

Find an Existing Value

Limit the number of results to (up to 200): |300

Empl ID: begins with |w [1234567 I Q
Academic Career:| = v | v‘
National 1D: begins with |+

Campus 1D: begins with |+ |

Last Name: begins with |+

First Name: begins with |+ |

[case Sensitive

. Search Clear |Basic Search [E Save Search Criteria

The Emergency Contacts page will open by default, where any existing contact information will
be displayed.

S e E LD B | Emergency Contact Other Phones

Student Details Withheld

gency Contact [Fing | View Al First 0 1of1 4] Last
“Contact Name: Student Details Withheld =HE
*Relationship: | Sibling A Primary Contact

[ same Address as Individual
[ same Phone as Individual
Country: GER|Q, United Kingdom
Address: Edit Address
Student Details Withheld

Phone  Studest Details Withheld

2. Insert a new row of data to add a new contact.

Contact Name: | Student Details Withheld :

‘Relationship: Farent | [l Primary Comtact

3. Inthe Contact Name field, insert the contact name and select the correct Relationship value
to the student from the available system options.

Emergency Contact Find | Views All First K 2or2 0 ost

EE

*Contact Name: ‘JUE Blogas

*Relationship: Cohabitee |» [ Primary Contact
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4. If the contact resides at the same address as the student, and/or has the same telephone
number, then you can tick the Same Address and Same Phone Number check-boxes and
choose the relevant address and phone types from the selection list, enabling this information
to default in for you.

*Contact Name: Joe Bloggs
Cohabitee & ] Primary Contact
Same Address as Individual  Address Type: | HOME v
Same Phone as Individual  phone Type: | HOME v

Country: GBR United Kingdom
Address: 4321 TestRoad
Ripley

DES 8RD Derbyshire

Telephone: Student Details Withheld

5. If you are adding a new address for the contact, then in the Contact Address section, enter the
relevant Country, and click Edit Address.

Contact Address

Country: GBR |, United Kingdom

Address: Edit Address

6. This will then open up the Edit Address page where you MUST enter the address and click OK.

Edit Address

Country: United Kingdom Chan sntry
Address 1: Student Details Withheld
Address 2:
Address 3
Address 4:
Town/City: [London County: [ O postcodel  Student Details Withheld
Eind Your Pastcode
OK Cancel

7. You will be returned to the Emergency Contacts page, with the address displayed. You can
now enter a Phone number in the Phone field, specifying an Extension (where necessary).

Contact Phone
Phone Extension
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8. To insert additional phone number/s for the contact, select the Emergency Contacts Other
Phones page.

Iy e NG EVLS i Emergency Contact Other Phones

Student Details Withheld
Contact Name: Student Detalls Withheld FHE
Relationship: Sibling Primary Contact

*Phone Type Phone Extension

9. Enter/Select the Phone Type from the system options, insert the phone number in the Phone
field and records an Extension where necessary. Click Save.

B save | Retumnto Search | [ Notify
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Disability Details

@ Disability information will ONLY display in this component if student has given consent for
details of the disability to be released.

IMPORTANT NOTE: This information is ONLY available in VIEW ONLY format. You will not be
able to amend any information within this component, as this is managed by the central Disability
Support Office.

Navigate To: Menu > Campus Community > Personal Information (Student) > Health
Information (Student) > Disability Details

1. Enter the student ID number in the ID field and click Search.
Disability Details

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

Limit the number of results to (up to 300); |300
1D: begins with » || 1234567
Campus ID:| begins with |+

National ID: | begins with |+

Last Name:| begins with |+

First Name:| begins with |+

D Case Sensitive

Search Clear | Basic Search Save Search Criteria

2. The Disability Details component will open by default.

Impairment Regional

Student Details Withheld
Existence of Disability

Request Support

Support Services Request| In receipt of DSA w
Details
Type of Impairment
| Other disability (not listed) v | (] [=]

[5]save ||[E Returnto Search ||[=] Motify

Where disability information is available for a student, the Existence of Disability checkbox
displayed will be selected. If support has been requested by the student, the Request Support
checkbox displayed will also be selected, and the Support Services Request field will display the
appropriate value for the student.

In the Details section of the page, the Type of Impairment field displays the student's
impairment/s.
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In the example above, the student has a disability and has requested support, the Support Services
Request field displays that the student is in receipt of DSA (Disability Support Allowance) and
the Type of Impairment field displays the value of Other disability (not listed).
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